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	Approved by: Manager, Employment Services
Date Approved:  May 2007
	Next Review:  May 2008

	
	Administered by: 
People Management and Development
	Version:   1.0    


	Purpose
	To provide staff covered by the Charles Darwin University Union Collective Agreement 2006-2007 and the Act with their entitlements to compassionate leave. 

	Attributes
	For spending time with a person who is a member of your family or household who has a personal illness or injury that poses a serious threat to his/her life or after the death of a member of your family or household.
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Key processes and responsibilities
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	General Information

	Definition of Family Member
	A spouse means a former spouse, a defacto spouse and a former defacto spouse.

A defacto spouse means a person who lives with the staff member as the husband or wife on a bona fide domestic basis although not legally married.  
A child or an adult child means an adopted child, a step-child or an ex-nuptial child.

Other members of the family include a parent, grandparent, grandchild or sibling of the staff member or his or her spouse.  


	Entitlement
	Up to three [3] working days paid leave per occasion.  Leave in excess of entitlement may be applied for as unpaid leave.  Other forms of leave may be accessed including recreation leave and leave without pay.  Casual employees may access unpaid leave.

	Evidence
	Medical certificate or statutory declaration must be provided.  

	Accrual
	Compassionate leave does not accrue from previous years.

	Applications
	Applications for compassionate leave must be made on the “Application for Leave” form and submitted to the relevant supervisor for approval prior to being forwarded to People Management and Development (PMD) for processing.


	Process

	Step 
	Action
	Responsibility 

	Application 
	Submit to supervisor with appropriate evidence 
	Staff member 

	Approval 
	Approves leave within 4 working days
	Supervisor 

	Application
	Processed
	PMD


	Version
	Date 
	Officer
	Amendments 

	1.0
	Aug 2006
	Manager Employment Services
	In accordance with the CDU Union Collective Agreement 2006.  Formerly known as bereavement leave. 
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