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Authority and Application 

Clause 62 of the Victorian Public Service Enterprise Agreement 2016 (the 
Agreement), applies to Victorian Public Service Departments and Agencies 
(Employers) and their Employees covered by the Agreement. 

Overview 

Clause 62 of the Agreement sets out the circumstances in which the Employer may 
grant any Employee paid leave to undertake an accredited course of study. Study 
leave may be granted at the Employer’s discretion taking in consideration the 
relevance of the proposed course of study to the Employee’s employment and the 
Employer’s operational requirements. 

Where study leave with pay is approved, the Employee may be granted paid leave, 
as specified in clause 62, for the purposes of travel to and participation in classroom 
activity, preparation for and participation in exams and completion of major 
projects. The Employer may grant additional paid leave or leave without pay as 
considered necessary. 

Relevant provisions of the VPS Enterprise 
Agreement 

Clause 62.Study Leave 

62.1 The Employer may grant to any Employee paid leave to undertake an accredited 
course of study provided by an educational institution or registered training 
organisation. 

62.2 In determining whether to grant study leave, the Employer will consider matters 
such as the relevance of the proposed study to the Employee’s employment, 
alignment to organisational goals and the reasonable operational requirements of the 
Employer. 

62.3 An Employee may be granted sufficient paid leave to enable travel to and attendance 
of up to seven hours of classroom activity or related project work per week. 

62.4 The Employer may grant additional leave with or without pay as considered 
necessary. 

62.5 An Employee may be granted up to five days’ paid leave per annum as pre-
examination leave and sufficient paid leave to attend examinations where the 
examinations are part of the course of study for which leave has been approved 
under clause 62.1. 
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62.6 An Employee completing an accredited course through the submission of major 
project work may be entitled to five days leave per annum for the purposes of 
finalising such project work. 

Supplementary Guidance Information 

1. Eligibility 

1.1. Employees covered by the Agreement (including casual Employees) may 
make application for Study Leave. 

1.2. Employees who work less than full-time hours may be granted Study 
Leave on a pro-rata basis calculated on the number of ordinary hours 
worked. 

2. Effect of study leave on service 

2.1. For full-time or part-time Employees, paid full-time or part-time Study 
Leave counts as service for the purpose of long service leave, personal 
leave and annual leave accrual. 

2.2. Study Leave without pay does not break an Employee’s continuity of 
service but will not count as service for leave accrual and other purposes 
(clause 63.2). 

3. Accredited course of study 

3.1. Study Leave may be granted to an Employee to undertake an accredited 
course of study at a recognised educational institution or a registered 
training organisation. Generally speaking, Study Leave will not be granted 
where the study provider is not an educational institution or a registered 
training organisation. Educational institutions are those recognised by the 
Tertiary Education Quality and Standards Agency (TESQA). However, the 
Employer may use its discretion to approve study leave to allow an 
Employee to complete an accredited course of study provided by an 
overseas educational institution. 

4. Employee applications for study leave 

4.1. Applications for Study Leave must be made and granted prior to the 
course of study commencing. 

4.2. An Employee should make written application for study leave, including 
providing relevant information to the satisfaction of their Employer with 
details about (including but not limited to): 

4.2.1. the study/course provider and the name of the study/course; 

4.2.2. the duration of the study/course; 

4.2.3. details on the relevance of the study/course to the Employee’s role 
and how undertaking the study/course aligns with organisational 
goals; 
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4.2.4. the location of the study/course; 

4.2.5. the likely hours the Employee is required to complete the 
study/course; 

4.2.6. the mode of delivery of the course of study (full-time, part-time, 
online or face to face delivery, etc.); 

4.2.7. where applicable, evidence that the times for attendance at the 
study/course are not available outside of normal working hours; 

4.2.8. the periods of leave required; 

4.2.9. details of the study/course content; and 

4.3. at the conclusion of the course of study, proof of successful completion of 
the study/course. 

4.4. Employees may be required to undertake study in their personal time in 
addition to any Study Leave approved by their Employer. 

5. Approving a request for study leave 

5.1. The Employer retains discretion at all times as to whether to accept or 
decline an application for Study Leave. 

5.2. In assessing an Employee’s application for Study Leave, the Employer 
must take into consideration the following: 

5.2.1. the relevance of the proposed study to the Employee’s employment; 

5.2.2. the studies alignment to organisational goals; 

5.2.3. the reasonable operational requirements of the Employer; and 

5.2.4. any other relevant factors 

5.3. Additionally, the Employer may also take into consideration the following 
matters: 

5.3.1. whether the proposed knowledge, skills and competencies can be 
gained by other means (for example, through internal training, 
learning and development programs); 

5.3.2. whether the course of study can be undertaken outside of ordinary 
hours of work, arranged into blocks or undertaken via distance 
learning to minimise disruption to the workplace and/or travel time; 

5.3.3. whether the Employee will be able to organise their work and study 
arrangements to minimise conflicts and disruptions; 

5.3.4. the operational and budgetary impact of granting study leave; 

5.3.5. the current performance and conduct standards of the Employee; 

5.3.6. any requirement for the Employee to remain employed by the 
Employer for an agreed duration after completion of the study; 

5.3.7. whether upon commencement of employment with the Employer 
the Employee was undertaking pre-existing study that has been 
formally endorsed by the Employer; 

5.3.8. whether the study/course is a condition of employment; 
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5.3.9. whether flexible work arrangements can be used to facilitate the 
study; and 

5.3.10. any other relevant consideration. 

5.4. Requests for Study Leave are approved on the basis of the Employee’s 
current position. If the Employee takes up a new position any Study Leave 
arrangements will need to be renegotiated with the Employer. 

5.5. Details of the Study Leave approved and ongoing review requirements 
should be documented and provided to the Employee prior to the 
commencement of the Study Leave. 

5.6. Requests for Study Leave are approved on the basis of a course, subject, 
semester or year (academic or calendar), whichever is relevant to the 
circumstances or as agreed by the Employer and do not automatically roll 
over. At the cessation to the course, subject, semester or year (as relevant) 
the Employee will be required to re-apply for assistance for future courses, 
subjects, semesters or years. 

6. Use of study leave 

6.1. Approved Study Leave must be used for the purpose for which it was 
approved. 

6.2. Examples of the types of Study Leave arrangements that may fall within 
the provisions of clause 62 include Study Leave to undertake: 

6.2.1. Classroom based activities– to attend lectures, tutorials and other 
approved study activities; 

6.2.2. Seminars – to attend seminars, excursions, field experience 
sessions, placements and practice that form part of formal study 
activities; 

6.2.3. Pre-exam study – to prepare for examinations; 

6.2.4. Examinations – to complete examinations or undertake other 
assessment tasks in lieu of an examination; or 

6.2.5. Major project work – to complete a major project for assessment 
purposes, which may include thesis development. 

6.3. The Employee must attend for work at their normal hours of employment 
during any breaks in the course of study (e.g. term or semester breaks), 
unless otherwise approved by the Employer. 

7. Changes to study obligations 

7.1. If the amount of Study Leave initially requested is not required for Study 
Leave purposes, the Employee should notify their Employer as soon as 
reasonably practicable to arrange to resume duty and manage any 
requisite changes to leave arrangements. Study Leave does not accrue 
from year to year and cannot be carried over. 

7.2. An Employee must notify their Employer of any changes to the 
circumstances of their study or/course, including their withdrawal from the 
study/course, as soon as reasonably practicable. 
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8. Review of study arrangements 

8.1. Study Leave arrangements should be regularly reviewed, as a minimum at 
the end of every semester (unless otherwise agreed), to ensure they are 
still current and meeting both the needs of the Employee and the 
operational requirements of the Employer. 

8.2. An Employee must satisfy their Employer that suitable progress is being 
made in their course of study. Study Leave may be withdrawn at any time 
due to lack of suitable progress, changes to corporate priorities or other 
relevant circumstances. Any changes to approved study leave must be 
discussed with the Employee and be reasonable in the circumstances. 

9. Financial assistance and full-time study 

9.1. The VPS Agreement does not require the Employer to make a financial 
contribution towards courses of study, even where Study Leave is 
approved in accordance with clause 62 of the Agreement. The Employer 
retains complete discretion as to whether to pay for any, all or part of the 
costs associated with the study/course and other costs associated with 
the study/course, provided the study/course is successfully completed. 

9.2. Where the Employer uses its discretion to pay for all or part of any of the 
costs associated with the study/course, the Employer retains the 
discretion, where reasonable, to seek reimbursement of all or part for the 
studies assistance provided by the Employer. Reimbursement may be 
required for reasons such as, but not limited to, failure to complete part or 
all of the requirements of the course or subject or failure to obtain a 
satisfactory grade within any subject. 

10. Additional leave 

10.1. An Employer may grant an Employee other forms of paid leave or unpaid 
leave, such as annual leave, leave without pay or additional Study Leave 
as the Employer considers necessary. 

Making decisions under this policy 

Under section 20(1) of the Public Administration Act 2004, the public service body 
head has all the rights, powers, authorities and duties of an employer, which may be 
delegated to staff within their Department or Agency. Employers should ensure that 
any actions under this policy are only taken by an Employee with the delegation to 
do so. Each Department and Agency should give effect to this policy in accordance 
with its own delegations. 

Dispute resolution 

An Employee who is directly affected by a decision made or action taken pursuant 
to clause 62 may apply for a review of actions under the Employer’s review of 
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actions policy or seek to resolve a dispute through the Resolution of Disputes 
procedure at clause 12 of the Agreement. 

Further Information 

Employees should refer to their Department or Agency’s intranet for information on 
procedural requirements, systems and approval delegations. 

For further information and advice please contact your local Human Resources or 
People and Culture Unit (or equivalent). 

Related policies or documents 

VPS Enterprise Agreement Common Policies 

• Annual Leave 

• Leave Without Pay 

• Right to Request Flexible Working Arrangements 

All policies in the VPS Enterprise Agreement Common Policies collection, can be 
found at https://vpsc.vic.gov.au/vps-enterprise-agreement-common-policies/ 
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