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UCL Institute of Education (IOE)
Application for Course Study Leave

Please send the completed form, signed by your Head of Department, to the Recruitment and Payments Team IOE.IOEPayments@ucl.ac.uk
	Name
	

	Deptartment
	

	Course
	

	I wish to apply for course study leave on the following date(s) on which I would normally work
	

	Please note the reason if less than 28 days’ notice is being given.  I am unable to give 28 days’ notice because:

	

	I have already taken the following number of days’ course study leave in the relevant leave year (1 August to 31 July):
	
	days

	I will use the leave:

	a) To revise for exams
	
	days

	b) To attend a summer school or similar
	
	days

	c) To sit exams
	
	days

	

	Signature of applicant:
	
	Date
	

	

	I, Head of Department, approve this application.

	Authorising Mgr Name:
	

	Signature:
	
	Date
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