	
	Application for Leave




	Employee Name – in full

	

	Type of Leave Requested 

	Annual Leave
Sick Leave 
Carers Leave
Compassionate Leave
Other (describe):
	



	Study Leave 
Long Service Leave
Leave Without Pay 
	




	Number of leave days required (excluding public holidays): Paid                               Unpaid

	Period of Leave

	Commencing on (day and date): 

	Finishing on (day and date): 

	Returning to Work on (day and date): 

	Employee Request

	
Submitted By:
	
Date:
	

	
	
Signed:
	

	Management Review

	
Review By:
	
Name:                                 
	
                                                                                  Approved           Not Approved  

	

	
Date:
	

	

	
Signed:
	

	


Payroll Processing

	
Processed By:
	
Name:
	

	
	
	

	
	Date:
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