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	Administered by: 
People Management and Development
	Version:   1.0    


	Purpose
	To provide details on Annual Recreation Leave entitlements under the Charles Darwin University Union Collective Agreement 2006-2007.  

	Attributes
	Recreation Leave enables you to take time away from work.  It is expected that staff will normally take their full Recreation Leave entitlement by the end of the year following the year in which it is accrued.
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Key processes and responsibilities
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	General Information

	Entitlement
	Recreation leave entitlements are set out in the CDU Union Collective Agreement 2006.  Staff covered by Senior Employee Contracts or Australian Workplace Agreements are not covered by this guide.

	Leave Loading
	Paid once a year in December.

	Timing of Leave


	It is the responsibility of both the staff member and manager to ensure that recreational leave planning is carried out so that the staff member is able to take leave in a manner that does not compromise University core business.

All employees are expected to submit a leave plan by February each year to the Head of School/Director indicating their proposed plan for taking recreation leave.  Subject to the operational requirements of the work unit, staff will normally acquit their recreation leave by February of the following year.  
A request for recreation leave may be refused having regard to the operational needs of the University.  Staff are expected to provide at least four (4) weeks notice of the date from which recreational leave is sought.  

In exceptional circumstances, recreation leave may be cancelled without reasonable notice or staff may be recalled to work from leave.  If this occurs, staff will be reimbursed for actual reasonable travel costs and incidental expenses not otherwise recoverable under any insurance or from any other source.  

If a staff member has 40 days or more recreation leave accrued at the end of February in any one year, the University may direct the staff member to take 25 percent of the accrued recreation leave.  If such a direction is given, the staff member may negotiate a greater period of leave and take more than the minimum requirement of 25 percent of the accrued recreation leave.  

Academic members of staff may request to take recreation leave in advance of their accrual.

	Sell Leave 
	Staff may forgo an entitlement to take an amount of Annual Recreation Leave and take payment in lieu of that amount of leave if:

a. staff member provides the University with a written election to forgo the amount of annual leave; 

b. the University authorises a staff member to forgo the amount of annual leave, and

c. staff member takes an amount of annual leave equivalent to the annual leave forgone (for example, the staff member forgo 10 days annual leave and take payment in lieu of annual leave staff must take an additional 10 days off as annual leave).

If, under this clause, staff forgo an entitlement to take an amount of annual leave, the University will deduct that amount from the amount of accrued annual leave credited to you.  
Notwithstanding the provisions of this clause, staff may not take more than 10 days payment in lieu of Annual Recreation Leave in any one annual leave accrual year.  

	Buy Leave
	Ongoing employees may purchase up to an additional four (4) weeks recreation leave per year (subject to operational requirements).  Annual salary will be reduced to 92.3077% and paid fortnightly.  Purchased leave cannot be taken at half pay.  
A staff member may buy annual leave but must submit a full year leave plan in advance encompassing the whole 10 weeks leave.
Where an employee buys leave and goes on extended leave or ceases employment with the University before having paid the full amount, the remainder will be deducted from their final pay.

	Review
	A review of accumulation of recreation leave credits with a view to establishing the extent of carry over leave and leave taken will be undertaken during the period of the CDU Union Collective Agreement.  Excessive levels of accumulated recreation leave may lead to the University reviewing its guidelines and processes regarding the timing and taking of recreation leave.  


	Process

	Step
	Action
	Responsibility 

	Leave plan
	Agreed by supervisor in February each year 
	Staff member 

	Leave request Staff on-line 
	Approved in accordance plan 
	Supervisor 

	Data entry
	Entered into HRIS
	PMD

	Sick while on leave
	Notify supervisor and provides medical certificate 
	Staff member

	Re-credit
	Leave re-credited
	PMD


	Version
	Date 
	Officer
	Amendments 

	1.0
	Aug 2006
	Manager, Employment Services
	Original as agreed during negotiations on CDU Union Collective Agreement 2006.  
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<Function>


          Annual Recreation Leave                                                   Key processes and responsibilities



Approves Annual Recreation Leave via Staff Online



Does not approve Annual Recreation Leave 


Submits alternative Application for Annual Recreation Leave via Staff Online


People Management and Development


Supervisor


Staff Member


Enters into HRIS system


Enters into HRIS system


Approves change from ARL to Sick Leave


Document


Becomes ill while on Annual Leave – submit application to change leave to Sick Leave on paper with Medical Certificate attached


KEY


Submits Application for Annual Recreation Leave via Staff Online


Process


Decision



