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       Leave Request Form
	Absence Information

	Employee Name:
	

	Manager:
	

	Type of Absence Requested:

	
	 FORMCHECKBOX 

	Sick Leave
	 FORMCHECKBOX 

	Holiday Leave
	 FORMCHECKBOX 

	Bereavement
	 FORMCHECKBOX 

	Leave Without Pay

	
	 FORMCHECKBOX 

	Carer Leave
	 FORMCHECKBOX 

	Other
	
	
	
	

	Dates of Absence:  From:
	
	To:
	

	Number of Public Holidays:

	Number of Working Days:

	Reason for Absence:

Do you require to be paid in advance?                                        Relevant Leave days accrued to date: 

	
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No
	
	
	
	

	You must submit requests for absences, other than sick leave ASAP, preferably 2 weeks before required. 

You must provide a medical certificate if absent on sick leave for more than 2 consecutive days.

	
	

	Employee Signature
	Date

	Manager Approval

	
	 FORMCHECKBOX 

	Approved

	
	 FORMCHECKBOX 

	Rejected

	Comments:

	

	
	

	Manager Signature
	Date

	
	

	Director  Signature
	Date























