Appendix A


SPECIAL LEAVE APPLICATION FORM
Name


.........................................................................................

Service          
.........................................................................................

Post held and Grade …..................................................................................

Reason for application...................................................................................

Type of Special Leave Paid / Unpaid (please indicate).................................

Commencement date........................End Date…………........Days.................

--------------------------------------------------------------------------------------------------------

TO BE COMPLETED BY APPLICANT

I wish to apply for special leave as indicated above. 

**I confirm that if applying for unpaid special leave of over 30 days I understand the implications of pro-rated annual leave and superannuation contributions (if in the scheme)

Signed............................................................Date.............................................

--------------------------------------------------------------------------------------------------------

TO BE COMPLETED BY LINE MANAGER

Delete as applicable

Application for paid / unpaid special leave approved.

I am not approving the above application because (enter reasons) 

...........................................................................................................................

Name................................................................

Signed..............................................................Date..........................................

--------------------------------------------------------------------------------------------------------

** This information can be found in the Special Leave Guidelines

For unpaid special leave, please return this form to Payroll and forward a copy to your Human Resources, Recruitment and Contracts Team, 4th Floor, Mercury House
For paid special leave, please return this form to Human Resources, Recruitment and Contracts Team, 4th Floor, Mercury House 
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