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Right to Request Time Off for Training Procedure - Making/Considering a Request 

Key 

 = Employee leads 

 

= Line manager leads 

 

= HoD leads 

   point below which 
= employee may not  
   withdraw  
 
 

Employee discusses their request for time 
off for training with their line manager. 

Employee completes Section 1 of TFT1 
form and sends to line manager at least 8 
weeks before the start of the training. 

Line manager acknowledges receipt of 
TFT1 form within 7 days of receipt and 
requests resubmission if application 
incomplete. 

 

Line manager gives due consideration to 
request, and completes Section 2 of TFT1 
form, before passing to HoD 

HoD gives due consideration to 
request taking employee / line 
manager comments into account – 
may seek advice from HR Manager 

HoD agrees to 
request without 

difficulty? 

HoD meets with employee and line 
manager to discuss request within 28 
days of receipt. Employee may be 
accompanied by work colleague / TU 

rep 

Line manager and employee verbally 
agree terms of agreement and 
details of any review meetings or 

changes to terms 

HoD completes Section 3 of TFT1 
form and returns one copy to 
employee, and one to HR Services 
within 28 days of receipt 

If required, Dept completes and returns 
Contract Variation Form to HR 
Services. The form should reflect the 
nature of change and duration.  

HoD agrees to 
request? 

HoD notifies employee of decision 
and implementation date, in writing, 
within 14 days of meeting and sends 
completed TFT1 form to HR 
Services. Employee may not submit a 
further request within 12 months of 
the date of the decision letter. 

HoD notifies employee of decision, 
reason for refusal, and right of 
appeal, in writing, within 14 
days of meeting . Copy of letter and 
completed TRT1 form is sent to HR 
Services. 

Employee may appeal in writing to the Director of 
HR within 14 days of the date of the refusal letter 

Appeal meeting convened within 14 days of 
receipt of appeal letter. Employee may be 
accompanied by work colleague / TU rep 

Employee notified of decision, in writing, within 14 days of 
appeal (reason given if unsuccessful) Decision is final - 
employee may not submit a further request within 12 
months of the appeal date. 

HoD confirms arrangements in writing to 
employee and HR Services 

No Yes 

Yes 

No 


