Leave Policy and Procedure %?VAccess 4_U

Purpose and Scope

The purpose of this policy is to provide guidance on the application and approval process for all leave
types.
This policy applies to all employees of Access4u.

Responsibilities and delegations

This policy applies to Governing Body. Staff and Volunteers

Specific responsibilities | The Board — Responsible for ensuring effective governance mechanisms
are in place.

The CEO and Managers — Responsible for monitoring and ensuring
adherence to Policy and related procedures.

Ensure due diligence and take reasonable steps to ensure Access4u are
meeting their obligations.

Ensure objectives of the policy are achieved.

Staff — Responsible for adherence to this and related policies, procedures
and forms that support this policy.

Policy approval CEO

Policy context — this policy relates to:

Standards National Disability Insurance Scheme Quality and Safety Framework

Legislation National Disability Insurance Scheme (Provider Registration and
Practice Standards) Rules 2018

National Disability Insurance Scheme Act 2013

Disability Discrimination Act (DDA) 1992

The Disability Services Act SA 1993

Fair Work Ombudsman National Employment Standards (NES)
Relevant Modern Award or Enterprise Agreement

Contractual obligations NDIS Code of Conduct

Staff Employment Contract
Organisation policies and e Flexible and Supportive Work Practices
procedures e Professional Ethics and Conduct Policy

e Workforce Planning Policy
e Staff Code of Conduct Policy
e Domestic and Family Violence Policy

Forms, record keeping, other e Leave Application Form

documents e Medical Certificate
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Entitlements

The following table describes leave entitlements for permanent full-time employees per year under the
Fair Work Act 2009 (Cth). For part-time or fixed term contract employees, these entitlements apply on a
pro-rata basis.

LEAVE TYPE PERIOD

Annual (Recreation) 4 weeks (20 working days) of paid annual leave per year
(accruing).

Personal 10 days per year (accruing) including sick and carers leave.

Community Service As required

Paid Family and Domestic Violence 10 days of paid family and domestic violence leave in a 12-
month period. Does not accumulate from year to year if it’s not
used.

Long Service (LSL) A worker accrues long service leave at 1.3 weeks per

completed year of service. Employees may access their LSL
after 10 years of service.

Visit the Fair Work website for more information: Long Service
Leave.

Paid Parental Leave Scheme (PPL). Eligible employees may access unpaid parental leave in line
with the National Employment Standards.

Eligible employees may access up to 24 weeks paid Parental
Leave Pay, funded by the Australian Government (Services
Australia), subject to eligibility. This payment is not made by
the Company.

For eligibility and applications visit:
https://www.servicesaustralia.gov.au/parental-leave-pay

Note: The government PPL scheme is subject to change. Please
refer to Services Australia for current details.

Compassionate 2 days for each relevant occasion.

Leave without pay (LWOP) Depends on individual circumstances
Discretionary leave Depends on individual circumstances
Study leave Depends on individual circumstances

Responsibilities Before Leave Commences

Wherever practicable, employees must ensure they have completed the following before their leave
commences:

e complete all tasks which have been assigned to them, or arrange for these to be delegated to
another member of staff after consulting with the relevant supervisor;

e communicate with relevant staff of their absence, including support staff, supervisors, and other

colleagues;
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e activate “out of office” email replies stating the period of absence from work and the contact
details of the relevant person in their absence; and
e turn on phone diverts to relevant persons (for example, supervisor, support staff and/or persons

assigned their workload for the period).

Access4u understands that the actions listed above cannot always be completed prior to absences
particularly when taking personal, carers and compassionate leave and Access4u will be sympathetic to
the relevant circumstances.

Annual Leave

Permanent full-time employees are entitled to accrue four weeks (20 working days) leave per calendar
year. Permanent part-time employees are entitled to a pro rata amount of annual leave. Casual
employees are not entitled to annual leave.

Public holidays that fall during the period of annual leave will not be counted as annual leave. Payment
for annual leave is at the same rate as ordinary earnings.

Employees are responsible for monitoring their annual leave balances and should endeavour to take
annual leave in the year that it accrues. Before applying for annual leave, employees must refer to their
payslip or seek advice from Human Resources or Payroll to determine their accrued entitlement.

There is an expectation that employees will consider the timing of their leave applications and,
wherever possible, annual leave should coincide with periods of low workload. Employees are also
expected to cooperate with directions by management to take annual leave from time to time.

If an annual leave application is denied by an employee’s supervisor, the supervisor must provide
reasons for the refusal and discuss alternative times for the leave to be taken that suit both parties.

Shift workers are entitled to an additional week of annual leave each year, if they meet either of the
following criteria:

e The employee works for more than 4 ordinary hours on 10 or more ordinary weekends during
the year

e The employee works at least eight 24-hour care shifts during the year

Reference: SCHADS Award Clause 31
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Cashing Out Annual Leave
To cash out annual leave an employee must have:

e atleast 4 weeks annual leave available after the cash out

e asigned written agreement with their employer that outlines the amount of leave being cashed
out, the amount they will be paid and the date it will be paid. If the employee is under 18 their
parent or guardian must also sign it.

An employee can't cash out more than 2 weeks each 12 months.

Excessive Leave Accruals

Employees with 8 (10 weeks for shift workers) or more weeks of unused annual leave accrued may be
required to attend a meeting with Human Resources and/or their direct supervisor to develop a strategy
for leave reduction with a view to the employee taking some, or all, of their leave at a mutually
convenient time.

Personal/Carers Leave

Personal Leave includes Sick Leave and Carer's Leave. Permanent full-time employees are entitled to
take 10 days per year. Permanent part-time employees will be entitled to a pro-rata amount depending
on the number of hours they work in a week.

Personal/carer’s leave accrues on a pro-rata basis and is cumulative from year to year.

Personal leave is not paid out when the employee resigns or retires from the organisation.

Sick Leave

Sick leave is available for personal illness or injury.

Where sick leave entitlements have been exhausted, leave without pay arrangements will apply.

Employees must actively monitor their sick leave balance and can do so by contacting Human Resources
or Payroll.

Evidence Requirements for sick/carer’s leave

Employees may be requested by their direct supervisor to produce a medical certificate for a period of
absence from work if reasonable to do so. This might include any of the following instances (without
limitation):

e where the absence occurs directly after a period of annual leave, on a day either side of a

weekend, or either side of a public holiday.
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e where an employee on annual leave is ill or injured during this period and wishes to claim

personal/carer’s leave for the period and restore their leave balance.
e After 2 sick leave days have been taking within the year (without evidence)
e where an employee is claiming carer’s leave; and
e where an employee is taking planned sick leave to provide certainty around the expected dates

of absence from a medical professional.

If an employee does not produce a medical certificate upon request by their supervisor, they may not be
paid for personal/carer’s leave and will have an option of using another type of accrued leave or can
take unpaid leave.

Unplanned Sick Leave Notification Procedure
Where employees know that they will need to be absent from work due to a short-term illness, the
employee must (where practicable):

e contact their supervisor to advise of their condition and likely return to work date. This should
be done as early as possible on the morning of their first day of absence from the workplace. If
the employee cannot contact the supervisor, they should try and contact another team
member.

e advise their supervisor (or other staff member who is available) of what deadlines, tasks,
appointments, and meetings they have which will need to be cancelled, postponed, or
delegated and who should be advised of these changes.

e keep their supervisor updated of any changes to their expected return date.

Planned Sick Leave
An employee may require leave in the following instances:

e where an employee needs to undergo surgery or other medical procedure; and
e where an employee has been directed by a medical practitioner that they need to take a
specified amount of time off work.

Sick leave is only available if an employee is unfit for work because of illness or injury. Accordingly, the
company may require an employee to take paid annual leave where the precondition for taking such
leave does not exist.

Access4u: Leave Policy and Procedure Date current version released: Mar 2026
Document Code: HRLPOLv1 Next Review Date: Mar 2029
Document Owner: CEO Page 6 of 12




Leave Policy and Procedure Access 4u.

Where there is enough sick leave accrued to cover the proposed absence from work:

If an employee has enough sick leave in their leave balance, they should fill out a request for leave form
indicating the intended dates of the absence and expected return date. The employee and the
supervisor are then to discuss whether the leave request can be accommodated at the time requested
having regard to:

e the urgency and seriousness of the planned sick leave;
e the work schedule at the time leave is requested; and

e any other matter which is deemed relevant in the circumstances.

If a supervisor refuses the request, they must provide reasons immediately with the intention of finding
an alternative period as close to the dates the employee requested.

Once satisfied that the leave request can be accommodated, the supervisor must approve the leave
application form.

Where there is not enough sick leave accrued to cover the absence:

Where the period of sick leave extends beyond the employees accrued entitlement to sick leave, the
employee is to discuss this with their direct supervisor. A period of unpaid leave will only be approved if
the leave is discussed with the supervisor and the employee complies with the notification and evidence
requirements under the Personal/Carer’s leave section within this policy.

Carer's Leave

Carer’s leave may be taken if an employee is required to provide care or support to a member of his or
her immediate family, or a member of his or her household, who requires care or support because of:

e apersonalillness, or personal injury, affecting the member; or

e an unexpected emergency affecting the member.

An employee will be entitled to unpaid carer’s leave of up to two days on each occasion when a member
of their immediate family or household requires support because of an illness or injury or because of an
unexpected emergency. This entitlement only applies if the employee is not entitled to, or has
exhausted their entitlement to, paid personal/carer’s leave.

The employee shall, if required, produce a statutory declaration or medical certificate establishing that
the person concerned needed the employee’s care or support.
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Compassionate Leave

Compassionate Leave is often referred to as Bereavement Leave.

Employees, including casual employees, are entitled to two days compassionate leave each time they
meet the criteria. Full-time and part-time employees receive paid compassionate leave. They’re paid at
their base pay rate for the ordinary hours they would have worked during the leave. This doesn't include
separate entitlements such as incentive-based payments and bonuses, loadings, monetary allowances,
overtime or penalty rates. Casual employees receive unpaid compassionate leave. Compassionate leave
can't be cashed out.

Employees can take compassionate leave:
e for the purpose of spending time with a member of their immediate family or household who
has contracted an illness or sustained an injury that poses a serious threat to that person’s life
e after the death of a member of their immediate family or household
e ababy in their immediate family or household is stillborn

e they have a miscarriage, or

e their current spouse or de facto partner has a miscarriage.
Compassionate leave may be taken as a single period of two days or as two separate days of one day

each. Or any separate periods as agreed with their employer.

Extended paid or unpaid compassionate leave is to be authorised by the CEO.

Leave Without Pay

Where possible, employees requesting unpaid leave will need to provide a minimum of 4 weeks’ notice
before the period of unpaid leave being requested is to commence. Access4u understands that this
requirement cannot be met in all circumstances, particularly in emergencies or situations relating to an
employee’s health and will be sympathetic to individual circumstances.

All employees, including casual employees, are entitled to unpaid carer’s leave to care for a member of
their immediate family or household. For more information visit Unpaid carer's leave.

Requests for leave without pay are to be submitted to an employee’s supervisor for consideration.
Supervisors will have regard to upcoming work, current projects and other work scheduling which will
affect the business when making these decisions.
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Community Service Leave

Employees have a right to unpaid leave to undertake eligible community service activities such as jury
service and emergency service duties. Employees must notify the organisation of the expected period of
absence as soon as practicable.

The company may require the employee to provide reasonable evidence that the absence from work is
because they are engaging in an eligible community service activity.

Employees required to attend jury duty will continue to receive their regular salary payment during the
period of jury service. Payment made to the employee for attending jury service must be reimbursed to
the company when the employee receives jury duty payment.

For more information on Community Service Leave and Jury Duty please visit:
https://www.fairwork.gov.au/leave/community-service-leave

Family and Domestic Violence Leave

Definition
Family and domestic violence means violent, threatening, or other abusive behaviour by an employee’s
close relative that:

e seeks to coerce or control the employee

e causes them harm or fear.

A close relative is:

e anemployee's:
o spouse or former spouse
o de facto partner or former de facto partner
o child
o parent
o grandparent
o grandchild
o sibling

e an employee's current or former spouse or de facto partner's child, parent, grandparent,

grandchild, or sibling, or

e aperson related to the employee according to Aboriginal or Torres Strait Islander kinship rules.
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Entitlements
All employees, including part-time and casual employees, are entitled to 10 days paid family and
domestic violence leave in a 12-month period to enable them to do something to deal with the impact
of this, and it is impractical to do so outside of their ordinary hours of work. For example, this could
include:

e making arrangements for their safety, or the safety of a close relative (including relocation)

e attending court hearings
e accessing police services
e attending counselling

e attending appointments with medical, financial or legal professionals.

This 10- day leave entitlement is available upfront whereby unused leave does not accumulate from
year to year. This leave renews every year on an employee’s work anniversary.

Payment
e Full-time and part-time employees will be paid at their full rate of pay for the hours they would
have worked if they were not on leave.
e Casual employees will be paid at their full pay rate for the hours they were rostered to work
during the period of leave.

Evidence and Notice Requirements

Employees are required to notify their manager or appropriate person as soon as practicable of their
absence, which can be on the first day of leave. They should also advise the period (or expected period)
of the leave.

The company may require reasonable evidence to support the leave request. Acceptable forms of
evidence may include:

e A document issued by the police,

e A court document,

e A medical certificate,

e A statutory declaration, or

e Any other reasonable form of evidence.

Confidentiality

Unless required by law, or necessary to ensure the health and safety of an employee, the company will
take reasonable and practicable steps to maintain confidentiality about the employee's situation. This
includes ensuring that family and domestic violence leave balances and leave taken are not reflected on
an employee’s payslip. Instead, these details will be recorded and managed separately.
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Parental Leave

Accessdu does not currently offer employer-funded paid parental leave. Eligible employees may access unpaid
parental leave in accordance with the Fair Work Act 2009 and may also be eligible for the Australian Government
Paid Parental Leave (PPL) scheme, subject to meeting the Government’s eligibility criteria.

The Australian Government Paid Parental Leave scheme is administered by Services Australia. Employees must
apply directly to Services Australia, who will assess eligibility and determine payment arrangements. Where
applicable, Services Australia may require Access4u to act as paymaster and pass on PPL payments through
payroll. Government Paid Parental Leave is not an employer-funded entitlement.

Further information and applications for the Government Paid Parental Leave scheme are available via Services
Australia.

Accessing Unpaid Parental Leave

Employees are eligible to access up to 12 months of unpaid parental leave where they have completed a
minimum of 12 months’ continuous service with the organisation immediately prior to the expected date of birth
or placement, in accordance with the Fair Work Act 2009. Eligible employees may request an additional 12
months of unpaid parental leave, subject to operational requirements, provided the request is made at least four
weeks prior to the end of the initial leave period.

Employees are required to provide written notice of their intention to take parental leave as early as possible,
with a minimum of 10 weeks notice.

Using Accrued Leave During Parental Leave

Employees may choose to use accrued annual leave or long service leave to receive income during unpaid
parental leave periods. Any such use must be requested in advance and approved in accordance with the
organisation’s Leave Policy.

Returning to work

On completion of parental leave, Access4u will return the employee to the position held immediately prior to
commencing leave. Where that position no longer exists due to genuine operational reasons, the employee will
be offered an available position for which they are qualified and suited, with status, pay and conditions as close as
possible to their former role.

Long Service Leave

Employees are entitled to 13 calendar weeks’ leave following 10 years of continuous service. A further
1.3 weeks (9.1 calendar days) leave is granted for each completed year of service thereafter.

Employees who intend to take their accumulated Long Service Leave must first check with Payroll to
ensure they have enough long service leave accrued having regard to the relevant qualifying period for
this type of leave.
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Employees who have an entitlement to take Long Service Leave must complete an Application for Leave
Form and submit this to their relevant supervisor for approval with a minimum of 4 weeks notice.
Supervisors need to consider applications having regard to work scheduling, planning and management
of other leave requests during the same period.

Where a weekend or public holiday falls during your period of long service leave, these count as a day of
long service leave.

Portable Long Service Leave (PLSL) — South Australia (Community Services)

Access4u is a participating employer in the South Australian Portable Long Service Leave — Community
Services Scheme in accordance with the Portable Long Service Leave Act 2024 (SA).

Eligible employees working in classifications covered by the community services sector will be registered
with the scheme. Long service leave for these employees accrues through the SA Portable Long Service
Leave scheme and is portable between participating employers within the sector.

From 1 October 2025, eligible employees accrue portable long service leave through the scheme based
on their service in the South Australian community services sector, regardless of changes in employer
within the sector.

Taking Long Service Leave
e Applications for portable long service leave are made through the scheme’s worker portal.

e The scheme will seek employer confirmation of employment details and the employee’s ordinary
weekly rate of pay when leave is claimed.

e Payment for portable long service leave is made by the scheme.

Applications for Leave

A leave application form must be completed for all absences from work, specifying the intended start
and end dates of the leave and the type of leave required for the period. The Leave Application Form is
located on the Onboarding page on the Access4u website (https://access4u.org.au/onboarding) and
should be submitted to an employee’s direct supervisor for consideration.

Wherever possible, employees should give 4 weeks’ notice of their intention to take annual leave to
allow for necessary workload planning. An employee’s supervisor can approve a request for annual

leave once they are satisfied that the leave can be accommodated and is in line with an employee’s
accrued entitlement.
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