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Application for Special Leave or Leave of Absence in excess of four weeks
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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.  Heads of Departments will inform the Dean (or Chief Operating Officer for non-faculty sections) of any applications and will notify Human Resources of any approved periods of unpaid leave.

Applications for paid or unpaid leave for any period longer than four weeks, but not exceeding 9 months may be approved by the relevant Dean (or the Chief Operating Officer for non-faculty sections).  Applications for leave in excess of 9 months will be referred to the Deputy Vice Chancellor for consideration.

This form should be completed and returned to the Head of Department who will express an opinion on the request and forward the form to the Dean (or Chief Operating Officer for non-faculty sections). 

Applications should be received at least six months before the first day of the proposed period of leave.

1.  Personal Details

Name: 

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

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

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

Leave granted in the last
From: .....................…….To: ......................................

two years:

Date of appointment at LU:   ...........................................................................….

2.  Purpose of proposed *Special Leave/*Leave of Absence (*delete as appropriate)
3.  Is it proposed that the University should pay the applicant's salary during the period of leave?    (Important:  if the leave is to be unpaid, please read note below)
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.  Details of any financial support from sources other than University:

5.  Cover for Research and Teaching commitments -Organising such cover is the responsibility of the applicant and should be agreed with the Head of Department prior to submitting the application.   Please give details of these arrangements:

6.  Benefit to the University in approving this application  If appropriate please give details of any benefit that may accrue from this period of leave. 

7.  Applicant's signature: 




Date:  

8.  Head of Department's comments:
Signed: 






Date:

Please pass this form to the Dean (or Chief operating Officer for Non-Faculty Sections)  

9.  Dean/Chief Operating Officer’s decision:  Approve/Decline

Comments:
Signed: 






Date:

Please forward this form to Human Resources 
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