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Faculty of Science

Application for Special Leave and Leave of Absence FOR LESS THAN FOUR WEEKS

Note : The conditions governing Special Leave and Leave of Absence are shown in your Conditions of Service.  Applications for paid or unpaid leave up to four weeks may be approved by the Head of Department BY COMPLETING THIS FORM.  Heads of Departments will notify Human Resources of any approved periods of unpaid leave.

· Permission for such leave, exceeding two days in length, must be sought from the Head of Department.

· Permission should be sought at least one month in advance of the proposed period of absence using the form below, and before any travel arrangements are confirmed.

· Within a given fifteen week semester leave will normally only be granted for a maximum total of ten working days.   

· Applications for leave must be accompanied by details of cover for any teaching, research and administrative responsibilities.

· Leave in excess of twenty working days may be approved by the Dean on the recommendation of the Head of Department.  A separate application form to cover requests for leave in excess of twenty working days is available from the Human Resource’ web-pages. PLEASE DO NOT COMPLETE THIS FORM IF YOU ARE APPLYING FOR SPECIAL LEAVE IN EXCESS OF 20 DAYS.
· The maximum total leave in any one academic year will not normally exceed 20 days. 

1.  Personal Details

Name: 

......................................................................................................

Position:
.................................... Department:  .......................................…

Period of proposed leave:  
From:  ......................To:....................................

Previous leave granted 
From: .......................To: ......................................

(if any):




From: .......................To: ......................................

2.  Purpose of proposed *Special Leave/*Leave of Absence (*delete as appropriate), location and funding.
3. Is it proposed that the University should pay the applicant's salary during the period of leave?  

UNPAID LEAVE:  You are advised that your membership of any University-supported superannuation scheme will be suspended for the duration of your unpaid leave.  You are advised to obtain professional advice from the Salaries Office in good time before applying for unpaid leave.

4.  Research and Teaching commitments - please state cover arrangements being made in respect of research and teaching duties by completing the following table and providing further details, where applicable.

	Duties to be covered
	Cover arranged (if applicable)


	Signature of staff member providing cover

	Teaching (please attach timetable.)


	
	

	Supervision of Research and final year project students.


	
	

	Preparation and Moderation of Exam papers


	
	

	Marking of exam papers and /or coursework
	
	

	Administration
	
	

	Any other significant duties
	
	


5.  Applicant's signature: ...............………….............              Date:  ................…….........

6.  Head of Department's comments:

Signed: ....................................…………………..........                Date: ...............................

Please retain this form in the Department

