

School name here





APPLICATION FOR LONG SERVICE LEAVE


This form is only used where access to Employee Self Service is not available








Name		Employee ID	





PERIOD OF ABSENCE


I wish to apply for





Long Service Leave – FULL pay - from 	___/___/_____	to	___/___/_____


Long Service Leave – HALF pay - from	___/___/_____	to	___/___/_____


(Public Holidays during periods of LSL do not form part of the leave – eduPay automatically accounts for this)





PAYMENT


I also request:


Payment in Advance


Commutation of Long Service Leave





These payments are processed centrally – please complete the application form available on HRWeb at � HYPERLINK "http://www.eduweb.vic.gov.au/edulibrary/public/hr/leave/LSL_PIA_Commute-school.doc" ��http://www.eduweb.vic.gov.au/edulibrary/public/hr/leave/LSL_PIA_Commute-school.doc�














Applicant’s Signature		Date	___/___/____





AUTHORISATION





Principal’s Signature		Date	___/___/_____





OFFICE USE


Letter of Confirmation Sent (copy attached)


Payroll Action Completed


Actioned by		Date	___/___/_____











Last Update 23 May 2011

