
Parental
Support Toolkit

A practical resource 
to assist new and expecting 
parents manage parental 
leave, the transition to new 
parental responsibilities and 
the return to work. 
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I believe that supporting you as a working parent 
is crucial to realising your full potential. 

We wanted this Parental Support Toolkit to establish 
strong foundations in supporting you as an expecting 
parent, as you plan to take parental leave. 

This is an exciting time for you and your family. 
Congratulations.

As a commitment to supporting your transition to 
new parenting responsibilities, I trust that you will 
find the toolkit helpful in answering questions 
you may have as you navigate your way through 
this new phase of parenthood.

On behalf of everyone, at Seymour Whyte, 
I wish you all the best in this new stage 
of life and to see you, equally, fulfil both 
your career 
and parenting aspirations. 

John Kirkwood
Managing Director and 
Chief Executive Officer

Congratulations on your new addition to your family. 
As a working parent, I understand the challenges 
associated with balancing parenthood and work, 
from the initial excitement of the news followed 
by the millions of questions that pop into your 
head afterwards. 

At Seymour Whyte, we know the news can be exciting 
– and possibly overwhelming – as you start to think 
about the upcoming changes and what seems like the 
never-ending list of things to organise.  With this in 
mind, we have developed a Parental Support Toolkit 

drawing on our own lived experiences as working 
parents. 

Everyone’s journey is different. You 
may need varying support from the 

early stages of having a 
new child through to returning 
to work. 

In this toolkit, you will find 
information on your employee 
entitlements at Seymour 
Whyte; and an outline of 
support services from the 
Federal Government’s Services 
Australia department. 

Throughout your journey, we 
encourage you to keep this 

toolkit at home as a reference 
guide. There is plenty of advice 

and guidance that we hope 
continues to be valuable, particularly 

as you plan your transition back into the 
workplace.  

Once again, congratulations. We look 
forward to sharing this stage in your life and 
supporting you as best as we can.

Alanna Herbst 
Chief People and Communications Officer
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Pregnancy 
and pre-birth

Early notification helps with planning and enables better 
support and assistance.

The sooner we can make sure you are comfortable; kept  
safe and healthy.  

Human Resources (HR) can assist in determining your 
leave eligibility, proposed leave dates and return to 
work processes.

For higher-risk jobs such as working with hazardous 
chemicals, we do request early notification. For 
example, if you are pregnant and are working with lead, 
notification is mandatory, for the safety of your unborn child.

 
Timeframes

There are some timeframes to be mindful of when 
making your decision to advise the company. 

You must advise Seymour Whyte six weeks before 
the birth or adoption of your child to be eligible for 
employer-funded paid parental leave. 

Additionally, if you have at least 12 months’ continuous 
service before the date of birth or expected date of birth 
of your child – and you are planning on taking Unpaid 
Parental Leave – you must advise Seymour Whyte at least 
ten weeks before the intended start date of the leave. 

Notification: telling your manager and 
notifying Seymour Whyte
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Working while you are pregnant

Everyone experiences pregnancy in different ways and 
you may experience various physical effects at work, 
such as tiredness and nausea during certain stages of 
your pregnancy. 

While this is unlikely to prevent you from performing 
your job, you may require some changes to your tasks 
or work environment. Here are tips that might help 
you to cope:
•	 Take regular movement breaks if your role requires 

you to sit for long periods of time.
•	 Take regular sitting breaks if your role requires you 

to be on the move.
•	 Get as much rest at home when you can
•	 Look after yourself by eating healthily and drinking 

plenty of water.
•	 Talk to your manager or Human Resources if you 

feel like you aren’t coping.
•	 Ask for help when you need it.

Staying safe at work

It is especially important to mitigate any risks or 
hazards that you may encounter. For example, if you do 
a physically strenuous job such as heavy lifting or any 
construction-related tasks on one of our project sites.

Talk to your manager about any adjustments or 
changes that can be made so that you continue to 
work safely. For example, you may need more breaks, a 
different chair, or a flexible start and finish time. 

If you’re unsure, consult your general practitioner or 
obstetrician for advice. Seymour Whyte will consider 
any medical advice about your health to adjust your 
working conditions accordingly. 

If you are concerned about health risks associated 
with your workplace or duties, please raise them 
immediately with your manager so that proper risk 
management measures can be carried out.

Pregnancy 
and pre-birth

Uniforms and personal protective 
equipment (PPE) (clothing) 

We are committed to accommodating your 
growing needs as an expecting mum. 

‘She’s Empowered’ has a range of maternity 
workwear on https://shes-empowered.com

Please seek approval from your manager prior to 
ordering any uniforms as per the usual process. 
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Leave entitlements and other options

Personal Leave (Sick/Carer’s Leave), Special 
Maternity Leave, Unpaid Parental Leave

Full-time employees accrue four working weeks of 
paid annual leave and ten days of personal (sick/
carers) leave for each completed year of service. Part-
time employee’s leave is accrued on a pro rata basis.  

Employees can take personal leave if they are unfit for 
work because of personal illness or injury. Under the 
Fair Work Act, pregnancy is not considered an illness or 
an injury. 

However, if you get a pregnancy-related illness such as 
gestational diabetes, or pre-eclampsia or are injured 
during pregnancy, then you are entitled to use your 
Personal Leave. 

If you need more advice around your circumstances, 
please contact your Human Resources representative. 

Special maternity leave

A pregnant employee who is eligible for Unpaid 
Parental Leave can take unpaid special Maternity 
Leave if she has a pregnancy-related illness or:
•	 If she has been pregnant
•	 Her pregnancy ends after at least 12 weeks because 

of a miscarriage or termination.

Special maternity leave won’t reduce the amount of 
unpaid parental leave an employee can take.

In addition to Personal Leave, employees may be 
eligible for unpaid Special Maternity Leave. However, 
you must be eligible for Unpaid Parental Leave under 
the Fair Work Act and have a pregnancy-related illness.  

You will need to provide notice of taking unpaid 
Special Maternity Leave as soon as practicable (which 
might be after the leave has started) and advise 
Seymour Whyte of the period, or expected period, 
of the leave. In these circumstances, Seymour Whyte 
would require a medical certificate to be provided. 

Parental leave for stillbirth, premature birth or 
infant death

An employee who experiences a stillbirth or 
the death of a child during the first 24 months 
of life can take unpaid parental leave. For more 
information, please speak with your manager, or 
contact Human Resources.

Pregnancy 
and pre-birth

Employee Assistance Program (EAP) 

Seymour Whyte’s Employee Assistance 
Program (EAP) through Workplace 
Options is available for all employees and 
their families.  

You can book an appointment for 
confidential counselling by calling 
Workplace Options 24 hours a day, 365 
days a year on 1800 730 931 and/or a 
qualified psychologist can provide support 
via WhatsApp message to 
+1 984 920 6875.



Parental leave

Seymour Whyte offers eligible employees Paid Parental 
Leave for primary carers. 

To qualify for this, you must:
•	 be a permanent employee
•	 have completed at least 12 months’ continuous 

service before the child’s date of birth or adoption
•	 have worked six months before taking the leave; and
•	 be a permanent resident of Australia.  

Primary carers will receive leave paid at a rate 
equivalent to their base salary for 18 weeks.  Employer-
Funded Paid Parental Leave for Primary Carer’s 
must commence within twelve (12) months of the 
child’s birth or adoption. Superannuation (super) 
contribution will be made at the current super 
guarantee rate.  

At the same time as the Seymour Whyte Parental Leave 
Pay, employees with at least 12 months of continuous 
service immediately before the birth, or expected birth 
of their child, are entitled to take 12 months of Unpaid 
Parental Leave if they have the responsibility for the 
care of the child.

Extending parental leave

You may apply to extend your Parental Leave by up to 
twelve months. If you want to extend your leave, you 
will need to give four weeks’ written notice before your 
current leave end date.

Unpaid pre-adoption leave

All employees (regardless of their length of service) 
are entitled to up to two days of unpaid pre-adoption 
leave to attend any interviews or examinations 
required for the adoption of a child.

This leave may be taken as:
•	 a single continuous period of up to two days or
•	 any separate periods to which the employee and 

employer agree.

Under the Fair Work Act, Seymour Whyte may direct 
an employee to take another form of leave (e.g. paid 
annual leave) before accessing their unpaid pre-
adoption leave entitlement.

To access this leave you must provide notice that 
you are taking unpaid pre-adoption leave and the 
expected duration as soon as possible (which may 
be after the leave has started) and, if required, 
sufficient evidence.
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Booking leave

All leave must be booked, and approaved 
by your manager via the Employee Portal.
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Pregnancy 
and pre-birth

Purchased Leave

While not specifically related to Parental Leave, 
Purchased Leave is an opportunity for you to ‘purchase’ 
additional leave. You may apply for Purchased Leave 
through an annual offer period, typically in May of 
each year.

Purchased Leave is funded by deductions from your 
gross salary each pay period to pay for the additional 
annual leave. 

These salary deductions are ‘set aside’ and accessed as 
‘salary’ during a period of special leave without pay, 
known as a period of ‘Purchased Leave’. 

Expecting parents may choose to purchase leave in 
preparation for their period of parental leave. 

Purchased Leaved agreements are subject to terms 
and conditions, and approval by your manager and 
Human Resources.

Eligibility for paid parental leave 
or purchased leave

Employees currently employed under an Enterprise 
Agreement are not eligible for the Seymour Whyte 
Paid Parental Leave or Purchased Leave programs. 
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Pregnancy 
and pre-birth

Australian Government-funded parental leave pay
 
The Government-funded Parental Leave Pay provides 
eligible employees with pay at the National Minimum 
Wage for a maximum period of twenty (20) weeks.

Your family can get up to 100 days of Parental Leave 
Pay, or 20 weeks based on a 5-day work week. If you  
have a partner, part of Parental Leave Pay will be 
reserved to share with them. The most one parent in a  
couple can use is 90 days. To get the full 100 days, both 
parents need to claim and be eligible. If only one  
parent in the couple is eligible, the 90-day limit still 
applies.

Employees who wish to use flexible Parental Leave Pay 
when they return to work must reach an agreement  
with Seymour Whyte regarding their individual 
circumstances. Employees and Managers should 
consider the following: 
  
• Reducing the hours or days of work 
• Changing the pattern of work 
• Taking additional unpaid leave. 
 
More information is available in our Leave Procedure 
on Yanara or via your HR Manager. 

Some conditions apply, for more information visit:
https://www.servicesaustralia.gov.au/individuals/
services/centrelink/parental-leave-pay/who-can-get-it

For more information, please visit:
https://www.servicesaustralia.gov.au/individuals/
services/centrelink/parental-leave-pay/how-much-
you-can-get/paid-parental-leave-period/flexible-paid-
parental-leave-days

Managing pre-natal appointments

You can arrange time off to attend pre-natal 
appointments with your manager.  

Using your Personal Leave will depend on your 
individual circumstance. In most cases Seymour 
Whyte will accommodate flexible time for you to 
manage these appointments. 

Fertility treatments

If you are undergoing fertility treatments, such as 
in vitro fertilisation (IVF) or assisted reproductive 
technology, and this treatment impacts on your 
health (e.g. side effects from hormone therapy or 
other medication), you may be entitled to access 
personal/carer’s leave. 

If you are unsure, please contact Human Resources 
for further advice. 
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Tips

How to best prepare for going on leave:
•	 Document key aspects of your role including 

processes, contacts, clients, key deadlines and 
any other historical information which may be 
relevant during your absence

•	 Re-organise your workload and 
communicate your leave to colleagues, 
clients and other stakeholders

•	 Consider how you would like to stay connected 
while on leave and advise your manager

•	 Update your ‘Out of Office Reply’ to redirect 
any emails to the relevant people

•	 Review your finances and insurance policies 
such as private health; and update them where 
required to include your growing family. Do 
seek advice from your financial advisor about 
updating your polices

•	 Start your handover as early as you possible 
so that you are not working long hours in the 
final stages of your pregnancy in trying to get 
everything organised at work

•	 As your final day gets closer, it’s only natural 
to feel anxious about your ‘to-do’ list and 
it might seem like you’re never going to 
get everything done. Speak with your 
manager about what tasks you can hand 
over progressively and, or completely.  
Remember your health is most important, so 
please speak with your manager or Human 
Resources if you have any ongoing concerns.

Preparing to go on leave

As your due date or adoption date draws closer, it’s likely 
that your manager would have made arrangements to 
cover your role and work responsibilities while you are 
on parental leave. 

Company assets while on parental leave

During periods of Paid Parental Leave (including 
combinations of Annual Leave, etc), employees are 
permitted to retain their company provided assets 
including vehicles, fuel cards and toll passes. 

Employees on extended Unpaid Leave, including 
periods of Unpaid Parental Leave, will be required to 
return company assets for redistribution.  Typically, 
company-issued vehicles will need to be returned. 
Relevant assets (possibly not the original assets) will be 
issued to employees upon return from Parental Leave. 

Personal replacement of these items should be 
considered for while you are on leave. If you have a 
company provided vehicle, please make arrangements 
for your journey home when the vehicle is returned.



Partners
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Supporting your partner

Supporting someone through pregnancy, 
pre-adoption, and newborn baby care is an 
important role. 

Everyone experiences pregnancy in different 
ways and your partner may experience a variety 
of physical effects such as tiredness and nausea 
during different stages of their pregnancy – and
you may need to adapt as things change. 

Tips

Here are some tips that might help you 
provide the best support for your partner:
•	 Reading books about pregnancy and 

newborn babies
•	 Attending antenatal classes together
•	 Working together to do household chores
•	 Helping your partner to get lots of rest 

when they can
•	 Looking after yourself as well: you are 

better when you are at your best
•	 Speak with other dads/partners to get a 

different perspective of what to expect. 
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Leave entitlements 

Full-time employees accrue four working weeks of 
paid annual leave and ten days of Personal (Sick/
Carers) Leave for each completed year of service. Part-
time employee’s leave is accrued on a pro rata basis.  

An employee may have to take time off to care for an 
immediate family or household member who may be 
sick. This is known as carer’s leave, which comes out 
of the employee’s personal leave balance. This type of 
leave may be accessed in the event that your baby or 
child becomes unwell.

Under the Fair Work Act, pregnancy is not considered 
an illness or an injury, so it does not entitle you to 
carer’s leave. 

However, you may access Carer’s or Personal Leave to 
provide care or support to your partner if they get a 
pregnancy-related illness such as gestational diabetes, 
pre-eclampsia, an injury or an emergency. 

Each employee’s circumstances will be different, if 
you need more advice, please contact your Human 
Resources representative. 

Partner parental leave

Seymour Whyte offers Paid Parental Leave for partners 
to allow partners time to bond with their child 
immediately following the child’s birth or adoption. 

Partners will receive leave paid at a rate equivalent 
to their total fixed remuneration (TFR) for a period of 
three weeks. 

Partners can choose to request Paid Parental Leave any 
time between two weeks before the expected date of 
birth or adoption of a child, and 12 weeks immediately 
following the date of birth or adoption of a child.

This leave can be taken consequently or in parts over 
the 12 week period as agreed with your manager. 

If you have been employed with Seymour Whyte for 
at least 12 months of continuous service immediately 
before the birth or expected birth of your child, you 
are entitled to take 12 months of Unpaid Parental 
Leave if you will have the primary responsibility for the 
care of the child. 

Purchased leave

Purchased Leave is an opportunity for additional leave 
to be purchased. It is funded by deductions from your 
gross salary each pay period. 

These salary deductions are ‘set aside’ and accessed 
as ‘salary’ during a period of special leave without pay 
that is known as a period of ‘purchased leave’. 

Expecting parents may choose to participate in this 
program in preparation for their parental leave period. 

You may apply for Purchased Leave through an annual 
offer period, typically in May of each year.

An amount will be deducted from your gross salary 
each pay period to pay for the additional annual leave. 

Purchased Leave Agreements are subject to terms and 
conditions and approval by Human Resources.

Eligibility for paid parental leave 
or purchased leave

Employees currently employed under sponsorship 
arrangements (e.g. working visas); or on an Enterprise 
Agreement are not eligible for the Seymour Whyte 
paid parental leave or purchased leave programs. 

For more information, please see the Seymour Whyte 
Leave Procedure available on Yanara.
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Partners

Booking leave

All leave, except purchased leave, must be 
booked, and approved by your manager via 
the Employee Portal.



Fertility treatments

If you and your partner are undergoing fertility 
treatments, such as in vitro fertilisation (IVF) or assisted 
reproductive technology; and the treatment impacts 
on your partner’s health, you may be entitled to access 
personal/carer’s leave based on your need to care for; 
or support your ill partner. 

If you are unsure, please contact Human Resources for 
further advice. 

Preparing to go on leave

If your planning on taking two weeks, four weeks or 
the full 12 months there are a few things you can do 
in preparation.

Attending pre-natal appointments

Speak to your manager to arrange time off to attend 
pre-natal appointments. 

Using your personal leave will depend on your 
circumstance. In most cases Seymour Whyte will 
accommodate flexible time for you to attend to 
these appointments. 
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Tips

Here are some tips to help you prepare for 
going on leave:
•	 Document key aspects of your role including 

processes, contacts, clients, key deadlines 
and any other historical information which 
may be relevant during your absence

•	 Allow sufficient time for a hand-over, 
if appropriate

•	 Update your ‘Out of Office Reply’ to redirect 
any emails to the relevant people

•	 Review your finances and insurance policies 
such as private health; and update them 
where required to include your growing 
family. Do seek advice from your financial 
advisor about updating your polices

•	 Set yourself realistic expectation on what 
you’ll achieve while at home on parental 
leave, you may want to get the house 
painted, set up the nursery and landscape 
the backyard, but after your baby is born, 
you may only have time to do the groceries, 
mow the lawn and have a hot cup of tea

•	 Getting organised before you go on leave 
will allow you time to bond with your baby 
and spend quality time with your partner 
and family.
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Being on 
parental leave

Photo: Nelligen Bridge Replacement Project, Nelligen, New Sourth Wales
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Days are long, and the years are short

Bringing your child home for the first time 
will quite possibly be one of the most exciting 
and terrifying events in your life – all at the 
same time.  

It may seem like your world has – suddenly 
– been turned upside down by the sleep 
deprivation; or the sense of not achieving much 
during the day other than changing nappies, 
falling asleep at the kitchen sink and still being 
in your pyjamas at 5pm.  

For new parents, this is all completely normal; 
and those kinds of days won’t last forever. 
Pretty soon, you won’t know what you did with 
yourself before your baby arrived. 

In this section, we outline information that may 
help you when you are on leave; and how best 
to keep in touch with your colleagues and us.
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Being on
parental leave

Parental leave payments

In most cases, you will have completed 
your leave application form before your 
leave. This means that your Parental 
Leave payments will be activated and 
be paid directly to your bank account. 

There should be nothing more for you 
to do at this stage. If your Parental 
Leave started earlier than expected, 
please contact either Human Resources 
or your manager at the earliest 
opportunity so we may organise for 
your payments to start.

Return to work guarantee

Ongoing employees who take Parental 
Leave are entitled to return to the same 
position they held prior to the start of 
their leave. 

If you return to work and your pre-
parental leave position no longer 
exists, Seymour Whyte will endeavour 
to transfer you to an available suitable 
position for which you’re qualified and 
is nearest in status and pay to your  
pre-parental position. 

‘Keeping In Touch’ Days

‘Keeping in Touch’ Days are a great way of 
engaging employees and quickly bringing them 
up to speed before they return to work. 

‘Keeping in Touch’ Days could include attending 
an annual planning day, important training 
sessions or regular informal catchups. 
 
If you wish to participate you must indicate your 
intention to ‘Keep in Touch’ on the Seymour 
Whyte Parental Leave Application form; and 
please advise your manager that you would like 
to be included in team emails and company-
wide alerts during the period of your leave. 

You can work up to 10 days during unpaid 
parental leave without ending the parental 
leave period and formally returning to work.  

These days are paid at your usual rate of pay and 
are designed to assist you to keep in touch with 
Seymour Whyte while you are on leave. 
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Being on
parental leave

Looking after yourself

Eating a balanced and healthy diet can be difficult for 
busy parents. It is important that you stay active, eat 
healthy food and get as much rest as possible, when 
you can – to allow you to look after your child. 

Regular exercise improves circulation, increases your 
overall metabolism, boosts the immune system and 
makes you feel good. A daily walk gets you out of the 
house and into the fresh air.

Managing your mental wellbeing

There are plenty things you can do to help manage 
your mental health and wellbeing.
•	 Don’t expect too much of yourself - be realistic about 

what you can do. And rest when you need to
•	 Try not to make major changes, like moving house, 

unless you need to
•	 Keep physically active and eat regular, healthy meals.
•	 Spend time with people who make you feel relaxed 

and good about yourself
•	 Make connections with other new parents so that 

you can support each other
•	 Accept help if it’s offered to you - and ask for help if 

you need it.
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Tips

•	 Have lots of healthy snacks available when 
you’re on the run or too tired to cook 

•	 Have some simple easy food on hand, like fresh 
vegetables cut up ready to eat, fruit, nuts, hard 
boiled eggs and wholegrain bread 

•	 Make double of everything so you can eat 
the leftovers the next day or freeze them for 
another time 

•	 If you’re breastfeeding, you will need a lot of 
protein, nutrients and plenty of fluids. In those 
early days you will need to rest whenever you 
can, by sleeping when your baby is sleeping, 
going to bed early, and taking a nap whenever 
you can.



Returning 
to work

21
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Planning your return to work

Preparation and planning are key to 
making the transition - from being 
on Parental Leave to life as a working 
parent - as smooth as possible. 
Going on parental leave can be 
challenging; and learning to juggle 
life as a working parent certainly has 
it challenges too. 

There may be times when the ‘juggle’ 
feels overwhelming. Most parents 
experience the same at some stage 
of their journey.
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Returning
to work

Tips

Child care
•	 Start to research your child care options, as 

early as possible 
•	 Make a list of child care providers and discuss 

these with your partner to decide which best 
suit your family’s needs 

•	 Make applications for childcare. To keep 
your childcare options open, add your child 
to waitlist with centres that that are local to 
your home, your workplace or your partner’s 
workplace for convenience of drop-offs and 
pick-ups.

There are a range of different services:
•	 Family day care
•	 Private arrangements/nannies/au pairs
•	 In home care
•	 Grandparents
•	 Centre-based child care / long day care
•	 Pre-school / kindy.

For centralised information on finding a child 
care provider that’s right for your family, please 
visit: https://www.childcarefinder.gov.au
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Returning 
to work

Tips

Reconnect
If you haven’t been in touch, reconnect with 
your manager or call your Human Resources 
contact to discuss your return to work.  

Ask for an update of any important 
information or events which may have 
occurred while you’ve been on leave.

Getting Organised
Schedule your return date with your manager 
and arrange a meeting on your first day back, 
so you can be updated on any news, projects, 
events, processes or team members.  

Once you have your date set, it’s time to 
get organised: 
•	 Do a wardrobe check for yourself and your 

child, make sure you still have the correct 
PPE clothing to go back on site  

•	 Do as much preparation the night before as 
possible, pack lunches and snacks, nappy 
bags and spare clothes.  

It’s a good idea to do a trial run so you know 
your new morning routine from getting 
dressed, having breakfast, the traffic on-route 
to your child care provider and then to work. 

Sometimes it helps to work out the logistics 
and avoid becoming stressed on your way to 
work, the calmer you are the calmer and more 
relaxed your child will be.  

Most childcare providers would be more than 
happy for you to bring your child in for trial 
sessions before you return to work. 

This makes a world of difference when 
settling your child in as they become familiar 
with their new surroundings and new faces. 
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Flexible work

You might decide that coming back to full time work 
will not suit your family’s needs in these early stages. 

Under the Seymour Whyte Flexible Work Arrangements 
Procedure, employees who are returning to work after 
a period of Parental or Adoption Leave, may specifically 
request part-time working arrangements to help them 
care for their child. 

Flexible work arrangements

Employees requesting Flexible Work Arrangements 
after a period of Parental or Adoption Leave must 
make their request in writing at least six weeks prior to 
their intended return to work.

Flexible Work Arrangements may include changes to 
the pattern or location of work:
•	 Altering start and finish times
•	 Changes to working hours or days; or
•	 Working less days in a part time capacity.

Job sharing

Job sharing is useful where a role must be filled on a 
full-time basis. Job sharers may work in various ways 
such as working alternate days during the week to 
complete a full week. 

For job sharing to be successful, both employees must 
have the requisite knowledge, experience, and skills to 
fulfil the position’s requirements 

Clear communication between the employees, their 
managers, colleagues and stakeholders is essential.  

If you think that job sharing is an option for you, you 
should discuss this with your manager first. 

Home-based work

Home-based work includes either a formal 
arrangement with the clearly documented working 
arrangements, as ‘one off’ or irregular arrangements. 

These arrangements require discussion and approval 
before they may be undertaken. 

Please note that home-based work should not be a 
replacement for childcare or other similar services.  

Your manager and Human Resources will consider an 
application for a home-based work arrangement on a 
case-by-case basis by. All flexible work arrangements 
are subject to ongoing monitoring and regular review.  

Leave entitlements

Full-time employees accrue four working weeks of 
paid Annual Leave and 10 days of Personal (Sick/
Carers) Leave for each completed year of service. Part 
time employee’s leave is accrued on a pro rata basis.  

Personal Leave may be taken as either ‘sick leave’ or 
‘carer’s leave’. 

You may take Carers Leave when required to provide 
care or support to an immediate family or household 
member who may be sick or injured. 

This leave may also be accessed in times of an emergency.  

For more information, please see the Seymour Whyte 
Leave Procedure available on SharePoint.

Breastfeeding

It is imperative to us that nursing mothers are 
supported when they return to work. If you are still 
breastfeeding when you return to work, Seymour 
Whyte will support your needs, so please advise us as 
soon as possible so that the right facilities are available 
to you on your return. 

This could be a private lockable room, a place where 
you can store your breast pump and an available 
fridge to store any breast milk.  

Please consult your manager or Human Resources if 
you have any further questions. 

Managing work/life balance

Staying healthy will help you manage to be a working 
parent. Talk to other working parents about tips and 
tricks to manage the day-to-day juggle of work and 
parenting. 

Eating well and staying active will go a long way in 
helping you maintain your energy levels. 

It can be hard to find the time to do regular physical 
exercise but incorporating at least 30 minutes of 
movement into your day will boost your health and 
make you feel good. 
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Available 
resources

Australian Government Support Services

The Australia Government Services Australia offers 
a wide range of support, you may be able to access 
including financial assistance for the costs of child care 
such as Family Tax Benefits and Child Care Subsidy.  

If your child is with disability, you may be eligible for 
additional payments and services such as:
•	 Carer Allowance
•	 Carer Payment
•	 Child Disability Assistance Payment
•	 Essential Medical Equipment Payment

It really is worth investigating all the support available, 
to review your options visit the Australian Government 
Services Australia website: servicesaustralia.gov.au

State Government support services for new parents
Queensland
•	 https://education.qld.gov.au/parents-and-carers
•	 https://www.health.qld.gov.au
•	 https://www.communities.qld.gov.au

New South Wales
•	 http://www.families.nsw.gov.au
•	 http://resourcingparents.nsw.gov.au
•	 https://www.facs.nsw.gov.au/families

Victoria
•	 https://www.education.vic.gov.au
•	 https://services.dhhs.vic.gov.au
•	 https://www.betterhealth.vic.gov.au

Western Australia
•	 https://www.communities.wa.gov.au
•	 https://www.education.wa.edu.au
•	 https://ww2.health.wa.gov.au

South Australia
•	 https://www.education.sa.gov.au/parenting-and-

child-care/parenting/parenting-sa
•	 https://dhs.sa.gov.au

Northern Territory
•	 https://health.nt.gov.au
•	 https://education.nt.gov.au

Australia Government Information & Services
•	 https://www.australia.gov.au

The Department of Health
•	 http://www.health.gov.au 

Raising Children
•	 www.raisingchildren.net.au

Triple P (positive parenting program)
•	 https://www.triplep.net

Essential Baby
•	 http://www.essentialbaby.com.au

Work Life Balance
•	 www.worklifebalance.com.au

Supporting Work Parents 
•	 www.supportingworkingparents.gov.au

Child Care Finder
•	 www.mychild.gov.au

Human Services/Centrelink/Medicare
•	 www.humanservices.gov.au

Advice for Dads
•	 https://www.directadvicefordads.com.au

National Disability Insurance Scheme (NDIS): 
Supporting children under 7 who have a disability
•	 https://www.ndis.gov.au/understanding/how-ndis-

works/help-children-under-7 - for the back page – 
supporting children under 7 who have a disability

Seymour Whyte Policies and Procedures

Policy Form

Flexible Work 
Arrangements 
Procedure

•	 Flexible Work Arrangements 
Request 

•	 Work From Home Checklist

Leave 
Procedure

•	 Leave request via Employee Portal
•	 Purchased Leave Application Form
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Notes

Thank you to all the Seymour Whyte employees, children and families 

that have featured in this Parental Support Toolkit.



seymourwhyte.com.au


