	Leave Year 2014/2015

	Name:


 
	
	Department:
	 MERGEFIELD Dept 

	Personnel Number:
 MERGEFIELD PersonNo 
	
	Contracted Hours:

	 MERGEFIELD ContHours 

	
	
	Post Location:


	

	
	
	Post Title:
	 MERGEFIELD PositionTitle 


	
	
	Local Government

Start Date:
	 MERGEFIELD LGSD 


	Leave Entitlement as at 1 April*
	 MERGEFIELD QUOTA   MERGEFIELD "Dayshrs" 
	+ Leave carried forward *
	
	+ No of Bank Hols*
	
	Annual leave total *
	


Leave Record

	Date From
	Date To
	No of Days
	Balance
	Authorised
	Date From
	Date To
	No of Days
	Balance
	Authorised

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


*Days leave entitlement is calculated and shown on the basis of 1 day being 7.40  (7 hours 24 minutes). Part time employees annual leave is calculated in hours.
* Leave carried forward and  total is to be completed by your line manager

* Carry forward should not exceed 5 days for a full time employee, and pro rata hours for part time employees depending upon the hours worked.  In exceptional circumstances and approval via your Chief Officer, it may be permissible to carry forward up to 10 days for full time and pro rata hours for part time employee.
* Bank Holidays which employees are individually entitled to receive given the hours that they work will be allocated by your manager.  Part time staff may use this leave record to record all BH’s which occur on the days which they would normally work.  For the purposes of this time off employees should use either BH entitlement, annual leave, Flexitime (record F).

* If you have any questions regarding the calculation of annual leave please contact your line manager

Flexi Leave (where applicable)

	
	(Tick 
	One
	Option)
	
	
	
	(Tick 
	One
	Option)
	
	

	Date 
	am
	pm
	All day
	Credit B/F from last flexi period
	Authorised


	Date 
	am
	Pm
	All day
	Credit B/F from last flexi period
	Authorised

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	


Other types of absence

Please note for Single Status Employees Special Leave covers bereavement, urgent domestic and dependent leave and foster care leave.

	
	(Tick 
	One
	Option)
	
	
	
	(Tick 
	One 
	Option)
	
	

	Date 
	am
	pm
	All day
	Type of absence
	Auth
	Date 
	am
	pm
	All day
	Type of absence
	Auth

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	


