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Exercise: 

The right to request time to train - Preparing to make a request

Note to Learning at Work Day Organiser

This exercise is designed for Learning at Work Day organisers to introduce groups to developing a proposal that they may make to an employer regarding training under the statutory right to request time to train. You probably won’t be able to complete this exercise in one sitting as there are four stages to complete. The stages should also be started after a presentation on the new right or by referring to the statutory guidance on www.direct.gov.uk. A template presentation with notes is available to download from the Learning at Work Day website.

If you are doing this exercise in an activity session on Learning at Work Day, it’s recommended that you concentrate on stages 1 and 2 where you should be able to make substantial progress within 60 minutes. The second two stages will take more time and are perhaps best supported by one on one meetings after the event when the participant has had more time to formulate and commit themselves to the proposal that they are developing for the employer.
Exercise: 

The right to request time to train - Making a request

You should undertake this exercise having either read about the new right to request time to train or having received a presentation.

You can do this exercise alone but you may want to find time to do it jointly with 

· a colleague, 

· manager 

· or union learning representative or learning champion 

· or perhaps in a Learning at Work Day session. 

Remember that you are asking your employer to make an investment of time and/or money, so it needs to be well thought out in order for the employer to feel that they can support it. When you have completed this exercise you should be ready to complete the template request letter which you can download from www.direct.gov.uk. The government’s guidance on exercising your right to request time to train can also be found on the direct gov website.

There are three/four phases to this exercise as follows:

Stage 1: Identify a skill or something that you would like to learn (30 to 60 minutes)

Stage 2: Consider the commitment you could be making and the support you will 

    need (30 to 60 minutes)

Stage 3: Do your research (variable)

Stage 4: Finalise your proposal (variable)
Stage 1: Identify a skill or something that you would like to learn

Think of a skill that you would like to develop or knowledge that you would like to acquire in your workplace. 

It could be:

· a skill that you already have but would like to improve to do your job better 

· a skill that would help you offer something different and valuable to your team or

organisation 

· a skill that you know your employer does not have or is in short supply

· a valuable skill that others have in your workplace and you would like the chance to develop it. 

Think about the following:

What would the value of the skill be to you and to your employer?

Or if it is knowledge that you would like to acquire rather than a skill - what would you contribute within the workplace or organisation with this knowledge?

If you can’t think of a skill relevant to your workplace, you could discuss this with colleagues who may have some ideas. Or it simply may mean at this time that you don’t have any training proposals that you could make to your employer (but you may have in the future)

Write it down: write down here the skill that you want to develop or what you would like to learn
Stage 2: Consider the commitment you could be making and the support you will need

Think of the level of education or training needed for this skill. 

It could be at a number of different levels of qualification, for example:

· a National Vocational Qualification

· a Foundation degree

· less formal training that does not lead to a qualification

Think about the time commitment that it might require during the working day and/or after the working day. 

In what ways could you make sure that what you will learn you will use in your work for your employer? It could be that the course you are interested in is only a day but you will make use of those skills (e.g. a time management course) for the rest of your career. But you could be considering something that is a longer term and more expensive commitment for which the return on that investment of time and money needs much more thought (e.g. a degree in business psychology).

What support and assurances might you be seeking from your employer? 

Does your employer have policies on supporting training and study? Would you need your responsibilities or working hours to be adjusted whilst you undertake the training? Are there provisions in your workplace for you to have day release? Are there are any adjustments that might be needed to be made to your role after the training to accommodate your new skills?

If you are unsure about a lot of these questions, don’t worry. You can talk to a union learning organiser or a learning champion in your community. You could ask people at work including Human Resource Management or Learning and Development Advisors. Or perhaps you can contact the Careers Advice Service or Next Step agencies to help you explore these issues.

Write it down: write here the commitment that you think you could make and the support you will need

Commitment

Support

Stage 3: Do your research (test your assumptions)

In Stage 1 and 2 you have considered 

· the training or study that you may want to propose to your employer 

· the commitment you are prepared to make 

· the support you may need

It’s now time to research the training that you would like to do, but how can you do this? There are many different ways. Here are some of them:

· Meet with a union learning representative or learning champion to see if they know of good learning providers for your chosen training or study

· Meet with your manager, learning and development advisor or Human Resource Manager to see if they have any recommendations or perhaps can make you aware of in house opportunities

· Contact local colleges or other providers (perhaps online providers)

· Conduct an internet search for courses on your chosen skill or learning

· Contact Learn Direct on 0800 101 901 for a discussion with an advisor or visit their website: http://www.learndirect.co.uk/

When you find training that matches your interest, read the course information and check:

· Whether the training or study description fits: with what you had been considering in stages 1 and 2. If you are unsure, ask to speak with the training organiser to see if it meets your interests.

· What the training or study will cost: consider and discuss with colleagues; try to make a reasonable proposal regarding support for costs and weight your proposal for support accordingly (Consider whether the employer has a policy on supporting learning or what can the employer expect from you in terms of improved productivity for their investment in your learning? Are you likely to benefit more than the employer for their support or vice versa? Are there any other sources of financial support, bursaries from educational institutions, public funding or perhaps support from your trade union?) 

· When and for how long the training or study takes place. Does this fit with your original assumptions and if not, is it acceptable and might you adjust your intended proposal? How does this fit with your work commitments and does this change the proposal you intend to make to your employer for time off or adjustments to working hours?

· The registration process and how long it takes. Have you got time to make the application and get the approval of the employer before registration closes?

It’s advisable to look at several courses to weigh up your options, so you may need to complete this stage several times.

Write it down: write down the details of the training or study place that is of most interest to you.
Stage 4: Finalising your proposal

You should now be ready to complete the template letter requesting time to train from your employer which you can download from the directgov website www.direct.gov.uk

Remember that you will need to provide the following information:

· the subject of the training or study you would like to do

· where and when the training or study would take place

· who will provide or supervise it (e.g. study at home, in a college etc)

· what qualifications (if any) it will lead to]

· how you believe this training will make you more effective at work and improve your performance in your business 

· a proposal as to how the training costs will be met. 

It’s advisable to draft your proposal and discuss it with a colleague or a learning representative or learning champion before submitting it as they may help to strengthen the application or check for any information that you may have missed.

Best wishes for your proposal 

