NOTE: These are example template documents only. They are provided as a starting point for the development of documents suited and tailored to your Company's needs. Separate advice may be required in relation to any applicable laws within your Company's jurisdiction, or best practice for your industry. Provision of, or access to, these documents does not represent legal or specialist advice. (Legal advice is available as a separate service from PSL Legal  www.psllegal.com.au ). 

Parental leave policy 
1. Introduction
Under the National Employment Standards (NES) contained in the Fair Work Act 2009 (Cth) certain employees are entitled to unpaid parental leave.
This policy sets out The Company’s parental leave policy, and explains:
what an employee’s parental leave entitlements are (if any); and
the procedure for taking parental leave.
Unpaid parental leave
Entitlement
0. Under the NES, unpaid parental leave is only available to employees who have, or will have, responsibility for the care of a child. The leave must be associated with:
0. the birth of a child to the employee, the employee’s spouse, or the employee’s de facto partner; or
the placement of a child under 16 years of age with the employee for adoption.
In addition, the employee must have (or will have) a responsibility for the care of the child. 
If an employee has completed at least 12 months’ continuous service with The Company, the employee will be entitled to up to 52 weeks unpaid parental leave.
Casual employees are also entitled to take 12 months’ unpaid parental leave if they have been employed with The Company on a regular and systematic basis for at least 12 months and have a reasonable expectation of continuing employment with The Company. 
Notice of leave
In order to apply for parental leave, an employee must give written notice of at least 10 weeks before the start date of the intended leave and specify the intended start and end dates of the parental leave. The employee is required to confirm the leave dates with The Company at least 4 weeks before commencement of the leave.
Changing the leave
If an employee needs to make any changes to the leave dates, the employee should inform The Company immediately. Where the change is unforeseeable (eg due to a premature birth or a miscarriage) no notice is required.
Medical evidence
The Company has the right to request that employees provide evidence, such as a medical certificate or statutory declaration, of the expected date of birth, or date of placement of adoption.
Return to work
0. The employee should confirm the date the employee wishes to return to work through a letter to the manager. Any notice of intention or confirmation of return to work should be sent at least 12 weeks prior to re-commencement.
After parental leave has been taken, the employee is entitled to return to their pre-parental leave position. 
If, for some reason, this position no longer exists, as part of usual redundancy process, the employee is entitled to be offered a return to an available position for which the employee is qualified and suited, which is nearest in status and pay to the employee’s pre-parental leave position.
The Company may replace an employee while absent on parental leave. The replacement employee should be advised of the temporary nature of the position and the period of employment.
Accruing and taking other types of leave
0. Parental leave does not break an employee’s continuity of service. However, there is no accrual of leave (or other related entitle meds) during the unpaid parental leave period.
During the period of parental leave, employees may take any accrued annual or long service leave. Taking of such paid leave operates concurrently and does not increase the period of unpaid parental leave available to the employee. 
Extending the period of unpaid parental leave
0. Employees may make a request to extend the 12-month period of parental leave up to an additional 12 months, in accordance with the conditions set out in the NES.
If an employee wishes to request an additional period of leave, the employee must notify the manager, in writing, at least 4 weeks before the end date of the original period of leave. The Company must respond to that request, in writing, within 21 days.
Further information
For further information, please speak to your manager.

