Leave Application Form

	Employee Name
	

	Contact Telephone
	

	Leave Type

	□ Annual

□ Sick

□ Bereavement

	No. of Leave Days
	

	First Day of Leave
	 

	Last Day of Leave
	

	Total No. of Days Leave
	

	Acknowledgement where leave has been advanced and the employee is required to repay funds advanced should they leave prior to earning the advanced entitlement
	

	Employee Signature
	

	Employers Signature
	


Leave Guidelines

· Annual leave request forms should be submitted at least 14 days prior to the requested date of leave and where that annual leave falls in our peak season a request should be made at least 28 days prior.
· Annual leave will not be paid unless we receive a request form prior to receiving your timesheet
· Sick and bereavement leave forms should be submitted as soon as is practicable

· Sick leave will not be paid where the employee has no entitlement to sick leave – evidence of illness may be requested where an employee has no entitlement to sick leave

· You may need to supply a Medical Certificate where a sick leave absence has lasted for 3 or more days or on request
[image: image1.jpg]




