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[TODAY’S DATE]
Dear [NAME OF HEADTEACHER/PRINCIPAL],

RE- ATL School/College Representative

As you will be aware [YOUR NAME] is the ATL union representative for this school/college.

As an appointed representative of a trade union they are entitled to reasonable time and allocation of resources to carry out ATL duties, or take part in ATL training.  

[YOUR NAME] has been allocated a place on ATL’s Being an ATL Rep training course.  This course will initially comprise a one day training course, taking place on [DATE OF BEING AN ATL REP COURSE]. 
This request for training is made in accordance with the Code of Practice on Time Off for Trade Union Duties and Activities issued by ACAS.
If at anytime, you would like to have further details regarding [YOUR NAME]’s role as ATL rep and benefits to both staff and employers, or anticipate any problems in allowing [YOUR NAME] the time off in order to take part in training please contact ATL at organise@atl.org.uk.   
Thank you for your support and cooperation.

Yours sincerely
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Dr Mary Bousted

General Secretary

Association of Teachers and Lecturers
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