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	Surname:


	

	Title:


	
	Forename(s):
	

	Payroll Number:


	 
	
	
	
	
	
	
	

	Job title


	

	School Name
	


Details of Unpaid Leave

	First day of absence
	
	Last day of absence
	


For staff in the LGPS.  Was this period of unpaid leave authorised prior to the absence?

	Yes (pension rights protected)
	
	No (pension rights not protected)
	


For part-time teaching staff only:

Please indicate the contractual hours worked each day:

	Mon


	
	Tues
	
	Wed
	
	Thur
	
	Fri
	


.

	

	
	Signature of Head Teacher
	Date
	
	

	
	
	
	
	

	
	Please print name
	
	
	

	
	
	
	
	

	
	
	
	
	


	


For Payroll Use Only

	Input by
	
	Date
	
	Pay period
	


	Once completed please keep one copy on file and

forward original directly to payroll.

(June 2007)
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