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1. Policy Statement 
 

(a) Edge Early Education and Little Scholars (the Company) provides personal 
leave benefits to Employees who require time off work in various circumstances.  
 
(b) This policy covers the following types of leave: 

(i) Annual Leave (clause 3.1); 
 

(ii) Personal & Carer’s Leave (clause 3.2); 

(iii) Compassionate Leave (clause 3.3); 

(iv) Study Leave (clause 3.4); 
 

(v) Long Service Leave (clause 3.5); and 
 

(vi) Public Holidays (clause 3.6). 
 

(c) This policy does not vest enforceable rights in employees and can be varied 
as the Company sees fit. 

 
2. Scope 

 
This policy covers all Employees employed by the Company. 

 
3. Policy Guidelines 

 
3.1 Annual Leave 

 
(a) Entitlement to Annual Leave: 

 
(i) Permanent full time Employees accrue four (4) weeks of annual leave 

progressively during each year of service. 
 

(ii) Part time Employees accrue annual leave on a pro-rata basis. 
Unused annual leave accumulates from year to year. If the 
Employee’s employment contract says this, a maximum of 5 unused 
annual leave days can accumulate from year to year. 

(iii) Casual Employees do not accrue annual leave.
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(iv) Annual leave may be taken at a time mutually agreed between the 
Employee and the Company. Annual leave may be restricted during peak trading times such 
as the December/January holidays as the Company needs to ensure appropriate Employee 
levels for our business at any given time. Employees need to understand that our business is 
regulated in that we must maintain a certain ratio of staff to children in our Centres.  
Accordingly, a Centre Manager maydecline an application for leave where the result would 
be m ore than 2 Employees of the Centre are on leave at the same time. 
 

(b) Annual leave does not include any public holidays which fall during the 
annual leave period. 

 
(c) Requesting Annual Leave: 

 
(i) Annual leave must be applied for at least four (4) weeks in advance. 

The application needs to be submitted by the Employee to the centre 
Manager. Centre Managers must apply to the Operations Manager 
for leave. 

 
(ii) Any leave requests will be considered on an individual basis, 

considering personal circumstances of the Employee and business 
operational requirements. Annual leave is only granted once the 
authorisation by either the Centre Manager or Operations Manager 
has been completed. 

 
(iii) Leave arrangements are not to be made prior to annual leave being 

granted. 
 

(iv) All annual leave requests, cancellations and alterations are subject to 
the approval of the Employee’s direct manager. The Company 
reserves the right to reasonably refuse an annual leave request if the 
Company’s business requirements may be compromised. 

 
(d) Direction to take Annual Leave: 

 
(i) The Company may direct an Employee to take annual leave if: 

 
(A) The Employee has more than 8 weeks annual leave accrued, 

provided they retain a balance of 4 weeks at the time the 
direction is given; or 

 
(B) the Company is closing down operations for a period. 

(e) Payment of Annual Leave: 

(i) Employees taking annual leave may decide whether to receive 
payment for the leave immediately prior to or during the leave. 

 
(ii) Part time Employees will be paid for the ordinary hours that they 

would normally work during the period of annual leave. 
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(iii) Additional leave loading of 17.5% of the ordinary time rate of pay 

will only be paid to Employees covered by the Modern Award. 
 

(iv) Annual leave pay is calculated based on the Employee’s base hourly 
rate of pay at the time leave is taken, multiplied by the number of 
hours regularly worked, plus any leave loading to which the Employee 
is entitled. Annual leave is exclusive of any statutory public holidays 
that may fall within the leave period. The details of annual leave are 
recorded on the Employee’s payslip and personnel file. 

 
(v) Temporary full time or part time Employees will be paid their annual 

leave entitlement at the end of the contract period unless they are 
accepting a permanent position. If the employment status of an 
Employee changes from a permanent to a casual basis, any annual 
leave entitlement will be paid to the Employee. 

 
(vi) In the event an Employee becomes seriously ill or injured whilst on 

annual leave, then subject to the approval of the Company, accrued 
personal leave may be substituted for the annual leave. The 
Company will require verification of the illness or injury, which may 
take the form of a doctor’s written report, medical certificate or some 
other documentation the Company may nominate. 

 
(vii) When an Employee’s employment is terminated, their accrued and 

unused annual leave will be paid out on termination. For Employees 
covered by a Modern Award, annual leave loading may also payable 
on leave paid out on termination if they resign or their position is 
made redundant. 

 
(viii) If an Employee does not provide the required notice when submitting 

a resignation, the Company may withhold from the Employee’s annual 
leave balance, the amount equal to the ordinary time earnings that 
the Employee would have earned for the period of notice they failed 
to give. Payment of accrued annual leave entitlements will be made in 
the Employees final pay following their last working day. 

 
(ix) Annual leave may not be taken in advance (i.e. before the annual 

leave is accrued). 
 
3.2 Personal/Carer’s Leave 

 
(a) Entitlement to Personal / Carer’s Leave: 

 
(i) Permanent full time Employees accrue ten (10) days of personal / 

carer’s leave progressively during each year of service. Part time 
Employees accrue personal / carer’s leave on a pro-rata basis. 
Unused personal / carer’s leave accumulates from year to year. 

 
(ii) Casual Employees do not accrue personal / carer’s leave. 
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(iii) For the purposes of this policy, ‘day’ means the ordinary hours that 

the Employee would otherwise have worked if not absent on personal 
/ carer’s leave. 

 
(b) Taking Personal / Carer’s Leave: 

 
(i) Employees will generally be required to supply satisfactory evidence 

to substantiate an absence if: 
 

(A) they have taken more than 5 days personal / carer’s leave 
without a medical certificate or other satisfactory evidence in 
any one year; 

 
(B) they are absent for 2 or more consecutive days; 

 
(C) they are absent due to illness or injury and have exhausted all 

personal / carer’s leave entitlements (and are not receiving 
workers compensation payments); 

 
(D) they are absent on a day before or after a public holiday or 

day on which they are not required to work; or 
 

(E) the Company has concerns about the genuineness of the 
Employees claim to personal / carer’s leave. 

 
(ii) Employees are required to provide the Company with notice that they 

will be absent as soon as is reasonably practicable and generally no 
less than two (2) hours in advance of their rostered start time. 

 
(iii) Employees who work less than their full scheduled work hours for a 

day because of illness or non-work related injury will have the 
remaining work hours absent deducted from their accrued personal / 
carer’s leave subject to the normal notification processes to deem 
their absence as an authorised absence. 

 
(iv)       It is the Employees responsibility to ensure that any absences are 

recorded in Company records, and that any medical certificates or 
statutory declarations are provided to their immediate manager. 

 
(c) Payment of Personal / Carer’s Leave: 

 
(i) When Employees take paid personal leave or carer’s leave they will 

be paid for such leave at their base rate of pay for the ordinary hours 
that they would have worked on that day or days. 

 
(ii) Personal / carer’s leave is not paid out upon termination of 

employment. 

(d) Personal Leave: 
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(i) Personal leave is available to be used when an Employee is not fit for 

work due to genuine personal illness or injury. Personal leave may 
also be used by pregnant Employees to attend prenatal check-ups 
with their Doctor. 

 
(ii) A medical certificate or statutory declaration is necessary. 

(e) Carer's Leave: 

(i) Carer’s leave is available where an Employee is required to provide 
care or support to a member of their immediate family or household, 
because of a personal illness, injury or unexpected emergency 
affecting the member. 

 
(ii) Permanent Employees may access any accrued personal leave for 

carer’s leave purposes. 
 

(f) Definitions Relating to Personal / Carer’s Leave: 
 

(i) A Employees’ ‘immediate’ family includes: 
 

(A) Their spouse, child, parent, grandparent, grandchild or sibling 
 

(B) Child, parent, grandparent, grandchild or sibling of their 
spouse. 

 
(ii) A member of an Employees’ ‘close immediate family’ includes 

their spouse, child, parent, or the child of a spouse; 
 

(iii) ‘Spouse’ includes the following: 
 

(A) A former spouse 
 

(B) A de facto spouse 
 

(C) A former de facto spouse 
 

(iv) ‘Child’ includes an adopted child, stepchild, foster child, an exnuptial 
child and an adult child. 

 
(g) Abuse of Personal Leave: 

 
(i) The Company regards abuse of personal / carer’s leave as a serious 

matter. Systematic or dishonest absenteeism without reasonable 
grounds may be deemed to be a breach of this policy and subject to 
disciplinary action. 

 
(ii) Where excessive absenteeism affects an Employees ability to perform 

the inherent requirements of their role or affects business operations, 
the Company may take appropriate action to assess whether the 
Employee can meet the inherent requirements of the role. 
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3.3 Compassionate Leave 

 
(a) Entitlement to Compassionate Leave: 

 
(i) Permanent Employees are entitled to two (2) days paid 

compassionate leave on each occasion if a member of their 
immediate family or household (as defined below) either: 

 
(A) contracts or develops a personal illness or sustains a personal 

injury that poses a serious threat to his or her life; or 
 

(B) passes away. 

(b) Casual Employees only: 

Casual Employees are entitled to compassionate leave subject to these 
provisions on an unpaid basis. 

 
(c) Miscellaneous: 

 
(i) The Company may request that an Employee provide proof of such 

death (for example, a statutory declaration or copy of the death 
notice) and the relationship with the Employee to the satisfaction of 
the Company. 

 
(ii)        Employees who experience bereavement outside of the immediate 

family may request annual or unpaid leave be taken. Such request 
should be raised via the Employees’ direct manager. 

 
(iii) If an Employee suffers bereavement whilst on annual leave, 

notification must be given to their direct manager as early as 
practicable. The Company will ensure that the annual leave will be 
replaced with the relevant compassionate leave entitlement. 

 
(d) Definitions relating to Compassionate Leave: 

 
(i) A Employees’ ‘immediate’ family includes: 

 
(A) Their spouse, child, parent, grandparent, grandchild or sibling 

 
(B) Child, parent, grandparent, grandchild or sibling of their 

spouse. 
 

(ii) A member of a Employees’ ‘close immediate family’ includes their 
spouse, child, parent, or the child of a spouse. 

 
(iii) ‘Spouse’ includes the following: 

 
(A) A former spouse 

 
(B) A de facto spouse 
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(C) A former de facto spouse. 

 
(iv) ‘Child’ includes an adopted child, stepchild, foster child, an exnuptial 

child and an adult child. 
 

(e) Payment of Compassionate Leave: 

(i) Paid compassionate leave is at the Employees ordinary rate of pay. 

(ii) Compassionate leave does not accrue and is not paid out on 
termination of employment. 

 
3.4 Study Leave 

 
(a) Employees may apply for unpaid leave for the purposes of study leave on an 

hourly basis up to a maximum of five (5) hours per week. Study leave does 
not include any training that Employees are directed by the Company to 
undertake. 

 
(b) The application for Study leave will need to be in writing (the proposed “study 

plan”) and clearly state: 
 

(i) What study is being undertaken; 
 

(ii) How such study is relevant to employment with the Company; 

(iii) What days, times and period the leave is being requested; 

(iv) Details of what the unpaid leave will be used for (for example, 
travelling to and attending lectures); and 

(v) Reasons why such study can not be completed in non-working time. 

(c) The Company will consider the proposed study plan and will have total 
discretion on whether or not to grant the unpaid leave applied for. 

 
(d) If study leave is approved, then an application may be made in writing to alter 

the study plan for reasons such as exams. The Company will consider any 
application to alter the study plan and will have total discretion on whether or 
not to grant the alterations. 

 
(e) Any period of unpaid study leave will not count as service for the calculation 

of other leave entitlements. 
 

(f) If a separate agreement or training contract is entered into with an employee, 
then any provision of that document dealing with leave will, for that particular 
employee, override this policy to the extent of any inconsistency. 
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3.5 Long Service Leave 

 
(a) The Company recognises the contribution of long continuous service by 

providing long service leave. Enabling Employees to enjoy the security of 
income and continued employment whilst taking an extended recreational 
break from their work. The Company will provide long service leave benefits 
in accordance with State or Territory legislation. 

 
(b) Employees continue to be employed by the Company whilst on long service 

leave and Employees are not permitted to engage in any form of conflicting 
employment whilst on long service leave. 

 
(c) Long service leave is paid at the Employee’s ordinary rate of pay at the time 

the long service leave is taken. 
 

(d) All statutory benefits and entitlements ordinarily applicable whilst employed 
continue to accrue during a period of long service leave. 

 
(e) Employees must complete a request for long service leave. All requests, 

cancellations and alterations are subject to the approval of the Employee’s 
direct manager. Operational requirements and other leave requests must be 
considered before long service leave is approved. We reserve the right to 
refuse a long service leave request if business requirements will be 
compromised. 

 
(f) Unpaid parental leave may affect the accrual and entitlement of long service 

leave in some States and Territories. 
 

(g) For further information please refer to the relevant State or Territory 
legislation as there is some variation between States and Territories for this 
type of leave. 

 
3.6 Public Holidays 

 
(a) Australian State and Federal legislation provides for certain days to be 

observed as public holidays. The Company recognises these designated 
occasions and provides the appropriate public holiday entitlement. 

 
(b) All permanent Employees will be entitled to a day off, without deduction of 

pay, where the Employee would ordinarily be rostered to work a recognised 
public holiday and is not required to perform any duties on that public holiday. 

 
(c) The following are recognised Australian public holidays: 

(i) Christmas Day; 

(ii) Boxing Day; 

(iii) New Year’s Day; 

(iv) Australia Day; 
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(v) Good Friday; (vi)

 Easter Monday; 

(vii) ANZAC Day; and 

(viii) Any other day declared by State or Territory law to be observed as a 
public holiday within that State or Territory. 

 
(d) Any other day declared by Australian law to be observed as a public holiday 

will be recognised by the Company as an additional public holiday or as a 
public holiday in substitution for one of the listed days in clause 3.12 (c) 
above. 

 
3.7 Breach of this Policy 

 
Any breach of this Policy may result in disciplinary action including termination of 
employment. 

 
3.8 Further Information 

 
If you have any questions in relation to this policy, please contact your Regional 
Manager. 

 
Related Documents: 

 

 
Leave Application 



 

Parental Leave Policy 
 

 

Authorised By: 
 

Managing Director  
 

Policy Owner: 
 

Operations Manager 
 

Introduction Date: 
 

26 June 2015 
 

Versions:  

 
 

1. Policy Statement 
 

(a) Edge Early Education, Kindyland and Little Scholars (the Company) is 
committed to providing flexible working arrangements which enable Employees 
to maintain a healthy work/life balance. 

 
(b) This policy sets out the Company’s parental leave policy, and explains: 

(i) what an Employee’s parental leave entitlements are (if any); and 

(ii) the procedure for taking parental leave. 

(c) This policy does not vest enforceable rights in employees and can be varied as the 
Company sees fit. 

 
2. Scope 

 
This policy applies to all Employees employed by the Company. 

 
3. Policy Guidelines 

 
3.1 General Provisions 

 
This leave policy covers paid and unpaid parental leave and unpaid adoption leave for 
eligible Employees. For the purpose of this policy, parental leave encompasses: 

 
(a) leave for the birth of a child to a pregnant Employee; 

 
(b) leave for the birth of a child of an Employee's spouse; and 

 
(c) leave for the adoption of a child. 

 
3.2 Definitions 

 
For the purposes of this policy, the following definitions are applicable. 

 
(a) long-term casual means an Employee who has been engaged by the Company on a 

regular and systematic basis for at least one year. 
 

(b) short-term casual means a casual Employee other than a long-term casual 
Employee. 

 
(c) members of the immediate family means the Employee's partner (including a 

former partner, de facto partner, and partner of the same sex as the Employee), and a 
 

Once printed this policy is uncontrolled. Please refer to the latest electronic version for up to date policy in formation. Current as at 
April 2015 
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child, ex-nuptial child, step child, adopted child, ex-foster child, parent, grandparent, 
grandchild or sibling of the Employee or the Employee's partner. 

 
3.3 Pregnant Employees 

 
As soon as possible after a female Employee has confirmed her pregnancy, the Employee 
will provide the Centre Director (or, if the Employee is Centre Director, to the Regional 
Manager) a medical certificate from the Employee's doctor confirming: 

 
(a) the Employee is fit to continue to work; 

 
(b) what conditions (if any) the doctor recommends imposing on the Employee’s duties at 

work; and 
 

(c) if the Employee regularly works with children under the age of 2 years old, a doctor 
has explained to the Employee the risks associated with contracting Cytomegalovirus 
(CMV). 

 
3.4 Eligibility 

 
(a) Employees may be entitled to paid or unpaid parental leave or adoption leave 

providing they meet the minimum requirements. Please refer to the following eligibility 
criteria below for each leave type. 

 
(b) Eligibility for Unpaid Parental and Adoption Leave: 

 
(i) Parental leave is an unpaid period of leave provided in accordance with the 

National Employment Standards. Parental leave is only available to 
Employees who have, or will have, responsibility for the care of a child.   The 
leave must be associated with: 

 
(A) the birth of a child to the Employee, the Employee’s spouse, or the 

Employee’s de facto partner; or 
 

(B) the placement of a child under 16 years of age with the Employee for 
adoption. 

 
(ii) Full time, part time and long-term casual Employees who have had at least 12 

months’ continuous service with the Company are entitled to unpaid parental 
or adoption leave. Casual Employees, who are not long term casuals, are not 
entitled to unpaid parental or adoption leave. 

 
(iii) Employees who have completed 12 months’ continuous service with the 

Company do not have to complete another 12 continuous months to be 
eligible for a further period of unpaid parental or adoption leave. 

 
(c) Eligibility for Paid Parental Leave: 

 
(i) Full time and part time pregnant Employees who have completed at least 2 

years continuous service with the Company prior to commencing parental 
leave are entitled to paid parental leave. 

 
(ii) Full time or part time pregnant Employees, who were previously employed as 

a casual Employee, will only have their casual service count toward the 
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calculation of the required 2 years continuous service if all of the following 
conditions are met: 

 
(A) the Employee has more than 2 years continuous service with the 

Company; 
 

(B) the Employee has at least 1 year permanent service immediately prior 
to parental leave; and 

 
(C) the Employee worked an average of at least 20 hours per week as a 

causal Employee during the 12 months prior to commencing 
permanent employment. 

 
(iii) Oxanda Education Paid Parental Leave will only be paid upon receipt of the 

completed parental leave application form, parental leave request letter, a 
supporting medical certificate confirming the pregnancy and expected date of 
birth and a Statutory Declaration outlining any periods of leave to be taken by 
the Employee's partner. 

 
3.5 Parental Leave Entitlements 

 
(a) The following outlines the length of parental leave an Employee can take depending 

on their circumstances and the entitlement to paid leave. 
 

(b) An Employee may take any form or paid leave such as annual leave, long service 
leave and/or any form of paid parental leave to which the employee is entitled, other 
than paid personal/carer’s leave, compassionate leave or community service leave, 
during any period of unpaid parental leave taken under the National Employment 
Standards. 

 
(c) Unpaid Parental Leave Entitlements: 

 
(i) A pregnant Employee may take up to 52 weeks unpaid parental leave to be 

the primary carer of a new born child. 

(ii) For the birth of a child to an Employee’s partner, the Employee may take: 

(A) short parental leave for the partner – 1 week at the time of the birth; 
and 

 
(B) long parental leave – up to a further 51 weeks to be the child’s primary 

care giver. 
 

(d) Unpaid Adoption Leave: 
 

(i) For the adoption of a child, an Employee may apply for: 
 

(A) short adoption leave of up to 3 weeks at the time of the placement; 
and 

 
(B) long adoption leave of up to a further 49 weeks to be the child’s 

primary care giver. 
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(ii) An Employee who is seeking to adopt a child is entitled to up to 2 days unpaid 
leave (special adoption leave) to attend compulsory interviews or 
examinations as part of the adoption procedure. 

 
(e) Unpaid Special Parental Leave: 

 
(i) If an Employee is not fit for work because of a pregnancy-related illness or 

because the pregnancy ends within 28 weeks of the expected date of birth, if 
there is a miscarriage or the child does not survive, the Employee is entitled to 
take either unpaid leave (special parental leave) or paid sick leave (or a 
combination of both). The Employee will be required to provide the Company 
with a medical certificate in these circumstances. 

 
3.6 Application for Parental Leave 

 
(a) In order to apply for parental leave, an Employee must give written notice of at least 

ten (10) weeks before the start date of the intended leave and specify the intended 
start and end dates of the parental leave.   However, in the case of adoption leave, 
the Employee must give as much notice as possible, but this can not be less than 14 
days. 

 
(b) The Company has the right to request that Employees provide evidence, such as a 

medical certificate or statutory declaration, of the expected date of birth, or date of 
placement of adoption. 

 
(c) A pregnant Employee who has given notice of their intention to take parental leave is 

to start the leave six (6) weeks before the expected date of birth unless a medical 
practitioner has certified that they are fit to work closer to the expected date of birth. 

 
(d)       In addition to these notice requirements, an Employee must advise the Company of 

any change to their contact details including a change of address. Employees must 
also advise the Company immediately of any significant change about: 

 
(i) the length of parental leave, or 

 
(ii) intended date of return to work or 

 
(iii) an earlier decision to return to work on a full time basis or 

 
(iv) an application to return to work on a part time basis. 

 
(e) Where the change is unforeseeable (ie a premature birth or a miscarriage), no notice 

is required. 
 

(f) Parental leave applied for, but not started, is automatically cancelled if the pregnancy 
terminates other than by the birth of a living child, the adoption does not proceed or 
the Employee withdraws their application for leave by written notice. 

 
(g) Application for Paid and Unpaid Parental Leave: 

(i) A pregnant Employee wishing to take leave must provide the Company with: 

(A) A Doctor’s certificate stating that they are pregnant and the expected 
date of birth; and 
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(B) A statutory declaration stating any periods of parental leave to be 
taken by their partner 

 
(h) Application for Unpaid Parental Leave: 

 
(i) An Employee whose partner is pregnant must produce a Doctor’s certificate 

confirming the pregnancy and the expected date of birth. For long parental 
leave, the Employee must also produce a statutory declaration stating the 
period of leave to be taken by their partner and confirming the Employee 
intends to be the child’s primary caregiver. 

 
(i) Application for Unpaid Adoption Leave: 

 
(i) An Employee intending to adopt a child must give the Company: 

 
(A) A statement from the adoption agency stating the expected date of 

placement; and 
 

(B)       A statutory declaration stating the period of any adoption leave sought 
by the Employee’s spouse and stating that the Employee intends to be 
the child’s primary caregiver. 

 
(j) Illness associated with Pregnancy: 

 
(i) If it is unsafe or unhealthy for a female Employee who is otherwise certified fit 

for work, to continue her current work because she is pregnant or 
breastfeeding, if possible the Company will temporarily adjust her working 
conditions or hours of work to avoid exposure to the risk. 

 
(ii) If this is not feasible or it is unreasonable, the Company will transfer the 

Employee to an appropriate safe job that is as near as possible comparable in 
status and remuneration to her present work and will not expose her to the 
risk. 

 
(iii) If there is no appropriate safe job available, the Employee may take paid no 

safe job leave for the risk period. If an Employee is on paid no safe job leave 
during the 6 week period before the expected date of birth, the Company may 
ask the employee to give the Company a medical certificate stating whether 
the Employee is fit for work. 

 
(iv) Prior to the 6 weeks before the expected date of birth, if the Employee wishes 

to continue working, the Employee must provide a medical certificate stating 
that she is fit for her normal duties or transfer to a safe job. If a pregnant 
Employee requests to continue working within 6 weeks of their expected date 
of birth, they are required to provide a medical certificate each fortnight until 
commencing leave, to ensure it is safe for the Employee to continue their 
usual duties. 

 
(k) Extension of Leave Entitlement: 

 
(i) Employees can apply for two types of leave extension: 

 
(A) An extension of parental or adoption leave within 52 weeks leave, or 
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(B) An extension of parental or adoption leave beyond 52 weeks leave. 

(ii) The written application must include: 

(A) The start and ends dates for the proposed extension of leave, 
 

(B) The impact refusal of the application might have on the Employee and 
their dependants, 

 
(C) The Employee’s statutory declaration that they are seeking an 

extension to continue to be the child’s primary caregiver. 
 

(iii) The Company must not unreasonably refuse applications for leave extensions 
and must give proper consideration to an Employee’s application. The 
Company must give their written decision to the Employee within 14 days or 
for short parental or short adoption leave – as soon as possible but before the 
short leave ends. 

 
(l) Applying for Extension of Parental or Adoption Leave: 

 
(i) An Employee who has applied for parental or adoption leave of less than 52 

weeks can request an extension of leave up to the full 104 weeks. An 
Employee: 

 
(A) may, by written notice, apply (once only) to extend their parental leave 

up to a total of 104 weeks; 
 

(B) must give the Company at least 14 days notice before their parental 
leave starts; or 

 
(C) if started, the notice to extend must be given at least 14 days before 

their parental leave ends. 
 

(ii) An Employee who has applied for parental or adoption leave beyond 52 
weeks can request an extension of leave up to 104 weeks.  An application for 
this extension can only be made once within any 12 month period unless the 
Company agrees otherwise. The application must be made by giving the 
Company the following notice: 

 
(A) Extension of short parental or short adoption leave – at least 2 

business days before the leave ends; or 
 

(B) Extension of long parental or long adoption leave – at least 4 weeks 
before the leave ends. 

 
(m) Consultation while on Parental Leave: 

 
(i) The Company will take all reasonable actions to maintain contact with an 

Employee during the parental leave period should any significant changes 
occur to the Employee's “pre-parental leave” position. Significant changes 
include factors affecting the Employee's status, pay or location. 

 
(n) Keeping in Touch Days: 
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(i) By mutual agreement, Employees are able to return to the workplace for 
"keeping in touch" days during their parental leave. Keeping in touch days are 
able to be used for participating in workplace activities. Keeping in touch days 
are paid at the Employee's usual wage or salary. 

 
(ii) If an Employee is currently receiving government paid parental leave from the 

Family Assistance Office, they may have up to 10 "keeping in touch" days 
during the period while they are receiving the government paid parental leave. 

 
(iii) Keeping in touch days will be paid in addition to the government paid parental 

leave and do not extend the government paid parental leave period. 
 

(iv) By mutual agreement, the Company may provide opportunities for Employees 
to return to work for the "keeping in touch" days and other work related 
occasions. Participation in these opportunities will not affect the Employee's 
entitlement to unpaid parental leave. 

 
(o) Return to Work: 

 
(i)        Employees should confirm the date they wish to return to work through a letter 

to their department manager. Any notices of intention of return to work should 
be sent at least 4 weeks prior to re-commencement. 

 
(ii) After parental leave has been taken, the Employee shall be entitled to his/her 

pre-parental leave position. If, for some reason, this position no longer exists, 
the Employee shall be entitled to an available position for which he/she is 
qualified and suited, which is nearest in status and pay to his/her pre-parental 
leave position. 

 
(iii) The Company may replace an Employee whilst absent on parental leave. 

The replacement Employee shall be advised of the temporary nature of the 
position and the period of employment. For this reason, it is important to 
ensure communication between the Employee and the Company is both open 
and clear during the period of parental leave. 

 
(p) Return to Work Part Time: 

 
(i) Employees returning to work from a period of parental or long parental leave 

will be entitled to request to return to work on a part time basis up until the 
child is of school age, subject to the following conditions: 

 
(A) The request must be made to the Company in writing at least 8 weeks 

prior to the Employee’s return from parental or long parental leave and 
must include the number of core ordinary hours that they are 
requesting to work and if relevant, the days of the week that the 
Employee would like to work those hours on; and 

 
(B) The Company will not unreasonably refuse such a request, however to 

be approved it must be operationally and financially viable for the 
Company to have the Employee return to work on a part time basis for 
the number of core ordinary hours that they have requested and on 
the days of the week that they wish to work those hours on. It may be 
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that the Company will offer a suitable alternative in an attempt to reach 
agreement with the Employee. 

 
(ii) Upon the child becoming of school age, the Employee may request in writing 

with 8 weeks notice, to return to their previously held full time position. 
 

(q) Interruption of Parental Leave by Return to Work: 
 

(i) An Employee and the Company may agree to interrupt a period of parental 
leave by allowing the Employee to temporarily return to work on either a full 
time, part time or casual basis without cancelling the leave. This allows for 
parental leave to be resumed after it is interrupted by the Employee returning 
to work. 

 
(ii) The period of parental leave cannot be lengthened by the return to work 

period. 
 

(iii) The total period of leave cannot extend beyond the normal period of 52 weeks 
or 104 weeks where the leave extension provisions are used. 

 
(iv)       At the expiration of parental leave, an Employee is entitled to return to the 

same position and status held immediately prior to the commencement of 
parental leave. 

 
(r) Early Return to Work: 

 
(i) If an Employee wishes to shorten their leave it must be agreed by the 

Company. The Employee must give at least 4 weeks’ written notice of their 
wish to reduce their leave. 

 
(ii) Further, if parental leave has begun and the pregnancy is terminated other 

than by the birth of a living child or the child dies or the adoption does not take 
place, the Employee may give the Company written notice that they wish to 
resume work and the reason for resumption. The Employee is then entitled to 
resume work at a time nominated by the Company within 2 weeks after the 
notice is given. 

 
(s) Requesting Flexible Working Arrangements: 

 
(i) Employees who meet the eligibility criteria for parental leave can also request 

to alter their working arrangements when they are required to care for child 
who: 

 
(A) Is under school age; or 

 
(B) Is under 18 years old and has a disability. 

 
(ii) The Company will consider all requests, taking into account impact on the 

Employee and impact on the Company.  The Company will respond in writing 
to all requests within 21 days of receiving the Employee’s written request. 

 
(t) Leave Accrual for Unpaid Parental Leave: 
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(i) Parental leave does not break an Employee’s continuity of service; however, 
there is no accrual of leave during the unpaid parental leave period. 

 
(ii) During the period of parental leave, Employees may take any accrued annual 

or long service leave, which will, in effect, increase the total amount of paid 
leave during the period of absence. 

 
3.7 The Australian Government Paid Parental Leave Scheme 

 
(a) The Paid Parental Leave Scheme is an entitlement for working parents of children 

born, or adopted, from 1 January 2011. Parental Leave Pay is available to working 
parents, whether full-time, part-time or casual, with at least 12 months’ continuous 
service who meets the Paid Parental Leave Scheme’s eligibility criteria. Eligible 
working parents are entitled to receive up to 18 weeks of government funded Parental 
Leave Pay. 

 
(b) The Australian Government Paid Parental Leave Scheme is: 

(i) government funded; 

(ii) for eligible working parents of children born, or adopted, on or after 1 January 
2011; 

 
(iii) able to be transferred to the other parent; 

(iv) paid at the National Minimum Wage; 

(v) for a period of up to 18 weeks; and 
 

(vi) able to be taken any time within the first year after birth. 
 

(c)       As of 1 January 2013, eligible working dads or partners may receive up to 2 weeks 
government funded Dad and Partner Pay, paid at the rate of the National Minimum 
Wage. 

 
(d) For further information regarding eligibility, payments and application, please view the 

Australian Government Department of Human Services website: 
www.humanservices.gov.au 

 

4. Breach of this Policy 
 

(a) The company considers compliance with this policy to be essential to the operation 
of its business. 

 
(b) Serious breaches of this policy could damage the company’s reputation and brand. 

 
(c) Employees are required to report any suspected breach of this policy to their Regional 

Manager or Centre Director as soon as possible. 
 

(d) Any breach of this policy may result in disciplinary action up to and including 
termination of employment. 

http://www.humanservices.gov.au/
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5. Further Information 
 

Any questions in relation to this policy should be directed to the Regional Manager.  
 

Related Documents: 
 
Leave Application 
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