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CAREER BREAK APPLICATION FORM

To apply for a Career Break, this form must be completed and sent to your Head of School for consideration at least six months before you wish the leave to commence.

SECTION A
To be completed by member of staff

	Name
	
	Department
	

	Reasons for applying for a career break:



	NB: The purpose of this policy is NOT to allow people to leave to work with another organisation.  However exception to this may be where, for example, work overseas or charitable work could broaden experience.

	Length of leave requested: (minimum of 3 months to a maximum of 3 years)



	Date requested career break to start from:


	

	Signature:


	


SECTION B
to be completed by Head of School and returned to Human Resources
I approve/reject (delete as appropriate) the above application for a career break. 
NB: if the career break is not approved, feedback must be given to the member of staff)
I can confirm that the career break will be for the following period:

	Start date:
	
	End date:
	


Signature: 
_______________________________________________



Head of School






Corporate Services


Human Resources















