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NOTIFICATION FORM FOR DEPENDANTS LEAVE (UNPAID)

	(TO BE COMPLETED BY THE INDIVIDUAL AND AUTHORISED BY THE MANAGER)

	Name: 
	     

	School/Division:
	     

	Reason for Leave (including details of the dependant):
     


	Dates/Times of Leave (inclusive):

	From:
	 FORMDROPDOWN 
     am/pm
	On:

(date – inclusive)
	     

	To:
	 FORMDROPDOWN 
     am/pm
	On:

(date – inclusive)
	     

	

	I confirm that I have taken the above leave and authorise the University to deduct my pay accordingly.



	Signature:

(Member 
of Staff)
	Attachment to an email will constitute signatory authorisation.
	Date:
	     

	Leave Authorised:

	Signature:

(Manager)
	Attachment to an email will constitute signatory authorisation.
	Date:
	     

	

	PLEASE FORWARD TO YOUR HUMAN RESOURCES TEAM WHO WILL FORWARD ON TO PAYROLL TO ENSURE APPROPRIATE PAY IS DEDUCTED.




