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UNITING CHURCH IN AUSTRALIA SYNOD OF NSW AND THE ACT

	APPLICATION FOR LEAVE FORM 



1. This form authorises the Payroll Bureau Service to input leave details for all employees into the payroll system.

2. The employee must complete this form and where applicable attach the relevant documentation required.

3. All applications for annual leave must be submitted one month prior to the commencement of the leave

4. All applications must have the prior approval of the employee’s manager and be authorised by the employer’s authorised representative.

5. Completed forms are to be sent to:

Payroll Bureau Service – Uniting Resources

PO Box A2178 Sydney South NSW 1235

P:  (02) 8267 4369

F:  (02) 8267 4225

E: lenna@nsw.uca.org.au

6. Process is between the authorised representative of the organisation and the Payroll Bureau Service
	Employee Name:
	
	Employer

	TYPE OF LEAVE – Indicate with X

	              ANNUAL*
	              SICK
	              LONG SERVICE

	              OTHER   (including bereavement, emergency services, defence force, jury, leave without pay, maternity, paternity, adoption, naturalization, study and exam personal/carer’s please specify and provide explanation where applicable)

	Comments:
	
	
	

	
	
	
	

	Number of Working Days / Hours
	(delete one)
	

	First Working Day Absent
	___/___/___
	Last Working Day Absent
	___/___/___

	Signature:
	
	Date:
	___/___/___

	SALARY TO BE PAID
	Yes 
	No
	

	Manager’s Signature
	
	

	Comments:
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