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Managing Leave Checklist
	1. Instigate manual tracking of leave for all employees.  If the Payroll system in your company has the capacity, set up regular monthly reports to monitor the use of leave.
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	2. Instigate the Leave Application Form to ensure the employee has a process to apply for leave.
	


Managing Sick Leave

	Refer to Sick Leave Management Flow Chart to establish:

1. If it is appropriate to formally review the sick leave taken. Use the Formal Sick Leave Review letter to invite the employee to the meeting.
2. Refer to the Formal Sick Leave Process for Planned Sick Leave or Management of Acute Sickness Flow Chart.
3. Refer to the Formal Sick Leave Review Process for Unplanned Sick Leave (regular sick leave taken).
	


Managing Annual Leave

	Refer to the Annual Leave Management Flow Chart for Leave Management Process.
1. Meet with the Employee and ask for an Annual Leave Plan (Leave Application Form).

2. Write to the Employee using the Request for Leave Management Plan letter. (NB: The plan is the completed Leave Application Form).
3. Meet with the Employee and ask again verbally for the Leave Application Form.  

4. If the Employee still cannot provide a Leave Application Form, the Employer should issue an Annual Leave Instruction letter.
Jury Service

1. Refer to leave policy.  If you are unable to grant the leave for jury service, use the Jury Service Excuse Letter.

	


Flexible Work Arrangements
	1. Flexible Working Hours Act has been developed to enable working parents to have flexibility in their hours of work for work/ life balance.  The Ministry of Business, Innovation and Employment (MBIE) have provided some information on Flexible Working Arrangements Definitions.

2. Receive an application from an employee for flexible working arrangements under Part 6AA of the Employment Relations Act 2000. Send an Acknowledgement of request for Flexible Working Arrangements.   
	

	3. As an employer you have a ‘duty to consider’ seriously any requests from employees.  There can be some key advantages in flexible working arrangements.  These include:

a. Potentially higher productivity from individuals as some people can focus energy more efficiently for shorter periods of time.

b. Increased retention of skilled employees which the company have invested in and reduce recruitment costs.

c. Enables potential flexibility when planning the workforce to ensure peak periods are covered and reduce costs when needed.

d. Get more loyalty and happier workforce as employees feel more supported.

e. Potentially reduce absenteeism through domestic leave.

Ensure you have considered the request seriously.
	

	4. Send your response to the employee.  Approved change or Decline the request.

5. Read the Next Steps if you get a complaint from an employee on your decision.
	


NB: This must be received by the employee within 1 month of receipt of the request.

