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UNIVERSITY COLLEGE DUBLIN

SELF-DECLARATION FORM COVID-19:
SPECIAL LEAVE WITH PAY FOR SELF-ISOLATION

	· This form should be completed by Employee and Line Manager/Head of School/Unit.
· Employees should complete the form online and forward it by email to your Line Manager/Head of School.

· Line Manager/Head of School should authorise by ticking the relevant box below and forward by email to hrhelpdesk@ucd.ie
· Form and supporting documentation will be held on HR record for audit purposes only

	Employee Details:

	
	
	

	Name:
	
	Personnel No:
	

	
	
	
	

	School/Unit:
	
	Contact No:
	

	Details of Special Leave with Pay as advised by GP/HSE:
Number of days based on medical advice to self-isolate:        _______________

Dates of Special Leave (a) Commencement  ____/____/______  (b) Ending:         ____/____/______
Advised to self-isolate by (
GP    (             HSE    (     Hospital      (      Other (please specify)  (    ____________________
Medical Advice received by  (
Telephone    (                    Letter/Email/Text    (    (Please attach copy to this form)

In person      (                    Other (please specify)  (    ________________________  

Details of Medical Advice to Self-Isolate:
Name of adviser (i.e. GP/HSE worker) :       ______________   Date & time advice given:  _________________
Details provided to the adviser by you (eg places and dates of exposure etc.): _________________________

____________________________________________________________________________________________



	Employee Declaration:

I wish to apply for Special Leave with Pay in accordance with UCD procedures as outlined in UCD Covid 19 FAQs  (procedure is aligned to Department of Education and Skills circular 0026/2020.  I confirm that the information provided in the Self-Declaration form is true and accurate:
Employee:                                              Yes   (  No    (                  Date:  ___ / ___ / ____

Employer Approval:

Line Manager/HOS/Unit  Approval:      Yes   (  No    (                  Date:  ___ / ___ / ____
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