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Policy


 Holidays-Application Process
Date Effective
          July 2002
Date Renewed
          October 2006
Employees are entitled to a 4 week per annum holiday
The process for application is as follows:

Discussion with the Program Manager as to when the leave is suitable, or if you are a Program Manager, discussion with the CEO.

Application must be on the leave application form from the Policy & Procedure manual and MUST be 2 weeks in advance (unless emergency)
Failure to lodge with the CEO 14 days prior may see the request denied.

Each employee is responsible for ensuring all necessary paper work is completed fully and correctly. 
The Financial Controller will not process until the following fortnight if there are errors they need to have corrected.
41
41
Human Resources 

