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	48/52 Weeks Per Year Working Arrangements


Employees wishing to undertake the 48/52 Weeks Per Year Working Arrangements 
MUST read the Guidelines on the HR Website BEFORE completing this form.

	SECTION 1  EMPLOYEE DETAILS

	Employee Name:
	[bookmark: Text1]     
	Employee ID:
	[bookmark: Text4]     
	

	Employee’s Current Classification and Step:
	[bookmark: Text2]     
	Department:
	[bookmark: Text5]     
	

	Current Position Title:
	[bookmark: Text3]     
	Position Number:
	[bookmark: Text6]     
	

	



	SECTION 2 48/52 WEEKS PER YEAR WORKING ARRANGEMENTS DETAILS (to be completed by the authorising officer)

	1. Effective from (insert date):
	[bookmark: Text7]     
	Concluding on (insert date):
	[bookmark: Text8]     
	

	(please note that the ‘effective from’ and ‘concluding on’ dates should be inclusive of 26 pay periods)

	2. Date of review of these arrangements (within next 12 months):
	[bookmark: Text9]     
	

	[bookmark: Check1]3. The incumbent is a continuing employee:	|_|
	[bookmark: Check2]A fixed-term employee:				|_|

	
	Contract expires on (insert date): 
	[bookmark: Text10]     

	

	
	Name of Employee
	Date
	

	4. Reallocation of the incumbent’s workload was discussed with affected employees(where necessary):
	[bookmark: Text11]     
	[bookmark: Text12]     
	

	
	[bookmark: Text13]     
	[bookmark: Text14]     
	

	
	[bookmark: Text15]     
	[bookmark: Text16]     
	

	*Note: An Absence Request form for the employee’s 40 days annual leave must be submitted with this form.  This includes the employee’s normal 20 days annual leave plus the additional 20 days annual leave that the employee will be eligible for under the 48/52 arrangement.




	SECTION 3  ACCEPTANCE
	

	
I accept the ‘48/52’ mode of employment and agree to its conditions as outlined on page 2 of this form.  

	
_________________________  ___/___/___
                       Employee                                 Date



	SECTION 4  APPROVAL
	

	
I authorise the above employee to work the ‘48/52’ mode of employment and agree to its conditions as outlined on page 2 of this form.  
	
_________________________  ___/___/___
      Category 4 Delegate or above                   Date

	
	



	 SECTION 5  HUMAN RESOURCES

	|_|  A copy of this form has been distributed to the Cost Centre (2 copies - Cost Centre copy; Appointee Copy), Human Resources (Payroll and Superannuation).


	Position No.:
	
	Employee ID:
	
	Entered:
	
	Checked:
	

	

	HR Officer (Leave):
	
	Leave Application Received:
	
	Entered:
	
	

	
	
	
	
	
	
	
	


USQ collects personal information to assist the University in providing tertiary education and related ancillary services and to be able to contact you regarding enrolment, assessment, employment or associated USQ services.  Personal information will not be disclosed to third parties without your consent unless required by law.

48/52 Weeks Per Year Working Arrangements Information

· The 48/52 weeks per year working arrangements (48/52) is a scheme under which a full-time academic or general employee may work 44 weeks of a negotiated 12 month period.  
· An employee participating in the 48/52 scheme has effectively had 4 weeks leave without pay approved but rather than lose the value of the 4 weeks salary in one period, the employee has obtained approval to spread the salary impact of 4 weeks leave without pay over 26 pay periods.  
· Approval of an employee participating in the 48/52 scheme is at the sole discretion of the University.

Entitlement and Arrangements
1. All full-time continuing and fixed term employees are eligible to apply to their Dean, Director, Manager or other delegated officer for approval to take up to eight (8) weeks recreation leave in a year and receive 48 weeks salary, which would be payable over the full 52 weeks.  Application and approval must be in writing using this form and is subject to:
· agreement between the supervisor and the employee;
· the needs of the area;
· the employee having at least 12 months future service available.
Once approved, such arrangements will commence at a mutually agreed time and remain in place for a period of 12 months.

2. Under this arrangement an employee will become a fractional employee at 48/52 of a full time work load, with all benefits accruing on that basis.

Annual Leave
3. Employees electing to move to these arrangements will be subject to normal arrangements in respect to the rate of accrual of annual leave.  Annual leave will accrue at the rate of 20 days for each year of service.

4. An Absence Request Form for the employee’s 40 days annual leave must be submitted with this form.  This includes the employee’s normal 20 days annual leave plus the additional 20 days annual leave that the employee will be eligible for under the 48/52 arrangement.  These dates can be changed if required.  

5. Annual leave accrued prior to the commencement of 48/52 is not available to be taken during the period of 48/52.  This annual leave will be ‘frozen’ and will be available for use when the employee ceases 48/52 and returns to normal working arrangements.

Long Service Leave / Sick Leave
6. Employees availing themselves of this option will retain benefits accrued on a full-time or fractional time basis up to the nominated commencement date.  Long service leave and sick leave benefits accrued after this nominated date will be at the new fractional rate.

When Leave May be Taken
7. The eight weeks leave must be taken within its agreed 12 month period. 

8. It will be necessary for the employee and supervisor to agree on the time of taking leave as early as possible upon entering into these arrangements.  If agreement cannot be reached the taking of leave will be at the discretion of the delegated officer who shall have regard to organisational requirements.

Review of Arrangements
9. The 48/52 arrangements will be reviewed on an annual basis by the employee’s work area. Towards the end of every 12 month period, the employee may choose to revert back to normal full-time arrangements.  The employee is required to utilise any unused recreation leave accrued under the 48/52 arrangements before reverting back to normal full-time arrangement.

Termination of Employment
10. An employee who terminates their services whilst on these arrangements will be paid for the unexpired period of leave at the appropriate fractional rate based on the credit accrued. Where entitlements have accrued at the full-time rate any termination payments will be made at the full time rate.

Reallocation of Workloads
11. Where an employee converts to a 48/52 scheme, the supervisor will ensure that any reallocation of workloads is the subject of consultation with affected employees and does not create an unreasonable workload for any other employee.

Superannuation
12.	When an employee elects to take up the 48/52 scheme, superannuation contributions for the employee and the University will be made on a pro-rata basis.  The employee may choose to maintain the employee’s superannuation contribution on a full-time employment basis.  The University will only be obliged to cover the cost of employer contributions at the 48/52 rate.
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