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Holiday Request Form

	Employee Name 
	



	Absence From

	

	Absence Until

	

	1st date of Return

	

	Employee’s Signature

	

	Holiday Pot Request

	[bookmark: _GoBack]Yes/No
Amount:  £
Paid in the month of ____________

	Date of Request

	



	Branch Manager’s Signature

	

	Date Approved

	



Please check the diary before booking holiday.  Only two carers may be off on the same day.
Please fill in and return to Branch Manager for approval. 
Office use only: 
	Scanned onto Dropbox
	

	Entered onto People Planner
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