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CLAIMS FOR SICK LEAVE 
The purpose of this fact sheet is to provide information to assist employees in lodging applications for sick leave and to understand their obligations and entitlements.


MEDICAL CERTIFICATES

· For absences of more that three days, the Department requires that employees submit a medical certificate stating the nature of the injury or illness and the period of leave required.

· Ongoing certification should be forwarded to your Principal or Manager.

· It is the ill or injured employee’s responsibility to ensure that he or she has a medical certificate for the duration of the leave required. This should be supplied prior to the expiry of any previous certification to prevent under or over payment.

· Employees are required to notify their local Rehabilitation and Return to Work Coordinator (RRTWC) for absences that exceed 5 or more working days. Where an employee fails to notify their local RRTWC, the Principal or Manager is to carry out this responsibility.

· For periods of extended sick leave, or where documentation does not provide sufficient detail, the Department may elect to send an employee for an independent medical assessment.

CHECKLISTS

	EMPLOYEE
	PRINCIPAL / MANAGER  

	· Obtain medical certificate.

· Advise Principal/Manager of period of absence.

· Advise Rehabilitation and Return to Work Coordinator if absence is or will be greater than 5 days.
	· Approve application for sick leave.

· Forward approved leave schedules to the Regional Pay Office.

· Keep in contact with absent employee to support their recovery.


ENTITLEMENTS WHILST ON SICK LEAVE

· Fortnightly payments from the employee’s sick leave and meritorious sick leave (if eligible) balance until depleted.

· Employees who have exhausted their paid sick leave balances and continue on sick leave without pay may be eligible, following a period of 14 days (10 working days) without pay, for an Income Protection Benefit through QSuper. 

· If an employee’s sick leave has expired and they are ineligible for QSuper Income Protection Benefits, they may be eligible for Centrelink Sickness Allowance. 

· Costs of medical treatment are the individual’s responsibility.
· Employees are entitled to claim for workers’ compensation if an injury or illness is work related (refer to the Fact Sheet on Claims for Compensation).

QSUPER BENEFITS 

If an injury or illness prevents an employee from working in their normal position, QSuper may be able to provide financial assistance.  

Income Protection Benefit:

· Provides eligible employees with 75% of their normal weekly earnings when an employee is temporarily unable to perform his or her normal job because of injury or illness.

· Employees must have exhausted all paid sick leave before they are deemed eligible for the Income Protection Benefit.

· A waiting period of 14 days (10 working days) without pay exists before payment of any Income Protection Benefit can occur. 

· QSuper will not pay Income Protection for medical conditions that existed prior to entry into the QSuper fund, if an employee has been a member of the fund for less than 10 years. 

· Income Protection can only be paid for up to 2 years for any one medical condition.

Rehabilitation Benefit:

· When an injury or illness prevents an employee from completing their normal duties, but where the condition still allows for the employee to undertake some work, a Rehabilitation Benefit can be accessed by eligible employees.
· The Department pays for hours worked and QSuper pays 75% of the employee’s normal salary for the hours not worked, in accordance with a rehabilitation plan.

· A Rehabilitation Benefit can only be paid for up to 2 years for any one medical condition.

· If receiving an Income Protection Benefit for the same condition, the 2-year period will be calculated on the combination of time both benefits have been paid.

NOTE: Recreation and Long Service Leave do not have to be exhausted before Income Protection or Rehabilitation Benefits are accessible from QSuper.
	
	INCOME PROTECTION BENEFIT
	REHABILTATION BENEFIT

	Eligibility
	· Employee must have exhausted all of their paid sick leave.

· Employee must have 10 working days of sick leave without pay.
	· Employee must have exhausted all of their paid sick leave and be deemed eligible for receipt of the QSuper Income Protection Benefit. 

	Entitlements
	· Payments of 75% of the employee’s salary, as at the previous 1 July, are paid as a weekly pension for a maximum of 2 years for any one medical condition.
	· The employer pays the employee for hours worked. QSuper pays 75% of the employee’s salary, as at the previous 1 July, for hours not worked.

	Application & Determination
	· Employee makes application to QSuper.

· QSuper makes an initial assessment based on a claim form and medical certificate.

· QSuper may require more detailed and specialist medical documentation for determining subsequent applications.
	· The employee and their Principal or Manager apply in writing. Applications are to include a rehabilitation plan and medical documentation with details of the employees’ condition, why they are unable to work in their position and anticipated timeframe.


The Income Protection and Rehabilitation Benefit are only available to contributory members of QSuper Superannuation funds and are not offered to casual employees. Ineligible employees may however be entitled to a Sickness Allowance from Centrelink. 

For further information contact QSuper directly on 1300 360 750 or access their website at http://www.qsuper.qld.gov.au/.

CENTRELINK – SICKNESS ALLOWANCE
· If eligibility conditions are met, Sickness Allowance can be accessed through Centrelink.

· Sickness Allowance is not a long-term payment and is only paid to employees who are temporarily unable to work due to a medical condition. 

· The commencement date for Sickness Allowance is affected by the payment of sick leave, annual leave and other payments made by the Department.

· Payments cease as soon as the medical certificate finishes.
An individual claiming Sickness Allowance:

· May be required to attend a medical examination and verify they still have a job to return to.

· Is subject to income and assets tests.
Persons eligible to receive Sickness Allowance:

· Receive fortnightly payments into their bank or other nominated account.

· Receive payments for the period of incapacity on each medical certificate (up to a maximum of 13 weeks).

If a person is ineligible for Sickness Allowance but has a disability, illness or injury that temporarily prevents them from working, they may qualify for Newstart Allowance. Further information can be obtained by contacting Centrelink on 13 27 17, or from:

· http://www.centrelink.gov.au/internet/internet.nsf/payments/sickness.htm; or



EMPLOYEE ASSISTANCE SERVICE
The Employee Assistance Service is a confidential counselling service available for employees of the Department. Employee Advisors are registered psychologists or social workers employed by the Department who are able to provide you with professional support and assistance in managing your work-related or personal issues. Employee Advisors provide short-term psychological health assistance, with up to three counselling sessions per employee per year. Employees are entitled to consult with an Employee Advisor during working hours, with their Principal’s or Manager’s consent.

Employee Advisors are able to help examine the nature of your issues, assist you to identify options to deal with these issues and work towards a constructive outcome. To arrange an appointment, contact your local Employee Advisor:
http://education.qld.gov.au/health/contacts/contacts-ea.html 
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