Application for Leave of Absence for Reasons Other Than Personal Illness – Teaching and Non Teaching Staff

(For School Use Only)

Name ……………………………………………………………………………….

I wish to apply for leave of absence from school on…………………………

to ……………………………………(dates) inclusive for the following reason(s)*

……………………………………………………………………………………….

………………………………………………………………………………………

………………………………………………………………………………………

Signed ………………………………………………………… Date ……………

*Teaching Staff – please consult ‘Reasons for Absence’ in the Teachers Conditions of Employment.

Non Teaching Staff – please consult the local Agreement on Terms and Conditions of Service (01/09/01) The Yellow Book.

Headteachers should have their application endorsed by the Chair of the Governing Body.

Application for leave of absence Agreed/Not Agreed with/without salary**

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

Headteacher/Chair of Governing Body

**delete where appropriate

Form for School use only, please make sure details are entered on the Staff Returns and sent to Schools Payroll.

If Leave of Absence is for Moving purposes, please inform Schools HR of new address.

