
ABSENCE REQUEST FORM
to be completed for all Absences (other than sickness)

Name:						
Job Title:	
Type of leave (please circle):  Annual, Parental, Compassionate, Time off in lieu
 If TOIL then please state on the dots below where and when you have accrued the hours from (noting that you can only take two TOIL days in a rolling four week period):



First day of leave:			
Last day of leave:   	
Number of Working Days/hours required:	
I confirm that the above is a genuine reason for requesting absence leave.
Signed (member of staff):					Date:	
Note 1.	Please give as much notice as possible. 
Note 2.	Any employee who is absent without an authorised Absence Request Form 			will not be paid for any of the period of absence. Any exception to this is 				purely at the discretion of Mersey Synod.  
Note 3. 	Note that you can normally only carry over 5 days (pro rata if you are part time)
annual leave into the new Leave Year.  Please check your contracts for exact details.  
Note 4. 	If you are asking for a long period of absence, please consider if you will be 			missing any important meetings and how they will be covered.

AUTHORISATION  
Line Manager signature:					Date:

** Recommended that forms be signed remotely by email**   
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