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	Name:


	

	No. Of Days Holiday Requested


	

	From 


	

	To


	

	Date of request


	


(Employee)

Signed …………………………………….  Print name …………………………………..

Please note all holiday request forms must be submitted 7 days before due date of holiday request.



(CRC)

Holiday entitlement rule

1) Holidays can only be booked three months in advance

2) No more than one employee can be out of the office at any one time without prior approval from GS or BC

3) Christmas period – 3 days are required to be held back for office closure

4) No holiday can be taken unless it is logged on ical 
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Approval BC





Entered on ical








