Applying for leave on HR Online

All staff can apply for annual leave and long service leave using HR Online at https:/hris.mq.edu.au
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Applying for leave on HR Online

Important points to remember when booking leave online:

1. When doing a part day leave booking, please ensure that you don’t exceed your rostered hours for
that day. For example, if you are rostered for 5 hours on a Monday, then the part day leave booking
for that day must be less than 5 hours.

You can check your rostered hours by selecting ‘Work Pattern Enquiry’ under the Leave menu.

2. All Long Service Leave less than one month must be booked in multiples of seven calendar days.

3. Half-pay Long Service Leave is not able to be booked through HR Online. Please complete a paper
leave application form if requesting the half-pay option.

4. Staff working variable hours must book their leave based on their rostered hours (not their planned
variable hours). All debits/credits to be carried forward will be managed at the local level.

5. Pay in advance - Following is an example of how pay in advance works:
current leave booking (4 weeks)

Current pay period Current pay period + 1 Current pay period + 2  Current pay period + 3

L**********************i]*********************************‘J’

| Paid in advance > |<— Not paid in advance 1

When you book leave and select ‘Yes’ in the Advance Pay field, you are paid for the current pay period
plus all complete pay periods which follow. In this case, the current pay period plus the next 2 periods.
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