AD 097
Revised May 2010

Department of Defence

ADF Leave Application

Instructions for use

{This farm iz nof fo be used for Long Service Leave. Use Form AD 483 - ADF Long Service [eave Application instead)
PACMAN Chapter 5, Pait 1 refers

. The following instructions are infended fo assist applicants, recammending and approving officers in compleling the ADF lsave applical)

MNote:

Users are to ensure that a separate form is submitted if the approving authority differs, ie a separate application is reguired for LWOP, short
absence from duty exceeding thres days and for additional compassionate leave.

Part A - Member's details

The following details should be entered in this section:
s PhKeyS number

Service number (If applicabls)

Rank

Family name

Initials

Unit or section

Work phone number

Course code and session number

Categorisation

Living in accommodation requirements while on leave
Meal payment

Part B - Address on leave

Leave address and contact phone number are mandatory . I a contact
phone number cannot be provided, record ‘Mo Phone'. Form AD 626 -
Find Our People Program - Matification of Personal or Business
ltinerary Details, containing dates, addresses and telephone contact
details, is to be submitted if the 'ltinerary’ box is ticked.

Part C - Leave details
Absence type, select from:

Code Absence type

FAM Recreation or War Service Leave
FCC Compassionate Leave

FCR Carers Leave

FCY Absence for Convalescence
FraL (HF} Maternity Leave (Half Pay)

FML (FP) Maternity Leave (Full Pay)

FrAL (UP) Maternity Leave (Unpaid)

FINP Leave Without Pay

FFE Pre-Embarkation Leave

FFPL (FF) Parental Leave (Full Pay)

FPU (UP) Parental Leave (Unpaid)

F3k Absence Duetolliness

FsL Short Leave

FsR Short Leave (Remaoval)

FTP Forces Travel on Posting

FTR Traines Leave

FTY Travelling Leave (BRL and Compassionate)
Fx Examination Leave

L5l Use Form AD 493

A separate application is required for LWOP, short absence from duty
excesadng three consecutive days, or for a grant of additional
compassionate leave.

Current balance: Ships offices, Orderly rooms and leave processing
centres may record the members leave balance (days) forthe absence
type requested.

Start date: This is the first day of leave immediately following your last
working day, eqifthe lastworking day is Fri 1 Jul, then the
commencement date would be Sat 2 Jul. PhMKeyS will automatically
account for weekends and gazetted public holidays.

Return date: This is the first working day back at work, eg if the last
day of leave in Sun 3 Aug, then the return date on Mon 4 Aug.

Public helidays: Any local public holidays not gazetted eg Show days
and public holidays for ADF members serving overseas should be
recorded on the form.

Duration: The applicant may record the duration of the absence,
excluding weekends and public holidays (Optional). Duration {Hours) is
only to be recorded by members on PTLWOPR, see FTLWOP.
PTLWOP: For ADF members on an approved period of FTUWOP, the
actual leave duration reguested is to be recorded on the form ie. the
days andfor hours that would have been worked if the member ware not
on leave for the period requested. For periods |ess than one day,
duration isto be recorded on the basis of an eight hour working day .

Part D - Other leave details
Foran amendment to a previous application, indicate "Y'es' and record
the period of the previous application.

For members taking leave during a period of PTLWOP, indicate ves'
and specify the approved number of days work each fortnight, in the
range of one to nine days.

If travel at Commonwealth expense is requested, indicate es' and the
requested mode of travel.

Discharge information: If you are separating from the ADF, insert the
name of the ship or unit at which you will complete your separation
administration, the date on which you will join that ship or unit and the
authority to commence separation administration.

Posting information: If proceading on posting insert the name of the
ship or unit you are joining, the effective date of posting and post
authority.

Part E - Recommending officer

PTLWOP may be utilised through an established period of time in
which either a set number of whale or part days can be worled in any
one fortnightly pay period; DG PERS 49-3, Faragraph 13 refers.
Recommending officers are required to record the number of days
andfor hours that would have been worked were the applicant present
for duty during the leave period requested. Calculation is based on an
eight hour day, eg a memberwho applied for three days leave when he
or she would normally be present for duty for two and a half days is
recorded on the form as (duration) two days, four hours.

Part F - Approving authority

The leave approving authority is responsible to ensure that the member
is notified as soon as practicable of his or her decision and that the
original application, approved or not, is forwarded directly and without
delay to the organisation responsible for processing leave, eg Ship's
Office, Orderly Room, Military Personnel Administration Centre (MPAC)
or Customer Support Centre (CSC). The original application is not to be
returned to the applicant.

Part G - Administrative use only
Clerical staff are to initial and date each field as applicable.

Important information regarding Leave Without Pay (LWOP)
The following ADF conditions of service may be affected by a period of
LWOP:
s Recreation leave
A member does not accrue a credit for leave on any day when they
render non-effective service.

s Long Service Leave
Ceases to accrue except where LVWOP does not exceed three
months.

s Salary increments
Cease to accrue.

s Seniority for promotion
A period of LWOP may affect seniority.
& Medical and Dental treatment
Treatment is provided, but if you undergo full-time treatment or
convalescence you remain on LWOP.
& Defence Force Retirement and Death Benefits Scheme (DFRDB)
Contributions cease after 21 days on LWOP.
& Military Superannuation Benefits Scheme (MSBS)
Contributions cease, but a member may elect to contribute where
LWOP is:
- Taken for maternity purposes;
- Taken to accompany a serving spouse on posting, or
- Is considered to be in the interests of the ADF.
You should seek advice from COMSUPER by telephoning 13 23 66.

s MSBS Retention Benefit
If contributions cease, the 15 year gualification period recommences
wihen you return to duty.

s Compensation cover
Ceases.

& Return of Service Obligation (ROS0Q)
Seek advice from your career manager.

s Rent
Rent assistance is not available, and for Service residences markst
rent applies during LVWOP unless the LWOR is associated with
Matemity Leave or parenting.
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AD 097

Revised May 2010 STAFF—IN—CONF]DENCE (Aﬁ‘erﬁmt entry)

Department of Defence

ADF Leave Application

Part A - Member's details (Do not use for long senvice leave. Use Form AD 493 inslead)

Employee |D Service number (If applicatie) Rank Family name Initials

Unit or section Wark phone number Course code and session number (If applicable)

Categorisation Are you a shiftworker? If you pay for living in accommodation | Do you wish to cease discounted fortnighthy
D doyou wish to retain it? meal charge for any period of leave?

WD Yes Yog Yog '-> Once approved, a copy of
D D D this form is to be forwarded
WD D Mo D Mo D to your pay section.

Part B - Address on leave ;icave adress and contact phone number are mandaiory and are to be completed before prrting or saving this form.)

Home address Nominated famil Other Itinerar For overseas travel

D i D D y D In accordance with Defence Security Manual (DS, Part 6
Personnel Security (page 81), members are to notify their Unit
Security Officer (USO) of all private travel outside Australia by
submitting form AB 644 - Motification of Proposed Overseas Travel

priorto travel. Form AB 644 submitted ||

Address (Include state and post code)

Contact phone number while on leave | acknowledge that | am required to seek separate approval,
in accordance with DI{G) PERS 25-2, to engage in outside
employment and other voluntary activities during periods of leave.
Part C - Leave details
Absence Current Start date Return date Public holiday date(s) Duration
type balance (Firsi day of ieave) (First working day) {Exciuding weekends and public holicays)
{Duration fours for FTEWOR oniy)
Date Date Diays Haurs
Drate Date Drays Haurs
Diate Date Diays Hours
Reason

Part D - Other leave details

Is this an amended leave application? Is free travel requested? Are you proceeding on posting?

Yes E‘-P Original dates Yes Mo D Yes D Mo D

Areyou proceeding on discharge?

Are yol on part-time LWOP? Mode: Yes D Mo D
Yes D working I:l days per fortnight. Alr D Rail D Unit Effective date
] BEus D Owin meansD
Is payment of salary in advance requested? Authon
Attach form PY 082 - Travel uthority
Yes D No D Requisition/Order.

Signature Telephone number Mobile telephone number Date

Part E - Recommending officer

Leave recommended? If ‘Mo’ state reason

Yes D Mo D—>

Formembers on PFTLWOR, | certify that the total number of days andfor hours this member will be absent from duty is:
Diawys Hours

{For part days, one day equivalant is 8 hrs)

Signature Printed name Employee 1D Rank Appointment Diate

Part F - Approving authority (Complation of Part Fis mandatory)
Leave approved? If ‘Mo’ state reason

Yes D Mo D—>

The leave approving authority is to advise the member of the decision and forward the completed leave application, whether approved or not
approved, directly to the Unit Orderly Room, Military Personnel Administration Centre or Ship's Office, responsible for the member's leave
administration, without delay. The original application is not to be returned to the member.

Signature Printed name Employee 1D Rank Appointment Date

Part G - Administrative use only (Cisrical staff fo initial and date)
Leave recorded Travel action Pay action Dty roster coordinator [Unit Security Officer  |Action complete
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