GUIDELINES - ACADEMIC LEAVE UNDER WORK CHOICES:

                        Annual (Recreation) Leave

                        Personal (Carer's and Sick) Leave

                        Compassionate (Bereavement) leave.

1. INTRODUCTION

The Work Choices legislation promulgated in March 2006 and the associated Regulations include entitlements for several types of leave which will increase benefits for academic staff.

Unfortunately they also require record-keeping which will increase administration.

 This document explains those entitlements and the administrative arrangements that are being introduced to comply with the legislation and Regulations.

2. ANNUAL (OR RECREATION ) LEAVE

New Provisions.

The legislation provides that:

· Annual leave will accrue so that academic staff will be eligible for 20 days of such leave for each year of service. 

· Annual leave is cumulative; what is not taken in any year is carried forward. 

· When a staff member has accumulated 8 weeks or more  of annual leave, the employer may direct the staff member to take up to one-quarter  of that accumulated leave. 

This means that academic staff will from now on be able to accumulate at least 6 weeks, and possibly 8 weeks, which they can take forward to their retirement or resignation and be paid out for those accumulated weeks at that time

Impact of new Provisions.

The requirements of the legislation mean that UQ practice had to change. We can no longer require staff to take leave in the year in which it accrues, and "deem" that they have taken it. Staff will be able to accumulate leave, at least up to six weeks, and this accumulated leave will be paid out when they resign or retire.

Record Keeping

The regulations require that the employer keeps detailed records of the amount of leave accrued by a staff member, the leave actually taken by the staff member and the accumulated balance of the leave.

This necessitated a significant change in our administrative procedures:

1. Academic staff will apply for annual leave, using the Employee Self-Service (ESS) facility in AURION, the University's HR and Payroll system. (This is the procedure which is used by general staff to apply for and record annual leave and which has been in place for some years.) 

2. The nominated supervisor of the academic (either Head of School or Director of Centre/Institute or the delegate) will have to approve the leave application using ESS. 

3. The AURION system will automatically accrue leave as time goes by and register the leave takings when approved and maintain a balance of the accumulated leave. 

4. To avoid the accumulation of excess annual leave which will be a financial liability for the University in future years, an "alerter" process will be put in place: 

i) Each year towards the end of September, the supervisor of any staff member whose accumulated leave will reach 40 days (eight weeks) by the end of December in that year, will receive an e-mail alerting him/her to the fact.

ii) The supervisor will discuss with the academic which of the following actions will be taken:      

The academic will identify the period in which he/she will take leave before the end of the calendar year and this will be approved and recorded in AURION;

The academic will decide not to take leave before the end of the calendar year and so the supervisor will direct the academic to take leave in the first month of the next year and the balances of annual leave in the system will be adjusted by the amount of leave (up to one-quarter of the accumulated balance) that will be directed to be taken.

It will continue to be firm UQ policy that recreation leave should be taken outside teaching weeks. Only in unusual circumstances should recreation leave be approved for academic staff in teaching periods.

3. PERSONAL LEAVE.

The Work Choices legislation includes, under the heading of "Personal Leave",  both Carer's leave and Sick leave.

Previous Provisions

Academic staff currently were entitled to 5 days of paid carer's leave each year . This did not accumulate. They were also entitled to 40 days of sick leave per year which also did not accumulate. Our previous policy also allows for academics to use 5 days of their sick leave for carer's leave purposes in any one year.

Thus academic staff had in total 45 days of leave per year under the umbrella of "Personal Leave" in Work Choices terms.

"Personal Leave" in the Legislation.

The legislation provides that the staff member must accrue 10 days of leave under the umbrella of "personal leave", each year, which may be taken  for either carer's or sick leave purposes and that this leave accumulates.

Carer's Leave.

The legislation provides that:

· a staff member can take up to a limit of 10 days carer's leave, under the umbrella of "personal leave" in any one year from their accumulated balance; 

· but in any one year, the limit on paid carer's leave that can be taken is 10 days, regardless of how much may have accumulated since the staff member last took carer's leave; 

· after the 10 days are taken a staff member can take 2 days of unpaid carer's leave in relation to an identifiable incident. 

Sick Leave

The legislation provides that:

· sick leave may be taken, under the umbrella of "personal leave", in such a way that the staff member can take up to their accumulated balance; 

· the legislated entitlement to paid sick leave is reduced by the amount of paid carer's leave that has been taken in the year. 

Impact of New provisions.

UQ's previous policies provided greater entitlements for staff than the legislated minimum. Thus we have retained the total entitlement of 45 days per year. 


To comply with the new, additional entitlement to accumulation, we have provided for up to 10 days of this leave to accumulate each year,  that may be used for either sick leave or carer's leave purposes. The amount of leave that will actually accumulate will be 10 days if there are no leave takings in the year in question or 10 days minus any actual takings recorded during the year.

 

We have also provided an entitlement to 35 days of sick leave each year that is non-cumulative.

Record Keeping

Similar to the provisions for annual leave, the regulations require employers to keep detail records of accruals of personal leave, actual takings and the remaining balances.

The following changes have been necessary in our administrative procedures:

1. All instances of carer's leave and sick leave will have to be applied for using the ESS facility in AURION. Applications for sick leave will at times be made after the absence, or if the absence is prolonged, during the absence; 

2. Each application will have to be approved by the supervisor in AURION; 

3. AURION will maintain a balance of the accumulated personal leave;
 

4. When an application is made for  sick leave, the system will debit the accumulated balance first; 

5. In the case of sick leave, if the absence exceeds the accumulated balance, the staff member will have to make an application in writing for the additional days to be debited against the annual entitlement to 35 days of non-cumulative sick leave. Once approved, this will be processed in AURION by the relevant HR Officer.
4. COMPASSIONATE LEAVE.

The legislation provides for 2 days of such leave for each relevant occasion when  sickness, injury or death of another person is the reason for the leave. 

Previously the University provided Bereavement Leave of 3 days per event, but only after the death. Special leave can be applied for to supplement the Bereavement.

New Practice

To accommodate the legislation, but retain our current levels of entitlement, we have renamed our previous policy on Bereavement Leave as Compassionate Leave, which permits the staff member to take up to 3 days of such leave before and/or after the death of a relevant person.

Staff will apply for such leave through ESS and the supervisor will approve the application in ESS.

5. IMPLEMENTATION

These changes  come into effect upon the certification of the Enterprise Agreement for Academic Staff, 2006. This  resulted from the negotiations to vary the 2005 agreement to make it compliant with the Work Choices legislation and the Higher Education Workplace Relations Requirements (HEWRRs).

The relevant policies in the HUPP have been amended to reflect these new arrangements and explanatory sessions are being conducted to ensure all academic staff are familiar with the new entitlements and requirements.

In relation to  leave which will henceforth accumulate, we implemented  the following transitional arrangements to move from our previous system to a system in which leave accrues across a year and then continues to accumulate if it is not taken:

5.1 For recreation leave:

1. At the date of certification of the new enterprise agreement, accrual of leave in the  HR/ Payroll system commenced, for existing staff. 

[Staff who join the University after the date of certification will immediately begin accruing annual leave, but the transitional arrangements in the succeeding paragraphs will not apply to them.]

2. At date of certification, we  assigned to the leave account for each existing academic staff member 20 days of recreation leave. This is required to ensure that staff, who wish to take all of their 20 days of leave for 2006 before the end of the calendar year, will be able to do so. 

3.  Academic staff will be expected to arrange with their supervisor appropriate takings of recreation leave in the remainder of 2006 and into 2007. They will apply for leave using the ESS facility in AURION. 

4.  The accrual of leave from certification plus the crediting of 20 days of leave will in effect provide an excessive  entitlement . That is, if a staff member took no leave in calendar 2006, he/she would have accumulated 20 days plus the number of days accrued in the system from the date of certification. 

5.  To counter the effect of this double process, the system will remove all leave accrued from certification until  31 December  at the end of the year, so that the highest balance in the system will be 20 days.        

6. Academic staff who have taken any of their 2006 leave in the period 1 January 2006 up to the certification date will be expected to notify their supervisor of this leave and register it in AURION so that it is deducted from the on-going balance. 

[In Schools where it has become a custom to take the recreation leave attributable to a particular calendar year in  the January/February of the succeeding year, staff will not be asked to debit any leave taken in January/February 2006 if they can demonstrate to their supervisor that it was such leave for 2005 carried forward into January/February 2006]

7. Any untaken leave, up to a limit of 20 days, will be carried forward into 2007. 
8. From 1 January 2007 recreation leave will continue to accrue in accordance with Work Choices, but there will be no "up front" crediting of 20 days of recreation leave on that date. 

9. In September 2007 we will begin the process of issuing "alerters" to supervisors so that they can arrange with staff the necessary leave takings so that the staff member does not exceed 40 days of accumulated leave. 

5.2  For "personal leave":

1. At the date of certification we credited ten (10) days to the accumulation account of each staff member, which can be used for carer's or sick leave purposes. 

2. Additionally 35 days of non-cumulative sick leave was credited to the member's sick leave account. 

3. Staff who have taken paid carer's leave between 1 January 2006 and certification will be expected to notify their supervisor of this fact so that the leave balance can be adjusted. 

Guidelines on the use of ESS for leave purposes by academic staff have been posted on the UQ website.
A process to facilitate periodic surveys of academic staff requiring them to identify annual leave taken in the relevant period will also be introduced. If staff indicate that they have taken leave but it is not recorded in AURION then the leave will be retrospectively entered  via ESS.

Any queries in relation to academic leave arrangements should be directed in the first instance to the local Human Resources Consultant.

