
 

 
 
 

 
 
 
 
 
 
 

 
What is the annual leave entitlement?  

Every permanent employee is entitled to paid annual leave, which accrues based on the number of 
ordinary hours an employee works: 

a) Full time employees working a 38-hour week or more will accrue four weeks (20 days) of annual 
leave per year.  
 

b) Part time employees accrue annual leave on a pro-rata or proportionate basis, e.g. a part-time 
employee working 19 hours per week accrues 76 hours of annual leave per year.  

 
c) Shift workers (as defined within the applicable industrial instrument) accrue five weeks (25 days) 

of annual leave per year (part time shift workers accrue on a pro-rata or proportionate basis). 
 

d) Casual employees are not entitled to annual leave. 

Annual leave continues to accrue whilst the employee is on paid annual leave or personal/carers leave. 
Annual leave will not accrue on unpaid leave, other than community service leave or unless it is 
expressly provided for in a Modern Award or an enterprise agreement. 

 

What payment is an employee entitled to when they go on annual 
leave?  

All employees must be paid their base rate of pay for the ordinary hours they would have worked during 
the period of the leave. The employee’s base rate does not include bonuses, loadings, allowances, and 
overtime or penalty rates. It should be noted that the Modern Award or enterprise agreement that 
applies to the employee’s employment may require payment of annual leave loading.  
 

 
Does accrued annual leave carry over year to year?  

Yes, annual leave carries over from year to year. An employee’s annual leave balance will only be 
reduced by the employee taking or cashing out the leave.  
 

 

 

 

 
Annual Leave  



Can annual leave be “cashed out” or granted in advance?  

An employee will only have the ability to cash out annual leave if they are covered by a Modern Award 
or an enterprise agreement which provides for cashing out leave, or if they are Award-free.  
 

1. Employees covered by a Modern Award or enterprise agreement: the applicable Award or 
enterprise agreement must specifically state that an employee may cash out leave. Any cashing 
out of leave must be strictly in accordance with the requirements set out in the Modern Award or 
enterprise agreement.  
 

2. Award-free employees: may cash out leave with employer’s agreement. Where leave is cashed 
out the employee must retain an annual leave balance of at least four weeks, there must be an 
agreement in writing for each cashing out occasion, and the employee must be paid the same 
amount they would have received had they actually taken the leave.  

 
Employers may permit employees take annual leave in advance if they wish, but there is no obligation 
to do so.  
 

 
Can a request for annual leave be refused?  

The taking of annual leave by an employee is to be agreed between the employee and their employer. 
An employer must not unreasonably refuse an employee’s request for annual leave.  
 

 
Can an employee be required to take annual leave?  

The ability to compel an employee to take their annual leave depends on whether the employee is 
covered by a Modern Award or an enterprise agreement, or they are Award-free. 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

What is the personal/carers leave entitlement?  

Personal/carer’s leave covers both sick leave and carer’s leave. Employees receive the following: 

• 10 days each year for full-time employees 

• 10 days each year for part-time employees. 

An employee’s entitlement to paid personal/carer’s leave accrues progressively during a year of service 
and accumulates from year to year. 

What happens once an employee has used all their personal leave?  

Where a permanent employee has used their entire balance of accrued paid personal/carers leave and 
they require personal/carers leave due to a permitted reason, they may take unpaid personal/carers 
leave.  

 

When is an employee permitted to take personal/carers leave?  

An employee may take personal/carers leave if:  
 

a) they are unfit for work because they are ill or injured; or  
b) a member of their immediate family or household is ill, injured or affected by an unexpected 

emergency and the employee needs to provide care or support to them as a result.  
 

Immediate family members include the employee’s spouse, de facto partner, child, parent, grandparent, 
grandchild or sibling, or the employee’s spouse or de facto partner’s child, parent, grandparent, 
grandchild or sibling. 
 

Notice and evidentiary requirements  

An employee’s entitlement to access paid personal/carers leave is dependent on their compliance with 
notice and evidentiary requirements.  

An employee who will be absent from work on personal/carers leave is required to notify the employer 
as soon as is practicable of the reason for the absence and the expected duration of the absence.  
 
 
 

 
Personal/Carer’s Leave  



Employers have the right to request a medical certificate or other evidence for any absence for 
personal/carers leave. Personal/carers leave may be granted without such medical certificate or other 
evidence at the employer’s discretion.  
 
Businesses are recommended to have established policies and procedures surrounding notice and 
evidence requirements for the taking of personal/carers leave. This should include information about 
the method they are required to use to notify of their absence (for example a personal telephone call 
rather than a text message) and the circumstances in which they will generally be required to provide 
medical evidence in support of their absence.  
 

What happens if an employee takes personal/carers leave on a public 
holiday?  

If the period during which an employee takes personal/carers leave includes a public holiday, the 
employee is not to be taken to be on personal/carers leave for that day. 

 

For more information, please contact HR Assured on 02 9083 0083 
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