[image: ]Application for Leave Without Pay

People and Capability
PAY12 03-19


	The University may grant Leave Without Pay (LWOP) to an employee in accordance with the Charles Darwin University and Union Enterprise Agreement 2018 and relevant University polices or procedures. 


	SECTION 1: APPLICANT DETAILS

	Employee’s name
	[bookmark: Text1]     
	Employee ID
	[bookmark: Text2]     

	College/School/Division
	[bookmark: Text4]     

	Address on Leave
	[bookmark: Text8]     
	Phone no.
	[bookmark: Text9]     

	Applicant’s Signature
	[bookmark: Text124]     
	Date
	[bookmark: Text125]     

	SECTION 2: PART-TIME STAFF ONLY. (Indicate usual hours worked each day)

	Thurs 
[bookmark: Text109]     
	Fri
     
	Mon
     
	Tues
     
	Wed
     
	Thurs
     
	Fri
     
	Mon
     
	Tues
     
	Wed
     

	Usual number of hours worked per week
	[bookmark: Text86]     
	Total number of leave hours requested 
	[bookmark: Text87]     

	SECTION 3: REQUEST

	From (date)
	     
	To (date)
	     
	Total no of days/hrs
	        days
	
	        hrs

	Reason for LWOP
	        

	SECTION 4: APPROVALS

	☐ Up to two (2) weeks (Supervisor’s approval required)

	☐ Approved by Supervisor
	☐ Rejected by Supervisor    Comments:      

	Supervisor’s name
	[bookmark: Text136]     
	
	Signature
	[bookmark: Text137]     
	Date
	[bookmark: Text135]     

	☐ More than two (2) weeks but less than twelve 12 months (Senior Executive approval required)

	[bookmark: _Hlk532912834]   ☐ Supported ☐ Not Supported
	☐ Statement of support attached

	Supervisor’s name
	     
	Signature
	     
	Date
	     

	☐Supported ☐ Not Supported by Senior Manager
	Signature
	[bookmark: Text140]     
	Date
	[bookmark: Text138]     

	☐ Approved by Senior Executive
Comments:      
	Signature
	[bookmark: Text141]     
	Date
	[bookmark: Text139]     

	☐ More than 12 months (Vice-Chancellor approval required) 

	   ☐ Supported ☐ Not Supported
	

	Supervisor’s name
	     
	Signature
	     
	Date
	     

	☐ Supported ☐ Not Supported by Senior Manager
	Signature
	[bookmark: Text142]     
	Date
	[bookmark: Text143]     

	☐ Supported ☐ Not Supported by Senior Executive
	Signature
	     
	Date
	     

	☐ Approved  ☐ Not Approved by Vice-Chancellor
	Signature
	     
	Date
	     


Comments:      		


[bookmark: _Hlk533061316][bookmark: _Hlk533061317][bookmark: _Hlk533061318][bookmark: _Hlk533061319][bookmark: _Hlk533061320][bookmark: _Hlk533061321][bookmark: _Hlk533076143][bookmark: _Hlk533076144][bookmark: _Hlk533076145][bookmark: _Hlk533076146][bookmark: _Hlk533076147][bookmark: _Hlk533076148]To be forwarded People and Capability at least three (3) weeks prior to commencement of leave.
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