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. . .

The Australia Post Attendance Guidelines outline the key principles and processes that
need to be applied to ensure managers and supervisors adopt a fair and consistent
approach to dealing with attendance-related matters.

Attendance-related matters include riot only sick leave but also all other forms of leave
that have not been scheduled. Unscheduled leave covers any non-attendance for duty
that has riot been previously authorised by an employee's manager or delegated
supervisor. Other types of unscheduled leave include carer's leave, miscellaneous leave,
leave without pay and workers compensation leave.

These matters also include late attendance. failure to accurately record commencing and
ceasing time, failure to notify absence and failure to follow a reasonable direction in
relation to an attendance issue.

.

However, managing attendance effective Iy requires more than just a fair and consistent
approach, Clause 8.6(aj of the Australia Post Enterprise Bargaining Agreement 2004
IEBA6j specifies that Australia Post will not:

'ib^"!Ii?1761/7b'ua/empfoyees/afartenot?rice/hipfOui9me"tmana!7ementbasedon
.$0ec/156 in^'981poi?!s17 anal;6/11/9010fau!@matb'mannerwhfo'fr does nothaveregardto
o1'6ums!an6880fi?OIL?b!'ua/em, byees. "

It is therefore essential that managers and supervisors adopt an open-minded, supportive
and sensitive approach when dealing with employees regarding attendance-related
issues. This means that managers and supervisors need to develop an understanding
that no two cases are the same and that all cases need to be treated individually and on
their own merits.

These guidelines reinforce the need for managers and supervisorsto have regard to the
individual circumstances of their employees in respect of issues that may affect their
attendance. They should be used with a view to fostering a positive attendance culture
through supportive leadership behaviour.

The processes and procedures covered in these guidelines are designed to assist
managers and supervisors in this regard, with the emphasis being on providing positive
and constructive assistance to their employees while at the same time reinforcing the
importance of all employees achieving and maintaining good attendance. This is also
consistent with our commitment, both individually and collectively, to the following
attendance-related standards in Our Ethics:

.*

"

liftenolhg kind. /e^bly, ardor lime, consistent with the hours of dutya/I^n9, emen!:98nd
adw3'179 of^adjilytoattendandabsence$dunii9 duty 178,6010'ance w/jib the collect
PIOC80t/reS.
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Successful attendance management relies strongly on building trust between
management and employees. This is why the maintenance of confidentiality Is so critical.
Confidentiality covers not only what is discussed but also what is recorded. It Is therefore
essential that any records of meetings are filed in secure locations and that personal
circumstances of indlvidual employees ale riot divulged without their prior written
permission.

Injury prevention and management, and the management of employees with nori-work
related medical restrictions are dealt with under separate policies and guidelines. Refer
to Section 14.1 - "Accident Leave" and Section 15 - "Employee Compensation and
Rehabilitation" of the HR Manual and Australia Post's Policy on the Maria9emenlof
finpfoyees w/IhA/on-wolf8datedMe0!6'81Besti7bt/haswhich may be found on the
Postnet site:
htt : a hann am I Oa2 3 4 2Sri

the Human Resources Adviser for a copy of the policy
.htm orconta



2.1

..

I'bs/true ends, !opo/t/Ie ginpina8^

To successfully foster a positive attendance culture, managers and supervisors must be
open and honest in communicating with their staff. The most effective approach to
assisting employees who have attendance-related problems is to be supportive and work
with them to address theirindividual circumstances.

.

The development of a positive culture can also be assisted by glving recognition to
employees whose attendance is excellent, This not only serves as appreciation to the
employee but also helps reinforce to all employees the importance of sustaining a good
record of attendance.

2.2 I^fr'andcom^font^", 1'178bbnofti^pincesses

Any informal and/orformal processes dealing with attendance-related matters need to
be handled with tact and sensitivity. The individual circumstances of each employee
need to be taken into consideration before deciding on the appropriate action to be
taken.

If an employee exhibits attendance-related behaviour that is inconsistent with Our Ethics
standards, the employee's manager or supervisor should address the matters
immediately. It is importantthatthe manager always acts in accordance with the
associated processes to ensure fairness and consistency. The emphasis should be on
correcting the behaviour and positively reinforcing the importance of all employees
complying with attendance policies and procedures.

If a manager or supervisor is unsure about the appropriate action to take in a specific
case, he or she should seek guidance from the relevant Human Resources area.

2.3 I^'@mothgh^#hand, ,e/-^fogi?the wall^bee

Managers and supervisors are required to actlvely promote heath and well-being in the
workplace, encouraging employees to participate in health and well-being programs and
reinforcing harmonious workplace relationships.

To promote health and well-being in the workplace, a number of practices can be
adopted, such as;

. promoting "Get a Balanced Life" health and well-being programs;

. promoting sick leave accruals as an "income protection insurance policy";

. promoting a workplace in which diversity of opinion, perspective and culture is
valued and encouraged; and

5



. dealing with harassment and bullying behaviour.
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. . .

3.1

These Guidelines cover five separate attendance-related processes:

ATrENDANCE EDUCATION PROCESS Isection 41

This process is directed at

tai employees to:

. educate them aboutthe importance of maintaining their health and well-being;
and

. bring theirat!endance requirements in line with the relevant awards,
agreements and AUStTalia Post policies and procedures lieferto Attachment
I I.

to) managersandsupervlsorsto:

. educate them abouttheirresponsibilities to fairly and consistently apply the
steps that comprise the Attendance Management Process;

. develop their skills in understanding and dealing with the individual
circumstances of each employee to assist them in providing appropriate
assistance; and

. reinforcethe importance of providing supportive leadership,

ATTENDANCE MANAGEMENTPROCESS Iseotion5j

The Attendance Management Process covers both the informal and formal steps in
addressing attendance-related issues, which may include behaviour which is inconsistent
with the attendance standards in Our Ethics, and the attendance provisions of relevant
awards, agreements and policies.

MANAGEMENTOFSPECIHCATiENDANCEISSUES PROCESS
Isection 61

This process relates to managing the specific attendance issues of late attendance,
failure to accurately record commencing and ceasing time, failure to notify absence and
cases of "reasonable doubt".

3.2

3.3

3.4 DIRECTION To PROVIDE MEDICAL CERTiRCATES PROCESS Isection 71

This process covers the steps in directing employees to produce supporting medical
certificates for applications for sick leave pursuant to clauses 26.8. I and 26.11 of the
Australia Post General Conditions of Employment Award 1999.

7



3.5 LONGTERM ILLNESS MANAGEMENTPROCESS Isection8j

This process relates to providing support to employees on long-term sick leave and
arranging fitness for duty examinations as appropriate,

8



A DA

The Attendance Education Process is ongoing. It begins when employees go through
induction and should continue through regular workplace briefings by managers and
supervisors to remind and reinforce to employees the importance of adhering to
attendance-related policies and procedures.

Mandatory Attendance-Related Requirements for Employees

It is essential that employees know what is expected of them in relation to all of the
following attendance-related matters:

. attending work Tellablyand on time;

. accurately recording commencing and ceasing times in accordance with procedures
determined by management at the work location, such as clocking on and off duty,
completing a flex-sheet and signing an attendance book;

. being ready to start work at the scheduled commencement time of the shift;

. if unable to attend for duty, personally contacting the manager or supervisor
specified by management at the work location priorto commencement of the shift,
where practicable;

. lodging appropriate leave application forms promptly on returning to work after an
absence;

. providing supporting documentation for leave applications as required;

. participating in an informal Welcome Back Discussion with their manager or
supervisor on returning to work; and

o participating in Attendance Awareness Meetings with their manager or supervisor as
required.

Responsibilities of Managers and Supervisors

Managers and supervisors are responsible for:

. ensuring that alltheir employees are fully informed of the mandatory attendance-
related requirements as set out in Section 4.1 above and the consequences of riot
meeting the requirements;

o conducting regular briefings to positively reinforce related policies and procedures;

. providing employees with details of the names and contact numbers of delegated
managers or supervisors whom they must notify when absentfi'om duty;

. obtaining relevant information from employees when they inform that they will not be
attending for duty, as set out In the "Absence Notification" form at Attachment a
and

4.1

. A . . . .

4.2

9



. acknowledging and recognising employees with good attendance.
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A DA

There are four steps in the attendance management process. In many cases. there will
be no need for managers and supervisors to go beyond the first step because the
employee has a good record of attendance. Beyond the first step, the purpose of the
process is designed to provide supportive and positive assistance in dealing with issues
affecting an employee' s ability to Teliably attend for work.

,

5.1

,

Step I - Informal welcome back procedure

Managers and supervisors must have an informal discussion with each employee upon
their return to work from an absence, regardless of the duration of the employee's
absence. The Welcome Back Checklist at Attachment a 1sto be used when conducting
the discussion.

The purpose of this discussion is to:

. welcome the employee backto work;

. show concern forthe employee's wellbeing;

. ensure the employee is fit to return to work;

. pass on any relevant information the employee may have missed whilst on leave;

. ensure that by the end of the shift, the employee has completed alleave application
forms, with relevant supporting documents attached Ie. g. medical certificatesI;

. clarify, if necessary, whether further information or supporting documents are
required before the leave applications are approved; and

. provide the employee with an opportunity to discuss any matters in relation to the
absence.

..

Unless there is a reasonable cause to doubtthatthe absence was genuine, the leave
foTm should be approved and immediately forwarded to Shared Services Division for
processing. If there is any reasonable cause to doubt that the absence was genuine,
managers and supervisors are notto authorise the leave and are to follow the procedures
outlined in Section 14.12.15 of the HR Manual and seek guidance from the Human
Resources Adviser for their operational area.

11



52 Step 2 -Absence monitorlng procedure

Several reports are available to managers and supervisors forthe purpose of monitoring
and reviewing attendance records both for individual employees and forthe work location
as a whole.

The following reports can be generated from either PeopleMap or HRMS.

. High Leave Usage Report-OR186

. Leave Calendar Report- OR187

. Good Attendee Report-OR188

. ShortTerm Sick Leave Report-OR207

. ShortTerm Sick Leave Pattern Report- OR208

. PeopleMAPattendancereports

When analysing indlvidual attendance records, it is important to look at alitypes of leave
that have been taken. Examining sick leave in combination with recreation leave, leave
without pay, unauthorised absences, carer's leave, and compensation leave will give a
more complete picture of an employee's attendance pertormance. It may also assist in
determining if there are any patterns in the leave they ale taking.

Examples of "patterned"leave are taking sick leave with and/or without a supporting
medical certificate oninore than one occasion within a reasonable period:

. before or after a rostered day off;

. before or after a public holiday; or

. on a particular day of the week Ie. g. Mondays and Fridaysj.

To comply with Clause 8.61a) of EBA6, it is imperative that managers and supervisors do
not use the employee's attendance information in an automatic or arbitrary manner. This
means that before initiating the formal part of the process, managers and supervisors
should riot only assess the level or amount of leave taken by the employee but also
consider any personal circumstances of that particular employee that may justify or
explain the level of absence.

It is also important that managers and supervisors continually review the attendance
pertormance of new employees during their probationary period and take appropriate
action in accordance with Section 3.9: Pinball, bn-FeinanentEi??phi, ??ien/of the HR
Manual. This section states that a probationer may be terminated at anytime during the
three months probationary period for unsatisfactory conduct, diligence and efficiency,
which would include unreliable attendance,

12



5.3 Step 3 - FirstAttendance Awareness Meeting

Using the information obtained from the attendance reports IrefeiStep 21 and having
considered the employee's personal circumstances, managers and supervisors can
initiate a First Attendance Awareness Meeting with the employee.

Forthe purposes of determining whether an employee may be considered for direction to
an Attendance Awareness Meeting, managers may review individual attendance reports
to assess whether the employee's attendance is below the attendance targetforthe
I^city or group, but shall not do so withouttaking account of their personnel files and
records forthe purpose of considering whether there are any personal circumstances
that explain or justify their absence record.

It is mandatory forthe employee to attend the Attendance Awareness Meeting with his
Dr her manager or supervisor. It is a preliminary discussion aimed at exploring any issues
that may be contributing to the employee's absences.

The purpose of the First Attendance Awareness Meeting is forthe employee's manager
or supervisor to:

. express concern to the employee about his or her absences;

. provide the opportunity forthe employee to discuss any underlying issues or personal
circumstances in relation to his or her absences;

. offer assistance as Tequired. Ifthe employee accepts the assistance offered, it is
importantthat the assistance be provided;

. inform the employee of available internal and external resources such as finpfoyee
1188ts!!lancePm9/am, 't3'8188abnced//^"PIO9mm$ MeusmeandA1'atom/^PI
Chadcarefi'e/i?/ratse/v/3'8$ as appropriate;

. highlightthe income protection insurance benefits of accumulated sick leave credits:

o discuss other leave options ifappropriate, e. g. recreation leave, time in lieu etc, in
the instance of personal or domestic problems;

. clarify the "Mandatory Attendance-Telated Requirements for Employees" set out in
Sention 4.1;

. increase the employee's understanding of the impact non-attendance has on
business operations and team morale; and

. set a review date with the employee for 4 months after the First Attendance
Awareness Meeting and explain to the employee that the purpose of the meeting
will be to review progress in attendance made by the employee overthe 4 month
period. This review date may need to be brought forward ifthe employee's
unscheduled leave continues to be excessive.

The outcomes of the First Attendance Awareness Meeting are to be recorded on the
standard form at Attachment 4. This form can be found at the following link:

13



6 74

You are required to complete areas shaded in yellow.

The 'no. of occurrences' refers to the number of occasions of absence for the specific
leave type. For example an absence of one working week would be referred to as I
absence for a total of 5 days or 36hrs 45mins.

The 'Fac lity Target Attendance Rate' refers to the target attendance rate for Your work
location.

The form Is designed to automatically calculate the total unscheduled leave amounts and
the current attendance rate.

When completed the date of interview and any scheduled reviews should be recorded on
your local register. The form should be filed in a secure location for future reference.

If an employee refuses to attend an Attendance Awareness Meeting, the employee Is to
be directed to do so in writing, using the standard written advice at Attachment 5. The
letter advises that continued refusal to attend the meeting represents a failure to comply
with a reasonable direction in line with Australia Post policies and procedures. and as
such, may result in the application of the Employee Counselling and Discipline Process.

Every effort should be made to encourage communication and cooperation. If an
employee is unwilling to respond to questions or discuss the attendance-related issues,
this should be recorded on the Record of Meeting form.

s e o tn e han in I

Step 4 -Attendance Awareness Review Meeting

Managers and supervisors must conduct a follow-up meeting with the employee 4
months after the First Attendance Awareness Meeting to review the progress in
attendance made by the employee.

The objective of this Attendance Awareness Review Meeting will depend on whether or
notthere has been a significant Improvement in the employee's attendance

If there has been a significant Improvement, the employee's manager or supervisor is to

. acknowledge and compliment the employee on his or herimproved attendance;

. explain the importance of sustaining the improved attendance, and

. positively reinforce that monitoring attendance for all employees Is an ongoing
activity

Ifthere has been 00 significant improvement. the employee's manager or supervisor is
to:

14



. refer back to the recorded outcomes of the previous awareness meeting;

. explore attendance-related issues further to ascertain any underlying or personal
reasons forthe employee riot achieving the expected attendance improvement and
to offer assistance if necessary;

o reinforce and cover again the issues raised at the previous meeting; and

. set a further review date to assess the employee's progress overthe next 2
months.

The outcomes of the Attendance Awareness Review Meeting are to be recorded on the
standard form at Attachment 6 . This form should be downloaded from:

htt

You are required to complete areas shaded in Yellow,

The 'no. of occurrences' refers to the number of occasions of absence for the specific
leave type. For example an absence of one working week would be referred to as I
absence for a total of 5 days or 36hrs 45mins.

The 'Facility Target Attendance Rate' refers to the target attendance rate for Your work
location.

OStne OStnet a e channe articlesO a2663074 b2692281 Oohtml

The 'Attendance Rate at Previous at Awareness Interview/ Review'is to be taken from
the 'Current attendance Rate' as recorded at the last Attendance Awareness meeting.

The form is designed to automatically calculate the total unscheduled leave amounts and
the current attendance rate. It also calculates the 'Variance in Attendance' which
represents any changes in the individual's attendance.

When completed the date of interview and any scheduled reviews should be recorded on
Your local register. The form should be filed in a secure location for future reference.

Since attendance management is an ongoing process, review meetings will continue to
be conducted untilthe employee's attendance improves to a satisfactory level. Managers
and supervisors can seek further guidance on case management of ongoing reviews from
the Human Resources Adviser for their operational area.

15



5.5 Flowchart, -Attendance Management Process
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6.1

A A

Late Attendance

An employee is deemed late if he or she arrives for duty:

(1) after his or her scheduled commencing time of the shift andi'or after a meal break; or

tit alerthe commencement of core-time ifworking flextime.

. .

Under these circumstances, an employee must reportto his or her manager or supervisor and
explain the reason!SI for late attendance.

,

The manager or supervisor will determine which of the following actions is appropriate based on
consideration of the period of the absence horn duty, the explanation provided by the employee
forthe late attendance and any other relevant circumstances/practical considerations:

tai waive the period of absence due to late attendance lie the employee will riot have their
pay deducted orthe incident recorded I

toI require the employee to make up the time lost as a result of the late attendance Isuch
time worked will riot be subjectto any overtime payment and associated allowancesI;

ICj advisethe employee ifthe late attendance impacts on applicable shift penalty payments;

Ich approve the period of absence from duty as authorised leave with deduction from
approved leave credits;

lei approve the period of absence from duty as authorised leave without pay; or
in determine the period of absencefrom duty as unauthorised absence.

., ..

If an employee continues to have a regular pattern of late attendance. appropriate action should
be taken in accordancewiththe finpfo)ee Counsel!h9andO^!c^jineB^DCess,

6.2 Failure to accurately record commencing and!'or ceasing time

Every employee is required to accurately record the time they commence and cease duty in line
with the prescribed procedures determined by management at the work location. The pTescribed
proneduTes can be, e. g.

(1)
un

(iii)

clocking a time-card;

signing an attendance book;

maintaining a daily attendance record by completing a fox's heet for each fortnightly pay
period; or

maintaining a diary, where (ij-Iiii) are riot appropriate because of varied day to day work
locations.

(iv)

17



Where an employee fails to accurately record his or her commencing and^'or ceasing time, the
employee's manager or supervisor will determine which of the following actions is appropriate
based on consideration of the employee's explanation for failing to do so, together with any other
relevant circumstances/practical considerations;

(a)

Ibj

IC)

manual adjustment to the attendance reportifthe employee's explanation is acceptable;
further investigation in order to verify the employee's explanation; and!'or

nori-authorisation of payment forthe unrecorded minutes or hours lithe employee's
explanation is unacceptable.

Ifan employee continues to foilto accurately record his or her commencing and/or ceasing times,
appropriate action should be taken in accordance with the f7i7pfo/ee Counselii;^andDi;'Gillhe
Process.

6.3 Failure to notify absences

When an employee fails to notify the manager or supervisorthat he or she is unable to attend for
work before the scheduled commencement time, the employee could be deemed to have failed to
notify their absence.

The employee's manager or supervisor should therefore address any possible instance offalluTe to
notify immediately alerthe employee returns to work by discussing the matter with the employee
and seeking an explanation for the employee's failure to properly notify his or her absence.

Ifthe explanation is satisfactory, the manager or supervisor may take the following action as
appropriate:

Ia) approve the period of absence as authorised leave with deduction from approved leave
credits; or

approve the period of absence from duty as authorised leave without pay; or
consider application of the actions relating to Late Attendance at Section 6.1.

to)

(o1

Ifthe explanation is not satisfactory, the manager or supervisor may take the following action:

tai determinetheperiod of absenceas unauthorised;

to) advise the employee that it is natto be counted as service for any purpose; and

ICl apply the appropriate componentofthe fin, byeeCounse^hgandO/$!c^?/178^.'o688^
depending on the frequency and seriousness of the failure to notify his or her absences.

If an employee fails to notify his or her absence continuously, managers and supervisors are to
seek advice from their Human Resources Adviser for appropriate actions to be taken.

.
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6.4 Applying for"other leave:" while on recreation leave

There are a number of differentforms of leave employees can apply for while on recreation leave
as detailed in the HR manual section 14.11.15.1n the event the employee becomes ill while on
recreation leave and wish to apply for sick leave they are required to notify their manager or
supervisor in accordance with the mandatory attendance requirements and provide a medical
certfficate at the time of becoming ill or as soon as possible afterwards,

6.5 Cases of"reasonable doubt"

Where there is "reasonable doubt" about the bona fides of a sick leave application tether with or
without a supporting medical certificate), the procedures set out in Section 14.12.13 of the HR
Manual should be followed.

The sorts of circumstances that would constitute reasonabk? chubtinclude:

Ii) an employee, while absent on sick leave, being observed in an activity or participating in
an activity/event that raises questions about the validity of the sick leave; and!'or

an employee giving advance notice to fellow workeds and/or supervisory's that he/she is
going to take sick leave without, at that time, good cause and the persontsj hearing this
statement being prepared to provide written confirmation; and/or

an employee, having applied fortime off/change of shift which cannot be granted or
arranged for operational reasons, absenting hintherself and applying for sick leave to
coverthe absence.

11i)

flit

6.6 Medical Certificates horn overseas medical practitioners

Where the employee produces a medical certificate from an overseas medical practitioner, the
procedures set outin Section 14.12.13 of the HR Manual-Medba/6'eni?Gates- Cases of Doub4
011i'om 0,818ea$Meatba/PIac!7111bne/s-should be followed.
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6.7 Rowchart2 - Management of lateattendance
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up time, in accordancewith clause
21.4 of the Award

Manager/Supervisortakes
appropriate action under the AP
877pfoyeeCou"selfi^andZ*$'647fi78

Advise employee impacts on shift
penalties payment

Approve as authotised leave to be
deducted from approved leave
credits

Approve as arithorised Iea, a
without pay
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Determine as uriaithm'ised leave

withnut pay

Driployee continues to
arrive for duty late
regularl,
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6.8 Flowchart3 - Management offajiure to accurately record commencing
an^!'OTCeasing time

BYip!Dyee foils to
accuratdyrecord
commencing and!'or
ceasinn time

Employee reports to
managedsupervisor and
explains reasonsfor
failure to do so

Manager/Supervi'sur considers:
. explanation provided for fallureto

accuratdy record commencing
and!'or ceasing fling

. anyolherrelevait
circumstances/practical
considerations

ManagedSupervisor
detennines and takes

action as Bliproprlate

ManagedSupervisor takes
approptiale adjon under the AP
Bunkyee^,"saw^galdD, $0^lire
froces$

Approve coauthorised leave to
be deducted from approved
leave credits

Investigate further in order to
verify the amployee's
explanation

Not authotise payment forthe
unrecoided hours lithe

employee's explanation is
unacceptable

21

Employee continues to foilto
accurately record
commenting and/orceasing
time



6.9 Flowchart 4- Management offailure to notify absences

Employee fails to notify
absence

Employee returns to work
from absence

Manager^uperusor discusses
with and seeks explanation from
employee for fallure to properly
notify absence

Manager/Supervisor considers:
. explanation provided for

failure to notify
. anyotha'relevant

drcumslances/practical
considerations

ManagedSupervisor
determines and takes

adon as appropriate

Employee's
explanation
satisfactory

Approve as authorised leave to
be deducted from approved
leave credits

Employee's
explanation riot
satisfactory

Approve as authorised leave
witherIt Day

Consider application of the
actions relating 10 Late
Attendance at section 6 I

For conch110us failure to notify
absence, malagersta. IParvisors are
to seekadvicelr"n friar Human

Resources Adviser for apprcprute
action In ha taken

Treat period of absence as
uriaithorised leave without pay

Advise employee such period is
not connted for service for any
purpose

Take apq. opriate action under
the AP 6710b}eeCoupsdfrng
adosopfrne
depending on the frequency and
seriousness of the iaiure to

properly notify absences

,



..

It is importantto note that the processes set out below operate not only as an adjunctto
the preceding Awareness Meeting process Isection 51. They may also act as stand alone
processes invoked regardless of whether the employee's attendance has previously been
the subject of discussion, However in respect of Section 7.2, such action may only be
pursued with the prior authorisation of the Human Resources Adviser. The processes set
out below are derived from provisions of the relevant Australia PostAwards and HR policies
and can therefore be applied as necessary at any time.

Application of clause 26.8. I of the ^, Isto^Post6'e"^8109n"!^, bin@fEiiipf0}, 178"t^"6/17
7999-Where use of sick leave without a medical certificate is in excess of maximum
provision

Where an employee has been granted the fulltime equivalent of 5 days' sick leave without
the production of a medical certificate in a sick leave year, as provided for in s26.8.1 of the
11us!7'81^PostGene/;91,000!tonsoff7npfoyment/!ward 7999(the Award), the following
will occur:

11 SSD will generate and foiward a written advice in the form of a "5th day"letter to the
employee's manager or supervisor. IRefer to Attachment 7A lit and 11/11

ami On receipt of the "5'' day"letter from SSD, the employee's manager or supervisor will
meet with the employee concerned and inform the employee that:

(aj he or she has used up their 'sick leave without a medical certificate' credits for
the sick leave Year as provided for in clause 26.8. I of the Award and

to) a consequence of this last absence is that access to sick leave credits will now
be restricted to leave supported by medical evidence untilthe next accrual
date and that during the same period sick leave without pay will only be
approved in those isolated cases where it has not been possible forthe
employee to attend a doctor to obtain a certificate; and

ICj further absence unsupported by medical evidence will lead to the following
consequences Iunless approval is given for sick leave without pay in
accordance with the process outlined at Section 7.1 IB)(v) belowj:

. such leave will be recDrded as unauthorised leave;

. application of Clause 26.11 of the Award to extend the period for which a
medical certificate must be provided in support of an application for sick
leave by 6 months beyond the current sick leave year; and

o appropriate action being taken under the finpfoyee Counselfi?98nd
,I$6^71i7eP/o088s, i. e. , face to I^ce feedback.

. . ...

7.1

. .

(A1

A

, .

. , . . .

.
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jinl The employee's manager Dr supervisor will also, at the abovementioned meeting:

Iai confirm the verbal advice given to the employee by giving the employee the
"5th day"letter provided by SSD tiefer to Attachment 7A(ill;

to) request the employee to sign that he or she has received the "5'' day"letter lit
the employee refuses to sign. keep a record of their refusal to do sol;

(0) keep a record of the date the employee's sick leave year expires; and

Ich ensure that Clause 26.11 of the Award is applied to any subsequent
unauthorised absences and the employee advised accordingly iteferto Section
7.1(Bj and Attachment 7B(it and till.

Ifthe employee takes further time off during the nominated period without producing a
medical certificate, the managedsupervisor is to:

Inadvise the employee that the absence was unauthorised;

tiny advisethe employee that the period during which a medical certificate must be
produced will be extended by 6 months beyond the next sick leave acerual date;

Inn take appropriate action under the 677pf0!, 886'0unse/!h9, andD/;90471heB"o6ess;

(iv) advise the employee that further unauthorised absences during the extended period
will have the same consequences, i. e. further extension(SI of the period when
medical certificates will be required and escalated application of the finpbyee
6'0u"Se\'jigandD/;3,471he PinCeSS: and

Iv) advise the employeethat he/she can apply tithe absence to be approved as sick
leave without a medical certificate Iwithout paw ifthey have an acceptsble reason
why they could not attend a doctorto obtain a certificate. Such applications must be
in writing, explaining the circumstances and be supported by appropriate evidence.
The delegation for approving such applications rests with the relevant HR
Department I Unit.

IB)

tvij The employee's manager or supervisor will:

181 confirm the verbal advice given to the employee by giving the employee the
First Withdrawal Letter IAttachment 7B(ill:

to) request the employee to sign that he or she has received the First Withdrawal
Letter lifthe employee refuses to sign, keep a record of their refusal to do sol;
and

Mir

(0) keep a record of the date of the extended withdrawal period.

Subsequent failure to follow the direction to produce a medical certificate will result
in further extensionlsj from the end date of the latest extension period and escalated
application of the Limpfoyee Coarseni7gandD/^647frheP/DCess (Retorto Attachment
7Btiijj
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7.2 Application of clause 26.11 of the A"sb^/^lbst6ig"gin/6/9/70117b"sofEi?7pf0}, 77e"tA, ,81d
7999-In circumstances where there is reason to doubt an employee's ability/willingness to
meet attendance requirements, oran indication of a pertod of Patterned Leave

Where:

IAI tai there is reason to doubt the employee's ability and^'or willingness to meet Australia
Post's attendance requirements, or

Ibj the employee's leave records clearly indicate a period of patterned leave tiefeT
Section 5.21in any period up to 12 months:

11 Unless prior anthorlsation has been provided by the Human
Resources Adviser this course of action will only be considered in the
eventthatthere has been previous discussion with the employee to
discuss the employee's attendance performance and there has since
been 00 subsequent significant improvement.

flit The employee's manager or supervisorwillin allnstances consult
with the Human Resources Adviser to discuss the reason to doubt

and obtain authority to proceed to the next step. The manager or
supervisor will only proceed to the next step provided the authority is
provided.

fuji The employee's manager or supervisor will meet with and provide the
employee with details of the leave taken overthe identified period
that have given rise to the concern on the managers or supervisor's
part regarding the employee's ability and!'or willingness to meet
Australia Post's attendance requirements;

Iiv) In the absence of a satisfactory explanation or clarification from the
employee regarding the sick leave usage, the manager or supervisor
will advise the employee that :

. The manager or supervisor will also provide the employee with a wrtten
direction confirming the requirement to provide a medical certificate for
any future sick leave absences for a 6 month period with effectfrom the
date of the discussion with the employee; itefer to Attachment 7011/1.

. failure on the employee's partto provide the supporting medical certificate
as provided for under clause 26.11 of the Award will result in the
consequences/actions outlined in 7.1 IBj Iiii) - Iv);

Ivl Should a subsequent "5th day"letter be received from SSD forthis
employee, it should riot be provided to the employee during the
specified period in light of the direction under clause 26.11 of the
Award.
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tvi)

(BjIf the employee takes further time off during the nominated permd without producing a medical
certiticate, the managedsupervisor is try

. advisethe employee that the absence was unauthorised;

. advise the employee that the period during which a medical certificate must be produced will
be extended by 6 months from the end of the current period;

o take appropriate action under the f777pfoyee 6'offrise\'h9andD^!o49frheP/o6ess:

. advise the employee that further unauthorised absences during the extended period will have
the same consequences, ie further extension(SI of the period when medical certificates will be
required and escalated application of the fin, byee Counseling andD^. 6491hef1"o6e$6: and

. advise the employee that he/she can apply forthe absence to be approved as sick leave
without a medical certificate twithout payjifthey have an acceptsble reason why they could
riot attend a doctor to obtain a certificate. Such applications must be in writing, explaining the
circumstances and be supported by appropriate evidence, The delegation for approving such
applications rests with the relevant HR Department I Unit.

. The employee's manager or supervisor will:

I. confirm the verbal advice given to the employee by giving the employee the
26.11 Further Withdrawal Letter IAttachment 7C(nil;

2. request the employee to sign that he or she has received the 26.11 Further
Withdrawal Letter (Attachment re lit)) lit the employee refuses to sign, keep a
record of their refusal to do sol; and

3, keep a record of the date of the extended withdrawal period.

. Subsequent failure to follow the direction to produce a medical certificate will result in
further extension(SI from the end date of the latest extension period and escalated
application of the E!77pfoyee CoupseM'by andD/36^?#hen, DCess, IReferto Attachment
7011/1

Arrangements are to be made forthe case to be re-submitted for
review by the employee's manager or supervisor prior to the expiry
of the period specified in the direction.
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.

It is important that managers and supervisors provide regular communication and ongoing
support to employees on long-term sick leave. If a manager or supervisor considers that it
may be appropriate to take any of the following courses of action, he or she should firstly
consult with the Human Resources Adviser fortheir operational area.

Fitness for duty examination

Clause loyal of the 11u$t/81^PostPnhcj7a/Datemi7ah'bnpn!idesthat. '

1:7/ 11us!7:9/^Postmayofi'ectanempfojee/0:

17 obtainandfum/^hto/lust/81;?Postal^oorti?oman9gts, teledmecit'81
pm0!7171?rigrconcemi7gameo!'balessessmefftoftfyeem, byee^finessto
pertain 8/Of pelt Offr/3:0ffr8/dull'^!^'ant^"Of

subm/Ito8mec#balexami7a!ibnbya/e9ts!!81edme0!6'81p/;?ct/libner
o19temi?adbyAust/81;?Post forthepu490seofameatt, alassessmentand
alepo/tto/lust/81^Postconcem/h9tfreempfoyee3fi'messtope/foma/
o1pa/tofhi^ orherduh, t?s.

.

8.1

A A . . .

17'

Also refer to the following sections of the HR Manual:
SI4.12. 20- 'Medical Examination Following 13 WeekAbsence';
$14.12. 21 - 'Requirement to Undergo Medical Examination'; and
SI4.12. 22 - 'Certificate of Fitness to Resume Duty'

In circumstances where it is believed that an employee constitutes a danger to other staff
or the public due to their state of health, Clause 101b) of the 11ust^.'ampostPnhcj7a/
08temi?airb/7,101idesthat. '

151 14,511;?1:7Postconsf0'8/3fr7atanempbyeei9iicapabk?o1,817bn"h9d, /!701
conchtu/@88 0^/1981to otherempfoyi9eso/the punti? duelo theempfoyee^$!;?te of
heart AustraliaPostmayo!jeera^eemployee to. '

I%I obia/handfulnA3fr to AUSt/81;? PostaIf^oortfroma legisfe/edmeali?81
plant^me/;'Or

177'

Also retorto SI4.12.29 of the HR Manual- 'Medical Examinations - Fitness for continued
duty'.

subm/Ito8meoi;?alexamhatfonbya/egi;!leiedmeolZ'81,186//toner
totem/hadbyAusi/atopost
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8.2 Management of an Employee under the Nori-Work Related Medical Restrictions Policy

Refer to Australia Post's Policy on the Managemen/offinpfoyees wit A1'on-,,'on. Febted
Medca/BeSInb//anson the POSTnet site:
htt : stne OStnet a echann articles a2663074 6922 100. himIOContactthe
Human Resources Adviser for a COPY of the policy.

8.3 Retirement Invalidity or Incapacity

If retirement on the grounds of invalidity or incapacity needs to be considered, it should be
referred to the relevant Human Resources area with appropriate legal advice as necessary.

Refer to the following sections of the HR Manual:
SI4.12. 23 - 'Maximum Period of Sick Leave (With and Without Pay)';
SI4.12. 24 - 'Retirement Invalidity - Initiating action';
SI4.12. 25 - 'Sick Leave Credits up to Retirement Invalidity', and also
Clause 3 of the AUS!ram PostP"i7cj?aloe/errn/hallbn-mehf'o119nj, ,"incompe!en/Employees,



A. Attendance Management Process
(Refer to s5 of the Attendance
Guidelines I

Attachment I

AWARD/PRINCIPAL DEIERMINATION/POLICIES
DEALINGWiTH ATTENDANCE-RELATED MATtERS

B. Management of specificattendance
Issues

PROCESS

,

I. LateAttendance IReferto s6. I of the
Attendance Guidelines)

2. Failuretoaccurately record
commencing and ceasing time IReferto
$6,2 of the Attendance GuidelinesI

. Our Ethics

Australia Post's Employee Counselling and Discipline
Process

.

AUTHORITY/PDUCY/PROCEDURES

3. Failure to notify absence IReferto s6.3
of the Attendance Guidelines I

. Human Resources Manual Section 10

Our Ethics

Hours of duty specified in the relevant specific
Awards

Australia Post's Employee Counselling and Discipline
Process

.

.

4. Cases of"Reasonable Doubt"(Refer to
s6.4 of the Attendance Guidelines)

.

. Our Ethics

Australia Post's Employee Counselling and Discipline
Process

Human Resources Manualsection 10: Attendance

Requirements

.

c. Direction to Provide Medical Certificates

.

Application of clause 26.8. I of the
AUSb"81;a Post Gene/;?/6'017,171bns of

677, hyment/Iwafd1999-Use of sick
leave without a medical certificate in

excess of maximum provision IRefer to
s7. I of the Attendance GuidelinesI

. Australia Post General Conditions of Employment
Award 1999 sub-clause 26.5
Our Ethics

Australia Post's Employee Counselling and Discipline
Process

Human Resources Manual Section 10: Attendance
Requirements

.

.

.

. Human Resources Manual Section 14.12.15
Our Ethics

Australia Post's Employee Counselling and Discipline
Process

.

.

. Australia Post General Conditions of Employment
Award 1999 sub-clauses 26.8. I
Our Ethics

Australia Post's Employee Counselling and Discipline
Process

.

.
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2. Application of clause 26.11 of the
Flu$!7:9/^Post6e"e/;316'0noifrbnsof
E7npb}, meritA, ,81d/999- In
circumstances where there is reason to
doubt employee's ability/willingness to
meet attendance requirement Dr
indication of a period of patterned leave
IReferto s7.2 of the Attendance
Guidelines)

D. Long Term Illness Management
I. Fitnessfor duty examination IReferto

s8. I of the Attendance Guidelines)

. Australia Post General Conditions of Employment
Award 1999 sub-clauses 26.11
Our Ethics

Australia Post's Employee Counselling and Discipline
Process

2.

.

Nori work-related medical restrictions
IReferto s8.2 of the Attendance
GuidelinesI

.

3. Invalidity or Incapacity Retirement
IReferto s8.3 of the Attendance
Guidelines I

E. Work-related illness!!injury Management
I. Work"related sick leave absences

. Australia Post General Conditions of Employment
Award 1999 sub-clauses 26.13, 26.14
Human Resources Manual Section 14.12.20,
14.12.21, 14.12.22 a 14.12.29.
Australia Post Primci al Determination Clause 10.

.

.

. Australia Post Policy on the Management of
Employees with Nori Work Related Medical
Restrictions

. Human Resources Manual Section 14.12.23,
14.1 2.24, 14.12.25
Australia Post Principal Determination Clause 3.

. Safety, Rehabilitation and Compensation Act 1988
Human Resources Manual Section 15.
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Name of employee:

Date of Absences:

From:................

Attachment 2

Absence Notffication

Type of Leave applied:

I^ Sick
Carer's

Compensation

Bereavement

1:1 L op
I" other

Rostered Shift ....,. : ...... an?, j7m

To ................

Expected time off: ..........,..., days If
unknown, advise employee to notify on
additional daysj

Reason for absence:

(If it is riot sick leave, what is the specific reason/s for
the leave)

Work related:

...,.,,........ ...........,,........... .....,... ............

Time a Date notification received:

... .....,..............,.........,.................. .....,..

.....,................,.

. ^ . ^^.

Time:......... am/pin

Date:....--/.."""""'

Are You seeing a doctor?

ManagedSupervisor's name:

(Print namej:
................................,......,.,...,

.^ . ,^

Signed:
...........................,......,..........
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Name of Employee:

Name of ManagedSupervisor, ...

Welcome Back Checklist

(To be completed when employee returns to workj

Check local register for any direction issued to employee requiring medical evidence for
all absences

Attachment 3

Welcome back employee on his/her return to work and ask about his/her well being for
other relevant inquiries if carer's leave),

Pass on any relevant information employee missed whilst on leave.

Where employee advises he/she is
well

.

.

.

Request the leave form be completed
and forwarded to

Supervisor

Forward leave application to SSD for
processing.

File Welcome Back Checklist when
leave application received from
employee.

Where employee wishes to discuss a
matter(s)

Where staffrequests carer's leave

Has evidence been provided i. e. MC or
Stat Dec

Was it caTing for immediate family or
household

Ask about his/her welfare and

offer assistance where necessary,

.

Forward leave application to SSD
for processing.

Follow up assistance offered.

File Welcome Back Checklist.

Managei/Supervisor's signature:

Request the leave form to be
completed and forwarded to
Supervisor
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Date
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First Attendance Awareness Meeting template

This template is in excelformat and can be found the following link:

Attachment 4

stne a e hannelartil s O a2663 74 b269228100. html



Employee Name
Work Location

Attachment5

First Attendance Awareness Meeting Letter

Dear

Re: AttendanceAwareness Meeting

I refer to OUT discussion on .....,.... when you declined to attend an Attendance
Awareness Meeting. As you will be aware from briefings that have been provided to all
staff, it is mandatory that employees attend these meetings with their manager or
supervisor.

As you were informed at the time, the purpose of the meeting is to determine what might
have contributed to the amount of unscheduled leave You have taken. We would then
worktogetherto find ways to help You improve your attendance.

I have enclosed a COPY of Your sick leave record and a calendar detailing Your absences.
These indicate that You have had
........... days in the past ...... months. This amount of absence causes me concern
regarding your health and well being and is inconsistent with the standards in Our Ethics
relating to attendance. It is the reason for arranging the meeting with You.

I have rescheduled the Attendance Awareness Meeting to ...../line/am/pm, on
....../0^telin ....../venue/.

In the event that You continue to refuse to attend the meeting, it may be necessary to
apply the Austin#;?Postf;?7pfoyee Coinse/fir9, andD^c#7frhePmcessbecause of Your
failure to comply with a reasonable direction, in line with Australia Post policies and
procedures.

Please confirm you will attend the meeting by signing the bottom of this letter and
returning it to me by. .. nine andti^tel

instances of unscheduled leave, totalling
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ManagedSupervisorsignature
Date

I confirm I will attend the Attendance Awareness Meeting on ,.. 10/7/@ and!7177e/

Employee's Signature date
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Attendance Awareness Review Meeting template

This template is in excelformat and can be found at the following link:

Attachment 6

int a channe articl 74 b269228i O .html



Attachment 7A (1)

SICK LEAVEwiTHOUTA MEDICAL CERTIFICATEADvicE- COVERING LETTER To MANAGER IISSUED
FROM SSDj

Manager

14PAYPOINT},
"STREETi,

IISUBURB}}

Re:{(FIRST NAME)} tsuRNAME}I

The attached letter notifies an employee at your work location that his/tier entitlement to sick
leave withoutthe support of a medical certificate has been exhausted forthe remainder of their
sick leave accrual Year. Please ensure that the following action is taken immediately:

I. Sign and date the letter where indicated.
2. Discuss the contents of the letter with the employee and ensure the employee fully

understands the repercussions offailing to comply with the directions detailed in the letter.
3, Request the employee to acknowledge receipt of the letter by signing and dating it where

indicated. lithe employee refuses to sign, annotate the letter with the comment "employee
refused to sign. "

4. Issue the letter to the employee
5. Retain a copy of the letter and ensure a record is made of the expiry date of the employee's

requirement to provide medical certificates for all sickness absences.

.

For Manager
Shared Services Division

Date

Employee SLAnniversary Date WAGCRUAU)
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ATTACHMENT7A(my
SICK LEAVEwiTHOUTA MEDICALCERTiFICATEADvicE. LErrERTOTHEEMPLOYEE

(Issued from SSD)

t{FIRST NAME!144SURNAME, }

41EMPLOYEE, }

110LASSIFICATION}}

Dear {{FIRST NAMED

Your leave records indicate that, in the period from 4< PERIODii during your sick leave accrual year,
You have availed of sick leave without a medical certificate on the following occasions:

DA

ICEVENT I^
41EVENT 2"
"EVENT Bit

As a result, You have used up your "sick leave without a medical certificate" credits forthe sick
leave year as provided form clause 26.8. I of the Award

08, ^@#e26.6. I ardor4!'^of to the 8161^by/^vofc/eatt$. 11us!7'81;?Postmay9/;?ntsfo. khave w/thout
product/in of ameon?aloe/ti7t'ate/^I{^ito369^'hourshanys/ickfoa, eyeac su^!,;98t/@8nysucfr
bareno!arceeo!h93co"inuousI;!?ys.

Part time employees are subject to this provision on a pro-rata basis.

Accordingly, You are advised that;

I. access to sick leave credits for the remainder of Your accrual Year will be limited to
applications that are supported by medical evidence;

2. sick leave without pay will only be approved in those isolated cases where there is an
acceptable reason for riot seeing a doctorto obtain a medical certificate - such applications
must be in writing, explaining the circumstances, and be supported by appropriate evidence;

3. ifthe absence is riot approved as sick leave, it will be unauthorised and will attract the
following consequences:

. a deferral of further access to Sick Leave Without Medical Certificate credits by 6 months
beyond your next sick leave accrue! date, i. e. until{DEFERRAD} which is 6 months beyond
the next sick leave acerual date.

. appropriate action under the Employee Counselling and Discipline Process.

itEVENT 4"
(cE\IENT 5^

ItEVEN1 6,

1<EVENT 7"
. I ,B

.

, ,

"HOURS In
inHOURS 21>
aHOURS 31}

,,

qHOURS 4/1

"HOURS 511

CHOURS 6/1
^HOURS 711

"TOTALi>
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Yours sincerely

ManagedSupervisor

Name:
Date. ... I. ..-/-..'

....,.............,.......,......

lacknowledge that I have received this letter,

Employee's Signature ....,.....,........................,.............,. Date. .../..../....

Job Title: ....-.."""""""""""""""""""
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Employee's Name
Job Title
Work Location

Dear

Further to my "Sitk{eave withour Meati?816'8/tiibateAdvfoe"of Ida/61 and my discussions with
You on jibse/t datej$!//it is disappointing that you have further taken unauthorised leave.

Your leave records indicate that, in the period from .,........ to ......... during Your sick leave
accrual Year, you have availed of sick leave without a medical certificate on the following

Attachment 7B 11
FIRSTWITHDRAWALLETFER

occasions:

tIts, Ithe otatesofa/sfo. kfoa, eatsences w/thoutame0!1.81ce/tfii, bateoverthenomfr7afed, enbd/

Accordingly, You are directed that all future sick leave applications must be supported by a
medical certificate for the remainder of your sick leave acerual Year and for a further extension of a
period of 6 months, commencing from your next acerua! date, untill/hse/tendi;!?re of^e
extens/wipenboj,

This direction is made pursuentto clause 26.11 of the AUS!78^ Post6'8178/8/60no!libris of
f777, humeritAward 7999(the Awardj which provides that:

De^!?re any/hh9 eit;e coring/hedh airs' cbuse, where 8/18mpfo!eehas I^/edtop/oduce
sail'3i^1'6t00/8,717enoe to $40po/tare^!iplba!ich furs/bkit?are, 11usfi^:aji?Postmayoliectihaf
8m, byee. in Wff17i7.91 chafer/atuf8i%!ip/balmnsfursfo'kit?ale fursuchpenbdasts!specified17the
o1'786t/;?nmust bes!lopo/tedbyewdence178,6010;?/Ice wtfr266.7

Clause 26.6. I of the Award provides that;

Ariappirbah, 17n/brsfo'kit?aye must be supportedby the centi?'cafe of a dulyqua/!in?dined1981
piacftiibnerorotfrerewdenceapprovedbyAUS!ian?Post

It is important that You be aware that failure on your part to comply with this direction will result in
further extensions of the period when You must supply medical certificates to support sick leave
absences and escalating action under the Employee Counselling and Discipline Process.

Yours sincerely

Signature of employee's manager or supervisor
tB'Ihtname of Manager o13,108/11^!o0'
Job 11/19

Date
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I acknowledge that I have received this letter.

Employee's Signature ...................,...................,........... Date .../,,./...
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Employee's Name
Job Title
Work Location

Dear

Attachment 7B Inn
FURTHER WITHDRAWALLEFiER

Further to my letter of (inserttt?teofb^e blest 1411froia, pallet!^dand my discussions with you on
lbse/t chief3!/!', it is disappointing that you have further taken unauthorised leave.

In the letter of tinse/to^!e offhe blest lifthdr'awa/Lettefy, You were directed that allfuture sick
leave applications must be supported by a medical certificate.

You were also advised that

'i^/ureon yourpart!O comply with Ifr^. dieofrbn '11/11^uff/hfurther ex!t?fishn$@1the
penbdwhenyoumus!$!lopfy'meati?8168/t/i?'Gates 10s, ^?ports/b'kfoaveabsencesa/7d
88cabfi79acl/b/iu, delfifyeE7"pfoyee Counseling andD/3^cj?fireProcess. "

Despite the direction given to you in the above letter, your leave records indicate that You have
further availed of sick leave without a medical certificate on the following occasions since 1178e/t
of?te of o13.6ussin/?, issue offhebtest Jiltfrdr'awa/{81tert:

Instb^e o:7tes o181s/bk^^areabsenoes wthoutameofba/cent^atesiicenfye 61st!/$8f0/7the
btest ,, ith0!8,161Letter, ,as^sued/

Accordingly, the period in which your future sick leave applications must be supported by a
medical certificate is now extended for a further six months from the end date of the current

extension period. You are directed that allfuture sick leave applications must be supported by a
medical certificate until fuseltot?Ie wh/chi^6monthsfr'omb5e endo!?teoffhe cullentextensfon
^I.

This direction is made pursuantto clause 26.11 of the 11usfra/;7 Post 6ene/;?/Cond^libris of
finpf0!4778n//!, valid 1999(the Awardj which provides that:

09, gore anythi798^!eCon!a^ed/h afy/isC^?use, Me/88n 8mpbye8fr8s I^/edi@PIOdffce
88173'/^?cto/yewb'errce to SLIDpo/tar ^DPI'3'811i?n fursfok/:lay^. 44/8t, an? Postmayof/eclffrat
em, byee!. in w/7:7i7^. that all^fureappft'817bns/^/$/bkl;'aye/618uchpe/Ibdas/^^o861i?ed/h the
'17/9c!/brimus!be $40po/tedbyevi7'encei7acc0/o:9nce w/Ih266. /

Clause 26.6. I of the Award provides that:

Ariapp/, 6'811bnibrs/at^ape must be $40po/tedby/he cent^ate of a dulyq, /at^edmed, 6'81
piaCftlfonefOfOb?81ewdenC98, plopedbyA, /st/81^Post
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FailuTe on Your part to comply with this direction will result in further extensions of the period
when You must supply medical certificates to support sick leave absences and escalating action
under the Employee Counselling and Discipline Process.
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Yours sincerely

Signature of employee's manager or supervisor
tPrintnameofMana9erors, "eru/:sod
Job line

Date

I acknowledge that I have received this letter.

Employee's Signature Date .../...,...
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Attachment 70 11

SAMPLELErTER To EMPLOYEE REAPPLiCATioN OFCLAusE 26.11 DFTHEAusTRALiA POST
GENERALCONDlnONSOFEMPLDYMENTAWARD 1999

Employee's Name
Job Title

Work Location

Dear

Your leave records indicate that, in the period from. ..,...... to ...,....., (tfr/^penbdcanbe 40 10
12mon!hsj You have availed of sick leave on the following occasions:

Date

11^tthe, ;^tes of 8181bkfoaPi9absences over thenQini7a/edpenbdand. $086/fy, /trifle caseofeach
absence whether"'was wthorw/thou!astj0, o1t/h9me0!3'81ce/if7ca/e

IP^^ae theempfoyee w/Ifrt6e. $0ec/170^cto/sir/ebb^@n 1088ch of the SIC'k^8,198bsencesover
thenomiiatedpenbdh5atp/Din, ledy0!4 38theempfoyee:^managero18!10em^I; to wrte this
^fief//t;^/noteb?at/. 10/1freabove/. labsenceSwell9"o1840po/tedbyameOlb8/
Certi?Gate. I. ISIb'k'haveabsencesh?med^/841,119cededafon9 reekend/

I am of the opinion that the dates referred to above present a doubt regarding your
ability/willingness to meet your attendance requirements, and/or an indication of a period of
patterned leave I'Soeciywhfo, hof these o1,611msiancesapp4, to the hat'!\dual.

I have discussed this issue with you on ladlej:31 of o13.6us$/tin, $ inck/0^^ dena/'s of anyAt/ent;^rice
11wa/ene$317te/v/19n/$/?7eir;?ws/and it is disappointing that your attendance has shown 00
significant improvement.

Accordingly, you are directed that allfutuTe sick leave applications must be supported by a
medical certificate for a period of 6 months, commencing horn fuselt0;?161.

This direction is made pursuant to clause 26.11 of the AUSiia/^ Posteene/;?/Conailinnsof
f7npfoymentA, ,81d/9991the Awardj which provides that:

De, Sore8nyfrifi79 ets'econ/aired1766/3'cb"$8, wfre/88nem, byee hasi^/edtoprodu08
San'31i^6'1b/}'elfb'encetOS";OPO/tan8p, #balmnibf$/bk^aye, AUSb'81^/'OStm8ydi"eCtfh8t

Amount of

time absent
MC Provided y/n

?
Any specific concerns 13^. g.
at^';5'08nt/O WeekeDt^ I:^y8/tel
,a o^/
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empfoyee!. in wnhhg!. that alit/rule8pp/'t'atii?"sforsfo'kit;!aleibrsuchpenbdas/^^o86fi7edi7 frie
c#Iec/brimustbe$,!opo/tedbye, rifencehacc0/o19nce w/Ii^2661.

Clause 26.6. I of the Award provides that:

Ariapplb. anim furs/12thapemustbes!!opo/tedby, ie cent^ate of a dulyquafri?edmeo#t'81
PI^cincherofObiefewd9nce@PPIoi, eddyAUS//81^ Post

It is important that you be aware that failure on your part to comply with this direction will result in
the period of absence being unauthorised, further extensions of the period during which you must
supply medical certificates to support sick leave absences, and action being taken under the
Employee Counselling and Discipline Process for your failure to follow a direction.

Yours sincerely

Signature of employee's manager or supervisor
IPnhfnameofMana9er0/8408/11^061
Job 7/1^!
Date

I acknowledge that I have received this letter.

Employee's Signature Date .../.../...
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Attachment 70 tiny

SAMPLELETIERTO EMPLOYEE REAPPLICATION OF CLAUSE 26.11 OFTHE AUSTRAUA POST
GENERALCONDITIONS OFEMPLOYMENTAWARD 1999-FURTHER WITHDRAWALLEtTER

Employee's Name
Job Title

Work Location

Dear

Further to my letter of jinse/t Inate offhe blest 1141hdr'awa/{elfe, ;4pp#, balmn o16'buse 26, 11
fo!//or o4 b/es/ Fu her PMhd/awa/{81e//and my discussions with You on Insert hate/;'//, It Is
disappointing that you have further taken unauthorised leave.

In the letter of tinse/ICt7fe offhe^toslapp#. calmn o16buse 26 tiletteroc f?/es/Fullhe/
Ihd/awa/{e or You were directed that allfutuie sick leave applications must be supported by a

medical certificate.

You were also advised that

fallre on yourpartlo comply wit this cliec//bn w/Ilesul'/h fillthe/extens/ms o11he
perl?dwhenyoumus/supply meatb'816e/t/jiba/85 1086;0, on slickft?areabsencesand
eSCabli7gaCt/17nun{1191/hef77i, /oy88 00unse\h98ndDi^C#:?frheP/Doess. "

Despite the direction given to You in the above letter, your leave records indicate that you have
further availed of sick leave without a medical certificate on the following occasions since Insert
dale o1,130uss/bad$5ueof/heh/88/8pp/, 1,811bno/Clause26. //f0!1180/1ates/ PMlhd/an^/{ette4:

Instrhe tit?/8801a/slickfoaveabsences WMOu/a meatba/centifca!851;ice Ihe of 3'0uss/anthe
bles/a, ,/, batonof6'buse26:// ^;!//erwas 1441hdr'awa/toner was ^sued/

Accordingly, the period in which Your future sick leave applications must be supported by a
medical certificate is now extended for a further six months from the end date of the current
extension period. You are directed that allfuture sick leave applications must be supported by a
medical certificate untiljihse/tda/e wh/ah/3 6m nthsfr'om freendda offhe un n ex/ens/tin
^@!,

Date of absence

Total

Period of absence



This direction is made PUTSuantto clause 26.11 of the AUSi7'aft?Post6e"e/816'0nd, libris of
finpf0}?778nt/Iward 7999(the Awardj which provides that

Des0/19 anytfrh9, e^!econ^med/hh^/^cbuse, where anempfoyeefrasI^/ed!@,/oduce
sat^;i^Glory elfdence 10840po/tanapp/1,817bnibfSfo'I'bale, 11usti':?/;?Postmay017eotb^at
empfoyee, in writi,h^, that al't/Iu/eapplbatfonsfo/sirkit?8,191brSLIDfrpenbda$/^e;Decii'edh the
one'tonmus!tosa!opo/teddyei417'8ncehacoo/dance with 266.7

Clause 26.6. I of the Award provides that:

11napp/'bathn/brs/bf'haremustbes, IIOPo/fedbyti^90e/micateo18 duly@,"aji?edme0!3.81
PI8C!it, briefO/Otherewdenceapprovedby/!us!iai^Post

Failure on Your part to comply with this direction will result in further extensions of the period
when you must supply medical certificates to support sick leave absences and escalating action
under the Employee Counselling and Discipline Process.

Yours sincerely

Signature of employee's manager or supervisor
I^fomameofManagerors&!oem30, I'
Job fine

Liang

I acknowledge that I have received this letter.

Employee's Signature Date ,../.../.. .
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10. What is the acceptsble processfor notifying absence from duty?

Maria9e/;sands, 10811, ts'o188/e/e^Donsfoft?/alensu/7h9 that 81st?i^ale ft/dy, 8,161eb5atiitr^e
event^eyareu/?at^!/oattendforot/Iyh^at^eype/;sona#ycon^ct/flede^;^9'818dmana9er
o18,108n, /$01fi7!he unfitfoca!7bnp/7171tothe commencement of theirsfr/i^ \fre/e
PI^6171?atf0. 19e/^Ito Sectbn rooftheh'fi'Manual.

11. When is it acceptableforsomeone other than the employee to notify absence from duty?

jin^' woufo'onlybeacc^!7^bfoi? the e, gatempfoyeesa/ephys/balm7capabt? of o0/7/130!i'it^
theirm8n89e/01840e/71^01:

12. What type of action can be taken against an employee who jails to notify an absence forthe
first time?

nil3! w//o19pendOn the c#cums!lances Sufi'Offrid'hg the ^?/tirefon0/17: ir'the/e8SOnS
'10/4d8dbyb^e empfoyi988fen0/$8b'3'^?0t0/}; 8,171?richOufo'be pursued indeftfr8E;ripfoyee
6'000se^'h98ndD/^'6471heB"o, 888.

13. What nthey 'fail to notify again?

DC^genOlhg'on!helm8b9betwee"theftst8nce^. moleserrbUS8Cii'brimaybe/ak8nt/rider
the finpbye8 6'0unse\h9andD/^6417frhe^"o6e$$. ^empfoy8esoontrhue"o110PO/iy'
absences WMOut900di8880n, theymaybesto^Ctt08nfr7qu/lyendpotent^?/of;^in^!Sal
17efofio Sec!7:7n 6,301iheAt!tentit?/768 6',//defiles/

14. When should the processfoTabandonment of employment be commenced?

ffempfoyeesdonotn0!7i^!^erabS8nce, ^Binana9erors, foeM3'Of shodMa!temp/to
contactti^gempfoyee. ff'the absence coffinueswitoutnoi7i?;?airmandoon!80/08n$!71'not
be made wfffr the empfo!, e^ con!tactt6e HBAdi43'e//allow/0081ai/bna/ale8foradw;?eon
appmpn^1880/7bnfobe!:aken.

15. When is it appropriate for action to be taken against employees who are regularly late for
work orfailto record their hours of duty?

ff'empfoy8eS8/e/e9Ubdy'bf9fo/duty8P@?'011^/!@/eCOfdifrefi"foulsOfdU4V8Sp/eS0/7b8d
they maybe $u^'190t!68017bD LIPd8fb^e Empfoye8 6'Offrisenii9 andOi^oninef}'o6ess, I;^ts'
8611bnmaybeeSCahted/fernpfoye8$00nfrhueto/a^U^//yb8/atea/7dori^/1086cuBlej/
recordfr7eir'frou/s.

19e/:?nosec!I'bns6:28nd6,3011he/!!ten, ;^rice Gully81hes/
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16. Under what circumstances can sick leave be deemed as uriauthorlsed absence riotto count
as service?

Whenempfoyeeshai, 19excee0!9dh^e/750!?ys wth'o, 118 mean:8/6e/tiiba/;ginasfo'k^'ale
yearandi^^'top/o, 117'earneoiba/centi7cate jarsubseq"entabsencesii/hatpenbo:

When8mpfoyeeSi^#'/orioniy8bSence#'Qin d, /tvii8CCO/0!?rice 1446?the ConeCfp/06eOt//e$,

\free lzhasbee" o191ie/mined that the/eI^doub!abo, /Ithe9enuiiena/u/eo11^eabsence.

17. What is the advice that should be given to employees iftheyrequest sick leave
while on recreation leave?

ineyaretobeadw3!edtopmv/o198 medba/centi?Galeassoonaspossfoboove/in9
the. ^oeoi?ape/7bdof^me that^eywere sfo'kindwouMhavebee/7,117/nib/duty
hadM'81nofbeen on reeleah'b/71eave,
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For further Information on the Attendance Guidelines. please contact the Human Resources
area In Your Dwis on

A COPY of the Guidelines can be found on POSTnet under

Peopl?at POS/>fool$6Hesou/ces>Patb't?s, Guidelhes8S//ate9/b, s>Naftbna//litenot?rice
Gull?'athes


