Users should copy the template document provided into a new document and then amend the template to meet the circumstances. Care is required in preparing the final document as a range of factors may impact on the content of the final document.  Accordingly, Employment Services & Solutions Australia Pty Ltd recommend that you obtain professional advice before using the document provided.
LEAVE APPLICATION FORM

Employee Name: 											___ 	
Position Title:  											___

First day of leave: 			  Last day of leave: 				

Number of Hours of Leave Taken:	____________________

Type of Leave: <tick applicable box>

· Annual Leave						   Community Service Leave
· Parental Leave						   Long Service Leave
· Compassionate Leave					   Unpaid Leave
· Personal/Carers Leave					  Jury/Emergency Service Leave	
Other Leave: <Please specify>

												___
		
Medical Certificate Attached:		   Yes		    No

Leave requested:				   Paid		    Unpaid


Employee Details:

						  				
Signature (Employee)			                	 Date 


Approval Details:

						   			________________________
[bookmark: _GoBack]Print name (Employer/Manager) 				Signature (Employer/Manager)


			
Date

Office Use:

Comments:

												___												___

	Action
	Date
	Initials

	Payroll Entered
	
	

	Leave History Entered
	
	



This document is provided on the basis that it is a sample of a document that may be adapted and used in circumstances relevant to the subject matter of the document.  Employment Services & Solutions Australia Pty Ltd has taken due care in ensuring the accuracy of the general information and sample document, however, it is provided without any express or implied warranty as to its accuracy, completeness or currency.  The document is not and should not be considered as professional advice.  Employment Services & Solutions Australia is not responsible for any outcomes whatsoever that occur as a result of the use of the documents provided and recommends that users seek additional professional advice before using the document provided.
