
Rep Appointment Letter
Dear *insert name

Congratulations on becoming a UCU Rep!
This letter is notification that you are now recognised to act as a representative on behalf of UCU members. If you have yet to inform your employer that you are now a UCU Rep there is a model letter attached to the bottom of this letter for you to adapt and use.
The Trade Union and Labour Relations (Consolidation) Act 1992 (TULR(C)A) in conjunction with the ACAS Code, requires your employer to give you reasonable time off to carry out your duties related to you role; and to undergo the necessary training to enable you to fulfill your elected role fully and to best support UCU members where you work.

The ACAS Code of Practice on Time off for trade union duties and activities highlights the importance of training to equip trade union reps with the necessary skills and knowledge to enable you to carry out your role effectively. The code advises employers to consider releasing trade union reps for initial training in basic representational skills as soon as possible after their election or appointment. A copy of the code can be downloaded at www.acas.org.uk
We advise you to give your employer adequate notice of training courses in order that they can provide cover. If your employer refuses time off for training, you should contact your branch or regional office for further assistance. You can speak to your branch in the first instance about suitable training, your regional office or alternatively email training@ucu.org.uk for further details. We encourage you to inform your employer and seek approval for time off as soon as possible. 
Kind regards
Name
Regional official 

 MACROBUTTON  AcceptAllChangesInDoc [name/address of HR/Personnel] 
Standard letter/email to employers to request time off to train

 MACROBUTTON NoMacro [Click here to insert date] 
Dear  MACROBUTTON  AcceptAllChangesInDoc [Insert name] 
I am writing to inform you that I have been recently elected as a UCU Rep. 

Under the Trade Union and Labour Relations (Consolidation) Act 1992 (TULR(C)A) in conjunction with the ACAS Code I am eligible to attend trade union training which will enable me to undertake my new role with greater confidence, efficiency and speed, allowing me to contribute to the effectiveness of employment relations here at   *insert institution.

The next suitable course is *Insert Name of course on *Date of course in *Location of course 

The course is designed to allow me to fulfil my duties under the above mentioned act. I can provide further details if required.

I would be grateful if the relevant cover/workload reduction for the duration of the course be put in place, with regard to my teaching and administrative duties.
I understand that time off to attend the above training will not reasonably be refused however I would appreciate a response in writing within 2 weeks.

Thanking you in anticipation of your cooperation with this request.
Kind regards


*insert name
Cc *insert name of Branch Secretary

