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NOTES

· Forms must be downloaded from the UCT website: http://forms.uct.ac.za/forms.htm 
· This form should be completed and attached to any leave report submitted in respect of study & research or contact leave – or in the case of special leave linked to a research programme.

LEAVE DETAILS

NAME


………………………………………………………………………………………………

DEPARTMENT 

………..………………………………………………………..…………………………..

TYPE OF LEAVE
………………………………………………………………………………………………

PERIOD OF LEAVE
………………………………………………………………………………………………

HEAD OF DEPARTMENT

COMMENTS (including, for EBE Faculty staff, confirmation that the seminar has been given) ……………


………………………………………………………………………………………………………………………….

………………………………………………………………………………………………………………………….

SIGNATURE
..……………………………………         DATE
……………………………….…………….

WCG (HEAD OF HEALTH) / NHLS

COMMENTS
……………………………………………………………………………………………………….

………………………………………………………………………………………………………………………….

………………………………………………………………………………………………………………………….

SIGNATURE
..……………………………………         DATE
……………………………….…………….

DEAN

COMMENTS
……………………………………………………………………………………………………….

………………………………………………………………………………………………………………………….

………………………………………………………………………………………………………………………….

SIGNATURE
..……………………………………         DATE
……………………………….…………….

DEPUTY VICE-CHANCELLOR

	COMMENTS     ……………………………………………………………………………………………………….

…………………………………………………………………………………………………………………………..

…………………………………………………………………………………………………………………………..

SIGNATURE     ……………………………………..         DATE     ……………………………………………….




COMPLETING A LEAVE REPORT COVER SHEET

HR143

When do I complete this form?

This form serves as a cover sheet for any leave report submitted for approval.  Leave reports are required when the following leave is taken:

· study & research leave

· contact leave

· special leave linked to a research programme.

Where do I send this form?

This form is sent with your leave report to

· your Head of Department for noting and comment

· then, if a member of the Joint Medical Staff, to the Head of Health in WCG or NHLS for comment

· the Dean for noting and comment

· your HR Administrator in Bremner for record purposes, and

· the Deputy Vice-Chancellor for approval 
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Please note that special leave reports do not require the approval of the DVC.  These are approved by Deans and sent to HR Administration.

When do I submit this form?

Within one month of your return from leave.

What other forms do I need to complete?

None
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