g X
Aurukun
Shire Council

Policy Title: WORKING FROM HOME POLICY

Policy Type: HUMAN RESOURCES

(Statutory, Financial, Administrative, Human Resources)

Policy Number: HRO031

Approved by

Council Last Review Current Review Next Review

19 May 2020 18 May 2020 17 May 2022

Resolution # Resolution # Resolution #

20.6322 21.6948

Approved by Bernie McCarthy -
CEO/Director: CEO

Effective Date 18 May 2021

Implementation Department Officer Position

Corporate Services Human Resources Manager

Revision #: Document Management File #.

3.0

C:\Users\ict\Desktop\Final for ASC Website - August 2021\HR031 - Working from Home Policy.docx Page 1 of 7




1. Policy Background/Scope

Aurukun Shire Council (“ASC”) acknowledges that working from home arrangements
may be appropriate for certain positions and in certain circumstances.

It is important that working from home arrangements are consistent with the needs
of ASC and do not adversely affect other employees.

2. Definitions

“Working from home” is working away from ASC’s workplace.

“Home office” is a designated space for an employee to work while at home.
3. Working from Home Arrangements

Working from home at ASC involves working away from the normal work base for a
period of time. Only in exceptional circumstances will ASC permit an employee to
permanently work from home.

During the time any employee is working from home, contact is to be maintained with
ASC via electronic means, such as email, hand held communication device and
telephone.

Each working from home arrangement is a cooperative arrangement between ASC
and the employee. ASC has the discretion to offer working from home to an
employee where it is appropriate in the circumstances.

Employees can also apply to work from home, but ASC reserves the right to refuse
an application where it is inappropriate in the circumstances.

4. Eligibility Criteria

Not all employees or all positions are suited to working from home arrangements.
For this reason, employees will be offered working from home on the basis of their
suitability.

Employees who apply to work from home should be prepared to show their suitability.

The essential criteria for working from home include (but are not limited to) the
following:

a) a high level of computer literacy;
b) the work is able to be performed off-site, for example:

i) dataentry (without the need for removal of ASC’s paper based records)
i) engineering and design

iii) research and development

iv) drafting

v) computer design and programming

vi) sales;

c) the presence of the skills, ability and knowledge to work autonomously; and

d) an appropriate and safe workspace at home.
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Working from home will generally not be considered suitable for:
a) work that requires a high degree of supervision or monitoring;

b) projects that involve a large amount of teamwork and daily face-to-face
contact with other employees;

c) positions that carry responsibilities for training or supervising others; or
d) positions where the employee has little control over the flow of work.

An employee must also be able to demonstrate that:
a) efficiency will be maintained or increased as a result of the arrangement;

b) the productivity of an employee’s team or work group must not be adversely
affected;

c) the level of customer/client service will be maintained or increased; and
d) home commitments will not detract from the performance of the work.
5. Working from Home Part-Time

Where a working from home arrangement is approved, it will in most cases be on a
part-time basis. Part of the arrangement will involve an employee and the relevant
manager agreeing on the number of hours or days that the employee can spend
away from the office.

6. Working from Home is not an Entitlement

Employees should be aware that working from home is not a formal employee benefit
or entitlement and that ASC maintains at all times the right to terminate a working
from home arrangement.

7. Conditions of Working from Home
The following conditions apply to employees who work from home:
a) All work must be for specific tasks approved by the supervisor.

b) The employee must provide work reports and attendance records as proof of
work completed.

c) The employee is to be contactable during their agreed hours of work.

d) ASC retains the right of access to the employee’s home during their agreed
hours of work.

Subject to prior agreement between the employee and ASC, on-site visits or
inspections by officers of ASC may be made for work-related matters, such as
supervision, collection and delivery of work, equipment maintenance, security or
workplace health and safety assessment, and retrieval of equipment.

8. Particular Requirements for Working from Home

Employees must designate a space for working while they are at home. This space
could be a particular room (for example, a study) or a particular area of a room. The
“Home Office” should have a desk and sufficient space to perform work. Employees
should not work in any area of their home, other than the Home Office.
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10.

11.

12

13.

Employees’ Responsibilities in Relation to Workplace Health and Safety

Employees are responsible for ensuring a safe working environment. They must
maintain the Home Office and other relevant areas (including the entrance, bathroom
and kitchen) in a safe condition at all times. Employees must allow a person,
appointed by ASC, to have access to their Home Office and related areas from time
to time to allow them to conduct safety inspections.

Employees must take reasonable care for their own health and safety and the health
and safety of other persons who enter their home during work hours. Employees
must notify ASC immediately if they become aware of any change in their working
conditions or arrangement, or any risk to health and safety. Notification should be
made in accordance with ASC’s Workplace Health and Safety Policy.

Workplace Health and Safety Inspection

A workplace health and safety inspection will be conducted for all working from home
arrangements. As a condition of granting a employee permission to work from home,
they must allow a person, appointed by ASC, to conduct a safety inspection of the
Home Office, plus any other areas that may be used while working, for example, the
home entrance, bathroom and kitchen. The purpose of the safety inspection is to
determine whether the employee will be exposed to risk of injury or illness while
performing work at home. Unless the risk can be minimised or eradicated to the
satisfaction of ASC, the arrangement will not be approved or will be discontinued.

Where it is not practical to conduct a workplace health and safety inspection for an
occasional working from home arrangement, a workplace health and safety check
must be conducted by the employee. They will be provided with a workplace health
and safety checklist which must be completed, signed and returned to the employer
prior to commencing work from home.

Frequency of Occupational Health and Safety Inspections

As set out above, a workplace health and safety inspection or check must be
conducted before an employee commences working from home. They will be
provided with reasonable notice of the initial inspection.

Subsequent inspections or checks may be required from time to time. The frequency
of inspections will depend upon how often an employee works from home and their
particular working from home arrangement. This may include random audits.
Random audits will only be conducted during working hours.

Adjustments Required to Make a Home Office Safe

Where the safety inspection or check reveals that adjustments are required to an
employee’s home for safety reasons, they must cooperate with ASC in making the
adjustments. If adjustments are required, an employee will not be permitted to work
from home, until the required adjustments have been made.

An employee will be responsible for making all adjustments to their Home Office and
related areas. ASC will not finance any adjustments or structural changes to an
employee’s home.

Accident or Injury While Working from Home

If there is an accident or an employee is injured while working from home, the
accident or injury must be immediately reported to management. ASC may
investigate the accident or injury. The employee must allow a person, appointed by
ASC, access to their home for the purpose of conducting such investigation.
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14.

15.

16.

17.

18.

Injuries that occur at home outside working hours are not covered by this or any other
ASC Policy or workers’ compensation legislation.

Equipment Provided by ASC

ASC may provide some necessary equipment to allow the employee to perform work
from home. The equipment required will depend on the particular needs of the
employee, the equipment they currently have and their particular working from home
arrangement.

Any equipment provided by ASC remains the property of ASC at all times. The
employee must use the equipment for legitimate work purposes only. They must not
use ASC property for private use and must not misuse or damage ASC property.

In relation to any laptop, mobile phone or other portable property provided by ASC,
the employee must comply with any applicable ASC policies or procedures relating
to internet, email and computer usage. They must also comply with the terms of any
licence or software as well as computer virus and protection requirements. Where
an applicant declares they will be unavailable for contact then all equipment must be
returned to a Director prior to departing on leave.

ASC is not responsible for any damage caused to the employee’s personal or real
property during the course of performing work at home.

Cost of Utilities

Employees are required to pay their own home utilities such as electricity, water, gas,
heating, air-conditioning, home maintenance and insurance.

Insurance of Work Property at Home

Employees must take out and maintain in force at all times, the following insurance
policies:

a) Occupier’s liability insurance, to a minimum amount of $10 million if the
employee is not renting an ASC house; and

b) Home contents insurance, to a minimum amount of market value if the
employee is not renting an ASC house, which effectively covers ASC
property.

The employee must produce to ASC, whenever requested to do so, evidence of an
acceptable occupier’s liability insurance policy and home contents insurance policy
which includes cover for loss, theft or damage of ASC property.

Terms and Conditions of Engagement when Working from Home

An employee’s terms and conditions of engagement remain the same when working
from home. This includes hours of work, remuneration and, in the case of an
employee, leave entitlements/accruals. An employee is required to perform their
work duties effectively and efficiently, as if they were working in the office.
Contracting out or delegating work duties to others without the express written
permission of the relevant manager is strictly prohibited.

Children or Other Family Members at Home

If an employee has children at home or other family members who require care or
support while the employee works from home, appropriate care for them must be
arranged during working hours. Working from home is not a replacement for
childcare or other care. If a family member requires an employee’s care or support
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19.

20.

21,

22,

due to their illness or injury, then an appropriate form of leave, for example carers’
leave should be taken, rather than working from home.

In some circumstances it may be acceptable to work from home while a family
member or a household member is present. For example, if a child is old enough to
require minimal supervision. In these circumstances, an employee must obtain prior
written approval from the relevant manager.

Reporting to Manager

Reporting is a critical part of any working from home arrangement. The relevant
manager will, as far as possible, provide advice concerning the required reporting
arrangements prior to commencement of the working from home arrangement. An
employee must report to the relevant manager what work has been completed while
working from home and comply with any reporting requirements, for example
providing written reports, compiling work sheets etc. If an employee does not comply
with reporting requirements, the working from home arrangement may be terminated.

Communication with Staff

Employees must inform other team members and manager of the hours/days the
working from home arrangement applies and appropriate contact details. If an
employee is working from home regularly, they must maintain regular communication
with their manager and work team while working from home. It is an employee’s
responsibility to ensure their work team can effectively communicate with them while
working from home and that the employee is available to discuss work matters if
required.

Requirement to Attend the Office on Days you Work from Home

All employees working from home may be required to attend work from time to time.
Even when an employee regularly works from home on designated days, they may
be required to attend work on those days. In particular, employees may be required
to attend staff meetings, announcements, client functions, employee training, in case
of emergencies or where other work commitments arise.

When Working from Home Arrangement is Terminated or Ends

If an employee is not happy with the working from home arrangement for whatever
reason, management should be informed as soon as possible.

The arrangement may be reviewed to address concerns or terminated where
appropriate.

Working from home arrangements will be reviewed on a regular basis to ensure that
they operate effectively, meet the requirements of the organisation and do not
adversely affect other employees.

If ASC does not want to continue the working from home arrangement for whatever
reason, it may review or terminate the arrangement at any time. ASC does not
require an employee’s agreement to terminate a working from home arrangement. If
ASC terminates a working from home arrangement, the employee will be given at
least 24 hours’ notice.

If an employee’s working from home arrangement is terminated or ends for any
reason (including at the end of a trial period), they must return all ASC equipment
within 14 days. Further, the employee must do all things necessary to immediately
cancel the separate telephone line where applicable.
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23.

24,

25.

Security of Information and Property

As a remote user, an employee will be provided with access to and use of ASC
property, equipment and information, including the ASC network. By accepting and
using remote access privileges, an employee has a shared responsibility with ASC
to protect ASC property, equipment and information against theft, unauthorised
access and destruction.

Employees must take all reasonable precautions to secure ASC property, equipment
and information (both paper and electronic) within their home. This includes
employees taking all reasonable precautions to prevent unauthorised access and
use of such property, equipment and information.

An employee’s obligation to maintain confidentiality in relation to ASC information
continues while working from home, and is the same as if working in the office.
However, given the potential security issues, an employee must take extra care to
ensure confidential information is properly protected.

Steps to Secure ASC Property, Equipment and Information

Firstly, employee must ensure they properly secure their home. Depending on the
amount and nature of ASC information, equipment and property stored in their home,
it may be necessary to install a security system in the home. Accordingly, if requested
by ASC, an employee must allow a person, appointed by ASC, to access their home
and conduct a security assessment. If possible, the Home Office should also be
lockable. For example, an employee may be required to install a separate lock on
the Home Office door.

Secondly, an employee must secure all ASC documents and portable equipment in
a lockable filing cabinet and secure the key. An employee must not provide the key
to unauthorised persons, including family or household members.

Finally, an employee must ensure appropriate security systems are in place on their
PC (such as passwords) in accordance with ASC’s requirements. Employees must
not disclose their password to any person, including family or household members.

Breach of Working from Home Policy

When working from home, an employee must comply with the terms and conditions
contained in this Policy. Employees will be required to enter into a formal working
from home agreement with ASC, recording the specifics of the working from home
arrangement.

In the case of employees of ASC who are found to have breached this Policy, they
may be subjected to disciplinary action in accordance with relevant ASC policies.
The type and severity of the disciplinary action will depend upon the circumstances
of the case and the seriousness of the breach. In serious cases, this may include
termination of employment.

Contractors or agents of ASC who are found to have breached this Policy may have
their contracts with ASC terminated or not renewed.

26. Associated Documents

Workplace Health and Safety
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	HR001 - Code of Conduct Policy
	HR002 - Community Disturbance Policy
	HR003 - Disciplinary Policy and Procedures
	This Policy is to define the principles for the management of disciplinary matters at Aurukun Shire Council. The objectives of this policy are to:
	The Council is committed to the fair and equitable management of the workforce. Employees will be counselled and where necessary disciplined for unsatisfactory work performance or conduct.
	Unsatisfactory work performance and conduct may typically include:
	Policy breaches of the Workplace Health and Safety Policies and Procedures could lead to termination, under unsatisfactory work performance and/or conduct.
	The procedure outlined herein provides a step-by-step process and should be adhered to when counselling or disciplining staff for unsatisfactory conduct or work performance.
	It is recognised that the employee can request representation from the appropriate support person at any stage throughout these proceedings. Where the employee is not a Union member or does not wish the Union to be involved, a work associate or collea...
	Failure to follow these procedures will not nullify the ramifications of any misconduct which would justify a later step in the proceedings, even though an earlier step has not been carried out.
	Employees will be instantly dismissed for acts of serious misconduct. Some examples of Serious Misconduct:
	The CEO has an obligation to report items of crime and misconduct as identified by the Crime and Corruption Commission of Queensland (CCC) including but not limited to official misconduct and in accordance with CCC guidelines.
	Conduct: An employee or employer’s performance or behaviour in the workplace.
	Counselling: A process of communication between more than one person to remedy a problem or issue affecting the workplace and the employee/ employer’s performance.
	Dismissal: Termination of employment.
	Misconduct: Unsatisfactory behaviour or performance by an employee or employer in the workplace.
	Support Person: An appropriate representative elected by the employee to participate in any of the outlined processes and communications.
	The standard disciplinary process will encompass the following steps:
	Step One – Informal Warning
	On the first occasion where poor performance or conduct becomes a matter of concern, the immediate Supervisor should speak to the employee and give an informal warning. A record of the discussion should be made in the Supervisor’s work diary. This fir...
	Step Two – First Formal Verbal and Written Warning
	If poor performance or conduct persists after the informal warning, or is of such nature that an informal warning would be inappropriate, the following more formal approach, which involves counselling the employee(s) and issuing a formal written warni...
	Step Three – Final Formal Warning
	If at the expiration of the period determined in Step 2 above, there is no evidence that the employee’s work performance or conduct is improving, the Supervisor should take the matter to the relevant Director. The Chief Executive Officer must give app...
	The immediate Supervisor and the Director should then interview the employee concerned. At this interview, the employee should be advised of the seriousness of the circumstances and that failure to effect an immediate improvement may lead to dismissal...
	Step Four - Dismissal
	Should there be no further improvement after all endeavours have been pursued through Steps 1-3 above, the Supervisor will recommend and discuss the matter further with the Director regarding the termination of the employee’s services with the Council...
	The Director, upon being satisfied on the Supervisor’s recommendation that there has been no improvement in the employee’s performance in accordance with the warnings received, shall serve a Notice of Termination on the employee, which is to be signed...
	The Serious Misconduct disciplinary process will encompass the following steps:
	Instant Dismissal/ Serious Misconduct
	There are occasions where the conduct of an individual is such that would not warrant the utilisation of the procedure outlined earlier in this Policy, as the seriousness of the offence would be at such a level that it may warrant instant dismissal. T...
	Prior to initiating an instant dismissal, the Director must be certain that the circumstances warrant the action taken. The manner of dismissal is relevant to the issue of whether the dismissal is harsh, unjust or unreasonable and the adequacy of the ...
	Accordingly, a thorough investigation of the issues should be under taken and the following procedural steps should be followed.
	Step One
	The immediate Supervisor is to inform the Director and the Human Resources Manager of the employee’s alleged misconduct. The Chief Executive Officer must approve any further action.
	Step Two
	The immediate Supervisor and Director will conduct a preliminary investigation of the circumstances. This process must provide an opportunity for the employee or employees in question to answer the allegations. If, based on preliminary investigations,...
	In circumstances relating to alcohol refer to the Alcohol Management Plan.
	Where there is any doubt whatsoever as to the seriousness of the situation, the employee(s) may be suspended with pay in order that a more thorough investigation can be undertaken. Chief Executive Officer approval must be given for the suspension.
	Step Three
	The Chief Executive Officer, upon being satisfied on the Director’s and Supervisor’s recommendation that the circumstances warrant immediate dismissal, and having carried out policy Steps 1-2 above, shall authorise the preparation and service of a Not...
	All activities conducted during this phase of the Procedure should be well documented. It is recognised that the employee can request representation from a support person at any stage throughout these proceedings. Where the employee is not a Union mem...
	Depending on the gravity of the allegations, it may be appropriate for the employee(s) to seek legal assistance during these proceedings. However, it would not be appropriate for an employee to be legally represented in earlier stages of the investiga...
	If an employee does not attend work for more than 3 days without notification to Council, a letter will be sent to the employees last known address requesting an explanation of their unapproved absence, if no response is received within 5 working days...
	All employees are required to maintain a high level of social behaviour both in and outside the workplace in Aurukun, Weipa and other Cape York communities.  Any behaviour that leads to bringing the reputation of Aurukun Shire council into disrepute m...
	The Crime and Corruption Commission is an independent law enforcement commission set up to combat major crime in Queensland, including organized crime and pedophilia, and official misconduct in the Queensland Public Sector.
	Official misconduct refers to any conduct by the public official, related to the official’s duties, that is dishonest or lacks impartiality, involves a breach of trust, or is a misuse of officially obtained information. The conduct must amount to a cr...
	The CCC does not usually become involved in case of minor misconduct by public servants, such as rudeness or inefficiency. The conduct must be official misconduct i.e. dishonest, unfair or betray a trust - that amounts to a criminal offence or is seri...
	The CCC’s official misconduct jurisdiction covers Queensland government departments and agencies, schools, universities, hospitals, prisons, local governments, Police, and elected officials of State and Local government.
	Crime matters are usually referred to the CCC for investigation by a specially constituted Crime References Committee, which comprises law enforcement experts and community representatives.
	Official misconduct investigations are decided by an Assessment Unit; within the CCC. These matters can come to the attention of the CCC through their own intelligence work, through referrals by CEO’s and police, or through any member of the public.
	The CEO has an obligation to report matters of crime or official misconduct to the CCC that are reported. Reported items do not have to be substantiated with evidence.
	It is a requirement of the CCC that all reported matters undergo a formal investigation process. The CCC may request this process to be handled internally by the CEO (who may delegate the investigation to the Director) and the outcome must be reported...

	HR004 - Drug and Alcohol Policy
	HR005 - Employee Assistance Programme Policy
	HR006 - Grievance Policy
	HR007 - Internet Email and Computer Use Policy
	HR008 - Leave Policy
	HR009 - Corporate Rehabilitaion Policy
	HR010 - Recruitment and Retention Policy
	Appendix 1
	Recruitment and Retention Flowchart

	HR012 - Social Media Policy
	“Blogging” means the act of using web log or ‘blog’.  ‘Blog’ is an abbreviated version of ‘weblog’ which is a term used to describe websites that maintain an ongoing chronicle of information.  A blog is a frequently updated website featuring diary-sty...
	“Confidential Information” includes but is not limited to trade secrets of Council; non-public information about the organisation and affairs of Council such as: pricing information such as internal cost and pricing rates,  production scheduling softw...
	“Computer” includes all laptop computers and desk top computers.
	“Council Official” includes employees, agents and contractors (including temporary contractors), administrators appointed under section 256 of the Local Government Act 2009 (QLD), members of council committees, conduct reviewers, delegates of council,...
	“Hand held device” includes all such devices which are used by Users, inside and outside working hours, in the workplace of the Council (or a related corporation of the Council) or at any other place. Such devices include, handheld electronic devices,...
	“Intellectual Property” means all forms of intellectual property rights throughout the world including copyright, patent, design, trade mark, trade name, and all Confidential Information and including know-how and trade secrets.
	“Person” includes any natural person, company, partnership, association, trust, business, or other organisation or entity of any description and a Person’s legal personal representative(s), successors, assigns or substitutes.
	“Social Networking Site” and “Social Media Platform” such as Facebook, You Tube, Twitter, Yahoo Groups, Google Groups and other similar sites.
	a) Any content he or she publishes is factually accurate and complies with relevant policies of Council;
	b) He or she only comments on topics that fall within his or her area of responsibility at Council;
	c) He or she does not post material that is obscene, defamatory, threatening, harassing, discriminatory or hateful to another person or entity or which causes (or could cause) insult, offence, intimidation or humiliation.
	d) He or she does not disclose another person’s personal information
	e) He or she respects copyright, privacy, financial disclosure, occupational health and safety, employment and other applicable laws.
	f) He or she does not create any legal or contractual obligations on behalf of Council unless expressly authorised by Council;
	g) He or she does not send or cause to be sent chain or SPAM emails or text messages in any format;

	HR013 - Staff Use of Pool Car Policy
	a) take good care of the vehicle;
	b) ensure vehicles are used and maintained in accordance with the Manufacturer’s requirements and specifications. The Owner’s manual for each vehicle is stored in the vehicle’s glove box and drivers are encouraged to familiarise themselves with the fe...
	c) ensure that the provisions of any insurance policy relating to the vehicle are observed;
	d) not allow the vehicle to be driven by anyone other than the approved Aurukun Shire Council employee.
	e) not fit any accessories to the vehicle without prior written approval from Aurukun Shire Council;
	f) pay all parking and traffic infringement penalties relating to use of the vehicle incurred by the employee and provide timely nominations to the appropriate authority for parking and traffic infringement penalties not incurred by the employee;
	g) ensure that the vehicle is securely locked when left unattended and that any alarm system fitted to the vehicle is turned on;
	h) ensure that the vehicle is available for use by other employees when required;
	i) drive and use the vehicle only for the purpose for which it is intended;
	j) ensure that the vehicle is properly garaged when not in use;
	k) when required by law, immediately report any accidents involving the vehicle to the police;
	l) immediately inform Aurukun Shire Council of any faults or damage to the vehicle; and
	m) keep the vehicle clean and in good order.
	a) obey all relevant road rules and legislation;
	b) not drive the vehicle if taking any medication that may adversely affect their ability to drive or where the employee is intoxicated through alcohol consumption or illegal drug use;
	c) ensure that the first aid kit provided with the vehicle is kept fully stocked and that items in that kit which have a ‘used by’ date are replaced after that date;
	d) be prepared to undertake an Off Road Driving Course when course becomes available.
	WORKPLACE PARTICIPANT ACKNOWLEDGEMENT

	HR014 - Training and Development Policy
	HR016 - Use of Councils & Personal Mobile Phones Policy
	HR017 - Work Health and Safety Policy
	HR018 - Work Vehicles Plant and Trailers Policy
	HR019 - Workplace Behaviour Policy
	HR020 - Workplace Bullying Policy
	HR021 - Workplace Violence and Aggression Policy
	HR022 - Toil Policy
	HR023 - Parental Leave Policy
	“adoption leave” means short adoption leave or long adoption leave.
	“appropriate safe job” is a job that has the same ordinary hours of work as the employee’s present position, or a different number of hours, as agreed to by the employee.
	“child” includes an adopted child, stepchild, an ex-nuptial child and an adult child.
	“de facto partner” means a person who, although not legally married to the employee, lives with the employee in a relationship as a couple on a genuine domestic basis (whether the employee and the person are of the same sex or difference sexes) and in...
	“default event” means a child being born before the expected date, a pregnancy otherwise terminating before the expected date, a child being placed for adoption before the expected placement date or another reason that is reasonable in the circumstances.
	“employee couple” means two employees who are spouses or de facto partners of each other.
	“immediate Family” means:
	(a) a spouse, de facto partner, child, parent, grandparent, grandchild or sibling of the employee; or
	(b) a child, parent, grandparent, grandchild or sibling of a spouse or de facto partner of the employee.

	“long adoption leave” means leave taken by an employee to enable the employee to be the primary care giver of an adopted child.
	“long parental leave” means maternity leave or leave taken by an employee’s whose spouse has given birth which leave is to enable the employee to be the child’s primary caregiver.
	“maternity leave” means ordinary maternity leave which is available to be taken by a female employee in respect of the birth or expected birth of her child.
	“parental leave” means long parental leave, short parental leave or adoption leave.
	“short adoption leave” means leave taken by an employee at the time of placement of an adopted child with the employee for up to 3 weeks.
	“short parental leave” is leave taken by an employee in connection with either the birth of a child of the employee’s spouse either at the time of the birth of the child or, on the other termination of the pregnancy for up to 3 weeks.
	“spouse” includes a former spouse, a de facto partner or a former de facto partner.
	“traditional adoption” includes the transfer children under Indigenous custom and is to be read as for “adoption leave”
	An employee, other than a casual employee, will be eligible to take unpaid parental leave if the employee has (or will have) completed at least 12 months’ continuous service with Aurukun Shire Council immediately before:
	(a) the date of birth of the child, or expected date of birth (for leave other than adoption leave); or
	(b) the day of placement of the child, or expected day of placement (for adoption leave).

	With respect to periods of parental leave which exceed three (3) weeks, the employee must be the primary care giver for the child in order to be eligible for parental leave.
	For employees accessing adoption leave, the child must, at the day of placement or expected day of placement:
	(a) be under 16;
	(b) not have lived continuously with the employee for at least 6 months; and
	(c) not be a child of the employee’s spouse or de facto partner.
	Casual Employees

	A casual employee will be eligible to take unpaid parental leave if the employee has been (or will be) employed by Aurukun Shire Council:
	(a) on a regular and systematic basis for a sequence of periods of employment during a period of at least 12 months prior to the taking of parental leave; and
	(b) would have a reasonable expectation of employment by Aurukun Shire Council on a regular and systematic basis but for the birth, the expected birth, the placement or the expected placement.

	Eligibility for all employees, is also subject to employees meeting the relevant documentation requirements outlined below.
	Except as noted below, the amount of parental leave that an eligible employee is entitled to take is 12 months (the Guarantee Period), less any leave taken as outlined below:
	(a) any period of leave that the employee has taken concurrently with the other member of the employee couple employed by Council;
	(b) any period of parental leave taken by the employee’s spouse;
	(c) any period of maternity leave the employee has been required to take under the “Timing of Parental Leave” section of this Policy;
	(d) any period of paid leave the employee has taken while taking unpaid parental leave.
	Continuous Period

	With the exception of special maternity leave and concurrent leave, any parental leave taken must be taken in one continuous period.
	Personal Leave may not be used during a period of unpaid parental leave.  An employee who fits the definitions for Unpaid Special maternity Leave at Section 15 may make an application for Personal Leave. This application must be addressed to the emplo...
	An employee may apply to take any annual or long service leave to which they are entitled instead of or together with the unpaid parental leave. This will not adjust the total period of unpaid parental leave which remains at 12 months.
	An employee who initially applied for a period of less than the Guarantee Period may extend once, without requiring the consent of Aurukun Shire Council, the period of unpaid parental leave by giving Aurukun Shire Council written notice of the extensi...
	The notice must specify the new end date for the First Extension.  The total period of leave, including the First Extension and all Deducted Leave, must not total more than 12 months.
	During the Guarantee Period, if an employee wishes to extend their period of parental leave after the First Extension, they may do so only with ASC’s consent.
	An employee may request that their period of unpaid parental leave be extended for up to an additional 12 months following the expiry of the Guarantee Period or in the case of short parental leave and short adoption leave, can request an extension of ...
	In order to request an extension past the Guarantee Period, the employee must submit the request in writing to Aurukun Shire Council at least 4 weeks before the end of the Guarantee Period. That request must include any particulars nominated by Auruku...
	Employees should be aware that Aurukun Shire Council does not have to grant the request for the Extended Leave Period.  Aurukun Shire Council is entitled to refuse the request on reasonable business grounds.  If Aurukun Shire Council refuses the reque...
	A member of an employee couple who wishes to request the Extended Leave Period must also specify in their request:
	(a) the length of the proposed extension;
	(b) the amount of unpaid parental leave that the other member of the employee couple has taken up to the time of making the request;
	(c) the amount of time that the other member proposes to take after submission of the request;
	(d) that they will be the primary care giver of the child during the Extended Leave Period;
	(e) that the amount of Extended Leave Period for the couple will not exceed 12 months.

	If Aurukun Shire Council agrees, an employee whose period of unpaid parental leave has started may reduce the period of unpaid parental leave he or she takes.
	Maternity leave

	Maternity leave for a female employee who is pregnant may start up to 6 weeks before the expected date of birth of the child. Otherwise, the employee’s leave must not start later than the day of the birth of the child, or immediately after the parenta...
	Aurukun Shire Council may require a pregnant employee to commence birth-related leave as soon as practicable up to 6 weeks before the expected date of birth once certain steps are followed.  These steps are:
	(a) ASC has asked the employee to provide a medical certificate or other evidence that would satisfy a reasonable person stating:
	(i) that the employee is fit for work, and
	(ii) that it is advisable for the employee to continue working, considering illnesses or risks arising out of the pregnancy or hazards connected with the position.

	(b) And
	(i) the employee has not provided the medical evidence within 7 days after the request; or
	(ii) the employee has provided the medical evidence, but the evidence states that it is inadvisable for her to continue in her present position during the stated risk period, and there is no safe job available to transfer the employee to.

	Adoption leave

	Any employee who applies for and is granted unpaid adoption-related leave must, as a condition of the leave, start the leave on the day of the placement of the child.  However, if the other member of the employee couple has responsibility for the care...
	An employee may also access up to 2 days’ unpaid pre-adoption leave if required to attend an interview or an examination in order to obtain approval for the adoption and the employee cannot take some other form of leave.
	If an employee wishes to take a period of leave at the same time as their spouse, that concurrent period must not be for more than 8 weeks from the date of birth (for leave other than adoption leave) or the day of placement (for adoption leave) (i.e. ...
	Employees must give 10 weeks’ notice of their intention to take concurrent parental leave and the concurrent leave is deducted from the total entitlement to unpaid parental leave.
	ASC may extend the period of short parental leave at its discretion.
	An employee who wishes to take parental leave must submit a Parental Leave Form to Aurukun Shire Council to provide notice of the intention to take parental leave and the intended start date and end dates of the leave at least 10 weeks before starting...
	For leave other than adoption leave, an employee is also required to confirm the intended start and end dates of the leave at least 4 weeks before the intended start date, along with any changes to the dates.
	For adoption leave, an .employee is also required to confirm the intended start and end dates of the leave at least 14 days before the intended start date, along with any changes to the dates.
	Aurukun Shire Council will consider the request and whether the employee is eligible for leave and will, advise the employee whether the request is granted or declined.
	At the time an employee submits a request for parental leave, they must give Aurukun Shire Council:
	(a) a doctor’s certificate confirming the employee is pregnant and the expected date of birth - for leave other than adoption leave;
	(b) provide a statement from an adoption agency of the expected placement date- for adoption leave;
	(c) provide evidence that the child is an eligible child for the purposes of adoption leave;
	(d) provide a statutory declaration stating the period of any parental leave sought by the employee’s spouse employed by Council;
	(e) if the leave is long parental leave or long adoption leave then the statutory declaration must also state the employee is seeking to be the child’s primary caregiver.

	An employee will not fail to comply with the above requirements if the failure was caused by a default event and the employee gives ASC notice of the period of leave within 2 weeks after the birth / placement and a doctor’s certificate stating the dat...
	If any of the information provided by an employee who applies for parental leave changes, the employee must notify ASC of the change within 2 weeks.
	An employee who takes parental leave should be aware that Aurukun Shire Council may give the employee 4 weeks’ notice directing the employee to return to work if the employee ceases to be the primary care giver of the child.
	A period of parental leave can also be ended in other circumstances, for example, where the pregnancy does not come to term.
	Special Maternity Leave is leave taken by a female employee because, before she starts maternity leave, she is suffering from a pregnancy related illness or her pregnancy ended (other than by the birth of a living child) before the expected date of bi...
	Special Maternity Leave can arise during pregnancy (in circumstances of pregnancy-related illness) or at the end of pregnancy if the pregnancy ends other than by the birth of a living child.
	An employee who wishes to apply for unpaid special maternity leave and/or paid sick leave should submit a request for Leave form together with a medical certificate outlining the period of the absence.
	Special maternity leave taken does not affect an employee’s entitlement to unpaid parental leave or the Guaranteed Period.
	Aurukun Shire Council may direct a pregnant employee to provide medical information concerning her pregnancy to determine whether it is safe for the employee to perform her position and/or work during her pregnancy.
	If an employee provides a medical certificate stating that she is unfit to work, she may be entitled to unpaid special maternity leave, as outlined above.  Alternatively, Aurukun Shire Council will consider appropriate arrangements having regard to th...
	If an employee provides a medical certificate stating that she is fit to work, but that it is inadvisable for her to continue in her present position because of illness, or risks arising out of her pregnancy, or hazards connected with that position, A...
	(a) may transfer the employee to a safe job if there is an appropriate safe job available. The employee’s terms and conditions of employment will otherwise remain unchanged; or
	(b) may require the employee to take paid leave. The paid leave will cease at the end of the risk period in the medical certificate, when the employee gives birth, or when the pregnancy otherwise ends. This leave will be paid at the base rate of pay f...

	In the event that an employee who:
	(a) is not eligible to take a period of unpaid parental leave; and
	(b) is unable to perform their job; and
	(c) there is no ‘safe job’ to be transferred into;

	then they will be entitled to take a period of unpaid ‘no safe job’ leave.
	In the event that an employee who:
	(d) Has applied to be transferred into a safe job; and
	(e) is eligible to take a period of unpaid parental leave; and
	(f) is unable to perform their job; and
	(g) there is no ‘safe job’ to be transferred into;

	then they will be entitled to a period of paid ‘no safe job’ leave.
	In order to be entitled to transfer to a safe job and/or ‘no safe job’ leave (paid or unpaid) in these circumstances, the employee must comply with the documentation requirements outlined in at clause 15 of this Policy.
	Any period of parental leave does not break an employee’s continuity of service. However, a period of parental leave does not count as service for the calculation of entitlements and benefits. This includes calculation of redundancy entitlements; bonu...
	Upon return to work from parental leave, the employee is entitled to:
	(a) return to the position that they held immediately before going on parental leave; or
	(b) if the employee was promoted or voluntarily transferred to a new position during the period of parental leave, be employed in the new position; or
	(c) if, before commencing parental leave, the employee began working part time because of her pregnancy (or because of his spouse or de facto partner’s pregnancy) or was transferred to a safe job because of her pregnancy, to the position the employee ...
	(d) if that position no longer exists, an available position for which the employee is qualified and suited nearest in status and pay to the pre-parental leave position.

	An employee that has returned from parental leave may request in writing a flexible working arrangement.
	You are entitled to make a request if you’re a full time employee, have worked for Aurukun Shire Council for at least 12 months, and are:
	Aurukun Shire Council will consider the request and respond in writing within 21 days to advise the employee of the outcome of the request. However, this can be refused on the basis of reasonable business grounds and Aurukun Shire Council must provide...
	Flexible working arrangements may take any form but typically relate to the hours of work and arrangements for the performance of work including examples such as the timing of meal breaks, span of hours, a temporary or permanent shift to part-time emp...
	Aurukun Shire Council may engage a temporary replacement for an employee who is on parental leave.  The replacement employee will be advised that the engagement to do that work is temporary and advised of the employee’s right to return to their former...
	Aurukun Shire Council may be required to consult with employees whilst they are on parental leave about significant work matters that directly impact on them.  It is therefore important that an employee informs Aurukun Shire Council of their contact d...
	The employee must not engage in any conduct during the period of parental leave which is inconsistent with the employee’s contract of employment or their general employee obligations to Aurukun Shire Council. This includes but is not limited to engagi...
	Employees can also obtain further guidance regarding their entitlements to parental leave and obligations to Aurukun Shire Council during any period of parental leave from Human Resources.
	The forms referred to in this Policy can be obtained from Human Resources.

	HR024 - Induction Policy
	HR025 - Smoke-Free Workplace Policy
	HR027 - Isolation Leave and Remote Air Fare Allowance Policy
	HR028 - Motorised Vehicle Infringement Policy
	HR029 - Domestic Family Violence Leave Policy
	HR030 - Immunisation Policy
	HR031 - Working from Home Policy
	a) a high level of computer literacy;
	b) the work is able to be performed off-site, for example:
	(i) data entry (without the need for removal of ASC’s paper based records)
	(ii) engineering and design
	(iii) research and development
	(iv) drafting
	(v) computer design and programming
	(vi) sales;

	c) the presence of the skills, ability and knowledge to work autonomously; and
	d) an appropriate and safe workspace at home.
	a) work that requires a high degree of supervision or monitoring;
	b) projects that involve a large amount of teamwork and daily face-to-face contact with other employees;
	c) positions that carry responsibilities for training or supervising others; or
	d) positions where the employee has little control over the flow of work.
	a) efficiency will be maintained or increased as a result of the arrangement;
	b) the productivity of an employee’s team or work group must not be adversely affected;
	c) the level of customer/client service will be maintained or increased; and
	d) home commitments will not detract from the performance of the work.
	a) All work must be for specific tasks approved by the supervisor.
	b) The employee must provide work reports and attendance records as proof of work completed.
	c) The employee is to be contactable during their agreed hours of work.
	d) ASC retains the right of access to the employee’s home during their agreed hours of work.
	a) Occupier’s liability insurance, to a minimum amount of $10 million if the employee is not renting an ASC house; and
	b) Home contents insurance, to a minimum amount of market value if the employee is not renting an ASC house, which effectively covers ASC property.

	S017 - Standing Orders for Council Meetings Policy



