Manager’s Checklist: Right to Request Training Time
1. When it applies
· ✅ Employee has 26+ weeks service and is not an agency worker or contractor

2. Employee request must include
· 📌 Training/course details (subject + provider)
· 📌 How it helps them do their job better
· 📌 Proposed dates/duration
· 📌 Any costs
· 📌 Written request (only 1 per year but the one request can contain multiple training requests)

3. Manager actions
· 📅 Acknowledge request promptly
· 👥 Hold meeting within 28 days of receiving the application
· 📨 Confirm decision in writing within 14 days of meeting

4. Valid refusal reasons
· 💰 Excessive cost
· 📉 Negative impact on quality/performance
· ⏳ Workload can’t be reallocated
· 🛑 Training provides little/no business benefit
· ⚠️ Risk to meeting customer demand
If they appeal the refusal they must do so within 14 days of receiving the written refusal, the appeal should be sent to the relevant Senior HR Partner.

5. Best practice
· 🤝 Take requests seriously – training often improves performance & engagement
· 🗂️ Keep clear records of discussions/decisions
· 🔄 If refusing, explain reasons and suggest alternatives (e.g., internal training, online options, different timing)

✅ Remember: Employees have the right to request, not an automatic right to paid training — but every request deserves fair and reasonable consideration.
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