
 
OFFICIAL 

 

Context 

The Victorian Public Service (VPS) Departments and Agencies (the Employers) are committed to 
supporting employees who have been directly affected or whose workplace has been directly affected 
by a declared flood emergency. Section 6.1 sets out the definition of employees that are directly 
affected by floods. 

The widespread working from home arrangements across the VPS means an increased number of 
employees’ place of work in the hybrid and flexible work model is their home, which may be in 
potential flood affected areas. 

This policy recognises the important role Employers play in supporting affected employees and 
communities directly affected by floods. It sets out the Victorian Government’s approach to managing 
industrial relations considerations arising from floods. 

Employers will ensure any directions to employees or decisions to apply the leave and/or other 
workplace supports outlined in this policy are made with the health, safety and wellbeing of 
employees as the primary consideration.  

The assistance and supports that are available in this policy to employees directly affected by floods, 
or whose workplace is directly affected by floods include: 

▪ up to 30 days of Other Leave (see Clause 70 of the Victorian Public Service Enterprise 
Agreement 2020) with pay for employees directly affected by floods (pro-rata for part-time 
and long-term regular and systematic casual employees) (subject to the employer being 
reasonably satisfied that evidentiary requirements in 16.2 have been met) 

▪ access to the Other Leave to prepare for the evacuation of their primary place of 
residence or defend it from an imminent flood threat (based on Emergency Warning 
advice issued by Emergency Management Victoria) 

▪ alternative working arrangements for employees unable to get to their usual place of work 
or if their workplace has been directly affected or destroyed by floods 

▪ ability to request pay in advance of up to 8 weeks’ salary (to be repaid over a maximum 
period of 18 months) for employees directly affected by floods 

▪ in addition to any entitlements for performing emergency work under relevant enterprise 
agreements (see Appendix A), workplace supports and entitlements for employees who 
are required to perform work for, or on behalf of, an Employer in a directly affected area to 
help affected communities recover from floods. 

The leave and other supports outlined in this policy are in addition to any entitlements provided for 
under relevant enterprise agreements, and any emergency support or relief payments provided by the 
Commonwealth or State Government. 
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A range of relief and recovery supports may also be available to disaster-affected individuals and 
communities by the Commonwealth and Victorian Government. Employees who have been affected 
by a flood are encouraged to seek advice on eligibility for wellbeing and financial assistance via 
Emergency Recovery Victoria and the Flood Recovery Hotline (1800 560 760). Employees may also 
qualify for relief payments under the Personal Hardship Assistance Program.  

Employees who have been affected by floods are also encouraged to seek support and advice from 
their manager, human resources contact and/or the Employee Assistance Program (EAP). 

Guidance 

Part 1: Scope and application 

1. Authority  
1.1. This policy applies to Employers and their employees.  

1.2. The leave and other supports in this policy are consistent with or in addition to any entitlements 
provided for in the Victorian Public Service Enterprise Agreement 2020 (Agreement) or any 
other relevant enterprise agreement covering public service employees of the Employer. 

2. Application  
2.1. This policy applies to: 

▪ employees that are ongoing or fixed-term at the time of the flood/s, or employees required 
to work in a directly affected area; and 

▪ long-term casuals who have been employed on a regular and systematic basis, with a 
reasonable expectation of continuing regular and systematic employment with the public 
service employer.  

2.2. This policy does not apply to employees engaged through labour hire agencies, contractors or 
other similar employment arrangements. 

2.3. While this policy does not expressly apply to labour hire agency, contractors or other similar 
employment arrangements, employers of such workers have the same occupational health 
and safety obligations as VPS employers to ensure the health, safety and wellbeing of their 
employees. It would be expected that these companies and businesses will seriously consider 
extending similar supports to their employees working in directly affected areas. 

2.4. The Flood Policy will operate (subject to any decision to amend or revoke it) until 30 April 
2023. This will enable its continued operation to be reviewed. 

3. Employers’ obligations   
3.1. Employers will:    

▪ ensure the health, safety and wellbeing of all employees as required by the Occupational 
Health and Safety Act 2004 (Vic) (OHS Act). Further information about can be found on 
the Worksafe website; 
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▪ support employees living and working in directly affected areas to prepare for an imminent 
flood threat and/or recover from a flood in accordance with this policy; and 

▪ acknowledge that an employee’s attendance or performance at work may be affected if 
they live or work in a directly affected area. 

4. Interaction with other supports 
4.1. An employee affected by floods may also be entitled to relief payments or supports provided 

by Commonwealth, State or Local Government agencies or programs.  

5. Safe work practices  
5.1. Employers and employees have mutual obligations to ensure the workplace is safe and does 

not risk the health of employees and others. The OHS Act provides that employers must – as 
far as is reasonably practical – eliminate or minimise risks to health and safety.  

5.2. The OHS Act also requires employees to take reasonable care for their own health and safety, 
and the health and safety of others who may be affected by their acts or omissions at the 
workplace. Employees must co-operate with their employer with respect to any action the 
Employer takes to comply with the OHS Act.  

5.3. Employers should communicate and work with their employees to identify risks in the 
workplace. Employees must comply as far as is reasonably possible with lawful and 
reasonable instructions given to them by their employer, so that the Employer can comply with 
its responsibilities. 

5.4. In the context of widespread working from home arrangements, for a portion of the workforce 
the place of work is likely to include the employee’s primary place of residence. Where working 
from home arrangements are in place, it is important employers keep in mind that their OHS 
obligations extend to the home working environment. Some Employees may seek to increase 
the amount of days that they are working in an office as they may not be able to work from 
home if impacted by the floods.  

5.5. Further information can be found on the WorkSafe website. 

Part 2: Supports for employees working in areas affected by 
floods  

6. When are employees directly affected by floods? 
6.1. Employees are directly affected by floods when: 

▪ they need to defend their primary place of residence, help a member of their immediate 
family to defend their primary place of residence (if it is safe for them to do so), or assist in 
the defensive efforts of the local community in which they primarily live, against floods; 

▪ they are unable to get to or from their usual place of work because of floods or 
directions/restrictions from the relevant emergency agency relating to floods and no 
suitable alternative place of work can be identified; 

▪ they need to provide care for children due a closure of a school/other children’s service or 
school bus route and no alternative care arrangements can be made;  
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▪ their primary place of residence or other significant assets, including assets that are a 
substantial source of income for the employee, such as farms, sheds, livestock or 
machinery have been directly affected or destroyed;  

▪ an immediate family member living in a directly affected area has experienced significant 
loss or serious injury; or 

▪ their usual place of work has been or may be directly affected or destroyed. 

6.2. For the purposes of this policy, the term ‘immediate family’ means: 

▪ a Spouse, De Facto Partner, Child, parent, grandparent, grandchild or sibling of the 
Employee; or 

▪ a Child, parent, grandparent, grandchild or sibling of a spouse or De Facto Partner of the 
Employee. 

7. Supports to prepare for imminent floods 
7.1. An employee may be granted time off work without loss of pay to defend their residence, 

collect belongings and/or prepare for imminent evacuation if their primary place of residence, 
or the primary place of residence of a member of their immediate family, is under imminent 
threat of being affected or destroyed by floods. 

7.2. A primary place of residence is under imminent threat based on Emergency Warning advice 
issued by Emergency Management Victoria. 

7.3. Employees should seek the approval of their Employer, wherever possible, in advance of their 
absence or as soon as practical.  

8. Supports available for employees unable to safely travel to or 
from work  

8.1. Where floods are imminent or occurring, it might not be appropriate or possible for affected 
employees to safely travel to or from work. In these circumstances, the Employer may: 

▪ facilitate alternative flexible working arrangements, for example, working from home or an 
alternative location, if it is safe and appropriate to do so; or  

▪ allow time off work without loss of pay.  

8.2. Employees should seek the approval of their Employer, wherever possible, in advance of their 
absence or otherwise as soon as practical.  

9. Supports for employees whose primary place of residence is 
directly affected or destroyed by flood/s 

9.1. Employees whose primary place of residence, or other significant asset attached to the 
residence, is directly affected or destroyed by flood/s may access the following supports: 

▪ up to 6 weeks (30 working days) paid Other Leave (pro-rata for part-time and regular 
casual employees); and 
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▪ a one-off pay in advance equivalent to four full pay periods (up to 8 weeks’ salary, taxed 
at the applicable tax rate’) to address immediate short-term needs. The advance must be 
repaid progressively over a term of 18 months, unless the employer and employee agree 
to a shorter period for the repayment. Employees will be required to repay the full amount 
if they leave their employer before the loan is repaid in full.  

9.2. The paid leave referred to in paragraph 9.1 will be available to use immediately subject to the 
Employee complying with any reasonable notice and evidence requirements put in place by 
the Employer. The Employer should process the employees request as soon as reasonably 
practicably, which would usually be within ten business days.    

9.3. Unless otherwise agreed between the Employer and Employee the leave may be taken (with 
the agreement of the Employer) at any time within the first three months after the Employee’s 
primary place of residence was directly affected or destroyed by flood/s. The leave does not 
need to be taken in one block, but the absence must be directly related to the flood or its 
impacts. The total quantum of leave available and duration of each period of absence must be 
agreed between the Employer and Employee. Employees should seek approval from their 
Employer as soon as practicable. 

9.4. If the supports detailed at 9.1 are exhausted, in exceptional circumstances, further paid or 
unpaid leave may be granted at the discretion of the Employer. 

9.5. Leave granted to employees in these circumstances can be used in conjunction with any other 
accrued leave entitlements available to the employees. 

9.6. Where more than one employee resides in the affected residence, both employees may be 
eligible to access paid leave at the same time under this clause.  

9.7. An Employee who is directly affected by a flood may be under significant financial hardship 
and repayment plans for the one off pay in advance referred in paragraph 9.1 should be 
discussed with the Employee prior to repayments being commenced to ensure they are 
reasonable, fair and any repayment plan will not cause further undue financial hardship for an 
employee whose primary place of residence has been directly affected or destroyed by a flood. 
In exceptional circumstances a repayment plan can be extended for a longer period than 18 
months by agreement with the Employer. 

9.8. Salary in advance repayment schedules that extend across financial years may have potential 
tax implications. If employees are seeking a one-off payment, there may be tax implications. 
Employees should seek their own professional advice on any tax implications prior to entering 
into such an arrangement.  

10. Support for employees whose place of work has been directly 
affected or destroyed by flood/s 

10.1. If floods directly affect or destroy an employee’s usual place of work, it may not be safe or 
appropriate for employees to work from home. It may be necessary to put in place temporary 
alternative working arrangements or relocate employees to another work location that is not 
affected by floods. 

10.2. Wherever possible, these changes will be short in duration and managed through flexible 
working arrangements, including working from home or another government hub or office, if it 
is safe and appropriate to do so. Employers should process the employee’s application as 
soon as reasonably practicably, which would usually be ten business days.  
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10.3. Employers should be mindful that the employee may be using their primary place of residence 
as a work location, in which case employees may be eligible for other supports under this 
policy, including paid leave.  

10.4. If an employee is required to undertake additional travel as a result of temporarily working from 
an alternative location, the extra travel time will be regarded as time worked. 

10.5. Depending on the nature and scale of the floods, it may be necessary to direct employees to 
work from another workplace which is a significant distance from their usual place or places of 
work. Where an Employee has been temporarily relocated to another workplace which is a 
significant distance from their usual place or places of work and it is not practicable for the 
employee to commute daily to the new work location, the Employee may be reimbursed, or the 
Employer may directly pay for the costs of reasonable temporary accommodation for up to 13 
weeks. Only reasonable temporary accommodation costs will be paid or reimbursed. 
Employers should process the employee’s reimbursement claims as soon as reasonably 
practicably, which would usually be ten business days. The amount of an expense will be 
considered reasonable where it does not exceed the relevant amounts set by the Australian 
Taxation Office as adjusted from time to time.  

10.6. For the purposes of this policy, a temporary work location is considered a significant distance 
from their usual workplace that it is not practicable for the employee to commute daily to the 
new work location if: 

▪ the temporary work location is more than 60 kilometres or 60 minutes’ travelling time, 
using the most direct route, from their usual place of work; and  

▪ the temporary relocation of the employee’s usual place of work is for six months or more. 

10.7. Employees should discuss their accommodation requirements with the Employer before 
seeking to relocate and any costs to be reimbursed must be agreed in advance with the 
Employer. The Employer may require Employees to provide receipts outlining the temporary 
accommodation expenditure before authorising reimbursement or payment. Employers should 
process the employee’s reimbursement claims as soon as reasonably practicably, which would 
usually be ten business days. business days. 

10.8. If no safe alternative work location is able to be secured, the Employer may provide employees 
with time off work without loss of pay until a safe alternative location can be found, consistent 
with section 9.1 above.  

11. Volunteer Leave for employees  
11.1. Employees engaged in a voluntary emergency management activity with a recognised 

emergency management body may be entitled to paid Volunteer Leave. Employees who 
undertake such activities should refer to the provisions of their enterprise agreement or 
relevant policy for further details.  

11.2. An employee whose primary place of residence or usual place of work is in a directly affected 
area may access up to 2 days’ paid Volunteer Leave to support a charity, community, wildlife 
or other similar organisations to help their community recover. This is in addition to any 
entitlement to leave to engage in voluntary emergency management activities under an 
applicable enterprise agreement. Employees wishing to access Volunteer Leave should 
discuss their request with the Employer before their absence begins.  

11.3. Employers may grant leave with or without pay for any purpose. If further leave to volunteer 
with a charity, community or wildlife organisation was requested it may be granted by the 
Employer using their powers under an applicable enterprise agreement (as relevant). 
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12. Other workplace supports available 
12.1. Other workplace supports that directly affected employees may have access to include: 

▪ EAP or other similar resources; 

▪ Annual, Long Service, Compassionate or Personal/Carers leave subject to the usual 
eligibility and approval requirements; 

▪ discretionary leave with or without pay under a relevant enterprise agreement;  

▪ temporary changes to working arrangements (that is, hours, locations etc); or 

▪ any other appropriate measure, including those available under existing provisions for 
family-friendly and flexible work arrangements. 

12.2. Employees wishing to access any of these workplace supports should discuss their needs with 
their manager in the first instance. Any changes to an Employee’s working arrangements will 
be reviewed at agreed periods. 

13. Effect of floods on an employee’s performance and/or 
attendance 

13.1. As a consequence of being directly affected by a flood, an employee’s attendance or 
performance at work may deteriorate. Employers must, where the issue is known to them, 
consider the effect of floods on an employee’s performance and be sensitive to their 
experiences when seeking to address attendance and/or performance issues. 

13.2. Employees who have been affected by floods can seek support and advice from EAP. 

Part 3: Employees required to work in directly affected areas 
to provide support relief and recovery activities to affected 
communities 

14. Supports for employees that do not need to temporarily relocate 
from their primary residence 

14.1. An increased workforce presence may be required to support the Government’s relief and 
recovery activities in directly affected areas. This may result in some employees being required 
to temporarily change their usual place of work or residence to ensure relief and recovery 
activities can be maintained in affected locations. 

14.2. Where possible, employees supporting the relief and recovery activities should be able to do 
so from their usual place(s) of work, supplemented by short visits to alternative work locations 
or directly affected areas.  

14.3. Employees required to make day or part day trips from their usual place or places of work to 
perform duties in a directly affected area will have their costs associated with these trips 
reimbursed in accordance the terms of the applicable enterprise agreement. Employers should 
process the employee’s reimbursement claims as soon as reasonably practicably, which would 
usually be ten business days.  

14.4. Where employees are required to relocate their usual place or places of work to the directly 
affected area to work on a temporary basis and it is reasonable for the employee to commute 
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to the temporary location, the additional travel time will be regarded as time worked, consistent 
the terms of the applicable enterprise agreement.  

14.5. For the purposes of this policy, temporary residential relocation will not be considered 
necessary: 

▪ if the temporary work location is less than an additional 60 kilometres or 60 minutes 
travelling time (using the most direct route) from their primary place of residence. and 

▪ the temporary relocation of the Employee’s usual place of work is for less than six months 
duration. 

15. Supports for employees that must temporarily relocate from their 
primary residence 

15.1. Wherever possible, the requirement to work in directly affected areas will be short-term, and 
not require the employee to temporarily relocate from their usual place of work and/or 
residence.  

15.2. However, depending on the nature and scale of the floods, Employers may temporarily direct 
employees to work at another work location for longer periods.  

15.3. For the purposes of this policy, temporary relocation from an employee’s primary place of 
residence to the temporary work location will be considered necessary: 

▪ if the temporary work location is more than 60 kilometres or 60 minutes’ travelling time, 
using the most direct route, from their primary place of residence; and  

▪ the temporary relocation of the employee’s usual place of work is for six months or more. 

15.4. Employees who are required to temporarily reside in another location may be able to access 
the following supports: 

At the commencement of the temporary residential relocation: 

▪ reimbursement of reasonable travel expenses, on up to 3 occasions, to the new location 
to source suitable alternative accommodation. Reimbursement of travel expenses will be 
made in accordance with the terms of the applicable enterprise agreement; 

▪ up to 2 days’ paid leave to undertake activities directly associated with the move to the 
new location; 

▪ reimbursement of reasonable relocation expenses; and 

▪ reimbursement of reasonable accommodation costs for short-term temporary 
accommodation at the new location, to cover the period between starting the temporary 
assignment and being able to access suitable rental accommodation. 

During the temporary residential relocation: 

▪ if the employee does not have appropriate alternative accommodation in the temporary 
location, reimbursement of reasonable actual rental costs for the duration of the agreed 
temporary relocation period. The employees will also be entitled to the reimbursement of 
reasonable actual utility expenses (for example, internet, electricity, gas or water) incurred 
at the temporary location. This will be provided for the agreed temporary relocation period;  
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▪ if the employee has accommodation in the temporary location, reimbursement of 
reasonable actual additional utility expenses (for example, electricity, gas or water) 
incurred at the temporary location. This will be provided for the agreed temporary 
relocation period;  

▪ reimbursement of reasonable expenses associated with a return motor vehicle, train or 
bus journey back to the employee’s usual residential location on up to one occasion per 
calendar month. Subject to operational requirements and by agreement with the 
Employer, flexible working arrangements may be used to allow the employee to travel to 
and from their usual location on Friday afternoon and/or Monday morning. 

At the conclusion of the temporary relocation: 

▪ up to 2 days’ paid Other leave to be taken in the month before the temporary relocation 
period ends, to undertake activities directly associated with the move back to the 
employee’s usual location; 

▪ reimbursement of reasonable relocation costs associated with the removal of items from 
the temporary location or storage back to the employee’s usual place of residence and/or 
work. 

15.5. Employees should discuss their relocation, accommodation, travel and associated 
requirements with the Employer before seeking to relocate. Any costs to be reimbursed or 
payments made under section 15.4 must be agreed in advance with the Employer (and before 
the Employee enters any binding contract with the expectation the Employer pay). Only 
reasonable costs will be reimbursed. The Employer may require Employees to provide receipts 
outlining the temporary accommodation expenditure before authorising reimbursement or 
payment and/or place a cap on the maximum reimbursement for relocation, temporary 
accommodation and/or utility expenses referred above provided any maximum cap imposed is 
reasonable. 

15.6. An Employee directed to work in an area affected by flood will not be eligible to access 
supports outlined in this clause if they elect not to relocate from their primary place of 
residence. In these circumstances, the Employee may be eligible for other supports outlined in 
this policy. 

15.7. If the Employee resigns or their employment is terminated during the temporary relocation 
period, the Employee will not be eligible to receive any further support under this policy, 
including any assistance to move back to their usual place of residence. Support will cease 
from the date their VPS employment ceases (note that an employee may be able to access 
EAP after their employment terminates). 

15.8. If the Employer ends the work in the temporary location early, the Employee will be entitled to 
the leave and other supports outlined above, along with any reasonable out-of-pocket 
expenses directly caused by the Employer ending the assignment before the end of the agreed 
relocation period (for example, fees associated with the early termination of any rental 
accommodation). Any out-of-pocket expenses to be reimbursed must be agreed in advance 
with the Employer. The Employer may require Employees to provide receipts outlining the 
temporary accommodation expenditure before authorising reimbursement or payment. 

15.9. For the purpose of section 15, Employers should process the employee’s reimbursement 
claims as soon as reasonably practicably, which would usually be ten business days. business 
days.  
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16. Notice and Evidentiary requirements 
16.1. Employers should establish local procedures for requesting, recording and approving 

applications for leave and the other supports available under this Policy for employees working 
or living in areas affected by floods.  

16.2. Documentary evidence requirements must be to the satisfaction of the employer that the 
employee has been directly affected by the floods. Employers may consider a more flexible 
approach to the evidentiary requirements set out in an enterprise agreement or policy, for 
example, by accepting statutory declarations where the Employer considers appropriate. 

17. Maintenance of critical functions 
17.1. The intent of this Policy is to provide support for employees who have been directly affected or 

whose workplace has been directly affected by a declared flood emergency. While the 
Employers will apply this Policy in a compassionate and reasonable manner, in some 
circumstances it may not be appropriate or reasonable to provide the leave or other supports 
in this Policy at the time or in the manner requested by the Employee, in order to maintain 
critical functions or services and/or to support the Government’s response to a flood.  

17.2. In such circumstances, employers must ensure that as far as is reasonably possible they have 
taken steps to minimise risks, establish contingency plans and work with Employees in a 
collaborative and compassionate way to ensure the intent of this policy is maintained to the 
fullest extent possible. 

18. Making decisions under this policy 
18.1. 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 will usually 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. 

19. Dispute resolution 
19.1. An employee who is directly affected by a decision made or action taken under this policy may 

apply for a Review of Actions under the Employer’s Review of Actions policy or seek to resolve 
a dispute through the Resolution of Disputes procedure in the relevant enterprise agreement.   

Further information 

Employees should refer to their Department’s or their Agency’s intranet or other staff resources 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). 
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Appendix A 

Enterprise Agreement Emergency Management Provisions  

 

Agreement Relevant clause/s 

Victorian Public Service Enterprise Agreement 
2020 

Clause 66 – Leave to engage in Voluntary 
Emergency Management Activities 

Clause 71–72 – Emergency Management 

Disability Services Enterprise Agreement 
Victoria 2018-2022 

Clause 31.7 - overtime due to emergency 

Clause 36.8 - Emergency Services Leave 

Field Staff and Wild Dog Controllers 
Agreement 2021 

Section II – Emergency Work (clauses 78 – 102) 

MCH Nurses (Department of Health) 
Agreement 2021 

Clause 51 - Leave to Engage in Emergency Relief 
Activities 

Nurses (Department of Education and 
Training) Agreement 2020 

Clause 48 - Leave to Engage in Emergency Relief 
Activities 

Roads Occupations Enterprise Agreement 
2021 

Clause 32 - Emergency Response 

Clause 52 - Leave to Engage in Voluntary 
Emergency Services Management Activities 

 


