Holiday request form for Temporary Workers

  Workers name: 				______________________________________________
[bookmark: _GoBack]
  Date of holiday request submitted: 	______________________________________________

  Source 4 Branch: 




  Bracknell 	         	 Staines		      	 Twickenham

 
  Holiday Dates:





  Week ending date			Start date 		      End date	       	           Total days 
	
  
  Total amount of holiday days requested
						 
  Workers signature: _____________________________________________________________________________
	BRANCH USE


Date Received 


Date Client Authorised




Temp ID Code as on payroll report

Hourly Rate as on bibles

Total Days Requested

P45 Requested Y / N

	HEAD OFFICE USE






Total Due from Annual Leave Report

Average Hours

Hourly Rate

Holiday Due Per Day

Total Pay Authorised



	
  Print name: _____________________________________________________________________________

  Source 4 manager name:	 _____________________________________________________________________________

  Signature:  _____________________________________________________________________________

  Date: 			_____________________________________________________________________________

  
  NOTES:

  1. Notice of request for holiday pay/ leave, must be twice the length of the period of leave
  2. In certain circumstances leave may be postponed or cancelled by Source 4 Personnel Solutions giving written notice
  3. Paid holiday must be taken as leave
  

  SOURCE 4 USE ONLY: DATE PROCESSED ______________________MANAGER SIGNATURE ___
