Appendix 1 - Staff Connect Process for Cultural Leave Applications

Step 1: Once logged into Staff Connect, select “Dashboard” then “Leave”
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Step 2: Click the “Apply for leave” green button to start a leave application.
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Step 3: You will be prompted to select ‘leave type’ and leave date(s).

The first leave type that should be selected is “Personal Leave Additional — A&TSI
Cultural & Ceremonial (Additional Lve A&TSI Cultural). Once the 10 days leave is
exhausted against this leave type, further leave applications can be selected against
“Personal Leave — A&TSI Ceremonial Leave (Personal Leave)”.

Upload any applicable document and proceed to ‘submit’ the leave application for
approval.
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This additional leave is available to Aboriginal and Torres Strait Islander staff to attend to cultural and ceremonial
matters. Please note that, if you utilise all the available additional personal leave for this purpose, then you can still
access your accrued personal leave by selecting “Personal Leave - Aboriginal and Torres Strait Islander Ceremonial
Leave (Personal Leave)" from the leave drop down list. For further information please search for "Additional Personal
Leave" in Service Central.
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