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Indicative support staff DSL application and approval process
	Action
	Tick

	1. Employee falls ill and believes that they are infected with a notifiable disease. 
	

	
1. The employee will need to provide evidence of this to their school such as a medical certificate from a registered practitioner or Medical Officer of Health, with details of the notifiable disease and the expected number of days required to be excluded from workplace.

	

	1. Employee advises their school principal (employer) that they are absent from work because they are suffering from a notifiable disease [as detailed in Schedule 1 of the Health Act 1956] and are required to isolate for a specified period. 
	

	1. Principal acknowledges this by confirming that the employee is required to isolate for the specified number of days.
	

	
1. Employee is absent from the workplace on sick leave for the specified period.

	

	
1. A/ Employees covered by the Collective Agreement: When the employee returns to work, they need to request to have their sick leave disregarded. Disregarded sick leave must exceed 2 days and should match the specified number of days outlined in 3 and 4 above.  This applies only to sick leave taken after 20th June 2022. 

B/Employees covered by an Individual Employment Agreement (IEA): Will be eligible for this provision from the date their promulgated employment agreement is signed.

	

	1. Employer reviews and approves DSL and completes the Disregarded Sick Leave for Support Staff online webform [insert link], which is automatically sent to the Ministry 
	

	1. Form forwarded to EPL, after being checked for completeness by MoE.
	

	1. EPL reinstates employees sick leave days for the approved period and notifies the employee of this.
	



