RANCH Inc.

 PROCEDURE MANUAL
SECTION 2:  STAFF
PROCEDURE NO: 2.6
PROCEDURE TITLE: STAFF SPECIAL LEAVE


1.0 PROCEDURE

1.1  
Notification of Special leave 
1.1
A staff member may apply to the President of the Committee of Management for special leave prior to the leave being taken or as soon as practicable in compassionate or emergency circumstances.

2.0
Applications for Special Leave (other than health and safety training) 

2.1
A continuing or fixed-term staff member may apply for unpaid special leave for the following purposes:

-
compassionate grounds or bereavement
-
emergency assistance

-
examinations relevant to the position
-
quarantine

-
defence training and

-
indigenous Australian cultural or ceremonial leave
3.0
Approval of Special leave

3.1
The President of the Committee of Management, in consultation with Committee members may approve special leave for other purposes with or without salary.

3.1.1
The President of the Committee of Management, in consultation with Committee members may determine that a further category of activity will be treated as unpaid special leave 
3.1.2
A casual staff member may apply for unpaid special leave

4.0 
Applications for special leave for health and safety training 

4.1
A staff member who is an environment, health and safety representative may apply for paid special leave for the purpose of participating in training courses that are approved by the Occupational Health and Safety Commission or conducted by the relevant government departments.
5.0
Paid special leave entitlements 

5.1
A continuing or fixed-term staff member may apply for (and have approved) an amount of paid special leave in the case of emergency assistance:

-
for fire-fighting, for the duration of emergency assistance to a recognised fire-fighting authority or during immediate danger from fire to the staff member's own home or those of close relative; and

-
for the duration of rendering community assistance to recognised voluntary organisations in the event of a state disaster, subject to documentary evidence of necessary attendance.

5.1.1
A continuing or fixed-term staff member may apply for (and have approved) an amount of paid special leave:
-
in the case of examinations, for the period of the examination and in accordance with Ranch’s Procedure No: 2.8 Staff training and Development
-
in the case of quarantine, for the duration of the period of compulsory isolation
-
in the case of health and safety training, for the duration of the course
-
in the case of indigenous Australian staff members, up to five days per annum (non-cumulative) for NAIDOC, community, cultural and ceremonial duties.

5.1.2
 A continuing or fixed-term staff member may apply for (and have approved) an amount of paid special leave in the case of defence training for staff who are members of the defence reserve.
6. 0
Evidence in support of special leave 

6.1
The staff member is required to provide sufficient require evidence or additional documentation in support of special leave including medical or death certificates, statutory declarations and proof of attendance, which will be retained in individual  staff  records.
7.0
 Jury service
7.1
 A continuing, fixed-term or casual staff member required to attend jury service will be paid the salary they could reasonably expect to have received from RANCH Inc. for the period of jury service.
7.1.1
A casual staff member will, prior to submitting an application for paid special leave for jury service, obtain the President of the Committee of Management’s approval of the number of days during the period of jury service they reasonably expected to have worked.
8.0
 Cancellation of special leave 

8.1
A staff member may cancel special 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.
9.0
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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