Template letter for employers to inform their workforce of the right to request time to train

[This is a letter that employers could send out to inform their employees of the right to request time to train. The letter should be adapted as appropriate for the employer’s workforce following consultation with the statutory guidance on the right to request time to train for employers on the business link website]
Dear employee
Right to request time to train

You may already be aware that the right for individuals to request time to train came into force for employees working in organisations of our size (250 employees and over) in April 2010. I would like to assure you that we will of course be willing to consider any requests you submit under this right. The government’s guidance requires the request to be relevant to your “job, workplace or business” and to help improve personal and business productivity.
As your employer, we are always open to training proposals that 
· Improve your skills and personal productivity 
· Improve our products and services. 

You can of course and may prefer to [continue to] make proposals for training to us in the following ways [strike out accordingly]
· Your annual or half yearly appraisal/training review 

· Informal meeting with your line manager/learning and development advisor

· Asking your trade union learning representative to raise your training needs with us

· Other

As your employer, we may not always be able to support your training proposals but we will endeavour to give them a positive hearing and to support your personal development.
In our organisation, the manager responsible for training and development is [insert details], who will be happy to provide further details on our policies and procedures if you would find that helpful. If you decide that you wish to submit a formal request under this right, it should be sent to [insert details].
Further information about the right can also be obtained from [strike out accordingly]:  

· http://www.direct.gov.uk/timetotrain, 

· Your recognised trade union.

Yours sincerely

Head of Organisation

