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SPECIMEN SPECIAL LEAVE REQUEST FORM

This form is to record requests for special leave and is to be completed by the employee and countersigned by their line manager.  Other than in compliance with statutory requirements, special leave is only granted at the absolute discretion of the Company and there is no contractual entitlement to remuneration for absence on special leave.

	Full name of employee:


	

	If special leave is required for one or more days, please specify:

1. First date of proposed absence:

2. Last day of proposed absence:

3. Total number of working days of proposed absence:


	……………………………………………………

……………………………………………………

……………………………………………………

	If special leave is required for only part of a day, please specify:

1. Proposed time of leaving work:

2. Proposed time of return to work:

3. Total number of hours of proposed absence:


	……………………………………………………

……………………………………………………

……………………………………………………

	Reason for special leave (tick as appropriate):


	· Medical appointment.
· Dental appointment.
· Antenatal appointment.
· Funeral of a close relative: please specify relation to you ………………………………………………
· Other compassionate leave: please provide details ………………………………………………………………………………………………
· Jury service.
· Witness duty.
· Other public duties: please specify ………………………………………………………………………………………………

· Reserve forces duty.

· Trade union duties.

· Duties as a pension scheme trustee.

· Employee representative duties.

· Time off to look for work or to arrange training during a redundancy dismissal notice period.

· Accompanying a work colleague at a disciplinary or grievance hearing.

· Religious reasons: please specify why annual leave cannot be used to observe a religious holiday ………………………………………………………………………………………………

· Other: please specify ………………………………………………………………………………………………



	Please provide any additional information you would like your line manager to take into account in relation to this request:


	

	Please attach a copy of any documents in support of your request e.g. appointment card, witness summons, etc.


	Supporting documents attached?

YES / NO


I declare the above information to be correct.  I understand that my request for special leave is not authorised until this form has been countersigned by my line manager.  

I accept that any leave I purport to take without the prior authorisation of my line manager will be viewed by the Company as unauthorised absence, which is a gross misconduct offence and could result in my summary dismissal.

Signed by employee: 





Signed by line manager:  

…………………………………




……………………………………

Date: …………………………




Date: ……………………………

This document was prepared by the Employment Unit of Abbey Legal Services.  It is intended only as a guide and is not to be regarded as a substitute for consultation with one of our Legal Advisors, since every case will ultimately turn on its own particular facts and circumstances.  Should you require legal advice please contact Abbey Legal Services on 0845 0727 727.  If you are driving when using the legal advice service, please make sure it is safe and legal to do so.  
Abbey Legal Services own the copyright in this document.  You must not use this document in any way that infringes the intellectual property rights in it.  You may download and print this document which you may then use, copy or reproduce for your own internal non-profit making purposes.  However, under no circumstances are you permitted to use, copy or reproduce this document with a view to profit or gain.  In addition, you must not sell or distribute this document to third parties who are not members of the Federation of Small Businesses, whether for monetary payment or otherwise.
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