RANCH Inc.
 PROCEDURE MANUAL
SECTION 2:   STAFF
PROCEDURE NO:  2.5
PROCEDURE TITLE: STAFF FAMILY/CARER’S LEAVE


1.0 PROCEDURE

1.1  
 Family (carer's) leave 
1.1.1
 A full time, part time, or fixed term staff member may apply for family leave to care for members of their immediate family or household who are dependent upon the staff member for care, when that person is ill or an emergency renders it essential that the staff member attend to that person.

1.1.2
A staff member, other than casual staff, with responsibilities in relation to either members of their immediate family or members of their household who need their care and support shall be entitled to use, in accordance with The Agreementt, any sick leave entitlements for absences to provide care and support for such persons when they are ill or require care due to an unexpected emergency.

1.1.3
 A staff member who has exhausted paid family leave and other applicable paid leave entitlements may apply for two days unpaid family leave for each occasion requiring their care, and may apply for additional unpaid leave with the approval of the President of the Committee of Management.

1.1.4
 A staff member will provide notice to the President of the Committee of Management of an intention to apply for family leave as soon as reasonably practicable before taking the leave or, if that is not possible, as soon as possible on the first day of absence and provide the following information:
-
the name of the person requiring care and that person's relationship to the staff member
-
the reasons for requiring the leave

-
the anticipated length of absence.
1.1.5
 A casual staff member may apply for two days of unpaid family leave for each occasion requiring their care, and may apply for additional unpaid leave with the approval of the President of the Committee of Management.
2.0 Application for Family/Carer’s Leave

2.1
 A staff member may apply for family leave by submitting an application to the President of the Committee of management and attaching:

-
a supporting medical certificate where the purpose of the leave is to care for a family member who is ill

-
where a medical certificate is not available or not applicable, a statutory declaration setting out the reasons for the leave.
3.0
Cancellation of Family/Carer’s Leave

3.1
 A staff member may cancel family leave that has previously been approved by submitting a completed by submitting a completed RANCH Inc. Application to Cancel Leave form to the President of the Committee of Management.
4.0
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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