
 

H Drive/Human Resources/Forms/Templates/Forms & Templates 2026   Leave Application Form – V4.0 – August 2026 – HR  

In accord with Cherbourg Aboriginal Shire Council Leave Policy, all applications for leave are to be 
completed and submitted to your manager.  CASC asks for two (2) weeks’ notice, when possible, 

for annual leave requests. 

 
Employees’ details  
Employee Name: __________________________________ 
 
Employee Signature: _________________________________          Date:           /            / 2026 

 
Leave type: Please tick the appropriate box(es). If you are applying for more than one type of leave, 

please specify the details in the comments section provided. 
 

  Annual leave 
  Leave without pay 
  Sick* / Personal / Carers / Bereavement leave  
  Long service leave 
  Jury Duty 

 
Comments:  

 

 
Period of leave 

 

 

Last day of leave:  

 

 

 

 

 

Approval of leave (to be completed by manager) 

 
  Approved           Not approved 

 
Reason for refusal (if applicable): 

 

 
Name of Manager: __________________________                           
 
Signature of Manager: __________________________         
 

Date:           /            / 2026                                                        

DATE RECEIVED BY PAYROLL FOR PROCESSING _______/_______/ 2026 
 
Leave hours available                    A/L _______   S/L________      LSL________ 
 
Photocopy for Pay Period              PP14      PP _______ PP __________ 
 
 

First day of leave:  

 Note: Do not include any RDOs, public holidays, or substituted days in the total. 

Total number of working days off:  


