HUMANITIES DIVISION


APPLICATION FOR SPECIAL UNPAID LEAVE

Applications for Special Unpaid Leave are made to the Faculty Board in the first instance. If the Faculty Board recommends that the request be approved, the Faculty Board Chair should write to the Head of Division (via the Divisional Personnel Office (HR Officer academic.appointments@humanities.ox.ac.uk ), stating why the Faculty Board supports the request and including the application form. Information on Special Unpaid Leave is available at https://www.admin.ox.ac.uk/personnel/staffinfo/academic/guidelinesforleave/ 
Note on USS pension and National Insurance: In accordance with University policy, the Faculty will not pay the employer’s contribution to USS or National Insurance during the period of special unpaid leave. You may maintain your employee’s contributions on a voluntary basis. If you wish for further information on the implication for your pension or other rights, you should contact the University Pensions Office (for information on USS) or the National Insurance Contributions Office (http://www.hmrc.gov.uk/ni/index.htm). 
1.
Name of applicant 


2.
Post Title/Type [Statutory Professor or Associate Professor (Teaching Fellow – College/Faculty/University) 
or (Non-Teaching Fellow)]


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

3.
Faculty 


4.
College 
.


5.
Period of leave applied for ……..…………………………………………………………………………………………..........................
6.
College leave applied for …………………………………………………………………………………………………………………………….
7.
Purpose Please provide a description of the purpose of the leave here, or attach a separate document. The statement should explain the potential academic benefit to the University as well as to the applicant.


………………………………………………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………………………………………………

8. 
Initial Period of Office

Are you in the Initial Period of Office? Yes/No

If yes, please make sure to discuss and agree observation of your teaching with your assessor if necessary.
Signed 
 Date.


� Special unpaid leave does not count as qualifying service for the purposes of calculating future entitlement to sabbatical leave or dispensation from lecturing duties, but also does not count against an individual’s future entitlement.





