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	SECURITY STAFF

APPLICATION FOR LEAVE
of ABSENCE 
(HR/LOA_S) effective 11/14
	For office use only:

	
	
	Actioned
	Initials
	Date

	
	
	HR Client Services
	
	    /       /

	
	
	Payroll Services 
	
	    /       /

	
	
	


Please refer to the notes on Page 2 as indicated by the reference numbers eg (1)
INSTRUCTIONS (please read before completing this form)
1 This form is to be used by Flinders University Security Staff who are employed on the 12-hour shift roster.

2 This Application for Leave of Absence should be accompanied by a copy of the roster applicable to the period of absence.

3 This form must be signed by the staff member’s supervisor before being forwarded to Payroll Services for processing.

4 To complete form electronically, simply tab from cell to cell.

SECTION 1 - PERSONAL DETAILS (to be completed by applicant)
Family Name:       

Given Names:       

Payroll No:       
Tel. Ext:       

E-mail:      

SECTION 2 - LEAVE DETAILS (to be completed by applicant)

Tick box  () for type of leave
Insert leave in decimal hours(1)
State first and last working day of leave

	Annual Recreation Leave (2)
	 FORMCHECKBOX 

	     
     hours(1)
	     

 to      


	Personal/Carer’s Leave (3)
	 FORMCHECKBOX 

	     
     hours(1)
	     

 to      


	Compassionate Leave (3)
	 FORMCHECKBOX 

	     
     hours(1)
	     

 to      



Medical Certificate or other evidence attached (refer Note 3 overleaf)?
Yes   FORMCHECKBOX 
   No   FORMCHECKBOX 

	Long Service Leave (4)
	 FORMCHECKBOX 

	     
        hours(1)
	     

 to      



Full-pay    FORMCHECKBOX 
     Half-pay    FORMCHECKBOX 

	Leave Without Pay (5)
	 FORMCHECKBOX 

	     
     hours(1)
	     

 to      


	Parental Leave (6)
	 FORMCHECKBOX 

	     
  hours(1)/weeks
	     

 to      


	Worker’s Compensation (7)
	 FORMCHECKBOX 

	     
     hours(1)
	     

 to      


	Special Paid Leave (8)
	 FORMCHECKBOX 

	     
     hours(1)
	     

 to      



Type of Special Paid Leave:      




	Other Leave(9)
	 FORMCHECKBOX 

	     
     hours(1)
	     

 to      



Type of Other Leave:      





· I have attached supporting documentation appropriate to the leave requested (see Page 2)    
Yes   FORMCHECKBOX 
   No   FORMCHECKBOX 

· I require payment in advance for Long Service Leave or Annual Recreation Leave 
Yes   FORMCHECKBOX 
   No   FORMCHECKBOX 

Please Note: If advance payment is required, one calendar month's notice is required.  Such payments will be credited to your bank account in the pay period before leave commences, and will be made only in respect of those payments which fall due during the period of leave.

· I understand that I am responsible for all salary deductions (ie Health Insurance Cover/Salary Sacrifice arrangements) during unpaid leave.

Additional comments:      

Staff member’s signature:

 Date:      


SECTION 3 - APPROVAL OF LEAVE (to be completed by officer to whom staff member is responsible)
· If replacement arrangements require a Higher Duties Allowance, please complete a Higher Duties Allowance Form.

Comments:      

Supervisor’s name:      
 Signature: 
 Date:      

APPLICATION FOR LEAVE OF ABSENCE
Notes and Instructions

All leave, as per this form, will be processed within four (4) weeks of arrival in Payroll Services.  Annual Recreation Leave, Personal/Carer’s Leave and Long Service Leave (if applicable) bookings and balances will be shown on the staff member’s payslip.  All leave policies can be accessed in full at: Leave/Absences - Flinders University.

1
Hours
Where leave is recorded in hours, it should be expressed in decimals, using the following conversion:
1 day        =     7 hours and 21 minutes, and 7.35 in decimal
1/2 day     =     3 hours and 40 minutes, and 3.68 in decimal

A table for conversion of minutes to decimals is available at http://www.flinders.edu.au/hr-files/documents/QUICK_REFERENCE_FOR_CALC.doc
2
Annual Recreation Leave

When taking annual recreation leave, a “working day” for Security staff is treated as the number of hours that would have been worked on that day of the shift, ie if the staff member was rostered to work 12 hours, s/he will be debited with 12 hours of recreation leave.  If the period to be worked was 6 hours, then 6 hours of recreation leave will be debited.

3
Personal/Carer’s and Compassionate Leave
Where a security staff member takes personal/carer’s and compassionate leave on a 12-hour rostered day, s/he will be debited with 12 hours of leave or, in the case of a six (6)-hour shift, with six (6) hours of leave. Applications for personal/carer’s and compassionate leave of more than three (3) consecutive working days must be accompanied by a medical certificate or other evidence that the leave has been taken for the reason specified.

4
Long Service Leave
Long Service Leave accrues and is taken in hours.  The minimum period of Long Service Leave that a Security Officer may apply to take at any time is 1 x 12-hour working day (or equivalent).  Long Service Leave debits will be made only on official “working” days (Monday through Sunday inclusive, including public holidays).
5
Leave Without Pay
Applications for Leave Without Pay in excess of 20 days must be accompanied by a letter stating the reasons for the leave.
6
Parental Leave
Parental Leave includes Maternity, Adoption and Partner Leave, and other associated leave.  Applications for Parental Leave must be accompanied by appropriate documentation:
· Maternity leave – a certificate from a registered medical practitioner/certificated midwife indicating the expected date of birth must be provided.

Maternity leave will commence no earlier than six (6) weeks before the expected birth and includes a 6 week period after the actual birth.  A staff member can continue to work until no later than two (2) weeks before the expected birth if she provides both a medical certificate of fitness for work from a registered medical practitioner/certificated midwife, and a written statement from her responsible officer verifying that her workplace and practices meet worker safety requirements.  If she wishes to return to work within six (6) weeks of giving birth, a medical certificate must be provided.

· Adoption leave – a statement from an approved adoption authority/agency indicating the expected date of placement of the child must be provided.

· Partner leave - a statutory declaration stating that the staff member will be the primary care-giver of the child for any period of unpaid leave must be provided.
· Antenatal leave is available during the pregnancy and up to the time of commencing maternity leave for pregnancy-related reasons i.e. appointments with doctors/specialists, undergoing tests/procedures etc.  It cannot be used to extend formal maternity leave before the birth.

· Adoption pre-placement leave (unpaid) can be used to attend interviews, workshops, court attendances or medical examinations required for the adoption process.

7
Worker’s Compensation Absence
With the exception of this form, all documentation relating to a Worker’s Compensation claim should be sent to the Rehabilitation and Return to Work Coordinator, Work Health and Safety Unit.  Once a claim is accepted, periods of Worker’s Compensation Absence should be requested on this form and enclosed in a sealed confidential envelope marked ‘Worker’s Compensation’ and sent to Payroll Services.

8
Special Paid Leave
Special Paid Leave provides leave for a range of circumstances including death of a family member, unforeseen emergency, cultural obligations, maintenance of community/kinship links to ensure the currency of Australian Indigenous knowledge and support for dealing with domestic violence.  Such leave may be applied for by a staff member and the University may require a staff member to provide evidence that the leave has been taken for the reason specified, in accordance with the relevant clause  of the prevailing Flinders University Enterprise Agreement.
9
Other Leave
Full details of your absence must be provided for Defence Force Leave, Emergency Services Leave, Jury Service, Trade Union Training Leave and Witness Leave, including:

· Defence Force Leave –  evidence of the necessity to attend must be provided, and when the leave is completed a certificate of attendance must also be provided.
· Emergency Services leave – refer. Emergency Services Leave - Flinders University
· Jury Service – a copy of the Summons to Juror, and any other documentation to verify attendance and any payments made must be provided.

· Trade Union Training Leave – details of the course/seminar to be attended must be provided.
Witness Leave – refer. Witness Leave - Flinders University
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