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LIVING YOUR BEST LIFE





 SPECIAL LEAVE APPLICATION FORM
TO: ...………………………………………………..
	Note to Employee:

All applications for Special Leave are subject to the exigencies of the service except in situations of an unexpected or emergency nature.
Before applying for Special Leave, you should familiarise yourself with the contents of the Special Leave Policy. Special Leave granted will be recorded as authorised absence on your attendance record card.  Requests for special leave for circumstances not detailed in the Special Leave Policy should be made to your Head of Service.


	I wish to apply for a period of Special Leave *with/without pay 
from…………………………….. to…………………………………inclusive
For the following reason:  ………………………………………………………………………………………………………………..
……………………………………………………………………………………………………………….
………………………………………………………………………………………………………………..
………………………………………………………………………………………………………………..
Name:  ………………………….  Section ........................................................................
Employee No …………….          Designation:​​​​  ……………………………………..
Signature    …………………………………………..         Date ……………………………………….….  
 


	Period of Special Leave from……………………... to……………………...  inclusive  
*with/without pay has been *approved.
Name……………………………………….  Designation……………………………………….
Signature……………………………………  Date…………………………
email completed form to EALeisureHR@eastayrshireleisure.com or post to Corporate Services, HR, Dower House, Dean Castle Country Park, Kilmarnock KA3 1XB


*Delete as appropriate

RETAIN COPIES FOR:  1 Year






 

