Annual Leave Form

2016-2019
Instructions
Please use the forms below to record all forms of leave. This includes  annual leave, sick leave and any other form of leave, whether taken from placement or (when appropriately scantioned) from college. 
Please refer to Section 40 of the Training Handbook for details of all entitlements.
An updated copy of this form should be returned every 3 months (the submission points are indicated by the double line in the table). For example, a return is due at the end of December 2016, at the end of March 2017 (etc).
Returning the leave form

Forms should be emailed to:

So that we can maintain an electronic record of your returns the subject line should include:

· your name
· the phrase’ Leave Return’ 
· the month 
An example of a subject line would be “Jane Smith Leave Return December 2016” 
If you have any queries please contact Tony Roth.

Annual Leave Form
	Name:
	

	Intake:

	

	Annual leave entitlement in 2016-17 leave-year (including a maximum of 5 days carry-over) 
	


Leave Year 2016-17
	Month
	Type of leave taken
	Dates  
	Annual leave remaining

	September
	Annual leave
	
	

	
	Sick leave
	
	

	
	Other (specify)
	
	

	October 
	Annual leave
	
	

	
	Sick leave
	
	

	
	Other (specify)
	
	

	November 
	Annual leave
	
	

	
	Sick leave
	
	

	
	Other (specify)
	
	

	December 
	Annual leave
	
	

	
	Sick leave
	
	

	
	Other (specify)
	
	

	January
	Annual leave
	
	

	
	Sick leave
	
	

	
	Other (specify)
	
	

	February
	Annual leave
	
	

	
	Sick leave
	
	

	
	Other (specify)
	
	

	March 
	Annual leave
	
	

	
	Sick leave
	
	

	
	Other (specify)
	
	


Cumulative Totals for 2016-17
	No of days of annual leave 
	

	No of episodes of sick leave
	

	No of days of sick leave
	

	Other forms of leave (please specify type and no of episodes and days)


	


	Number of annual leave days carried over to 2017-18 leave year  (max = 5)
	


Leave Year 2017-18
	Month
	Type of leave taken
	Dates  
	Annual leave remaining

	April
	Annual leave
	
	

	
	Sick leave
	
	

	
	Other (specify)
	
	

	May
	Annual leave
	
	

	
	Sick leave
	
	

	
	Other (specify)
	
	

	June
	Annual leave
	
	

	
	Sick leave
	
	

	
	Other (specify)
	
	

	July
	Annual leave
	
	

	
	Sick leave
	
	

	
	Other (specify)
	
	

	August
	Annual leave
	
	

	
	Sick leave
	
	

	
	Other (specify)
	
	

	September
	Annual leave
	
	

	
	Sick leave
	
	

	
	Other (specify)
	
	

	October 
	Annual leave
	
	

	
	Sick leave
	
	

	
	Other (specify)
	
	

	November 
	Annual leave
	
	

	
	Sick leave
	
	

	
	Other (specify)
	
	

	December 
	Annual leave
	
	

	
	Sick leave
	
	

	
	Other (specify)
	
	

	January
	Annual leave
	
	

	
	Sick leave
	
	

	
	Other (specify)
	
	

	February
	Annual leave
	
	

	
	Sick leave
	
	

	
	Other (specify)
	
	

	March 
	Annual leave
	
	

	
	Sick leave
	
	

	
	Other (specify)
	
	


Cumulative Totals for 2017-18
	No of days of annual leave 
	

	No of episodes of sick leave
	

	No of days of sick leave
	

	Other forms of leave (please specify type and no of episodes and days)


	


	Number of annual leave days carried over to 2018-19 leave year  (max = 5)
	


Leave Year 2018-19
	Month
	Type of leave taken
	Dates  
	Annual leave remaining

	April
	Annual leave
	
	

	
	Sick leave
	
	

	
	Other (specify)
	
	

	May
	Annual leave
	
	

	
	Sick leave
	
	

	
	Other (specify)
	
	

	June
	Annual leave
	
	

	
	Sick leave
	
	

	
	Other (specify)
	
	

	July
	Annual leave
	
	

	
	Sick leave
	
	

	
	Other (specify)
	
	

	August
	Annual leave
	
	

	
	Sick leave
	
	

	
	Other (specify)
	
	

	September
	Annual leave
	
	

	
	Sick leave
	
	

	
	Other (specify)
	
	

	October 
	Annual leave
	
	

	
	Sick leave
	
	

	
	Other (specify)
	
	

	November 
	Annual leave
	
	

	
	Sick leave
	
	

	
	Other (specify)
	
	

	December 
	Annual leave
	
	

	
	Sick leave
	
	

	
	Other (specify)
	
	

	January
	Annual leave
	
	

	
	Sick leave
	
	

	
	Other (specify)
	
	

	February
	Annual leave
	
	

	
	Sick leave
	
	

	
	Other (specify)
	
	

	March 
	Annual leave
	
	

	
	Sick leave
	
	

	
	Other (specify)
	
	


Cumulative Totals for 2018-19
	No of days of annual leave 
	

	No of episodes of sick leave
	

	No of days of sick leave
	

	Other forms of leave (please specify type and no of episodes and days)


	


	Number of annual leave days carried over to 2019 leave year  (max = 5)
	


Leave Year 2019
	Month
	Type of leave taken
	Dates  
	Annual leave remaining

	April
	Annual leave
	
	

	
	Sick leave
	
	

	
	Other (specify)
	
	

	May
	Annual leave
	
	

	
	Sick leave
	
	

	
	Other (specify)
	
	

	June
	Annual leave
	
	

	
	Sick leave
	
	

	
	Other (specify)
	
	

	July
	Annual leave
	
	

	
	Sick leave
	
	

	
	Other (specify)
	
	

	August
	Annual leave
	
	

	
	Sick leave
	
	

	
	Other (specify)
	
	

	September
	Annual leave
	
	

	
	Sick leave
	
	

	
	Other (specify)
	
	


Cumulative Totals for 2019
	No of days of annual leave 
	

	No of episodes of sick leave
	

	No of days of sick leave
	

	Other forms of leave (please specify type and no of episodes and days)


	





placements-admin@ucl.ac.uk











