	School Name here




Leave Amendment Form

This form should be used by employees for amending absence entries that have been processed through Employee Self Service on eduPay.
	Employee Details

	Family Name: 
	Given Name(s): 

	Employee ID: 
	

	Changes Required

	Information regarding eligibility for leave can be found on HRWeb at: http://www.education.vic.gov.au/hrweb


	Update requested:

	
	Amend the dates of leave

	
	Replace the current leave with another type of leave

	
	Cancel leave

	Existing Leave

	Leave Type: ______________________________________________ (e.g. Sick Leave) 

	From
	____/____/____
(First day of leave)
	To
	____/____/____
(Last day of leave)

	

	NEW Leave

	Leave Type: ________________________________
(E.g. Sick Leave)
	Documentation Attached? Y / N (Please Circle)

	From
	____/____/____
(First day of leave)
	To
	____/____/____
(Last day of leave)

	Are there any partial days required for this leave? Y / N (Please Circle)

	If Yes please complete one of the following:

	Start day only _____ (Hours absent on start date)
End day only _____ (Hours absent on end date)

	All days _____ (Hours absent each day)
Both start and end days _____ (Hours absent on start date)


_____ (Hours absent on end date)


	

	Applicant’s Signature ______________________________________
Date: ____/____/____

	Approval

	Principal’s Name (Please print): _________________________________________________
Leave approved ___________________________________(Principal’s Signature) 
Date: ____/____/____

	School USE ONLY

	Payroll updated by:..........................………………........

	
Signed: ...........................………………........


Date: .........../.............../............



















Last updated 23 May 2011

