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Annual Leave Request

 

If you intend taking Annual Leave, you are required to:

1
Approach your Team Leader and verbally intimate your intention to take annual leave.

2
Verbally inform the agency of your intentions.

3
Complete this form (giving the agency twice the length of the period of leave requested as notice) and submit to Raeburn at your earliest possible convenience.

NB//
Local/public holidays : on qualifying for holiday payments, where a local/public holiday falls during an assignment and the temporary worker does not work on that day, the holiday should be recorded and counted as part of the annual leave entitlement.
	LEAVE DURATION
to be PAID / UNPAID  (Please delete as necessary)

First day:
......./......./.......
Last day:
......./......./.......
Total number of days taken: ................ 

	DECLARATION

I have advised my Team Leader of the above leave arrangements
Signed ........................................................……...........    Date   ...............…..............................
(PLEASE PRINT NAME) ............................................………........

	CLIENT COMMENTS

I am aware of the above-named Temporary Workers intention to take this Annual Leave.

Should you require a replacement temporary worker to cover this absence period please let us know by calling Raeburn’s Temp Team on 01224 625050.

Signed .....................................................................    Date   .............................................

(Please Print Name) ............................................……….........

	ADDITIONAL COMMENTS



	ACTION BY AGENCY REPRESENTATIVE

Signed .....................................................................    Date   .............................................

(Please Print Name) ............................................……….........








NB:  AGENCIES HAVE A LEGAL OBLIGATION TO KEEP HOLIDAY RECORDS

Raeburn  is a trading name of Raeburn Group Ltd. 
I:\Group Documents\Candidate Forms\Annual Leave Request 2008.doc

