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Welcome
Returning to work after becoming a parent, or taking on the 
responsibility of caring for young children or a family member who 
is elderly or has a disability, can be a stressful time for employees. 

Macquarie University supports employees who have caring 
responsibilities, so that they can look after others while still having 
rewarding and fulfilling careers. At Macquarie, being a parent and/
or a carer and having a great career isn’t mutually exclusive. 

This planning and conversation guide provides information 
about how you can best support employees who are planning on 
returning return to the workplace after a significant period away. It 
will also provide information to help you support those employees 
who may have more immediate needs, such as looking after an ill 
family member or assisting an elderly parent enter care. 

Effective communication is the key to a smooth transition. This 
practical guide will help you facilitate positive conversations with 
your team members, and navigate through the various decisions 
and actions you may be taking. There’s a separate guide for team 
members, so that together you can best plan for their return to work. 

The guide is intended to be read in conjunction with the information 
and relevant policies on the University’s Carer’s Hub website, 
including: 

  leave and other provisions 

  support and resources 

  carer stories 

Thank you for playing a positive and critical role in fostering an 
inclusive culture for our staff who have caring responsibilities. 

WHO IS A CARER? 
At Macquarie, we use a broad and inclusive definition of parents and 
carers to allow us to support the many ways in which employees can 
have children and be a family. This includes married couples, single 
parents, those in same-sex relationships or de facto relationships, 
adoptive or foster carers, employees who are surrogates, and those 
who care for stepchildren. Carers could be looking after young 
children, an elderly parent, or a family member with a disability, 
illness or chronic medical condition.



STAYING IN TOUCH
How connected an employee wants to be with the team while they’re 
undertaking an extended period of leave is their choice. It’s important, 
therefore, that you speak with them about what they’d prefer, so 
they can choose what works best for them. Even if you agreed on 
a plan prior to their leave, this plan may need to change over time, 
depending on their family or personal circumstances. However, keep 
the communication open so that they continue to feel connected to 
the team, without pressure to participate if other priorities must take 
precedence.   

TIPS FOR HAVING THE ‘STAYING-IN-TOUCH’ CONVERSATION: 
Ask your team member what they want to be kept informed about. Some 
employees may want to be updated about major changes taking place 
or projects they’re involved with, while others may wish to be invited to 
team social events. Some may want to be sent staff communications or 
be informed about professional development courses.  There are certain 
things the University needs to contact employees about, like restructures 
or relocations that may impact them on their return to work.  

  Discuss their preferred way of keeping in touch. Some may want to 
receive a phone call, while others might prefer a check-in via email 
or text message. It may also be helpful to assign them a colleague 
who can keep them across any developments in the team and the 
University more broadly. 

  For those with a new baby, under the Australian Government Keeping 
in Touch Days Scheme, employees on unpaid parental leave will be 
paid to participate in activities such as planning days, training or 
conference attendance, up to a maximum of 10 days. The scheme 
aims to facilitate a smooth return to work for new parents; however, 
employees aren’t obliged to take part in any work activities while on 
parental leave. 

RETURN FROM PARENTAL LEAVE OPTIONS 
Professional staff are entitled to return to work on a part-time basis 
provided the fraction being requested is no less than 0.6 FTE and the 

While the employee  
is on leave

period of the request is no more than two years. In a circumstance 
where you believe it is not practicable for the position to be done on 
a part-time or job-share arrangement you must advise the Director, 
Human Resources of the request and the reasons you believe the request 
is not reasonable or practicable. The Director, Human Resources 
may, depending on the circumstances, approve an exemption to this 
Enterprise Agreement provision.

 You also need to be aware that an employee may make a request to 
return to work on a fraction that is less than 0.6. If that request is 
refused, the employee may make an application to the Director, Human 
Resources for reconsideration. The Director, Human Resources, 
following consideration and, if appropriate, further consultation, may 
approve the request or recommend an alternative arrangement.

Academic staff are entitled to return to work on a part-time basis 
provided the fraction requested is no less than 0.4 FTE and the period of 
the request is no more than two years taken in whole teaching periods.

Employees may also return to work within their period of paid leave and 
‘bank’ the difference to use for a subsidised part-time return to work; 
or take a further period of paid leave at a slightly later date (prior to the 
child’s second birthday); or for professional development purposes and/
or a research grant. Refer to the University’s Parental Leave Policy for 
more information.

Employees may also make a request for more flexible work practices in 
accordance with the University’s Flexible Work policy.

EXTENDING LEAVE OR RETURNING EARLY
Some employees may require an extension of their leave, so flexibility 
is built into the leave process. You should encourage your team member 
to let you know about any changes to their leave arrangements as soon 
as they’re able and to speak with their HR Client Team representative if 
they have questions or concerns. 
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TIPS FOR TALKING ABOUT CARING
Returning from an extended period of leave can be a time of 
heightened emotion for employees, as they may be concerned about 
the impact their role as a carer may have on their career. They may 
also be dealing with emotional or psychological pressure because of 
their particular caring situation. 

Depending on their circumstances, your team member may be 
returning from parental or carer’s leave on the date they originally 
agreed, or they may be returning at an earlier or later date than agreed. 

Employees on parental leave are required to let the University know 
about their return date six weeks ahead of time. However, you are 
encouraged to discuss this with your team member prior to this time 
so that their return to work meets their needs, as well as those of 
the team. If the employee has been absent from work for a period of 
time caring for a family member who is elderly or ill, or who has a 
disability, encourage them to contact you to discuss their return.

As a manager, you’re encouraged to: 

  Not make assumptions. Ask your team member what they want or 
need. With regard to their career aspirations, they may want new 
and challenging projects or they might prefer to return to familiar 
work. There is no right or wrong answer, but it’s important you 
ask them so their role can be structured to meet their needs and 
the needs of the business.

  Be open to discussing their needs. Reassure them that you’re 
committed to supporting them and helping them find the best 
outcome. For example, you may discuss a graduated return to 
work as a potential option. 

  Be comfortable with asking them what they need. For example, if 
they’re a woman with a baby, they might be breastfeeding when 
they return to work and require access to breaks and on-campus 
facilities to either breastfeed or express. 

  Have an open mind about possible solutions. For example, 
working flexibly doesn’t only mean working from home, so 
learn about the wide range of leave and flexible working options 
available at Macquarie. Options can be mixed-and-matched to suit 
individual and team needs. 

  Work with your team member on a plan around the delivery of 
their key projects and responsibilities. Help them prioritise and 
plan for integrating back into the team and for the workload. 

  Remember that adapting to a new routine of working while being 
a parent or carer can be challenging. What works today may not 
work tomorrow or next week. So, keep talking with your team 
member and ask them what support they need. 

CAREER SUPPORT 
Thinking about their career while looking after a newborn or a family 
member who needs care, may not be your team member’s highest 
priority. However, some employees have concerns that taking an 
extended period of time away from the workforce may negatively 
impact their career opportunities and development. It’s important, 
therefore, that as their manager, you let them know that you’re 
available to discuss their career development when they’re ready. 

Assist your team member to maintain their career momentum by 
discussing strategies before, during and on return from leave to 

minimise disruption. You may, for example, ensure they’re aware 
of the full range of training opportunities and support schemes 
available. Search for ‘development’ on the University’s staff website 
for details. 

If the team member is an academic, you can let them know about the 
specific programs available to them, including: 

  MQ Restart grants, which provide funding to Macquarie 
academics (appointed at any level) after parental leave of at least 
six months. Applications must be made within twelve months of 
the employee’s return to normal duties. The maximum amount 
that may be applied for is $20,000. Project costs can include 
requests for personnel, teaching relief, equipment, maintenance 
and travel. The funding allocation period is 12 months from the 
date of award. 

  The MQ Primary Carer Conference Support Scheme, which helps 
researchers with carer responsibilities to present at local or 
international conferences. Funding of up to $500 is available for 
a conference within the Sydney metropolitan area, $1000 for a 
conference outside the Sydney metropolitan area, and $2000 
for an international conference. The scheme seeks to address 
the barriers that primary caring responsibilities can present for 
researchers presenting at conferences, particularly at early and 
mid-career stages. 

  Any faculty-based initiatives to support employees who have 
caring responsibilities. 

The employee may also wish to keep connected with industry 
associations through the professional memberships they hold, 
which they can keep current during their leave. 

Planning for  
a smooth return
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WORKING FLEXIBLY 
WHAT WE EXPECT OF LEADERS
Macquarie University is committed to creating a culture of 
inclusion. We encourage all managers to support flexibility, 
including by:

  Having open conversations with employees about flexible work 
and by working together to find the most appropriate solution to 
suit them and the team.

  Understanding the wide range of leave and flexible working 
options available.

  Proactively putting flexible working on your entire team’s 
agenda; for example, by adding it as a regular discussion point 
in team meetings so that together you can find solutions for 
point-in-time needs or create a regular flexible working rhythm 
for the team. 

FLEXIBLE WORKING AND LEAVE OPTIONS
To support the University’s goal of creating a culture of inclusion 
there are a range of flexible working and leave options to suit the 
wide range of needs of our employees. 

These include: 

  Not working 9am – 5pm: Flexible working hours allow you to 
start and leave earlier or start and leave later.

  Not working in the office: Mobile working allows you to work 
from home or another location as required.

  Not working full-time: Depending on your role, part-time or  
job-sharing arrangements might be possible.

These arrangements may be either short or long term, depending 
on the employee’s circumstances. 

For more information on flexible work options and good practice 
strategies for making flexibility work, search for ‘managing 
flexible work’ on the University’s staff website. The website also 
has resources including a checklist for assessing a flexible work 
request, and a working from home conversation guide. 

Macquarie also offers a range of leave options. Examples include: 

  Paid personal leave: Staff receive an allocation of personal 
leave that may be used for personal sick leave and family / carer 
responsibilities (please see the University’s Personal Leave 
Policy).

  Annual leave: Employees receive four weeks of annual leave a 
year, which can also be used for caring for others if paid personal 
leave entitlements are exhausted or not appropriate to the 
circumstance.

  Purchased leave: Eligible professional staff can purchase an 
extra five or 10 days of leave per year. Eligible academic staff can 
purchase an extra four weeks of leave per year.

For more information about leave options, search for ‘leave’ on the 
University’s staff website. If you have questions or concerns, speak 
with your HR Client Team representative.



FOR CONSIDERATION YOUR ANSWER

How might flexible work arrangements 
positively impact your team member?

What flexible work options are available and 
which of those could best suit their needs?

How might flexible work arrangements 
impact the team? Outline the potential 
positive and negative impacts

How might flexible work arrangements 
impact students or other key stakeholders? 
Outline the potential positive and negative 
impacts

How can the role (or parts of it) be 
redesigned? Do KPIs need to change?

How can the employee stay connected with 
the office while working flexibly?

What technology or other support might they 
require?

How will you both evaluate if flexible work 
arrangements are successful for them, the 
team, and students or stakeholders? 

How will you ensure flexible work  
arrangements are set up for success from 
the start? Instituting a trial period or having 
regular check ins might be beneficial 

What concerns do you have about the flexible 
work arrangements and what can you both 
do to minimise them?

The following discussion points can be used to help guide conversations with your team member.
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Here is a list of things to think about, action or discuss with your team member as you help plan their smooth return to work from an extended 
period of parental or carer’s leave. 

Returning to work
checklist

PREPARE YOUR ANSWER

Familiarise yourself with the University’s 
policies and support measures for parents and 
carers (found on the University’s Carer’s Hub 
website) 

DISCUSS WITH YOUR EMPLOYEE

Their planned return dates

Defining the role and key projects they’ll be 
working on

How their return to work could look, eg full-time, 
part-time or a staged return

Flexible working options they might want to 
request, eg working from home regularly or 
occasionally, flexible start/finish times

Any support they anticipate needing for their 
return, eg breastfeeding breaks  and facilities 
for new parents.

Setting a timeframe to discuss their career goals 
for the short and longer term

Point academic employees towards support 
and funding opportunities, eg Restart Grant, 
Primary Carer Conference Support Scheme, any 
faculty specific initiatives – encourage them to 
check the Carer’s Hub on the staff website for 
details

Agree to regular check-ins – frequent initially, 
then on a regular basis 

Any significant changes that have occurred in the 
team or broader University while they were on 
leave. 



MACQUARIE UNIVERSITY SUPPORT OPTIONS
A range of support services are available to employees.

  The Employee Assistance Program (EAP) is a free 24/7 confidential counselling, coaching and wellbeing service, which is available 
to employees and their immediate family members. It provides support around how to best achieve lifestyle, work, personal and family 
goals, and gives assistance with managing work and life experiences, issues or concerns. Search for EAP on the University’s staff website.

  Macquarie has partnered with Medibank Private to offer employees corporate health cover, including an ongoing 9 per cent discount on 
the cost of private health insurance. Search for ‘Medibank Private’ on the University’s staff website.

  A range of medical services are available on or near campus, including a general practitioner clinic. Search for ‘hospitals and clinics’ on 
the University’s staff website.

  Employees can keep active at the Sport and Aquatic Centre. Search for ‘sport and aquatic centre’ on the University’s staff website.

  Macquarie University has three child-care centres on campus and offers a range of vacation care programs. Search for ‘children’s services’ 
on the University’s staff website.

OTHER SUPPORT OPTIONS 
A number of external organisations provide useful information, fact sheets and tools for parents and carers.

For parents

  Department of Human Services: humanservices.gov.au/individuals/families

  Australia’s online child care portal: mychild.gov.au

  Childcare Services City of Ryde: ryde.nsw.gov.au/Community/Children-and-Families/Childcare-Services

  Department of Health Pregnancy, Birth and Baby website: pregnancybirthbaby.org.au/partners/department-of-health

  Families NSW: families.nsw.gov.au

  Australian Human Rights ‘Supporting Working Parents’: supportingworkingparents.humanrights.gov.au

  Fair Work Ombudsman: fairwork.gov.au/leave/maternity-and-parental-leave

For carers

  Department of Human Services: humanservices.gov.au/individuals/carers

  Carers NSW: carersnsw.org.au 

  Carers Australia: carersaustralia.com.au

Available support

USEFUL CONTACTS 
If you need additional information or support, contact your  
HR Client Team representative.

If you have any questions about diversity and inclusion, contact  
a member of the Workplace Diversity and Inclusion team at  
workplacediversityinclusion@mq.edu.au
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FIND OUT MORE
Macquarie University NSW 2109 Australia
T: +61 (2) 9850 7111
mq.edu.au
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