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Application for Leave of Absence/Sabbatical Leave

Please discuss your leave request with your line manager/supervisor and refer to the Special Leave Policy before completing this form.
Please send the completed form to the HR Staff Hub, retaining a copy for your own records. 
Prior to submitting application, please liaise with the HR Staff Hub to clarify the impact of your leave (if approved) on your pension.

	Section 1: To be completed by Applicant

	CID:      
	Title:      

	Surname:      
	First Name(s):      

	Dept/Div/Sch/Inst:      
	Section/Group:      

	Application for:

	
	· Leave of Absence
	 FORMCHECKBOX 


	
	· Sabbatical Leave for Academic Refreshment
	 FORMCHECKBOX 


	
	· Sabbatical Leave for Personal Refreshment
	 FORMCHECKBOX 



	(a) Purpose of Application (specify dates requested, duration, and reason for the leave)

     


	(b) For academic refreshment applications only, please state:
(i) Service to your Department or the College (details of substantive roles undertaken in the qualifying period, including dates):
      
(ii) How the period of leave contributes to your development and enhances the reputation of the College: 
     


	(c) Details of how College duties will be covered if leave approved (where request is for Leave of Absence or Sabbatical Leave for Academic Refreshment, include student supervision arrangements). Please also include how any staff supervision and health & safety responsibilities will be covered:

     

	(d) For applications for Leave of Absence and Sabbatical Leave – Academic Refreshment only:

(i) Details of leave received and/or granted during previous 2 years:

                 
(ii) Financial Arrangements (specifying source and detail of any financial assistance):

                 
(iii) Stipend: 

                 
(iv) Assistance with fares:

                
(v) Assistance with expenses:

                


	Name:
	     
	Date:


	     

	Section 2: To be completed by Head of Department:


	Application:
	recommended
	 FORMCHECKBOX 

	not recommended
	 FORMCHECKBOX 



	Please give reasons if not recommended:

     


	(a) General comments on application and arrangements for carrying out applicant’s duties during period of leave (where request is for Leave of Absence or Sabbatical Leave for Academic Refreshment, include student supervision arrangements). Please also include how any staff supervision and health & safety responsibilities will be covered:
     


	(b) Where applicant’s post is wholly/partly externally funded, details of approval from Research Services (please attach details of approval):

     


	(c) For applications for Leave of Absence and Sabbatical Leave – Academic Refreshment only:

(i) Proposed arrangements for College salary (if applicable):

            
(ii) Proposed arrangements for pension contributions (if applicable)

           


	Name:
	     
	Date:
	     

	
	

	Section 3: 
	To be completed by:

· For Leave of Absence/Sabbatical Leave for Academic Refreshment – Faculty Dean
· For Sabbatical Leave for Personal Refreshment – Faculty Operating Officer

	Application:
	recommended
	 FORMCHECKBOX 

	not recommended
	 FORMCHECKBOX 



	Please give reasons if not recommended:

     


	Name:
	     
	Date:
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