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1. TITLE:

2. PURPOSE:

3. LEGISLATIVE
PROVISION:

4. APPLICATION:

5. STANDARD:

6. EFFECTIVE
DATE:

7. VARIATION:

Sick Leave

To prescribe the entitlements for sick leave.

Section 34(2) of the Public Service Act 1996.

This directive applies to —

e public service officers;

» temporary employees engaged under section 1¢°3(2)\ »\ of the Public
Service Act 1996; and

» general employees engaged under section 12(2,,a) of the Public Service
Act 1996 where indicated in the Schedule

This directive does not apply to emp. vees eng ged on a casual basis under
sections 112(2)(b) or 113(2)(b) of #ie Ptlic Ser ce Act 1996.

The conditions and entitlemeniworsscribed in the Schedule apply.
This directive is to opel ite frat.. 5 November 2001.
The provisions 2 th." G Ziule may be varied in accordance with certified

agreeme’ s maaw inder Chapter 6, Part 1 of the Industrial Relations Act 1999
or deciions aan ir ystrial tribunal of competent jurisdiction.

8. INCONSISTENCY:

9. SUPERSEL':S:

10. PRL VIEOS
REFERENC =S:

11. SEE ALSO:

Sectic is 34 <.1d 117 of the Public Service Act 1996 and sections 686 and 687
<St9e Industrial Relations Act 1999 apply if there is a conflict with an act,
reg rlation or industrial instrument.

M histerial Directive 10/99: “Sick Leave”.

Section 32 of the Public Service Management and Employment Regulation
1988 as in force on 24 February 995
Administrative Instruction No. 1 1 62

Directive 6/01: “Leave without Salary Credited as Service”
Directive 7/01: “Recreation Leave”

Issued by the MINISTER FOR INDUSTRIAL RELATIONS
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SCHEDULE

SICK LEAVE

GENERAL CONDITIONS

Entitlement

An officer or employee will be granted sick
leave as follows -

An officer and a temporary employee
engaged under section 113 (2)(a) of the
Public Service Act 1996 working a five day
week will accumulate sick leave (leave of
absence on account of illness) on full salary at
the rate of 10 working days for each
completed year of service and a proportionate
amount for an incomplete year of service.

General employees engaged under section
112(2)(a) of the Public Service Act 1996, will
accumulate sick leave in accordance with the
relevant awards, agreements or at the rate of
10 working days for each completed year of
service and a proportionate amount for an
incomplete year of service.

Conversion to hourly basis

Leave prescribed in this directive may be
converted to an hourly basis for the purrise
of accrual, granting and recording of the
leave.

Leave entitlement in hour<

If an officer or employe€ > leavs entitlerent is
expressed in working Hdays, “‘c leave
entittement may be reac)as i hwere
expressed in warking hou. ) using the
following formula

LE =WL x DF

Where: LE (laava’entitlement)
means the amount of leave
entitlement expressed in working
hours to which the employee is
entitled.

WD (working days)
means the number of working days
set out in this directive.

DH (daily hours)

means the employees daily hours (as
defined).

Directive No. 8/01

Leave to be granted on an hourly
basis

If an officer or employee applies for leave on
a basis other than an hourly basis, the leave
may be granted on an hourly basis.

Leave based on the number of
hours that the emplovee would
have worked

If an officer or emp'Lyee is aster< 4 to work a
specific number<i hour» on <« 7.y and the
officer or employ 2 is”absent from duty on
that day, ors"anarc f it, tH2 officer or
employed's leavi acc it is to be reduced.

Thi< reduc ‘on wil' be the number of hours

#eat thegofficc e employee was rostered to
ork< n that day but did not work. This

ap, ‘es evdn though the employee’s leave

acco. s debited by a different number of

no rs from the employee’s daily hours (as

de ned).

Example 1

If an employee, working 7.25 hours a
day, becomes ill and is absent for 4
hours then 4 hours is deducted from the
employee’s sick leave balance.

Example 2

If an employee is rostered to work 7.6
hours and is absent on that day 7.6
hours is deduced from that employee’s
sick leave balance.

Variation of ordinary working hours

If a department’s system for recording
particulars of leave granted to an employee is
based on working hours and the daily hours of
an officer or employee change, then the leave
entitlements accumulated by the officer or
employee are also to be recorded in hours.

The formula for this conversion is as follows -

LAC=LBC x HAC
HBC
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Where:

LAC (leave entitlement after change)
means the hours of leave to which
the employee is entitled after the
change.

LBC (leave entitlement before change)
means the employee’s leave
entitlement (expressed in hours)
before the change.

HAC (daily hours after change)
means the employee’s daily hours
(as defined) after the change.

HBC (daily hours before change)
means the employee’s daily hours
(as defined) before the change.

Definitions

“daily hours”, means —

e the number of ordinary daily working
hours of an employee as specified in an
industrial instrument (as defined).

e in any other case — the number of hours
determined from an industrial instrument
as the average number of hours per
working day of an employee during a pay
period or other period reasonable in the
circumstances.

Directive No. 8/01

“employees” means temporary employees
engaged under section 113(2)(a) of the Public
Service Act 1996 and general employees
engaged under section 112(2)(a) of the Public
Service Act 1996.

industrial instrument” means, for the
purposes of this directive, an award, industrial
agreement (including a certified agreement),
contract, former determination of the
Governor-in-Council or directive.

“officers” means public service officers under
employed under s.8 of the Public Service Act
1996.

“teacher” means an offi¢cr dete mined by the
chief executive to be a'w.acher for| he purpose
of this directive.

“undrawn recrcextior ieave” means leave
that has beer forfe. 2d fors xceeding the
maximupr® accur allav nfas at 1 July 1999 and
deferre. leave the has not been taken before
1July 192
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SICK LEAVE — PROVISIONS RELATING TO OFFICERS

Deduction from accumulated
balance

Sick leave granted to an officer is to be
deducted from the officer’s accumulated
entitlement in the case of ordinary sick leave
or from the special war service credit of sick
leave for absences attributable to war-caused
disabilities.

Undrawn recreation leave

Undrawn recreation leave accrued before 1
July 1999 under the directive: “Recreation
Leave”, will be used as sick leave only when
the officer’s entitlement to accrued sick leave
on full salary has been exhausted.

Sick leave without salary

Sick leave without salary may be granted
where all sick leave on full salary and all
undrawn recreation leave, to which an officer
is entitled, has been exhausted.

Advance in first year of service

Newly appointed officers who are abse:{ from
duty because of illness, and who hay» no.
accumulated the necessary sick laf.ve on fui.
salary, may have up to 10 worki{ q day sick
leave on full salary advanced.to thi/in the’
first year of service. This isfat ti ) dis zeti€n of
the chief executive.

In considering whether a gre. 2t such an
application the ghief exec tive iiiakes a
decision on the niyits of ei ch case. In any
case not wiiicnting hn adance, sick leave on
full salari shouls»= restricted to the actual
leave acc.ury.

Where an officer resigns during the first year
of service, after having been advanced sick
leave on full salary in excess of the
accumulated entitlement, no action should be
taken to recover any overpayments resulting
from the sick leave granted.

Directive No. 8/01

Temporary employees appointed under
section 113(2)(a) of the Public Service Act
1996 for an unlimited period (i.e. to complete
a specific task) may also be advanced up to
ten working days sick leave on full pay.
However, when appointed for a specific period
only, any sick leave on full salary granted
should be restricted to the actual leave
accrued.

Teachers — school vacations

A teacher, absent on sick/.eave . amediately

before the start of a scit ol vacatic 1, is not

taken to be on sick/!Cave ring th it vacation,

except where thef.cacher -

* was, immet xtelv.efore the start of the
corresponding . 4catios in the previous
year £.0ser on £ nkfeave; and

* Mas, . nce the' :nd of that corresponding
vacatior. a #'c previous year, been
akl.ent on'sick leave on every day that the
cachei would otherwise have been
v2gued to be on duty;

in ) hich case the teacher shall be taken to be
o(. sick leave during that vacation.

Special sick leave

Where an officer -
(a) is injured in the course of performing
official duties; or

(b) becomes ill because of performing
official duties the chief executive may
grant that officer such special sick
leave as the chief executive
determines to be warranted in the
circumstances.

Special sick leave means leave on full pay

that is not to be charged against an officer’s
entitiement to ordinary sick leave on full pay.
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SICK LEAVE — PROVISIONS RELATING TO EMPLOYEES AND OFFICERS

Notification of sick leave

An officer’s and employee’s entitlement to

sick leave is conditional on their promptly

notifying the employer of —

(i any iliness that will cause the employee
to be absent from work; and

(i)  the approximate period for which the
employee will be absent.

Application for sick leave

A written application by or on behalf of
the officer or employee is to be submitted
for every absence where sick leave is
sought. The application is to be in a form
determined by the chief executive.

Sick leave for any period of absence may be
granted upon one or more applications
covering the period of absence.

Medical certificate

An application for sick leave of more than
three days is to be supported by a medical
certificate or any other evidence of the illng’ss
that is acceptable to the chief executive

However a chief executive may resuire an
employee to furnish a medical o tifica*’. or
other evidence of the illness wheir (e illnesh
is for 3 days or less if the afipic ee ) sukect
to a process for monitori® g perf’ rmanc.. or
conduct.

Where an award specifie.»a dii zrent
requirement for v » produc, on of a medical
certificate #7.Chawai hrequ’ ement prevails.

Meritoricus se! vice sick leave

Where officers and employees have
completed 26 years meritorious service, for
which recognition has been given for long
service leave purposes under the relevant
directive, an additional 13 weeks (65 working
days) sick leave on full pay may be added to
their sick leave account. The service being
recognised for this purpose need not
necessarily be continuous.

Directive No. 8/01

Permanent part-time employees, or
employees working in various combinations of
permanent full time, part time or temporary
arrangements are eligible to this entitlement
on a pro-rata basis after completing 26 years
meritorious service.

An officer or employee is eligible to draw upon
this meritorious service sick leave after
ordinary sick leave on full pay (including
undrawn recreation leave) has been
exhausted.

Meritorious sick leave cri dits are 0 apply
once only after the com =tion of Z § years of
service. When an af.icer or ampla’ ee
exhausts that crauit, eit'ver by »fContinuous
period or by a nt absat of periods of sick leave
on full pay..mear sii\is th4.i to be granted
leave wit".out pa,

Thefgrancng of t e additional credit of sick
IeC.ve is;an o 'mstrative concession.

Tixfconcedsion may be refused in the case of
an ¢.7cef or employee who, in the opinion of
«rochief executive, does not warrant the

gre ating of this leave i.e. has not completed
2, years meritorious service.

Special war service credit of sick
leave

(@) eligible war service

An officer employed under section 8 of the
Public Service Act 1996 on a full or part time
basis in accordance with s. 76 of that Act or
an employee engaged on tenure, on a full or
part time basis, under section 112(2)(a) of the
Public Service Act 1996 who has undertaken
war service in one of the situations set out
below is to be awarded a special war service
credit of 65 working days sick leave on full
pay for absences from duty which are
attributable to a war-caused disability.

(i) Second World War
Employed in the public sector at the
date of enlistment and service
subsequent to enlistment is
recognisable for long service leave
purposes under the relevant directive -
applies to all absences.
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It only applies to absences from 1 December
1980.

(i)  Special Armed Force sent to Korea
Employed in the public sector at the
date of enlistment and service
subsequent to enlistment is
recognisable for long service leave
purposes under the relevant directive -
applies to all absences.

It only applies to absences from 1 December
1980.

(i)  Armed Forces in Vietnam while
undergoing National Service Training
Employed in the public sector at the
date of enlistment and service
subsequent to enlistment is recognised
for long service leave purposes under
the relevant directive — applies to all
absences.

It only applies to absences from 1 December
1980.

(iv)  Regular Army in Vietnam

Employed in the public sector on or
after 1 July 1983. This leave only
applies to absences from 1 December

1980.
(v) Armed Forces in Malaya and Singaziore
Period Area Personne!
From To

29.6.50 31.8.57 Malaya Armi and RAAF

1957 27.5.63 Malaya and Army, AAF ap
Singapore ¢ tain’ ad-¥ .sed
b aval pei_unnel

8.12.62 30.9.67 Sabali, Rrune. HAll personnel
and Sara. 2k

28.5.63 3047 Mo ava
(Noru. v area)

All personnel

7.7.65 30.9.67 M dlaya and All personnel
Singapore

and employed in the public sector on or after

1 April 1985. It only applies to absences from
1 December 1980.

Directive No. 8/01

Specific conditions attaching to the
special war service credit of sick
leave

Officers and employees awarded the special
war service credit of sick leave need not
exhaust their ordinary sick leave or sick leave
on full salary chargeable against undrawn
recreation leave before being eligible to draw
upon the special credit of sick leave for war-
caused disabilities.

The granting of sick leave chargeable against
the special war service credit of sick leave is
dependent upon the production of evidence
that the absence from dub..c2as a result of
a war-caused disability,

Upon written auth<.ity from* e aficer or
employee, parti¢ ilars «.e to bc obtained from
the Department o.\/terans Affairs showing
the disabi!".cshat 1 we/cen accepted by
that der‘irtment ¢\, bei..g attributable to war
service.

‘or ed ch absence from duty due to a war-

ca «ed digtoility, the officer or employee is

requ.. 2 .o furnish a medical certificate or

uu 2r evidence of the illness acceptable to the

chi .f executive. The medical certificate or
.ner evidence is to be checked against the

particulars obtained from the Department of

Veterans’ Affairs to ensure that the absence

resulted from a disability attributable to one of

the eligible theatres of war set out above.

The special war service credit of sick leave is
in addition to the meritorious service sick
leave after 26 years service.

Sick leave charged to the special war service
credit of sick leave should be recorded
separately from ordinary sick leave.

A part time officer or employee is awarded a
special war service credit on a pro rata basis.

lliness before starting other leave

An officer or employee who becomes ill
before the start of recreation leave or long
service leave, and submits an application
supported by a medical certificate or other
evidence of the illness acceptable to the chief
executive before starting the leave, may be
granted sick leave instead of the recreation
leave or long service leave which has already
been approved.
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lliness during other leave

An officer or employee who becomes ill after
starting recreation leave or long service leave
and submits a written application supported
by a medical certificate or other acceptable
evidence of the illness to the chief executive
and —

* inthe case of recreation leave - the
period of illness is more than 3 working
days; or

* in the case of long service leave -the
period of iliness is at least one week as
the case may be;

may be granted sick leave for the period of
the iliness instead of the recreation leave or
long service leave that has already been
approved.

Pregnancy and maternity leave

An officer or employee who is pregnant and
has not commenced maternity leave may be
granted sick leave for an illness (including one
that is related to the pregnancy).

An officer or employee on paid maternity
leave is not entitled to paid sick leave.

Directive No. 8/01

An officer or employee on unpaid maternity
leave cannot be granted sick leave for an
illness that is related to the pregnancy but can
be granted sick leave for an illness that is
unrelated to the pregnancy.

Payment for public holidays

Normal salary is to be paid to an employee for
a public holiday that occurs immediately
before, during or after an absence on sick
leave where the employee is in receipt of full
pay. No debit should be made to the officer or
employee’s sick leave account.

If a public holiday occurs during an absence
on sick leave without pay.< i< c2oloyee is not
to be paid for the publiet.oliday ai 1 no debit
is to be made to the affic.s.or emp oyee’s sick
leave account.

Normal pay is to'« 24 aid ton employee for a
public holig#;%hat ¢ sursfinmediately before
or afters 1 abser: =2 ol sick leave without
salary. I\» debit is| o be made to the

e ioyee’c nick I ave account.

«2edvove also applies to any public holiday

(or< ubsti*.ted day) under the Holidays Act
1083.
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