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	Parental Leave Process 
No: PMDP 11.07

	

	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 with details on their entitlement under the Charles Darwin University Union Collective Agreement 2006-2007. 

	Attributes
	Parental leave includes Maternity, Paternity, Foster Parent Leave, and Adoption Leave.  
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Key processes and responsibilities
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	General Information

	Common Provisions


	The University provides parental leave as a basic necessity to staff so that they can reconcile their work and family responsibilities.  
Periods of other leave taken in conjunction with maternity leave will be regarded as parental leave, however:

· sick leave is not available during parental leave; and 

· recreation and long service leave (LSL) may be used in conjunction with unpaid parental leave.

No other paid work outside the University may be undertaken during parental leave.  

Periods of approved parental leave will not break continuity of service.

Periods of unpaid parental leave do not count as service for leave purposes, incremental progression or superannuation.

Prior to taking parental leave you must provide to your supervisor:
· no less than four (4) weeks notice of the date of commencement of leave and the duration;
· no less than four (4) weeks notice of any variation of leave arrangements, except by agreement with the University; 
· no less than four (4) weeks notice of your intention to return to work prior to the end of your leave; and 
· early return from leave is subject to approval by the University.
When returning from leave staff members are entitled to be placed in a position similar to that held prior to the commencement of leave and at the same classification and salary level.

The staff member may return to work either full-time or part-time, subject to the operational requirements of their workplace and agreement with the University.

If a staff member returns to work on a part-time basis their salary and other entitlements will be adjusted accordingly.


	Maternity Leave – paid

	Eligibility 
	Entitlement 

	Twelve months [12] months continuous service preceding the birth of the child
	Fourteen [14] weeks full pay which may be taken as half pay or a combination of half pay and full pay.  

	Eleven [11] months
	Twelve [12] weeks full pay which may be taken as half pay or a combination of half pay and full pay.  

	Ten [10] months
	Ten [10] weeks full pay which may be taken as half pay or a combination of half pay and full pay.  

	Not ten [10] months 
	No entitlement to paid leave.  


	Maternity Leave – unpaid

	Eligibility 
	Entitlement 

	Twelve [12] months continuous service.
	Up to twelve [12] months less the period of paid leave beginning twenty [20] weeks before the anticipated birth of the child to fifty two [52] weeks after the date of birth. 

	Between ten [10] and twelve [12] months continuous service.
	Up to six [6] months less the period of paid leave beginning twenty [20] weeks before the anticipated birth of the child to twenty six [26] weeks after the date of birth.  
A staff member on maternity leave may not return to work before the expiration of six [6] weeks following the birth of the child.  


	Conditions

	Process step
	Summary of process
	Responsibility

	Leave application 
	Contact PMD with a view to discussing leave entitlements and the manner in which the leave is to be taken.  
	Applicant 

	Medical evidence 
	Medical evidence must be provided certifying the expected date of birth not less than ten (10) weeks before.  Upon receipt of the medical evidence an additional five (5) days personal leave may be used for medical check-ups or illness directly related to the pregnancy.
	Applicant 

	Paid leave
	May be commenced no less than six (6) weeks before the expected date of birth.  If you wish to continue to working during this period you must provide medical evidence stating that there are no medical obstacles to your continuing work.  
	Applicant 

	Recreation leave 
	Unavailable during paid maternity leave.
	

	Fixed-term appointments 
	The University is not required to extend a fixed-term appointment solely by reason of a period of maternity leave. 
	PMD

	Probation 
	Where maternity leave is taken during a period of probation, the probation will be suspended until you return to work.
	PMD

	Readjustment leave
	Paid leave of no more than the equivalent of two days per week is available following full-time return to work up to the child’s first birthday.  Such leave can be used to assist in maintaining or re-establishing career aspirations, facilitating care arrangements and/or breastfeeding purposes.
	Applicant / supervisor 

	Study plan
	Access to readjustment leave depends upon the development of a detailed study plan focusing on re-establishing yourself within the University.
	Applicant / supervisor 

	Child care
	Non availability of full time care must be provided in writing and accompanied by a statutory declaration.
	Applicant 

	Breast feeding
	Arrangements to be agreed.  The University to provide adequate facilities.
	Applicant / supervisor 


	Return to work

	Process step
	Summary of process
	Responsibility

	Return to work
	Medical evidence to be provided if required to undertake alternative safe employment.
	Applicant 

	Non availability of alternative employment 
	Where alternative employment is not available staff may be required to take further parental leave for such period as is certified necessary by your doctor.
	Doctor /

supervisor 

	Pregnancy Termination
	Where the pregnancy terminates after twenty-eight (28) weeks other than by the birth of a living child, staff are entitled to one-half of the standard maternity leave benefits. Staff may also elect to take unpaid special maternity leave of such periods as their doctor certifies necessary.  
	Applicant/doctor


	Paternity Leave

	Eligibility 
	Entitlement 

	Twelve [12] months or more continuous paid service
	Fifty-two (52) weeks paternity leave of which ten (10) days may be taken as personal carer's leave on full pay and the balance as LWOP.  

	Less that twelve [12] months
	Twenty-six [26] weeks paternity leave of which ten (10) days may be taken as personal carer's leave on full pay and the balance as LWOP.


	Aggregate 
	Where a partner is also a member of staff of the University, the aggregate periods of maternity and paternity leave cannot exceed fifty-two [52] or twenty-six [26] weeks respectively.

	Carer’s leave 
	Paid personal carer’s leave may be taken in separate periods of not less than one day at a time.

	Cut off 
	Paternity leave cannot be extended beyond the child's first birthday.

	Parents as staff 
	Both partners, where employed by the University, will not take unpaid parental leave at the same time.

	Evidence 
	An application for paternity leave must be accompanied by:

· satisfactory medical evidence or a Statutory Declaration;

· the expected date of birth or the actual date of birth; and

· details of leave approved for the partner where the partner is also you  of the University.


	Adoption Leave

	Eligibility 
	Entitlement 

	Continuous paid service preceding the date of taking custody of the child of twelve [12] months 
	Fifty-two (52) weeks leave of which three (3) weeks will be adoption leave on full pay, the remainder being leave without pay.

	Less than twelve [12] months
	No entitlement.

	Timing
	The three (3) weeks paid leave will be taken at the time of the placement of the child.

	Parents as staff 
	Where both prospective parents are staff members of the University, only one will be entitled to the period of paid leave.

	Age limits 
	Adoption leave only applies to children under five [5] years of age.

	No entitlement 
	Adoption leave does not apply where you adopt, take custody of a child who has previously lived with you for more than six [6] months.


	Foster Parent Leave

	Eligibility 
	Entitlement 

	Twelve (12) months continuous paid service preceding the date of taking custody of the child or a minimum of thirty six (36) months continuous paid service since last taking leave under this clause.
	Three (3) weeks leave on full pay

	Timing
	To be taken at the time of placement of the child.


	Parents as staff 
	Where both prospective parents are staff members of the University, only one will be entitled to the period of paid leave.


	Age limits 
	Leave only applies to children under five [5] years of age.

	No entitlement 
	Leave does not apply where staff have previously had custody of the child.  


	Version
	Date 
	Officer
	Amendments 

	1.0
	Aug 2006
	Manager Employment Services
	In accordance with the CDU Union Collective Agreement 
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