
 

 

 

 

 

 

 

 

 

 

 

 
 

 

Parental Leave Kit 
 



 

     2 

Contents 
Section One  The Entitlement ................................................................................................................ 4 

Summary of the Entitlement ................................................................................................................. 5 

Eligibility .................................................................................................................................................. 10 

Interaction with Other Leave Entitlements ........................................................................................ 11 

Section Two   Supporting Pregnant Employees ................................................................................ 13 

Unpaid Special Parental Leave ............................................................................................................ 14 

Stillbirth or death of child .................................................................................................................... 14 

Flexible Options ..................................................................................................................................... 15 

Workplace Health and Safety (WHS) Considerations ....................................................................... 16 

Transfer to a Safe Job ........................................................................................................................... 17 

Notice and Evidence ............................................................................................................................. 18 

Performance Management .................................................................................................................. 19 

Section Three   Managing the Unpaid Parental Leave Period ......................................................... 21 

Section Three – Managing the Unpaid Parental Leave Period ........................................................ 22 

Sharing the Entitlement ....................................................................................................................... 22 

Parental Leave Cover ............................................................................................................................ 22 

Keeping in Touch Days (KIT days) ....................................................................................................... 24 

Government Paid Parental Leave Scheme ........................................................................................ 25 

Dad and Partner Pay ............................................................................................................................. 31 

Major Changes During Parental Leave ............................................................................................... 33 

Employee Requesting to Work for another Employer during Unpaid Parental Leave ................ 35 

Section Four –  Managing an Employee’s Return from Unpaid Parental Leave ........................... 36 

Premature birth & birth-related complications ................................................................................ 37 

Stillbirth or death of child .................................................................................................................... 37 

Extension of Unpaid Parental Leave .................................................................................................. 37 

Employee Seeking to Return to Work Immediately Following the Birth ....................................... 38 

Recommencing Work with the Same Employer ................................................................................ 38 

Returning Early from Unpaid Parental Leave .................................................................................... 39 

Flexible Working Arrangements .......................................................................................................... 39 

Case Example......................................................................................................................................... 40 

Induction Back into the Workplace ..................................................................................................... 45 

Best Practice .......................................................................................................................................... 45 

https://cciwao365.sharepoint.com/sites/HDMS/ER/Employee%20Relations%20Advice/Guides%20and%20Publication/Parental%20Leave%20Kit/DRAFT%20Parental%20Leave%20Kit%20-August%202023/Parental%20Leave%20Kit%20-%20August%202023.docx#_Toc145950998
https://cciwao365.sharepoint.com/sites/HDMS/ER/Employee%20Relations%20Advice/Guides%20and%20Publication/Parental%20Leave%20Kit/DRAFT%20Parental%20Leave%20Kit%20-August%202023/Parental%20Leave%20Kit%20-%20August%202023.docx#_Toc145951002
https://cciwao365.sharepoint.com/sites/HDMS/ER/Employee%20Relations%20Advice/Guides%20and%20Publication/Parental%20Leave%20Kit/DRAFT%20Parental%20Leave%20Kit%20-August%202023/Parental%20Leave%20Kit%20-%20August%202023.docx#_Toc145951010
https://cciwao365.sharepoint.com/sites/HDMS/ER/Employee%20Relations%20Advice/Guides%20and%20Publication/Parental%20Leave%20Kit/DRAFT%20Parental%20Leave%20Kit%20-August%202023/Parental%20Leave%20Kit%20-%20August%202023.docx#_Toc145951019


 

     3 

Appendix A – Template Documents ................................................................................................... 46 

Appendix B – Template Guidance Notes ........................................................................................... 48 

Appendix C – Modern Award Family Friendly Working  Arrangements Model Clause ................ 54 

Appendix D - Schedule of Rates .......................................................................................................... 56 

 

  



 

     46 

Appendix A – Template Documents  

Preparing for Parental Leave 

• Checklist – Preparing for Parental Leave 

• Contract – National System Employer – Modern Award-Covered – Temporary Parental 

Leave Cover (Full-Time or Part-Time) 

• Form – Commonwealth Statutory Declaration 

• Form – Flexible Unpaid Parental Leave – Request   

• Form – Parental and Related Leave – Request 

• Letter – Flexible Unpaid Parental Leave – Confirmation 

• Letter – Medical Evidence Request – 6 weeks Prior to Birth 

• Letter – Medical Evidence Request – Confirming Expected Date of Birth and other 

Notice 

• Letter – Medical Evidence Request – Requirement to Commence Parental Leave 

• Letter – Parental and Related Leave – Confirmation 

• Letter – Parental and Related Leave – Refusal 

• Letter – Transfer to Safe Job – Confirmation 

• Letter – Transfer to Safe Job – Requirement to Commence No Safe Job Leave 

• Policy – National System Employer – Parental Leave 

During Parental Leave 

• Checklist – During Parental Leave – Contact between Employer and Employee 

• Form – Keeping in Touch Days – Request 

• Letter – Extend Unpaid Parental Leave Beyond Initial 12-month Entitlement – 

Acceptance 

• Letter – Extend Unpaid Parental Leave Beyond Initial 12-month Entitlement – Refusal 

• Letter – Extend Unpaid Parental Leave Beyond Initial 12-month Entitlement – Request 

• Letter – Extend Unpaid Parental Leave During Initial 12-month Entitlement – 

Notification 

• Letter – Reduce Unpaid Parental Leave During Initial 12-month Entitlement – Request 
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Return from Parental Leave 

• Checklist – National System Employer – Return from Parental Leave 

• Checklist – State System Employer – Return from Parental Leave 

• Letter – National System Employer – Return from Parental Leave – Confirmation of 

Intent to Return to Work 

• Letter – National System Employer – Return from Parental Leave – Confirming Flexible 

Working Arrangements 

• Letter – National System Employer – Return from Parental Leave – Employee Request 

for Flexible Working Arrangements 

• Letter – National System Employer – Return from Parental Leave – Refusing Request 

for Flexible Working Arrangements 

  




