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Application for Leave

All Leave applications should be entered online through StaffOnline. This form should only be used if the online system is unavailable.  
Information about leave entitlements and conditions can be found in Part E- Leave of the Charles Darwin University and Union Enterprise Agreement 2018 and related University policies and procedures. 
	SECTION 1: APPLICANT DETAILS

	Employee name
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	College/School/Division 
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	Address on Leave
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	Applicant’s Signature
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	 Date
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	SECTION 2: PART-TIME EMPLOYEES (Indicate usual hours worked)

	Thurs 
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	Fri
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	Wed
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	Usual number of hours worked per week
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	Total number of leave hours requested 
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	SECTION 3: TYPE OF LEAVE AND TIME REQUESTED 

	Type/Description of Leave
	First day of Leave
	Last day of Leave
	No. of days/hrs
	From am/pm
	To am/pm
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	☐  All relevant documents are attached: i.e. Community Service Leave (i.e. jury, defence) - letter from Court/Defence; Parental Leave - medical certificate; Compassionate Leave, Aboriginal and Torres Strait Islander Leave - Statutory Declaration etc. 
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	Supervisor’s name
	     
	Supervisor’s signature
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[bookmark: _GoBack]To be forwarded People and Capability prior to commencement of leave.
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