NOTE: These are example template documents only. They are provided as a starting point for the development of documents suited and tailored to your Company's needs. Separate advice may be required in relation to any applicable laws within your Company's jurisdiction, or best practice for your industry. Provision of, or access to, these documents does not represent legal or specialist advice. (Legal advice is available as a separate service from PSL Legal  www.psllegal.com.au ). 

Unpaid leave policy 
1. Introduction
The Company understands that there may be periods where an employee is required to take a period of unpaid leave (after all other paid or statutory forms of leave are exhausted). 
This policy sets out the entitlements and related procedures for access to unpaid leave.  
Entitlement 
Employees do not have a default entitlement to unpaid leave. 
The provision of unpaid leave is on a case-by-cases basis at the absolute discretion of the Company 
The Company may refuse grant of unpaid leave at its discretion. 
Unpaid leave will only be considered if an employee’s Annual leave is exhausted.  
The Company will take an employee’s particular overall circumstances into account in considering the granting of access to unpaid leave if requested.  
Unpaid leave will not count as service for the purposes of accrual of entitlements (in accordance with applicable legislation where applicable). 
Notice of leave 
Unpaid leave is to be requested using a method or form as required by the Company.  
The Company may request reasonable evidence of an employee’s need to take a period of unpaid leave.
Unpaid leave must be approved before being taken.  
Further information
For further information, please speak to your manager.

