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This application is subject to the provisions outlined in the applicable Industrial Instrument and the Procedures to Access Extra Recreation Leave (ERL) in Lieu of Recreation Leave Loading.

The (one) calendar year that this application for ERL relates to: 
                           
  

Employee ID  
  

Family Name  
   
Given Names  


Division/Unit  
   
School/Sub Unit  


If fractional time, state fraction 
  
Contact Number  

· Please substitute my future recreation leave loading payments for 4 days Extra Recreation Leave (ERL).


· When applying to take ERL leave I acknowledge the requirement to apply for ERL leave in myHR in lieu of recreation or annual leave. (Access via myUniSA - my Details,(https://my.unisa.edu.au/staff/Portal/myDetails/Personal/Leave.asp)  For further information on myHR please click here.)

By applying to substitute my recreation leave loading for ERL, I understand and agree that:

· I will not receive a leave loading payment in December of the year that this application relates.
· I will receive 4 days ERL (pro-rata for part-time staff) that must be taken prior to 31 December, subject to management approval.  Any leave not taken will be forfeited, not paid.
· This application is for one year only.

· I can view my ERL balance, leave applied for and any leave taken on UniSAinfo (My Details).

· Any leave without pay taken (in excess of 22 days) will affect my ERL accrual. Any ERL paid in advance of my entitlement (due to leave without pay) will be recovered in accordance with the process in the applicable industrial instrument. 

· If my employment terminates, any ERL taken in advance of my entitlement will be recovered from my final pay.
	SIGNATURES


Staff Members Name: 








Staff Member Signature: 






Date 
    / 
 / 


I acknowledge that the above staff member is entering into the ERL scheme.

Managers Name: 







Manager’s Signature 







Date 
    / 
 / 

Please forward the completed form to Payroll Services.

Payroll Services Contacts: phone 22911, fax 21812 and email payrollservices@unisa.edu.au
Last revised 5 Mar 2009


