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Application for Paid Leave

This form should be completed, signed by the Applicant & the Principal/Manager and returned to the Leave Section at Tipperary ETB, Western Road, Clonmel, Co. Tipperary at least 6 weeks in advance of leave dates.
	PERSONAL DETAILS 

	Employee Name: 
	
	Employee Code: 
	

	Employee Address 
	
	Job Title  
	

	School / Centre:
	
	Contact Telephone No
	

	Email Address
	
	P.P.S Number 
	
	
	
	
	
	
	
	
	


	DETAILS OF LEAVE OF ABSENCE REQUEST

	I wish to apply for leave of absence as follows:

	Leave Type
	Please tick relevant box:
	From Date: (dates inclusive)
	To Date: (Dates Inclusive)



	Marriage Leave
	
	
	

	Jury Duty
	
	
	

	Court Witness
	
	
	


	Attachments to be submitted with Application

	Type of Leave
	Documents required
	Check

	Marriage Leave
	Marriage Certificate 
	

	Jury Duty / Court Witness
	Letter from the Courts
	


	Declaration by Teachers Only 

	 
	I have arranged cover for my classes as outlined overleaf.
	
	

	Signature:

	
	Date:

	


	DECLARATION BY PRINCIPAL/MANAGER/AEO

	Signature:


	
	Date:
	

	
	(School Principal/Centre Manager/AEO)
	


	OFFICE CHECKLIST

	

	Application Form Received from Employee 
	

	Letter re application decision sent to Employee & Principal by ETB
	

	Entered on Core
	


	DAY 1

	Class / Subject
	Teacher covering classes
	Room
	Principal Signature

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	DAY 2

	Class / Subject
	Teacher covering classes
	Room
	Principal Signature

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	DAY 3

	Class / Subject
	Teacher covering classes
	Room
	Principal Signature

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	DAY 4

	Class / Subject
	Teacher covering classes
	Room
	Principal Signature

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	DAY 5

	Class / Subject
	Teacher covering classes
	Room
	Principal Signature
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