Booking Flexi and TOIL Leave
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You can check your current TOIL and Flexi-time balances on the Leave tab. You will need to have
sufficient balance available in order to book flexi leave or TOIL leave.

<  Employee Dashboard or To book leave, click on Book Time Off — Flexi
= and TOIL Leave shouI.d now bet avallabI.e to
Employze Dashboard > Book Time Of book. Enter the details and click submit
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Please note the following:

A N — Flexi leave — can only be booked as a full or
ANNUAL LEAVE half day. CoreHR will automatically deduct
reeE U ” your normal working hours for that day or half
SPECIAL LEAVE (PAID) INC COVID -

day from your flexitime balance (e.g. for
SPECIAL LEAVE (UNPAID)
| | olieae someone working full time on a standard 5
COMID - TEWP MOVEENT OF ST4eF % day pattern, it will deduct 7h24m for a full day

or 3h42m for a half day). Only 1 day can be
-§  booked per flexi period
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TOIL Leave — If you have enough hours, you

ol LEAvE T PartDay ®  can book Toil leave for a full or half day and it
_ will deduct your TOIL balance as above. If you
052021 it @ Wish to book a specific number of hours, you

should click on “Part Day”, then “Choose a
Time” to bring up this option.

For both TOIL and Flexi leave, your balance will only update after your leave request has been
approved.



