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REQUEST FOR DISCRETIONARY LEAVE

Please complete this form electronically and it, along with evidence to support your request, to:
Shahina Rahman srahman188.306@lgflmail.org

	Staff Name
	



	Details of discretionary leave being requested

	  Date(s):
	

	Total number of days requested
	

	Paid/Unpaid /Either
	 

	Reason for request

	












	Evidence Provided
This should either be a photograph of the original letter, a screenshot of a text message
 or you should forward the relevant email. 
Please note that any evidence sent should be complete documents and include all information. 
You may be contacted for further information. 

	












	Line Manager

	Name of line manager
	

	Date shared with line manager
	

	Notes
	







Finance Officer (for office use only)

	Date this request emailed to office
	

	Number of paid special leave days taken in past 12 months
	

	Number of unpaid special leave days taken in past 12 months
	

	Number of days taken as sickness absence in past 12 months
	



Headteacher Decision (for office use only)

	Agreed / Not Agreed
	

	Paid / Unpaid / TOIL
	

	Signature of Headteacher
	

	Notes
	



The school’s discretionary leave policy is available here: 
www.octavopartnership.org/resources/
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