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Australian Capital Territory

EDUCATION AND TRAINING





	 Work/Life Balance Toolkit
	Managers and School Leaders are urged to read the relevant sections in the Staff and Teaching Staff Certified Agreements.
Carer’s leave aids employees with caring responsibilities who provide, in addition to their normal family responsibilities, care and support on a regular basis to family members or other persons who are sick or ageing, have an injury, have a physical or mental illness or a disability.

Implementation

Carer’s leave is accessed within an employee’s personal leave entitlement. An employee is entitled to 18 days full pay personal leave per accrual year. There is no restriction on the amount of personal leave up to the available credit able to be accessed and approved in relation to the illness of a member of an employee’s immediate family or household.

An employee may use up to a maximum of seven days without a medical certificate within an accrual year. This may be used for personal illness or the illness of a member of the immediate family or household. If a medical certificate is not produced when an employee applies for this leave, the Delegate may grant personal leave up to three consecutive working days.

Delegations

Personal leave will be granted for the period of the absence when an employee applies for personal purposes and produces satisfactory medical evidence, due to personal illness or to care for a member of the employee’s immediate family or household.

The delegation to approve an application for Personal Leave/Carer’s Leave is held by school leaders and supervisors up to the level below the requesting officer.  For example an ASO 6 level can only approve leave for an ASO 5 or below. Please refer to the Delegations Manual under HR on the department’s Intranet at https://136.153.10.102/hr/delegations_manual/del_index.htm
Applications for any form of personal leave are made by completing the Leave Application (Recreation, Purchased, Maternity, Personal, Other) form available at: http://sharedservices/actgovt/HRforms.asp
CASE STUDY

Matthew is a full time employee and had been with the department for a number of years when a car accident disabled his partner. Matthew took leave entitlements to take up full time caring responsibilities. Matthew returned to work initially on a part time basis before returning to full time duties.  Flexible work practices allow Matthew to use flexible working hours or to work from home when necessary.  As a carer, Matthew accesses carer’s leave when required.



	  Work/Life Balance Toolkit
	Staff are urged to read the relevant sections in the Staff and Teaching Staff Certified Agreements.

Leave in Special Circumstances

A maximum of four days leave in special circumstances can be taken in an accrual year.  These are for extraordinary or unforseen circumstances, and the manager or school leader may require reasonable evidence to support these.  These four days are in addition to the seven days personal leave without a medical certificate.  Leave in these circumstances will be deducted from the employee’s leave credit and do not require a medical certificate.

Planning

Personal leave for caring responsibilities includes leave to care for children, brothers, sisters, a domestic partner, parents, grandparents and close relatives. In some cases, employees may be responsible for providing care to a neighbour or a friend who has no one to assist with day-to-day care.

The department recognises that carer responsibilities vary considerably, depending on the level of care and assistance required and may be suddenly imposed, or may increase gradually. It is also recognised that generally, employees are able to provide care and assistance outside normal working hours. However, there are times they are required to provide more support or assistance because of illness, injury or disability.

Flexible arrangements and leave arrangements available to those with caring responsibilities include flexible starting and finishing times, annual leave, long service leave, job sharing with part-time work and leave without pay. 

A list of references for further information on service conditions, policies and guidelines relating to this and other flexible work practices can be found in the ACT DET Certified Agreements http://www.det.act.gov.au/department/eba.htm#Current and the Delegations Manual https://136.153.10.102/hr/delegations_manual/del_index.htm
Employer Benefits

· Attract and retain skilled employees.

· Reduction in absenteeism.

Employer Considerations

· Need for additional communication 

· Mechanisms between manager and employee when working from home.

Employee Benefits

· Ability to integrate work and life responsibilities.

· Flexibility to provide caring responsibilities when the need arises.

Employee Considerations

· Staff meetings, social functions, training and similar opportunities are harder to access.










For further information please contact Employee Relations on 620 59149


