RANCH Inc.
 PROCEDURE MANUAL
SECTION 2:  STAFF
PROCEDURE NO: 2.2
PROCEDURE TITLE:  STAFF ANNUAL LEAVE 


1.0 PROCEDURE

1.1  
Applications for annual leave 
1.1.1
 A staff member may apply for annual leave on full pay for a period equal to four (4) working weeks for each continuous twelve months’ service with an employer.  An application is to be submitted to the President of the Committee of Management
1.1.2
The annual leave shall be exclusive of any public holidays prescribed in the most current Agreement 

1.1.3
The payment of wages during annual leave shall normally be in accordance with the usual pay cycle, provided that the staff member  may request that payment be made on the commencement of the leave

1.1.4
In addition to the staff’s wages for annual leave, an annual leave loading of 17.5% shall be paid as per the most current Agreement. The annual leave loading may be paid once annually on a date fixed by agreement between the staff member and employer

1.1.5
Staff employed on a fixed term contract will take their full annual leave entitlement during the term of the contract, unless otherwise agreed by the President of the Committee of Management 
2.0
 Excessive leave balances 
2.1
When the accrued annual leave is greater than eight (8) weeks, the employer may, with at least four (4) weeks’ notice, direct the staff member to take sufficient leave to reduce the accrual to six weeks
3.0
 Sickness during annual leave 

3.1
Where a staff member is sick during annual leave, and subject to adequate supporting evidence being provided to the employer, annual leave will be re-credited for the period of illness and sick leave will be debited for the period of illness.

4.0
 Cancellation of annual leave 

4.1
 A staff member may cancel annual leave that has previously been approved by submitting a completed RANCH Inc. Application to Cancel Leave form to the President of the Committee of Management for approval.

5.0
 Payment of annual leave and annual leave loading entitlements on ceasing employment 

5.1
Outstanding entitlements will be paid out on ceasing employment.

5.1.1
The value of any leave taken in excess of entitlement will be deducted from the final payment.

5.1.2
A staff member employed for less than one year will be entitled to receive a pro rata payment in lieu, less the value of leave already taken

5.1.3
 On the death of a staff member, payment in lieu of accrued annual leave will be paid to the estate of the deceased employee.

6.0
DOCUMENTATION   

RANCH Inc. Application for Leave Form

RANCH Inc. Application to Cancel Leave Form
SCOPE


This procedure applies to all continuing, fixed term and casual staff of RANCH Inc.  


RANCH Inc. will comply with obligations to staff employed under the most current Neighbourhood Houses and Adult Community Education Centres Collective Agreement (hereafter referred to as ‘The Agreement’)
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