
Annual Leave Purchase Scheme application guidance 

 

Please Note: this scheme opens on the 27th Jan 2025 and is closing on the 3rd March 2025.  
Please DO NOT submit any applications after the 3rd March 2025. 

 

To access Document Records, please log into Fusion and under the Me heading navigate to 
Document Records and click. 

 

To access the Annual Leave Purchase Scheme application, please click on the +Add button 
on the right-hand side of your screen 

 

From the Drop down ‘Document Type’ area, please select Annual Leave Purchase Scheme 
Application Form 



 

 

Please complete the sections in the form as details below 

 

 

Once you are happy with your application, press Submit at the top right hand of your screen 

 



Your application will then be sent to your manager for approval, you will be informed if its 
approved or rejected.  If approved it will be sent to the Lifecycle Team for processing, you 
will receive a letter confirming the details. 


