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Please read the information about the process to be followed on pages 4 and 5 before completing this form.
Sections 1 and 2 of the form are normally completed by the Head of Department or Director of Institute (HoD/DoI) (or another person they nominate to make the decision)
Section 3 is to be completed by the appeal panel (if there is one).
	Section 1: Assessing the Validity of the Application. (To be completed by the HoD/DoI)

	The Applicant’s Full Name
	     

	Job Title
	     

	Department/School/ Institute
	     

	Date application received
	     


	The applicant is required in law to include certain information otherwise the application is invalid. So, does the application include all the following information?

	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No 
	A statement that the request is made under Section 63D of the Employments Rights Act 1996

	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No 
	The subject matter of the proposed training or study

	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No 
	Where and when it would take place

	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No 
	Who would provide or supervise it

	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No 
	What qualification (if any) it would lead to

	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No 
	How the applicant believes the training or study would improve their effectiveness at work

	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No 
	How the applicant thinks the training or study would improve the performance of the College

	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No 
	The date of the employee’s last application (if any)

	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No 
	The method of their last application (eg email or letter) (if any)

	To apply for unpaid time off for training, the employee must have 26 weeks’ continuous service with QMUL.  

	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No 
	Does the applicant meet this condition?

	The employee may apply only once in any 12 month period.  However,  a second application must be permitted if: 

1. the employee did not undertake the training agreed earlier either because it was cancelled;  or  because of an unforeseen circumstance beyond their control;  or

2. the employee mistakenly submitted the earlier request before 12 months had elapsed and is now withdrawing that application.

	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No 
	Is the application permissible as there is no other application (that counts) in the last 12 months?

	If the application is not valid, it is good practice to explain why within 28 days of the day the application is received. If you require more information, you should ask for this as soon as possible. 


	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No 
	Overall assessment: is the application valid?


If the application is valid, please complete Section 2.
	Section 2:  To be completed by the HoD/DoI

	Name of HoD/DoI with whom the application is lodged
	     

	Name of manager to make the decision
	     

	Date by which written agreement to the request must be given or by which a meeting must take place  (the date the application was received (see page 1) plus 28 days (unless the HoD/DoI was away when the application is received, in which case the 28 days begin on their return).
	     

	Date of meeting (NB: No meeting is necessary if the manager agrees the application).
	     

	Manager’s decision [See the notes on this page]
	 FORMCHECKBOX 
   Unpaid time off for training agreed

 FORMCHECKBOX 
   Unpaid time off for training not agreed

	Give the decision, and if you are refusing the time off, the reason for it (see the notes below for the permissible reasons for refusal) and set out the factors you considered. If you agree the unpaid time off you must inform HR of any changes to the employee’s work pattern so that these can be recorded and the employee paid appropriately.  The information that you include in the decision letter to the employee is stipulated by the law. Please use the appropriate standard letter to give the decision (available from the HR Web-site).

     

	Signature:

	Date that the decision and the reason for it is given in writing to the employee (this is either within 28 days of that date that the application was received or within 14 days of the date of the meeting).
	     


Notes:

At both the initial stage and any appeal, the application can be refused only on one or more of the following grounds:

the proposed study or training would not improve the employee’s effectiveness in your business
1 the proposed study or training would not improve the performance of your business

2 the burden of additional costs would be too great

3 the proposed study or training would have a detrimental effect on your ability to meet customer demand

4 you would be unable to recruit additional staff

5 the proposed study or training would have a detrimental effect on performance

6 there would be an insufficiency of work during the periods the employee proposes to work

there are planned structural changes during the proposed stuffy or training period

	Section 3:  Appeal stage (if need be)

	Date appeal received by Director of HR
	     

	Appeal received in time? (Normally within 14 days of the date the employee was given the decision in writing)
	     

	Names of managers making the decision (normally the Director of HR and the HoD/DoI)
	     

	
	     

	Date by which written agreement to the appeal must be given or by which a meeting must take place (the date the application was received plus 14 days)
	     

	Date of appeal hearing (NB: No meeting is necessary if the appeal panel review the application and agree it beforehand).
	     

	Managers’ decision [See the notes on this page]
	 FORMCHECKBOX 
   Time off for training agreed

 FORMCHECKBOX 
   Time off for training not agreed

	Give the decision, and if you are refusing the time off, the reason for it (see the notes below for the permissible reasons for refusal) and set out the factors you considered. If you agree the unpaid time off you must inform HR of any changes to the employee’s work pattern so that these can be recorded and the employee paid appropriately. The information that you include in the decision letter to the employee is stipulated by the law. Please use the appropriate standard letter to give the decision (available from the HR Web-site).
     

	1st Manager’s Signature:

	2nd Manager’s Signature:

	Date that the decision and the reason for it is given in writing to the employee (this must be within 14 days of the date of the meeting)
	     


Notes:

At both the initial stage and any appeal, the application can be refused only on one or more of the following grounds:

1 the proposed study or training would not improve the employee’s effectiveness in your business

2 the proposed study or training would not improve the performance of your business

3 the burden of additional costs would be too great

4 the proposed stuffy or training would have a detrimental effect on your ability to meet customer demand

5 you would be unable to recruit additional staff

6 the proposed study or training would have a detrimental effect on performance

7 there would be an insufficiency of work during the periods the employee proposes to work

8 there are planned structural changes during the proposed stuffy or training period

Introduction 

The right to request unpaid time off for training is set out in Section 63D of the Employment Rights Act 1996 (as amended).  Since the College already has comprehensive policies on the provision of training and development,  both paid and unpaid, this document has the limited aim of enabling College managers to recognise and respond lawfully and in good time to any “Section 63D” requests it receives. 

College Policies on Training and Development

QMUL is committed to the professional development of its staff and recognises that they must have the knowledge and skills they require in order to carry out their role in the College.  It therefore offers an array of development opportunities to its staff and has an entire department, Educational and Staff Development (ESD) that is dedicated to professional development.  

The College’s generous provisions for training and time off for training are described in a variety of documents. These include: 

 the Policy on Staff Learning and Continuing Professional Development;

 Queen Mary Performance Appraisal Scheme (QMPAS); 

 QM Code of Practice on Probation;

 the Policy on Sabbatical Leave and Leave of Absence.

So, for example, all QMUL staff have their training and development needs systematically assessed at least once each year as part of the appraisal scheme (or,  for new starters,  the probation procedure).  And,  in practice,  staff and managers can discuss and address their development needs in a number of less formal forums. 

The Legal Right to Request Unpaid Time-off for Training

In addition to the provisions described above, members of staff may also have a legal right to request unpaid time-off to train or study. In practice, the legal regulations are unnecessarily bureaucratic and do not confer a right to paid time off, nor do they include a duty for the College to pay for the training intervention itself. QMUL therefore urges its staff to apply for training using its internal processes rather than this legal right.
Nonetheless, if a Head of Department/Director of Institute (HoD/DoI) does receive a request based upon these legal rights, they have a legal  duty to: 

 consider the request and respond to it within pre-set timescales;  and
 include in the response certain information specified in law;  and

 refuse the request only if their grounds for doing so are among those listed in the legislation.   
The QMUL documents and processes described earlier enable its staff and managers,  in a timely and coherent way,  to:  
 assess training needs; 

 consider the value of a proposed development activity and how it should be prioritised; 

 find an appropriate provider for courses;

 plan,  budget for and co-ordinate the funding of training in the department as a whole; 

 explore whether College funds administered by ESD can be used to contribute to the cost of the training;

 get appropriate approval for training and development and the time-off the employee needs for it.

The HoD/DoI and the other College managers involved in allocating resources for training are unlikely to be able to consider all these issues within the time-frame required of them by the law on requesting unpaid time-off.  

Thus the College will not consider offering paid time-off for any training agreed under this procedure unless the employee later opts to seek funding for the training and paid time off to attend it using the College’s other internal procedures for assessing and securing training needs. 

Procedure

An employee may make an application (to the HoD/DoI) if:


 they have 26 weeks’ continuous service with the College;

 they have made no other application within the previous 12 months.

The head of department receiving the application must either:

 agree the application within 28 days;  or

 meet the employee to discuss the matter within 28 days,  unless;  

– an extension is mutually agreed and recorded;  or
– the HoD/DoI is absent when the application is lodged, in which case the 28 days begins on their return to the workplace.

If a meeting is necessary, the HoD/DoI will give the decision in writing within 14  days of the meeting.  The application can be refused only on one or more of the following grounds:

 the proposed study or training would not improve the employee’s effectiveness in their role at QMUL;

 the proposed study or training would not improve the performance of QMUL;

 the burden of additional costs would be too great;

 the proposed study or training would have a detrimental effect on the College’s ability to meet customer or student demand;

 the College would be unable to reorganise work among existing staff;

 the College would be unable to recruit additional staff;

 the proposed study or training would have a detrimental  impact on quality;

 the proposed study or training would have a detrimental impact on performance;

 there would be an insufficiency of work during the periods the employee proposes to work;

 there are planned structural changes to the Department, Institute or School during the proposed study or training period.  

If the application is refused, the employee has 14 days in which to lodge an appeal with the Director of HR.

The Director of HR and the HoD/DoI will either agree the appeal or meet the employee within 14 days.  If an appeal hearing is necessary, the Director of HR will give the final decision in writing within 14 days of the hearing.

The applicant may be accompanied at any formal meeting to discuss the application or appeal by a fellow employee or trade union representative.

The Director of HR and the HoD/DoI many nominate another person to deal with the application for them.  The HoD/DoI may be accompanied by an HR advisor.  

Decision Letters
The HR Department has developed a set of legally compliant standard decision letters that incorporate all the information that the HoD/DoI is required to give in law.  They are available on the HR web-site.
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