		{Insert Club Logo}

Introduction – Policy Implementation (Remove this page before implementing policy)

This template aims to include the structure and content that is necessary/suggested for this type of policy and should be tailored to meet your Club’s specific needs.
You can make additions or remove sections that best suit your Club’s particular requirements, although it is important that appropriate definitions, a suitable process etc. remain.
Prior to implementing this policy, the committee must read it carefully to ensure that they are comfortable with, and capable of following what is contained. 
You should also ensure that before implementing any policy, appropriate consultation has occurred with all affected Parties. 
Club Committees should also ensure that they consult with each other and listen to general feedback from workers (paid or unpaid) before deciding on the final version.
Any effected worker must be informed of the policies contents and afforded the opportunity to read through them before they come into force. 












Leave Policy
Purpose
This policy is aimed at ensuring employees at {Insert Club Name} (the Club) understand their obligations when applying for and taking leave. 

Scope
This policy will apply to all the Club employees.

Leave Covered in Policy
This policy will cover the following leave types:
· annual leave
· personal carer’s leave
· long service leave
· compassionate & bereavement leave
· maternity and parental leave
· unpaid leave

Annual Leave
Full-time and part-time employees are entitled to 20 full days annual leave each year, based on their ordinary hours of work e.g. A 38 hour a week full-time employee would receive 152 hours of leave a year, whilst a part-time employee who always works 20 hours a week would receive 80 hours of leave a year.
Those deemed as shiftworkers under the [insert relevant modern award or agreement e.g. Registered and Licensed Clubs Award 2020] will receive an extra week’s entitlement, being 25 full days of annual leave a year. 
Annual leave will accrue progressively throughout employment and an employee should provide as much notice as possible when requesting a period of annual leave.
Each request for annual leave will be assessed and the Club may reject a request for annual leave where they have a reasonable business reason for doing so. As such, employees should not pre book accommodation, flights etc. for holidays without first ensuring approval is granted.
A request to use annual leave for less than a day will not be allowed unless prior consent has been given.
Any request to cash out annual leave will be considered in accordance with the relevant Award provisions. 
Personal (Sick) / Carer’s Leave
All employees must notify their manager as soon as possible where they are unable to attend work due to an illness or injury.

A full-time employee is entitled to the equivalent of 10 full days of paid personal (sick) / carer’s leave each year and a part-time employee will receive this on a pro-rata basis e.g. a part-time employee who always worked 19 hours a week will be entitled to 38 hours of leave each year. Personal (sick) leave and carer’s leave come under the same leave entitlement.
Paid personal (sick) / carer’s leave will accrue progressively throughout the year and any unused leave will rollover to the next year. There will be no payment of unused paid personal (sick) / carer’s leave payable upon termination of employment. 
Casual employees may be absent from work when they are legitimately ill or injured but are not entitled to paid personal (sick) / carer’s leave.
An employee is entitled to use personal (sick) / carer’s leave on an occasion in which they are either injured or ill or when they are required to care for an immediate family or household member who is injured or ill.
In regards to what will be considered as an immediate family member, section 12 of the Fair Work Act 2009 (Cth) defines this to be:
· a spouse or former spouse
· de facto partner
· child
· parent
· grandparent
· grandchild; or
· sibling of the employee.

*(Step relations and adoptive relations are also included)

In addition, a child, parent, grandparent, grandchild or sibling of a spouse or de facto partner of an employee will also be considered as an immediate family member.

A household member is anyone who resides with the employee.

All employees, including casuals, are entitled to 2 days of unpaid carer’s leave on each occasion a member of their immediate family requires care or support due to a personal illness, injury or unexpected emergency. This can be taken in a continuous period or in two separate days where agreed with management.
Full-time and part-time employees are not able to take unpaid carer’s leave where they instead could take paid personal (sick) / carer’s leave.
OPTIONAL [remove this line before implementing policy] – It is a good idea to specify when an employee will be required to provide evidence of their absence. Below is an example:

Where an employee takes a period of leave on a day immediately preceding or after a weekend or public holiday, then that employee must present a valid medical certificate as evidence of their absence.
Excluding the circumstances above, each employee will be allowed two full days off each year without the need to provide a medical certificate as evidence of this absence. Any days in excess of this will require a valid medical certificate as evidence of their absence.

Long Service Leave
An employee will accrue long service leave in accordance with the relevant legislation, that being the Long Service Leave Act 1987 (SA).
Both permanent and casual employees accrue leave in accordance with this Act.

Compassionate and Bereavement Leave
An employee is entitled to 2 full days compassionate & bereavement leave on each occasion a member of their immediate family or household dies or suffers a life threatening illness or injury.
This 2 days leave is separate to an employee’s personal carer’s leave entitlement.
An employee is required to provide notice of this leave as soon as possible including the period or expected period of this leave.
The Club reserves the right to request evidence as to the reason for taking compassionate and bereavement leave provided that this is reasonable.

Maternity and Parental Leave
An employee is entitled to maternity or paternity leave in accordance with the Fair Work Act 2009 (Cth) and National Employment Standards (NES).
An employee is required to have been employed with their employer for 12 months before being entitled to maternity / parental leave:
· before the date or expected date of birth if the employee is pregnant
· before the date of adoption
· when the leave starts (if the leave is taken after another person cares for the child or has taken parental leave)
In addition to the above, a casual employee must have been working with their employer for 12 months on a regular and systematic basis.

Unpaid Leave
The Club reserves the right to accept or reject a request from an employee to use a period of unpaid leave.
[bookmark: _GoBack]
Applications for Leave
Should an employee wish to apply for leave the relevant leave request form must be used and provided to their manager.
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