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Policy Statement 
Goodstart Early Learning (Goodstart) recognises that a stable and supported workforce is critical to delivering high-quality early learning services Providing clear, fair and compliant employment conditions supports the attraction, retention and well-being of employees across the organisation. 
This policy aligns with the Fair Work Act 2009, the Goodstart Enterprise Agreement and the National Quality Framework (NQF). 
This policy aims to:
· Ensure employees receive their legislated and enterprise agreement entitlements
· Support employees to balance work, family and personal commitments
· Promote employee wellbeing and workforce stability 
· Maintain effectives staffing arrangements that support children’s learning and development in line with the National Quality Standard (NQS)
Goodstart is committed to managing employment conditions in a way that balances employee wellbeing and operational requirements. This includes ensuring services maintain appropriate staffing arrangements; comply with educator-to-child ratio requirements while continuing to deliver high quality education and care.
What does this policy apply to?	
The policy outlines Goodstart’s approach to the following leave entitlements and employment conditions:
	Leave
	Other Employment Conditions

	· Annual Leave
· Community Service Leave
· Leave Without Pay
· Long Service Leave
· Parental Leave
· Personal Leave/Carer’s Leave
· Compassionate Leave
· Family and Domestic Violence Leave
· Ceremonial Leave 
· Purchased Additional Leave
	· Hours of work
· Position amendments
· Employee discount or childcare fees
· Use of company motor vehicles
· Flexible working arrangements
· Casual conversion
· Breastfeeding at work
· References and statements of services
· Resignation and termination of employment


  
Leave
Goodstart provides employees with a range of paid and unpaid leave   to support rest and recreation, family responsibilities and other personal circumstances.
Other Employment Conditions
Hours of work
An employee’s hours of work are agreed at the commencement of employment and are outlined in the employee’s employment contract or in accordance with the Goodstart Enterprise Agreement.
Working hours may vary depending on operational requirements of the service, team or business unit. 
Position Amendment
Employment arrangements may be amended during employment where operational needs or employee circumstances change. 
All employment changes must be documented and approved by the employee and the relevant manager and recorded in People Central. 
Flexible Working Arrangements
Goodstart recognises the importance of flexible working arrangements in supporting employee wellbeing, workforce diversity and work-life balance. 
Employees may request changes to their working arrangements in accordance with the Fair Work Act 2009 where flexibility is required because they:
· are pregnant;
· are the parent, or carer, of a child of school age or younger;
· are a carer within the meaning of the Carer Recognition Act 2010;
· have a disability;
· are aged 55 years or older;
· are experiencing family and domestic violence, or;
· provide care or support to a member of their household experiencing family and domestic violence. 
Casual Conversion
Eligible casual employees may request conversion to permanent employment in accordance with the Fair Work Act 2009 and the Goodstart Enterprise Agreement. 
A casual employee may request conversion where they have worked a regular and systematic pattern of hours for a period of 12 months, which could continue without significant adjustment as permanent employment. 
Request must be made in writing. 
References and statements of service
Goodstart does not provide formal employment references on behalf of the organisation.
Current employees may request confirmation of employment from the Employee Services team. Confirmation of employment may include factual information such as employment status, commencement date, current position and other relevant employment details.  
Employees may choose to nominate a referee, such as a current or former line manager, at their discretion. Any references provided in this capacity is given in a personal capacity and must not be presented as an official reference from Goodstart. 
Employees who are leaving or have left Goodstart may request a Statement of Services from the Employee Services team. A Statement of Service confirms the employee’s commencement and termination dates and the position held during their employment. 
Responsibilities
This procedure is to be implemented by: All Goodstart employees
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