	Military Service Leave 

Notification/Request Form


	EMPLOYEE DETAILS:

	Employee name:
	
	Employee ID:
	

	Business Unit:
	
	Current location:
	


	REASON FOR LEAVE:

	Military Service

 FORMCHECKBOX 
  (UNPAID)


	Public Duty


 FORMCHECKBOX 
  (PAID)

	Additional comments: 
(if other reason, please state here)


	DATES ON LEAVE:

	Last day worked
	     

	Date of leave - From
	     

	Date of leave - To
	     

	Actual day of return 
	     


	APPLICATION FOR FINANCIAL SUPPORT: (for Military Service only)

	Request Supplementary
 FORMCHECKBOX 

Salary Payment*



	* Where application is for UNPAID leave and payment from the MOD is less than the employee’s salary, BUPA may provide financial support by paying the difference between the two.


	AUTHORISATION:

	Manager:
	Insert full name:
	Date:

	
	
	

	Approving Manager:


	     
	     


NOTES: 

UNPAID / Military Service – officially ‘called up’

If you are called up for active service you will become an employee of the MOD and paid by them. This leave is UNPAID. You are able to apply for financial support if your military pay does not match your BUPA salary.

PAID / Permitted Leave – Public duty leave 

E.g. Territorial Army training. If you are a member of the Territorial Army, or other branches of the armed forces, and are attending residential training your manager needs to complete the absence return form. 
	People use only:

	People Admin Services  Advisor
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