
 

PERSONAL AND CARER’S LEAVE POLICY 

 

 

Policy Statement  

 

Personal/Carer's leave is granted to 

employees based on their employment 

contract and in accordance with their 

entitlements under relevant legislation 

governing their employment conditions. 

 

Sick Leave (Personal Leave)  

 

Sick Leave is defined as leave due to an 

employee's own personal illness or injury 

which prevents them being fit for work. 

 

Sick leave is cumulative from year to 

year.  

 

Employees must notify their Manager as 

early as possible when absence is 

expected. It is expected that an 

employee will contact their Manager at 

least 60 minutes prior to their normal 

start time.  

 

If an employee is unable to contact their 

Manager a message should be left with a 

contact phone number, so that their 

Manager can return the call.  

 

Email, telephone text messages and 

third-party contact are not acceptable 

means of contact. 

 

A medical certificate, when required, 

must be in the form of a Doctor's 

Medical Certificate, recognised by the 

Australian Medical Association. 

 

An employer may request that an 

employee provide a medical certificate 

for  

- any absence claimed as sick 

leave if patterns or excessive 

leave has been taken historically 

- Leave of two (2) or more days 

- If an employee is requiring time 

off, due to illness from a future 

medical procedure 

- Where sick leave occurs on the 

employee's usual first and/or last 

day of a working week (e.g. a 

Monday & Friday for most 

full-time employees), or a day 

prior or post to a public holiday 

 

An employee may request to use any 

annual leave accrued to ensure they are 

paid for any time taken for sick leave 

should their sick leave accrual be 

insufficient to cover their period of 

absence. If this request is declined by 

management or has not been made by 

the employee, payroll will process the 

remainder of leave as unpaid sick leave. 

 

Carer's Leave 

 

Carer’s Leave is leave taken to provide 

care to support an employee’s 

immediate family or a member of the 

employee’s household (any person who 

lives with the employee) who has an 

illness or injury or is suffering an 

unexpected emergency which prevents 

them being fit for work.  

 

Carers' leave forms part of the sick leave 

entitlement. 

 

An employee is entitled to take 2 days 

unpaid carer’s leave per occasion, in the 

event of an unexpected emergency. This 
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entitlement extends to casual 

employees. The company may require 

an employee to establish that a family 

member was sick and needed care. A 

request may be made to cite or view the 

family members’ medical certificate in 

these cases. 

 

Where carer's leave occurs on the 

employee's usual first and last day of a 

working week (e.g. a Monday and Friday 

for most full-time employees), or a day 

prior or post to a public holiday, a 

medical certificate is required.  

 

Procedure  

 

Where an employee has fallen ill, or is 

required to take carer's leave, they are 

to contact their Manager as soon as 

possible. 

 

In the event that no contact is made, 

allowing for valid reasons e.g. 

hospitalised, the leave will be deemed as 

unauthorised leave and will not be paid. 

 

In the event that leave is taken, a leave 

form is required to be completed within 

24 hours of the employees return. 

 

In the event that the employee has in 

excess of two days leave, the Payroll 

Department should be notified 

immediately. 

 

Exceptions 

 

Medical certificates or statutory 

declarations are examples of acceptable 

forms of evidence. While there are no 

strict rules on what type of evidence 

needs to be given, the evidence has to 

convince a reasonable person that the 

employee was genuinely entitled to the 

sick or carer's leave. Evidence may be 

requested if: 

- The employer has reasonable 

grounds to suspect that the 

entitlement is being abused; and  

- The employer informs the 

employee of the requirement to 

provide the proof as soon as 

possible after forming the 

suspicion; and 

- The employer pays for the proof. 

 

 

Carer’s leave may be granted for 

another family member if the employee 

is a legal guardian of that person or if 

the employee can prove they are the 

primary carer. 

 

Accountabilities 

 

Employee 

It is the responsibility of the employee to 

notify their Manager when they will not 

be attending work due to sickness or 

injury as soon as practicable. The 

employee shall also notify their Manager 

when they are due to return to work or 

notify them of any further absence if 

required. 

 

The employee must complete a leave 

form and attach relevant medical 

certificate documentation, as required 

within 48 hours of taking leave. 

https://newfarmconfectionery.com.au/p

ages/new-farm-confectionery-staff-page

. 

 

Manager 

It is the Manager’s responsibility to 

update scheduling to reflect 

employees leave. 

 

Payroll Department 

It is the responsibility of the Payroll 

Department to check leave balances 

prior to approving leave and to ensure 

all leave requests, once authorised, are 

processed in a timely manner. 
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