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How to apply for family and 
domestic violence leave 

 

Entitlement - All Staff 
The family and domestic violence leave entitlements for all staff members will increase to 10 days of paid leave 
per year as of 1 February 2023. 
Information regarding the leave entitlement and support is available on our Family and Domestic Violence 
webpage. 

 
Submitting leave for Family and Domestic Violence: 

 
 

Continuing and Fixed Term Staff: 
Continuing and Fixed Term staff are required to submit their Family & Domestic Violence Leave in Staff 
Services Online (SSO) by selecting Special Leave and then Family and Domestic Violence. 

 
 

https://www.adelaide.edu.au/hr/organisational-development/diversity-and-inclusion/family-and-domestic-violence
https://sso.adelaide.edu.au/psp/hcm92prd_sso/SSO_UOA/SSO_UOA/c/G_EPAF.G_EPAF_HOME.GBL
https://sso.adelaide.edu.au/psp/hcm92prd_sso/SSO_UOA/SSO_UOA/c/G_EPAF.G_EPAF_HOME.GBL
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Casual Staff: 
To claim Family and Domestic Violence Leave, casual staff will be required to submit a timesheet 
in Staff Services Online (SSO) for the hours they would have worked during that fortnight. Select 
the Timesheet tile, then Timesheet again. 

 

 
Casual Professional Staff: 
1. Fill in your fortnightly timesheet by entering the hours you would have worked in the fortnight. 

Select the comments bubble against the date for which you are eligible to take “Family and 
Domestic Violence” Leave and select SUBMIT. 

https://sso.adelaide.edu.au/psp/hcm92prd_sso/SSO_UOA/SSO_UOA/c/G_EPAF.G_EPAF_HOME.GBL
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Type “Special Leave – Family and Domestic Violence” in the comments and select APPLY 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. The day/session against which a comment was made appears black. Once you are certain the 
correct sessions have been marked as “Special leave – Family and Domestic Violence”, select 
SAVE FOR LATER, or at the appropriate time in the payroll cycle, select SUBMIT to forward your 
timesheet for review and approval by the timesheet validator. 

 
Your comments will be visible to your timesheet validator who will validate that the leave has been 
appropriately entered for sessions that you would have worked during that fortnight. 
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Casual Academic Staff: 
1 Fill in your fortnightly timesheet by entering the sessions you would have worked in the fortnight 

and select SUBMIT 
 
 
 
 
 
 
 
 
 
 
 
 

2. Select the comments bubble against the date/session, for which you are claiming “Family and 
Domestic Violence” Leave. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

`Type “Special Leave – Family and Domestic Violence” in the comments and select APPLY 
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The day/session against which a comment was made appears black. Once you are certain the 
correct sessions have been marked as “Special leave – Family and Domestic Violence”, select 
SAVE FOR LATER, or at the appropriate time in the payroll cycle, select SUBMIT to forward your 
timesheet for review and approval by the timesheet validator. 
Your comments will be visible to your timesheet validator who will validate that the leave has been 
appropriately entered for sessions that you would have worked during that fortnight. 

 
 

Further enquiries 
Ph: +6 8 8313 1111 
Email: hrservicecentre@adelaide.edu.au 
Web:  https://www.adelaide.edu.au/hr/organisational-development/diversity-and-inclusion/family-and-domestic-violence 

mailto:hrservicecentre@adelaide.edu.au
https://www.adelaide.edu.au/hr/organisational-development/diversity-and-inclusion/family-and-domestic-violence
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