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Part A:  Personal Details 

Faculty/School/Directorate: 
 

Staff Number: 
  Title: 


Surname: 
   First Name:


Position:  
  HEO level:  


 Full Time 
 Fixed Term __/__/__ to __/__/__ 
 Part Time
 hours per week     

Part B: Current Studies
Course Title: 


Institution: 


 
Evidence of enrolment attached.
Is this your first year of enrolment in this course:  Yes 
 No
If No attach a copy of academic results from previous semester, or a progress report from the supervisor in the case of thesis/research projects. 

Subjects you are studying this semester/term/year

	Unit/Subject Name
	Credit Pt Value
	Timeframe eg. Sem 1, Sem 2, Full Year, Trimester 1,2,3
	Mode

Internal/External

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


If the studies do not immediately appear relevant to your current workplace please provide details on how they will assist you in your future employment at UNE.
Part C:  Study Leave Allocation – to be determined by Supervisor in consultation with the staff member
Semester 1: 
  Semester 2:
Total: 


or  Trimester 1:
  Trimester 2: 
Trimester 3: 


or Annual Total: 
 

Allocation Guideline: Maximum annual study leave allocation = 90 hours (pro rata for part time or fixed term staff)

Part D:  Taking of Study Leave Allowance - to be completed by staff member in consultation with supervisor
I would like to take my study leave as (include dates and times below or attach timetable)

classes, tutorials, seminars  block release library research and/or private study
Signature: 
           ___/ ___/ ______

Staff Member  

      
                            
Part E: Approval

Signature: 
        ____/ ____/______

Supervisor



              

Signature: 

____/ ____/______

   Head of School/Unit                              


Staff member provided with a copy of the completed form.

· Completed form and attachments forwarded to Organisation Development for recording and filing.

Part F: Additional Information

Examination and/or Graduation Leave should be applied for on 13.01a Multipurpose Leave Form.
The Head of School/Unit is responsible for monitoring the amount of Study Leave taken.  Form 16.04b Study Leave Record is available for recording actual leave taken. 
Part G: Organisational Development Use Only

Received and Recorded: 
           ___/ ___/ ______


Initials           
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