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	Leave Arrangements

[Medical and Dental Consultant Academic Staff (HCC)]


	



Please complete this form for any period of absence from your duties (aim to give at least 6 weeks notice)

	Full Name & title
	     

	SMD Institute
	     
	Research Centre
	     

	BLT Specialty/Dept
	     
	Directorate
	     


	Annual Leave 

	From
	     
	To
	     
	Number of Working Days
	     

	Professional/Study Leave 
	Is this leave included in your current Job Plan?
	Yes   FORMCHECKBOX 
  No  FORMCHECKBOX 


	From
	     
	To
	     
	Number of Working Days
	     

	Purpose of Leave
	     

	Location And Contact Number
	     

	Other Leave 

	From
	     
	To
	     
	Number of Working Days
	     

	Purpose of Leave
	     

	Location and Contact Number
	     


	Clinical Cover Arrangements

	Name of consultant covering your patients
	     

	Name of consultant covering on-call duties
	     

	Arrangements for cover of clinics: has clinic been cancelled / reduced? (please specify):

	     

	Is your theatre list going to be used by your department?  
	Yes   FORMCHECKBOX 
   No   FORMCHECKBOX 


	If yes by whom?
	     

	If your list is not going to be used it may be offered to another consultant/department
	Yes   FORMCHECKBOX 
   No   FORMCHECKBOX 


	Are there any other consultants/clinical academics in your department away at same time?
	Yes   FORMCHECKBOX 
   No   FORMCHECKBOX 


	If yes, who?
	     

	Confirmation of Cover Arrangements by (Associate) Clinical Director/Lead Consultant 

	I Confirm That The Cover Arrangements Are Satisfactory.

	Name
	     

	Signed

(CD/ACD/LC)
	
	Date
	     


	Signature of Medical/Dental Consultant Academic
	
	Date
	     


	Authorisation by Institute Director/Centre Lead

	I authorise the above periods of leave.

	Name
	     

	Signed

(DoI/Centre Lead)
	
	Date
	     


Once fully signed, the Consultant Academic sends the form to their Institute Manager AND a copy to the relevant Trust General Manager(s).
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