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New Parent Information Kit





A snapshot of your entitlements:

Primary Carers
· Maximum of 104 weeks (2 years) leave.
· Paid maternity leave can be taken as 16 weeks full pay or 32 weeks at half pay (providing you have met the eligibility criteria of 12 months of service).
· For the purposes of pre-natal leave, pregnant employees may access RDO’s, Time in Lieu, Annual Leave, or Sick Leave.
· You continue to accrue both annual leave and long service leave whilst on paid maternity leave.
· Periods of maternity leave will not result in a break in your service with Council, however any periods of unpaid leave will not count towards the accrual of your long service leave and will affect your service recognition date.
· In addition to the paid paternity leave offered by Council, you may also be eligible for the Government Centrelink Scheme.

Partners of Primary Carers
· Partners of a primary carer are entitled to two weeks paid paternity leave.  They may instead elect to take paternity leave at half pay over a period of 4 weeks.  Paternity leave may be taken concurrently with the maternity leave being accessed by the mother / primary carer of the child.
· In addition to the paid paternity leave offered by Council, you may also be eligible for the Government Centrelink Scheme for up to a further 4 weeks unpaid leave.  Once approved by Centrelink you are required to apply for unpaid leave from Council.
· Your total paternity leave absence must not exceed 8 weeks. 
· If you want to attend prenatal appointments with your pregnant partner, you can access RDO’s, Time in Lieu or Annual Leave. If other leave options are exhausted, employees may request to access leave without pay to attend pre-natal appointments.
· Parents can access both Maternity and Paternity leave at the same time. This is referred to as 'concurrent leave’


Congratulations! 

Preparing for the arrival of a baby is an exciting time that also brings the opportunity to make some important decisions about your work and family balance. 

With this in mind, Organisational Development provides you with the following information to assist and support you in balancing your work, life and family responsibilities. 

It aims to make your parenting experience in relation to work easier and more rewarding. 
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Note:   
This booklet contains information in regard to Council’s Enterprise Agreement and legislation such as the Fair Work Act.  It is not intended to change or replace entitlements under the Agreement or legislation.  In the event of an inconsistency in the information in this booklet, the Enterprise Agreement or relevant legislation will apply.



1. Your initial discussions 

[bookmark: _Toc408399435]I’ve recently found out I’m pregnant, and although I’m not ready to announce my news, I’d like to find out more about my entitlement and benefits in regard to maternity leave.  Who can I talk to?
Payroll can confidentially assist you to understand your entitlements and provide information.

This includes:
· Explaining the processes for applying for leave.
· Providing options for how leave can be taken.
· Calculating your Annual Leave and Long Service Leave accrual (if applicable) which you may elect to combine with your period of Maternity Leave.

Payroll can be contacted by emailing Payroll.Inbox@cgd.vic.gov.au or telephoning 8571 5122.

[bookmark: _Toc408399436]My partner is expecting / we are adopting and I’d like to find out more about my entitlements in regard to paternity Leave.  Who can I talk to?
Payroll can confidentially assist you by providing information to ensure you get the most out of your entitlements.

This includes:
· Taking leave at the time of the birth or arrival of your child.
· Leave options if you plan to be the primary care giver following the birth or arrival.
· Entitlements for same sex partners.
· Explaining the processes for applying for leave.

Payroll can be contacted by emailing Payroll.Inbox@cgd.vic.gov.au or telephoning 8571 5122.

2. Terms and Definitions

There are a number of terms that are used to refer to parental leave.  The following definitions may assist in understanding your entitlements.
	Term
	Definition

	Primary Carer
	The term ‘Primary Carer’ refers to:
A child’s primary carer as defined by the Australian Government Family Assistance Office is a person who physically cares for the child on a daily basis. This person would be responsible for meeting the child’s physical needs.

A child’s primary carer can be:
· the birth mother;
· the adoptive parent;
· the partner of the birth mother or adoptive parent, or;
· the child’s other legal parent or their partner (including same sex partners).

Note: For the purposes of entitlement to leave, only one parent can be the nominated Primary Carer at any given time.  Access to Primary Carer entitlements cannot be undertaken simultaneously by two parents but can be taken consecutively over the duration of the parental leave (subject to meeting the eligibility criteria for the parental leave).

	Partner of Primary Carer
	Partner refers the other parent or guardian of the child (i.e. not the Primary Carer - see above).  For example it may include the father of the child, spouse including de facto and same sex partners.

	Parental Leave A
	Leave taken by the Primary Carer.

	Parental Leave B
	Leave taken by the Partner of the Primary Carer.

	Parental Leave
	This is a general term used to reference leave (such as maternity or paternity) taken for the purposes of caring for a child at the time of, or immediately following, the birth or adoption of a child.

	Maternity Leave
	See Parental Leave A definition.

	Paternity Leave
	See Parental Leave B definition.

	Partner
	See Partner of Primary Carer definition.

	Date of Confinement / Due date / Expected date of birth
	The date on which the Doctor determines your baby is due to born.

	Birth date / Date of Birth
	The date on which your baby is actually born.

	Paid Parental Leave – Council
	Paid parental leave granted in accordance with Council’s Enterprise Agreement to employees who meet eligibility criteria.
· Up to 16 weeks for primary carer*
· Up to 2 weeks for partners of primary carer*

*Can be accessed at half pay for 32 weeks.  Government paid parental leave scheme can be applied for in addition to this

	Parental Leave pay  – Government scheme
	Paid parental leave granted in accordance with the Australian Federal Government scheme who meet the eligibility criteria as set out by Centrelink.
· Up to 18 weeks for primary carer*
· Up to 2 weeks for dads or partners*

* Can be accessed at half pay for twice the number of weeks.  Government paid parental leave scheme can be applied for in addition to this


[bookmark: _Toc408399440]


3. Your Entitlements

[bookmark: _Toc408399441]PRIMARY CARERS
The following clauses make reference to maternity leave.  This is also known as Parental Leave A (Maternity / Adoption as Primary Carer).  It refers to the entitlements of the Primary Carer.  Please refer to definitions section of this booklet.

How much maternity leave am I entitled to take?
Staff who have completed 12 months of service (as at the expected date of birth) are entitled to access maternity leave to a period not exceeding 104 weeks in total.

The 104 week period includes any paid and unpaid maternity leave but excludes any annual or long service leave which may be taken prior to commencing maternity leave. 

The 104 weeks starts at the commencement of the maternity leave and may not extend beyond the child’s second birthday.

Note:  Leave entitlements for staff members on fixed term or temporary employment conclude on the date on which their employment was due to end.

I’ve heard that Council offer paid maternity leave for staff.  What are my entitlements?
Providing you have met the eligibility criteria (full time or part time employment for 12 months of service as at the expected date of birth), Council offers paid maternity leave which can be taken as 16 weeks full pay or 32 weeks at half pay. 

Staff working on a part time basis will receive payment on a pro-rata basis.  In the event of an employee transferring to a safe job on reduced hours just prior to commencing paid maternity leave, the paid maternity leave will be calculated as though the reduction had not occurred. 

How soon can I return to work after giving birth to my child?
Council will be guided by you and where appropriate your medical practitioner as to when you are ready to return to work but requests you allow at least 6 weeks after the birth of your child before you return.  If you plan to return any earlier than this, you will be required to provide a certificate from your medical practitioner confirming there is no risk to your health and safety.

[bookmark: _Toc408399442]I haven’t completed 12 months of service.  What does this mean for me? 
In the event you have not completed 12 months of service, speak with your Manager or Supervisor in regard to the option of applying for unpaid leave.

[bookmark: _Toc408399447]I am a casual employee.  Can I access maternity leave? 
Whilst casual employees are not entitled to paid leave, if you have been working on a regular and systematic basis for at least 12 months and there is a reasonable expectation of the work continuing then you may access unpaid leave.

Am I eligible for pre-natal leave?
Pre-natal leave refers to time away from work to attend regular doctor / midwife visits in preparation for the birth of your child.  For the purposes of pre-natal leave, pregnant employees may access RDO’s, Time in Lieu, Annual Leave, or Sick Leave.
Employee’s who wish to attend prenatal appointments with their pregnant partner can access RDO’s, Time in Lieu or Annual Leave.
If other leave options are exhausted, employees may request to access leave without pay to attend pre-natal appointments.
As with all forms of leave you should notify your supervisor or manager of your intention to access leave as soon as practicable to ensure business requirements can be met.

[bookmark: _Toc408399448]Do I continue to accrue leave while I’m on maternity leave?
You will continue to accrue both annual leave and long service leave whilst on paid maternity leave.  Leave will accrue in accordance with the rate at which you are being paid for your maternity leave (i.e., if half pay, half accruals).

All leave accruals cease during periods of unpaid leave.

The payments made under the Government Centrelink Paid Parental Scheme do not count as paid maternity leave for Council purposes and therefore is treated as an unpaid period of leave.

[bookmark: _Toc408399449]Do periods of maternity leave affect my Long Service Leave recognition date?
Periods of maternity leave will not result in a break in your service with Council, however any periods of unpaid leave will not count towards the accrual of your long service leave.  As a result, your long service leave recognition date will alter by the period of time for which you were on unpaid leave. 

For example:
	1 January 2010
	You commence work with Council.  Under current LSL arrangements you would be eligible to access pro rata long service on 1 January 2017 (i.e. 7 years)

	1 March 2013
	You commence 16 weeks of paid maternity leave.  This is treated as a period of service.

	17 June 2013 – 
31 Dec 2013
	You access unpaid maternity leave.  This equates to 29 weeks of unpaid leave.  An adjustment is noted that a further 29 weeks is to be added to the date on which you would have otherwise been eligible for long service leave.

	17 July 2017

	Your eligibility to access long service leave will now be 7 years 29 weeks after 1 January 2010. Your new Anniversary date would be 17 July 2017.



[bookmark: _Toc408399450]How does the Government Centrelink Paid Parental Leave Scheme operate for primary carers?
The Australian Government offers a scheme which provides for a payment to employees who meet their eligibility criteria.  You should first contact Centrelink to discuss your entitlement and the application process.  Payment is made by Council, but it is up to you to make the arrangements with Centrelink.  Centrelink then advise Payroll of the dates for payment and amount.  

Although the scheme is processed by Council at the rate provided by Centrelink, payments do not accrue any leave entitlements, attract superannuation payments, nor does Payroll have any control over amounts paid or your eligibility.

The Centrelink arrangements are in addition to any payment you are entitled to under Council’s paid maternity leave scheme.

For further information, visit the Centrelink website or click on the link below.
http://www.humanservices.gov.au/customer/enablers/centrelink/parental-leave-pay/claiming




PARTNERS OF PRIMARY CARERS
The following clauses make reference to paternity leave.  This is also known as Parental Leave B (Paternity / Partner of Primary Carer).  It refers to the entitlements of the Partner of the Primary Carer.  Please refer definitions section of this booklet.  This also applies to same sex partners.
I’ve heard that Council offer paid paternity leave for staff.  What are my entitlements?
At the time of the birth of your child or arrival of your adopted child, partners of a primary carer are entitled to two weeks paid paternity leave.  They may instead elect to take paternity leave at half pay over a period of 4 weeks.  Paternity leave may be taken concurrently with the maternity leave being accessed by the mother / primary carer of the child.

In addition to the paid paternity leave offered by Council, you can also apply for the Government Centrelink Scheme for up to a further 4 weeks unpaid leave.  Once approved by Centrelink you are required to apply for unpaid leave from Council.

Your total paternity leave absence must not exceed 8 weeks.

How does the Government Centrelink Paid Parental Leave Scheme operate for partners? (Also known as Dad and Partner Pay)
The Australian Government offers a scheme (administered by Centrelink) which provides for a payment to dads or partners who meet their eligibility criteria.  This provides for two weeks of pay.  You should first contact Centrelink to discuss your entitlement and the application process.  Eligibility will require you to be on unpaid leave from Council.

For further information, visit the Centrelink website or click on the link below. 
http://www.humanservices.gov.au/customer/enablers/centrelink/dad-and-partner-pay/claiming

Can my partner and I both take leave at the same time?
Yes.  Parents can access both Maternity and Paternity leave at the same time (i.e. Parental Leave A (maternity / adoption as primary carer) and Parental Leave B (paternity / partner of primary carer).  This is referred to as 'concurrent leave.' 

Concurrent leave can start:
· On the birth or placement of the child.
· Earlier than this date, if the employer agrees. 
· Later than this date, but must be within 12 months of the birth or placement of the child.
My partner will be returning to work shortly and I will become the primary carer of our child.  What leave can I take?
Each parent can take separate periods of parental leave for the purpose of being the primary carer.   As the primary carer, you will be eligible to access leave in accordance with Parental Leave A.  This means that if you have completed 12 months of service (as at the expected date of birth) you will be are entitled to apply for a maximum of 104 weeks (2 years) leave.  The 104 weeks is reduced by any period of maternity leave which has already been accessed by your partner during the time they were the primary carer (including from another employer).

The 104 weeks starts at the commencement of the Parental Leave A period of maternity leave and may not extend beyond the child’s second birthday.
Any concurrent leave or keeping in touch days taken are deducted from this overall entitlement.


If the pregnant employee takes unpaid parental leave first, it has to start:
· on the birth or placement of the child or
· up to 6 weeks before the expected birth (or earlier if their employer agrees).

If the partner takes unpaid parental leave first, it has to start on the birth or placement of the child. Leave has to be taken in a single continuous period. This means the other parent has to start their unpaid parental leave the next working day after the first parent's leave ends.

You will be required to provide a certificate from a registered medical practitioner which names your partner, states that she is are pregnant and discloses the expected date of confinement (or equivalent documentation for adoption).
[bookmark: _Toc408399451]4. Applying for Leave
[bookmark: _Toc408399452]I am ready to announce my news. Who do I need to inform and how do I apply for maternity leave?
You will need to advise your manager or supervisor of your intention to take maternity leave no less than 10 weeks prior to your intended departure date. In many cases you will advise your manager or supervisor of your news much earlier and agree on your leave dates as the pregnancy progresses.

It’s often useful to have had a conversation with Payroll to understand your entitlements and to assist in planning for your leave with your manager.

Once you are ready to apply for leave you will need to:
· Inform Council in writing.
· Include the date you will cease work, your return date and any additional leave you will be taking.
· Attach the certificate of confinement (a letter/certificate from your doctor confirming your due date).  In the case of an adoption, you should provide documentation which confirms the placement date of the child.
· Discuss your application with your manager/supervisor.
· Forward the written request and the certificate of confinement to Organisational Development who will prepare an acknowledgement letter.  A copy of your acknowledgement letter will also be emailed to your manager for their information.
[bookmark: _Toc408399453]How and when do I need to apply for paternity leave? (Also known as Parental Leave B)
You are required to provide written notification at least 10 weeks prior to each proposed period of Paternity Leave. 

This notification needs to include:

· The dates you propose to start and finish the leave. 
· A certificate from a registered medical practitioner which names your partner, states that they are pregnant and discloses the expected date of confinement.
· In the case of an adoption, you should provide documentation which confirms the placement date of the child.


I will take over from partner as the primary carer for my child shortly.  What do I need to do to apply for parental leave?
You will need to advise your manager or supervisor of your intention to take parental leave no less than 10 weeks prior to your intended departure date.  It will be useful to have had a conversation with Payroll to understand your entitlements and to assist in planning for your leave with your Manager.

Once you are ready to apply for leave you will need to:

· Inform Council in writing.
· Include the date you will cease work, your return date and any additional leave you will be taking.
· If not already provided, you should attach documentation such as certificate from a doctor, birth certificate or adoption papers to support your application.
· Discuss your application with your manager/supervisor.
· Forward the written request and documentation to Organisational Development who will prepare an acknowledgement letter.  A copy of your acknowledgement letter will also be emailed to your manager for their information.
[bookmark: _Toc408399454]5. While on Leave and Keeping in Touch
[bookmark: _Toc408399455]What are Keeping in Touch Days?
It’s important that you feel supported to return to work after a period of extended leave.  Therefore when you feel ready, we encourage you to utilise your “Keeping in Touch Days” entitlement to keep in contact with your managers and colleagues to assist in making the transition back to work easier when you are ready to return. 
“Keeping in Touch Days” enable you to agree with your supervisor to attend Council for up to 10 days of paid work whilst still remaining on maternity leave.  These can be used for training, attending team meetings and generally keeping in touch with managers and colleagues.
The “Keeping in Touch Days” must not be within 14 days of the date of the birth of your child.  They do not break your period of parental leave and they do not extend your period of parental leave.
How can I keep in touch with the workplace?
Whilst on parental leave, Council offers the opportunity to Keep in Touch via several means, to keep up to date with news and developments within the workplace.  This can include:

· Access to a section of Council’s internet site that provides copies of forms, policies and Webstar news updates.
· Invites to team events such as lunches or celebrations.
· Access to your Keeping in Touch days (see above for more information) to attend team meetings or undertake training.
· Regular telephone calls from your manager or supervisor.
· Newsletter and other information sent to you at home.
· Visits to the office where you can also use Council’s breastfeeding facilities.
· Other updates as discussed and agreed with your manager.

Please check Webstar for details about the Keep in Touch scheme including a pro-forma to commence and assist your discussions with your manager about how you might like to be kept informed during your time away.

The scheme also offers staff a log-in from any PC with internet access to obtain useful Payroll forms and Webstar News by going to:

	Website address
	http://intouch.cgd.vic.gov.au/

	Username
	intouch

	Password
	withcgd



[bookmark: _Toc408399456]Alternatively, you can download an App for your smartphone, Ipad, tablet or home computer. (See link below in this document). 
Can I extend or shorten my maternity leave whilst on leave? (Parental Leave A)
You can vary the period of your leave once, provided that the maximum period of all leave does not exceed 104 weeks. To do this you must notify Council in writing, by giving not less than 6 weeks notice, stating the period by which you wish to extend or shorten your leave. Any further requests (after your first extension) will need to be by agreement between you and your Manager.
[bookmark: _Toc408399457]I am currently on maternity leave and have found out I am pregnant again.  What are my options? 
Once you have qualified for your initial period of maternity leave (i.e. you have completed 12 months of service) there is no subsequent period for which you are required to work prior to commencing future periods of maternity leave.

Therefore, depending on your due date for your next pregnancy you may advise Council of your intention to commence a second period of maternity leave without the need to return to the workplace.

Once you have advised the date on which you intend to commence the next period of maternity leave, your first arrangement ceases and your 104 weeks of your new maternity leave period commences.  

Alternatively you may advise of your intention to return to work for a period in between the two pregnancies.  Similar to the process you undertook for your previous pregnancies.
[bookmark: _Toc408399458]Can I resign during leave if I have decided not to return to Council?
You may resign during maternity leave by giving your manager written notice of your intention to resign.  The amount of notice you need to give is determined by Council’s Enterprise Bargaining Agreement, as follows:

	Period of continuous service with Council
	Period of notice

	1 year or less 
	1 week

	Over 1 year and up to the completion of 3 years 
	2 weeks

	Over 3 years and up to the completion of 5 years 
	3 weeks

	Over 5 years of completed service 
	4 weeks



We appreciate that making a decision such as leaving Council can be difficult.  Prior to resigning you are encouraged to have a discussion with your manager or supervisor.  Council is keen to support staff to balance their work and family responsibilities and we appreciate this is not always easy.  A conversation with your manager or supervisor may identify some options that will support you to stay with Council.
[bookmark: _Toc408399459]6. Returning to Work
[bookmark: _Toc408399460]Do I have to advise my Manager of my intentions to return to work if I am not varying my period of maternity leave?
Whilst you are not required to notify Council of your intention to return (as you have already done so at the time of commencing leave), you are still required to contact your manager no less than 6 weeks prior to your agreed return date.  This enables Council to put in place the necessary arrangements for you to return to work and ensure a handover is in place with the person who has been undertaking your role during your leave.
Will Council consider a change to my working arrangements when I return to work?
Yes. You will need to contact your manager to discuss at least 6 weeks prior to your return to enable working arrangements to be finalised before you return.  However it is beneficial if you can allow as much time as possible for your manager to consider the options to accommodate your requested working arrangements.

You may ask for flexible working arrangements such as part time, a staggered return to full hours, flexible start and finish times, job-sharing or 48/52 arrangements.  

You are encouraged to make your request in writing (including email), and explain what changes you are asking for and the reasons for those changes.  If you have given consideration to how business requirements may be accommodated under the arrangement you are also encouraged to discuss this with your manager.

It is also possible to trial working arrangements for a period of time which may assist in determining what works best for you and your family as well as Council and the business needs.

If you make your request in accordance with the Flexible Work Request under the Fair Work Act, Council will respond in writing within 21 days, letting you know whether your request is granted or refused and if so, why.  Council can only refuse your request on reasonable business grounds.  These reasons will be detailed in any written refusal.  It may be that you and Council need to discuss and revise your request to come to an arrangement to balance everyone’s needs.

If your working arrangements change, Organisational Development will issue you with a letter of offer which sets out these new arrangements.

Please see Council’s Flexible Work Options Policy (see below in this document) for further information. 
[bookmark: _Toc408399462]How can I ensure a smooth transition back to work?
You have an option to request the development of a return to work plan.  This plan would be developed in consultation with your manager and with support from Organisational Development.  The purpose of the plan is to review your return to work so you can be best supported as you transition back to work.  If you would like to take up this offer, please contact your manager so this can be developed in consultation with you. 



[bookmark: _Toc408399463]Does Council provide breastfeeding facilities?
Yes, Council is committed to supporting mothers who are still breastfeeding at the time of returning to work to continue to do so.  This includes offering facilities for expressing or feeding and reasonable breaks from work to do so.  Please view our Breastfeeding Friendly Workplace Policy / Guidelines on Webstar Policy (see link below in this document) or on the Keep in Touch website, regarding facilities to assist mothers to return to the workplace whilst continuing to breastfeed or express and store their breast milk.  (Refer below in this document for more information and links in regard to Breastfeeding)
[bookmark: _Toc408399464]Can I salary sacrifice child care fees?
Yes but only for the following Council owned Centres.  Once you have returned to work, the fees are deducted via payroll.  This arrangement is only applicable where an employee’s child/children are being cared for in one of the Council owned Child Care Centres listed below.  The children must be those of Council employees and not those of any other family members.

Market Street Occasional Childcare Centre, 13 Market Street Dandenong 3175
Phone: 9794 6003

[bookmark: _GoBack]Keysborough Community Children’s Centre Inc, 364 Cheltenham Road Keysborough 3173
Phone: 9798 4633

Dandenong Day Nursery, 18 Brunet Street North Dandenong 3175
Phone: 9792 1474

Noble Park Community Child Care Service Inc, 18-34 Buckley Street Noble Park 3174
Phone: 9547 6468

Springvale Service for Children, 23-28 Lightwood Avenue Springvale 3171
Phone: 8558 3800
[bookmark: _Toc408399465]7. Key Contacts

Council Civic Centre
Organisational Development
City of Greater Dandenong, 225 Lonsdale Street Dandenong 3175
Phone: (03) 8571 5372
www.greaterdandenong.com
council@cgd.vic.gov.au
Mailing Address
PO Box 200, Dandenong 3175

Employee Assistance Program (EAP)
Converge International (incorporating resolutions RTK) 
1300 687 327

[bookmark: _Toc408399466]Employee Assist is a personal coaching and counselling service that offers confidential short-term support for any personal problems that may be affecting you at work or at home.  The cost of the service is paid for by Council.  Staff on parental leave are eligible to access the services and can make a confidential appointment by contacting Converge International on 1300 687 327.  The service is totally confidential and no information regarding the appointment or what is discussed is provided to Council.  Staff on maternity leave are welcome to access this service.
8. References 

Keep in Touch Scheme for Extended Leave
Developed to ensure that staff on extended leave are able to keep in touch with Council and up to date with news from their department, the Keep in Touch Scheme is for any periods of extended leave. The scheme is entirely voluntary and where a staff member expresses that they do not wish to be contacted this wish shall be respected.

Wherever possible staff will be asked prior to going on extended leave how they would like Council and their department to keep in touch with them for the period of their scheduled leave. This should ensure that they are kept up to date with developments and aware of changes that may affect their role when they return to the workplace.

http://webstar/Documents.asp?ID=17127&Title=Keep%2DIn%2DTouch+Scheme+for+Extended+Leave

Webstar Home > HR Connection > HR Policies & Guidelines > Keep-In-Touch Scheme for Extended Leave 

http://intouch.cgd.vic.gov.au/ (username ‘intouch’, password ‘withcgd’).

To access on mobile devices or a home computer:

Iphone or Ipad
· Open Safari and type Intouch.cgd.vic.gov.au 
· [image: ]Login in using your staff credentials (username and password)

· Click on 
[image: https://encrypted-tbn3.gstatic.com/images?q=tbn:ANd9GcTnNzWIalP_fFwRHRybhJEQqQiELeXr0QpF7_b9fUjY_iLF-I6b]
· Then click on                


[image: ]
Android
· Click on 
[image: ]
· Then click on 

[bookmark: _Toc408399469]Working from Home
Council recognises that employees are 'whole' people who have family and other personal obligations as well as work responsibilities. The Working from Home Policy aims to help provide a more caring and supportive work environment for employees.

http://webstar/Resources/SiteDocuments/doc18878.pdf

Webstar Home : HR Connection : HR Policies & Guidelines : Working from Home


[bookmark: _Toc408399467]Flexible Work Options Policy 
This document explains Council’s flexible working arrangements and assists in the implementation of flexible working agreements.

A link to guidelines issued by Victorian Equal Opportunity & Human Rights Commission and Industrial Relations Victoria is also provided. These guidelines support implementation of the Equal Opportunity Amendment (Family Responsibilities) Act 2008 (Vic).

Flexible Work Options Policy 		
http://webstar/Resources/SiteDocuments/doc77156.pdf

Family Responsibilities - Guidelines for Employers & Employees 
http://webstar/Resources/SiteDocuments/sid5_HREOC%20FamilyResponsibilitiesGuidelines.pdf

Webstar Home > HR Connection > HR Policies & Guidelines > Flexible Work Options

Breastfeeding Accreditation
Council is accredited as a Breastfeeding Friendly Workplace (BFW) by the Australian Breastfeeding Association (ABA).

Breastfeeding Friendly Workplace (BFW) Rooms
The designated BFW Rooms are lockable for privacy and are identified by a plaque that denotes accreditation by the ABA.  Each BFW Room contains:
· A specially designed chair and associated equipment suitable for feeding or expressing.
· Separate refrigeration facilities for mothers to store breast milk along with appropriate hygiene facilities and related consumables.

Accessing these facilities
Staff considering returning to work whilst breastfeeding should read the Breastfeeding Friendly Workplace Policy along with the Breastfeeding Friendly Workplace Guidelines (links below) to take into accounts all aspects.

Closer to the actual return date a member of the Maternal and Child Health team is also happy to meet with the returning mum at their nearest BFW Room for a brief orientation of the facilities, to answer any questions and provide contact details for any ongoing feedback / support.

Locations
Breastfeeding Friendly Workplace Rooms are situated in the following locations:
· Dandenong Civic Centre, 225 Lonsdale Street, Dandenong – Level 5 (near 5N3)
· Operations Centre, 20 Bennet Street, Dandenong
· Yarraman Centre, 33 Joffre Street, Noble Park (due to be relocated to YStop in Dandenong 2015/2016)
· Arrangements can be made at other locations on an “as needed” basis.

Useful links
Breastfeeding Friendly Workplace Policy & Guidelines
Breastfeeding Accreditation Webstar page
ABA Breastfeeding and Returning to Work Webinar [discount for CGD employees]
ABA Breastfeeding in Public – your legal rights
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