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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.
Part time work involves a reduction in hours over a short or medium term.  It is an effective means of balancing employee work and personal commitments.  Employees who work part time hours are those whose regular hours of work are less than those of a full time employee for that relevant classification over a four week period.

Implementation

The department is committed to providing employees with opportunities to access part time work so that they can more easily balance their work and life responsibilities. An employee may initiate a proposal for part time work. Applications for part time work are considered on the basis of the personal needs of the employee, taking into consideration operational requirements.

The department will provide employees returning from maternity leave or parental leave access to regular part time employment for a period of up to two years (or longer as negotiated) from the birth or adoption of their child. 

The aim of part time work is to enable employees to balance their work and life responsibilities.

Examples of part time work options include:

· phased return from maternity or primary care givers leave

· employees with primary caring responsibilities

· undertaking study or volunteer work

· phased retirement

· an employee who is unable to work full time due to a disability or illness.

CASE STUDY

Richard is a primary school teacher in his late 20s. His wife returned to full time work when her parenting leave ended. Richard reduced his full time teaching load to work two days a week for one year, becoming the main carer to his young son. He found his school 

leader to be very approachable and flexible, providing excellent support during the year. The main challenges Richard found were managing communication channels and balancing time commitments. The main positives of working part time were the time at home with his young son, and the opportunity to extend professionally by teaching in another area of the school. Richard advised that the financial implications of part time work need careful consideration and he found that staff working in the payroll area were particularly helpful. Richard thoroughly enjoyed his year of part time work.



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

Delegations

Delegation to approve part time work is normally held by the school leader or manager of the work area. A signed application form for part time employment  must be completed and forwarded to Workforce Management for processing. 

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 

Eligibility

Part time work is available to employees in consideration of the employee’s personal circumstances and workplace requirements.
Planning

Part time work can be negotiated with the school leader or manager as permanent part time or as temporary part time. There are many variations on part time hours including half days per week, flexible hours during the day, week, month, semester, and year or working a five day fortnight. Part time employees with continuity of employment generally accrue cumulative benefits, such as annual leave, personal leave, maternity, long service leave and superannuation on a pro-rata basis. Part time work can be considered in conjunction with job share arrangements where a position is fulltime and suitable.

Employer Benefits

· Attracts and retains employees

· Reduced absenteeism

· Improved productivity

· Enhanced motivation and loyalty

Employee Considerations

· Possible additional scheduling demands on principals or managers

· Need to provide coverage during days when part time employees are not working.

Employee Benefits

· Maintaining employment and skills 

· Opportunity to balance work and life responsibilities

· An option for employees approaching retirement

· An option for returning to work from extended leave such as maternity leave

Employee Considerations

· Communication/participation in full range of workplace activities may be restricted

· Salary, superannuation and other entitlements will be affected










For further information please contact Employee Relations on 620 59149


