APPLICATION FOR LEAVE – YEAR TO JANUARY 2026
Flexi Leave Record 
	Name:  
	Service:
	


Enter the Accounting period, the date(s) requested and the current balance and pass to your Line Manager for authorisation.  
	    Accounting

        Period
	                Dates
            Half Days
	   Date
 Full Day
	 Current
 Balance
	Authorised
     By
	  Admin
	     Remarks

	13 Jan to 09 Feb 
	
	
	
	
	
	
	

	10 Feb to 09 Mar
	
	
	
	
	
	
	

	10 Mar to 06 Apr
	
	
	
	
	
	
	

	07 Apr to 04 May
	
	
	
	
	
	
	

	05 May to 01 Jun
	
	
	
	
	
	
	

	02 Jun to 29 Jun
	
	
	
	
	
	
	

	30 Jun to 27 Jul
	
	
	
	
	
	
	

	28 Jul to 24 Aug
	
	
	
	
	
	
	

	25 Aug to 21 Sep
	
	
	
	
	
	
	

	22 Sep to 19 Oct
	
	
	
	
	
	
	

	20 Oct to 16 Nov
	
	
	
	
	
	
	

	17 Nov to 14 Dec
	
	
	
	
	
	
	

	15 Dec to 11 Jan
	
	
	
	
	
	
	


Note:  A maximum of one full day or two half days may be taken in each 4 week Accounting Period, subject to a maximum of 13 days in each leave year.

Annual Leave Record 
	Current Year’s Allowance: 
	
	
	


	Inclusive Days
        From                          To
	    Number of 

  Working Days
	Balance
	Authorised By
	Admin
	Remarks

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


