RANCH Inc.
 PROCEDURE MANUAL
SECTION 2:  STAFF
PROCEDURE NO: 2.3
PROCEDURE TITLE: STAFF SICK LEAVE


1.0 PROCEDURE

1.1  
Applications for sick leave 
1.1
A staff member unable to attend work due to illness will inform either the Administration Officer or the President of the Committee of Management or delegate of their intention to apply for sick leave as early as possible, but no later than 9.00am on the day of the leave, if possible.
1.1.1
Immediately following the return to work after a short period of absence, the staff member shall make the necessary adjustments to their timesheet 
1.1.2
Where a staff member is unable to attend work for an extended period and wishes to apply for sick leave, the President of the Committee of Management or delegate  will forward an Application for Sick Leave form to the staff member at home for immediate completion by the staff member and return to the President or delegate for approval.

1.1.3
A staff member who is required to submit a medical certificate, statutory declaration or other supporting evidence of illness will attach the documentation to their Application for Leave and provide the documentation to the President of the Committee of Management
2.0
 Expiry of sick leave entitlements 

2.1
A staff member who has used all of their sick leave entitlements will be placed onto sick leave without pay, subject to approval by the President of the Committee of Management unless other arrangements are made under the Special Leave Procedure or Clause 3 - Extended period of sick leave.
3.0
Extended periods of sick leave 

3.1
Where a staff member has been absent for an extended period and sick leave credits have expired, the President of the Committee of Management may determine that sick leave without pay (SLWOP) will apply and may seek to determine when or whether the staff member is able to resume work and may require the staff member to provide the President of the Committee of Management with a report from their treating medical practitioner containing advice on:

-
the general nature (but not the details, subject to the provisions of relevant legislation) of the staff member's illness
-
the seriousness of the staff member's illness
-
the likely duration of the illness and the expected length of time for which the staff member will be unfit for work
-
whether the staff member is unfit for all work, or whether they can perform some duties, and if so, what those duties might be.

3.1.1
The President of the  Committee of Management in receipt of a report from a medical practitioner relating to the illness of a staff member on extended sick leave may consult with the a relevant governing body if further advice is required about the report or about the staff member’s prospects for return to work.

3.1.2
Where the staff member on extended sick leave is a member of a superannuation scheme and is unlikely to resume work in the foreseeable future, the President of the Committee of Management, may advise the staff member to seek other sick leave cover, such as temporary or permanent invalidity pension or assess against the provisions contained in the policy.
4.0
 Privacy 
4.1
A staff member involved in investigating extended sick leave will not provide any material or information obtained to any person who does not have a lawful purpose for requiring the material or information.
5.0
 Cancellation of sick leave 

5.1
 A staff member may cancel sick 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.

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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