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Request for study leave / sabbatical / time off for training
Please use this form if you are requesting a period of study leave, a sabbatical, or you are exercising a legal right to time off for training or study.
	Section 1: Basic details
	All to complete

	Name
	

	Department/School
	

	Employee no
	

	*Date of any previous application
	

	**Date of continuous service
	


*If this date is less than one year ago there is no right for this request to be considered.
** Must have 26 weeks continuous service at the time of the application to exercise legal right.
	Section 2: Type of request (please tick where applicable)


[     ]
I am requesting a sabbatical (academic staff)
[     ]
I am requesting a period of study leave (non-academic staff)
[     ]   
I am making a request for time off for training or study under Section 63D of the 
Employment Rights Act 1996 (must complete Section 4)
	Section 3: Details of request
	All to complete

	Start Date of Leave of Absence:


	

	Date of Return to Work:


	

	Reason for Absence:


	

	Impact of Absence:


	

	Will the time off be paid or unpaid:


	


	Section 4: To be completed only if requesting under Section 63D of the Employment Rights Act 1996

	Course title:


	

	Qualification/skills obtained at the end of the course (if any):

	

	Institution/provider of the course:

	

	Amount of time off requested:


	

	Course start and end date (if different from time off requested above):


	

	Costs and how these will be met:


	

	Please explain how this training or study will improve your effectiveness in your role and contribute to the overall performance of the University:
	


If you are an employee from a non-EEA country and have working restrictions detailed on your visa, you must contact the HR Operations team to inform them of any period of leave. 
	Section 5: Applicant Signature 


	All to complete

	Signature & Date of Application:

	Signed: ……………………………………….…

Date:……………………………………………




Please pass the completed form to your Head of School/Function for approval.

	Section 5: Approval 

	(please sign in the appropriate box)



	Date received by Head of School/Directorate:

	

	Request agreed:
	Signed: ……………………………………….…



	Request refused:
	Signed:
 ………………………….....................

If the request is being made under Section 63D of the Employment Rights Act 1996, please contact your HR Adviser immediately to discuss our legal obligations. 


Please pass this form to HR Operations for processing.
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