LEAVE RECORD
Annual leave

Employee name: 

Date employee commenced:      /      /         
	Leave accrual* 
	Details of leave taken
	Leave balance

(hours/
mins)

	Date 
	Hours accrued
	Leave taken
	Amount paid
	

	
	
	From
	To
	Amount paid*
	Date paid*
	

	       /        /
	hours
	       /        /
	       /        /
	$0,000.00
	       /        /
	hours

	       /        /
	hours
	       /        /
	       /        /
	$0,000.00
	       /        /
	hours

	       /        /
	hours
	       /        /
	       /        /
	$0,000.00
	       /        /
	hours

	       /        /
	hours
	       /        /
	       /        /
	$0,000.00
	       /        /
	hours

	       /        /
	hours
	       /        /
	       /        /
	$0,000.00
	       /        /
	hours

	       /        /
	hours
	       /        /
	       /        /
	$0,000.00
	       /        /
	hours

	       /        /
	hours
	       /        /
	       /        /
	$0,000.00
	       /        /
	hours

	       /        /
	hours
	       /        /
	       /        /
	$0,000.00
	       /        /
	hours

	       /        /
	hours
	       /        /
	       /        /
	$0,000.00
	       /        /
	hours

	       /        /
	hours
	       /        /
	       /        /
	$0,000.00
	       /        /
	hours

	       /        /
	hours
	       /        /
	       /        /
	$0,000.00
	       /        /
	hours

	       /        /
	hours
	       /        /
	       /        /
	$0,000.00
	       /        /
	hours

	       /        /
	hours
	       /        /
	       /        /
	$0,000.00
	       /        /
	hours

	       /        /
	hours
	       /        /
	       /        /
	$0,000.00
	       /        /
	hours

	       /        /
	hours
	       /        /
	       /        /
	$0,000.00
	       /        /
	hours


Personal leave (sick leave (for illness/injury), carer’s leave or compassionate leave)
Employee name: 
Date employee commenced:      /      / 
	Type of leave* 

(e.g. sick leave or compassionate leave)
	Leave accrual*
	Details of leave taken
	Reason for leave/Comment*
	Balance

	
	Date
	Hours accrued 
	Leave taken
	Certificate*
	
	

	
	
	
	From
	To
	Yes
	No
	
	

	
	       /        /
	hours
	       /        /
	       /        /
	
	
	
	hours

	
	       /        /
	hours
	       /        /
	       /        /
	
	
	
	hours

	
	       /        /
	hours
	       /        /
	       /        /
	
	
	
	hours

	
	       /        /
	hours
	       /        /
	       /        /
	
	
	
	hours

	
	       /        /
	hours
	       /        /
	       /        /
	
	
	
	hours

	
	       /        /
	hours
	       /        /
	       /        /
	
	
	
	hours

	
	       /        /
	hours
	       /        /
	       /        /
	
	
	
	hours

	
	       /        /
	hours
	       /        /
	       /        /
	
	
	
	hours

	
	       /        /
	hours
	       /        /
	       /        /
	
	
	
	hours


Long service leave

	Employee name:
	


Date employee commenced:       /        /       Employee termination date:        /        /
	Award/Industrial instrument (e.g. General Retail Industry Award 2010):
	


	Long service leave entitlement comes from (e.g. specify the relevant state legislation):
	


	Leave accrual (rate of accrual e.g. weekly, monthly, etc.):
	


	Leave accrual*
	Details of leave taken
	Leave balance

	Date
	Weeks
	Additional days 
	Leave taken
	Amount paid
	

	
	
	
	From
	To
	Amount paid*
	Date paid*
	

	       /        /
	weeks
	days
	       /        /
	       /        /
	$00,000.00
	       /        /
	weeks 

	       /        /
	weeks
	days
	       /        /
	       /        /
	$00,000.00
	       /        /
	weeks 

	       /        /
	weeks
	days
	       /        /
	       /        /
	$00,000.00
	       /        /
	weeks 

	       /        /
	weeks
	days
	       /        /
	       /        /
	$00,000.00 
	       /        /
	weeks 

	       /        /
	weeks
	days
	       /        /
	       /        /
	$00,000.00
	       /        /
	weeks 

	       /        /
	weeks
	days
	       /        /
	       /        /
	$00,000.00
	       /        /
	weeks 

	Leave balance upon termination of employment
	 weeks 

	Amount paid upon termination of employment
	$00,000.00

	Date of payment
	       /        /


*


Other leave(e.g. parental leave, leave without pay, etc.)
Employee name: 
Date employee commenced:        /     /      
	Type of leave* 
	Leave accrual* 
	Details of leave taken
	Reason for leave/Comment*
	Balance

	
	Date
	Hours accrued
	Leave taken
	Certificate*
	
	

	
	
	
	From
	To
	Yes
	No
	
	

	
	       /        /
	hours
	       /        /
	       /        /
	
	
	
	hours

	
	       /        /
	hours
	       /        /
	       /        /
	
	
	
	hours

	
	       /        /
	hours
	       /        /
	       /        /
	
	
	
	hours

	
	       /        /
	hours
	       /        /
	       /        /
	
	
	
	hours

	
	       /        /
	hours
	       /        /
	       /        /
	
	
	
	hours

	
	       /        /
	hours
	       /        /
	       /        /
	
	
	
	hours

	
	       /        /
	hours
	       /        /
	       /        /
	
	
	
	hours

	
	       /        /
	hours
	       /        /
	       /        /
	
	
	
	hours

	
	       /        /
	hours
	       /        /
	       /        /
	
	
	
	hours

	
	       /        /
	hours
	       /        /
	       /        /
	
	
	
	hours


*

Time off instead of payment for overtime

Employee name:
	Type of leave 
	Overtime hours worked and accrued as TOIL  
	Leave taken


	

	
	Date
	Hours & minutes accrued
	
	
	Balance

	
	
	
	From
	To
	Hours & minutes used 
	

	Time off instead of overtime paid *
	       /        /
	hours
	       /        /
	       /        /
	hours
	hours

	
	       /        /
	hours
	       /        /
	       /        /
	hours
	hours

	
	       /        /
	hours
	       /        /
	       /        /
	hours
	hours

	
	       /        /
	hours
	       /        /
	       /        /
	hours
	hours

	
	       /        /
	hours
	       /        /
	       /        /
	hours
	hours

	
	       /        /
	hours
	       /        /
	       /        /
	hours
	hours

	
	       /        /
	hours
	       /        /
	       /        /
	hours
	hours

	
	       /        /
	hours
	       /        /
	       /        /
	hours
	hours


	
	


