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This guide aims to clarify the issues surrounding allocation of Special Leave A
(paid) and C (unpaid). It should be noted that this document is a guide only

SPECIAL LEAVE GUIDE

and if further clarity is required you should contact HRSC.

Special Leave forms should be fully completed and signed by line managers.

Forms that are left blank or use the term “urgent domestic distress” or

“domestic” are unacceptable. Managers should investigate the reason for the

request and this should be reflected on the form.

For more information see the Special Leave Policy.
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