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 APPLICATION FOR ORDINARY LEAVE (ACADEMIC STAFF)
(To be completed in Triplicate)

1.
NAME…………………………………….
GRADE ……………………………….
2.
DEPT ……………………………
   
EMPLOYEE. #………………………..

3.
TYPE OF LEAVE (TICK ONE):  

(   ORDINARY LEAVE  

(   MATERNITY LEAVE 


             (   OCCASIONAL LEAVE
(   UNPAID LEAVE, Explain …………………………………………………………...................
        ………………………………………………………………………………………………......
(   DUTY LEAVE (on Institute Business), Explain ……………………………..........................
      ………………………………………………………………………………………………........
(   PhD STUDIES, Explain ……………………………....................................................................

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

4.
PERIOD OF ORDINARY LEAVE / MATERNITY LEAVE APPLIED FOR:


From …………………
To ………………
No. of days …………………...................

From …………………
To ………………
No. of days …………………...................
5.
ADDRESS WHILE ON LEAVE………………………………………………………........
N.B.
The I.S. 3 forms must be received in the Human Resources Section at least five days before the beginning of leave being applied for.
6.
PLEASE PAY ME CASH-IN LIEU OF LEAVE OF ……………………DAYS

7.
SIGNATURE …………………….…………
DATE ………………………………….
8.
APPLICATION FORWARDED, IN THE CASE OF (a) TO THE DEPUTY REGISTRAR, HUMAN RESOURCES (b) TO THE VICE Principal
a) In respect of an application for leave during a vacation by a member of staff who is not a Chairperson of Department RECOMMENDED, subject to entitlement:

Chairperson of Department ……………………………………  Date ……………..................
APPROVED /NOT APPROVED (subject to entitlement :)

Registrar………………………………………………   Date ……………..............
(b) In respect of an application for leave during term time by a member of staff who is not Chairperson of Department.

RECOMMENDED / NOT RECOMMENDED (subject to entitlement):

Chairperson of Department ……………………………… Date ……………................................
APPROVED / NOT APPROVED (subject to entitlement):

Vice-Principal ……………………………………………….   Date: ……………...........................
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