Pro-forma 3

Pro-forma letter: responding to a time off for training request. if the request is to be rejected – NB in such cases a  meeting should normally be held.
Dear 

Thank you for your [letter/email] dated [insert date] in which you requested to take time off to undertake training in [insert subject of the training requested]. 

Further to our meeting of [insert date] at which we discussed this request, I/we have given your request very careful consideration and am sorry to have to advise you that we are not able to accommodate your request for the following reason(s) [delete as appropriate]
we do not consider that the proposed study or training would improve your effectiveness in your current role

we do not consider that the proposed study or training would improve the performance of the department

we consider that the proposed study or training would have a detrimental impact on performance/quality/our ability to meet customer demand

the burden of the additional costs involved is too great

we would be unable to reorganise work amongst your colleagues/r

we would be unable to recruit additional staff to cover your absence

there would be insufficient work for you to do during the periods you propose to work

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

[Give a full explanation together with supporting evidence]
You have the right to appeal against this decision. If you wish to appeal you should do so in writing setting out the grounds for your appeal within 14 days of receipt of this letter. 

If you have any questions on the information provided in this letter please contact me to discuss them as soon as possible.

