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EXAM LEAVE APPLICATION FORM

Any application for exam leave should be submitted to and is reviewed by the employee’s manager in the first instance. Applications must be submitted with supporting documentation, i.e. record of exam occurrence.

Following this, if appropriate, the manager submits their recommendation for the application to the Department Director. Final approval for exam leave is given by the Director of Human Resources.

EMPLOYEE DETAILS

Employee name:	____________________________	Date: _____________________

Department:		____________________________

LEARNING & DEVELOPMENT ACTIVITY DETAILS
Exam leave will be granted in relation to learning & development activities that merit encouragement and assistance by the Society.

Name of Activity:	________________________________________________________

Funding Granted:	________________________________________________________
 
Duration of Activity:	________________________________________________________

Dates of Activity:	________________________________________________________

EXAM LEAVE
The normal basis of allocation will be exam days / formal exam assignment submission day(s) with a maximum of five days in any year. 

Purpose of Exam Leave:

_________________________________________________________________________
 (Attach record of exam occurrence)
Dates of Exam Leave: 

_________________________________________________________________________

I wish to make an application for the exam leave dates confirmed above. 

Signature: _______________________________ Date: ____________________________ 
                  	Employee

Recommended by: ____________________________________
Manager / Head of section

Recommendation approved by: ____________________________________
Department Director

The exam leave that is recommended above has been authorised by:

____________________________________
Director of Human Resources
On behalf of THE LAW SOCIETY OF IRELAND
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