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	IMPORTANT 

Recreation and Personal Leave (includes: Sick Leave and Carer’s Leave) can be booked through StaffOnline.
Amendments to leave should be made using the Leave Amendment http://www.cdu.edu.au/pmd/documents/Leave_Amend.doc
Leave bookings must only be made once to avoid double booking which will result in overpayments that must be recovered. You can check leave that has already been booked and approved using the leave enquiry option in StaffOnline.
Long Service Leave (LSL) may NOT to be taken in periods of less than 15 calendar days including Public Holidays; LSL is calculated on a 7 day week.

Leave Without Pay (LWOP) may only be taken if all available Recreation Leave is exhausted. Staff member may also be required to take any Long Service Leave entitlement before commencing Leave Without Pay as a condition of the leave of absence.  LWOP (including Sick LWOP) does not count as service for entitlements that accrue on the basis of continuous paid service, e.g. Long Service Leave, Professional Development Leave etc.  Note: Taking LWOP breaks your continuity of service.
Maternity Leave (MAT) A medical certificate which establishes the expected date of birth must be provided not less than ten weeks before due date.
Sick Leave (SLFP) A medical certificate must be attached if three or more consecutive days taken or if you have taken more than five days without a medical certificate during your accrual year.
Workers Compensation: Once a Workers’ Compensation (W/C) Claim has been accepted any associated SLFP, SLHP and 
ARL will be re-credited. If no leave is available then LWOP needs to be taken and if the W/C Claim is accepted then this may be back-paid.


	Applicant Details

	Employee name
	     
	Employee ID
	     
	Job no.
	     
	

	Faculty/Division
	     
	School/Branch
	     
	

	Extension no.
	     
	
	Email address
	     
	

	Address on Leave
	     
	Phone no.
	     
	

	Academic staff only
I acknowledge that approval of this application is subject to completion of all essential activities of my position prior to commencement of this leave, including forwarding course materials for the coming year to TLDG for processing and submission of all results.


	Applicant Signature
	
	Date
	
	


	Part-time staff only  Please indicate usual hours worked each day.


	Thurs 
     
	Fri
     
	Mon
     
	Tues
     
	Wed
     
	Thurs
     
	Fri
     
	Mon
     
	Tues
     
	Wed
     

	Usual number of hours worked per week
	     
	 Total number of leave hours requested 
	     


	Type of leave and time requested  *Please indicate whether you are employed as an Academic (A) or General Staff (GS).


	*A / GS
	Description of Leave
	First day of Leave
	Last day of Leave
	No. of days/hrs
	From am/pm
	To am/pm

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     


	Recommendation and Approval

	 FORMCHECKBOX 
 Recommended      FORMCHECKBOX 
  Not recommended     Supervisor signature
	
	Date
	     

	Proposed relief arrangements (if essential)
	     

	 FORMCHECKBOX 
  Approved           FORMCHECKBOX 
  Not approved  
	Cost Centre Manager/
Leave Delegate signature
	
	Date
	     


	Office use only

	 FORMCHECKBOX 
  Entered in Alesco          Pay no..
	     
	  Pay date
	     
	PO signed
	     
	Date
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