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DIRECTIONS: Fill in form, attach any medical certificates etc as required and fax to 02 9999 3023 or post to 10 Wangara St Mona Vale NSW 2103 st least 
( 2 ) weeks prior to start date of leave period.

Employee name ___________________________________________

Start date:____________________ Finish date:___________________

Number of days on leave _____________________________________

Additional Information



Please tick appropriate box.

	
	ANNUAL LEAVE

	
	LEAVE WITHOUT PAY

	
	BEREAVEMENT LEAVE

	
	SICK LEAVE

	
	CARER’S LEAVE (sick leave)

	
	


ANNUAL LEAVE

· The maximum period of leave per year for full time employees is 20 days.

BEREAVMENT LEAVE

· All permanent employees are entitled to a max of (3) days/ year.

CARER’S LEAVE

· All permanent employees are entitled to use their sick leave entitlement to care for members of immediate family.

SICK LEAVE

· All permanent employees are entitled to (10) days sick leave per year.

· Produce medical certificate for any absence.

Period of leave





Application for Leave form





Type of Leave








