 [image: image1.png]UNIVERSITY
of

OTAGO

Te Whare Wananga o Otago

NEW ZEALAND




TE KETE ARONUI · DIVISION OF HUMANITIES
Academic Leave Request:
· Leave of Absence

· Research and Study Leave

Name:  _________________________________ 
Department: ________________________

	
	Leave of Absence for work purposes
 [up to 10 working days – HoD; up to 20 working days – PVC; 21 working days or more – DVC (A&I) via PVC]

	
	Research and Study Leave connected to a conference; to be deducted from RSL balance [up to 20 working days – PVC; 21 working days or more – DVC (Academic) via PVC]



Day
Month
Year

First working day of absence:
_______
_______
_______

Last working day of absence: 
_______
_______
_______

Total working days absent: 
_______

Purpose of leave, objectives and funding details: Attach a separate page if necessary. If this leave is consecutive to any other period of leave, please state, and attach Conference Leave form if applicable. 

Teaching duties: If you would usually have teaching/supervision duties during your period of absence, please state the arrangements you have made to cover these.

Contacts: Please give contact names/phone/email/addresses where you can be contacted while you are away. This will only be used if absolutely necessary.
Applicant: 
___________________________
Date: _____________

Dean/HoD:
___________________________
Date: _____________

Pro-Vice-Chancellor:
___________________________
Date: _____________

(if required)










Note: Staff members normally may not take more than 20 days of leave of absence as an extension of conference leave per annum (see RSL Policy).  Information regarding other types of leave can be found at www.otago.ac.nz/humanresources/hr/employment/leave.php
 March 2011

