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                            Absence

 Request Form
Please ensure your request is received by The Deputy Headteacher at least

10 working days before the Absence is needed
	Name of staff member:


	Date submitted: 


	Date of Absence Requested:



	Times of Absence Request
	Is there any specific cover required? (Clubs, extended care, lunch cover, phonics groups etc)

	Leave time:

Return time:


	

	Reason for/details of absence request 

(Please attach any medical appointment letters or other relevant documents)

	

	Total number of previous absences 
	Total number of previous sickness absences (Excluding Medical or parental leave)

	
	

	Type of leave being requested
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Compassionate leave
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Authorised unpaid leave
	Authorised paid leave
	Unpaid leave for dependant
	Paid leave for dependant
	Other/medical (attach more details)

	

	Authorisation (To be signed by Exec Head, Head of School or Deputy Head once completed)

	Signed
	Date of Authorisation

	
	

	

	Office use only

	To be completed by Office Manager (Paid or unpaid leave. To be signed by SBD)

	Paid (Please tick)
	Unpaid (Please tick)

	
	

	Added to calendar 



	Added to Arbor
	Added to SSP self service
	Employee informed



	Signed:
	Date of Authorisation:

	
	


ONCE COMPLETED DH TO PASS TO OFFICE MANAGER FOR PROCESSING
