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FACILITIES TIME REQUEST FORM

Section 1 – to be completed by staff representative

Personal details

	Name
	Job Title

	Department//Ward
	Base

	Trade Union/Professional Organisation


Reason for needing time out (please tick)

	Area Partnership Forum
	
	Local Partnership Forum
	

	Joint Working Group
	
	Delivery of joint training
	

	Staff Side Group
	
	Advising/representing members
	

	Off site training/conference
	
	
	

	Other (please specify):
	


Estimate of facilities time required

	Date(s) for time out

	Start time

	Estimate of total time required (including travel)

	Signature
	Date


Section 2 – to be completed by manager

	Name

	Signature
	Date


	Requests for time off and facilities must not be unreasonably refused. In exceptional circumstances if time off were to be refused then the reasons should be detailed below.  


Guidance notes

1. Requests for time off should be submitted to line managers as soon as the need for time off arises.

2. Line managers must reply to facilities time requests as soon as possible but no more than 1 week after submission and prior to the requested time.

3. Line managers should on completion of the form retain a copy for their records, return a copy to the Staff Representative, and update the information on SSTS, or if not available transcribe the detail into the form in MS Word for e-mail submission to Human Resources.
4. In the event of time off being refused staff representatives have the right to raise the matter further and seek advice from their trade union/professional organisation, the Human Resources Department or Senior Departmental Manager.

Managers are to print off two copies for completion with one being retained by the manager and one by the staff representative. Thereafter, the manager should update the information on SSTS or if not available transcribe the detail into the form in MS Word for e-mail submission to Human Resources.

