SC Johnson Parental Leave Policy 

Policy Statement

The company’s values recognise that enabling employees to fulfill their family responsibilities is part of having a balanced life.
Purpose

· To comply with all current legislative requirements.
· To provide fair and equitable parental leave to the primary care giver irrespective of gender.
· To provide certain company benefits throughout the period of the parental leave taken.
· To provide parental leave entitlements to all SCJ employees.
Scope

This policy applies to ANZ SC Johnson.

Responsibility

The Human Resources Director of ANZ has the responsibility for ensuring the maintenance, regular review and update of this policy.

Eligibility

Parental (maternity, paternity & adoption) leave is available to all permanent employees of both genders with at least 12 months continuous service

Both permanent full time and part-time employees are entitled to parental leave.
Parental leave is unpaid leave provided to eligible employees who must be absent from work for the period of confinement and/or to act as primary care giver for a child.
ENTITLEMENT
Maternity
Female employees may take up to 52 weeks leave for the purpose of childcare and/or confinement. This maternity leave shall be an unbroken period of at least six (6) to a maximum of fifty-two (52) weeks, and is inclusive of any annual and/or long service leave that may be taken. That is, the total amount of leave (both paid and unpaid) taken for the purpose of childcare and/or confinement must not exceed 52 weeks.
Paternity
Male employees are entitled to up to one (1) week of unbroken (or short) parental leave at the time of confinement.  This is made up of one day paid leave and four days unpaid leave.  A further unbroken 51 weeks extended parental leave (unpaid) is available until the child’s 1st birthday.  Any period of maternity Leave taken by the partner will reduce the entitlement to extended paternity by the male employee.  Extended paternity leave cannot be taken at the same time as the partner has taken maternity leave (except for the first week)

Procedure

Medical Appointments Entitlement
Pregnant employees are entitled to 2 hours of paid leave on each occasion that they are required day to attend medical appointments relating to the pregnancy.
This is subject to the employee giving a copy of an official notice of appointment from the Medical Practitioner to their manager. This must be five working days in advance of appointment. It is not to be treated as sick leave or annual leave.  Male employees may attend up to four appointments with their partner.
Arrangement of Parental Leave
It is not compulsory for a female employee to advise her employer immediately of becoming pregnant.  With a Pregnancy progressing to full term, however, the female employee must provide their immediate manager with written notification at least ten weeks prior to their anticipated date of confinement.
The employee must provide a Certificate confirming the pregnancy from a registered Medical Practitioner.
Prior to commencing parental leave, the employee must sign a statutory declaration that during their absence, no activity inconsistent with their employment contract will be untaken.

Alterations to Parental Leave
After commencement of parental leave the employee may amend the date on which they intend to return to work, providing the maximum of 52 weeks is not exceeded and not less than a months notice in writing is given setting out the additional leave required.
Change of Duties
In certain circumstances, if in the doctors opinion, the pregnant employee could face illness or health risk, an employee’s role may be considered unsuitable.  In this situation, the manager is to work in conjunction with Human Resources to determine if there is a more suitable role available for them to undertake in the period up to the commencement of parental leave.
Termination of Employment during Parental Leave
During the period of parental leave the employee may terminate their employment at any time, provided the required 4 weeks notice is given.
Returning to Work
An employee is entitled to return to the job they held immediately before they began parental leave (this does not include a job to which they were transferred because of pregnancy).  If the job no longer exists when they return to work, and other jobs are available, the employee must be given a job which is in salary, status, and location equivalent to the position held before leave was taken.  The job must be one that the employee is capable of doing.
A female employee cannot resume duty until six (6) weeks have elapsed following the birth of her child.
The employee must give four (4) weeks written notice of his/her intended date of return to work. Note that employees who are returning after an absence of less than their 52 weeks leave, forfeit any rights to remaining/additional Parental Leave once they have returned to work.

Full consideration will be given to situations where full-time employees request returning to work on a part-time basis.

Superannuation
An employee proceeding on parental leave (ie. unpaid) has the option of employee continuing contributions to the Superannuation Plan/Fund or suspending contributions to it. In either case the Company’s contribution will cease for the duration of the unpaid parental leave.
Where the employee elects to continue contributions, the employee is required to make their own arrangements with BT direct by sending  cheques marked as “Member voluntary contributions” to their administration area.  Death & disability cover will continue. 

Where the employee elects to suspend contributions to the Plan, the following conditions will apply:
· No member contribution will be required and the Company contributions will cease during the period of unpaid leave
· Death & Disablement cover will continue. 
· Premiums will continue to be taken out each month.
Leave Accruals
Time away from work on parental leave without pay does not count as service in calculating Long Service leave or any other leave entitlements. However, any period of paid leave included as part of parental leave will count as service for leave calculations.
Company Motor Vehicles/Novated Lease Vehicles
In the case of an SCJ supplied company motor vehicle, these shall be is available to the employee:
· Only whilst on paid leave (ie. Paid Parental Leave, Annual/Long Service Leave) 
· If unpaid leave is taken, the employee may choose to reimburse the company for the full costs of the vehicle including leasing, maintenance, fuel levy, insurance, FBT, parking and any driver fault repair charges.

In the case of novated vehicles or car allowances, these are available
· Only while paid leave (ie Annual/Long Service Leave) is taken 
· If unpaid leave is taken, the employees monthly motor vehicle allowance will be discontinued, and thus the employee will be responsible for the full cost of the vehicle, including leasing, maintenance, fuel levy, insurance, FBT, parking and any driver fault repair charges.

The company recognises the key need of employees on parental leave to maintain their benefit (company or novated lease vehicle). To this end, the company offers the flexibility for employees to transfer parental leave payments (as below) into motor vehicle costs. That is, an employee may choose to forgo paid parental leave (salary) and convert this into the equivalent dollar value for motor vehicle costs.

These flexible payments will be worked out on an individual basis. Please see Human Resources for more information.

Benefits
Employees on parental leave are entitled to the following benefits during their absence from work.
· Any social club benefits (social club members are not required to pay social club fees whilst on parental leave)

· Reimbursement of professional membership expenses incurred during absence on Parental Leave, subject to prior agreement with the Manager.
· Reimbursement of Educational Fees, subject to prior agreement with the Manager as to course relevance to the role.  Costs will be reimbursed after the employee has completed two full months after returning from Parental

Nine weeks paid Parental Leave
SCJ provide a 9 week parental leave payment to all primary care givers who apply for parental leave.  The primary care giver is the person that stays home with the child during the parental leave time. This can be either parent.

Primary care givers on adoption leave, are also eligible for the above payments.

‘Keep in Touch’ & ‘Back to Work’ Programs

Whilst an employee is on parental leave, the respective manager shall be responsible for keeping in regular contact with the employee. This is to ensure both parties are well informed of relevant events during the term of leave. 

This will also involve the manager sending emails, company journals, invitations to the Employee Communication meetings and other documents and events that may be of interest to the employee on leave.

The manager will also be responsible for implementing a ‘Back to Work’ program for the employee prior to them recommencing work. This will enable the employee and company to feel comfortable as to what tasks and responsibilities the employee will be performing on their return to work.
Adoption Leave  

Permanent employees may take up to (2) days special Adoption leave to attend interviews and appointments associated with adoption.

All other conditions are simular to that of parental leave.
Adoption leave is applicable for the primary care giver for a child under the age of five at the date of adoption.
Once the employee informs their manager that the employee has been approved as an adoptive parent, the manager is required to ensure the employee is informed of their entitlements and responsibilities regarding Adoption leave.
An employee is entitled to take:
· Short Adoption leave, ie. three (3) weeks unpaid leave at the commencement of placement. Both partners may take short Adoption leave concurrently.
· Extended Adoption leave of up to 52 weeks from the commencement of placement for the primary care giver. This may include a component of paid leave.
Extended Adoption leave is to be reduced by the amount of any short Adoption leave that their partner has taken.
Written notification to the Company must be provided as soon as the child’s placement date is known, indicating the date of the commencement and duration (maximum three weeks) of short Adoption leave to be taken, accompanied by a:
· Written declaration from the Adoption Agency confirming placement date.
· Written confirmation of custody of the child from the appropriate Government Agency.
· Statutory Declaration stating the employee as the primary care giver and any period of short or long Adoption leave taken by the employees partner.
· Statutory Declaration stating that during their absence no activity inconsistent with their employment contract will be undertaken. 
Company Incentive/Profitshare
Any Company Bonus to be paid will exclude any period of unpaid leave Parental Leave that the employee has taken during the period applicable to the Bonus.
Pre-Parental Leave Checklist

The following tasks must be completed prior to commencing Parental leave:
By the Manager
· Ensure that the employee is eligible to take leave.
· Notify Human Resources at least ten (10) weeks in advance of the employee’s intention to take parental leave. 
· Liaise with Human Resources to arrange a replacement person during the employee’s absence.
· Complete a performance review three weeks prior to the employee commencing parental leave
By the Employee (for non-adoption parental leave cases)
· Provide a medical certificate confirming the pregnancy.
· Provide in writing, the date on which parental leave is to commence. This information must be given to the Manager at least ten (10) weeks written notice before the expected confinement date. 
· Give a least four (4) weeks notice of intention to return to work and/or change the length of time away.
· Sign a statutory declaration that no activity inconsistent with the employment contract will be undertaken.
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