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APPLICATION FOR SPECIAL LEAVE (SL1) 
Please read guidance notes overleaf before completing this form

DETAILS

	NAME___________________________
	EMPLOYEE NO. _______________________


	DEPARTMENT ______________________
	SECTION ______________________________


	GRADE  ____________________________
	JOB TITLE _____________________________

	
	


I wish to apply for Special Leave as follows:

Period of Absence

	From
	To
	Please indicate with or without pay

	
	
	

	Number of hours of special leave requested in period:


(Note. Unpaid special leave - pay will be deducted relative to the number of hours worked on each day special leave is granted) and will not build up pension benefits. You can elect to cover the period of pension “lost” by taking out a Shared Cost Additional Pension Contribution (SCAPC) contract. See guidance notes below.)

Reason for Special Leave     ______________________________________________

(Please provide brief details of circumstances)
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Employee Signature: 





 Date: 




Managers Signature: 





 Date: 



Managers Comments: 
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FOR COMPLETION BY ASSISTANT DIRECTOR 

Application for Special Leave Approved*/Not Approved

*If Approved.



 Day(s) paid leave granted.



 Day(s) unpaid leave granted.

Signed: 





 Date: 






Original to:  Employee concerned.  

Copy to:  Supervisor/Manager for input to Absence Feeder System.

Guidance Notes

1. Please complete the Application for Special Leave form (SL1) to apply for Special Leave.

2. The form should normally be completed prior to the leave being taken and a reasonable amount of notice given, having regard to the circumstances.

3. It is recognised that in exceptional circumstances it may not be possible to complete this form prior to the absence from work (e.g. bereavement/domestic crisis).  Under such circumstances the form should be completed immediately on return to work.

4. Managers must check the number hours worked per day on the dates on which special leave is requested and provide the total number of hours for which special leave is required. For unpaid special leave, pay will be deducted relative to the amount of hours the employee was due to work on the days special leave is granted. 

5. Special Leave is granted at Assistant Director’s discretion, irrespective of whether leave has been taken or not. Please note, if an application for paid special leave is refused (*see note below), after the leave has been taken, flexi, annual or unpaid leave will be counted against the absence. There is an entitlement to take a reasonable amount of (unpaid) time off, in order to take necessary action, in respect of “Care for a Dependant”.  For further details, please refer to the paragraph headed “Family/Personal Reasons” contained within the Policy document.

6. Written evidence of the need for special leave should be provided in line with the policy.
7. Applications for special leave will be returned to the employee, with a decision, as soon as possible.


8. All special leave must be entered into the Absence Feeder System.

9. Important Pension Information. Any authorised unpaid leave will not build up any pension benefits. If you wish to purchase any “lost pension” please refer to the following link where you can calculate the cost to purchase using the deduction figure for unpaid leave on your payslip. Buy lost pension calculator :: LGPS (lgpsmember.org) If you wish to purchase, please print and send a copy to centralpensions@sefton.gov.uk within 30 days of the absence to ensure a shared cost between you and  employer. Any requests after the 30 days are at a whole cost to the employee. You can contact the team on 0151 934 3550, 3509 or 4126 for further information.

The Assistant Director will need to have regard to the circumstances of each case and ensure that employees who submit an application are given a decision in advance of the event.
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