	Salary Review Form


	This form is completed by the Reviewer during the annual performance review session.  The completed form is signed by both parties and forwarded to HR for processing.
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	Request for Leave Form


	This form is to be completed by employees and contractors wishing to apply for leave. Please ensure the form is signed off by your supervisor and forwarded to your local Resource Manager for processing. You will be advised by email if your leave is approved. Forms can be emailed to your Resource Manager or faxed to 02 9467 5030.
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	Employee ID
	     
	(Your username for email and timesheet systems)

	Name:
	     
	Date form is completed
	     


	Employment Type
	 FORMDROPDOWN 

	Location:
	 FORMDROPDOWN 



Period of Leave
	First day of leave
	     
	Last day of leave
	     

	

	Number of Hours
	     
	NOTE: 1 day equals 8 hours


Type of Leave
	 FORMCHECKBOX 

	Annual Leave

Annual leave must be approved prior to taking leave. Approval is not guaranteed. The needs of the company, client and employee are taken into consideration when taking annual leave. Annual leave is accrued monthly and can be taken as it is accrued. Full time permanent staff accrue 20 days of Annual Leave per year.

	 FORMCHECKBOX 

	Personal Leave (Sick & Carers Leave)

Permanent staff are entitled to 10 days of personal leave. This is a combination of sick and carers leave. 2 or more days of sick or carers leave in a row requires a medical certificate to accompany your leave form. Full time permanent staff accrue 10 days Personal Leave per year.

	 FORMCHECKBOX 

	Bereavement / Compassionate Leave

Up to 2 days of bereavement leave can be granted at the discretion of your manager.

	 FORMCHECKBOX 

	Time off in Lieu

Time off in lieu is not an entitlement. Time in lieu can be accrued as per the time in lieu and overtime policy. Please ensure overtime is approved by your manager prior to it being worked. Time off in lieu must be taken at a time convenient for the company, client and yourself. Before applying for Time off in Lieu you must have completed the Overtime or Time in Lieu Claim Form.

	 FORMCHECKBOX 

	Leave Without Pay
May be taken if Personal and Annual leave is exhausted. If leave without pay is being used because Personal leave is exhausted a medical certificate must accompany the leave form. If leave without pay is being used as you do not have enough annual leave accrued you must apply well in advance and permission of the CEO is required.

	 FORMCHECKBOX 

	Other
Please state your reason for other leave

     


	     
	
	     
	
	     

	Employee Signature
	
	Supervisors Signature
	
	HR Signoff

	     
	
	     
	
	     

	Date
	
	Date
	
	Date


	If you require more information on leave please see the AccessHQ Testing HR Policies booklet, speak with your supervisor or contact the HR Manager


	OFFICE USE ONLY

	Leave tracking spreadsheet updated
	 FORMCHECKBOX 

	Leave balance before this application
	

	Employee advised via email
	 FORMCHECKBOX 

	Leave balance after this leave application
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