Leave Application Form


	Name
	

	State
	

	Company
	


Leave Dates

From __  /  ___  /  ____ To __  /  ___  /  ____  No of Days  __  Date of Return  ___  /  ____  /  ____

Type of Leave

 FORMCHECKBOX 

Annual


 FORMCHECKBOX 

Personal/Carers 

 FORMCHECKBOX 

Unpaid Carers
 FORMCHECKBOX 

Study


 FORMCHECKBOX 

Long Service


 FORMCHECKBOX 

Parental
 FORMCHECKBOX 

Other


 FORMCHECKBOX 

Compassionate

 FORMCHECKBOX 

Community Service
Additional information relevant to leave application
_____________________________________
______________________________________________________________________________

______________________________________________________________________________

Certificate Attached


 FORMCHECKBOX 

Yes
 FORMCHECKBOX 

No

Is Salary Required in Advance
 FORMCHECKBOX 

Yes
 FORMCHECKBOX 

No

	Notes on Personal Leave.

	1.
A medical certificate is required if Personal Leave is due to illness and extends beyond two consecutive working days.

	2.
A medical certificate is required if Personal Leave is due to illness and Personal Leave without a medical certificate exceeds four days in any 12 month period.

	3.
Personal / Carers / Parental and Compassionate leave may require a certificate /document / evidence or statutory declaration at your Manager’s discretion.

	4.
All Leave subject to available accrued leave entitlements (details are on payslips or available from your manager/supervisor).

	Applicant's Signature
	
	Date
	     /    /       

	Management Approval
	
	Date
	     /    /

	Leave Available
Yes/No

Payroll Updated
Yes/No


Notes on completing form:

1. Staff member should keep copy of Application Form for their Records

2. Management should refer to Holiday Register to ensure adequate staffing levels prior to approving annual leave.  All tasks and client services performed by staff member are to be formally allocated to other staff during period of leave.

3. Once approved management should update Holiday Register and ensure standard procedures are followed for staff on Leave.
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