
REQUEST FOR LEAVE OF ABSENCE 

FOR TEACHING STAFF
Please refer to the Local Agreements and Management Guidance Notes - Teacher, Sections 134.1 - 13.6

SECTION 1 - TO BE COMPLETED BY THE TEACHER

	NAME
	

	ADDRESS
	

	DATE(S) APPLICABLE
	

	PAYROLL NUMBER
	

	REASON FOR ABSENCE
(refer to Local Agreements and Management Guidance Notes
	

	ADDITIONAL INFORMATION
	


SECTION 2 - TO BE COMPLETED BY THE HEAD TEACHER

	LEAVE OF ABSENCE
	GRANTED
	
	REFUSED
	

	NUMBER OF DAYS
	PAID
	
	UNPAID
	


	Signed
	
	Date
	


I confirm the reason for Leave of Absence requires authorisation by the Chief Education Officer, please forward to HR Service Centre. (AskHR@aberdeencity.gov.uk)
SECTION 3 - TO BE COMPLETED BY THE CHIEF EDUCATION OFFICER
	LEAVE OF ABSENCE
	GRANTED
	
	REFUSED
	

	NUMBER OF DAYS
	PAID
	
	UNPAID
	


	Signed
	
	Date
	


PROCESS FOR REQUESTING LEAVE OF ABSENCE – TEACHING STAFF

Requests for Unpaid and Paid Leave of Absence for Teaching staff
Where the application is for 2 days or less

The employee should follow the Core HR Guide on Requesting Special Leave  The Line Manager will receive an automated email from CoreHR advising that an application for Special Leave has been submitted.  The Line Manager should follow the CoreHR guide on Logging and Approving Your Team’s Special Leave
Where the application is for over 2 days

The employee should complete this form and submit to the Line Manager. The Line Manager should approve/decline the application and further escalate it to the Chief Education Officer for final consideration.  The application should be returned to the Line Manager, who in turn will communicate the decision to the employee.  

If the request has been approved, the Line Manager should ask the employee to follow the CoreHR Guide on Requesting Special Leave and then approve the request as detailed above.
Career Breaks for Teaching staff only

Where the application form is being used to apply for a Career Break, the form should be completed and authorised then forwarded to askhr@aberdeencity.gov.uk for processing in the HR Service Centre.  The leave SHOULD NOT be logged in CoreHR where the application is for a Career Break
