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DOCFRMO006 — Leave Procedure

Contents

Ta1 oo [ o 1o o DU PP PP PPPOPPPPP
Y = 0= 0 0 T=T N Ao YU o YRR
(00T 0010 T=Y Tol=T o g =Y Ao ik o a VTN o] ot PSSR
[} =] o) U U PP PP PP UP PP UPUPPPPP
REIEVANT DEFINITIONS ..eietiiiiieeiee ettt ettt ettt e s a b e e s bt e e sh bt e sabee e sabeesabeeeabbeesabaessbeesabeesabaeenabeesabeeenbaeasabaesnseeenns
ool =T o 1] o O O PO O O ST T TP PTOTOUPRRPPURROPPRINt
ANNUAI LEAVE ..ttt ettt ettt ste e sttt e st e st e e sa e e s bt e e aeeesateesaseeesabeeeasaeeaaseesabeeessseeaaseeesseesaseeensseeaabaessbeesabeeenteeeanseeeseeenanes
(01T =T 4 g Lo Yo=Y I LT PP PP PPSPR
COMMUNITY SEIVICE LEAVE ...eeiiiiiiieiiiteeee ettt ettt et e e e s ettt et e e e e e s et bttt e e e eeesaaas bbb e eeeeeeesaanbabaeaeeeeesannsbbaaeeeessasnnnraaaeeas
(0eTa Yo T3 Lo o =Y (<IN (=T V7SS
I A Y o Lo LU = 1 PPN
LONE SEIVICE [EAVE ..eteieeieeiiee ettt esiee ettt ste e ettt e st e sttt e sateesateeesateesabe e e seeesabeesasteesasaeeaseeeaaseesaseeesabaeenseeeanbaesnseeesaseesnsaessaseesnsenenns
YT o = | I LT LTSRN
ParENtal/adOPION IRAVE.......ei ittt ettt ettt e e e et e e e te e e te e e e tae e e taeeateeeeteeeetaeeebeeeateeeateeeataeeabeeeteeeeareeeateeens
0o A=Y =T D 1A o i PPN
SUPPOITING DOCUMEBNTATION ..eeiiiiiiiiiitee ettt e e e e sttt et e e e e e s abb e bt e eeeesasauas b et aeeeeesasaassbaaaeeeessasnssbaaeeeeesssansnraaeeeeennnn
2Ty o o] 01 o111 4 =SSR PRR
LV L1 A0 o T PP UPPT U PPPPPPPPPPTOR

Policy version and revision iNfOrMAtioN .........cc.uiii i e et e e e et e e e e e tte e e e s asaeeeesseeeeessaeeeessaeeeeansananan

FORM NUMBER: DOCFRMO006 VERSION: 2 LAST AMENDMENT: 18/05/2018 OWNER: HR

PO Box 420, NHULUNBUY NT 0881, Australia | www.ybe.com.au | telephone +61 8 8987 0900 | fax +61 8 8987 0999



YBE(2ZIWPT YLD

Introduction

The purpose of this procedure is to provide a mechanism by which employees can apply for and be granted
leave.

It outlines the principals and procedures that are to be followed when any form relating to annual,
personal/carers (paid and unpaid), compassionate, ceremonial, parental/adoption, community service, leave
without pay, Rostered days off and long service leave.

Statement of Authority
The provisions in this Policy have due reference to:

Current Employment Agreement and therefore must read with consideration of the relevant processes outlined
in the agreement.

Commencement of the Policy
This Policy will commence from 16 May 2018. It replaces all other policies of YBE relating to YBE Administration
Uniform Policy.

Intent

The procedure outlined below is intended to guide all personnel in the process of apply for leave at YBE.

Relevant Definitions

e Express leave Payroll software online leave system

e Annual leave full time and part time employees are entitled to paid annual leave for each year of service.

e GM the General Manager of YBE or his/her delegate.

e Code of Conduct is the Code of Conduct required by all YBE employees.

e Co-ordinator a person employed by YBE under an employment contract as a Co-ordinator.

e Community service leave is for permanent employees who engage in an eligible community service
activity which entitles them to be absent from their employment.

e Compassionate leave is a 2-day entitlement for permanent employees for each compassionate occasion.

e Compassionate occasion is when an immediate family or permanent household member contracts or
develops an illness that poses a serious threat to his or her life or sustains a personal injury that poses a
serious threat to his or her life or dies.

e Current Employment Agreement is the employees’ contract of employment in force at any given time

e Employee describes employees, apprentices, trainees, agents and contractors (including temporary
contractors).
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e FW Act Fair Work Act.

¢ HR Manager Human Resource Manager or his/her delegate.

e Leave without pay is for casual employees wishing to take leave outside of their roster and for permanent
employees wishing to take leave without pay as approved by the CEO or their delegate.

e LSL Act Long service leave Act NT

e Long service leave is an entitlement for an employee who has been employed by YBE for not less than 10
years continuous service.

e Manager a person employed by YBE under a written contract as a Manager.

e Parental leave full time and part time employees are entitled to parental leave only if they have
completed at least 12 months of continuous service with YBE.

e Personal leave full time and part time employees are entitled to personal/careers leave for each year of
service at YBE, an employee is entitled to 10 days of paid personal/carers leave

e Rostered Days Off are an entitlement for full time EA employees. One day RDO is accrued after every 19t
day worked.

e Supervisor a person employed by YBE under a written contract as a Supervisor.

e Unpaid carers leave an employee is entitled to 2 days of unpaid carer’s leave for each permissible
occasion when a member of the employee’s immediate family, or a member of the employee’s
household, requires care or support.

e YBE YBE (2) Pty Ltd.

Procedure
All Full and Part Time Employees must register for Attaché Express Leave

All unplanned leave must be communicated to the appropriate Supervisor/ Coordinator/ Manager prior to start
of shift.

In the case of planned leave:

Annual Leave

e All permanent and contract employees will be entitled to five weeks (25 days) paid annual leave per annum
after twelve (12) months of completed service.

e All part-time employees will be entitled to five weeks (25 days) paid annual leave per annum after twelve (12)
months of completed service that will be calculated on a pro-rata basis. All Annual Leave is paid at an
employee’s ordinary rate.

e The cashing out of annual leave is only permissible by employees if approved by a Manager. An employee
needs to have at least 4 weeks annual leave leftover. A written request needs to be made each time annual
leave is cashed out.

Ceremonial leave

e This leave is agreed to as per Current employment agreement as approved by the General Manager in consultation with
the chairman of the Board.
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Community Service Leave
e This leave is agreed to as per FW Act and Current employment agreement.

Compassionate leave

e This leave is agreed to as per FW Act and Current employment agreement.

Leave without pay

e If a permanent employee wishes to take leave without pay, they must apply in writing to the General Manager. Such
leave will only be granted in exceptional circumstances and if no other entitlements are available.

e All causal employees leave will be considered leave without pay.

Long service leave

e This leave is agreed to as per FW Act, Current employment agreement, LSL Act.

Parental leave

e This leave is agreed to as per FW Act.

Parental/adoption leave
All permanent full-time and part-time employee are entitled to up to twelve (12) months unpaid parental leave at the
completion of twelve (12) months of service for the purpose of:

e the birth of a child, being a child who is born to the employee or employee’s spouse or defacto partner
e the placement of a child with the employee for adoption and is granted only if the employee has or will have the
responsibility for the care of the child.

Casual employees who have been employed for regular periods of employment over the previous twelve (12) months and
who have reasonable expectation of continuing their employment are also entitled to twelve (12) months unpaid parental
leave.

Rostered Days off

e This leave is agreed to as per Current employment agreement

Supporting Documentation

e FWACct
e |SLACct
e Current Employment Agreement

Responsibilities
The General Manager is responsible for the formulation of this policy, revision of the Policy and the
determination of employee entitlements on recruitment.

The General Manager is responsible for the administration and the development of supporting procedures in
accordance with this Policy.
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Variations

YBE reserves the right to vary, replace or terminate this policy from time to time.
Policy version and revision information

Policy Authorised by: General Manager Original issue: 09/09/2013

Policy Maintained by: Business Manager Current version: 2

Review date: 18/05/2018
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Your amplover uses Attache Exprass Leawe o manage leave mquests anling. BExpress Leave allows ity foor |essnve
armtirms, via maobia, tabket or deskiop. You can also ur leave enfitlermeants and kave history and see a calendar

sheming othear emplovess’ keawe and public holidays. Express Lasve is very easy o use. Here are a few tips to get you started

VIESN

Yoaur amployer will send you a Wealcaome email. Click
the link in the amail o launch Express Lasve and

create your passwond

Chocss Request Leawve from the lefi-hand menu,
completa thea form and salect Submit. You can
attach a fila (s dical cartificate) ar type

N & camment. You will ba by email that your
racuest has baan approved (or rejectad)

CNas am

-
Chaassa My Leave from the menw to sae your kavea
balances and history. You can alse w the Leave
Calendar to 328 public holidays and staff lkeaw

If you need fo chack your pay advices, choose
Launch MyPay to apan the app n a new tab.
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FAQs

can use a PC or Mac running any of the following
* arni 6 (or later
+ Frefox 33 (or later)
- Chrome 35 (or later
+ Intamet Explorer 9 (or later)
You
Click Forgot your passward? on the Log In page and follow the fargot password prox
o

ue he full days and

for anything other than thess options, please discuss wath your manager

n the link in any Express

mall handy

L atiache comjand

On ; ;
Launch App on the Attache Exprass Leave pane

nine (Wwy
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