[image: image1.wmf]
REQUEST FOR ABSENCE FROM THE 

UNIVERSITY FOR ACADEMIC STAFF

Absences

· Academic Staff may be absent during teaching and examination periods to undertake activities relevant to the staff member’s University responsibilities, provided that arrangements have been made to cover the absentee’s teaching responsibilities.

· Absences up to 7 calendar days should be approved by the Head of School/ Deputy Director IMB

· Absences of more than 7 days during formal teaching and examining periods require the approval of the Executive Dean/ Director IMB

	 Name of Staff Member:  

	Organisational Unit:

	First day of absence:  
	Date of return:  

	Destination/s of Travel:



	Reason for absence (e.g. conference, field work or meeting)



	Arrangements made to cover academic responsibilities:

Staff member’s signature:....................................................................................Date:.................................

	Recommendation of Supervisor (where applicable):

Signature:...............................................................................................................Date:.................................

	Recommendation/Approval by Head of School:

Signature:...............................................................................................................Date:.................................

	Executive Dean/Director IMB Approval (when required):

Signature:...............................................................................................................Date:.................................

Heads of Schools/Directors of Centres Absences

Recommended Acting replacement:……………………………………………………………………………………



	When approved the signed form will be returned to the School.

Heads of School and Directors of Faculty Centres should complete and forward for all absences, the original will be retained by the Faculty HR office and a copy returned to the School.



	Report on Overseas Travel Form (available from http://www.uq.edu.au/current-staff/index.html?page=10998)
irrespective of the source of funding, other than when on vacation,  has been completed and forwarded to your Faculty or Central HR Office.
Signed:……………………………………………………………………………………………………..Date……………………….



	When applicable leave noted and processed by Faculty HR Officer

Signed:………………………………………………………………………………………..Date:.................................
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