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1. General Information

What is purchased leave? 
The Purchased Leave Scheme (PLS) is one where employees have access to purchasing up 
to 150 hours leave per year in addition to the usual paid leave entitlements.  

The PLS is designed to allow greater flexibility and scope for employees to better balance 
their work and other commitments.  It is not restricted to employees with family 
responsibilities, but can be utilised by all eligible employees to extend their leave options or 
cater for lifestyle preferences (e.g. study). 

Employees who participate in the PLS purchase leave over 26 pay periods and are required 
to stay in the scheme for the 26 pays.  This is called the Purchased Leave Period (PLP). 

With the exception of compensation payments, the purchased leave arrangements have no 
effect on conditions of service. 

If approved, employees will have immediate access to their purchased leave from the 
nominated commencement date. 

2. Responsibilities

Delegates (Director and supervisors) 
Delegates will be expected to adhere to the time frames specified in the PLS.  They are: 

(a) Initial applications - Indicate response within 10 ordinary working days, i.e.
weekends and public holidays are excluded) from date of receipt of the
application.

(b) Dates not acceptable - Where dates of the proposed leave are unacceptable,
advise the employee at least four weeks prior to the commencement date of the
leave applied for.

Note: refer to the PLS delegations prescribed in the Old Parliament House Instrument 

of Human Resources Delegation. 

Employees 
Employees who wish to participate in the PLS must submit an application to participate in 
time to be adequately considered by the Delegate/s and for processing by the People and 
Strategy pay team (at least four weeks prior to the commencement date of the leave). 

Employees should discuss their intention to apply for purchased leave with their supervisor 
prior to submitting an application, as the granting of purchased leave is subject to operational 
requirements. 

3. Approval

The Delegate may approve the granting of purchased leave subject to operational 
requirements. 
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4. Eligibility

There is no qualifying period to participate in the PLS.  Employees may apply to participate in 
the PLS on commencement with the MoAD.  

All ongoing full time and part time employees and non-ongoing employees employed for a 
specified term or specified task that is in excess of twelve months continuous employment (at 
the time of approval of the purchased leave) in classifications from APS Level 1 to EL 2 are 
eligible to participate in  the purchased leave scheme. 

5. Calculation of salary deduction

In order to pay for the purchased leave, employees will have an amount deducted from their 
gross salary each fortnight for a period of 26 pays.  The amount deducted will depend on the 
amount of leave purchased and the employee’s salary level.  The deduction will result in a 
reduction in the employee’s taxable income and the amount of tax paid each fortnight. 

The fortnightly deduction is calculated using the following formula: 

Fortnightly salary x number of weeks of purchased leave 
52 

The deduction will be adjusted to take into account salary increases resulting from salary 
advancements, promotions, pay increases and other ongoing salary movements. 

The first salary deduction will be made on the payday after approval. 

Higher Duties Allowance (HDA) will generally not be included in the deduction; however, if 
the employee is on continuous long term higher duties in excess of 6 months at the time of 
application and approval, calculations will be based on the higher salary to avoid underpaid 
deductions.  

Payment for purchased leave will be based on the salary rate applicable when the leave is 
taken and deducted appropriately at that time, e.g. if an employee is on short term higher 
duties allowance, purchased leave taken will be deducted at the nominal rate of salary (not 
the HDA rate). A reconciliation will also be completed at the end of the 26 pays and any 
discrepancy will be recovered or paid as appropriate at that time. 

Shift penalties are not payable while using periods of purchased leave and therefore will not 
affect the calculation of the fortnightly deduction from salary. 

6. Application to take purchased leave

Once purchased leave is approved and processed, the leave will appear in Employee Self 
Service (ESS). To apply for purchased leave an employee must submit an application 
through ESS.  

.Purchased leave should be taken in weekly blocks (five ordinary working days). If a lesser 
amount is sought, employees should first discuss their need with the Manager, People and 
Strategy. 
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Applications should be referred to the employee’s supervisor and, once supported, forwarded 
to the Delegate for approval.  When recommending or approving initial applications, 
consideration will be given to operational requirements.  

To ensure sufficient time is given to considering the request, applications should be lodged 
via ESS at least 4 weeks prior to the commencement date of the leave.  

On commencement of participation in the PLS, the employee will receive the following 
information: 

(a) approval for the amount of leave to be purchased
(b) confirmation of the purchased leave period
(c) details of the commencement date and amount of the fortnightly deduction.

If possible, employees should nominate on their application form their proposed leave dates 
to use the purchased leave.  This allows the employee to make their private arrangements 
and also allows for the work flow to be arranged in advance.  

Purchased leave must be used within 12 months from the date of commencement, and if not 
used will be repaid at the completion of 12 months. 

If, after commencing on the scheme, employees experience financial hardship, or for any 
other reason, they may apply to the Delegate, for consideration to vary their arrangement. 

7. Calculation of leave taken

Purchased leave is calculated using working days not calendar days.  Public holidays are not 
deducted from purchased leave credits. 

8. Purchased leave taken with other leave

Purchased leave can be taken in conjunction with recreation leave, long service leave, 
maternity leave, leave without pay and flex leave. 

Periods of long service leave cannot be broken by purchased leave.  However, an employee 
can take purchased leave before and after periods of long service leave. 

If an employee is sick while on purchased leave and produces such supporting evidence as 
may be required under the Enterprise Agreement,  those full days covered by such 
supporting evidence will be re-credited to the employee’s purchased leave credits. 

9. Unpaid leave

Unpaid leave will have no effect on purchased leave while the deduction from gross salary 
continues.  If gross fortnightly earnings are insufficient to cover the deduction, the underpaid 
deduction will be recovered from the employee’s salary at a rate agreed by the Manager HR 
& Governance and the employee. 

10. Part time employees

A part-time employee will receive a purchased leave entitlement based on their weekly hours 
of duty at the time of applying for purchased leave.  For example: An employee who works 
20 hours a week and purchases four weeks leave will receive a credit of 80 hours. 
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Purchased leave will be deducted from the entitlement on the basis of hours being worked at 
the time of taking leave. That is, if a variation to hours has been made, leave will be 
deducted at actual hours taken. 

Salary deduction will be based on hours of duty at the time of application and will only be 
varied to take account of salary movements such as salary advancements and not changes 
in hours of duty 

11. Separation from MoAD

Employees on the purchased leave scheme, who leave MoAD, may fall into two categories: 
(1) Employees who have not taken part or all of their purchased leave and paid for

their leave.
(2) Employees who have taken part or all of their purchased leave and not paid for

their leave.

Employees in category (1) will be refunded any monies already paid on their separation from 
MoAD.  Employees in category (2) will be treated as having been overpaid on leaving MoAD 
and will have the total amount deducted from their final pay. 

Supporting documentation 

The legal framework and other resources for the development of this document are: 

Old Parliament House Enterprise Agreement 2017-2020  

Old Parliament House Instrument of Human Resources Delegation 

https://moad-web.s3.amazonaws.com/heracles-production/585/8e8/6b0/5858e86b093ada2fa6dfc3d0c78431c287f71b282af5e88421ae31ceb2e2/enterprise-agreement-2017-2020.pdf



