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Yew Tree Primary School

LEAVE OF ABSENCE (LOA) REQUEST FORM
	Name
	
	Role
	

	Date(s) absence requested
	
	Times required
(if not a full day)

NB: indicate if travelling time is required
	

	Are you requesting leave with pay?
	WITH PAY/

WITHOUT PAY
	Is any cover required?
	YES/NO

	Reason
(please attach confirmation of appt where applicable)
	

	Are you willing to undertake alternative duties/work alternative hours, if applicable, equivalent to the period of absence if granted with pay?
	YES/NO

	Have you tried, where applicable, to arrange the appointment outside of working hours/at a time that has least impact on work?
	YES/NO

	Date LOA requested
	

	Signed (staff)
	

	HT DECISION
	APPROVED/

DECLINED
	PAY DETAILS
	WITH PAY/

WITHOUT PAY

	HT NOTES/

FURTHER DETAILS
	

	Signed (HT)
	

	DECISION NOTIFIED
	ADDED ON HR PORTAL
	ENTERED ON DIARY
	COVER BOOKED IF NECESSARY


