
[bookmark: _GoBack]PARENTAL LEAVE REQUEST

Prior to finalising this request it is recommended that you contact HR Advisory on Ext 4222 or
hr@acu.edu.au to discuss your parental leave arrangements.

STAFF DETAILS
	FAMILY NAME

	GIVEN NAME
	STAFF ID

	ORGANISATIONAL UNIT (DEPT / UNIT)

	CAMPUS / LOCATION
	ACADEMIC / PROFESSIONAL
(PLEASE CIRCLE)


TYPE OF PARENTAL LEAVE – PLEASE √  
	Leave associated with the birth of an infant or the adoption of a pre-school age child 
	

	Leave for partners
	

	Foster Parent Leave
	

	Child Rearing Leave 
	

	Unpaid Parental Leave
	


DATES OF LEAVE
	
From:_______________________________________________________________________To:___________________________________________


ENTITLEMENT – PLEASE √ 
Leave associated with the birth of an infant or the adoption of a pre-school age child
[image: ACU logo draft 20100211.jpg]

	Length of Continuous Service
	Paid/Unpaid Leave Entitlement and Payment Mode
	

	Less than 52 weeks
	1 week for each completed calendar month of continuous service paid at the staff members ordinary salary rate or equivalent at half pay fortnightly
	

	52 weeks but less than 104 weeks
	12 weeks paid in advance, or fortnightly, or equivalent at half pay fortnightly for 24 weeks
	

	104 or more weeks
	Normally 12 weeks of the staff member’s ordinary salary rate and
40 weeks at 0.6 of the staff member’s ordinary salary rate paid fortnightly
	

	
	
	



Leave for Partners
	Paid/Unpaid Leave Entitlement and Payment Mode
	

	15 consecutive days of paid leave during the first 12 weeks following the birth or adoption
	

	In addition to the 15 consecutive days paid leave, an additional 5 weeks of unpaid leave may be requested 
	

	10 days leave without pay to access Dad and Partner Pay
	


Foster Parent Leave
	Paid Leave Entitlement and Payment Mode
	

	Up to 6 weeks on half pay paid fortnightly from the date that the child comes under her or his care if the child is younger than 5 years of age
	

	3 weeks of leave on half pay paid fortnightly from the date that the child comes under her or his care if the child is over 5 years and under 16 years of age
	


Child Rearing Leave
	Availability
	Paid Leave Entitlement and Payment Mode
	

	To staff members following immediately on from any other form of Parental Leave
	Unpaid leave – Available immediately after a period of paid and/or unpaid parental leave and is renewable annually for no more than 52 weeks at any one time, and does not extend beyond the time a child reaches pre-school age
	


Unpaid Parental Leave
	Length of Continuous Service
	Unpaid Leave Entitlement
	

	Employed on a regular and systematic basis for a sequence of periods over at least 12 months 
	Sessional academic staff members are eligible for up to fifty-two (52) weeks unpaid parental leave
	

	Nil
	Unpaid Parental Leave
	



TYPE OF PAYMENT - PLEASE √

Leave associated with the birth of an infant or the adoption of a pre-school age child
	Less than 52 weeks or 52 weeks but less than 104 weeks of continuous service

	A lump sum in advance for up to 12 weeks or part thereof
	

	Fortnightly over the 12 week period of approved leave or part thereof
	

	The 12 week period or part thereof entitlement to be paid at half pay for up to 24 weeks or part thereof
	

	104 or more weeks  of continuous service

	Paid fortnightly as ordinary salary for 12 weeks and at 0.6 of the ordinary salary rate for the remaining 40 weeks paid
	

	Paid in advance the ordinary salary equivalent to 12 weeks and at 0.6 of the ordinary salary rate for the remaining 40 weeks paid fortnightly
	

	Paid by equal fortnightly payments in total equivalent to the value of 12 weeks at your ordinary salary rate plus the value of 40 weeks at 0.6 of the staff member’s ordinary salary rate
	


  Leave for Partners
	15 days paid leave at the staff member’s ordinary  pay 
	

	15 days paid leave at the staff member’s ordinary salary rate or equivalent at half pay fortnightly
	



ADDITIONAL ASSOCIATED LEAVE THAT MAY BE INCORPORATED
*please apply through Staff Connect
	E.g. Annual Leave, Long Service Leave, Time-off in-lieu or Accumulated flexi time credits





	EMPLOYEE SIGNATURE
AGREED BY:                                                                                                                                                                                                Date:      /      /



*Information about delegated officer for leave approvals is available in the University Delegations.
	*NOMINATED SUPERVISOR APPROVAL
AGREED BY:                                                                                                                                                                                               Date:      /      /



Once approved please forward the completed form, medical certificate and signed Parental Leave Agreement to HR Advisory, North Sydney at hr@acu.edu.au. 

	HR ADVISOR SIGN OFF (Leave requested is in accordance with entitlements)
HR Advisor Signature:                                                                                                                                                                                 Date:      /      /

	PARENTAL LEAVE HR CHECKLIST PLEASE √

	A medical certificate with the estimated date of confinement is attached
	

	A completed Parental Leave Request Form is attached as per policy
	

	A completed Parental Leave Agreement (,staff member has elected to take 52 weeks paid parental leave)
	

	Letter sent to staff member confirming the proposed leave period and types of leave to be used
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