[image: image1.png]Get in touch Norwich London St. Norwich Queen St. Ipswich Carr St.

E: enquiries@osr-recruitment.co.uk 1st Floor, 12B London Street 1st Floor, Jacquard House 1st Floor, 2-4 Carr Street
www.osr-recruitment.co.uk Norwich, Norfolk NR2 1LF Queen Street, Norwich NR2 45X Ipswich, Suffolk IP4 1EJ

T: 01603 633600 T: 01603 618318 T: 01473 222311







Temporary Workers Holiday Request Form
In order to take paid holiday you need to complete the information below, making sure your Line Manager has also signed to approve your requested dates. 

It is imperative that this completed holiday form is returned either by fax or email to OSR at least one week prior to the first holiday day.

Unfortunately failure to comply with this will result in holiday pay not being paid. 

How to get your holiday pay request authorized:

· Complete below holiday request form, showing clearly when you plan you be absent from work due to holiday 

· Speak to the line manager to whom you are currently reporting to and request that they sign to authorize your holiday 

· Fax / email completed form to your OSR Consultant at least one week prior to the first holiday day
Temporary Workers Name


……………………………………………………..
Plan to be absent from (dd/mm/yy)

……………………………………………………..
Until (dd/mm/yy)



I wish to claim
…………….. (number of holiday days)

“I understand that if I do not obtain clearance and authorization from my OSR Consultants at least one week prior to the above stated dates I will forfeit my holiday entitlement”
Authorised by




Manager’s Name………………………………..






Position
……………………………………………






Signature………………………………………….







Company Name………………………………….






Date……………………………………………….
Box 3

OSR Recruitment Authorisation


Consultant………………………………………...






Date received……………………………………..
Many Thanks,
OSR Temporary Team 
01603 618318 FAX: 01603 768396 admin@osr-recruitment.co.uk 
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