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Pol_211 Leave Management 

 

The promotion of staff welfare and support is central to effective management of unplanned and planned leave. 

Effective management of staff leave is a fundamental role and responsibility of all Life Choice Leaders. 

This policy covers both planned leave (E.g annual leave, long service leave, scheduled personal leave) and 
unplanned period of absence (E.g sick leave, family/carers leave, compassionate leave, non-attendance, late 
arrival etc). 

 

 

This policy applies to  All staff 

Policy approval  Quality & Risk Committee  

 

Organisation policies  Ethics and Code of Conduct 

Forms, record keeping, other 

documents 

Leave form 

 

Management of Planned Leave  

Effective management of staff leave liability is crucial to the financial viability of the organisation, and to the efficient 
utilisation of its human resources. Key leave entitlements which must be strategically managed in this regard include 
annual leave and long service leave. 

Annual Leave 

Purpose 

The purpose of annual leave is to provide the staff member with an extended period of rest and recreation each year. 

Accumulated Annual Leave Entitlement Limit 

In keeping with the purpose and intent of annual leave, staff are required to plan for and take their leave as it accrues 
each year. 

Staff must not accumulate annual leave credits in excess of the equivalent of 8 weeks of annual leave, or 10 weeks of 

annual leave if they are a shift worker. 

 

Responsibilities 

It is the responsibility of the staff member in consultation with the relevant Leader, to plan for and take his/her annual 
leave before the expiration of a period of six months after the date upon which the excess accrual of annual leave is 
reached. 

It is the responsibility of the Leader to ensure that staff members under their management do not accumulate annual 

Record of policy development 

Version Date approved Date for review 

2020/5 January 2021 December 2022 

Responsibilities and delegations  

Policy context – this policy relates to:  
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leave credits in excess of the Life Choice allowable limit (two year’s accrual 
entitlement). 

Management of Excess Annual Leave Credit 

Leaders will receive monthly reports detailing the leave balances of staff members for whom they are responsible along 
with an overall record of leave credits. 

Within one month of being notified that a staff member has accumulated annual leave credits in excess of the allowable 
limit, the Leader must meet with the staff member to agree to plan for the management of the excess leave. 

Once agreed, the plan will be documented on the standard Life Choice “Leave Management Plan” form.  See Appendix 
1 

If a staff member fails to implement the leave management plan within the agreed timeframe, the Leader will identify a 
suitable period of time with respect to workload demands, and direct the staff member to take such leave as is 
necessary to bring the accumulated leave balance in line with this policy. The direction to take leave will be made in 
writing. 

All Life Choice Leaders must consult with the Chief Executive Officer (CEO) prior to directing a staff member to take a 
period of annual leave. 

Applications for Annual Leave 

All applications for annual leave are to be requested by the staff member in writing using the Application form Annual 
Leave Form (located on the Staff page at lifechoicewbb.org )  See Appendix 2 and must be submitted four weeks prior 
to the date of leave commencement wherever possible.  

A request to apply for annual leave will not be unreasonably refused or approval revoked. However, approval of all 
leave cannot be guaranteed and will be considered in line with operational requirements. It may be refused or revoked 
in the case it is not suitable to the needs of the business.   

Applications for annual leave will be considered on a “first in” basis. The size of our organisation dictates that we cannot 
reasonably approve multiple applications for leave for the same period of time, however Life Choice will work with any 
affected staff members to negotiate and adjust leave applications where possible to suit both the staff member’s and the 
organisation’s operational needs.     

As Life Choice is unable to guarantee approval of leave applications, staff members are advised that it is in their best 
interests not to pre pay or schedule any travel or pre pay flights or accommodation until such time as the application for 
leave is approved so as to ensure that there is no financial loss to the staff member in the event of leave not being 
approved. 

Directed Annual Leave  

Life Choice staff may be directed to take annual leave: 

during a mandatory shut down period over Christmas/New year; or 

where the staff member has accrued excess annual leave under this policy. 

Cashing out of Annual Leave 

Staff members covered by the Social, Community, Home Care and Disability Services Industry Award 2010 or another 
applicable Award may only cash out annual leave in accordance with the terms of the Award that applies to them 
provided that: 

Each cashing out of a particular amount of paid annual leave must be in writing and be the subject of a separate 
Agreement; 

That Life Choice and the staff member agree in writing to the cashing out of a particular amount of accrued paid 
annual leave by the staff member.  Both Life Choice and the staff member are required to sign the Agreement.   
See Appendix 3. 

The written Agreement must state: 

the amount of leave to be cashed out and the payment to be made to the staff member for it; and 

the date on which the payment is to be made. If a staff member is under 18 years of age, the Agreement must 
also be signed by the staff member’s parent or guardian. 
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The payment must not be less than the amount that would have 
been payable had the staff member taken the leave at the time the payment is made; 

An Agreement must not result in the staff member’s remaining accrued entitlement to paid annual leave being 
less than 4 weeks; 

The maximum amount of accrued paid annual leave that may be cashed out in any period of 12 months is 2 
weeks; 

Life Choice must keep a copy of any Agreement on the staff member’s personnel file. 

Special Circumstances 

In exceptional circumstances, consideration may be given to varying the normal requirement for the mode and/or timing 
of the taking of annual leave. 

Any request by a staff member to vary the mode and/or timing of the taking of annual leave outside of this policy should 
be made in writing to the Chief Executive Officer (CEO). 

 

Long Service Leave 

Purpose 

The purpose of long service leave is to facilitate an extended period of recreational leave for staff members who have 
been engaged in continuous service with the same employer for a long period of time. 

Accumulated Long Service Leave Entitlement Limit 

In keeping with the purpose and intent of long service leave, staff members are required to plan for and take their leave 
as it accrues (after 10 years and every 5 years thereafter). 

In exceptional circumstances a staff member may be entitled to pro-rata long service leave on the completion of seven 
year’s continuous service. 

Staff members must take their long service leave within three years of the entitlement becoming due. That is, requests 
by the employer for a staff member to take accrued long service leave will only be made after three years has elapsed 
from the date of the entitlement becoming due, E.g three years after 10 years’ service (I.e at 13 years). 

Responsibilities 

It is the responsibility of the staff member, in consultation with the relevant Leader, to plan for and take his/her long 
service leave before the expiration of a period of three years after the date upon which the entitlement of long service 
leave accrues as indicated above. 

It is the responsibility of Leaders to ensure that staff members under their management do not accumulate long service 
leave entitlements in excess of the Life Choice allowable limit. 

Management of Excess Long Service Leave Credit 

Leaders will receive monthly reports detailing the long service leave credit balances of each staff member for whom 
they are responsible. 

Within one month of a staff member accruing an entitlement to long service leave (10 years’ service and every 5 years 
thereafter) the Leader must conduct a formal meeting with the staff member and commence the process of developing 
an agreed plan for the taking of the accumulated leave within a maximum period of three years of the long service leave 
entitlement accruing. 

A formal plan for the taking of long service leave must be agreed and documented on the standard Life Choice “Leave 
Management Plan” form, within one year of the long service leave entitlement accruing. 

Failure to implement the leave management plan within the agreed timeframe(s) may result in the staff member being 
directed to take leave at the discretion of the Leader until such time as the leave balance is within the limits specified. 

All Life Choice Leaders must consult with the CEO prior to directing a staff member to take a period of annual leave. 

Special Circumstances 

In exceptional circumstances, consideration may be given to varying the normal requirement for the mode and/or timing 
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of the taking of long service leave. Circumstances under which 
postponement may occur include: 

The level of responsibility held by the staff member 

Any special skills possessed by the staff member that cannot be readily replaced 

The effect of any other leave entitlements granted to the staff member at the time the long service leave falls 
due; or 

The exceptional personal situation of the staff member. 

Any request by a staff member to vary the mode and/or timing of the taking of long service leave outside of the 
standard Life Choice guidelines should be made in writing to the Chief Executive Officer. 

 

Management of Unplanned Leave  

Unplanned absences (sick leave, family/carers leave, compassionate leave, non-attendance, late arrival etc), represent 
a significant cost to organisations, not just with respect to the direct cost of leave payments made to the absent staff 
member, but also the associated indirect costs such as overtime pay for other staff members, pay at casual rates for 
replacement staff members, increased workload demand on other staff members, effect on morale, associated 
administrative costs and reduced productivity. 

In managing unplanned absences, we must never lose sight of the fact that not all work absence is detrimental to 
workplace productivity. The most obvious example of this statement is the use of sick leave to enable staff members 
who are legitimately unwell to take necessary time out from the workplace to properly recuperate. We must not create or 
reinforce a culture where staff members feel pressure to report to work even when they are not in a fit state to do so. 

Leaders and supervisors at workplace level are the people primarily responsible for monitoring absences within their 
workplaces and for enforcing the organisation’s attendance policies. Leaders should always endeavour to be proactive 
in providing staff members with the support, direction and where necessary, counselling needed to effectively manage 
unplanned leave in accordance with this policy. 

Key areas which must be strategically managed with respect to unplanned absences include unplanned leave and 
attendance violations (failure to attend work, failure to provide timely notification of absence, late arrival, unauthorised or 
early departure etc). 

Unplanned Leave 

Purpose 

Unplanned leave is a form of authorised absence from work on account of personal illness or injury, carers leave or 
compassionate leave which is due to a cause that does not entitle the staff member to other forms of compensation. 

Leaders must ensure that appropriate procedures are in place in their department(s) for the notification of unplanned 
leave, and that staff members are familiar with these procedures. 

Responsibilities 

It is the responsibility of the staff member to ensure that he/she is aware of the procedures within their department with 
respect to the taking, notification, certification and documentation of unplanned leave. 

It is the responsibility of Leaders to ensure that staff members under their management are provided with the support 
and guidance needed to safely and effectively manage each episode of unplanned leave in accordance with this policy. 

Management of Unplanned Leave 

Life Choice is committed to supporting and assisting its staff members in a proactive way to minimise the adverse 
effects of unplanned leave. The establishment and maintenance of open and constructive communication between the 
staff member and his/her Leader is vital to the effective management of unplanned leave. 

Notification of absence 

The staff member must provide notification of his/her inability to attend a rostered shift(s) as soon as is practicable (no 
less than two hours prior to commencement of shift) and must do so personally. Text messages, emails and calls from 
others (E.g family or friends, unless under extenuating circumstances) are unacceptable and will not be accepted as 
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notification of absence. When providing notice, the staff member should 
give an indication of the anticipated duration of absence.  

***** All staff (except Allied Health staff) are to phone the Executive On call number 0407001883 to advise of 
unplanned leave***** 

   *****Allied Health (AH) staff members are to call the AH Practice Manager on 0403 195 295 by 7.15am so that 
participant  appointments can be re-scheduled or postponed. 

If staff are sick before their days off, after their days off, before or after a public holiday or over the weekend they are 
required to produce a Medical Certificate.  

 

Maintaining contact 

Maintaining contact with sick staff members is in line with our value of compassion, with the intention of monitoring staff 
member welfare and to offer support. 

Where it is anticipated, or becomes known that a staff member will be absent from work for more than three shifts, the 
department Leader should make contact with the staff member to offer support and assistance and to ascertain the 
need for coverage of the staff member in his/her absence. 

During periods of extended absence (> one week), the Leader should maintain regular contact with the staff member (at 
lease weekly), to monitor progress, offer support and reinforce the commitment of the workplace to the absent staff 
member. 

Life Choice requires original certification of incapacity for work by a registered health practitioner – as per AHPRA. 

As at June 2013, this includes: Medical Practitioners, Dental Practitioners, Chiropractors, Nurses, Occupational 
Therapists, Midwives, Optometrists, Osteopaths, Pharmacists, Physiotherapists, Podiatrists, Psychologists, Medical 
Radiation Practitioners, Chinese Medicine Practitioners and Aboriginal and Torres Strait Islander Practitioners. 

No other practitioner certificates will be accepted. 

Certificates from practitioners who are also employed by or contracted to Life Choice will not be accepted. 

Some Awards include provision for staff members to make limited use of statutory declarations to certify incapacity for 
work. A statutory declaration will only be accepted if witnessed in accordance with the Queensland Department of 
Justice and Attorney General.  

Statutory Declarations will not be accepted if witnessed by Life Choice staff members or family members of the staff 
member, due to potential conflict of interest considerations. 

Return to work following Unplanned Leave 

The Leader should always make a point of meeting with the staff member as soon as is practicable on the day he/she 
returns to work following unplanned leave. 

The meeting will provide an opportunity for the Leader to: 

Offer support and reassurance; 

Ensure that the staff member has recuperated sufficiently and will not be placing himself/herself or others at risk 
by returning to work in an unfit state; 

Enable the staff member to communicate any concerns or special needs relating to the return to work; 

Ensure that the staff member is re-oriented to the department and brought up to date with significant 
developments which have occurred during the period of absence; and  

Receive a completed medical certificate or statutory declaration where applicable. 

A staff member who has been certified by a medical practitioner as being fit to resume work under modified conditions 
(reduced hours, modified duties) following a non-work related injury or illness, may seek the support of Life Choice to 
make a graduated return to work. While there is no legal obligation for Life Choice to provide modified duties or hours, 
any such request shall be considered on individual merit. Issues taken into consideration will include (but not be limited 
to): 

Availability of legitimate work/role able to be undertaken with modifications; 
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Other staff members requesting/requiring modified duties (I.e 
preference will be given to those with work-related injury).  See Appendix 4, Appendix 5 

The staff member must make a formal request in writing, supported by his/her medical practitioner to the Chief 
Executive Officer. 

 

Management of Unplanned Leave 

Leaders are responsible for actively monitoring and managing unplanned leave within their department. 

Individual Staff Member Unplanned Leave 

A breakdown of unplanned leave records for individual staff members over a specified period will be made available to 
Leaders monthly. 

Staff member unplanned leave records should be reviewed regularly and the circumstances of each case viewed on 
their individual merit – five occasions of sick leave or 10 day’s sick leave in 12 months should serve as a trigger for the 
Leader to meet with a staff member regarding their frequent or prolonged sick leave in order to identify what might be 
required to support that staff member to attend work as contracted and rostered. 

If a staff member’s unplanned leave situation or absence becomes a source of concern, the Leader should contact HR 
Administrator to discuss the matter and options available. 

To determine what action, if any, should be taken the following factors will be taken into consideration: 

Total unplanned leave days taken 

Provision of health practitioner certificates 

Pattern of unplanned leave 

Duration of absences 

Reasons provided 

Personal circumstances, and 

Any other relevant matters 

 

Counselling the Staff Member 

If it is determined that an interview needs to be conducted with a staff member to address concerns with the factors 
associated with unplanned leave, the Leader consult with HR Administrator who will write to the staff member asking 
them to attend a meeting. 

The staff member should be informed of the reason for the interview, who will be present at the meeting and of the staff 
member’s right to the attendance of a support person at the meeting. 

A member of the Leadership Team or HR Administrator will chair the meeting and another member of the Leadership 
team will be present as a witness and/or for support.  The Chair of the meeting should ensure that the meeting attends 
to the following terms of business: 

If the staff member has presented to the meeting without a support person, he/she should be reminded of the 
right to have a support person present. The Chair should confirm the staff member’s willingness to proceed 
without a support person and advise him/her that the waiving of this right will be noted in the record of the 
interview; 

Re-affirm that the meeting is to discuss possible concerns with the staff member’s unplanned leave record; 

Provide specific details of dates, frequency, duration and reasons provided for unplanned leave taken over the 
period in question and give reference to any previous meetings, discussions, attempts to address the matter; 

Ensure that the staff member is given the opportunity to respond and provide reasons or raise concerns in 
relation to the unplanned leave pattern; 

Discuss any support or assistance the staff member may require in order to address any identified issues of 
concern; 
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Prior to concluding the meeting, ask if the staff member has any 
questions arising from the meeting. 

Positive Attendance Management Plan 

If at the conclusion of the meeting the Chair feels that the matter requires further action, a management plan to 
promote positive attendance will be developed. The plan must include corrective action(s), any resources or 
support needed, who is responsible, when the action(s) should be completed and the required outcome(s).  See 
Appendix 6 

HR Administrator will complete a “Positive Attendance Management Plan” which must be signed by both the 
staff member and the Leader. A copy of the plan should be given to the staff member and the original retained 
on the staff member’s personnel file 

If a staff member’s unplanned leave continues to be of concern or he/she fails without just cause to 
constructively participate in the Positive Attendance Management Plan, the Leader will discuss the matter with 
the HR Administrator which may lead to formal disciplinary action. 

 

 

 

End of document 
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Appendix 1 

LEAVE MANAGEMENT PLAN 

Surname:  Department: 

 

Given Names:  

 

 

CURRENT LEAVE BALANCES 

Type of leave Maximum Allowable Leave Credit 

Balance 

Current Leave Credit Balance 

Annual Leave 
  

Long Service Leave 

  

 

REASON FOR LEAVE CREDIT OVER RUN 
(Please provide an explanation as to how/why the accumulated leave entitlements are in excess of the allowable 
limits as set out in the Life Choice Leave Entitlements Policy) 

 

 

 

AGREED LEAVE MANAGEMENT PLAN 

(Please provide full details of the leave plan (dates, timeframes, strategies, etc.) which will be employed to bring 
the accumulated leave entitlements back within the allowable limits as set out in the Life Choice Leave Management 
policy) 

 

 

Agreed completion date: ___________________Employee signature: ________________- 

 

Manager: ________________________________ 
 

NB. Failure to Implement the leave management plan within the agreed timeframes may result In the caregiver being directed to take leave at the discretion of 
the manager until such time as leave balances are within SIGHC allowable limits. 
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Appendix 2  

APPLICATION FOR LEAVE 

                                                  LEAVE REQUEST FORM 
 

Employee Name:    

 
 

Department:    

 

 
 

Leave Type 

 

First Day of Leave 

  

Last Day of Leave 

 

No. 

Days 

Total 

Hours 

 

Comment 

 
 

Sick Leave (Uncertified*) 

 
 
  / /  

 
 
  / /  

   

 
 

Sick Leave (Certified**) 

 
 
  / /  

 
 
  / /  

   

 
 

Personal Leave 

 
 
  / /  

 
 
  / /  

   

 
 

Annual Leave 

 
 
  / /  

 
 
  / /  

   

 
 

Long Service Leave 

 
 
  / /  

 
 
  / /  

   

 
 

Leave Without Pay 

 
 
  / /  

 
 
  / /  

   

 
Other Leave 
(Enter description in comments) 

 
 
  / /  

 
 
  / /  

   

 
Leave already taken? Yes / No Documentation attached? Yes / No 

 
*Uncertified - No Doctor's Certificate **Certified - Doctor's Certificate Provided 

 
 

 

 

 
 

 
 

 
*Please email signed & approved form to payroll (payroll@lifechoicewbb.org) for processing prior to taking leave or within two days of your return from                 

sick/carer's leave. 

 
 

 

Employee Signature        Date:  / /  

Manager Signature 
Approved 

       (Please Circle) 

Yes / No 

Manager Name        Date:  / /  

Position    
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Appendix 3 

APPLICATION TO CASH OUT ANNUAL LEAVE  

 

Name of Employee:  

Supervisor:  

Date Agreement Authorised:  

 

The Employer and the Employee agree to the employee cashing out a particular amount of the Employee’s 

accrued paid annual leave.   The cashing out of leave under this agreement will not affect the required 

balance of (4) four weeks. 

This application does not breach the obligation under the cashing out of annual leave clause under the Social, 

Community, Home Care and Disability Services Award 2010 which states that only a maximum of 2 weeks per 

twelve month period can be cashed out.  

DETAILS OF AGREEMENT 

The amount of leave to be cashed out is:   Hours  days 

The payment to be made to the Employee for the 

leave: (after deduction of income tax) 

$  

  

The payment will be made to the Employee on:        /      / 20 

 

AUTHORISATION OF AGREEMENT 

Employee signature  Date  

CEO signature  Date  

Parent / Guardian  Date   

HR Administrator 
signature 

 Date   
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Appendix 4 

RETURNING TO WORK FOLLOWING A NON WORK RELATED 

INJURY/ILLNESS 
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Appendix 5  

NON WORK RELATED (NWR) RETURN TO WORK GUIDELINES 
    Date of NWR 

Employee: ________________________________      Injury: _______________________ 
Role Average Hours: _____________________ 
 Diagnosis and/or Usual Shifts___________________ 

TO BE COMPLETED BY THE EMPLOYEE'S MEDICAL PRACTITIONER 

GENERAL/PHYSICAL RESTRICTIONS 

☐      Please tick where appropriate 

☐      Avoid manual handling greater than _____ kg 

☐      Avoid repetitive bending or twisting through the ____ 

          _________ 

☐      Avoid squatting crouching/kneeling 

☐      Avoid working above shoulder height with: 

          ☐ left / ☐ right / ☐ both arms 

☐      Avoid sustained sitting greater than _____ minutes per 

          hour 

☐      Avoid sustained standing greater than ____ minutes     

          per hour 

☐      Avoid use of ☐ left / ☐ right upper limb 

☐      Avoid forceful grasp with ☐ left / ☐ right / ☐ both    hands 

☐      ______ minutes postural breaks to be taken hourly 

☐      Able to negotiate: 

          Step/stairs - ☐ Yes  ☐ No  ☐ As tolerated 

          Uneven Ground - ☐ Yes  ☐ No  ☐ As tolerated 

Additional restrictions/comments: 

_________________________________________ 

_________________________________________ 

_________________________________________ 

_________________________________________ 

_________________________________________ 

_________________________________________ 

_________________________________________ 

_________________________________________ 

_________________________________________ 

Other RTW Barriers or Concerns: 

_________________________________________ 

_________________________________________ 

_________________________________________ 

_________________________________________ 

_________________________________________ 

_________________________________________ 

 

This employee can work: 

☐      __________ hours per day __________ days per week. 

☐      normal pre-injury hours. 

The above Return to Work Guidelines are anticipated for the period ___________ to ___________  

Expected prognosis __________________________________________________ 

Name __________________________ Signature _____________________ Date _______________   

☐      I would like to discuss details of the above employee's condition with a representative of the   

          Employer. I prefer to be contacted by telephone / email on ___________________________________________ 
          ____________________________ 

Please return completed form to the Chief Executive Officer at 

Life Choice Wide Bay Burnett email Darren.Rogers@lifechoiewbb.org

mailto:Darren.Rogers@lifechoiewbb.org
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Appendix 6 

POSITIVE ATTENDANCE MANAGEMENT PLAN 
PERFORMANCE IMPROVEMENT PLAN DETAILS 
 

EMPLOYEE NAME:  SUPERVISOR NAME:  

POSITION:  POSITION:  

DATE INITIATED:  DATE EFFECTIVE:  PLAN REVIEW:  
The Positive Attendance Management Plan is designed to clearly define performance or attendance factors that require improvement.  This is a tool to monitor and measure success of the strategy to improve 
the Employee’s attendance record.  This plan is developed in conjunction with the Employee and their Manager to ensure that both parties have input into the agreed actions and expectations. The Manager is 
responsible for clearly defining reasonable goals that are expressed constructively and specifically.  The Employee is responsible for asking clarifying questions and meeting established goals.  

EXPECTED RESULTS 

ISSUE  EXPECTATION 
(What does success look like) 

ACTION STEPS 
(Included resources needed, training etc.) 

PERSON 
RESPONSIBLE 

PROGRESS DATE COMPLETED 

     
  

  

 
 

     

 
 

     

 
 

     

 
 

     

Employee Signature  Date  

Supervisor Signature  Date  

HR Administrator 
Signature  

 Date   

☐ The Employee has achieved the required improvements described above. 

☐ The Employee hasn’t achieved the required improvement/s described above. 


