










contract). 
 

16.2. Purchasing additional leave will not reduce an employee’s salary for 
superannuation purposes. 

 
16.3. Purchased leave deductions will start on the first pay period after purchased leave 

is approved and will continue until the end of the 12 month period (or the life of 
the non-ongoing contract) in which it was purchased, or an earlier time where 
agreed. Purchased leave must be approved before the leave can be taken and 
deductions cannot commence after the purchased leave has occurred. 

 
16.4. Payment for purchased leave is calculated using an employee’s actual salary during 

the period of purchased leave, including higher duties allowance and other 
allowances. 

 
16.5. Where an employee’s salary changes during the 12 month period, such as after a 

performance appraisal, promotion or permanent move, salary deductions for 
purchased leave will be adjusted. 

 
16.6. If an employee requests cancellation of purchased leave, or purchased leave 

cannot be used within the 12 month period due to operational requirements, a 
refund of the salary deducted will be paid through payroll as a lump sum as soon 
as possible. 

 
16.7. Where an employee leaves PM&C, an adjustment will be made to the employee’s 

final payment of salary for any leave purchased but not taken or leave taken but 
not paid for. 

 
17. APPROVAL PROCESS 

 
 

 

17.1. Employees should first discuss the proposed leave with their manager, providing as 
much prior notice as possible. 

 
17.2. An employee’s access to leave must be balanced with the operational needs of the 

Department and will be considered by the delegate on a case-by-case basis. 

 
17.3. Employees must obtain prior approval for all leave through the relevant approval 

process (such as Aurion or Service Portal) before the leave is taken, unless it is 
impractical to do so. 

 
17.4. Where illness, injury or emergency prevent prior approval of the leave, employees 

should notify their manager as close as possible to the employee's normal 
commencement time. Managers and employees have a responsibility to ensure 
the leave is recorded as soon as possible after the employee’s return from leave. 
Where the period of leave is likely to exceed the employee’s leave balance, the 
manager should notify HR Help to ensure an overpayment does not occur. 










































