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[bookmark: _GoBack]TRADE UNION DUTIES/ACTIVITIES/TRAINING*
This form should be submitted to your line manager with as much notice as practically possible.
On the occasions where due to the sensitive /confidential nature of the reason, the full details cannot be given in Part A, the request should outline the intended work location/section/department; the timing and duration of the time off required etc.









PART A 

To be completed by the Shop Steward/Safety Representative/Learning Representative*

	
Name

	
	
Designation
	

	
Service

	
	
Work Location
	

	
Contact Details:

	




I confirm that I am a Trade Union Representative duly elected to represent members of my Trade Union and I am requesting time off to undertake the duties outlined below.

Request for Time Off

	Reason for Request 
(Provide full details and attach supporting documentation where appropriate)
	

	
Date	

	
	
Time
	

	Department 
Service, Location
	

	Estimated Time/Duration of the Request 
	

	
Signed
	
	
Date
	



* Please delete as appropriate


PART B: To be completed by the Line Manager
 
	Approved

	
	Refused
	

	Paid Leave

	
	Unpaid Leave
	

	Signature

	
	Name in Capitals
	

	Designation

	
	Date
	

	If not granting the request please state the reason(s) for refusal.
	



PART C:  To be completed by the Line Manager and Trade Union Representative

	LINE MANAGER

	Actual Time Taken
	From
	To
	Total Time



	Name
(Block Capitals)

	

	
Signature

	

	
Designation
	
	
Date

	

	TRADE UNION REPRESENTATIVE

	Name
(Block Capitals)

	

	
Signature

	

	
Designation
	
	
Date

	

	PART D: COMMENTS

	









 
Completed forms should be emailed to EALeisureHR@eastayrshireleisure.com
image1.jpeg
east, .
ayrshire
leisure

LIVING YOUR BEST LIFE




