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1. General information

Policy 
The Museum of Australian Democracy at Old Parliament House (MoAD) is committed to 

providing a working environment that allows employees to satisfy their workplace 

obligations, personal objectives and family responsibilities. Part-time employment can be an 

effective way of achieving this outcome for some employees while still allowing MoAD to 

effectively meet its objectives. 

Scope 
All employees may apply to work part-time, but it is not an entitlement or a right, and can 

only occur by formal agreement between MoAD and the employee. Applications will be 

considered in light of operational requirements and cost effectiveness. 

Circumstances in which an employee may wish to apply for part-time work include where the 

employee: 

(a) is a parent, or has responsibility for the care of a child under school age or a child

under 18 who has a disability

(b) is a carer (under the Carer Recognition Act 2010)

(c) has a disability

(d) is 55 or older (i.e. transition to retirement)

(e) is experiencing family or domestic violence, or

(f) is providing care or support to a member of their household or immediate family who

requires care and support because of family or domestic violence.

(g) other personal or work related reasons.

A casual employee engaged for irregular or intermittent duties may only request flexible work 

arrangements if the employee: 

(a) is a long term casual employee immediately before making the request, and

(b) has a reasonable expectation of continuing employment on a regular and systematic

basis.

2. Definition

A part-time employee is one whose ordinary hours of work are less than 150 hours over a 

four-week period (the settlement period). 

3. Application Process

Applications 
An employee is not eligible to make an application unless they have completed at least 

12 months of continuous qualifying service (the Director may waive this requirement in 

exceptional circumstances). 

A full-time employee may submit a written request setting out details of the hours sought and 

the reasons for the request to the Delegate (through their Manager and Section Head) for 

approval to work part-time, either for a finite period or on an ongoing basis. It is also possible 

for a manager to propose the option of part-time employment in consultation with an 

https://comlaw.gov.au/Details/C2010A00123
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employee. However, full-time employees can only be converted to a part-time work 

arrangement with their agreement. In either circumstance, the process is as follows: 

a) the employee and their manager discuss part-time work arrangement and reach

agreement on a proposed arrangement (this could include a job-sharing

arrangement)

b) the employee completes the Application for Part-Time Work form and submits it to

their Section Head through their Manager

c) the Section Head will review the employee’s application, and, if satisfied, forward it to

the Delegate for approval, who then will forward  the application to People and

Strategy for processing. The Delegate will respond in writing to the request within

three weeks (15 working days) and will only refuse the application on reasonable

business grounds.

d) People and Strategy will contact employee to advise them of the outcome of the

application. Where the request is refused, the response will include reasons for the

refusal.

e) If approved, the application will become the Part-Time Work Agreement and will

commence as per the schedule set out in Part A of the application form.

Additional steps where applicable: 

• where a part-time work arrangement is approved for a finite period, a review of the

arrangement must be undertaken at least one month (20 working days) prior to its

cessation to enable People and Strategy to be advised whether or not it will be

continued

• any variation or extension of the Part Time work arrangement must be applied for

using a new Application for Part-Time Work.

Approval / Delegation
An employee’s part-time work request is subject to the approval of the Delegate prescribed 

in the Human Resources Delegation instrument. 

4. Remuneration and Leave

Remuneration and other conditions will be calculated on a pro-rata basis, apart from 

allowances of a reimbursement nature, where a part-time employee will receive the same 

amount as a full-time employee. 

(a) Deductions of leave will be made on an hour for hour basis.

(b) Annual and Personal Leave credits will accrue daily based on hours worked.

(c) Leave accruals will be reduced where leave without pay not counting as service

(LWP NCAS) exceeds 30 calendar days.

(d) Changes to hours of duty may have an impact on the employee’s future

superannuation entitlements. Advice should be sought from the relevant

superannuation fund regarding any impact part-time employment may have on future

superannuation benefits.

A short term variation of hours of work, for periods less than a settlement period, will not be 

taken into account in calculating a part-time employees next accruing leave entitlement. 
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5. Hours of Duty and Variations

Hours included in a Part-Time Work Agreement must ensure that any single period of 

attendance is not less than three hours and must be within MoAD’s bandwidth of hours 

(7.00am - 7.00pm) with consideration given for operational requirements. A regular part-time 

employee and their supervisor may, by agreement, vary regular hours of work within an 

agreed settlement period subject to operational requirements. Should this occur on a regular 

basis then consideration should be given to varying the arrangement permanently. 

A part-time employee may revert to full-time hours earlier than noted in the Part-Time Work 

Agreement with the agreement of their Section Head and the approval of the Delegate, 

subject to operational requirements (this includes consultation with Finance and HR and 

Governance on budgets and staffing).  

Where, during an agreed period of part-time work, a manager requires an employee to 

change their regular pattern of work due to operational requirements, the manager will 

consult with the employee and after consultation will provide the employee with a minimum 

28 days’ notice and recognise the employees work/life balance. 

6. Flexible Working Hours and Additional Duty

Executive Level Employees 
Part-time Executive Level (EL) employees may access Time off in lieu (TOIL) under the 

same arrangements as full-time employees, as per the Attendance Guidelines. ELs are not 

entitled to be paid overtime, and are expected to work, on occasions, more than the 

standard 7hr 30m per day without any additional payment or time off to compensate. 

APS Level Employees 
Part-time APS Level employees may access Flextime under the same arrangements as 

full-time employees, by arrangement with their supervisor and as per the Attendance 

Guidelines. 

From time to time, a Manager or Supervisor may request that part-time employees perform 

additional duty (i.e. more hours over the settlement period than agreed as their regular part-

time hours in their Part-Time Work Agreement). Any additional hours worked by part-time 

employees should be voluntary and overtime would be payable or flextime provisions could 

be used where appropriate. 

7. Ongoing part-time work

In the circumstances of an ongoing or non-ongoing position that has been created as a part-

time role, the employee does not have an automatic entitlement to move to full-time hours. 

If an employee has an ongoing part-time contract of employment and wishes to convert to 

full-time hours, they can do so by: 

• seeking promotion/movement at level to an advertised full-time vacancy, or

• requesting that consideration be given to converting their current position to full-time

hours based on operational requirements.
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8. Job Sharing

MoAD encourages and will facilitate the use of job sharing arrangements where feasible and 

with the agreement of the employees. Part-time work can be used for job sharing 

arrangements where both employees are at the same classification level. 

Where the use of job sharing arrangements would result in greater operational efficiency, the 

Delegate may, after consultation, require two part time employees at the same classification 

with similar duties and compatible patterns of work, to enter into a job sharing arrangement, 

taking into account the need for the duties to be performing on a continuing basis. At least 

28 days’ notice must be given to the employees. 

9. Career Development

MoAD is committed to ensuring that part-time employees have access to career 

development, including full and equal consideration with full-time employees for access to 

learning and development and career opportunities. 

Supporting documentation 

Carer Recognition Act 2010 

Fair Work Act 2009 

Old Parliament House Enterprise Agreement 2017-2020 

Old Parliament House Instrument of Human Resources Delegation 

https://www.comlaw.gov.au/Details/C2010A00123
https://www.legislation.gov.au/Details/C2020C00393
https://www.fwc.gov.au/documents/documents/agreements/fwa/ae425386.pdf

