STAFF LEAVE REQUEST

Employee name: Employee ID:
Department: Job title:
Manager: Date of this request:

Leave requested

Type: [ Annual [ Sick [ unpaid [ Parental

[ study [ compassionate [ Time offin lieu [ Other

First day of leave: Last day of leave:
First day back at work: Working days requested:
Half day at the start / end: Hours, if less than a day:

Reason for the leave / notes

Cover while you are away

Task or duty Covered by Notes / handover

Contactable while away (optional): Handover notes shared with:

Manager decision

Decision: [ Approved [ Approved in part [ Not approved

Days approved: Leave taken so far this year: Balance remaining:
Comments:
Employee signature: Manager signature: Date:
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