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Application for Leave for Public Duties/Service in the Volunteer Reserve Forces

Please discuss your leave request with your line manager/supervisor, and refer to the Special Leave Policy, before completing this form.  

Please e-mail the completed form to your HR Team, retaining a copy for your own records. 

	Section A: To be completed by Applicant

	CID:      
	Title:      

	Surname:      
	First Name(s):      

	Dept/Div/Sch/Inst:      
	Section/Group:      


	Section B: Leave Request

	I wish to apply for the following category of Special Leave:



	
	· Leave for Public Duties
	 FORMCHECKBOX 


	
	· Leave for Service in the Volunteer Reserve Forces*

(*If request relates to notification of mobilisation for full-time service with the Regular Forces, please contact your HR Team as soon as possible)
	 FORMCHECKBOX 



	Additional details (specify dates requested, duration and reason for request)

	     



	Details of leave being requested:

	Date leave to start:
	     

	Date leave to end:
	     

	Total no. of days requested:
	     

	*Total no. of days to be unpaid: 
	     


*(Please note – where approved, if a period of Special Leave is wholly or partly unpaid, this will result in a salary deduction being made). 

	Please provide details of special leave already taken in the category ticked above, during the preceding 12 month period

	Date
	Reason for Leave
	Time taken (hours/days)

	     
	     
	     

	     
	     
	     

	     
	     
	     


	Section C: Approval:

	Employee’s declaration:

	I confirm that:

· I wish to apply for Special Leave, as detailed in section B above

· I understand that, if the leave is partly or fully unpaid, this will result in an appropriate salary deduction

	Name:                                                                                  Date:      

	Confirmation of approval: (To be completed by line manager)

	· I confirm that the Special Leave request outlined at section B above has been approved. 

	Name:                                                                                  Date:      
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