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Overview 

The Holidays Act 2003 requires employers to keep holiday and leave records of certain information for each employee. 

Although the Holidays Act 2003 does not require the use of leave forms, their use is strongly recommended. 

Using (adapting as necessary to fit your organisation) the sample leave request forms included in this guide will minimise 

uncertainty and protect your interests. 

Introduction 

The Holidays Act 2003 requires employers to keep holiday and leave records for each employee. However, that Act does not 

require employers to use leave forms. The Minimum Wage Act 1983 and the Employment Relations Act 2000 require employers 

to keep wage and time records. 

This A-Z Guide provides examples that may be adapted for your use. 

It is strongly recommended that before using any of the sample forms provided in this A-Z Guide you read the following guides: 

• Annual Holidays 

• Bereavement Leave 

• Fixed Term Employment 

• Holidays Act 

• Medical Certificates 

• Records 
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Leave requests 

Source documents that show that employees have made signed requests for leave are an important aspect of any holiday book 

record. Employers who can produce proof of employees’ requests for leave or agreement to leave on conditions, are able to 

dispute claims made by employees and/or labour inspectors of breaches of the Holidays Act 2003, the Minimum Wage Act 1983 

and the Wages Protection Act 1983. 

Your organisation’s leave forms should reflect your company’s policies and procedures, and not contradict provisions of 

employment agreements. If your employment agreements allow the deduction of holiday pay paid in advance of entitlement 

from final pay, then leave forms for annual holidays should reflect this. 

It is possible to have leave forms that cover requests for all types of leave, leaving it to the employee to indicate which type is 

being requested in each instance. 

Note: It is important that employers understand that the minimum entitlements under the Holidays Act 2003 are available for an 

employee to request. While employers may refuse to grant leave, they have no power to deduct from an entitlement if an 

employee has not so requested. 

Customary closedowns 

If your workplace has customary closedowns, these must be done in accordance with the Holidays Act 2003. Using these sample 

forms (but adapting as necessary to fit your organisation) will assist with compliance. EMA AdviceLine (0800 300 362) can assist 

you with the drafting and interpretation of leave request forms and customary closedown forms that mirror your organisation’s 

agreements, policies and procedures. 
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Holiday and Leave Forms 

Form 1: Annual/Sick/Bereavement Leave 
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Form 2: Holidays in advance of entitlement 
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Form 3: Sick leave in advance of entitlement 

6



Leave forms

Copyright © 2024 Employers' & Manufacturers' Association (Northern) Inc. All rights reserved. 

Form 4: Bereavement leave 
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Form 5: Notice to employee entitled to annual holidays at time of closedown 
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Form 6: Notice to employee who is in the first year of employment at time of 
closedown 

10



Leave forms

Copyright © 2024 Employers' & Manufacturers' Association (Northern) Inc. All rights reserved. 

Form 7: Notice to employee where closedown extends beyond entitlement 
to annual holidays 
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Form 8: Sample paying out annual leave form and letter: 
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Form 9: Sample Family Violence leave form 
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Form 10: ACC leave 
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Remember

• Always call AdviceLine on 0800 300 362 to check you have the latest guide. 

• Never hesitate to ask AdviceLine for help in interpreting and applying this guide to your situation.

• Use our AdviceLine employment advisors as a sounding board to test your views.

• Get one of our consultants to draft a template that’s tailor-made for your business. 

This guide is not comprehensive and should not be used as a substitute for professional advice. 

All rights reserved. This document is intended for members use only, it may not be reproduced or transmitted without prior 

written permission.

Published: July 2024
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