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Parental absence

Parental absence is a collective term which comprises one or more of the following forms of leave:

· maternity leave

· adoption leave

· partner/paternity leave

· family leave (for the teacher class and principal class) or parental leave (for Education Support Class employees), which is without pay (the portion of a parental absence not covered by paid leave)

· annual leave (Education Support Class employees)

· long service leave.

For policy information regarding parental absence refer to the relevant topic on HRWeb.  

The procedures below are applicable to a number of different types of paid leave (including pre-natal leave) and the unpaid portion of a parental absence.
For further information about processing leave applications, refer to the Absences EduPay User Guide, which is available on HRWeb at: http://www.education.vic.gov.au/hrweb/resources/eduPay_UGuides.htm
For all parental absence leave requests, the employee must be advised in writing that the leave has been approved.  Any documentation provided by the employee should be placed on the employee’s personnel file.

Applying for paid leave (includes pre-natal, maternity, partner and adoption leave)

Step 1
An application for leave must be made specifying the type of leave and the dates of leave, giving as much notice as possible, and accompanied by the required supporting documentation.

Step 2
Determine/confirm the employee’s eligibility for the leave requested by checking their leave and service details on the payroll.  If the employee is not entitled to paid maternity leave, the employee must take unpaid leave for the required absence period (see below).

Step 3
Determine the leave dates and record the leave.  Paid maternity leave is entered using Code 541 Maternity leave.

Note:
Where the employee is also applying for unpaid parental/family leave, the applications should be processed at the same time (refer to Parental leave topic on HRWeb).

Step 4
Where required, for example, the birth of the child occurs earlier than six weeks prior to the expected birth date or the employee is given permission to attend for duty during the required absence period, amend the leave dates on the payroll.

Applying for unpaid portion of parental absence

Step 1
An application for leave must be made specifying the leave commencement date and supported by a form of the required supporting documentation.

Step 2
As principal and teacher class employees have an entitlement to a total of seven (7) years of parental absence, check the employee’s leave/service information on the payroll to identify whether a previous period(s) of parental absence has been taken (periods of paid maternity, partner and adoption leave are included in the seven-year period).

Where this is the case, determine the remaining entitlement to leave and approve and process on the payroll accordingly.  Where no previous period(s) of parental absence has been taken, the entitlement to leave is 7 years.  As such parental leave absences are normally advertised on Recruitment Online for a period of 7 years; the parental absence should be approved and processed on the payroll for the corresponding period.
Note: An education support class employee is entitled to a maximum of 52 weeks parental absence for a child, inclusive of any paid leave taken in conjunction with the birth of the child.

Step 3
For all employees, record the leave on the payroll, using 616 Family Leave-teaching service for the unpaid portion of a parental absence.

Step 4
In addition to providing advice of the dates of the leave, advise the employee that he/she should contact the following to make appropriate arrangements whilst on leave:

· Emergency Services and State Super (ESSS) if he/she is a member of the New or Revised superannuation funds;

· the salary packaging administrator (SmartSalary) if they have salary/remuneration packaging arrangements in place;

· any other organisations which are currently in receipt of payroll deductions.

Early termination of pregnancy

Where the employee already has leave recorded on the payroll system, an amendment to their leave records will be required.  

Where both parents are employees of the Department

Where both parents are employees and apply for leave, the leave dates must be contiguous (i.e. the periods of leave must directly follow each other).

Step 1
An application to resume from leave as a result of an employee’s partner wishing to take leave must be in writing, including the following information:

· reason for resumption

· partner’s name and current work location

· proposed date for resumption

· supporting documentation as required.

Step 2
An application from an employee to commence a form of parental absence where their partner is already on a form of parental absence, is subject to their partner resuming duty (for information on resumption from leave refer below).

Where an employee’s partner is located at another workplace, contact their principal to confirm their resumption.

Step 3
Update the payroll as required.

Applications for annual leave/long service leave (LSL) while on unpaid parental absence.

Step 1
An application for LSL or annual leave (Education Support Class employees only) while on unpaid leave must be in writing specifying the period of leave requested.
Where the employee intends to resume duty at the conclusion of the leave, this must be requested in accordance with Department policy. (Refer to the long service leave topic on HRWeb).

Step 2
Determine that leave credits exist for the person and record the leave.
Return to duty 

Teacher and principal class-resumption of duty following parental absence

Step 1
Notification to resume from parental absence must be made in writing.

Step 2
Amend the original period of leave by updating the recorded return date.  

Step 3
Confirm with the employee that their tax, direct credit, deductions and address details are correct on the payroll and amend where necessary.
Teacher and principal class-temporary resumption from parental absence

The steps outlined below are to be followed where the principal has identified and approved the need for the school to temporarily resume a teacher from parental absence to fill a short-term vacancy (in accordance with the Department’s school recruitment policy). 

If the employee is to temporarily transfer from another school, the normal processes on Recruitment Online must be followed by the school with the vacancy, with respect to creating a short term non-advertised vacancy and attaching the teacher to that vacancy.  For details on Recruitment Online processes, refer to http://www.education.vic.gov.au/hrweb/careers/vacs/advacsSCH.htm
Step 1
Where approved to resume, adjust the end date of the recorded leave details on the payroll, to the day before the temporary resumption commences.  Enter a new parental absence period following the temporary resumption. The return date to parental absence is the day after the temporary resumption finishes.  Where the period of the temporary resumption is less than one term, the return date will need to take into account the annual leave to which the employee is entitled.


Step 2
Confirm with the employee that their tax, direct credit, deductions and address details are correct on the payroll and, amend where necessary.
Temporary Resumption from parental absence with a time fraction change

Where a teacher is authorised to temporarily resume at a time fraction less than their current substantive time fraction, no reduction in their time fraction (change to the work schedule) on the payroll is made unless the employee requests, in writing, a permanent reduction to their time fraction (refer to the Time Fraction changes webpage on HRWeb). 

The following applies where an employee temporarily resumes from parental absence to a position that is at a lower time fraction than their substantive time fraction and does not agree to a permanent reduction in time fraction:
Step 1
Resume employee at their substantive time fraction by adjusting the end date of the 616 Parental Unpaid record to the day before the temporary resumption commences.

Step 2
Do not adjust the work schedule or standard hours of the employee (for full-time employees, an adjustment to daily hours or days worked may be required for part-time employees)

Step 3
After determining the days the employee will work, enter 616 Parental Unpaid for the remainder of their substantive working hours – this may result in multiple weekly entries until the employee ends the temporary resumption (including any school vacation periods) – see example below
Step 4
At the end of the temporary resumption, insert continuous 616 Parental Unpaid

Where the teacher agrees (in writing) to permanently reduce their time fraction then:

Step 1
Resume employee at their substantive time fraction by adjusting the end date of the 616 Parental Unpaid record to the day before the temporary resumption commences.

Step 2
Ascertain the new permanent working hours and create the appropriate work schedule for the employee.

Step 3
Enter further 616 Parental Unpaid from the end of the Temporary Resumption with no further change to standard hours for the employee to the original end date

Step 4
Ensure a note regarding agreement/actions taken is recorded in General Comments with a copy of the employee’s request or agreement on the employee’s personnel file.

Where a teacher temporarily resumes at a higher time fraction than their substantive time fraction, a temporary increase in weekly hours is completed on the payroll.

Step 1
Resume employee at their substantive time fraction by adjusting the end date of the 616 Parental Unpaid record to the day before the temporary resumption commences.

Step 2
Insert a new work schedule from the resumption date to reflect the new work pattern (or full-time if applicable)

Step 3
At the end of the temporary resumption insert a further work schedule reverting the employee to their original substantive hours and work pattern

Step 4
Insert 616 Parental Unpaid from the end of the temporary resumption.

Resumption at lower time fraction to substantive example:

Full-time employee (38 hours) has agreed to temporarily resume from 616 Parental Unpaid for six weeks.  Temporary resumption is at 22.8 hours per week (0.6) and employee has not agreed to a permanent reduction in substantive hours.  Employee will work 7.6 hours each day on Monday, Tuesday and Wednesday during this temporary resumption.  There is no change of school*.

1.  Resume employee on eduPay by modifying the current end date on the 616 Parental Unpaid leave entry to the day before the resumption is to commence.

2. There is no change to the employee’s standard weekly hours therefore no change to work schedule.
3. Enter 616 Parental Unpaid each week for the Thursday and Friday that employee is on parental absence.  A separate entry is required for every week of the temporary resumption
4. Enter continuous 616 parental absence from the end of the temporary resumption
* Where a change of school applies, it is important that the base school Principal has agreed to the temporary resumption (irrespective of any time fraction change).  The Base school will need to create a non-advertised vacancy to return employee to their school from the end of the temporary resumption.

For further assistance with temporary resumptions without a permanent time fraction reduction, please contact Schools HR Services.
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