
Section 2 – Clergy Conditions of Service 

 
 

2.3 LEAVE [Part 14 of the Clerical Ministry Ordinance 2009] 

 
It is essential that clergy take an active part in looking after their well-being. Five forms of rest and 
recreation are provided as part of the conditions of ministry. These are –  
 
* ‘an uninterrupted rest period of not less than 24 hours in any period of seven days’ (Ordinance 

section 139).  
* ‘one Monthly Leave day per month’ (Ordinance section 140).  
* ‘annual leave from their position for a period of 28 days including four Sundays in any one 

calendar year’ (Ordinance section 141).  
* Public holidays or a suitable day in lieu of a public holiday given that a number of them fall on 

Christian festivals.  
* Long service leave with an entitlement of 10 weeks leave after ten years of service and then 5 

weeks leave after each subsequent five years of service (The Long Service Leave Canon) . 
 

Members of the clergy make arrangements for this rest and recreation in the following way –  
 
* Arrangements for the rest day, public holidays (or alternative days) and the one day per 

month are made by the member of the clergy with the parish or other deploying body.  
* Annual leave should be negotiated with the parish or other deploying body after which a 

notification should be sent to the Area Dean and through them to the Diocesan Office 7 days 
prior to the leave being taken. The member of the clergy should negotiate cover with retired 
clergy and colleagues.  

* An application for long service leave should be sent direct to the Bishop after being 
signed by the clergy person and the deploying body. 

 
Following are specific requirements for the various leave types.  
 
 
2.3.1 TIME OFF FROM MINISTRY, TIME SPENT ON OTHER DUTIES 

Weekly rest period 
An officeholder including the Bishop of the Diocese is entitled to an uninterrupted rest period of not 
less than 24 hours in any period of seven days, but the statement of particulars of office may specify 
that any rest period may not be taken on or include a Sunday, Ash Wednesday, Good Friday or 
Christmas Day. 

Additional rest period each month 
An officeholder including the Bishop of the Diocese is entitled to one day per month as an additional 
rest day.   This leave will: 
a. accrue in arrears on a calendar month basis for no more than three days (i.e. four days only 

being accrued).  Any untaken rest days above this will be forfeited.; 
b. be taken in the month following the month in which it is accrued, or be accrued  up to a 

maximum of 3 days in any calendar year;  
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c. be taken as determined by the officeholder provided it is not taken on a Sunday;  and  
d. where more than one Monthly Leave day is accrued, be taken by  agreement with the 

Deploying Body. 

2.3.2 ANNUAL LEAVE 
An officeholder including the Bishop of the Diocese is entitled to annual leave from their position for 
a period of 28 days including four Sundays in any one calendar year. Annual leave is subject to the 
following conditions: 
a. The Deploying Body must pay for the services of any relieving person during  the absence on  

Annual Leave of the officeholder unless other arrangements have been approved in writing in 
advance by the Bishop. 

b. Annual leave must accrue on the basis of seven days for each 13 weeks of ministry.  
c. Annual leave may not be taken until the weeks of service have been completed. 
d. No more than six weeks of annual leave may be accumulated by an officeholder. 
e. The officeholder must advise the Area Dean and through to the Diocesan Office in writing at 

least seven days prior to taking annual leave. 
f. The officeholder must advise the deploying body (Rector’s Warden in the case of a Parish) of 

the intention to take leave, and the arrangements for a replacement, no later than one week 
prior to the commencement of leave. 

g. A 17.5% annual leave loading amount will be paid at the time of approved leave being taken 
after being recorded through the diocesan payroll system.  Based on the 2016 Incumbent’s 
stipend, the annual leave loading equates to an estimated increase of $931.  It should be 
noted that leave forms are submitted to the Diocesan Office for all 28 days of leave, and that 
the full entitlement of leave is taken in the calendar year it was accrued. 

2.3.4 LEAVE OF ABSENCE 
No officeholder may be absent from ministry in the Diocese without the consent of the Bishop. 
In the event of the officeholder applying to be absent from ministry in the Diocese for any period 
exceeding four weeks such officeholder must nominate to the Bishop a duly qualified person to 
exercise ministry during his or her absence. The Bishop without reason may reject any nomination 
made and leave of absence must not be granted until a suitable person has been appointed or the 
Bishop has approved alternate arrangements. 
 
(I)  Before any office holder is granted leave of absence in accordance with section 149 he/she 

must lodge with the Diocesan Business Manager and the Deploying Body an agreement 
signed by that person and by the person  accepted by the Bishop as a suitable Locum Tenens 
and countersigned by the  Bishop setting forth:- 
a. The term during which the officeholder will be absent 
b. The emoluments and advantages to be enjoyed by the person accepted by the Bishop as 

a suitable Locum Tenens 
c. A provision that if the officeholder fails to return from absence, upon expiration of the 

term for which leave of absence has been granted without the consent of the Bishop first 
obtained in writing, the Bishop may declare the office vacant and proceed to fill the 
appointment 
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d. A provision that if the person accepted by the Bishop as a suitable Locum Tenens must by 
death, resignation or the revocation of license cease to hold the license of the Bishop 
then the Bishop may appoint a person on the terms agreed or such other terms as the 
Bishop may deem fit and necessary. 

 
(ii)  Upon an agreement being lodged the Diocesan Business Manager  must issue to the 

officeholder a document granting leave of absence under the hand and seal of the Bishop. 

2.3.5 LONG SERVICE LEAVE 
An officeholder entitled to long service leave may apply to the Bishop to take his or her long service 
leave from a date to be stated in his or her application. 
 
The Bishop after consultation with the officeholder and the Deploying Body for the officeholder may 
require an officeholder entitled to long service leave to take his or her leave from such a date as the 
Diocesan Council with the concurrence of the Bishop determine. 
 
During the period of long service leave, the officeholder must receive the stipend and allowances the 
officeholder would have received had they not taken the  leave. 
 
The consent and the approval of the Bishop must be obtained before a member of the clergy is 
invited to perform duties in or for any parish or deploying body during the absence of an 
officeholder on long service leave. The Bishop or a person appointed by the Bishop must approve 
the arrangements with that member of the clergy. 
 
An officeholder for whom contributions are being paid to the General Synod Long Service Leave 
Fund is entitled to ten weeks long service leave after ten years of service and then after each 
subsequent five years of service they are entitled to five weeks leave.  Leave is exclusive of annual 
leave but inclusive of all other holidays (including public holidays) that occur during the period of 
leave.  Long Service Leave cannot be paid out except in the event of death, retirement or 
resignation.  When an officeholder takes long service leave they are entitled to an additional benefit 
called the Supplementary Allowance which will be paid to the clergy through the Diocesan Payroll.  
The level of the Supplementary Allowance is determined by the General Synod Long Service Leave 
Board.  The Supplementary Allowance is not paid on resignation, retirement or death. 
 
The application process for Long Service Leave requires at least three month’s notice to be given 
prior to leave being taken;  see  Section 43 of the Long Service Leave Canon 1992-1995. 

2.3.6 PARENTAL LEAVE 

Maternity Leave 
1. Eligibility for Leave 

(a) Maternity leave allows clergy to take time away from ministry for the birth or adoption 
of a child. 
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(b) Leave will be available to clergy serving full-time or part-time and holding the Bishop's 
licence, provided that such service has been continuous for not less than 12 months in this 
diocese immediately prior to the expected date of confinement or adoption. 

(c) The timing of such leave shall be arranged mutually with the Area Dean, but normally shall 
commence one calendar month for a birth, and one week before an adoption, prior to the 
expected date of confinement or adoption. 

(d) Such arrangements are to be finalised at least 1 month before the expected date of 
confinement or adoption and be approved by the Bishop. 
 

2. Payment During Leave 
(a) The first 12 weeks of leave shall be paid leave. This comprises: 

(i) Stipend made by special provision through the Diocesan Accounting System; 
(ii) Housing with power and telephone, or alternatively a housing allowance, plus 

superannuation, is paid by the parish or other paying authority. 
None of these provisions is obligatory if the applicant is aware she is pregnant before 
taking up a new position. Any provision would be by voluntary negotiation, both with 
the diocese and with the paying authority. 

(b)  If the applicant is in part time employment then the stipend and allowance should be 
paid, for the first 12 weeks, at the rate at which it is paid when applying for leave. 

(c) The remaining leave should be unpaid except that any outstanding leave, currently 
available, may be taken as paid leave during the 52 weeks and for any such paid leave 
the parish or applicant's diocesan organisation shall be responsible for contributions as 
stated in Clause 2(a). 
 

3. Other Provisions 
(a) Paid leave shall count as continuing service for Long Service Leave and 

superannuation benefits. 
(b) The position occupied prior to leave being granted will be held for 52 weeks and the 

clergy member  must, at least 4 weeks before the expiration of the 52 week period, 
state her intention of returning to that position, or must negotiate a return to work 
agreement or be deemed to have resigned from that position. In the case of an 
agreement to return to work, the relevant authorities may engage her replacement 
only on a clearly understood temporary basis until the 52 weeks expires. 

(c) If a house is provided, the clergy member on unpaid maternity leave will be responsible 
for rent, at a mutually agreed rate. If a housing allowance has been paid, this will not be 
paid during the period of unpaid leave. If the clergy member’s spouse is an ordained 
person and has a parish or diocesan position, any rent applicable may be taken up for 
the period by the spouse's paying authority. 

(d) If leave is to be continued beyond the 12 weeks period, and there is no arrangement 
with the relevant authorities to return to work, the clergy member shall, within the 
remainder of the 52 weeks leave, and with a minimum notice of 4 weeks, notify the 
Bishop of her readiness to return to normal duties.  

(e) In the period of unpaid maternity leave, the Bishop may consider granting a Permission 
to Officiate, to replace the Bishop's Licence. 
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Before the end of leave, the Diocese has the responsibility to initiate attempts to find 
an appropriate appointment, either reinstatement to the position held prior to the 
commence of leave or comparible position. 

Paternity  Leave 
1 Eligibility for Leave 

(a) Paternity Leave allows clergy to take time away from ministry to help care for a child 
born or adopted . 

(b)  Leave will be available to clergy serving full-time or part-time and holding the Bishop's 
licence, provided that such service has been continuous for not less than 12 months in 
this diocese immediately before the expected date of birth or adoption. 

(c) There are two forms of leave; short paternity leave or extended paternity leave. 
Short paternity leave is available for up to six working days at the time of 
confinement. 
Extended paternity leave is available for a further unbroken 51 weeks, up to the 
child's first birthday. Any period of maternity leave taken by his wife reduces the 
entitlement to extended paternity leave. Except that 5 days short paternity leave 
taken at the time of confinement is allowed if his wife is also on maternity leave 
during that time. 

(d) Such arrangements are to be finished one month before the expected date of 
confinement or adoption and be approved by the Bishop. 
 

2 Payment During Leave 
Extended paternity leave should be paid for up to 6 working days except that any 
outstanding leave, currently available, may be taken as paid leave during the 52 weeks 
and for any such paid leave the Parish or applicant's diocesan organisation shall be 
responsible for contributions. 
 

3. Other provisions: 
(a) Paid leave shall count as continuing service for Long Service Leave and 

superannuation benefits. 
(b) You must give at least four weeks written notice to the relevant authorities of your 

intention to return to work. 
(c) If a house is provided, the cleric on paternity leave will be responsible for rent, at a 

mutually agreed rate. If a housing allowance has been paid, this will not be paid during the 
period of unpaid leave. If the cleric's spouse is an ordained person and has a parish or 
Diocesan position, any rent applicable may be taken up for the period by the spouse's 
paying authority. 

 

2.3.7 SICK LEAVE 
If an officeholder who is in receipt of a stipend is unable to perform the duties of his/her office 
because of illness for a period of three days or longer he/she must report the absence to the Area 
Dean or Diocesan Business Manager who must inform the Bishop. 
 

 
Diocesan Handbook  Page 5 of 7 
Section 2.3 – Leave 
Version 3 –  Relating to Parental Leave - June 2015 
 
 



Section 2 – Clergy Conditions of Service 

 
 

If an officeholder is absent from ministry because of illness for a continuous period of more than 
seven days he/she must supply the Diocesan Business Manager with a certificate signed by a 
qualified medical practitioner and the Diocesan Business Manager must send a copy of the 
certificate to the Bishop. 
 
An officeholder who is absent from ministry must use all reasonable endeavours to make 
arrangements for the duties of the office to be performed by another person during the absence. 
The Bishop may, if he or she is satisfied that the officeholder is, by reason of illness, unable 
adequately to discharge the duties of his/her office, permit the officeholder to be absent from 
ministry for such period as the Bishop thinks appropriate and may make provision for the discharge 
of those duties during the period of absence of the officeholder. 

2.3.8 MEDICAL EXAMINATION LEAVE 
The Bishop may, if there are reasonable grounds for concern about the physical or mental health of 
an officeholder, direct that the officeholder undergo a medical examination by a medical 
practitioner chosen by the officeholder from the Medical Panel. 
 
The officeholder must comply with any direction provided by the medical practitioner appointed in 
accordance with section 154 to refrain from undertaking his or her ministerial duties. 
 
The Bishop, the Diocesan Council or the deploying body may initiate Ministry Issues Procedures in 
accordance with section 156 where an officeholder is absent from ministry because of illness for a 
continuous period of 60 days or a total period of 90 days within a twelve month period. 
 
2.3.9 CONTINUING MINISTRY EDUCATION 
Every officeholder including the Bishop of the Diocese is entitled to seven days not including a 
Sunday for Continuing Ministry Education leave in each calendar year.  Training events or retreats 
determined by the Bishop as compulsory events are not to be included in this leave.  Leave to 
undertake Continuing Ministry Education not taken during the calendar year cannot be carried over 
to the next year. 
 
An officeholder in receipt of a stipend, including the Bishop of the Diocese, must receive from the 
deploying body a Continuing Ministry Education allowance of not less than an amount equal to one 
percent of his/her gross stipend. 
 
Where an officeholder is in receipt of less than the minimum stipend the entitlement to leave and to 
allowances must be reduced pro-rata according to the stipend received. 
 
The officeholder must annually provide to the deploying body a report on Continuing Ministry 
Education undertaken during the year and planned for the ensuing years.  The Bishop may also 
require that the officeholder provide to him or her a copy of the report forwarded to the deploying 
body. 
 
The Bishop may advise an Incumbency Appointment Board of the Continuing Ministry Education 
undertaken by an officeholder. 
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The Bishop must make his or her own arrangements for Continuing Ministry Education as 
appropriate. 
 
 
2.3.10 LEAVE RECORDS 
(i) Notification of Intention to Take Leave (Form Attached, and available on the Diocesan 

Webpage) 
 this form is completed, signed by the officeholder and countersigned by Parish 

Churchwarden; 
 a copy is retained by the Parish Council Secretary; 
 An original is forwarded to the Area Dean, who approves the leave and forwards it 

to the Bishop’s Secretary; 
 The form must be submitted no later than 7 days before leave commences. 

 
(ii) Parish Record of Leave taken  

 A record of maintained  by the Parish Council Secretary on the attached schedule as 
an accurate record of all leave taken and/or accrued (a copy of this record is 
included with the Parish Annual Returns); 
 

(iii) Long Service Leave Application Form 
 The form is completed, signed by the officeholder and countersigned by a Parish 

Churchwarden; 
 The completed form is forwarded to the Bishop; 
 A copy is retained by the Parish Council Secretary; 
 The leave schedule is updated; 
 The application must be submitted a minimum of 3 months prior to leave 

commencing. 
 
 
Appendices 
Notification of Intention to Take Leave 
Long Service Leave Application Form 
Parish Annual Record of Leave Taken 
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