

School name here





APPLICATION FOR LEAVE


(this form is used where leave cannot be applied for using Employee Self Service on eduPay)





Employee ID  �
�
�
�
�
�
�
�
�
�
Family Name�
�
�
Given Name(s)�
�
�






LEAVE TYPE APPLIED FOR


Annual Leave�
�
�
�
�
�
Leave Without Pay�
�
�
�
�
�
Personal Leave�
�
Specific Leave Applied For �
�
�
�
�
(eg Sick Leave with certificate; carer leave with certificate etc)


�
�
Required document* attached�
�
*Required document is a medical certificate or certificate in lieu or a statutory declaration. In the case of illness/injury a statutory declaration should only be provided where it is not reasonably practical to provide a medical certificate or certificate in lieu.�
�
�
�
�
�
Other�
�
�
�



If Other, please specify:


�






…………………………………………………………………………….�
�



PERIOD OF LEAVE


First Working Day Absent�
�
�
/�
�
�
/�
�
�
�
�
�



Last Working Day Absent�
�
�
/�
�
�
/�
�
�
�
�
�



Period of Leave claimed�
�
(�
�
Hours�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
Any Partial Days required    �
Y / N�
�
Partial Hours absent on First day�
�
(�
�
�
�
�
�
�
Partial Hours absent on Last day�
�
(�
�
�
�






Applicant’s Signature�
�



Principal’s Signature�
�



…………………………………………�
�



…………………………………………...�
�
Date: …………………………………..�
�
Date: …………………………………….�
�



Office Use�
�
�
�
�
�
�
Letter of confirmation sent if required (copy attached)�
�
�
�
Payroll action completed �
�
�



Name……………….�



�



Date: ……………�
�









Last updated 23 May 2011

