Royal Holloway

University of London

Staff Leave of Absence Request Form

This form must be completed electronically by all members of staff requesting business-related leave of absence for all overseas visits and for visits in the UK involving an overnight stay or more.  It must be approved by the relevant Head of Department/School* (or nominee) and sent (electronically) to the Insurance Officer (finance-secretary@rhul.ac.uk) at least ten working days prior to the date of departure.   After authorisation, the Head of Department/School will confirm approval to the Insurance Officer.

If travel is to an area designated by the Foreign and Commonwealth Office website www.fco.gov.uk  as being of high risk, then the traveller should check with the Insurance Officer that cover is available before committing to the arrangements.

	Name


	

	Department


	

	Period of absence:            

                                     From


	
	To
	

	Period of absence paid or unpaid
	

	Business purpose and location of the proposed visit


	

	College insurance required?

(delete as appropriate)
	Yes / No

	Academic 


	
	Date
	

	Head of Department/School (or nominee) 


	
	Date
	

	Dean* (for Heads of Department/School only)
	
	Date
	


*If a request is made by a Head of Department/School this form should be sent (electronically) to the Faculty Deans Office (Deans@rhul.ac.uk) and the Insurance Officer at least ten working days prior to the date of departure.  After authorisation, the Deans Office will confirm approval to the Insurance Officer.
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