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PARENTAL LEAVE POLICY 
 

Stair Lock Pty Ltd encourages an environment that enables employees to maintain a 
balance between their work and family responsibilities, especially when a new child 
(or children) enters the family.  

The purpose of this policy is to assist employees during this time and enable a smooth 
return to work after leave. Unless otherwise specified, this policy sets out the 
procedural requirements and entitlements that apply to employees taking maternity 
leave or parental leave.  

Upon completion of 12 months’ continuous service employees are entitled to take a 
period of parental leave to care for their newborn or adopted child. Different 
entitlements apply whether you will be the primary or secondary care giver.  This 
policy is to be read in conjunction with the Fair Work Act 2009.  

Entitlement 
 
Employees (including long term casual employees) with 12 months or more of 
continuous service with Stair Lock, who will also be the primary care giver of the child, 
are entitled to take a period of up to 12 months of unpaid parental leave. However, the 
total period of leave can be made up of any annual or long service leave you are entitled 
to and unpaid parental leave, as long as the total leave doesn’t exceed 12 months. 
Subject to meeting specific criteria under the Fair Work Act 2009, you may also request 
a further period of 12 months’ unpaid leave (up to 24 months in total).  
 
If you are adopting a child, and you provide appropriate documentation, you may also 
take up to two days’ unpaid leave to attend interviews etc.  
 
Secondary care givers (i.e. spouses or de facto partners) are eligible for up to 3 weeks 
unpaid leave at the time of (or within 6 weeks of) the birth or placement, which can be 
taken concurrently with the primary care giver. Secondary care givers may be eligible 
for Dad and Partner Pay administered through Centrelink. More information is 
available from https://www.humanservices.gov.au/customer/enablers/claiming-dad-
and-partner-pay. Employees receiving Dad and Partner Pay will need to take leave 
without pay from their employment at Stair Lock.  
 
Note, only one parent can be the primary care giver at any one time. You will not accrue 
leave when you are on unpaid leave, but it will not break continuity of service. 
 
Government Paid Parental Leave Scheme 
 
Eligible employees may be entitled to the Paid Parental Leave Scheme, a maximum of 
18 weeks’ government funded pay at the National Minimum Wage.  
 
To determine eligibility, you can lodge a claim with the Family Assistance Office (FAO), 
up to 3 months prior to the expected date of birth or adoption, who will then determine 
if you meet the eligibility criteria. Upon acceptance of the claim the FAO will notify Stair 
Lock Pty Ltd who in turn will provide the funds commencing at a start date nominated 
by you, following the arrival of the child. These funds will be paid to you in the normal 
pay cycle.  
 
 
 

https://www.humanservices.gov.au/customer/enablers/claiming-dad-and-partner-pay
https://www.humanservices.gov.au/customer/enablers/claiming-dad-and-partner-pay
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For further information in regards to the Paid Parental Leave Scheme and eligibility 
criteria please refer to the Centrelink webpage:  
 
http://www.centrelink.gov.au/internet/internet.nsf/individuals/pg_index.htm 
 
To be eligible for government funded paid parental leave for any subsequent 
pregnancies you must again meet the eligibility criteria. 
 
Unpaid special maternity leave 
 
A female employee (who meets the continuous service requirements) is entitled to a 
period of unpaid special maternity leave if she is not fit for work during that period 
because: 
 

a) she has a pregnancy-related illness; or 
 

b) she has been pregnant, and the pregnancy ends within 28 weeks of the 
expected date of birth of the child otherwise than by the birth of a living child. 

 
In this situation you need to give notice as soon as practicable and advice of the period, 
or expected period, of leave. You must also give evidence from a registered medical 
practitioner that you are unable to work due to a pregnancy-related illness.  
 
Taking of special maternity leave reduces entitlement to unpaid parental leave, with 
the aggregate of the leave not to exceed 12 months. You may use personal leave, or 
accrued annual, long service leave or unpaid leave to cover this period until six (6) 
weeks prior to the expected date of birth, at which time unpaid maternity leave will 
commence.  
 
Transfer to a safe job 
 
In some cases, women need to be transferred from their present position because of 
risks posed to their pregnancies. Such a transfer will require medical advice and that 
these conditions be met: 
 

• A medical practitioner’s opinion supports a transfer. 
 

• Stair Lock Pty Ltd deems such a transfer to be practicable. 
 

• The rate and conditions attaching to the ‘safe’ job are the same. 

Taking Parental Leave 

The procedures that applies to maternity leave will generally apply to employees 
taking parental leave, unless otherwise specified: 

1. Talk to your Manager as soon as practicable about taking parental leave, to allow 
for the operational requirements of the business to be maintained. 

 
2. At least 10 weeks prior to expected date of birth/adoption provide: 

 
• A doctor’s certificate confirming the pregnancy and expected due date. 
 
• A completed “Parental Leave Request Form” which can be obtained from the 

HR/Payroll Officer outlining your request for leave and anticipated start and 
end dates of the leave.   

 

http://www.centrelink.gov.au/internet/internet.nsf/individuals/pg_index.htm
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• A completed online leave form on Payroll Metrics (incorporating all types of 
leave you will be taking i.e. unpaid parental and any annual and/or long service 
leave).   
 

You should also discuss your plans with your Manager so that the Company has a 
clear understanding of your plans and can work with you to organise coverage of 
your position while you are on leave. 

To ensure your wellbeing and safety if you are pregnant and wish to work the six 
weeks before birth you may be asked to provide a medical certificate confirming 
you are fit to work.  If you are unable to produce a satisfactory document within 7 
days of the request you may be instructed to commence leave at that time.  

During a pregnancy, your Manager will work with you to ensure you are still able 
to perform your work in a safe manner. You may need to cooperate with the 
Company to obtain medical information about your fitness for duties. 

3. You may commence maternity leave within six (6) weeks leading up to your 
expected due date or earlier if directed to do so by your medical practitioner. You 
should discuss the nature of your work and any pregnancy-related issues with 
your medical practitioner including any advice they have for commencing leave. 
Discuss your needs with your Manager. Your total maternity leave, including leave 
taken before the birth of your child, cannot exceed 52 weeks. 

4. The company may, with at least 14 days’ notice in writing, require a pregnant 
employee to commence maternity at any time within six (6) weeks immediately 
before the expected due date. Female employees must take a compulsory period 
of six (6) weeks maternity leave immediately following the birth of a child. 

Coming back to work 

At least 4 weeks prior to your expected date of return (and preferably earlier) you need 
to provide written notification that: 
 

a) Confirms your intention to return to work. 
 

b) Notifies that you wish to extend your leave dates (up to the 12-month 
maximum limit). If this is the case, you must use the “Application to vary 
parental leave form” which can be obtained from the HR/Payroll Officer 

 
c) Applies for an extension of unpaid leave greater than 12 months (note this is 

based on certain eligibility requirements including the amount of leave taken 
by your spouse or partner).  Stair Lock Pty Ltd will consider all requests for an 
unpaid leave extension and communicate the decision in writing within 21 
days.   

When you return to work after taking maternity/parental leave, you are entitled to the 
position you held immediately before taking leave. If you were performing a different 
role in a temporary capacity because of your pregnancy, you are entitled to return to 
your original position. If your original position no longer exists, you are entitled to a 
position of comparable status which you are capable of performing.  

If you decide to lengthen or shorten your maternity/parental leave, you need to 
provide written notice at least four (4) weeks before any alteration to the agreed 
period of leave. You can change your leave once; any further changes must be mutually 
agreed with your Manager. To adjust your return to work date, you must use the 



 

Page 4 of 5 
Ref: FM.SM-001 / POL-019 Parental Leave Policy 

Issued: 28/06/2017 

“Application to vary parental leave form” which can be obtained from the HR/Payroll 
Officer 

Entitlements 

Leave 

While you are on unpaid maternity or parental leave, you do not continue to accrue 
annual leave, sick leave or long service leave during the period of leave.  Maternity and 
parental leave does not affect the continuity of your service. 

Company property 

While you are on maternity or parental leave, company property must be returned to 
Stair Lock Pty Ltd, unless otherwise agreed by the Managing Director.   

Additional information 

Provisions for other types of leave and safe work 

• If you have less than twelve months’ service, you may apply for leave without pay 
under our normal leave policy. 

• When you are (or your partner is) pregnant, accessing fertility treatments or 
planning an adoption, you may be required to attend appointments during normal 
working hours. If you need time off work, you must speak to your Manager in 
advance to make arrangements for your work to be covered, if necessary.  You may 
need to be flexible with your work hours, or if you have sick leave available, your 
Manager may agree that it can be used for this purpose. 

• If you require additional leave for illness due to pregnancy or termination of a 
pregnancy, please contact your Manager to make appropriate arrangements. 

 

RESPONSIBILITIES 

Manager 

Your Manager, in consultation with the HR/Payroll Officer is responsible for finding a 
temporary replacement to cover your position while you are on leave, ensuring your 
work environment is safe during pregnancy, engaging in discussions with you to 
understand your preferences and requirements and assisting you with your return to 
work.  
 
Your Manager is also responsible for maintaining contact with you while you are on 
leave, as you have agreed with them. 

Employee 

You are responsible for advising your Manager in writing that you are (or your partner 
is) pregnant and wish to take maternity or parental leave, in accordance with the 
procedures set out above.   
 
You will also work with your Manager (as requested) to support handover to a 
replacement while you are on leave. 
 
If you require time off to attend medical appointments related to your (or your 
partner’s) pregnancy, you must discuss your needs with your Manager.  You must also 
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notify your Manager of any issues affecting your ability to safely perform your role 
during your pregnancy. 
 
Before returning to work, you are required to advise your Manager of your impending 
return and discuss your return-to-work arrangements with them as per the procedures 
above. 
 
 

Approved by:  Edward Lloyd Managing Director 
 


