
 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

