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Strictly Confidential 

Temporary Teaching Exemption Request Form – for 2026/27

FORM 1
For use by:
1. Full-time staff seeking exemption within normal teaching hours (08:15-19:05)
2. Part-time staff seeking exemption within their normal agreed hours


If you wish to request an exemption for 2026/27 you should complete this form and submit it electronically to your Head of Department or Division (HoD). 

The deadline for submission is: 24 February 2026

Your HoD will then consider your request based on its impact and the consequent ability of the department/division to provide teaching to students and the effect of this decision on your colleagues within the department. Your request may then be passed to a Consistency Review panel who look at selected forms across the University to ensure departments are working consistently and appropriately in line with the University guidance. 

Your HoD will write to you with a decision once the review has taken place. The target date to let staff know is 6 May 2026, although this may be delayed if further clarifications are required, so please fill in the form as fully as possible.

Requests through this teaching exemption process are temporary, can only be made for a maximum of a one or two semester period, they do not constitute a formal flexible working request. 

	Name
	

	Job title
	

	FTE/Hours worked
	

	Department
	

	Username/contact details
	

	Line Manager
	

	Home Address
	

	University employment start date
	





Please use the grid below to indicate any hours you are requesting exemption, for any hours left BLANK, it will be assumed you are available for teaching. (For clarity, part-time staff should use E for times they are requesting exemption and X for times when they are not contracted to work.)

Semester 1 (see http://www.bath.ac.uk/about/organisation/semester-dates/)

	
	8.15
	9.15
	10.15
	11.15
	12.15
	13.15
	14.15
	15.15
	16.15
	17.15
	18.15

	Monday
	
	
	
	
	
	
	
	
	
	
	

	Tuesday
	
	
	
	
	
	
	
	
	
	
	

	Wednesday
	
	
	
	
	
	
	
	
	
	
	

	Thursday
	
	
	
	
	
	
	
	
	
	
	

	Friday
	
	
	
	
	
	
	
	
	
	
	



Semester 2 – (see http://www.bath.ac.uk/about/organisation/semester-dates/)

	
	8.15
	9.15
	10.15
	11.15
	12.15
	13.15
	14.15
	15.15
	16.15
	17.15
	18.15

	Monday
	
	
	
	
	
	
	
	
	
	
	

	Tuesday
	
	
	
	
	
	
	
	
	
	
	

	Wednesday
	
	
	
	
	
	
	
	
	
	
	

	Thursday
	
	
	
	
	
	
	
	
	
	
	

	Friday
	
	
	
	
	
	
	
	
	
	
	



	Please explain the reason for request: 
Please identify the category of reason (please tick all the categories that apply):	
☐	Childcare          ☐  Infant / primary age children     ☒ secondary age children  
                                               ☐   Single parent              ☐  Child(ren) with disabilities 

☐	Other care reasons – please describe _________________________________

☐                Health 

☐                Travel / distance

☐                Other work - please confirm what this work is: _________________________

☐                Other reasons– please describe _____________________________________


	Is this a long-term request?

	Do you anticipate that you will need the same or further exemptions in the next academic year? Y / N 



	Employee declaration and signature*

	· I declare that the information I have provided is accurate
· I acknowledge that the University may refuse my request for a temporary teaching exemption on reasonable operational grounds
· I acknowledge that this request is conditional upon and subject to approval of my line manager


	Employee’s signature:                                                                    Date: 




	*Attachment to e-mail will constitute signatory authorisation



Once you have completed this application form you must submit it to your Head of Department / Head of Division / Divisional Head by 24 February 2026.  



Authorisation

	HoD form received date:

	Decision taken (please type YES in correct result box)
	Result

	1. Accept in Full (reasons noted below)
	

	2. Reject request (reasons noted below)
	

	3. Staff member has been asked to submit a revised request with alternative arrangement, please see the revised Request Form for staff member
	

	Are there any matters raised in this TTE request that would be better supported under the University's Managing Sickness Policy & Procedure or the Flexible Working & Leave Policy & Procedure?  

Y / N  (please circle)  - If Y which policy & procedure:


	Reasons for decisions 

Please could explain how you expect to cover the gap in the timetable created by this request. 


Also note if discussions have already taken place with the staff member and any pertinent additional information you may have.

	

	HoD signature



	Date





Notes to Heads of Department / Head of Division (only):
· Please upload a completed form, including your confirmed decision, comments and signature (including electronic) on to your department’s / School’s Teams site. This form may contain confidential information so please ensure that it is carefully and securely maintained at all times in a confidential manner.
· In all cases please retain a copy of each completed request form in a confidential manner.  
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