MIDLOTHIAN COUNCIL

SPECIAL LEAVE REQUEST

MIDLOTHIAN COUNCIL:  MNCT LEAVE REQUEST


(excluding Maternity, Paternity, Adoption and Parental Leave; requests for such leave require a different form to be completed and process to be followed)
For MNCT leave you are required to complete this form and forward it to your line manager.  Your line manager will consider your request and advise you of the outcome by completing the page overleaf and returning a signed copy for your retention. 
1. Employee Details

	Name:
	Pay Number:




	Job Title:
	Division:




	Work Location:
	FTE:




If you have more than one type of contract with the Council, it is important that you state in the job title section above for which post you are requesting leave.  If the period requested involves more than one post, you should submit the appropriate number of forms.


2. Type of Leave (please tick the appropriate boxes overleaf)

3. Length of Leave

	Date of first day of absence:
	
	Date of last day of absence:
	
	Total days, or hours if part time, off work requested
	


Signature:


Date:


	Remarks by Line Manager (where appropriate)

	


After you have ticked the type of leave for which you are applying, and indicated whether you believe it is paid or unpaid, please pass this form to your Head Teacher/the Head of Music Instrumental Teaching/Line Manager for completion.  S/he will indicate whether the request is approved or refused, having regard to the MNCT Circular and Agreement on Leave (which includes information on national conditions of leave), or s/he will pass the request under the terms of the policy onto the Director, Education and Children’s Services if required.  Some nationally determined conditions of service have their own individual leave arrangements and recording forms.
	Office Use Only

Date and Initial

	Reason/ Description of Absence
(tick the appropriate column and indicate whether, given the policy outline, you believe the leave is paid or unpaid, or a combination)
	Paid
	Paid/

Unpaid
	Unpaid
	Total Paid Days/Hours Approved
	Total Unpaid Days/ Hours Approved


	Recd
	Trent Updated, Payroll Notified if unpaid

	Jury Service
	
	
	
	
	
	
	

	Witness in court 
	
	
	
	
	
	
	

	Moving House  
	
	
	
	
	
	
	

	GP/Dentist Appointment 
	
	
	
	
	
	
	

	Hospital Appointment 
	
	
	
	
	
	
	

	Serious Illness of near relative, in-law, co-habitee, foster parent 
	
	
	
	
	
	
	

	Bereavement 
	
	
	
	
	
	
	

	Exam Leave 
	
	
	
	
	
	
	

	Making arrangements for dependant
	
	
	
	
	
	
	

	Unexpected emergencies linked to care for dependant 
	
	
	
	
	
	
	

	Family Wedding 
	
	
	
	
	
	
	

	Time for Interview 
	
	
	
	
	
	
	

	Local\General Election candidate 
	
	
	
	
	
	
	

	Public Duties 
	
	
	
	
	
	
	

	Trade Union Duties beyond school 
	
	
	
	
	
	
	

	Competitor in national sporting competitions 
	
	
	
	
	
	
	

	Study Leave 
	
	
	
	
	
	
	

	Urgent Personal Business 
	
	
	
	
	
	
	

	Illness of dependant 
	
	
	
	
	
	
	

	Serious illness of dependant 
	
	
	
	
	
	
	

	Planned Health Care of Young Child
	
	
	
	
	
	
	

	Foster care application 
	
	
	
	
	
	
	

	Extended Special Leave
	
	
	
	
	
	
	


Signature of Head Teacher/Line Manager/Director:




Date:



Date Employee informed of decision:


Date sent to HR:



Date input into Trent:


By:


Please tick the box below if your partner works for the Council
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