RANCH Inc.



POLICY MANUAL

SECTION 2: STAFF
POLICY NUMBER: 2.3
POLICY TITLE:  STAFF LEAVE ENTITLEMENTS

It is the policy of the Regional Association of Neighbourhood and Community Houses (RANCH) Inc. to adhere to all staff leave entitlements in accordance with the most current  Neighbourhood Houses and Adult Community Education Centres Collective Agreement ((hereafter referred to as ‘The Agreement’) The Long Service Leave Act 1992 and RANCH Inc.’s  Policies and Procedures

1.0 
General 

1.1 
A staff member on leave (including leave without pay) remains employed by RANCH Inc.
1.1.1
RANCH Inc. maintains records of all leave taken by staff, in accordance with the law.

1.1.2  All leave will be calculated on a pro-rata basis for part time employees.

1.1.3  Annual, sick and long service leave entitlements are:

Annual leave – 20 days per annum 
Sick Leave

· During the first year of service, one working day for each month of service;

· During the second, third and fourth years of service, fourteen days in each year; and 

· Thereafter 21 working days in each year

Long Service Leave 
Three (3) months after 10 years continuous service based on an accrual rate of 1.3 weeks per year of continuous service
2.0
RANCH Inc. Public Holidays
2.1
Staff (other than casual staff) will be paid for the Public holidays as set out in the Collective Agreement
2.1.1
Where a public holiday falls during a period of approved annual, sick or long service leave, the day will be treated as a public holiday and will not be deducted from the period of leave.

2.1.2
Staff who are away from duty without reasonable cause on the working day before and/or after a public holiday will not be entitled to be paid for the holiday.

3.0
Annual leave 

3.1.    Annual leave entitlements will be paid by RANCH Inc. to staff in accordance with The Agreement and RANCH Inc.  Procedure No: 2.2 Staff Annual Leave 
3.1.1
An annual leave loading of 17.5% is applied by RANCH Inc. to the ordinary salary for all staff in accordance with the Collective Agreement.
3.1.2  Staff must reduce excessive leave balances by 31 January each year.
4.0
Family (carer’s) leave 

4.1
Family (carer’s) leave entitlements will be paid by RANCH Inc. to eligible staff in accordance with The Agreement and RANCH Inc. Procedure No:2.5 Staff Family Carer/s Leave
4.1.1
Staff who have not yet accrued or who have exhausted family leave entitlements may access accrued sick leave entitlements for caring purposes, or apply for unpaid leave, in accordance with The Agreement and RANCH Inc. Procedure No/s: 2.3  Staff Sick Leave, 2.6 Staff Special Leave and 2.5 Staff Family (Carer’s) Leave 
4.1.2
 Casual staff are not entitled to paid family leave but may apply for unpaid leave under RANCH Inc. Procedure No: 2.5 Family (Carer’s) Leave
5.0
 Leave without Pay
5.1.   
 Leave without Pay is granted at the discretion of the Committee of  Management of RANCH Inc. and must be taken at times convenient to RANCH Inc and in accordance with RANCH Inc. Procedure No: 2.6 Staff Special Leave
5.1.1
Periods of leave without pay do not count towards the accrual of long service leave, annual leave or sick leave entitlements.

5.1.2
 A public holiday that falls within a period of leave without salary will be counted as part of the staff member’s leave without salary. 

5.1.3
Staff will not be entitled to access sick leave while on leave without pay. Access to any paid leave entitlements for annual or long service leave will only be approved under special circumstances by the President of the Committee of Management.

6.0
Long service leave 

6.1.    Long service leave (LSL) entitlements will be paid by the LGNC to 
staff in  accordance with The Agreement, The Long Service Leave Act 1992 and RANCH Inc’s  Procedure No: 2.4 Staff Long Service Leave.
7.0
 Maternity, Paternity, Co Parent and Adoption Leave 

7.1
Parental leave entitlements will be provided by RANCH Inc. to eligible staff in accordance with The Agreement and RANCH Inc’s Procedure No: 2.7 Staff Maternity, Paternity, Co-Parent and Adoption Leave

7.1.1
 Casual staff are not entitled to paid parental leave but long-term casual staff may apply for unpaid leave under RANCH Inc’s Procedure No: 2.6 Staff Special Leave
7.1.2
 No entitlement to parental leave or payment for parental leave remains for any period after which employment ceases.

7.1.3
 If RANCH Inc. makes a decision that is likely to have significant impact on status, pay or location of a staff member’s substantive position, while the staff member is on parental leave, RANCH Inc. will ensure that the staff member if kept informed by their supervisor.
8.0
Sick leave 

8.1
Sick leave entitlements will be paid by the LGNC to staff in  accordance with The Agreement and RANCH Inc. Procedure No: 2.3 Staff Sick Leave 

8.1.1
A staff member's anniversary of appointment is the basis point for accrual of sick leave.
8.1.2
A staff member seeking approval for sick leave will submit a medical certificate, statutory declaration or other supporting evidence of illness:

-
where the staff member has exceeded three single days sick leave in any one year from the date of the staff member’s anniversary of appointment.

8.1.3
 A staff member seeking approval for sick leave may be required to submit a medical certificate, statutory declaration or other supporting evidence of illness:

-
for a single day of sick leave on a Monday or Friday, immediately before or  after a public holiday
9.0
 Special leave 

9.1
RANCH Inc. allows for special leave as set out in RANCH Inc’s Procedure No: 2.6 Staff Special Leave and will be provided to RANCH Inc. staff in accordance with The Agreement.


POLICY IMPLEMENTATION:





This policy has been implemented by Procedure/s listed below:





Section 2:  STAFF


Procedure No/s: 	� HYPERLINK "../../Procedures%202016/Staff/2.2%20Staff%20Annual%20Leave.doc" ��2.2 Staff Annual Leave�


                 	� HYPERLINK "../../Procedures%202016/Staff/2.3%20Staff%20Sick%20Leave.doc" ��2.3 Staff Sick Leave        � 


		    	� HYPERLINK "../../Procedures%202016/Staff/2.4%20Staff%20Long%20Service%20Leave.doc" ��2.4 Staff Long Service Leave�


		   	� HYPERLINK "../../Procedures%202016/Staff/2.5%20Staff%20Family%20Carer's%20Leave.doc" ��2.5 Staff Family Carer/s Leave�


	            	� HYPERLINK "../../Procedures%202016/Staff/2.6%20Staff%20Special%20leave.doc" ��2.6 Staff Special Leave�		     


2� HYPERLINK "../../Procedures%202016/Staff/2.7%20Staff%20Maternity,%20Paternity,%20Co-Parent%20&%20Adoption%20leave.doc" ��.7 Staff Maternity, Paternity, Co-Parent and Adoption Leave�
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