Leave of Absence Request. (please provide necessary paperwork to support your request).

Part 1

Name

Job title

Date/time from Date/time to

| have read and understood the discretionary leave policy. Please attach a copy of any relevant
appointment card. Reason for request:

| understand and accept that if a leave of absence is granted without pay it will affect my pension
entitlement.

Signed Date

Part 2: Leave of Absence Decision

Your request for leave is:

Approved with pay:

Approved without pay:

Time to be made up:

Time off in lieu

Not approved for the following reasons:

Operational difficulties in covering absence:

Loss of entitlement/continuity of educational provision for pupils:

Leave of absence limits already reached:

The request is outside the policy framework

Other. Explanation of reason(s)
for non-approval:

Signed Job title Date

Previous requests: | Autumn Term Spring Term Summer Term

Part 3: Appeal against Leave of Absence Decision

If you wish to appeal against a refusal to grant discretionary leave of absence then you
must explain your reasons below and return this form to [the decision maker] within 5 days
of the date of the decision as recorded above. Your appeal will be heard by [a panel of two
governors].
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