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     Review Sheet 

Last Reviewed Last Amended Next Planned Review in 12 months, or 

13 Jul '20 13 Nov '20 sooner as required. 

 

Business impact 

 
Minimal action required circulate information amongst relevant 

parties. 

LOW IMPACT 

Reason for this review Scheduled review 

Were changes made? Yes 

 

 
Summary: 

This policy outlines statutory time off entitlements for employees at the service. It has been 

reviewed and minor changes made to the scope, purpose, objectives, procedure and key 

fact sections. A selection of new forms have also been added and references updated to 

ensure they remain current. 

 

 
Relevant legislation: 

• Parental Bereavement (Leave and Pay) Act 2018 

• Information and Consultation of Employees Regulations 2004 

• Trade Union and Labour Relations (Consolidation) Act 1992 

• Employment Rights Act 1996 

 

 
Underpinning 

knowledge - What have 

we used to ensure that 

the policy is current: 

• Author: ACAS, (2017), Time off. [Online] Available from: 

http://www.acas.org.uk/index.aspx?articleid=1370 [Accessed: 13/7/2020] 

• Author: HM Government, (2017), Statutory leave and time off. [Online] Available from: 

https://www.gov.uk/browse/employing-people/time-off [Accessed: 13/7/2020] 

• Author: HM Government, (2018), UK first: Parents who lose a child entitled to 

bereavement leave. [Online] Available from: https://www.gov.uk/government/news/uk- 

first-parents-who-lose-a-child-entitled-to-bereavement-leave [Accessed: 13/7/2020] 

 

Suggested action: 

• Encourage sharing the policy through the use of the QCS App 

• Use existing, planned methods for sharing information 

• Share ‘Key Facts’ with relevant staff 

 

Equality Impact 

Assessment: 

QCS have undertaken an equality analysis during the review of this policy. This statement is 

a written record that demonstrates that we have shown due regard to the need to eliminate 

unlawful discrimination, advance equality of opportunity and foster good relations with 

respect to the characteristics protected by equality law. 

http://www.acas.org.uk/index.aspx?articleid=1370
https://www.gov.uk/browse/employing-people/time-off
https://www.gov.uk/government/news/uk-first-parents-who-lose-a-child-entitled-to-bereavement-leave
https://www.gov.uk/government/news/uk-first-parents-who-lose-a-child-entitled-to-bereavement-leave
https://www.gov.uk/government/news/uk-first-parents-who-lose-a-child-entitled-to-bereavement-leave
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2. Scope 

3. Objectives 

4. Policy 

 
 

 

1.1 To outline the types of leave HWCGS Care (T/A Segal Gardens) is obliged to grant and when HWCGS 

Care (T/A Segal Gardens) has the discretion to do so. 

1.2 To outline what period of time may be granted and whether such a period is paid or unpaid. 

1.3 To support HWCGS Care (T/A Segal Gardens) in meeting the following Key Lines of Enquiry: 

Key Question Key Lines of Enquiry 
 

 

SAFE 
S3: How does the service make sure that there are sufficient numbers of 

suitable staff to support people to stay safe and meet their needs? 

 
WELL-LED 

W2: Does the governance framework ensure that responsibilities are clear 

and that quality performance, risks and regulatory requirements are 

understood and managed? 

 
1.4 To meet the legal requirements of the regulated activities that HWCGS Care (T/A Segal Gardens) is 

registered to provide: 

⚫ Parental Bereavement (Leave and Pay) Act 2018 

⚫ Information and Consultation of Employees Regulations 2004 

⚫ Trade Union and Labour Relations (Consolidation) Act 1992 

⚫ Employment Rights Act 1996 
 

2.1 The following roles may be affected by this policy: 

⚫ Employees only 

2.2 The following Service Users may be affected by this policy: 

⚫ Service Users 

2.3 The following stakeholders may be affected by this policy: 

⚫ Family 
 

3.1 To ensure that employees are aware of their right and the processes to take certain time off. 

3.2 For employees to understand the impact time off may have on Service Users. 
 

4.1 This policy only applies to employees. It does not apply to workers, agency workers or self-employed 

contractors. 

4.2 This policy does not cover the types of parental leave such as maternity leave, paternity leave and 

shared parental leave amongst others. HWCGS Care (T/A Segal Gardens) has separate policies for these 

leave entitlements. 

4.3 This policy is non-contractual and may be amended by HWCGS Care (T/A Segal Gardens) at any time. 

1. Purpose 
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5.1 Parental Leave Policy & Procedure 

5.2 Employees may be entitled to take up to 18 weeks' unpaid parental leave in respect of each child for 

whom they are responsible. If the employee works part time, they will be entitled to parental leave which is 

proportionate to the normal number of days that they work in a week. This policy only applies to 

employees who meet the eligibility criteria. It does not apply to workers, agency workers or self-employed 

contractors. 

5.3 The right to parental leave may operate alongside other leave entitlement including maternity, paternity 

and adoption leave. Employees must familiarise themselves with the relevant policies in place at HWCGS 

Care (T/A Segal Gardens). 

5.4 Any data collected as part of this policy will be processed in accordance with current Data Protection 

legislation, the Privacy Notice issued to staff and the Data Security and Data Retention Policy and 

Procedure. 

5.5 This policy provides employees with a general outline of the statutory provisions relating to parental 

leave. The statutory provisions are complex and in the event of any discrepancy between this policy and 

the statutory provisions, the statutory provisions will override the terms of this policy. 

5.6 This policy does not form part of an employee's contract of employment and may be amended at any 

time. 

Eligibility Criteria 

In order to be entitled to take parental leave an employee must: 

⚫ Have at least one year's continuous employment 

⚫ Have or expect to have responsibility for the child 

⚫ Be taking the leave to spend time with or otherwise care for the 

child An employee will be responsible for the child if: 

⚫ They are the child's biological mother or father, regardless of whether or not they are living with 

the child 

⚫ They are the child's adoptive parent 

⚫ They have secured or expect to secure a surrogacy arrangement 

⚫ They have legal parental responsibility for the child, for example, if you are the child's guardian or 

a step-parent who has a parental responsibility agreement or parental responsibility order 

If an employee lives with a child and has the responsibility for raising that child but does not have a   

parental responsibility order, HWCGS Care (T/A Segal Gardens) may, at its complete discretion, 

extend the right to Parental Leave to this employee. 

 

5.1 Length of Leave 

Parental leave must be taken in blocks of one week at a time. If the employee's child is disabled, the 

employee will be entitled to take one day at a time. A child is deemed disabled, for the purposes of this 

policy, if the child is entitled to disability living allowance, armed forces independence allowance or 

personal independence payment. 

 

A maximum of four weeks' parental leave per child is allowed in any particular year and a maximum of 18 

weeks until the child's 18th birthday. 

 

Eligible employees with irregular working patterns where for example, the number of days they work per 

week varies from week to week throughout the year or the employee is required to work some weeks of the 

year but not others will be entitled to Parental Leave calculated on a 12 month average of their hours or 

days of work. 

 

Any previous parental leave taken while working for another employer counts towards the employee's 

entitlement. If the employee has taken parental leave during previous or concurrent employment, the 

employee must provide details to their line manager. 

 

5. Procedure 
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5.2 Notification 

Should an employee wish to take parental leave they must notify HWCGS Care (T/A Segal Gardens) in writing of the 

following: 

⚫ The amount, if any, of parental leave that the employee has already taken 

⚫ The date of birth of any child in respect of whom the employee has parental responsibility 

The request must be put in writing and submitted at least 21 days before the leave is due to start. This request must 

state the dates on which the leave is due to start and finish. 

HWCGS Care (T/A Segal Gardens) reserves the right to request evidence of the employee's entitlement to take 

parental leave including but not limited to the child's birth certificate or adoption placement certificate. HWCGS Care 

(T/A Segal Gardens) will notify the employee (if possible, within 7 days of receipt of the request) whether it has been 

accepted. HWCGS Care (T/A Segal Gardens) reserves the right to postpone a period of parental leave for up to six 

months where the operational needs of the business would be unduly disrupted if leave was taken at the time 

requested. 

5.3 Pay 

There is no entitlement to pay during periods of parental leave. Any periods of parental leave will therefore be unpaid. 

5.4 Returning to Work 

For any period of parental leave which is for four weeks or less, other than after a period of additional maternity or 

adoption leave, the employee will be entitled to return to the same position, on the same terms and conditions which 

applied immediately prior to the parental leave. 

 

For periods of four weeks or more, the employee will be entitled to return to the same position unless it is no longer 

reasonably practicable for them to do so. In such circumstances, the employee will be entitled to return to a different 

job which is suitable and appropriate. If the employee returns to a different position,then the employee's 

remuneration, seniority and status will be maintained. 

 

5.5 Abuse of This Policy 

Where an employee takes a period of parental leave under this policy for purposes other than spending time with or 

otherwise caring for their child, this will be dealt with as a disciplinary issue under the Discipline Policy and 

Procedure. 

 

5.6 HWCGS Care (T/A Segal Gardens) Statutory Rights to Leave Time off for Dependents 

 
Employees will be entitled to take a reasonable period of unpaid time off work to deal with an unexpected or 

sudden problem. The intention is to provide employees with the ability to deal with the emergency. 

The right to take a reasonable amount of unpaid time off work arises when it is necessary to: 
 

• Provide assistance when a dependant falls ill, gives birth, or is injured or assaulted 

• Make arrangements for the provision of care when your dependant is ill, injured or assaulted 

• In consequence of the death of a dependant 

• Deal with the unexpected disruption, termination or breakdown of arrangements for the care of a 

dependant (such as a child-minder falling ill) 

• Deal with an unexpected incident involving the child, while a school or another educational 

establishment is responsible for them 

 

The employee must tell their line manager of the reason for their absence as soon as reasonably possible 

including how long they think that they will be absent. The employee is not entitled to be paid whilst they are 

taking dependants leave. Similarly, there is no statutory pay for time off to care for dependants. Dependants 

Leave is limited to the time needed to deal with the particular emergency which may be a matter of hours or 

1 day. However, HWCGS Care (T/A Segal Gardens) will always consider each set of circumstances on their 

facts. Staff are only entitled to take time off under this policy to provide personal care for a dependant where 

there is an immediate crisis. If you know well in advance that you wish to take time off for a dependant 

yourself, rather than arrange for someone else to do so, this policy will not apply 
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Time off for Training 

Employees who have at least 26 weeks' service and who work for employers with 250 or more employees 

are entitled to request time off work to undertake study or training. The training must be for the purpose of 

improving the employee's effectiveness at work and the performance of the business of HWCGS Care (T/A 

Segal Gardens). 

 

Jury Service 

An employee will inform their line manager that they have been selected for jury service as soon as 

possible after receiving the summons. HWCGS Care (T/A Segal Gardens) reserves the right to request a 

copy of the summons. 

HWCGS Care (T/A Segal Gardens) reserves the right to request that an employee applies to defer or be 

excused from jury service should HWCGS Care (T/A Segal Gardens) determine that this is necessary for 

operational reasons. 

Jury service will be unpaid and affected employees will be provided with details of how they may be entitled 

to claim losses and expenses by the court service. 

 

Reserve Force Duties 

HWCGS Care (T/A Segal Gardens) understands that there may be employees who are members of the 

Reserve Forces who may be called up at any time for deployment on full-time operations. HWCGS Care 

(T/A Segal Gardens) also understands that those employees will be required to attend regular training. 

Reserve Force duties are unpaid and employees will use existing annual leave entitlement to meet training 

commitments if needed. 

HWCGS Care (T/A Segal Gardens) reserves the right to apply to an Adjudications Officer to request that 

the employee's notice of call-up be deferred or revoked if the employee's call-up would have a serious, 

detrimental effect on the ability of HWCGS Care (T/A Segal Gardens) to run its business and which could 

not be prevented by the grant of financial assistance. 

Once the employee's service has come to an end, they will submit a written application for reinstatement to 

their employment. The application will be submitted at the latest by the third Monday following the end of 

the employee's military service and confirm when the employee will be available to recommence work with 

HWCGS Care (T/A Segal Gardens). 

Should it not be reasonable and practicable to reinstate the employee to their previous role, HWCGS Care 

(T/A Segal Gardens) will offer a favourable alternative on the most favourable terms and conditions which 

are reasonable and practicable. 

Any period of absence for military service will not be counted towards the calculation of the employee's 

length of service. 

 

5.7 Discretionary 

Compassionate Leave 

HWCGS Care (T/A Segal Gardens) wants to ensure that it supports those employees who have suffered 

the loss of a close relative, are given time to cope with this and to make the arrangements for and attend 

the funeral. Similarly, such leave may be granted where a close relative is seriously or critically ill. 

HWCGS Care (T/A Segal Gardens) will grant a period of compassionate leave which is deemed 

appropriate, taking into account all the circumstances. Leave may be taken in respect of a spouse or 

partner, child, stepchild, grandchild, parent, step-parent, parent-in-law, grandparent, brother or sister, 

stepbrother or stepsister or brother-in-law or sister-in-law. 

 

HWCGS Care (T/A Segal Gardens) may exercise, in its entire discretion, the right to grant a period of 

compassionate leave for another relative or close friend. 

 

The right to compassionate leave is unpaid. Should the employee feel that they need additional time 

following compassionate leave they will contact their line manager as soon as reasonably practicable and 

before the current period of compassionate leave has been granted to request further leave. Further 

compassionate leave may be granted by HWCGS Care (T/A Segal Gardens) at its entire discretion. 

Alternatively, the employee may be allowed to take the further period as annual leave, subject to the 

manager's approval. 

 

HWCGS Care (T/A Segal Gardens) appreciates that it may not always be possible to request 

compassionate leave in advance of the period needed. Where this is not possible, the employee will 

ensure that they speak with their line manager as soon as possible. It is important that HWCGS Care (T/A 
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Segal Gardens) knows how long the employee is due to be off. Should it be necessary to do so, HWCGS 

Care (T/A Segal Gardens) is happy to be informed by another person on your behalf. 

HWCGS Care (T/A Segal Gardens) only expects to refuse a request for compassionate leave in 

exceptional circumstances. However, should this be necessary, HWCGS Care (T/A Segal Gardens) will 

provide written reasons for this. Should the employee not be satisfied with this explanation, they must 

make a complaint under the Grievances Policy and Procedure. 

Medical or Dental Appointments 

 

HWCGS Care (T/A Segal Gardens) appreciates that sometimes it may be necessary for employees to 

attend medical appointments during working hours. As far as possible, employees will ensure that these 

appointments are scheduled at the beginning or end of the working day. HWCGS Care (T/A Segal 

Gardens) reserves the right to require employees to reschedule their appointments for operational 

reasons. Employees may be expected to make up any time they have missed for such appointments.  

HWCGS Care (T/A Segal Gardens) reserves the right to require employees to provide evidence by way of 

an appointment card or similar to confirm the date and time of the appointment. Any failure to provide 

evidence when requested may be dealt with under the Discipline Policy and Procedure. 

This policy does not apply to employees who are attending ante-natal appointments. These details are 

contained in the Maternity Leave Policy and Procedure. 

 

Religious Holidays 

HWCGS Care (T/A Segal Gardens) appreciates that some employees may wish to take time off over 

religious holidays. HWCGS Care (T/A Segal Gardens) will, of course, look to accommodate such requests 

as best it can, taking into account operational requirements. Such requests must be submitted in 

accordance with the Annual Holiday Policy and Procedure and will be granted on a first-come-first-served 

basis. 

5.3 Unless specified otherwise in this policy, the right to time off is a right to reasonable time off. The 

decision whether or not the time off is reasonable will be determined entirely at the discretion of HWCGS 

Care (T/A Segal Gardens) having considered the representations made by the affected employee. Should 

an employee take time off which has not been agreed and which extends beyond what HWCGS 

Care (T/A Segal Gardens) considers reasonable, the employee may be subject to disciplinary proceedings 

under the Discipline Policy and Procedure.
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6. Definitions 

 

6.1 Dependant 

⚫ The employee's spouse, civil partner, parent or child, a person who lives in the same household as the 

employee (but who is not your tenant, lodger, or employee) or anyone else who reasonably relies 

on the employee to provide assistance, make arrangements or take action of the kind referred to 

above 
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Key Facts - People affected by the service 

Further Reading 

Outstanding Practice 

 
 

 

Professionals providing this service should be aware of the following: 

⚫ While employees have some statutory rights for time off, the length of time and whether it is paid or 

unpaid can be discretionary 

⚫ This policy sets out the statutory minimums. HWCGS Care (T/A Segal Gardens) can choose to grant 

leave or pay in excess of statutory minimums but not less than those minimums 

⚫ This policy does not cover family leave as there are separate policies to cover those areas 
 

People affected by this service should be aware of the following: 

⚫ HWCGS Care (T/A Segal Gardens) is required to take both the employee's and the Service User's 

needs into account when deciding whether or not to grant discretionary leave to ensure that it complies 

with its statutory and regulatory duties 
 

As well as the information in the 'underpinning knowledge' section of the review sheet we recommend that 

you add to your understanding in this policy area by considering the following materials: 

QCS Expert Insight - The Parental Bereavement (Leave and Pay) Act 2018: 

https://www.qcs.co.uk/the-parental-bereavement-leave-and-pay-act-2018/ 
 

 

To be ‘ outstanding ’ in this policy area you could provide evidence that: 

⚫ The wide understanding of the policy is enabled by proactive use of the QCS App 

⚫ HWCGS Care (T/A Segal Gardens) opts to pay those employees who have taken time off under this 

policy but do not have a right to be paid for that time off 

⚫ HWCGS Care (T/A Segal Gardens) opts to grant a longer period of leave than the statutory minimum 

Key Facts - Professionals 

https://www.qcs.co.uk/the-parental-bereavement-leave-and-pay-act-2018/
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The following forms are included as part of this policy: 

 
Title of form 

When would the form be 

used? 

 
Created by 

Letter to Employee re Agreeing 

to Time off for Study or Training 
- PA08 

 
To accept a study or training 

request 

 
QCS 

 
Time off for Jury Service - PA08 

Employees seeking leave for 

Jury Service 

 
QCS 

 
Leave request form - PA08 

Employee requesting leave 

under this policy 

 
QCS 

 
Jury Deferral letter - PA08 

Letter to Jury Service to support 

an employee's request to defer 

jury summons 

 
QCS 

Medical Appointment form - 

PA08 

Employee requesting leave for 

medical appointment 

 
QCS 

Forms 
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[On headed notepaper of the employer] 

[Employee’s name] 

[Employee’s address] 
 

[Date] 
 

Dear [Employee’s name] 

Re: Time off for Study/Training 

I write further to your request for time off for [study/training] and our subsequent [meeting/discussion] on [insert 

date]. Following our meeting, I write to confirm we are in a position to accept your request for: 

• Time off to [study for [insert qualification]/attend a specific training course] 

• The time off will involve [insert what has been agreed in terms of days/weeks off work] 

The time off will be [unpaid/paid] and the costs of the training will be [solely your responsibility/met by HWCGS 

Care (T/A Segal Gardens), split [insert amount]% by you and [insert amount]% by HWCGS Care (T/A Segal 

Gardens)]. 

[If HWCGS Care (T/A Segal Gardens) is contributing to fees then refer to the Training Costs Agreement]. 

Your time off will commence on [date] and will end on [date]. 

If you fail to commence the [training/study] or stop attending at any time, you must let me know as soon as 

possible. If you do not inform me, you may face disciplinary action. [We would also refer you to the relevant 

clauses in the Training Costs Agreement for failing to attend the course]. 
 

If you have any questions, please do not hesitate to contact me. 

Yours sincerely, 

 

[Name] 

On behalf of HWCGS Care (T/A Segal Gardens) 
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[on letterhead paper of the employer] 

 

[Employee’s name] 

[Employee’s address] 

 
[Date] 

 
Dear [NAME OF EMPLOYEE] 

 
Re: Time off for Jury Service 

I write to confirm your period of leave to attend Jury Service, further to you providing your jury summons. 

I can confirm that the time off, as detailed below, will be unpaid, as per Company Policy. It will be your responsibility to claim a loss of 

earnings allowance from the Courts. 

As per your Jury Summons, your period of leave will commence on [DATE] for a period of two weeks. 

Should you be released from Jury Service early, you are required to return to work immediately. If you fail to return to work, your absence  

will be unauthorised, and you may face disciplinary action. 

If you are made aware that your period of Jury Service is likely to last longer than two weeks, you should make the Company aware of the 

expected duration of your leave as soon as is reasonably practicable, and keep the Company updated on your expected date of return. 

 
If you have any questions, please do not hesitate to contact me. 

Yours sincerely, 

[Name] 

on behalf of HWCGS Care (T/A Segal Gardens) 
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LEAVE REQUEST FORM 

 
This form is to be used for types of leave including: Maternity, Paternity, Adoption, Parental, Dependants, Study, 

Bereavement, Compassionate, Emergency – some of which will be unpaid. Please note that this is not a holiday request 

form. 

 

Part A - To be completed by the employee requesting the leave 

Name: 
 

Department: 
 

Date of request: 
 

Reason for Absence: 
 

Requested Leave dates (inclusive): 

First Date of Leave Last Date of Leave No of Days 

 

From: am/pm* 
 

To: 
 

 

From: am/pm* 
 

To: 
 

 
Signed by (Employee): 

 
…………………………………………… 

 
Date submitted: 

 
…………………………………………… 

Part B - To be completed by Head of Department or 

nominated Deputy 
Approved: Denied: 

 Approved / Denied 

 
Authorised by (Signature): 

 
…………………………………………… 

Print Name: 
…………………………………………… 

Date: 
…………………………………………… 

Continued on next page 



This policy is Copyright © Quality Compliance Systems Ltd. 2007 (Last updated 2020) and is only licensed for use with a current Licence Certificate. 
If you have a current Licence Certificate, it can be accessed in your online account. Use without a current Licence Certificate is strictly prohibited. 

Leave request form - PA08 Page 2/2 

HWCGS Care (T/A Segal Gardens) 
436 Fleet Lane, Parr, St Helens, nr Liverpool, Merseyside, WA92NH 

 

 

Part C - To be completed by [HR Manager] [Line Manager] 

Please circle: 

Planner updated / Unpaid 

Reason for non-payment: ……………………………… 

 
 

Input by :……..………………………… Date: ……………………..………… 

Once completed and authorised, please send this form to the Human Resources Department 

In compliance with the Data Protection Act 1998, completing this form is taken as authority for the information to be used 

within our HR processes, systems and procedures. 
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HWCGS Care (T/A Segal Gardens) 
436 Fleet Lane, Parr, St Helens, nr Liverpool, Merseyside, WA92NH 

 

 

 

[on headed notepaper of HWCGS Care (T/A Segal Gardens)] 
 

Jury Central Summoning Bureau 

[ADDRESS] 

 
[Date] 

 

 
Dear Sirs, 

We write in support of our employee, [name] (insert juror number), who has recently received a Jury Summons, and requests deferral on   

the grounds of work commitments. 

We consider that [name]’s absence at this time would significantly harm our business. The reasons for this are that [Insert reasons you    

wish jury service to be deferred, i.e. key employee on a project, peak trading period]. 

Therefore, we would respectfully request that [name] be deferred. 

If you have any queries, please do not hesitate to contact me. 

Yours faithfully, 

[Name] 

on behalf of HWCGS Care (T/A Segal Gardens) 
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HWCGS Care (T/A Segal Gardens) 
436 Fleet Lane, Parr, St Helens, nr Liverpool, Merseyside, WA92NH 

 

 

STRICTLY PRIVATE & CONFIDENTIAL 

MEDICAL APPOINTMENT FORM 

 

This form is to be used for absences due to a medical appointment for the Employee only. Medical appointments for family 

members must be taken as holiday or dependants leave. 

 

Part A - To be completed by person attending the Medical Appointment 

Name: 
 

Department: 
 

Details of Medical Appointment: 

I confirm that I have an appointment at the (please circle): 

 
Doctor / GP Optician 

Dentist Other (please specify) 

Hospital 

 
Appointment Date: …………..…………… 

 
Appointment Time: …………..…………… 

 
 

Anticipated time of arrival in the office: ......................................... or 

 
Anticipated time of departure from the office: ……………………………. 

Signed by (Employee): 

 
 

Date: 

 

……………………………… 

 
 

……………………………….. 

Part B - To be completed by Head of 

Department or nominated Deputy 

 

Authorised by (Signature): 

Print Name: 

Date: 

Please circle: 

Approved / Denied: 

 
……………………………………………………… 

Continued on next page 
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HWCGS Care (T/A Segal Gardens) 
436 Fleet Lane, Parr, St Helens, nr Liverpool, Merseyside, WA92NH 

 

 

Part B - To be completed by [HR Manager] [Line Manager] 

 
Planner updated: 

 
Input by: ……..…………………… 

 
Date: ……………………..………… 

**PLEASE ATTACH YOUR APPOINTMENT CARD OR LETTER (if available)** 

Once completed, please send this form to [the Human Resources Department] [your Line Manager] 

 
In compliance with the Data Protection Act 1998, completing this form is taken as authority for the information to be used 

within our HR processes, systems and procedures. 
 


