[image: A white square with black text

Description automatically generated][YOUR ORGANISATION]
UNEXPECTED MANAGER PERSONAL LEAVE
Circumstances may arise requiring a Neighbourhood House Manager to take unexpected, extended personal leave. These situations can occur suddenly, with little time to consider contingencies and potential risks. This document aims to promote consideration of various solutions and approaches that might be adopted by a Neighbourhood House in such scenarios.
No One ‘Right’ Solution:
Any scenario will require identification of local factors and constraints to determine the best course of action. Factors to weigh up include (but are not limited to):
· Adherence to Fair Work Laws https://www.fairwork.gov.au/employment-conditions/information-statements/fair-work-information-statement and workplace protections https://www.fairwork.gov.au/employment-conditions/protections-at-work 
· Length of leave required by the Manager, and potential for extension
· Currency of, and access, to documented procedures , e.g. operations manuals, job description
· Related policies, including those covering workplace safety, privacy, delegation, risk management
· Number of staff and volunteers, their skills, experience, and capacity
· Capacity and skill set of committee members
· Proximity to other neighbourhood houses and existing relationships
· Forthcoming funding deadlines or reporting requirements
· Processes for accessing Neighbourhood House facilities
· Communication practices (newsletters, term brochures, social media)
· Payroll and approval systems
· Committee meetings and reporting requirements
· Handling of account and multifactor authentication systems
Risks:
In the event of a Manager taking unexpected leave, there can be a sense of people ‘stepping up’ and ‘coming together’. However, decisions made during this period might leave the organisation vulnerable to risks such as:
· Increased workload and stress for remaining staff, volunteers, and tutors
· Loss of organisational morale
· Inconsistent delivery and access for the community
· Missed project deliverables
· Lost communications with key stakeholders
· Missed operational actions (e.g., staff meetings, payroll, volunteer management)
· Lost oversight on finances
· Impact on the annual budget
· Inappropriate handling of higher duties (e.g., complaints management, payroll)
· Privacy breaches
· Individuals acting outside their remit
· Missed opportunities (partnerships, funding programs, advocacy)
· Access to secure services – eg use of passwords and MFA set up
· Administration of organisational functions by inappropriate or external persons
Ideally, these and other localised risks will already be reflected in your organisational Risk Management Plan, and catered for in organisational operation and protocol documents. If not, the committee should update the Risk Management Plan and related resources as soon as possible.
Principles:
The following principles and suggested approaches should be considered in determining the way forward:
1. Support for Manager
· The Manager is entitled to access their personal leave without disclosing the reason and should be treated with support and fairness.
· Delegate communication liaison to a committee member to convey information and determine arrangements.
· Once on leave the Manager cannot be required to perform functions for the organisation. 
2. Manager Responsibilities
· The Manager should provide a list of key duties and timeframes to support organisational function in their absence, ideally as existing written procedures.
· The Manager can recommend how the organisation should be managed in their absence.
3. Committee Responsibilities for Employment and Organisational Compliance
· The committee should be provided with appropriate evidence to support granting extended personal leave.
· The committee has final responsibility for personnel arrangements and organisational compliance, which revert to the committee in the Manager's absence.
4. Workplace Safety
· Protect remaining staff from undue stress due to increased responsibilities and workload.
· Identify key duties and allocate them to existing staff via negotiation, including extra hours and wages for higher duties.
· Increase support and communication between staff and the committee.
5. Privacy
· Ensure privacy when increasing staff responsibilities or involving external assistance.
· Ensure appropriate instruments are in place to govern staff and privacy, with sufficient training and clarity of scope.
6. Review
· Regularly review and adapt arrangements as needed, as situations can change.
Possible solutions: 
The following scenarios outline possible approaches to managing unexpected Manager leave. Multiple approaches might be implemented to address the organisation's needs:
1. Staff Accept Higher Duties
· Existing staff take on additional operational tasks, documented in a written agreement detailing duties, extra hours, wages, timeframes, and potential extensions.
· May require increased hours for other staff or employment of volunteers to assist.
2. Acting Manager Appointed
· Appoint an appropriately skilled individual on a fixed-term contract or secondment, focusing on maintaining operations rather than achieving strategic goals.
· Reduced hours and a defined limited scope may be arranged based on the individual's capacity.
3. Committee Support Activated
· Increase committee member involvement to support staff, handle compliance tasks, liaise with funding bodies, and represent the organisation at events.
· Committee members should not exceed their delegation or skill set, and should not be expected to take on manager duties in a volunteer capacity.
4. External Support Activated
· Engage with neighbourhood house network for assistance and advice.
· Engage with HR professionals to ensure appropriate steps are implemented and documented, e.g. Amplify Australia
· Engage external support for guidance or operational functions, such as contracting payroll or having another Neighbourhood House Manager work from the organisation periodically for moral support and advice.
· Use written agreements or MOUs for peer support and guidance, and contractual arrangements for operational duties, including remuneration.
5. Reduced Hours
· Reduce office opening hours if other arrangements cannot meet the organisation's needs.
· Prioritise clear communication with NH users, the general public, neighbourhood house network, and DFFH.
Completion of Personal Leave: 
Personal leave is completed when:
· The Manager returns to work with medical approval and a return-to-work plan (where necessary).
· The Manager resigns, and standard employment completion and recruitment processes are followed.
· The Manager exhausts accrued Personal Leave and may apply for unpaid leave, which the committee can approve for a fixed period. If unpaid leave is not approved, HR advice should be sought to negotiate the Manager's return or resignation.
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