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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.
Keeping in touch is an in-house program that provides an avenue for contact between the employer and any member of staff who is on leave from the workplace for an extended period of time. This can include:

· parenting

· study

· illness/injury

· caring for family members.

Implementation

Some basic communication processes can be applied to facilitate a keeping in touch program.  These include:

· keep the absent employee’s details on email and correspondence distribution lists so they can receive all normal forms of communication and any newsletters and/or negotiate exactly what information they would like to receive

· ask the employee before they commence/at the beginning of the period of leave if they mind informal contact on occasions to see how they are going

· ensure the absent employee is invited to social activities such as special lunches, morning or afternoon tea.

CASE STUDY

Melanie works in a team of 30 people. Prior to going on maternity leave Melanie and her team set up a keeping in touch program to ensure she maintained contact during period away from the workplace.

Melanie was kept aware of the new changes to team work direction through regular emails, staff newsletters and personal contact, including meeting new staff members at social functions.  

When the time came to look at options for returning to work, Melanie was able to successfully negotiate a part time arrangement that suited her family/work commitments and allowed her to make to valuable contribution to the team.

Melanie advised that she found the balance of motherhood and work much smoother as she had kept in regular touch with her work and manager/school leader.



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

Delegations
Keeping in touch programs can be negotiated and implemented at the immediate workplace level.

Eligibility 

All employees are eligible to be part of keeping in touch programs, which are set up for individuals in consultation with their work team.

Planning
How can you do your part to make the program successful for you and your work team? 

· It is best to initiate the program, where possible, before or in the initial stages of the extended leave.

· It is a good idea to have a team buddy who will be your main contact point for the duration of the program. 

· It is important that you respond to invitations and maintain open lines of communication. 

Employer Benefits

· Maintain communication with temporarily absent staff

· Workplaces maintain professional knowledge and expertise
Employer Considerations

· Need to maintain continuity of contact with employee

Employee Benefits

· Employees relationships with colleagues are maintained

· Employees are kept up to date with their work team
· Provides the platform for a smooth return to 

Employee Considerations

· Employee needs to maintain open lines of communication 










For further information please contact Employee Relations on 620 59149


