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Introduction
Any absence due to illness or another matter by an employee during the 205 days (maximum) required attendance at the centre during term weeks and non term weeks each school year must be reported to the Nominated Supervisor and Approved Provider as soon as possible.  The Centre and its employees are bound by the conditions laid out in the Mulwala Preschool Employee Collective Agreement  in respect of all work done by Employees (including Casual, Temporary and Part time Employees) for the Employer.  These conditions include leave provisions and entitlements set out in Part D Leave, Clauses 22 to 30 and include Annual, Personal, Carer’s, Compassionate, Long Service (including the provisions of the NSW Long Service Leave Act 1955), Study and Parental Leave both paid and unpaid as well as Community or Jury Service.
Goals – What are we going to do?
Children “build secure attachments with one and then more familiar educators, through consistent and warm nurturing relationships” (pg.21 BELONGING, BEING & BECOMING: - The Early Years Learning Framework for Australia).  The Centre will endeavour to ensure continuity and consistency when considering requested leave by Employees during Term time. When children feel safe, secure and supported they grow in confidence to explore and learn (Early Years Learning Framework, page 20).
National Quality Framework, Quality Area 4 – Staffing Arrangements
National Quality Standard 4.1 Staffing arrangements enhance children’s learning and development 

· 4.1.1 The organisation of educators across the service supports children’s learning and development

· 4.1.2 Every effort is made for children to experience continuity of educators at the service

Strategies ‐ How will it be done?
· The Nominated Supervisor will implement staffing practices that support the establishment of secure relationships between educators and children

· The Nominated Supervisor will ensure that a relief staff list is maintained with consistent relief educators available for continuity within the Centre

· An employee intending to take leave shall notify the Nominated Supervisor at the earliest practicable opportunity and in any event prior to the commencement of the first activity for the day of their: -
(i) Inability to attend work;

(ii) The reason for their inability to attend work; and

(iii) The estimated duration of the absence

This will be done by:

· Completing an “Intention to take leave form” (See Section 4, Appendix 8) prior to the leave (if practical) and giving it to the Nominated Supervisor who will notify where necessary the Approved Provider.
· The Approved Provider will seek Nominated Supervisor’s input before making a decision

· The Nominated Supervisor will provide written notice of the term weeks and days in non term time on which the contact employees are required to attend, six months in advance of the requirement to attend.
PERSONAL/CARER’S LEAVE
· In the event of unexpected illness, the employee will:

· phone a relief staff member to replace them using the relief staff list.  If they are unable to find a relief staff member to replace them, then they will inform the Nominated Supervisor.
· take all necessary steps where practicable to notify the Nominated Supervisor, preferably by phone, of their absence by 7.00am on the day of absence. They will also advise:

· The reason for their absence

· The estimated time of absence

· The employee will be required to complete a request for personal leave and produce a medical certificate or statutory declaration on return to work if they were sick and where the absence is:
· Greater than 2 days,
· Directly before or after a public holiday
· Directly before or after a stand down period
· The Nominated Supervisor will report any absences for illness to the Approved Provider where necessary
· For Carer’s Leave the employee must be responsible for the care of the person concerned, and whose relationship to the employee is stated in Clause 26 of the Employee Collective Agreement.  Wherever practical the employee will give the employer notice by completing the Intention to take leave form (See Section 4, Appendix 8) and stating;
· Name of the person requiring care
· Relationship to the employee
· Reason for taking such leave
· Estimated length of absence
LEAVE WITHOUT PAY

Leave without pay must be applied for at least one month in advance where practical, by completing Intention to take leave form (See Section 4, Appendix 8) if the leave period is during Term time.  Leave will not be considered granted until approved by the Nominated Supervisor and the Approved Provider. Consideration will be given to other staff who may be on leave during the requested period, the availability of appropriate relief staff and any financial burden this leave may place on the Centre before approval. 
Leave without pay for the purposes of appointments either for self or family members, funerals (other than immediate family members), family or personal activities shall be taken as follows:

(i) If the Period of Leave falls within contact time:

· An employee shall give the Nominated Supervisor 72 hours notice prior to the absence and fill out the Intention to take leave form (See Section 4, Appendix 8)

· The period of time taken will not be less than 3 hours

· Suitable relief staff must be available

(ii) If the Period of Leave falls outside contact time but within working time:

· An employee shall give the Nominated Supervisor notice prior to the absence and fill out the Intention to take leave form (See Section 4, Appendix 8)

Any time in lieu or requirements to make up time for the leave will be negotiated with the Nominated Supervisor PRIOR to the leave.
Statutory Legislation & Considerations

· Education & Care Services National Amended Regulations 2018
· National Quality Standard for Early Childhood Education and Care and School Age Care
Council of Australian Governments February 2018
· NSW Long Service Leave Act 1955

· Fair Work Act 2009

Sources

· Mulwala Preschool Employee Collective Agreement 2015, Fair Work Australia 

· Albury Preschool Incorporated, Staff Leave/Absences Policy, 2007
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