Royal Borough of Windsor & Maidenhead

Application for unpaid leave

	Name of School
	

	Employee name and payroll number


	

	Post title
	

	Period of absence

(Inclusive dates)

Total number of days/hours to be deducted
	

	Reason for application 


	

	Month deduction to be actioned
	


Important information for LGPS Scheme Members only
You are able to elect to buy back the pension benefit lost as a result of your period of unpaid leave within a maximum of 30 days of your date of return to work following your unpaid absence. If you wish to do this, please contact Payroll. E mail: payroll.manager@rbwm.gov.uk or call 01628 796339
I request the unpaid leave as set out above and confirm I have read the statement set out above. 
Signed ………………………………………..…    Date …………………
Application approved/ not approved (delete as appropriate)
Authorised signatory ………………………….     Date ………………………..

Name ……………………………………………

Approved applications should be sent to Payroll by the 4th working day of the month.
Document Title: Unpaid leave application

    Version: V1.0.0

Author: Human Resources

Last updated: Feb 16


Page 1 of 1 

