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NOTES

· Forms must be downloaded from the UCT website: http://forms.uct.ac.za/forms.htm
· Wardens must complete this form whenever they plan to be absent from their residence for more than 24 hours.

· Completed forms must be submitted to the Director, Student Housing by the following dates:

a) for a leave period of 7 calendar days or less: 7 days before the planned start of the leave period

b) for a leave period of more than 7 calendar days: 14 days before the planned start of the leave period.

	Surname
	

	First Name
	

	Residence
	

	Period of Leave
	From
	
	To
	
	No. of Calendar Days
	


PURPOSE OF LEAVE (give brief statement only)

	

	


ADDRESS AND/OR TEL. NUMBER AT WHICH YOU CAN BE CONTACTED WHILE AWAY FROM RESIDENCE

	

	

	


NAMES AND TEL. NUMBERS OF AT LEAST 2 SUBWARDENS WHO WILL BE ON DUTY WHILE YOU ARE AWAY

	First Name and Surname
	Telephone Number

	
	

	
	

	
	


NAME AND TEL. NUMBER OF PERSON NOMINATED TO SERVE AS ACTING WARDEN WHILE YOU ARE AWAY

	First Name and Surname
	Telephone Number

	
	


PERIODS LONGER THAN 3 DAYS FOR WHICH YOU EXPECT TO BE AWAY DURING REST OF ACADEMIC YEAR

(Please complete this section only if you have not already done so on earlier leave applications; add any new dates.)

	Dates
	Number of Days
	Purpose

	
	
	

	
	
	

	
	
	


AUTHORITY FOR LEAVE

	
	SIGNATURE
	CONTACT NO.
	DATE

	Applicant
	
	
	

	Director, Student Housing:  Leave Approved
	
	
	

	Executive Director: Department of Student Affairs: 
Appointment of Acting Warden Approved
	
	
	

	
	Name of Acting Warden
	

	HR Administrator
	
	
	


COMPLETING A WARDEN’S LEAVE FORM

HR142
When do I complete this form?

This form is completed whenever a warden plans to be away from his/her residence for more than 24 hours.  

Where do I send this form?

This form should be sent 

· to the Director of Student Housing for the approval of the leave

· then to the Executive Director: Department of Student Affairs for the approval of the Acting Warden appointment - and

· finally, to your HR Administrator in Bremner.

When do I submit this form?

In the case of leave of 7 calendar days or less: 7 days before the planned start of the leave period

In the case of leave of more than 7 calendar days: 14 days before the planned start.

What other forms do I need to complete?

None.
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