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	Employee Name:
	     
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	Leave Required:
	|_|
	Annual Leave
	
	
	

	
	
	[bookmark: Check1]|_|
	Personal Leave (sick/carer’s leave)
	
	(a doctor’s certificate is required for two consecutive days or more or for a day taken either side or a weekend)
	

	
	
	|_|
	Compassionate Leave
	

	
	
	|_|
	Parental Leave
	
	
	

	
	
	|_|
	Long Service Leave
	

	
	
	|_|
	Unpaid Leave – please specify below
	

	
	
	|_|
	TIL Leave 
	
	

	
	
	
	
	
	
	

	
	Reason for Unpaid/Special Leave:
	
	
	

	
	[bookmark: Text2]     
	

	
	
	

	
	Dates for Leave:
	

	
	
	
	
	
	

	
	First day of leave:
	     /     /20     
	
	Last day of leave:
	     /     /20     
	
	

	
	
	
	
	
	

	
	No of days to be taken
	
	     
	

	
	
	
	
	

	
	Declaration: I understand that the approval of leave is subject to the confirmation of entitlement.
	

	
	
	
	
	
	

	
	     
	
	     /     /20     
	

	
	Employee to sign
	
	
	
	

	
	
	
	
	
	

	APPROVAL BY SUPERVISOR

	
	
	

	
	I approve this absence from my department:
	
	
	
	
	

	
	     
	
	     /     /20     
	

	
	Name:       
	
	
	

	
	
	
	
	
	

	
	
	
	
	

	HR MANAGER’S CHECKS 

	
	
	
	
	
	

	
	No of public holidays in period
	
	     
	

	
	
	
	
	

	
	No of hours available as at        /     /20     
	
	     
	

	
	
	
	
	

	
	
	SIGNED:
	     
	

	
	
	

	PAYROLL USE ONLY

	
	
	
	
	

	
	|_| Entered into wageeasy 
	SIGNED:
	     
	

	
	
	
	
	

	
	|_| Copy distributed to employee
	SIGNED:
	     
	

	
	
	
	
	

	
	|_| Entered into Staff Holiday calendar 
	SIGNED:
	     
	

	
	
	
	
	

	
	






	HR-FM-010    Leave Application  (V5 25/06/2020)    
	Page 1 of 1



image1.jpeg
r ‘ newlands

[ GROUP]




