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APPLICATION FORM FOR LEAVE OF ABSENCE

This Form should be completed for absences of over two weeks or which are likely to total over two weeks.  Guidelines are available at HR Policies 


	Full Name (including title)


	

	School/Directorate

	

	Position


	

	Employee id

(from iHR or your payslip)
	

	Contact details (telephone/email)


	

	Date of Appointment at University


	

	Type of Leave 

(Type of Leave selected is referred to as ‘Leave’ throughout the form). 
	

	Dates of Proposed Leave


	From
	
	To
	

	Have you previously undertaken leave of absence? If so, please give details of dates etc.


	

	Purpose of Leave 

(Please give a brief description in the space provided, including details of the discussion with your line manager).



	(Cont’d from previous page)



	What provision is to be made for your duties during the period of Leave? (Please specify).




	Salary and Superannuation Arrangements

Arrangements for salary, superannuation and NI contributions during leave should be detailed below and agreed with the Head of School/Directorate, and the School/Directorate Finance Manager and your HR Consultant.

	Please provide details of any income receivable as a result of this leave.
	

	Are you applying for leave with salary?  If a proportion of salary is being paid please express as %.
	Yes 
	
	No 
	

	Is the Leave full-time or part-time?  If a proportion please indicate %.

(If part-time please specify approximate proportion per week).


	Full-time 
	
	Part-time 
	

	Superannuation

Salary and all non-cash benefits, including pension contributions, will normally be suspended for the full duration of any period of unpaid leave which lasts for more than two weeks. 

Longer terms of special leave may also impact upon pension contributions and where unpaid leave is granted for a period of over two weeks, pension contributions may not be maintained by the University.  
Temporary absence from a pension scheme during a period of unpaid leave can also mean temporary suspension of life cover, not just loss of pensionable service, unless payments continue to be paid.
It is recommended that all issues relating to superannuation are discussed with the Payroll Manager to discuss any superannuation implications prior to finalising any leave of absence.  Payrollhelp@hw.ac.uk


	If you are applying for unpaid leave do you wish to continue to pay your superannuation contributions? 

	Yes 
	
	No 
	

	To be completed by member of staff

	Heriot-Watt is committed to equality of opportunity for all.  Please highlight circumstances, e.g. illness, caring responsibilities etc. you believe are relevant to your application for leave of absence, to allow for consideration in relation to metrics. 

	Please add your comments here:



	Signature of Applicant


	
	Date

	All applications should be subject to a risk assessment.



	Signature of School/Section Finance Manager


	
	Date

	Signature of Head of School/Directorate


	
	Date

	The Human Resources Consultant and the Payroll Manager should be consulted with regard to any financial or contractual arrangements and should be advised once leave has been granted.

	You will receive confirmation in writing from HR Services of any paid/unpaid leave of absence.
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