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This form must reach Human Resource Services at least 10 weeks prior to commencing on Parental Leave. 
Part A: To be completed by the Employee
Employee No: 
 School/Unit: 

Surname: 
  Given Names: 
  

Ext No:
  E-mail: 


Position Title:  

Part-time staff only:  ( Are you requesting leave from more than one position? 

Please identify all affected positions:

I am applying for:


(  Maternity Leave      (  Paternity Leave
(  Adoption Leave

· Dates booked must be the first and last working days of leave and based on number of calendar weeks.
· Different types of leave must always be booked together as a block, ( i.e. you may not have 3 days annual leave followed by two weeks maternity leave, followed by two weeks annual leave, followed by two months maternity leave … etc.)



(
Maternity/Paternity/Adoption Leave 
from ___/___/_____ to ___/___/_____
                Maternity Leave only:      Half-pay (52 weeks)  (        or        Full-pay (26 weeks) ( 


(
Annual Leave - 
 hours 
from ___/___/_____ to ___/___/_____


(
Long Service Leave
from ___/___/_____ to ___/___/_____


Long Service Leave to be on: 

Half-pay  (    or    Full-pay  (    


(
Leave Without Pay 
from ___/___/_____ to ___/___/_____

Maternity Leave:
( Medical Certificate attached indicating estimated date of confinement.
Paternity Leave: 
( Birth Certificate/Other attached.  

Adoption / Foster Carer / Child Rearing / Prenatal Leave: 


( Appropriate documentation attached.
   

Staff Member’s signature: 
       ____/____/_____


date

Part B: Head of Cost Centre 

I hereby certify that approval of this leave complies with University policy.  

(Part-time staff with more than one position - please ensure that all relevant Heads sign.)

Recommended: 
       ____/____/_____

Supervisor’s signature

date

Approved: 
       ____/____/_____

Head of Cost Centre
 date

Part C: Human Resource Services Use Only

1. Leave entered        2. Superannuation actioned        3. Increment date amended: 


       ____/____/_____


HRS Customer Service Officer
date
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