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When completing this form please refer to the applicable Industrial Instrument.





FLEXIBLE WORKING ARRANGEMENT (FWA) LEAVE APPLICATION FORM                     HRIS 008 FWA


	Section 1  EMPLOYEE DETAILS

	Employee ID (essential)
	

	Family Name
	

	Given Names
	

	Unit/Area
	

	Fraction
	

	
	

	Commencement Date of FWA
	

	

	Section 2  Flexible Working Arrangement TYPE
(Please refer to the applicable Industrial Instrument)

	(  Annual Fraction

(6 months F/T work, 6 months off)
	(  Biennial Arrangement

(1 yr F/T work, 1 yr off)

	(  4/5 Year Leave

	(  46/52 FWA
	(  49/52 FWA

	(  47/52 FWA
	(  50/52 FWA

	(  48/52 FWA
	(  51/52 FWA

	

	Section 3  PROPOSED FWA LEAVE DATES 

(Please refer to the applicable Industrial Instrument)

	From________________ 
	To (inclusive)_______________

	From________________ 
	To (inclusive)_______________

	From________________ 
	To (inclusive)_______________

	From________________ 
	To (inclusive)_______________

	From________________ 
	To (inclusive)_______________

	**4/5 year leave only**

	Option 1 – 12 months

	From________________
	To (inclusive)_______________

	Option 2 – 2 periods of 6 months

	From________________
	To (inclusive)_______________

	From________________
	To (inclusive)_______________


	
Section 4  SUPERANNUATION




Do you wish to have your superannuation maintained at the notional full-time / part-time rate?
Yes  (
   No (
*If you tick Yes please contact the Superannuation Officer on extension 21637 to discuss your options and complete the appropriate forms. 
	
 Section 5 AMENDMENTS

(all amendments must go to Payroll Services once approved).


Flexible Working Arrangement Type_____________________
FWA Leave Dates

	From________________ 
	To (inclusive)_______________

	From________________ 
	To (inclusive)_______________

	From________________ 
	To (inclusive)_______________

	From________________ 
	To (inclusive)_______________

	From________________ 
	To (inclusive)_______________


	Section 6  EMPLOYEE SIGNATURE

By signing this document I understand and agree that if any paid leave is in advance of service accrued, I will refund the monetary equivalent of the excess of leave taken on my leaving the University


Signature _________________________________________
Date _____________________________________________
	Section 7  SUPERVISOR APPROVAL/SUPPORT

Only complete if you do not have VC Authorisation and support the application


Name (print)  _______________________________________

Signature __________________________________________

Date ______________________________________________

	Section 8   AUTHORISATION 

Complete if you are the nominated VCA Holder and approve the request 

	VCA Holder Name 
	 

	VCA Holder Position 
	 

	VCA Holder Signature 
	 

	Date Approved 
	 

	Complete if you are the PTC Authoriser and confirm the correct VCA holder has provided appropriate approval 

	PTC Authoriser Name 
	 

	PTC Authoriser Signature 
	 

	PTC Authoriser Extension No. 
	 

	Date Confirmed 
	 

	Level 3 Authorisation Required 

Please refer to the to the Standard Operating Protocol ‘Management of PTC Paper-based Forms’ to determine the appropriate authoriser. 


VCA Authorisation instructions

Please print both the name and position of the authorised officer in the areas provided.  

VCA holder NAME as per VC Authorisations (VCAs Framework):  

UniSA’s VC Authorisations can be found here:  https://i.unisa.edu.au/staff/risk-assurance-services/vice-chancellors-authorisations/  

PTC Authoriser Signature and name:  

This form requires a Level 3 PTC Authoriser or higher. By signing this document,   the PTC Authoriser is verifying that the appropriate approval from a VCA holder has been provided. Please refer to the to the Standard Operating Protocol ‘Management of PTC Paper-based Forms’ to determine the appropriate PTC Authoriser. 
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Hardcopies of this document are considered uncontrolled. Please refer to the PTC website for the latest version.

Tracy Dickens 83022202

           
1 June 2023
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