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  UNIVERSITY COLLEGE DUBLIN


	

	Application for Study/Examination Leave


	


For non-academic staff who have completed one year’s continuous service in the college

	1.    Please ensure that you have read the University Policy for staff applying for study/exam leave before completing this form.  A copy of this policy is available on the UCD HR website www.ucd.ie/hr/policies
2.   Up to 5 days’ study leave is available, subject to the approval of the Head of School/Unit, for each academic year of an approved course as outlined in the University Policy.


3.   Exam leave is available, subject to the approval of the Head of School/Unit, for courses as outlined in the University Policy.   The leave will be granted for the duration of each examination period, e.g. morning or afternoon.  
4.   An examination timetable and details of the course must be submitted with this form.
5.   This form should be completed and returned to:-
                                                  HR Operations, UCD Human Resources, Roebuck Offices, Belfield




	Name:
	
	

	School/Unit:
	
	Tel. Ext.:
	

	Personnel No:
	
	
	

	Type of Leave Requested:
	Study Leave
	
	Examination Leave
	

	

	

	Course of Study being undertaken:
	

	Dates of Approved Course 
	From:
	
	To:
	

	Dates of Proposed Study Leave:
	From:
	
	To:
	

	
	From:
	
	To:
	

	AND/OR

	Dates of Proposed Examination Leave:
	From:
	
	To:
	

	
	From:
	
	To:
	

	

	

	Signature of Applicant:
	
	Date:
	

	Signature of Head of School/Unit:
	
	Date:
	

	
	
	
	


