Checklist for Handling Unpaid Leave Requests
For HR Professionals & Managers can use
to guide fair, consistent, and legally sound decisions

Use this checklist to assess and respond to employee requests for unpaid leave. It helps ensure
decisions are made fairly, consistently, and with appropriate documentation.

Understand the What is the reason for the unpaid leave?
Nature of the (e.g. study, travel, personal development, family responsibilities)
Request
s the leave covered under a statutory entitlement (e.g. unpaid
parental, carer’s, community service, or compassionate leave)?
Is there a contractual or policy-based entitlement to this type of leave?
Assess the What are the proposed start and end dates?
Timing and
Duration

Is the duration clearly defined?

Has the employee recently taken other forms of extended leave?

Is there a clear plan or expectation for the employee to return to work?

Evaluate the

Can the employee’s duties be covered without significant disruption?

Impacton the
Business Will the absence affect team performance or project delivery?
Are there any seasonal or operational pressures during the requested
period?
Consider the Does the leave support the employee’s wellbeing or professional
Employee’s development?
Circumstances

Has the employee demonstrated commitment and performance in
their role?

Would granting the leave support long-term engagement or retention?

Review Internal
Policies and
Precedents

Is there a relevant policy or guideline on unpaid leave?

Have similar requests been made in the past? How were they handled?

Are you applying a consistent and fair approach?
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Communicate Have you discussed the request with the employee (in person or
Clearly and ® | virtually)?
Transparently Have you explained the decision clearly, including reasons for approval
® | orrefusal?
Have you confirmed the outcome in writing?
L
Did you include a statement like:
® | “please note that we assess each unpaid leave request on a
case-by-case basis.”
Explain the Have you informed the employee that:
Impacton g e Superannuation contributions may pause?
Entitlements e Annual and personal leave accruals may stop?
e long service leave accrual may be affected (check state
legislation)?
Have you documented that this information was communicated?
L
Document the Have you recorded the rationale for your decision?
Decision ®
Have you saved all correspondence and meeting notes?
L
Are you confident the decision is fair, reasonable, and legally
® | Jefensible?
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