ACC Injury/Sick Leave

Date Effective: June 2019
Review Date: June 2021

Responsible to:

Chief Executive Officer,

Applies to:

All staff

Purpose:

To outline processes and procedures in event of an accident that requires
time off work.

Policy
1.

In event of an accident occurring at work which requires time off work and conditional to
this injury being accepted by ACC, Whānau Manaaki Kindergartens (WMK) will pay 100% of
salary or wages for the first five calendar days (excluding weekend) of a new injury.

2.

In the event of an accident occurring outside of the workplace which requires time off work,
the employee may use their sick leave to cover the first five calendar days (excluding the
weekend) of the injury.

3.

From week two and onwards:
•
If the claim is accepted then ACC will pay up to 80% of the employee’s salary and
wages directly. In this instance, the employee may apply in writing to the HR
Manager to have their pay topped up by using their sick leave entitlement (20%
equates to one day per week). This may or may not be agreed, depending on the
employee’s sick leave entitlement at that time.
•
If the claim is not accepted by ACC and the employee is unable to work, the
employee will be on sick leave or sick leave without pay depending on the status of
their sick leave entitlement.

4.

In order for an injured employee is to return or continue to work, they must be able to
complete all the tasks of a kindergarten teacher for any time they are in the kindergarten in
a regulated position, i.e in the ratio of teachers to children. Generally, WMK will not agree to
a teacher returning to work on ‘light duties’ if they are to be counted in the ratio. There may
be times when an injured teachers returns to work on a ‘work trial’ – when they are still paid
by ACC, so WMK can employ a reliever in that teacher’s role and the injured teachers is an
‘extra’ for the time they are in the kindergarten. Any such work trial, and/or return to work
plans should be discussed with and approved by the HR Manager.

Procedures:
In the event of any injury the employee should:
1.

Go to a doctor or other ACC accredited health professional (such as physiotherapist)
immediately, preferably the day the injury occurs. Keep copies of all documentation.

2.

Advise WMK, call or email the Payroll Officer and/or Senior Teacher.

3.

Send copies of documentation to WMK, particularly ACC application form and medical
certificate.

4.

Within the first week follow up with ACC to get confirmation of acceptance of claim. ACC
usually processes this within 48 hours of receipt from doctor.

5.

If the employee is unable to work due to the injury, they should advise ACC that they require
compensation for loss of earnings. (ACC will contact WMK directly for salary details.)

6.

Advise WMK of claim status by phoning or emailing the Payroll Officer and send copies of
relevant documentation.

7.

Week two and onwards:
•
if the claim is accepted then ACC will pay to 80%;
•
if the claim is not accepted then the staff member is off on sick leave or sick leave
without pay depending on status of sick leave.

8.

Continue to keep WMK informed of the status of the claim, likely recovery time, progress of
recovery and send in copies of all documentation, particularly ongoing medical certificates.

9.

When the employee is ready to return to work, or wishes to continue to work with an injury
– whether in their normal or part hours, or an ACC approved work trial – they must discuss
this with the HR Manager who must approve the plan before it is implemented.

