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MONA CAMPUS
SECTION A – APPLICATION FOR LEAVE
TO:

PRINCIPAL, MONA

THRU:

HEAD, DEPARTMENT OF________________________________________________________________________

FROM:
___________________________________________Post____________________________________________________

(please print)

I hereby apply for leave from Campus as indicated below:
(I) period of leave____________________________________________________________________________________

(II) Type of leave

(
LOCAL LEAVE


(
MATERNITY LEAVE

(
SICK LEAVE





(
LEAVE OF ABSENCE





(
OTHER__________________

(Normally applies to staff not on continuous duties)


(III) Purpose of Leave___________________________________________________________________________________

(IV) Costs to be borne by _______________________________________________________________________________

(V)
INDICATE IF TRAVELLING ABROAD

(
yes


(
NO

Signature of Applicant................…………………………………………

Date....................................………………………….…………………….

__________________________________________________________________________________________________________

**HEAD/DEAN TO INDICATE arrangements that have been made to cover teaching and/or administrative responsibilities during THE period of absence
…………………………………………………………………………………………………………………………………………………………………………………..

Signed………………………………………………………..


Date…………………………………………

Head of Department

Signed………………………………..……………………….


Date…………………………………………



DEAN

Signed………………………………………………………..


Date…………………………………………



PRINCIPAL
	Notes:
(i) Only Clinical, Research, Administrative and Professional Staff whose duties are continuous throughout the year are eligible for local leave.  (III) and (IV) above are applicable only where leave of absence has been requested.

(ii) Where applicant is Dean, Vice Dean, or Head of Department, state proposed replacement for carrying out duties during absence.


__________________________________________________________________________________________________________________

SECTION B – LEAVE APPROVAL & STATUS
TO:______________________________________________________________________________________

YOUR APPLICATION WAS RECEIVED ON …………………………………….       APPROVAL   [IS]   [IS NOT]  GRANTED.

	LEAVE AVAILABILITY AT DECEMBER ………………….
	

	LEAVE APPROVED
	

	BALANCE
	


…………………………………………………
Campus Registrar
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Applications for leave (local, maternity, leave of absence) should reach the Human Resource Management Division, Registry, at least four (4) weeks before leave is due to commence.

Staff shall apply for leave to the Vice-Chancellor/Campus Principal.  Applications should be made through the Head of Department or Dean, as appropriate.


Annual/Local Leave [Clauses 108-116]

(All members of the Academic, Senior Administrative and Professional Staff who are normally required to carry out duties throughout the year are eligible for local leave of forty-two (42) working days per calendar year.  Leave is calculated on a twelve-month basis, i.e. January to December.
Annual/Local Leave amendment effective 1 August 2009
(All new members of the Academic, Senior Administrative and Professional Staff who are normally required to carry out duties throughout the year are eligible for annual/local leave on the basis of length of service which shall be graduated as indicated in the table below. Leave is calculated on a twelve-month basis, i.e. January to December.
	No. of years of service
	Annual Leave (working days)
	Maximum accumulable

	15 years and under
	15 days per annum
	30 days

	Over 15-25
	20 days per annum
	40 days

	Over 25
	30 days per annum
	60 days


(Saturdays, Sundays and Public Holidays are not counted in local leave.

(Members of staff are not eligible for local leave until they have been in the service of the University for one year.

(Local leave may be accumulated over two years.

Maternity Leave [Clause 118]

(Maternity Leave of twelve (12) weeks with full pay, and twelve (12) weeks without pay, is available to full-time female members of the Academic, Senior Administrative and Professional Staff.

Leave of Absence [Clauses 184-187]
(Leave of absence exceeding one week should be referred to the Vice-Chancellor or Campus Principal.

Please refer to “Rules for Academic and Senior Administrative Staff”, for detailed information regarding the various types of leave.
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