
	[image: image1.emf] 

 



UNIVERSITY COLLEGE DUBLIN

Application for Career Break/Career Break Extension



For permanent members of staff who have satisfactorily completed their probationary period. Applications must be made at least three months in advance of the proposed start date of the leave. Please ensure you have read and understood the terms and conditions set out in the Career Break Policy available from the UCD HR web site before completing this form.  
	TO BE COMPLETED BY THE EMPLOYEE

	Full Name:
	

	Personnel Number:
	
	Tel. Ext:
	

	School / Unit:
	

	Grade & Job Title:
	

	Proposed Dates:
	From:

D

D

M

M

Y

Y

To:

D
D
M
M
Y
Y


	Please tick one of the following options:
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                                   Career Break Extension   

Purpose of/reason for the Career Break/Extension:

__________________________________________________________________________________
__________________________________________________________________________________
___________________________________________________________________________________

	Have you taken a Career Break, extended a career break or taken Unpaid Leave of Absence on a previous occasion?

NO                                       YES              (please give details & dates below)



	TO BE SIGNED BY:

	I _____________________________ (Print Name) confirm I have read and understood the terms of the Career Break Policy. Furthermore, I understand that failure to apply to return to work within the timeframes indicated in the Policy will be taken as an intention not to resume duty and treated as my full resignation.
Signed _______________________________        Dated_________________ 
Head of School/Unit:
Date:

Print Name                      Sign 
College Principal:
Date:

Print Name                      Sign



Please return the original forms and signatures to the UCD HR, Operation Office.  If you need any assistance in completing this form please email HRHelpdesk@ucd.ie 
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UCD HR – Career Break Application Form

