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HOLIDAY REQUEST FORM
                    HOLIDAY YEAR JAN/DEC 

	1. Name: 


	Call Centre   

	2. HOURS OF ANNUAL HOLIDAYS DUE  = 


	3. Hours of holidays already taken:
	=  

	4. Balance
	=  

	5. I wish to request holidays as follows:

First Date of holiday:                                 /          /                 
Last Date of holiday:                                /          /      

Date of commencement of work         /          /  


	6. Total hours taken this period
	=

	7. No of hours left for this year

     (Item 4 minus item 6)
	=  

	8. Signature of employee
	Date: 

	9. Signature of manager
	Date:


PUBLIC HOLIDAYS

	Public Holidays due:


	

	Public Holidays taken this time:
	
	Date(s) of holiday:

……../……./……….

……../……./……….



	Public Holidays left:
	

	Signature of employee:
	Date:



	Signature of manager:
	Date:




2 COPIES/  
1 -  TO MANAGER


1 -  TO EMPLOYEE

AUDIT TRAIL:- SCOTNURSING 2015/SORE STAFF FORMS/ CORE STAFF HOLIDAY REQUEST FORM



ISSUE 2

ISSUE DATE:-MARCH 2015
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ScotNursing

There for you.™



