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COMMERCIAL COMMUNICATIONS COUNCIL – SUGGESTED POLICY
Other Leave Policy for <Agency> (“Company”)
Date: __________________________________
Authorised by: __________________________
Drafting Note (please read this first): As always, if you have any questions in relation to this policy, we suggest you consult your legal advisors, especially if there is something specific you require that may not be contained in this document. If you do not have a legal advisor, our suggested provider is Josh Muir, Director at Lockhart Legal. You can contact him at Josh@lockhartlegal.co.nz.
BACKGROUND AND GOAL
the Company wants to make sure that you are aware of the types of leave you have available to you, under the law and through our policies
Sick Leave 
We pay sick leave in accordance with the Holidays Act 2003.   This is currently 10 paid sick days per annum. The maximum amount of sick leave that any employee can accumulate and have any given time is 20 days. Unused sick leave will not be paid out when you leave the Company.

If you are unwell, you should telephone or email your manager as soon as possible on the day that you will be absent from work due to illness. Where practicable, notice should be given prior to time you would usually commence work. If you are on sick leave for 3 consecutive days, you will be required to submit a medical certificate. 

Sick leave can be used for physical or mental health. 

If you have used your sick leave entitlement, you may request to take annual leave to cover absences due to illness, otherwise absences due to illness beyond accrued sick/annual leave will be unpaid. 

Leave Without Pay 
At times you may require time off work for which you do not have enough accrued annual leave. In these circumstances, a request for leave without pay may be made. 

Bereavement Leave 
We pay Bereavement Leave in accordance with the Holidays Act 2003.
After working for the Company for six months, employees are entitled to paid bereavement leave of:
· three days if their partner, parent, child, sibling, grandparent, grandchild, or their partner’s parent dies
· three days if they have a miscarriage or stillbirth.
· three days if someone else has a miscarriage or stillbirth and they:
· are their partner;
· are their former partner and would have been a biological parent; or
· had agreed to be the primary carer (eg through a formal adoption or whangai arrangement) are the partner of a person who had agreed to be the primary carer.
· one day on the death of a person outside their immediate family 
You are allowed to take bereavement leave at any time and for any reason that relates to the death. 
If you taking bereavement leave pleas notify your manager by phone or email as soon as practically possible.

Domestic Violence Leave 
We pay Domestic Violence Leave in accordance with the Domestic Violence Victims Protection Act 2018. 

After six months at the Company, employees affected by domestic abuse can take up to 10 days’ paid domestic violence leave.
To qualify, at least one of these situations must apply:
• They have experienced domestic violence.
• They live with a child who has experienced domestic abuse — even if the child only lives with them sometimes.
There is no time limit on when the domestic violence occurred.
Like sick leave, the domestic leave entitlement renews every 12 months. Employees cannot carry over unused days.
Unused days will not be paid out if you leave the agency.
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