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· To apply for Recreation Leave, Personal Leave, Special Leave with Pay, Family Responsibility Leave or ERL (if entitled) please use myHR. 
Access via myUniSA - my Details,(my Details -> Personal Information -> Leave)  For further information on myHR please click here.

· Use this paper form to make any changes to historical leave bookings or to apply for Leave without Pay, Maternity Leave and Long Service Leave. 
For other leave types not listed, click here to access the appropriate form. (ie. Flexible working arrangements, PEP, Study Release)
· When completing this form please refer to the applicable Industrial Instrument.

	Section 1  EMPLOYEE DETAILS

	Employee ID (essential)
	

	Family Name
	

	Given Names
	

	Division/Portfolio/Unit
	

	School/Unit
	

	Fraction
	

	

	Section 2  LEAVE REQUIRED:

(Please refer to the applicable industrial instrument for leave entitlements)

	Leave Type:_____________________________________

	_____ days (full time)_____ hours (full-time or part-time)

	date from ____________ date to (inclusive)___________

	· Full Pay 
· Half Pay (applies for LSL or Maternity Leave only)
(  Medical certificate or other relevant documentation attached

	Leave Type:_____________________________________

	_____ days (full time)_____ hours (full-time or part-time)

	date from ____________ date to (inclusive)___________

	· Full Pay 

· Half Pay (applies for LSL or Maternity Leave only)
(  Medical certificate or other relevant documentation attached

	Leave Type:_____________________________________

	_____ days (full time)_____ hours (full-time or part-time)

	date from ____________ date to (inclusive)___________

	· Full Pay 

· Half Pay (applies for LSL or Maternity Leave only)
(  Medical certificate or other relevant documentation attached


	Section 3  PAY IN ADVANCE and AMENDMENTS
(please tick)


· Pay in advance required
· This application cancels a previous leave application for leave dates: 

Leave Type___________________________________________

From ____________________ to__________________________



	Section 4  EMPLOYEE SIGNATURE  

· By signing this document I understand and agree that upon ceasing employment with the University, I will refund the monetary equivalent of any leave entitlement that I took in advance of its accrual.
· I understand that this leave application is approved subject to availability (please refer to UniSAinfo for leave balances)


Signature______________________________________________
Date__________________________________________________

	Section 5  SUPERVISOR APPROVAL/SUPPORT

Only complete if you do not have VC Delegation and support the application


Name (print):___________________________________________

Signature:_____________________________________________
Date:  ________________________________________________
	Section 6  AUTHORISATION 

Complete if you have VC Delegation and support the application

	Authorising Officer Name
as per VC authorisation
	

	Authorising Officer Signature
	

	Authorising Officer Position
	

	Date Authorised
	

	Local HR Officer Name
	

	Local HR Officer Signature
	

	Local HR Officer Contact Number
	

	Date
	


Authorising Officer Name as per VC delegations: 
VC Delegations can be found at 
http://www-p.unisa.edu.au/cha/protocol&authrstn/default.asp.  
Please print both the name and position of the authorised officer in the areas provided. The authorised officer is required to sign this document indicating approval of the leave application.

HR Officer Signature and name: 
By signing this document the Human Resources Officer is verifying that the appropriate VC authorisation for the leave application has been sought.

	Section 7  OFFICE USE ONLY: 
ENTRY ON EMPOWER

	Entry Officer Name
	

	Entry Officer Signature
	

	Date Entered
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