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PROCEDURE 10.2 – STAFF LEAVE


	
Number
	
Procedure

	Related Industry Award

	10.1 (A)
	Leave Entitlements
	Social, Community and Disability Housing Services Industry Award 2010 and National Employment Standards

	10.1 (B)
	Annual Leave
	

	10.1 (C)
	Sick & Carers Leave
	

	10.1 D)
	Documentation
	

	10.1(E)
	Public Holidays 
	

	10.1 (F)
	Reviewing this Policy
	



Definitions

Employment Contracts
An employment contract is a formal agreement between an employee and their employer. Written employment contracts, also referred to as employment agreements, outline:

An employment contract cannot offer fewer entitlements to the employee than the legal minimum specified in the National Employment Standards, relevant awards, or legislation.

Leave Responsibilities
Leave responsibilities refers to the obligations and duties that an organisation has in providing employees with various types of leave, while ensuring compliance with relevant laws and regulations.

Leave responsibilities include:

[bookmark: _Hlk164428622]Public holidays

On public holidays, employees who would usually work on that day are entitled to a day off with pay (subject to reasonable requests to work).
Queensland Public Holidays are observed as per the Holidays Act 1983.
Annual leave

Under the standards, all employees (except casual employees) are entitled to at least 4 weeks of paid annual leave for every year of service.

Personal leave (for sick and carer's leave), compassionate and bereavement leave

For every year of service, full-time and part-time employees are entitled to at least:
· 10 days of paid personal (sick)/carers' leave
· 2 days of unpaid carers' leave (if needed)
· 2 days of paid compassionate leave (if needed).

Casual employees are only entitled to 2 days of unpaid carers' leave (if needed) and 2 days of unpaid compassionate leave (if needed).
Maternity and parental leave

Employees are entitled to unpaid parental leave upon the birth or adoption of a child. Additionally, eligible employees can claim paid parental leave through the Australian Government’s Paid Parental Leave Scheme, granting up to 18 weeks of government-funded parental leave. 

Please note that this scheme does not alter the leave provided by Better Together.

Parental leave encompasses maternity leave for mothers, paternity leave for fathers and partners, and adoption leave. This also includes Dad and Partner Pay.

Family and domestic violence leave

Employees (including part-time and casual employees) in the Fair Work system are entitled to 10 days of paid family and domestic violence leave each year.

Employees who are experiencing family and domestic violence can take this leave to deal with the impacts of family and domestic violence where it is not practical to do so outside their work hours. This might include:
· making arrangements for their own or a family member’s safety (including relocation)
· attending court or accessing police services
· attending counselling, or appointments with medical, financial, or legal professionals.

Employees can access the full amount of leave from the day they start work. The leave can be taken as single or multiple days, or as part days by agreement. An employee’s leave balance renews each year on their work anniversary and doesn’t accumulate from year to year if it isn’t used.

Long service leave

Long service leave for employees is offered through QLeave. 

QLeave is a statutory authority administering the portable long service leave scheme for workers and employers in the community services industry in Queensland. 

QLeave provides a portable long service leave scheme for workers in Queensland's community services industry. The scheme started on 1 January 2021 and rewards employees for your service to the industry by making sure you receive long service leave benefits, even if you change employers.

Each quarter, your employer submits a return detailing your wages and pays a levy to QLeave. When you have seven years of service recorded with QLeave, you’re entitled to 6.1 weeks of long service leave paid by us.

Entitlements are based on time spent in the industry rather than time spent with an individual employer. So, even if you change jobs, your employers will tell us how many days you’ve worked overall.

Community service leave

Community service leave is available for activities like:

· jury service (including attendance for jury selection)
· voluntary emergency management activities.



Procedures

10.1 (A) Leave Entitlements

Rational
Unless stated otherwise in your contract, your leave entitlements are in accordance with the National Employment Standards and are as follows: 

Detailed Procedure

Full-time employees

 are entitled to: 
· 20 days of annual leave 
· 10 days of sick or carer’s leave (also referred to as personal leave) 
· 2 weeks unpaid pandemic leave for staff; 
· that need to self-isolate as per advice from the government or medical authorities, or on the advice of a medical practitioner; or
· because of measures taken by the government or medical authorities in response to the pandemic, such as a lockdown.
· 2 days of compassionate leave (also referred to as bereavement leave) when an immediate family or household member dies or suffers a life-threatening illness or injury. Compassionate leave can be taken as a single continuous 2 day period, or 2 separate periods of 1 day, or any separate periods the employee and the employer agree. Part-time employees: 

Part Time 
· Part-time employee’s entitlements equate to full-time employee entitlements, on a pro-rata basis.

Casual employees
are entitled to: 
· 25% ‘casual loading’, to compensate against benefits such as sick or annual leave, which casual employees are not entitled to. 
· 2 days unpaid carer’s leave and 2 days unpaid compassionate leave per occasion
· unpaid community service leave. 
· An employment contract which defines the conditions of employment, including a 25% casual loading included into their pay rate. The employment contract is the overarching document. Definitions of Leave Entitlements are set out in “Definitions”.

10.1 (B) Taking Leave 

Rational 
All employees are entitled to take leave as it is stipulated in the national employment standards set by the government. Better Together also values rest and recovery periods for staffs mental health and overall wellbeing.  


Detailed Procedure 

Better Together will; 
· encourage you to take all of your holiday entitlement in the current year. 
· An employee needs to accumulate annual leave before it can be taken. 
· Employees should give the employer at least five weeks’ notice of your intention to take annual leave of a week or more, and one week’s notice is required for single odd days. 
· [bookmark: _Hlk69131127]Annual leave dates will normally be allocated on a “first come, first served” basis whilst ensuring that operational efficiency and appropriate staffing levels are maintained throughout the year.
· The employer can direct an employee if an employee has accumulated excess annual leave. 
· If you have not accrued sufficient annual leave entitlement to cover any shutdown period, such as the Christmas/New Year shut down, you may be asked by the employer to work during this time, or alternatively given unpaid leave of absence. 
· Your annual leave pay will be at your normal basic pay plus loading as defined with the SCHADS award unless shown otherwise in your contract of employment. 

10.1 (C) Sick & Carer’s Leave

You are entitled to be paid for Sick & Carer’s Leave, also known as Personal Leave, in accordance with the National Employment Standards, unless otherwise stated in your contract of employment. 
· Your entitlement to paid sick and carer’s leave accrues over the course of your employment. 
· An employee has to let their manager know via phone that they are going to take sick or carer’s leave as soon as possible, and specify how long they will be off or expect to be off work. 
· The employer can ask an employee to give evidence to confirm why they have been sick or away from work at any time. If an employee doesn’t give the employer evidence when asked, the employee may not be entitled to be paid for their sick or carer’s leave. 
· Text messages and e-mails are not an acceptable method of notification. Other than in exceptional circumstances notification should be made personally to your manager. 

Evidence for sick and carer’s leave must be provided by the employee: 
· After the first two days of sick or carer’s leave have been taken in any calendar year.
· When two or more consecutive days are taken. 
· When a sick or carer’s day is taken either the day before or day after a public holiday.
· When a sick or carer’s day is taken either the day before or day after your approved annual leave. 
· At any time as requested by the manager. Medical certificates or statutory declarations are examples of acceptable forms of evidence. Evidence has to convince a reasonable person that the employee was genuinely entitled to sick or carer’s leave. General Submission of a medical certificate may not always be regarded as sufficient justification for accepting your absence. Sickness is just one of a number of reasons for absence and although it is understandable that if you are sick you may need time off, continual or repeated absence through sickness may not be acceptable to Better Together. In deciding whether your absence is acceptable, Your  Manager will take into account the reasons for your absences and extent of them, including any absence caused by sickness/injury. We cannot operate with an excessive level of absence as all absence, for whatever reason, reduces the Employer’s ability to operate successfully.

Better Together will not tolerate any non-genuine absences, and any such instances will result in disciplinary action being taken. 

10.1 (D) Documentation 

· The Better Together leave form is available to staff on request, refer Appendix 1. 
· Please ensure you fill out all sections on the leave form, indicating the type of leave, date and sign the form. 
· [bookmark: _Hlk59095640]Each employee is responsible for completing their own leave form and emailing it  to your manager for approval. 
· If your leave form is not approved by your manager, you may be at risk of not being paid for your leave or having disciplinary action taken. 
· If you have been requested by your manager to provide further documentation, it needs to be forwarded with your leave form to your manager. 
· Once approved by your manager, you will be notified in writing by the approving officer. 
· Lodging your Leave Form For any leave requests or sick leave taken, a leave form must be:
· Approved by your manager. 
· For NDIS support workers this is: lachlan@bettertogether.net.au 
For All other workers (Skilling Queensland for Work, Management, Grant Project workers, etc): manager@bettertogether.net.au 
If you are unsure or work across both departments then send to both of the above addresses. 
· The Subject of the email should state “[Your name] – Leave [date]” – see example below. 
· Samantha Smith leave 12.4.2020 – 20.4.2020

For more information on leave entitlements, please visit the Fair Work Ombudsman or view the National Employment Standards.


10.1 (B) Public Holidays  

Rational 
Implementing a clear procedure for public holidays ensures consistent and fair treatment of all employees, preventing any confusion or disputes regarding time off and pay. It helps maintain operational efficiency by planning ahead for reduced staffing levels, thereby minimizing disruptions to business activities.

Public Holidays Recognised 
The following public holidays are recognized by Better Together in Queensland:
· New Year's Day
· Australia Day
· Good Friday
· Easter Saturday
· Easter Monday
· Anzac Day
· Labour Day
· Queen's Birthday
· Christmas Day
· Boxing Day 
· Show holiday in August. 

Detailed Procedure 

(i) Employee Entitlements
Full-time and Part-time Employees:
If a public holiday falls on a day they would normally work, they are entitled to a paid day off.
If they are required to work on a public holiday, they will be compensated according to the relevant award or agreement.
Casual Employees:
Casual employees are not entitled to paid public holidays.
If they work on a public holiday, they will be compensated at the appropriate public holiday rate.

(ii) 	Working on Public Holidays
Essential Services: Some services provided by Better Together may require staffing on public holidays.
Compensation: Employees who work on a public holiday will be compensated as per the relevant industrial award or enterprise agreement.

(iii)	 Requesting Leave Around Public Holidays
Procedure: Employees wishing to take additional leave around a public holiday must submit their request through the appropriate leave application system see 10.1 (B) taking leave
Approval: Leave requests will be considered based on operational needs and staffing levels.

(iv)5.5 Record Keeping
Attendance Records: Staff regular hours change from time to time and staff can be requested to occasionally work on a Public Holiday. Staff are required to roster and timesheet for unworked and worked public holidays in Flow Logic to ensure correct payment is given. 
Leave Records: All leave taken in conjunction with public holidays will be documented in the employee's leave record




Related BETTER TOGETHER Policies and Procedures

Policy 1.0	Service Access
Policy 10.0	Human Resources









































Appendix 1 

The Better Together Leave Request Form, can be provided to you via email or in paper a via request from management. Appendix here. 

Application for Leave Form

· Each employee is responsible for completing their own leave form. A minimum notice of 5 weeks is required for a leave application. 
· If your leave form is not approved by your manager, you may be at risk of not being paid for your leave or having disciplinary action taken if you proceed to take unauthorised leave. 
· Please do not, under any circumstance, assume that your leave will be approved or make bookings for the leave period you are requesting. You will receive notification within 5 business days of submitting any leave request of approval status. 
· Once approved or declined by your manager, you will be notified of the outcome in writing by the approving officer
· Annual leave dates will normally be allocated on a “first come, first served” basis whilst ensuring that operational efficiency and appropriate staffing levels are maintained throughout the year.
· Please see the Policy 10.1 Staff Leave 


	Name:
	
	Position:
	

	Type of Leave:
	
	Length of Leave:
	(hrs)

	Commencement date:
	
	Returning date available to work:
	

	Date
	Service User
	Time
	Relieving staff name
	Relieving staff agreed   (X) 

	Example
12.4.2020
	Smithy Smithson
	10am-1pm
	Johnny Johnson
	X

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	




Appendix 2

Definitions of Leave 

Annual Leave 
· Also known as holiday pay, annual leave allows an employee to be paid while having time off work. 
· Annual leave accumulates even when an employee is on paid leave including paid annual leave and sick/carer’s leave. 
· Annual leave does not accumulate when the employee is on unpaid annual leave, unpaid sick/carer’s leave, unpaid parental leave. 

Sick & Carer’s Leave 
· Also known as personal leave or personal/carer’s leave, sick and carer’s leave lets an employee take time off to help them deal with personal illness, caring responsibilities and family emergencies. 
· Sick leave can be used when an employee is ill or injured.
· An employee may have to take time off to care for an immediate family or household member who is sick or injured or help during a family emergency. This is known as carer’s leave but it comes out of the employee’s personal leave balance. 

Compassionate Leave 
· All employees (including casual employees) are entitled to compassionate leave (also known as bereavement leave). 
· Compassionate leave can be taken when a member of an employee’s immediate family or household dies or suffers a life-threatening illness or injury. 
· Immediate family is an employee’s spouse, de facto partner, child, parent, grandparent, grandchild, sibling or an immediate family member of the employee’s spouse or de facto partner. 
· A household member is a person that lives in the same house as the employee. 

Maternity & Parental Leave 
· Employees are entitled to 12 months of unpaid parental leave. 
· Parental leave is leave that can be taken when an employee gives birth, an employee’s spouse or de facto partner gives birth or when an employee adopts a child under 16 years of age
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