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St. George Project Services (SGPS) strives to provide a work environment that supports the taking of 

leave, not only for rest and relaxation, but also to promote work-life balance, to support family 

commitments and to accommodate extraordinary circumstances. 

All leave entitlements are in accordance with the National Employment Standards (NES).  Where this 

policy differs from the NES, the more beneficial term for the employee will apply. 

For all leave taken, the appropriate leave request must be submitted with any necessary documents 

provided. 

This policy is intended to be read in conjunction with your employment contract. 

1. ANNUAL LEAVE 
Full-time employees are entitled to 20 days annual leave for each year of service (part-time employees 

are entitled to pro-rata leave). Employees' entitlement to paid annual leave accrues progressively 

throughout the year. When employment ends, SGPS will pay employees for any unused annual leave 

they've accumulated during their employment. 

When applying for annual leave employees should consider: 

• annual leave should be taken at a time mutually convenient to SGPS and the employee 

• leave requests must be submitted and approved 2 months in advance of the commencement 

of annual leave wherever possible 

• the granting of leave will be dependent upon workloads and meeting the operational 

requirements of SGPS 

Employees may be directed to take annual leave where it is reasonable. This might include: 

• where the employee has accrued an excessive amount of paid annual leave 

• when SGPS reduces operations for a period such as Christmas or New Year 
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An annual leave balance is considered excessive if the employee has 8 weeks or more of annual leave 

accrued. Excess or other annual leave may be cashed out following a written agreement between 

SGPS and the employee. 

If SGPS and the employee cannot agree as to when an employee will take excess leave, SGPS can 

decide when the employee is to take the excess leave and will give the employee at least 14 days 

written notice of the start of the excess leave. 

2. PERSONAL / CARER’S LEAVE 
Full-time employees are entitled to 10 days personal/carer's leave for each completed year of service 

with SGPS (part-time employees are entitled to pro-rata leave).  An employee's entitlement to paid 

personal/carer's leave accrues progressively during a year of service according to the number of 

ordinary hours worked.  A payment for any accrued personal/carer's leave will not be made upon 

termination of employment. 

Personal leave may be used when: 

• an employee is ill, 

• an employee is injured, and 

• in an emergency. 

Carer’s leave may be taken to provide care or support to: 

• a member of the employee’s immediate family; or 

• a member of the employees household who requires care or support due to illness, injury, or 

emergency. 

The following points should be considered when an employee intends to claim personal / carer’s leave: 

• the employee’s supervisor should be contacted prior to the start of their next shift, or as soon 

as practical to advise of their absence, 

• information required for handovers must be conveyed to the supervisor and relevant team 

members, 

• if the employee wishes to work from home during personal / carer’s leave, this should be 

discussed with the employee’s supervisor prior to carrying out the work at home, 

• SGPS may request a medical certificate if the employee is absent for two or more consecutive 

days 

 

2.1. Unpaid carer’s leave 
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All employees, including a casual employee, are entitled to two days unpaid carer's leave for each 

occasion when a member of the employee's immediate family or household requires care or support 

because of a personal illness, injury, or an emergency. 

An employee may take unpaid carer's leave on each occasion as a single continuous period of up to 

two days, or any separate periods upon agreement with your Supervisor.  An employee can only take 

unpaid carer's leave during a particular period if the employee does not have any paid sick/carer’s 

leave left (this does not apply to casuals who have no entitlement to paid personal/carer's leave). 

It is still expected that employees give the required notice for unpaid carer’s leave and will also be 

subject to providing documented evidence as required. Employees do not accrue leave entitlements 

for days which unpaid carer’s leave is taken. 

3. LEAVE WITHOUT PAY 
Authorisation for periods of Leave Without Pay (LWOP) will apply to each specific request only. 

Employees are not automatically entitled to take LWOP.  

Periods of LWOP may only be taken where the employee has exhausted other leave entitlements 

relating to the reason for leave. E.g., Samantha would like to take 3 months LWOP, however she has 

accrual of 6 weeks AL. Samantha can use her 6 weeks of available leave, and the remaining 6 weeks 

can be taken as LWOP subject to approval. 

LWOP may not be granted where the absence will unduly inconvenience the work area, or where 

adequate relief is not available. 

Employees who are granted and take LWOP will not accrue entitlements that would accrue if they 

were working, such as entitlements to annual leave and paid personal/carer’s leave and it does not 

count as service for the calculation of leave entitlements. 

All employees who are granted LWOP are expected to resume duties on the first working day after 

the expiration of the leave period. If an employee does not intend to resume duties on that day or at 

all, they should notify their supervisor in writing at least five working days before the expiration date.  

Failure to make appropriate arrangements with their supervisor before the expiration date of the 

leave may result in an employee’s employment ending due to abandonment. 

If leave is approved, employees may be required to comply with certain work-related requirements 

during that period of leave, for example, attendance at work-related training courses and not 

accepting other employment during the period, unless agreed between both employer and employee 

in writing. Where an employee fails to comply with these requirements approval for leave may be 
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withdrawn and the employee required to return to work. Failure to return to work as required may 

result in termination due to abandonment. 

SGPS retains the right to request medical or other certification to substantiate the employee’s request 

before approval of LWOP. 

4. COMPASSIONATE LEAVE 
Full-time and part-time employees are entitled to two days paid compassionate leave in the 

unfortunate circumstance of a life-threatening illness or injury, or death of an immediate family 

member or a member of the employee's household. Casual employees receive unpaid compassionate 

leave. 

An employee does not accumulate compassionate leave and it doesn't come out of their sick and 

carer's leave (or annual leave) balance. It can be taken any time an employee needs it. 

SGPS may require the employee to supply evidence of the illness, injury, or death where reasonable.  

For all other acquaintances, staff members will be expected to take annual leave, unpaid leave or to 

decide with their supervisor to make up the time. 

5. LONG SERVICE LEAVE 
Long service leave is a period of paid leave granted to an employee in recognition of a long period of 

service to an employer. Long service leave will be paid in accordance with the applicable legislation at 

the time. An employee’s entitlement to long service leave comes from applicable state or territory 

laws. To find out about your current entitlements please visit the Fair Work Ombudsman website at 

https://www.fairwork.gov.au/leave/long-service-leave. 

6. MATERNITY AND PARENTAL LEAVE 
Employees are entitled to parental leave (1) if they have or will have responsibility for the care of a 

child, and (2) if they have been working for SGPS on a regular an systematic basis for at least 12 months 

before the date or expected date of birth, before the date of adoption, or when the leave starts. 

Annual Leave, Personal/Carer’s Leave, and Long Service Leave do not accumulate during unpaid 

parental leave, but such leave does not break the continuity of service. 

SGPS understands that every pregnancy and birth is different and will strive to support parents in line 

with NES, and on an individualised basis. 

7. PUBLIC HOLIDAYS 
All employees have a right to be away from work on a public holiday. Employees (except casual 

employees) will receive their base rate of pay for ordinary hours which would have been worked on 

the day the public holiday falls. 

https://www.fairwork.gov.au/leave/long-service-leave
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Employees who work on the public holiday will be paid their base rate of pay for hours worked on the 

public holiday, plus their base rate of pay for ordinary hours which could have been claimed had they 

not worked on the public holiday. 

An employee doesn't get paid for a public holiday if they don't normally work on the day that the 

public holiday falls. 

If a public holiday falls when an employee is on leave, their entitlement to the public holiday depends 

on whether they are taking paid leave or unpaid leave. An employee isn’t paid for any public holiday 

that falls during a time when the employee is on unpaid leave. 

An employee is entitled to public holidays depending on where they are based for work, not where 

they are working on the day of the public holiday. 

An employee, while employed by the same employer, is only entitled to be paid for a show holiday 

once in each calendar year.  


