Public Service Commission

DIRECTIVE No. 10/13

Supersedes:01/11 & 02/11

Directive of the Minister Assisting the Premier: Recreation and Long
Service Leave

1. Purpose:

To prescribe entitlements and conditions for recreation leave and long service leave.
2. Effective date: 30 August 2013
3. Legislative provisions:

Section 54(1)(a) of the Public Service Act 2008 (PSA) and section 686 of the Industrial Relations Act 1999
(IRA).

The provisions in the Schedules may be varied in @ceordance with certified, agreements made under
Chapter 6, Part 1 of the IRA or decisions of an industrialdribunal of campetent jutisdiction. Sections 51, 52
and/or 54 of the PSA and sections 686 and/or 6870f the IRA if there is a caonflict with an act, regulation or
industrial instrument.

4. Application:
Unless otherwise specified, this directive applies to publig’service employees as defined in s9 of the PSA.
In relation to recreation leaveythis directive does net‘apply to:

¢ employees engaged®n a casual basis under sections 147(2)(b) andy148(2)(b) of the PSA ; or
o teachers (asefined insthis directive) employed by the Department of Education, Training and
Employment.

5. Previous references

Ministerial Directives 9/99, 7/01;, 8/04: Recreation Leave

Circular No. 6/02: Accumulating Recreation Leave

Ministerial Directivess/07421/05, 3/05, 1/01 and 11/99: Long Service Leave
Administrativednstructions'Nes 1 | 58, 1 |59 and 2| 62

Section 24, 31, and 33)of the Public ServicéManagement and Employment Regulation 1988 as in
force on24 Februaryl995

6. Related infoarmation:

Chapter 2, Part 1, Division 3 of the IRA (Annual Leave)
Chapter 2, Part 3 of the IRA (Long Service Leave)
Directive relating to leave without salary credited as service
Directive relating to higher duties

Circular 4/01: Long Service Leave

Circular: Christmas/New Year Compulsory Closure

Great state. Great opportunity.

Queensland
Government




Directive

7. Leave entitlements

7.1.

7.2.

7.3.

7.4.

7.5.

Entitlements for recreation leave and long service leave are in accordance with Schedule One.
Leave entitlements apply to part-time employees on a pro-rata basis.

Leave prescribed in this directive may be converted to an hourly basis for the purpose of applying,
granting and recording of the leave. Leave is based on the number of hours that the employee
would have worked. Schedule Four provides conversion formulas.

Where an employee is rostered to work a specific number of hours,the debit from their leave
account for an absence is equivalent to the number of hours they,wete rostered to but did not work,
even where this is different from their ordinary daily hours (aswdefined by an Award or Agreement)*.

Additional conditions are set out in Schedule Two for recreation leave and Schedule Three for long
service leave.

8. Taking leave

8.1.

8.2.

8.3.

An employee is to submit a timely application for every absence whereleave is Sought, in a form
determined by the chief executive. Leave may be taken up to the total amount of leave accrued as
at the date of commencement of thedleave,

(@) Notwithstanding clause 8«lyat the discretion of the chief'executive an employee may be
granted long service leave thatsaccrues up to the end date of a period of long service leave.

The chief executive must respondto a request to take leave in a timely mannerfindicating whether
the leave applied forgiasibeen/approved or not. If anapplication for leave hasibeen refused, the
employee is to be advisedfithe reason for refusal, and the anticipated date fromswhich it is
expected that leave may be taken.

If the employee@nd the chief executive cannet@gree on thediming forithe employee to take leave,
the chief executive'may decide‘whemthe‘employee is to take leave'keeping in mind the needs of
the department and

(@ fonrecreation leave: provideithe employee at least 14 days written notice of the start and end
date of recreation leave;

(b) for long service leave: provide the employee at least three (3) months written notice of the
date on which the employee must take at\least|four (4) weeks long service leave.

9. Recall from or caneellation of leave

9.1.

9.2.

9.3.

This clause ‘does'not apply to genéral @mplayees taking recreation leave.
If departmental circumstances require,it; a chief executive may:

(@) recall an employee from recreation or long service leave; or

(b) cancel the approval of any recreation or long service leave; or

(c) defer the taking of any recreation or long service leave.

An employee to whom clause 9.2 applies will be allowed to take leave at the earliest opportunity
that is mutually convenient for the employee and the chief executive.

! E.g. if an employee has ordinary daily hours under an Award of 7.25 hours, but is rostered for eight (8) hours, a full day
absence will result in a debit of eight (8) hours to the employee’s leave account.
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9.4. Where an employee has incurred expenses, such as deposit payments, relating to payments for
accommodation and/or travel for the employee and/or their immediate family, and those expenses
are lost due to the application of clause 9.2, the expenses will be reimbursed by the department.
Such reimbursement is conditional upon the employee producing evidence of losses incurred, in
the form of receipts or other evidence to the satisfaction of the chief executive.

10. Extension of leave on half-pay basis

10.1. Recreation or long service leave may be granted on half-pay at the discretion of the chief executive.
Requests should not, however, be unreasonably refused.

10.2. Where leave on half-pay is approved the following provisions will apply:
(&) leave will continue to accrue in accordance at the employee’s usual rate
(b) leave will count towards service for increments at the employee’s usual rate

(c) leave will be debited on a full-time equivalentibasis (e.g. for example, half-pay for a period of
eight (8) weeks will attract a debit of four (4)Wweeks from full-pay credits).

11. Public holiday falling within a period of leave

11.1. Leave is exclusive of any public holiday,thatffalls/during the pgriod ef the,leave.

11.2. Provided the public holiday is either preceded or followed"(@r,both) by a period of paid leave
(whether half-pay or full-pay) thespublie;heliday will be paid at the emiployee’s normal full-time or
part-time rate.

11.3. The above applies to any public holiday (or substituted day) under the HolidaysfAct1983.

12. Compulsory closure

12.1. During each Christmas/New Year period, a compulsory closure of Gavernment establishments, or
restricted staffing as/determined by a chief exeeutive, shall o€cur:

12.2. Employees are required to take léave during the compuisery closure period.

12.3. DBuringthe campulsory closure period, employees (excluding casual employees) will be granted
oney(1) day’s leave on full-pay without debit to a leave aceount (‘the concessional day’) on the
conditions set out in a circular issued by the department responsible for public sector industrial
relations.

13. Movement across / within‘departments (excléddingmachinery of government changes)

13.1. Thisclause appliesto casual employees only in‘relation to long service leave.

13.2. Transfer of accruals

(@) Where an officer or permanent general employee moves within or between departments their
recreation leave and long service leave accrual will automatically transfer with them.

(b) Where an employee engaged on a temporary basis obtains a new role (permanent or new
temporary role) or a new contract for the same role, within the same department, their
recreation leave and long service leave accrual will automatically remain/transfer with them.

(c) Subject to clause 13.2(d), where an employee engaged on a temporary basis obtains a role
in a new department their accrued recreation leave and long service leave will be paid out by
the former department in accordance with clause 14.

(d) Where an employee engaged on a temporary basis, the former department and the new

department all agree, the recreation leave and long service leave accrual of the employee
will transfer to the new department.
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13.3. Transfer of funds for recreation leave

(@) Where the former and new departments both participate in the central recreation leave
scheme, no transfer of funds will occur when the recreation leave accrual transfers between
departments.

(b)  Where either (or both) the former and new department do not participate in the central
recreation leave scheme, a transfer of funds will only occur where the recreation leave
balance exceeds two (2) years accrual or the long service leave balance exceeds seven (7)
years accrual. Such a transfer will represent the total leave accrual.

14. Payment of leave upon departure or death

14.1. Employees will be paid out all accrued recreation leave (including,leave loading) on departure from
the public service or death.

14.2. Employees will be paid out accrued long service leave on departure from the public.service or
death based on the following periods of service:

(a) Atleast 10 years continuous service — departure'for any reason.

(b) At least seven (7) years but less thaf 10¢years continuous.service — a proportionate payment
only if the employee terminates their'sérvice because offll health or incapacity that is
significant but does not qualifyfor ilhhealth retirement of .a domestic or other pressing
necessity.

(c) Atleastfive (5) years continlioys service — a proportionate payment in the following
circumstances:

(i) an employeewho voluntarily retires in aceerdance with section 136 of the PSA

(i) an_employee who is retired as/@ result 6fmental or physical incapacity in accordance
with section 178 of the PSA

(i)~ omthe'death of an emplayee.

(d) ““At leastone (1) year of continuoeus service - a proportionategpayment in following
citreumstances:

()  where a chief @xecutive terminates the employment of a person engaged on a contract
of emplgyment under section 122 of theyPSA and the termination is for reasons other
than disciplinary action or retirement in aceordance with section 178 of the PSA

(i)  whereya chief executive determinesithe employee is surplus to the department’s needs
becauserthe department.employs more persons than it needs for the effective, efficient
and appropriate performance ofiits functions, or the duties performed by the person are
no longer required.

14.3. Subjectto clause 14.4 recreation leave and/or leave loading and long service leave payable as a
lump sum amount as at the date of termination of employment shall be payable at the rate
prescribed for the employee’s substantive position.

14.4. Where the employee is acting in a higher position on the last day of employment (i.e. date of
termination), and has accrued recreation leave that is to be paid out on termination, payment is at
the ordinary rate of pay the person received immediately before termination (i.e. the higher duties
rate) in accordance with section 14(5) of the Industrial Relations Act 1999.The payment of accrued
long service leave is in accordance with the directive relating to higher duties.

14.5. An employee is to be paid for any public holiday, special holiday or substituted day under the

Holidays Act 1983, to which they would have been entitled if they had still been employed and
actually taken the leave, provided payment shall be received only once in relation to each holiday.
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In determining an entitlement under this provision, the projection is based on the greater of the
leave accrual for long service leave or recreation leave (not the combined accrual).

14.6. Where a leave entitlement is payable to an employee who has died, the payment will be made to
the employee’s legal personal representative.

15. Dictionary

Unless otherwise provided, the terms in this directive have the meanings prescribed under the Public
Service Act 2008 (PSA).

casual employee includes both long term casual employees and short term casual employees.

continuous service includes service and periods of leave that have beemgecognised for long service
leave purposes under the relevant directive.

continuous shift work means work done by employeesavhere the‘hours of work are regulasly rotated in
accordance with a shift roster covering a 24 hour per day operation over a seven,(7) day week.

daily hours means:
¢ the number of ordinary daily working hoursof anpemployee as specified in the relevant industrial
instrument; or
e in any other case — the number of houts specified in the relevant industrial instrument as the
average number of hours per working dayof an employee.during a pay period or other period that
is reasonable in the circumstances.
employee’s legal personal representative/means the executor or,administrator of anemployee’s estate.

full-pay means the employee’s ordinary rate of pay and jis'inclusive of any fixed allowances that are part of
the regular fortnightly pay.

half-pay means half of the rate of full pay.

industrial instrument means an award, certified agreement, contract, directive or determination made
under section 149 of the Industrial Relatians Acty1999.

Northern and"Western Region consistsiof any part of the State not eantained within the Southern and
Eastern Region,

ordinary rate means the rate that thesrelevant industrialinstrument states is payable for ordinary time.

Southern and Eastern/Region _consists of any part,of the State, which is both south of the 22nd parallel of
south latitude and east 0fy147° east longitude but excluding the township of Moranbah.

teacher means an employee determined by the chiefiexecutive of the Department of Education, Training
and Employment to be a teacher for the purpose ofthis directive.
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SCHEDULE ONE — LEAVE ENTITLEMENTS

Leave Type Accrual Minimum Period Special Conditions

Continuing employees may
Recreation 20 working days for each completed year of service and a No minimum forfull pay recreation leave unless agency | access their recreation
Leave proportionate amount for an incomplete year of service policy specifies a minimum of one day. leave as it accrues.

Additional entitlement for officers or temporary employees

In addition to the above entitlements, continuous shift workers in
the Southern and Eastern Region OR officers and temporary
employees in the Northern and Western Region (including
continuous shift workers) are entitled to an additional five (5)
working days for each completed year of service and a
proportionate amount for an incomplete year of service

per year

The additional entitlement does not apply to general employéess

NOTE: the maximum accrual is 25 days per year.

Minimumgof.one day for half-pay récreation leave,

The use of accrued time leave 'should be.encouraged for

absences of'less than one day.

See also Schedule Two

Long Service
Leave

An employee who completes 10 years continuous service is
entitled to 6.5 working days for each year of.contintous service
and a proportionate amount for an incomplete year of service.

Part-time employees

The qualifying period for long,service leave purposes forpart-time
employees is 10 calendar years,of continuous service worked on
a part-time basis, or.a combination,of full-time, part-time and/or.
casual service.

Casual employees
A casual employee’s entitlement to long servicedeave is to be
calculated as follows:

Number of hours x rate of pay.

Where number of hours is{(total hours of work + 52) x 1.3

One (1) calendar week (exclusive of public holidays)
except:

where an employeétis,recalled from long service
leave; or

where an employee becomes'ill and is granted sick
leave instéad ofithe long service leave already
approved; or

where the employer gives an employee at least
thfee (3) monthsywritten notice for the employee to
take long service leave in the event the employer
and employee are unable to agree on the timing of
the leave (where the minimum is four (4) weeks); or
wheresthe chief executive determines that an
employee may take long service leave for a period
of less than one (1) week (but not less than one (1)
day).

The minimum period exemptions apply whether on full-
pay or half-pay.

Continuing employees may
access their accrued long
service leave on a pro-rata
basis after a minimum of 7
years continuous service.

See also Schedule Three
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SCHEDULE TWO — SPECIAL CONDITIONS FOR RECREATION LEAVE

1. Recreation Leave Loading

1.1

1.2.

1.3.

1.4.

1.5.

1.6.

1.7,

This clause does not apply to general employees.

Calculations relating to recreation leave and leave loading for those employees receiving an
“annualised” salary are as prescribed in the relevant industrial instrument.

For employees other than shift workers covered by this directive — the rate of wage or salary
prescribed in the relevant certified agreement (or directive), plus a leading calculated at the rate of
17.5% of this amount, is payable.

For those employees (other than continuous shift workers) accruing 25 workingsdays in the
Northern and Western Region, the chief executive may chogse.to pay 14% leave leading on 25
days accrual in lieu of 17.5% loading on 20 days acerual.

For non-continuous shift workers the higher of the following is payable:

(a) the rate of wage or salary preseribed inthegelevant certifiedhagreement and paid to the
employee at the ordinary time rate, and.in accordance with the employee’s roster or projected
roster including weekend or public Reliday shifts; or

(b) the rate of wage or salapy'préscribed in the relevant certified agreement excluding ordinary
shift, weekend and public holiday penalties ordinarily, payable in accordance with the
employee’s roster gmprojected roster plus a loading caleulated at the rate of.17.5% of this
amount.

For continuous shift'workets:

(@) the rate(of wage or salary prescribed in‘the relevant certified agreement excluding ordinary
shiftgweekendiand public holiday penalties ordinarily payable in‘accordance with the
employee’s roster or projectedrester. plus a loading calculated at the rate of 27.5% of this
ameunt is payable.

Where leave lpading is paid‘onceayear in December,payment is calculated on the substantive
ratelasat 1 December as if the émployee is actually takingurecreation leave commencing on that
date. Provided that where the employee is relieving in a higher position as at 1 December, the
employee is to be paid leave loading calculated at the salary rate applicable under the directive
relating to higheridutiés.

2. Advance on Leavé

2.1.

2.2.

2.3.

An employee and their chief executive may agree that the employee takes all or any part of the
employee’s annual leave before begoming entitled to it.

The chief'executive may advance recreation leave to an employee up to a maximum equivalent to
one (1) year’s accrual from the time of the employee’s request for an advance on recreation leave.

The chief executive should only agree to an advance on leave where the employee agrees to
authorise, that in the event of termination of employment prior to the accrual of any leave advanced,
such cash equivalent amount equal to advanced leave not accrued shall be withheld from any
monies owing, including salary, paid leave, public holidays or redundancy payments.
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SCHEDULE THREE — SPECIAL CONDITIONS FOR LONG SERVICE LEAVE

1. Payment of long service leave following redeployment

1.1 Where an officer or tenured general employee voluntarily reverts to a lower classification level
(redeploys) the following provisions apply:

(@)

(b)

(c)

(d)

the officer or tenured general employee will be entitled to long service leave accrued as at
the date of the reversion at the employee’s substantive classification and pay-point
immediately preceding the reversion

the officer or tenured general employee is not compelled to take accrued long service leave
at the date of voluntary reversion to a lower classification.

long service leave accrued after reversion to a lower classification is payable at the officer or
tenured general employee’s classification and pay-point at'the relevant time.

should the officer or tenured general emplayee subsequently attain a substantive
classification and pay-point higher than the substantive classification and pay-point
immediately preceding reversion to adower classification, all long servicelleave accrued will
become payable at the higher glassificationfand pay-points

2. Teachers and vacation periods

2.1.  Avacation to which a teacher is entitledawill not be counted asferming part of any period of long
service leave taken by that teacher.

3. Payment instead of long senvicedeave to a continuim@gemployee

3.1. Payment instead of taking fong service leavesmay only4e made to.a continuing employee in
accordance with'the, pravisions of the Industrial’Relations Act 1999:
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SCHEDULE FOUR - LEAVE CONVERSION FORMULAS

1. Conversion of entitlements

1.1 This schedule sets out the formulas to be utilised when converting recreation leave or long service
leave accruals to an alternative accrual basis.

2. Recreation Leave
2.1. Converting recreation leave from working days to hours
LE =WD x DH
Where:
LE = Leave Entitlement
WD = Working Days
DH = Daily Hours (as defined by an industrial instrument)
2.2. If a department’s system for recording patticulars of leave granted to an employee is based on
hours and the daily hours (as defined by an‘industrial instrument) of an’employee change, the

leave entitlements accumulatedbysthelemployee are also to bexrecorded in hours.

LAC=LBC x HAC
HBC

Where:

LAC (leave entitlement after change) =the haurs of leave to which the employee is entitled
after the.changes

LBC (leave entitlement before ‘¢hange) = the employee’s leave entitlement expressed in hours
beforethe change.

HAC (daily hours after change) = the emplayee’s dailyshours (as defined by an industrial
instrument) after the change.

HBC (daily heursdefore change) = the employee’s'daily hours (as defined by an industrial
instrument):before‘the change.

3. Long Service Leave
3.1. Converting lang service leave from galendar days to hours
LE =D x'DH
Where:
LE = Leave Entitlement
D = Calendar Days (accrual)
DH = Daily Hours — being
¢ the employee’s daily hours of work; or

o the average number of hours per day in the relevant industrial instrument for the
employee during a pay period or other period that is reasonable in the circumstances.
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3.2.  Converting long service leave from weeks to hours
LE =W x WH
Where:
LE = Leave Entitlement
W = Weeks (accrual)
WH = Weekly Hours — being:

e The ordinary weekly working hours of an employee ified in the relevant industrial
instrument; or

¢ The average number of hours per working wee elevant ind instrument for

the employee during a pay period or other period that is reasonable in

circumstances. \
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