
LEAVE APPLICATION FORM

	Name:


	Date of application:

	Employee signature:


	Name of immediate manager:


	Dates leave is requested for

And for
	From (first day of leave)


	To (last day of leave)

	
	From (first day of leave)


	To (last day of leave)

	Reason for leave

	Paid sick leave ( (to be competed on return)

Medical certificate required after 3 consecutive days of illness or after one day in certain circumstances.
	Unpaid sick leave ( (to be competed on return)

Medical certificate required after 3 consecutive days of illness or after one day in certain circumstances.

	Immediate family bereavement leave (
Three days per person for death of spouse, parents, children, grandparents, grandchildren, brother or sister, or your spouse’s parents.  Proof of bereavement may be required.
	Other bereavement leave ( *

One day if we agree that you have suffered bereavement. Proof of bereavement may be required.  Please complete the comments section below with reasons why you have suffered bereavement.

	Annual leave ( *

You are entitled to 3 weeks paid leave per annum.
	Unpaid leave ( *

Unpaid leave is granted solely at the discretion of the employer

	Alternative day ( *

This is a day you are due after working on a public holiday
	Employment Relations Education Leave ( *

Only available as specified in the Employment Relations Act

	Parental Leave ( * (specify type requested in comments box below)  You must apply 3 months before the baby is due for some types of parental leave.
	Defence Force Volunteer Leave ( *

Under the Defence Force Volunteers Protection Act.

	Other leave (describe) ( *

*Must be applied for in advance.  Check on notice required   Note: some leave is only available after you have been employed for 6 months


	Comments 

	Attach documentation to this form (e.g. medical certificate, death notice, letters etc.)




	Office Use

	Leave approved  (
	Leave declined (

	By:


	Date:

	Employee Advised (
	By:



	Recorded in wages book (
	By:
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