








14.3

14.4

14.5

16.

16.

16.1

16.2

16.3

16.4

16.56

16.6

16.7

Salary progression to the next available increment takes effect from an employee’s
anniversary date each year subject to satisfactory performance appraisal.

The performance appraisal process will be a fair and consistent process which

includes:

a. access to training and development, and processes that facilitate career
development

b. an employee right of review of appraisal decisions upon request by the employes.
The review of the decisions will be conducted by a more senior manager than the
employee’s manager

c. Transparent processes including appropriate reporting of outcomes to employees
while protecting individual privacy,

Where disagreement arises over any aspect of the performance appraisal process
employees can access the grievance procedures contained in the performance
appraisal guidelinss,

MANAGING UNDERPERFORMANCE

The procedures for managing underperformance are at Schedule C.

SALARY SACRIFICE

A full or part time employee may make an agresment with the Employer to participate
in a voluntary salary sacrifice program in relation o superannuation contributions.

The employee must specify an amount as a percentage of ordinary time earnings as
defined above by which his/her salary is to be reduced (“the Salary Sacrifice”).

The Salary Sacrifice will be deducted from the employee'’s salary and contributed by
the Employer to the fund every four weeks. The employee will be responsible for all
costs associated with the administration of their salary sacrifice arrangements,
provided that such costs shall be confined {o reasonable commercial charges as
required to administer the salary sacrifice arrangement, and/or levied directly by the
external salary sacrifice provider.

The Employer will calculate the contributions on the basis of the emiployee’s ordinary
fime earnings before the Salary Sacrifice is deducted.

After taking into account the Salary Sacrifice, an employee ¢annot receive less than
the wage rate specified in this Agreement. The employee’s salary prior to any salary
sacrifice will be used for the purpose of calculating any wage related employee
entitlements, ' ’

Salary sacrifice deductions may be made during a period of paid leave and the
employee will receive the rate of pay specified under this Agreement less the salary
sacrifice deduction.

The Employer may revoke the salary sacrifice agreement at any time by giving four
weeks' notice. The Employer may also change benefits under the program if required
to do so by changes to legislation.




16.8

The ability to salary sacrifice, salary package or take a navated lease under this
clause will be available after the employee concerned has sought financial
counselling and has presented documentary evidence that counselling has been
given. The Employer does not provide any independent financial advice in respect of
salary sacrifice arrangements as such arrangements are personal financial matters.

Public Benevolent Insftitution status

16.9

16.10

17.

17.1

17.2

17.3

17.4

17.5

The Employer currently holds Public Benevolent Institution status and as such has
the ability to offer Permanent staff the option of Salary Sacrifice. The Salary Sacrifice
provisions apply up to a dollar value of $16,049.00 per annum of a permanent
employee’s wage and may be utilised for the payment of an incurred debt, for
example:

o« Mortgage
Personal Loans
Credit Card Expenditure
Superannuation
Bills accompanied by a Tax Invoice.
Health Insurance

This clause is only available to full time and part time employees and only applies
whilst the Employer holds the Public Bensvolent Institution Status.

SALARY PACKAGING

By agreement between the Employer and the employee, an employee’s rate of pay
specified in this Agreement, may be salary packaged.

The employee shall compensate the Employer from within their base remuneration
for any FBT incurred as a consequence of any salary packaging arrangement the
Employee has entered into. Where the employee chooses not to pay any of the costs
associated with their salary packaging, the Employer may cease the employee’s
salary packaging arrangements.

The parties agree that in the event that salary packaging ceases to be an advantage
o the Employee (including as a result of subsequent changes to FBT legislation), the
Employee may elect to convert the amount packaged to salary. Any costs associated
with the conversion to salary shalt be borne by the Employee and the Employer shall
not bhe liable to make up any benefit lost as a consequence of an employee’s decision
to convert to salary.

The employee will be responsible for all costs associated with the administration of
their salary packaging arrangements, provided that such costs shall be confined to
reasonable commercial charges as levied directly by the external salary packaging
provider and/or in-house payroll service {as applicable), as varied from time to time.
The parties recommend to Employees who are considering salary packaging that
they seek independent financial advice.

The Employer shall not be held responsible in any way for the cost or outcome of any

such advice and furthermore, the parties agree that the Employee shall pay for any
costs associated with salary packaging.
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17.6

18.

19.

19.1

19.2

10.3

19.4

19.5

20,

21.

21.1

Superannuation contributions paid by the Employer into an approved Fund will be
calculated on the Employee’s pre-packaged rate of pay.

PAYMENT OF SALARY

The Salary of employees shall be paid fortnightly, during working hours on the
Tuesday following the pay period. This may not be changed without mutual
agreement between the employer and majority of employees. Where a long weekend
falls at the time of calculation, salary may not be in the employee's bank account until
the following working day.

SUPERANNUATION

The Employer will ensure that all employees are fully informed about superannuation
arrangements immediately on commencement or recommencement of employment.

The Employer will make superannuation contributions on your behalf in accordance
with its obligations under the Superannuation Guarantee (Administration) Act 1992
(Cth), and undertakes that the requirements of the Superannuation Guarantee
(Administration) Act 1992 (Cth) will be met as a minimum.

.The Employer will contribute to an employee’s chosen superannuation fund 9% of

ordinary time earnings for employees earning more than $450 gross per calendar
month and any of the Employee’s own contributions.

Employees are entitled to request that their superannuation contributions be made to
a fund of their choice. Should the employee not elect a fund, his/her superannuation
contributions will be paid to Australian Super. All rights and obligations of the
Company and the employees in relation to superannuation shall be determined in
accordance with the Trust Deed(s) and rules (if any) governing the relevant fund.

Employees deciding to elect their own superannuation fund must notify the employer
before the commencement of the new financial year so that all necessary
arrangement can be made.

SUPPORTED WAGE SCHEME

As contained in Schedule E of this Agreement.

ACCIDENT MAKE UP PAY

The Employer will pay an employee accident make-up payment where the employee
receives an injury for which weekly payment of compensation is payable by or on
behalf of the Employer pursuant to the provisions of the appropriate Workers
Compensation Act or Ordinance as amended from time to time.

“Accident Make Up Payment” means a weekly/fortnightly payment of an amount
being the difference between the weekly/fortnightly amount of compensation paid to
the employee pursuant to the appropriate Workers Compensation Act or Ordinance
and the salary payable o the employee under this agreement.
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21.2  The Employer will pay, or cause to be paid, accident make up payment during the

21.3

incapacity of the employee within the meaning of the appropriate Act or Ordinance
until such incapacity ceases or until the expiration of a period of 39 weeks from the
date of injury.

The liability of the Employer o pay accident make up payment will arise at the date of
the injury or accident in respect of which compensation is payable under the
appropriate Act or Ordinance, and the termination of the employee’s employment for
any reason during the period of incapacity will in no way affect the liability of the
Employer to pay accident make up payment,

In the event that the employee receives a lump sum in redemption of

weekly/fortnightly payments under the appropriate Act or Ordinance, the liability of the
Employer to pay accident make up payment will cease from the date of redemption.
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PART C ALLOWANCES AND RELATED MATTERS
22. ALLOWANCES
Allowances payable under this agreement are:

22.1 Higher Duties Allowance
An employee who temporarily performs the duties, or part thereof, of a higher
classification level will be paid at the minimum rate prescribed for the higher
classification level after 5 consecutive working days working at the higher tevel.

22,2 First Aid Allowance
An employee whao:
a) holds a current Level 2 First Aid Certificate or equivalent qualification;
b) is appointed by the Employer to act as the first aid attendant; and
c) is allocated a First Aid allowance for the site by CEO
will be paid an allowance of $12 per week (or pro rata for part time employees).

The allowance will form part of an employee’s taxable salary but will not be included
as part of their salary packaging arrangements.

22.3 Professjonal Development Allowance
Employees, excluding probationary employees, may make an annual application for a
professional development allowance. Applications must be in writing to the CEO
using the Staff Training Request form. The application will provide reasons for the
application including how the professional development will assist the employee to
improve his or her performance, and will include proposed costings and timeframes.

Induction training or any subsequent training arranged by management is excluded
from the professional development allowance as it forms part of the operational
training budget.

The professional development allowance may be used for conferences and related
expenses including travel, specific work related training or for other purposes by
mutual agreement bstween the employee and the CEO.

The allowance is a total pool and will be as determined by the Employer, considering
budgets, and funding and associated issues with resource allocation. Allocation of a
share of this allowance fo individual employees is upon application to the CEO by
individuals requiring access to a proportion of the allowance pool, and may be
approved where there is a benefit to the employee in the performance of their duties
and to the organisation.

224 Travel Related Allowances

Where an employee is on travel away from his/her home office to undertake
approved agency activities the following arrangements will apply

a. Accommodation
Prior approval is required from the relevant Divisional Manager before booking
any accommodation, where an overnight stay is involved. The booking of the

accommodation should be through the finance administrator via a purchase
order.
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An employee required to stay away from home overnight will be reimbursed
the cost of reasonable board, lodging and meals, reimbursement up to the
value of a “corporate rate” per night for accommodation is available upon
production of receipts.

b. Kilometre travel rate, meals and Incidentals

Should an employee be required to use their own vehicle on the employer's business,
the employee is to receive a motor vehicle allowance corresponding with the following
table:

Engine Capacity Rate per km
Up to 1600cc 74 cents
1601¢c to 2000c¢c 77 cents
2001cc to 3000ce 80 cents
Over 3000cc 85 cents

An employee required to travel by other means in connection with their work shall be
reimbursed all reasonable travelling expenses so incurred with reasonable proof of
such expenses to be provided by the employee to the employer.

Where an employee is called on duty at night or other than their normal hours, or on
any non-working day they shall be reimbursed their fares, or if using their own vehicle
to travel between home and the place of work, recsive a travelling allowance, as set
out in this clause,

¢c. Hospitality Expenses'

Employees may offer consumers basic hospitality in the office. Where an
employee incurs expenses entertaining or socialising with consumers or
clients such expenses are the employee’s responsibility. The relevant
Manager may approve exceptions.

22.5 Review of Meal and Mofor Allowances
The motor vehicle allowance will be reviewed annually and increased by the
percentages stated in this agreement at Schedule A — Classification Structure.

22.6 Uniforms Allowance
Employees are expected to comply with the Employer’s Uniform Policy. In
consideration of staff wearing the uniform at all times the Employer will provide each
employee with an annual allocation of up to $200 for uniforms, which will be ordered
through the Employer’s ordering system.

Any unused portion of the annual allocation cannot be carried over into the next
financial year.

23. BASIC STAFF AMENITIES

The Employer will provide basic staff amenities in the form of the provision of tea,
coffee, sugar, milk and microwave.
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PARTD FORMS OF EMPLOYMENT
24, LETTER OF APPOINTMENT

The form of employment of an employee will be a specified in a letter of employment
offer provided to the employee on commencement of employment. The letter will also
include an outline of the main duties of the position, hours of work, rates of pay,
superannuation information and the length of any probationary employment which

may apply.

25. PERMANENT EMPLOYMENT

Permanent employment is where an employee is employed by the Employer on an
ongoing and continuing basis. Permanent employees ¢an be on employed on a full
time or part time basis.

251 Probation
New employees will be employed on a 3 month probationary period if specified in the
letter of appointment. At the end of the 3 month probationary period the employee’s
employment will be either confirmed or annulled, or the probationary period may be
extended for a maximum of an additional 3 months.

25.2 Full Time Employment
Full time employees work the hours of work specified in clause 42 (Hours of work).

25.3 Part Time Employment
Part time employees wark for less than 38 hours per week. The actual working hours
of a part time employee are as agreed in writing between the employee and the
Employer.

Remuneration and entitliements are calculated on a pro-rata basis. Superannuation
entitlements will be paid are as per clause 18 (Superannuation).

Employees returning from leave taken for parental leave purposes may request to
work part time. In considering such requests the Employer will take into account
operational requirements and the needs of the employee.

Former full time employees who have been on approved part time work may revetrt to
full time employment by agreement between the employee and CEO.

25.4 Fixed Term Employment
An employee may be employed for a fixed term for the completion of a specified task
or project including the temporary provision of specialist skills which are not otherwise
available within the organisation.

The employment of a fixed term employee ends on the completion of the specified
task or project. Fixed term employment shall not exceed 12 months.

Fixed term employment should not be used for the undertaking of work that is
ohgoing work which should be undertaken by pesrmanent employees.
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26. CASUAL EMPLOYMENT

27.

28.

A casual employee means an employee who is engaged intermittently by the hour
for work of an unexpected or casual nature and does not include an employee who
could properly be engaged as a full-time, part-time or sessional employee.

An employee engaged as a casual employes will be engaged for a minimum period
of two consecutive hours per engagement.

A casual employee will be paid for each hour worked during the ordinary hours of
work provided in clause 21—Ordinary hours of work, a rate equal to 1/38th of the
weekly rate appropriate to the employee’s classification. In addition, a loading of 25%
of that rate will be paid.

Where a casual employee is employed outside of the ordinary span of hours provided
in clause 21—0Ordinary hours of work, the hourly rate (exclusive of the 25% loading)
will be increased by the penalty rates provided in clause 23—Overtime.

SESSIONAL EMPLOYMENT

An employee may be engaged on a sessional basis to provide training sessions to
clients.

A sessional employee will be engaged for a minimum of fwo consecutive hours in any
one day.

A sessional employee will be paid the minimum casual hourly rate equivalent to the
casual hourly rate of pay for a Training and placement officer grade 1 Pay point 3.

In addition, a sessional employee will be paid for preparation and associated non-
teaching/training tasks. This payment can be paid by either:
(i) incorporating a loading of 33.3% into the hourly rate, provided that this rate
is separately expressed; or
(i) paying the employee one hour’s preparation/associated non-
teaching/training tasks for every three hours' teaching up to a maximum of five
additional hours per week.

The employer who employs a sessional employee under this clause will not be
obliged to pay the preparation loading in respect of any period involving staff training,
staff meetings and/or reports.

Upon engagement, in addition to the requirements specified for contracts of
employment provided in this agreement, the employer will provide written advice {o

the employee setling out the particular arrangements for preparation and associated
non-teaching/training tasks which will apply in respect of the employee.

TRAINEES

Trainees are employees who are undertaking a traineeship pursuant to the National
Training Wage as per Schedule H of this Agreement.
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PARTE HOURS OF WORK

29. HOURS OF WORK

201

20.2

29.3

26.4

30.

31.

The underlying ordinary hours of work for a full time employee are 1562 hours worked
over a 4 week / 20 workday cycle, not exceeding ten (10) hours in any one day.

For the life of this Agreement a full-time employee will work 8 hours per day over a 4
week / 19 workday cycle with an additional day accrued as a Rostered Day Off
("RDO") in each 4 weekly cycle.

A part-time employee works for less than 38 hours per week. The actual working
hours of a part time employee are as agreed in writing between the Employer and the
part-time employee.

An employee’s daily work hours will be worked within a designated spread of 10
hours being from 8am to 8pm Monday to Friday. The regular working hours of an
employee will be by consultation and agreement between the employee and the
Divisional Manager.

Core hours of work for full time workers are 8:00am to 4:30pm Monday to Friday,
unless an employee is on leave,

Other hours of work arrangements may occur by mutual agreement between an
employee and the CEO.

MEAL AND REST BREAKS

Employees are required to take a minimum 30 minute unpaid meal break after 5
hours of work.

The practice of providing 10 minute paid tea breaks in the morning and afternoon will
continue,

ROSTERED DAY OFF

The taking of RDOs will be flexible to accommodate best use by employees including
the facilitation of an appropriate work/life balance and attendance to family
responsibilities.

Employees may accumulate up to 3 RDOs.

RDOs will be accessed by agreement with the Divisional Manager taking into account
operational requirements and best use of RDOs by employees. The RDO form will be
used to request an RDO. An employee will provide 3 days notification to the
Divisional Manager of the intention to take an RDO except where emergency
situations are involved.

If an RDO has not been taken within 3 months of accrual the employee will forfeit the
RDO, provided that the employee has not been refused permission fo take an RDO
within the 3 months. The employee will be given notice of the potential forfeiture of an
RDO which is sufficient to aliow the employee to take the RDO before it is forfeited.
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32. TIMEIN LIEU

32.1

32.2

32.3

Time in lieu is applicable for hours worked, with prior notification to the Divisional
Manager, in excess of 76 hours in any fortnight.

Accrual is limited to 18 hours. Accrued time in lieu may be taken in one period.

Accrued time in lieu is calculated on an hour for hour basis except in the following
circumstances.

Where an employee is directed to work by the Divisional Manager in excess of 76
hours in any fortnight, on a Saturday, Sunday or Public Holiday the employee is
entitled to time in lieu without loss of pay. This form of Overtime must be taken as
time in lieu and calculated at the rate of double time for every ane hour or part thereof
worked. .

33. REASONABLE ADDITIONAL HOURS (OVERTIME)

34,

A casual employee will be entitied to overtime if they work in excess of 38 hours in
any one week or greater than 10 hours in any one day.

Employees may be available and willing to work reasonable additional hours where
requested to do by the Employer. Reasonable additional hours will be paid at the
Overtime rate of time and a half of ordinary hours for the first two hours worked and
double time thereafter. Such hours will only be worked with the prior approval of the
Employer except in emergency situations where prior approval has not been
obtained.

An emplayee may refuse to work reasonable additional hours in the circumstances
where the working of such additional hours results in working hours which are
unreasonable, having regard to:

(a) any risk to health and safety,

(b) the employee’s personal circumstances including family responsibilities;

(c) the needs of the Employer;

(d) the notice given by the Employer of the direction tc work the additional hours and
by the employee of his or her intention to refuse it; and/or

(e) any other relevant matter.

EMPLOYEE ACCESS TO TIME IN LIEU

Approved time in lisu will be taken at a time mutually agreed between the employee
and Division Manager subject to 24 hours notice of the employee’s intention o take
time in lieu, and the following of the correct procedure for taking time in lieu as
provided for in the organisation’s administrative procedures. Applications for TIL must
be made on the approved Agency Form.

Included in activities which are recognised for the purpose of accruing TIL are

requirements on employees to

(a) Attend Committee of Management meetings, Consumer Advisory Group meetings
or substitute for the GEO as directed

(b) Prepare tenders and submissions where this is required to be done outside
normal hours
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(c) Attend staff training and development activities which would occur outside of
normal hours

(d) Attend on agency interview panels outside normal working hours

(e) Undertake other professional work-related activities as approved by the relevant
Divisional Manager

(f) Provide on the job support outside normal hours

35. RECALL TO DUTY

Where an employee is required to be recalled to work duties payment for that work
will be based upon the actual time taken to complete the required task. This includes
travel time rounded up to the nearest half hour, provided that 76 hours work has been
completed for the fortnight. When 76 hours have been exceeded normal time in lieu
provisions apply.
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PARTF LEAVE AND RELATED MATTERS

36,

36.1
36.1.1

36.1.2
36.1.3
36.1.4

36.1.5

36.1.6

36.1.7

36.2
36.2.1

37.

37.1

37.2

37.3

37.4

ANNUAL LEAVE

Entitiement

Employees are entitled o four (4) weeks' paid annual leave in accordance with the
National Employment Standards in the FW Act.

Annual leave accrues on a monthly, pro rata basis and accrues from year to year.
Annual leave is to be taken at such time or times as is agreed between the parties.

The Employer may require you fo take any significant accrued, but untaken, leave
entitlement at any time or times reasonably directed by the Employer. However,

a) the Employer will only direct an employee to take any accumulated annual
leave which has been accrued by the employee for more than one year; and

()] Where it would not result in your remaining accrued entitlement to paid
annual leave being less than four weeks.

The Employer may direct the employee to take annual leave during any period of
shut-down, provided one month of notice is given to employees of the intended shut-
down period.

In addition to payments prescribed in this clause, an employee proceeding on
annual lsave will receive an annual leave loading of 17.5% in addition to the
applicable hourly rate of pay.

On termination, any accrued, but untaken, annual leave will be paid to each
employee calculated on the Salary as specified in Schedule A of this Agreement.

lliness Or Injury And Annual Leave

Where an employee is unfit for work due to personal illness or injury for one day or
longer during a period of annual leave, upon production of a medical certificate the
period of illness or injury will be approved as personal leave and the employee’s
annual leave re-credited accordingly.

LONG SERVICE LEAVE

Employees are entitled to long service leave in accordance with the State in which
they work.

In the event of a Federal long service leave scheme being developed through the Act
or other relevant legislation, which provides for a more beneficial entitlement that the
applicable State Act, the Employer commits to observing and paying employees any

and all additional entitlements.

Once accrued, long service leave will be taken at a mutually convenient time as is
appropriate having regard to the employees duties and the requirements of the
Employer.

On termination, any long service leave to which the employee is entitied to be paid at

law will be calculated on the Schedule A of this Agreement, except to the extent that
is required to be paid by law.
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38.
38.1

38.2

38.3
38.3.1

PERSONAL LEAVE
Entitlement

Employees are entitled to paid personal leave of ten (10) days per annum in
accordance with the Act. Personal leave accrues on a pro rata basis. Unused
personal leave accumulates from year to year, but is not payable on termination.

(a) Subject to this clause, and provided that the employee complies with the
relevant statutory notice and documentation requirements which apply, personal
leave may be taken as sick leave or as carer's leave, as follows.

"Sick leave" is absence from work due to personal illness or injury.

"Carer's leave" is absence from work for the purposes of caring for an immediate
family or household member who requires care or support because of a personal
illness or injury or unexpected emergency affecting the member.

"Immediate Family" means:

(a) your spouse (including former spouse, de facto spouse or former de facto
spouse);

(b) a child (including adopted child, step-child, ex-nuptial child or adult child) of you
Oor your spouse; or

(c) a parent, grandparent, grandchild or sibling of you or your spouse.

To be entitled to paid sick leave, employees are required to provide the Employer
with reasonable proof that the absence was a result of personal ill health or injury.
This requires the employee to produce a medical cettificate from a registered health
practitioner for any absence of two days or greater, or otherwise at the Employer’s
request. The Employer may alter this requirement by providing notice to an employee
at any time.

To be entitled to paid carer's leave, employee's are required to provide the Employer
with reasonable proof that the person cared for:

a) has suffered an iliness, injury or unexpected emergency; and

b) needed care and support from the Employee.

This may require the employee to produce a medical certificate from a registered
health practitioner or make a statutory declaration.

When a member of the employee's immediate family or household requires care or
support due to either a personal illness or injury, or an unexpected emergency affects
them, and the employee’s carer's leave entitlement is exhausted, the Employee will
be entitled to up to two (2) days' unpaid carer's leave (per occasion) in accordance
with the Act.

Time in lieu of payment for overtime

An employee may, with the consent of the Employer, slect to take time off in lieu of
payment for overtime, at agreed times, for the purposes of personal/carers’ leave.
Overtime taken as TOIL will occur under the conditions contained in Part E of this
Agreement.

Make-up time

An employee (including those on shift work) may, with the consent of the Employer,
elect to work make-up time, under which the employee takes time off ordinary hours,
and wotks those hours at a later time, during the spread of ordinary hours provided in
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the Agreement, at the ordinary rate of pay, or at the shift work rate which would have
been applicable to the hours taken off.

38.3.2 On each occasion that the employee elects to use this provision the resulting
agreement shall be recorded in the time and wages records or personnel file or
relevant forms at the time when the agreement is made.

38.4 Compassionate leave

38.4.1 Employees are entitled to 2 days of compassionate leave for each occasion when a
member of their immediate family, or a member of their household:

(a) contracts or develops a personal iliness that poses a serious threat to his or
her life;

(b) sustains a personal injury that poses a serious threat to his or her lifs; or

{¢) dies.

38.4.2 Immediate family has the same definition as that set out in Clause 38.1.

39. UNPAID PARENTAL LEAVE

39.1 Entitlement

39.1.1 After 12 months continuous service, parents are entitled to parental leave provided
that:

a) employees have completed 12 months continuous service immediately prior to
the expected date of birth of the child; and

b) for a casual employee, the casual employee has been employed on a regular
and systematic basis, and (except for the pregnancy), has an expectation of
ongoing work.

39.1.2 An employee is entitled to 12 months of unpaid parental leave if:

a) the leave is associated with:
i) the birth of a child of the employee or the employee’s spouse or de facto
partner; or
i)y the placement of a child with the employee for adoption; and

b) the employee has or will have a responsibility for the care of the child.

39.2 What documentation and notice is required?

39.2.1 An employee must provide to the Employer at least 10 weeks in advance of the
expected date of commencement of parental leave written notification of the dates on
which he/she proposes to start and finish the period of parental leave. He/she will
also be required to provide:

a) a medical certificate from a registered medical practitioner stating

i) (if maternity leave) that she is pregnant, the expected date of birth and the
expected date of confinement;

i) (if paternity leave) the name of the employee’s spouse, that she is
pregnant and the expected date of confinement, or states the date on
which the birth took place;

b) and a statutory declaration stating that he/she will not engage in any conduct
inconsistent with her contract of employment, and:

i) (if maternity leave) particulars of any period of paternity ieave sought or
taken by her spouse and that for the period of maternity leave.
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iv) (if paternity leave) that he will take that period of paternity leave to become
the primary care-giver of a child, and particulars of any period of maternity
leave sought or taken by his spouse.

v} (if adoption leave - before commencement) that the employee is seeking
adoption leave to become the primary care-giver of the child, and
particulars of any period of adoption leave sought or taken by the
employee's spouse,

39.2.2 An employee may commence adoption leave prior to providing such notice, where
through circumstances beyond the control of the employee, the adoption of a child
takes place earlier.

39.2.3 The employee will not be in breach of clause 39.2 if the failure to give the required
period of notice is because of the birth or adoption occurs earlier than expected, or
the mother of the child experiences medical difficulties, or other compelling
circumstances.

39.3 Maternity Leave

39.3.1 Subject to this clause and unless agreed otherwise, an employee may commence
parental leave at any time within 8 weeks immediately prior to the expected date of
the birth.

39.3.2 Where an employee continues to work within the 6 week period immediately prior to
the expected date of birth, or where the employee elects to return to work within 6
weeks after the birth, the Employer may require the employee to provide a medical
certificate stating that she is fit to work on her normal duties,

39.4 Special maternity leave

39.4.1 Where the pregnancy of an employee terminates after 28 weeks and the employee
has not commenced maternity leave, the employee may take unpaid special
maternity leave of such period as a registered medical practitioner certifies as
necessary.

39.4.2 Except that where an employee is suffering from an illness not related to the direct
consequences of the pregnancy, an employee may be entitled to paid sick leave in
lieu of, or in addition to, special maternity leave.

39.4.3 Where leave is granted, during the period of leave an employee may return to work at
any time, as agreed between the Employer and the employee, provided that the time
of return does not exceed 4 weeks from the recommencement date desired by the
employee.

39.5 Adoption leave

32.5.1 An employer may require an employee to provide confirmation from the appropriate
government authority of the placement.

39.5.2 Where the placement of child for adoption with an employee does not proceed or
continue, the employee will notify the employer immediately and the employer will
nominate a time not exceeding four weeks from receipt of notification for the
employee’s return to work.

39.5.3 An employee seeking to adopt a child is entitied to up to 2 days unpaid leave, as is
required by the employee {o attend any compulsory interviews or examinations as are
necessary as part of the adoption procedure. Where paid leave is available to the
employee the employer may require the employee to take such leave instead.
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39.6 Variation of period of parental leave

38.6.1 Unless agreed otherwise between the employer and employee, an employee may
apply to their employer to change the period of parental leave on one occasion.

39.6.2 Any such change to be notified at least 4 weeks prior to the commencement of the
changed arrangements.

39.7 Parental leave and other accrued entitlements

39.7.1 An employee may in lieu of or in conjunction with parental leave, access other paid
leave entitlements which they have accrued, such as annual leave or long service
leave, subject to the total amount of leave not exceeding 52 weeks.

39.8 Transfer to a safe job

39.8.1 This clause applies where a pregnant employee is entitled to unpaid parental leave
and gives the Employer a medical certificate stating that she is fit for work, but that it
is inadvisable for her to continue in her present position during a stated period (“risk
period”) because of iliness, or risks, arising out of her pregnancy, or hazards
connectsed with that position.

39.8.2 In these circumstances, the employee will, if the Employer deems it practicable, be
transferred to an “appropriate safe job".

39.8.3 An “appropriate safe job” is a safe job that has the same ordinary hours of work as
the employee’s present position or any lesser hour as agreed fo by the employee, In
the event an employee agrees to reduce her hours of work she will have her
equivalent rate of pay for the appropriate safe job dropped accordingly.

39.8.4 Payment whilst performing the appropriate safe job will be at the equivalent rate of
pay and on the same conditions attaching to her present position, until the
commencement of maternity leave.

9.1.1. If the transfer to an appropriate safe job is not practicable, the employer may
request the employee, or the employee may elect, {o commence parental leave.
If an employee should not so elect, the employee is entitled to take ‘paid no safe
job leave’ for the risk period, paid at the employee’s base rate of pay for ordinary
hours.

38.9 Extending or varying unpaid parental lsave

32.9.1 The employee may extend the period of unpaid parental leave where the leave taken
is less than the employee’s available parental leave period (12 months less any
period of leave taken by the employee). The employee must give the Employer at
least four weeks written notice of the extension before the end date of the original
leave period and specify the new end date of the leave,

38.9.2 The employee may only make one such extension during the employee's available
parental leave period.

39.9.3 With the Employer's agreement, an employee on unpaid parental leave may reduce
the period of unpaid parental leave taken,.

39.10 Request to extending period of unpaid parental leave to 24 months

39.10.1  An employee who takes unpaid parental leave for his/her available parental
leave period may request the employer to agree to an extension of unpaid
parental {eave for the employee for a further period of up to 12 months
immediately following the end of the available parental leave period.
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39.10.2

39.10.3

36.10.4
39.10.5

39.10.6

39.10.7

The request must be in writing, and must be given to the Employer at least 4
weeks before the end of the available parental leave period.

The Employer must give the employee a written response 1o the request
stating whether the employer grants or refuses the request. The response
must be given as soon as practicable, as and not later than 21 days, after the
request is made.

The Employer may refuse the request only on reascnable business grounds.

if the Employer refuses the request, the written response under Clause
39.10.3 must include details of the reasons for the refusal.

The period of the extension cannot exceed 12 months, less any period of
unpaid parental leave or unpaid special maternity leave that the other member
of the employee couple has taken, or will have taken, in relation {o the chiid
before the extension starts.

The employee is not entitled to extend the period of unpaid parental leave
beyond 24 months after the date of birth or day of placement of the child

39.11 Flexible Working Arrangements

39.11.1

39.11.2

39.11.3

39.11.4

39.11.56
39.11.6

An employee who is a parent, or has responsibility for the care of a child, may
request the Employer change his/her working arrangements to assist the
employee to care for the child. This clause will apply if the child:

{a) is under school age; or
{b) is under 18 and has a disability.

The employee is not entitled to make the request unless:

(a) for an employee other than a casual employee—the employee has
completed at least 12 months of continuous service with the employer
immediately before making the request; or

(b) for a casual employee—the employee:
i} is along term casual employee of the employer immediately before
making the request; and
ii) has a reasonable expectation of continuing employment by the
employer on a regular and systematic basis.

The request must:
(a) be in writing; and
(b) set out details of the change sought and of the reasons for the change.

The Employer must give the employee a written response to the request within
21 days, stating whether the Employer grants or refuses the request.

The Employer may refuse the request only on reasonable business grounds.

if the Employer refuses the request, the written response under subsection
39.11.4 must include details of the reasons for the refusal.

39,12 Replacement employees

39.12.1

A replacement employee Is an employee specifically engaged, part time or full
time, or temporarily promoted or transferred, as a result of an employee
proceeding on parental leave or as a result of an employee working part-time
under this clause.

25




39.12.2 Before an Employer engages a replacement employee the Employer will
inform that person of the temporary nature of the employment and of the rights
of the employee who is being replaced.

38.13 Returning fo work after a period of parental leave

39.13.1  An employee will notify of their intention to return to work after a period of
parental leave, or to return to full time work after a period of part time
employment, at least 4 weeks prior to the expiration of the leave.

39.13.2 An employee will be entitled to the position that they held immediately before
proceeding on parental leave. In the case of an employee transferred fo a
safe job or part time employment pursuant to this clause, the employee will be
entitled to return to the position they held immediately before such transfer.

39.13.3 Where such position no longer exists but there are other positions available
which the employee is qualified for and is capable of performing, the employee
will be entitled to a position as nearly comparable in status and pay to that of
their former position.

39.14 Parental leave rights for casual employees

39.14.1 A casual employee is not entitled o parental leave (other than unpaid pre-
adoption leave) unless the employee is a "long term casual employee” of the
Employer by the date of taking parental [eave.

39.14.2 A*long term casual employee” means a casual employee who has been
employed by the Employer on a regular and systematic basis for a sequence
of periods of employment during a period of at least 12 months.

39.16 Miscellaneous leave entitlements

39.15.1 Al other entitlements and conditions relating to parental leave will as is
provided for under the National Employment Standards in the Act.

40. ABORIGINAL AND TORRES STRAIT ISLANDER CEREMONIAL LEAVE

An employee who is legitimately required by the employee’s Aboriginal or Torres
Strait 1slander tradition to be absent from work for ceremonial purposes shall be
entitled to up to 10 working days unpaid leave in any one year. The employee shall
be able {o establish {o the employer that he or she has an obligation under Aboriginal
or Torres Strait Islander custom and/or traditional law to participate in ceremonial
activities. Taking ceremonial leave does not affect the employee’s entitlement to
bereavement leave. Approval for ceremonial leave will take into account operational
requirement but will not be unreasonably withheld.

41. ACCESS TO WORKILIFE BALANCE

A general outline of work/life balance and family friendly measures are contained in
the Employer’s Staff and Family Friendly Guidelines.
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42,

42.1
42.1.1

42.2
42.2.1

42.3
42.3.1

43.

43.1

43.1.1

43.1.2

43.1.3

43.1.4

44,

JURY SERVICE

Reimbursement for jury service

A full-time or pari-time employee required to attend for jury service during ordinary
hours shall be reimbursed by the Employer an amount equal to the difference
between the amount paid in respect of hisfher attendance for such jury service and
the amount of wage he/she would have received in respect of the base rate of pay for
ordinary hours hefshe would have worked had he/she not been on jury service, to a
maximum of 10 days’ jury service.

Notification of jury service
An employee shall notify the Employer as soon as possible of the date upon which
he/she is required to attend for jury service,

Proof of attendance at jury service
Further, the employee shall give the Employer proof of his/her attendance, the
duration of such attendance and the amount received in respect of such jury service.

COMMUNITY LEAVE
Voluntary Emergency Management Activity Leave

An employee who is @ member of a recognised emergency management body,
including but not limited to CFA, Red Cross, State Emergency Service and St John,
will be released from the employee's normal duties if called upon by the government
or a competent authority under the State Disaster Plan to assist in fire fighting or
other forms of emergency assistance.

The employee is entitled to leave without pay for the duration of participation in
operations provided that the services of the employee are actually required by the
voiuntary or other organizational authority concerned.

Employees who are members of voluntary organisations under this clause may
volunteer their skills in emergency situations as defined above.

in the case of volunteer activity, the employee must provide verification and
certification from the organization involved, that he/she has heen accepted as a
volunteer.

PUBLIC HOLIDAYS

An employee shall be entitled to leave on the following days without deduction from
pay:

(a) each of these days:

i. 1January (New Year's Day);

ii. 26 January (Australia Dayy);

ii. Labour Day;

iv. Good Friday;

v. Easter Saturday

vi. Easter Monday;

vii. 25 April (Anzac Day);

viii. 25 December (Christmas Day);
ix. 26 December (Boxing Day); and
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(b) any other day declared by or under a law of a State or Territory to be observed
generally within the State or Territory, or a region of that State or Territory, as a
public holiday by people who work in that State, Territory or region, other than:

i. aday declared by or under (or determined in accordance with a procedure
under) the law of the State or Territory to be observed as a public holiday in
substitution for a day named in paragraph (a); or

ii. aunion picnic day; or

iii. any other type of day excluded by Federal or State legislation or regulations
which prohibit that day from counting as a public holiday.

Any other locally gazetted holidays which may result in the office being closed will be
taken with prior approval as annual leave, time in lieu, or leave without pay.

Employees with other religious beliefs may with approval access the leave provisions

in this agreement to observe their nominated holy days contingent on at least 5
working days’ notice to the employer.
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PARTG THE WORKING RELATIONSHIPS

45. EMPLOYEE REPRESENTATION

46.

47.

48,

In any matter arising under this agreement, an employee may have a representative,
which may be a union representative, assist or represent them, and all relevant
persons will deal with any such representative in good faith. To avoid doubt, this
assistance includes acting as an advocate.

Employees who perform a role as an employee representative will be provided with
appropriate training (any training during normal working hours is subject to agreement
with the Employer) and facilities to perform their function and the employer agrees
that the representative will not suffer any employment related detriment as a result of
performing the representative function.

FREEDOWN OF ASSOCIATION

The Employer recognises that employees are free to choose to join, or decline to join,
a trade union. Irrespective of that choice, employees will not be disadvantaged or
discriminated against in respect of their employment under this agreement.

Employees who choose to be members of a union have the right to participate in
unien activities (any activities occurring on work time can only occur with prior
approval from the Employer) and have their industrial interests represented by that
union.

OCCUPATIONAL HEALTH AND SAFETY

The parties agree that a safe workplace and one that is free from bullying and
harassment is critical to a workplace that values and respects its employees.

The Employer has a strong commitment to providing a safe work environment by
ensuring that all reasonably practicable steps are taken to provide a safe work
environment and protect employees from bullying and harassment, and to facilitate
this strong commitment through all reasonable and appropriate measures, including
processes, facilities, training and work support for employees involved.

DISCIPLINARY PROCEDURES

The processes for dealing with employee misconduct are at Schedule F of this
Agreement.
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PARTH TERMINATION OF EMPLOYMENT AND RELATED MATTERS
49. TERMINATION OF EMPLOYMENT
49.1 Noatice of termination by Employer

49.1.1 In order to terminate the employment of an employee the Employer must give the
employee the following notice:

Period of continuous setrvice Period of notice
Less than 1 year 1 week

1 year but less than 3 years 2 weeks

3 years but less than 5 years 3 weeks

5 years and over 4 weeks

48.1.2 In addition to the notice in 49.1.1, employees over 45 years of age at the time of the
giving of the notice, with not less than two years continuous service, are entitled to an
additional week’s notice.

49.1.3 Payment in lieu of the notice prescribed in 49.1.1 and/or 49.1.2 must be made if the
appropriate notice petiod is not given. Provided that employment may be terminated
by part of the period of notice specified and part payment in lieu thereof.

49.1.4 The required amount of payment in lieu of notice must equal or exceed the total of all
amounts that, if the employee's employment had continued until the end of the
required period of notice, the Employer would have become liable to pay to the
employee because of the employment continuing during that period. That fotal must
be calculated on the basis of:

a) the employse’s ordinary hours of work; and

b) the amounts ordinarily péyable to the employee in respect of those hours,
including (for example) allowances, loading and penalties; and

c) any other amounts payable under the employee's contract of employment.
49.1.5 The period of notice in this clause does not apply:
a) inthe case of dismissal for serious misconduct;

b) to employees engaged for a specific period of time or for a specific task or
tasks and who are terminated at the end of this specific period or task;

c) totrainees whose employment under a traineeship agreement or an
approved traineeship is for a specified period or is, for any other reason,
limited to the duration of the Agreement; and/or

d) to casual employees.

49.2 Notice of termination by employee
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49.2.1 The notice of termination required to be given by an employee shall be the same as
that required of an Employer (save and except that there shall be no additional notice
based on the age of the employee concerned).

49.2.2 If an employee fails to give the required notice then the Employer has the right to
withhold monies due to the employee to a maximum amount equal to the amount the
employee would have received under 49.1.4.

49.3 Job search entitlement

49.3.1 An employee given notice of termination in circumstances of redundancy must be
allowed up to one day’s time off without loss of pay during each week of notice for the
purpose of seeking other employment.

50. REDUNDANCY
50.1 Discussions before termination

50.1.1 Where the Employer has made a definite decision that a position should be made
redundant and an employee in that position subsequently be made redundant, the
Employer must hold discussions with the employees directly affected and any
nominated employee representatives.

50.1.2 The discussions will take place as soon as is practicable after the Employer has
made a definite decision that redundancies will occur. The parties will discuss any
reasons for the proposed terminations, measures to avoid or minimise the
terminations and measures to mitigate any adverse effects of any terminations on the
employees concerned,

50.1.3 For the purpose of the discussion the Employer will, as soon as practicable, provide
in writing to the employees concerned and their employee representatives, all
relevant information about the proposed terminations. This document will include:

i} the reasons for the propesed terminations;

i) the number and categories of employees likely to be affected, and

iy the number of workers normally employed and the period over which the
terminations are likely to be carried out,

50.1.4 The Employer will not be required in the document to disclose any information the
Employer regards to be confidential.

§0.2 Transfer to lower paid duties

50.2.1 Where an employee is transferred to lower paid duties for reasons set out in clause
50.1.1, the employee is entitled to the same period of notice of transfer as he/she
would have been entitled to if his/her employment had been terminated.

50.2.2 The Employer may choose to make payment in lieu of an amount equal to the
difference between the former ordinary time rate of pay and the new lower ordinary
time rates for the number of weeks of notice still owing.

50.3 Time off work during notice period

50.3.1 During the period of notice of termination given by the Employer an employee is
allowed up to 1 day's time off without loss of pay during each week of the notice
period for the purpose of seeking other employment.

50.3.2 [f the Employee has been allowed paid leave for more than 1 day during the notice
petiod for the purpose of seeking other employment, the employee, at the request of
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the Employer, will be required to produce proof of attendance at an interview or
he/she will not receive payment for the time absent.

50.3.3 For the purpose of clause 50.3.2 a statutory declaration will be sufficient.

50.4 Notice to Centrelink

50.4.1 Where a decision has been made to terminate employees in the circumstances
outlined above, the Employer undertakes to notify Centrelink as soon as possible
giving relevant information including the number and categories of the employees
likely to be affected, and the period over which the terminations are intended to be
carried out.

50.5 Severance pay

50.5.1 Note: Weeks' pay means the employee’s base rate of pay for his/her ordinary hours
of work.

50.5.2 An employee whose employment is terminated as a resuit of a position becoming
redundant as described in sub-clause 50.1.1 is entitled to the following severance

pay:
Period of continuous service Severance pay
Less than 1 year Nil
1 year and less than 2 years 4 weeks' pay
2 years and less than 3 years 6 weeks' pay
3 years and less than 4 years 7 weeks’ pay
4 years and less than 5 years 8 weeks' pay
5 years and less than 6 years 10 weeks' pay
B8 years and less than 7 years 11 weeks' pay
7 years and less than 8 years 13 weeks' pay
8 years and less than 9 years 14 weeks’ pay
9 years and over 16 weeks' pay

50.5.3 Statutory Leave Entitlements
Long service leave will be calculated to the employee's termination date after:5
years' continuous service, including the notice period, even where payment in
lisu of notice is provided. Annual leave will be calculated and paid to the
employee's termination date.

50.5.4 Superannuation
Entitlements will be paid according to the employee’s Plan membership level,
and will be calculated to the final date of employment.

60.6 Optional Terms

50.6.1 Outplacement and financial counselling will be provided to employees who require it.

50.7 Employees leaving during notice

50.7.1 An employee whose employment is terminated as a result of a position becoming
redundant as stated in sub-clause 50.1.1 can terminate his/her employment during
the period of 4 weeks’ notice, and, if so, is entitled to the same benefits and payments

32




under this clause had he/she remained with the Employer until the expiry of such
notice.,

50.7.2 However, where the employese does not work the 4 weeks, the employee will not be
entitied to payment in lieu of notice.

50.8 Employees exempted
50.8.1 This clause does not apply:
(a) to employees with less than one years' continuous service;

(b) where employment is terminated as a consequence of conduct that justifies
instant dismissal including malingering, Inefficiency or neglect of duty;

(¢} to casual employees, apprentices or employees engaged for a specific period of
time, or for a specific task or tasks; and/or

(d) where the Employer requires the duties performed by the employee {o be
performed at a different locality which is less than 80km from the employee’s
home office, and the employee is not willing to perform the duties at the different
locality.

50.9 Transfer of husiness

50.9.1 In the event of a transfer of employment, s.311 of the Act and other applicable
sections of the Act will apply.

50.10 Employees with less than one year’s service

50.10.1 The Employers general obligation to employees with less than one year's
continuous service should be no more than:

a) to give relevant employees an indication of the impending redundancy at
the first reasonable opportunity; and

b) to take such steps as may be reasonable to facilitate the obtaining by
the employees of suitable alternative employment.

51. WORK LOCATION AND TRANSFER

The Employer may transfer employees to a different locality which is less than 80km
from the employee’s home office.

In the event that the Employer requires the duties performed by the employee to be
performed at a different locality which is less than 80km from the employee’s home
office, and the employee is not willing to perform the duties at the different locality,
the obligation to pay severance in the event of Redundancy (as per clause INSERT of
this Agreement) does not apply.

Where the duties performed by an employee are to performed at a different locality
which is less than 80km from the employee’s home office, and redeployment of the
employee to the different locality causes demonstrable hardship (e.g. excessive
travel), the hardship will be addressed by the Employer in consultation with the
employee.
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52. RE-NEGOTIATION OF AGREEMENT

521 The pariies fo this Agreement commit te commence negotiations for a new collective
Agreement, to succeed this Agresment, at least 3 months before the nominal expiry
date of this Agreement. The pariies intend to conclude these negotiations prior {o the
nominal expiry date of this Agreement.

53. SIGNATORIES

[Scoit Bryden]

[Chief Executive Officer] DATE: 09/G2/2010
[Swan Hill] ]

[Vivienne Laverick) m
DATE: 09/02/2010

[Administration Manager]

[44 Marraboor Street Lake Boga]

[ian Skiller]
DATE: 09/02/2010

[Trainer]

[C/O 226 Beveridge Street Swan HILL]
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SCHEDULE A CLASSIFICATION AND WAGE SCALE

CLASSIFICATIONS SCHEDULE TABLE

CURRENT Current ordinary

hours pay rate 3% or CPI*

after
15 December 2011

CLASSIFICATIONS $ $

CLASS 1

Aduit Administration, Intensive Support Assistant — Team Based
Sign & Other Interpreters
Work Trainers- I.T. Assistant — QA Officer

BAND 1 33,649 34,659

BAND 2 35,068 36,120

BAND 3 36,490 37,585

BAND 4 39,346 40,526

BAND 5 40,620 41,839

BAND 6 42,041 43,302
CLASS 2

Specialised Employment Consultants

Job Network Employment Consultants
Finance Administrator/Senior QA Co-Coordinator

1.T. Support Officer/Gen Project Officer

BAND 1 40,954 ‘ 42,183

BAND 2 41,923 43,181

BAND 3 43,795 45,109

BAND 4 45,216 46,573

BAND 5 46,638 48,037

BAND 6 48,068 49,510
CLASS 3

Assistant Manager
Senior Project Officer

Accountant
BAND 1 53,100 54,693
BAND 2 54,6522 56,158
BAND 3 55,943 57,621
CLASS 4
Division Manager
BAND 1 52,856 54,442
BAND 2 54,151 55,776
BAND 3 55,466 57,130

* - Note this is based on an 3% increase, depending on CPI this figure may be higher.




SCHEDULE B - WORK LEVEL STANDARDS

Classifications

The classification of positions is based on the level of competency required to perform the
tasks, the range of tasks within the job, the requirement to respond to variables or
breakdowns in routine and the requirement to deal with the complexities, responsibilities and
expectations of the work environment.

The competency clusters used to classify a position are Supervision, Decision Making,

Complexity,

Procedures and Guidelines,

Knowledge and Personal Support Skill

Requirements. These are consistent with the Draft National Competency Standards for
Disability Service Workers where appropriate.

CLASS 1

Intensive Support
Assistant — team
based

Sign Interpreters
Qther Interpreters
Work Trainers

1.T. Assistant

Q.A. Officer

The position works

| under the general

guidance and

| supervision of the

Division Manager
and within general
guidelines, The
position is subject
to regular checks
on progress and
routine checks on
outcomes sought.

(Supervision & Decision Making)

- Some day to day decision making within
-established policies and guidelines using
discretion and judgement when required

(Decision Making)

- Limited fo independent decision making but
ability to refer to more senior level when
conformation is necessary

(Lialson)

- Basic & routine liaison skills with consumers,
members, families, job network & specialist
staff and community agencies

(Complexity)

- Abroad range of tasks within a defined range
as well as a variety of contexts

(Procedures and Guidelines)

- Working understanding including a general
knowledge of legislation, organisational policy
and procedural guidelines which may require
interpretation

{Knowledge)

- Demonstrated developed knowledge sufficient
to perform position functions including
proficiency in keyboard equipment including
data input

(Personal Support Skills Requirements)

- ldentifying and solving problems of some
complexity A

| = Provide support and necessary office-based |

_training to administration support staff

CLASS 2

The position works

(Supervision and Decision Making)

- Some judgment required in regular independent
decision making

(Liaison)
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Specialised
Employment
Consultants

Job Network
Employment
Consultants

Finance Administrator

General Project
Officers™*

0.H.&8. Co-ordinator
L.T. Support Officer

Senior Q.A. Co-
ordinator

and the CEQO* -

- Specific liaison skills with consumers,
members, families, specialist staff and
community agencies

{Complexity)

- Awide range of tasks within a variety of
contexts

(Procedures and Guidelines)

- Specific knowledge and understanding of
legislation, organisational policy and procedural
guidelines/ requirements which require regular
interpretation

(Knowledge)

- Demonsirated sound knowledge — well founded
and reliable

(Persona[ Support Skills)
Involves identifying and solving varied
~ problems of a complex nature in a range of
contexts

- Engaged to provide direct services to
participants in training courses, placement or
support services

NOTE:** General Project Officers (and in some instances, this may include General Project
Managers) are those workers employed as such on a TIME LIMITED BASIS who do not
have project co-ordination responsibilities, and who work under the general direction and
frequent supervision of the CEO.

Assistant Manager

Senior Project Officer

Accountant®

pos
under the
supervision of the

= Division Manager

and the CEO*

up (¢

- Judgment and discretion often required in
regular independent decision making

(Liaison)

- Comprehensive liaison skills are required with
consumers, members, families, specialist staff
and community agencies

{Complexity ) Major functions in either varied or
highly specific contexts

{Procedures and Guidelines}

- Specific knowledge and understanding of
broad framework of legislation, organisational
policy and procedural guidelines/ requirements
which involve interpretation and policy making

(Knowledge) Demonstrated comprehensive
knowledge — embracing a wider range

(Personal Support Skills)

Specialist/very complex skills required, or for

management, an understanding of personal

support skills and procedures
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CLASS 4 The position works | (Supervision and Decision Making)

Division Managers

within a broad broad parameters
framework. (Liaison)

accountable to the members, families, specialist staif, community
CEOQ. agencies and other services
(Complexity)
- Organisational functions in either varied or
highly specific contexts

(Procedures and Guidelines)
- Demonstrated detailed knowledge and

. - requirements which_involve_regular

independently - Regularly making independent decisions within

The position is - Detailed liaison skills required with consumers,

understanding of legislation, government policy,
organisational policy and procedural guidelines/

interpretation and policy making
{Knowledge)
- Demonstrated knowledge of disability and /or
general employment services
(Personal Support Skills})

procedures and how to plan them

1.1

1.2

Experience

CLASS1T0O 3
An employee with no recognised experience shall be allocated to 1% year salary rate
in the classification range for the position.

Upon the production of documentary evidence, that is a Record of Service from a
previous employer/s clearly indicating the attainment of knowledge and skill
components relevant to the position and specific to the job description or service
outlets program needs, an employee may be awarded a higher commencement level,
after the initial 3 month trial period.

CLASS 4
An employee appointed fo the position of Division Manager will commence at the
base level of that classification.

Qualifications

No pre-determined qualifications are required under this agreement except where the

position and/or conditions of funding require a specific qualification: eg.

- a teaching qualification for a vocational training position under OFTE or DEET
funding guidelines

- Aformal qualification in Accounting
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SCHEDULE C - MANAGING UNDERPERFORMANCE
1. Managing Underperformance

The CEO may invoke the Employer’s process for managing poor performance where:
(a) an employee’s performance remains below expected standard;

(b) the performance issues are ongoing; and -

(c) informal resolution of the performance issues has been attempted.

The process for managing underperformance does not apply to:
(a) ongoing employees serving a period of probation; or
{b) non-ongoing employees.

It is expected that an employee’s Divisional Manager will conduct the management of
underperformance processes.

2.  Notice of performance counselling

The Divisional Manager must notify the employee in writing that performance
problems have been identified and performance counselling is to take place. The
notice must:

(a)specify the place, date and time that counselling will take place (at least 24 hours’
notice must be given);

(b)identify the area(s) where performance is not satisfactory,

(c)define the performance objectives and standards that the employee must attain
and sustain;

(d)outline the process to be followed and explain possible outcomes if unsatisfactory
performance continues; and

(e)advise the employee that they have a right to respond to the matters raised and, if
desired, they may be represented by a person of their choice.

3. Development of a performance improvement plan

The Divisional Manager will undertake performance counselling and, in consultation
with the employee, develop a performance improvement plan (PIP). A PIP defines
the strategies to be put in place to assist the employee attain and sustain the
identified performance standards and is the basis for the formal assessment process.
PIPs will include:

(a)the period of assessment;

(bYarrangements for supervision during the assessment period,;

(c)arrangements for on the job assistance and monitoring of work performance; and
(d)yreview of training and/or learning and development needs where appropriate.
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1.3

1.4

Applicable Experience
For the purpose of this agreement, “applicable experience” is defined as:
- experience relevant to the employment, education and/or training industry or

employment for people with a disability; or
- other experience relevant to the position and organisation’s functions

Recognition of Experience

The CEO will be responsible for the recagnition of experience for commencement

purposes. An employee may request a review of their commencement rate based on
the recognition of prior experience.

An application for recognition of prior experience, together with documentary
evidence, shall be forwarded {o the CEO.

An employee shall have the right to appeal a decision made by the CEO. In the event

this occurs, the erqgloyee concerned will utilize the Dispute Settlement Procedure as
provided in clause 8 of this Agreement.
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In developing a PIP, the Divisional Manager and the employee should consider all
options that may assist in addressing the employee's identified performance
problem(s).

The counselling session, including the PIP, must be formally documented and should
be signed by the Divisional Manager and the employee. The employee must be
advised that they have a right to respond to any matters related to the counselling
session,

. Assessment period and process

The assessment period will continue for a minimum of eight weeks from the
commencement of the assessment period, and will take into consideration an
employee’s work performance during this period.

"Over the assessment period, the Divisional- Manager should review the-employee’s
performance and PIP each week and provide detailed feedback to the employee on
their progress. The PIP may be reassessed and amended in writing as part of this
process. Feedback must be formally documented and should be signed by both
parties to the PIP. The employee must be advised that they have a right to respond
to matters related to feedback they receive.

At the end of the assessment period, the Divisional Manager will advise the employee
in writing whether;

(a) they have attained and sustained the necessary standard of performance and
the assessment process under this section is, therefore, now complete; or

{s)) their performance has improved substantiaily but they have still not attained,
or attained and sustained, the necessary standard and therefore, the
assessment period will be extended for a further maximum period of four
weekKs; or

(¢} they have not attained or sustained the necessary standard of performance
and that the Divisional Manager's recommendation will be that the CEQ:

(a) reassign the employee to different duties at the same classification level;
or .

(b) reassign the employee duties at a reduced classification level; or
(¢ ) reduce the employee’s salary by one or more levels; or
(d) terminate the employee’s employment.

. Early termination of employment with consent

An employee’s employment may be terminated, with their consent, at any stage of
the process after the notice of performance counselling has been issued. Where an
employee agrees to have their employment terminated they will be entitled to
payment of a lump sum for any balance of the eight week assessment period. The
termination of employment notice periods apply but will be deemed io run
concurrently with the balance of the assessment period.
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6. Follow-up action

Where the Divisional Manager recommends action in accordance with subclause 4
{c} above (termination of employment, pay level reduction or reassignment of duties),
they will submit details of their recommendation including the reasons to both the
empioyee and the CEO.

The CEO will consider the recommendation and advise the employee in writing of
their decision. The employee has seven days in which to respond and show that the
proposed action is unreasonable in that they met the required standard or that there
was a serious defect in the application of the formal procedures outlined above.

After considering any response from the employee, the CEQO may:
(a)proceed with the recommended action; or
(b)undertake another action; or

(c take no further-action.- - — — — e

Where the course of action followed is:

(a) reassigning different duties to the employee — the employee will be provided with
written advice that their duties will be reassigned. Reassignment will take
effect seven days after the advice is issued or a later date if specified in the
advice; or

(b) reduction of pay level — the employee will be provided with written advice that their
salary will be reduced. Reduction will take effect seven days after the advice
is issued or a later date if specified in the advice; or

(c) reduction of the employee’s classification — the employee will be provided with
written advice that their classification is to be reduced. Reduction will take
effect seven days after the advice is issued or a later date if specified in the
advice; or

(d) termination of employment —~ a notice of termination will be issued.
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SCHEDULE D - DISCIPLINARY PROCEDURES
1. Misconduct

The parties to this agreement recognise the importance of maintaining appropriate
standards of conduct. Any situations involving employee misconduct will be dealt with
as described below.

A manager may recommend disciplinary action where an employee has, or is alleged
to have, committed misconduct. This may include, but is not limited to, situations
where an employee:

o Wilfully fails to perform appropriate tasks aliocated to them by their
manager;

s Engages in conduct which is reasonably determined by the Employer to be
improper, or which would bring the organisation into disrepute;

« Fails to treat fellow employees with couriesy and respect;

« Engages in any conduct which gives rise to a conflict of interest with the
Employer;
Knowingly breaches any relevant Employer policy; and/or

» Is convicted of a serious criminal offence which may significantly harm the
Employer’s effective operation.

Procedures

Where a manager feels disciplinary action is warranted, they will immediately notify
the employee concerned in writing of the alleged misconduct. The manager will also
provide a written report to the CEO noting the details of the alleged misconduct.

The CEO may request an independent person of an appropriate leve! (the
investigating officer) to investigate the situation. The investigating officer may, or may
not, be an employee of the Employer.

The CEO may suspend the employee from work with pay during the period of the
investigation where the circumstances warrant suspension.

Role of the Investigating Officer

The employee will have the right to respond to the misconduct allegations, The
investigating officer must give a full and fair hearing to the employee. The employee
may choose a person to represent them throughout the investigation.

The investigating officer will investigate the matter as soon as possible following
receipt of a formal notification of alleged misconduct and will complete the
investigation within a reasonable period of time. What period of time might be
considered reasonable will be determined with good faith, having regard to the
interests of both the employer and the employes.

The investigating officer will review all available information and documentation, and
may interview any person who may have information relevant to the situation. The
investigating officer will carry out their responsibilities in a professional and impartial
manner. The investigation process will be fully documented.
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‘Results of the Investigation

The investigating officer will supply a written report to the CEO as soon as possible

after the completion of the investigation. If the investigating officer believes that the

employee did commit misconduct, the report may include recommendations such as:
+ No further action be taken; '

Appropriate counselling be undertaken;

The employee be formally warned;

The employee be transferred to other duties at the same level

The employee be demoted

The employee is to be dismissed.

* ®© @& & @

Decision of CEO

The CEOQ will, as soon as practicable following receipt of the report, make a decision
on the appropriate action(s) to be taken and will advise the employee in writing of the
decision and the reasons behind it.

The CEOQ’s aim will be to ensure that any penalty is appropriate to the seriousness of
the misconduct and may include dismissal.

Except where dismissal occurs, the employee will have the right to challenge the
decision using the dispute resolution procedures at Schedule C.

Termination of Employment Without Notice

Nothing in the disciplinary procedures prevents the Employer from terminating

an employee’s employment without notice for conduct which would justify summary
dismissal at common law, or as provided for in the FW Act.
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SCHEDULE E —~ SUPPORTED WAGE SYSTEM
Employees Eligible for a Supported Wage —

(a) Definition — This clause defines the conditions which will apply to employees
who, because of the effects of a disability, are eligible for a supported wage under
the terms of this agreement. In the context of this clause, the following definitions

will apply:

(i) 'Supported Wage System' means the Commonwealth Government system to
promote employment for people who cannot work at full award wages because of a
disability, as documented in "Supported Wage System: Guidelines and
Assessment Process”.

(i) 'Accredited Assessor' means a person accredited by the management unit
established by the Commonwealth under the Supported Wage System to perform
assessments of an individual's productive capacity within the Supported Wage
System.

(iii) 'Disability Support Pension' means the Commonwealth pension scheme to '
provide income security for persons with a disability as provided under the Social
Security Act 1991, as amended from time to time or any successor to that scheme.

(iv) 'Assessment Document' means the form provided for under the Supported
Wage System that records the assessment of the productive capacity of the person
to be employed under the Supported Wage System.

(b) Eligibility Criteria— Employees covered by this clause will be those who are
unable o

perform the range of duties {o the competence level required within the class of
work for which the employee is engaged under this agreement, because of the
effects of a disability on their productive capacity, and who meet the impairment
criteria for receipt of a Disability Support Pension.

(This clause does not apply to any existing employee who has a claim against the

employer which is subject to the provisions of workers' compensation legislation or
any provision of this agreement relating to the rehabilitation of employees who are
injured in the course of their current employment)

The agreement does not apply to employers in respect of their facility, program,
undertaking, service or the like which receives funding under the Disability Services
Act 1986 and fulfils the dual role of service provider and sheltered employer to
people with disabilities who are in receipt of or are eligible for a disability support
pension, except with respect to an Organisation which has received recognition
under section 10 or section 12A of the said Act, or if a part only has received
recognition, that part.

(¢) Supported Wage Rates — Employees o whom this clause applies shall be
paid the appropriate percentage of the minimum rate of pay prescribed by this
agreement for the class of work which the person is performing, according to the
following schedule:

Assessed capacity ' tF’ercentagé__of_pres_c-ri'l‘aiéélw B
(subclause (d)) _ rate
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A0 AL . I
20% 0%
0% | L 0%
40% B _ 40%

80% I ... S
0% o BO%

g% I
80% | 80%
90% T 90%

(Provided that the minimum amount payable shall be not less than $69.00 per
week.)

Where a person‘s-assessed-capacity is 10 per-cent, they shall-receive a-high-
degree of assistance and support.

(d) Assessment of Capacity — For the purpose of establishing the percentage
of the agreement rate to be paid to an employee under this agreement, the
productive capacity of the employee will be assessed in accordance with the
Supported Wage System and documented in an assessment instrument by either:

(i) the employer, and where requested by the employee, a union party to the
agreement, in consultation with the employee or, if desired, by any of these;

(i) the employer and an accredited Assessor from a panel agreed by the parties
to the agreement and the employes.

(e) Lodgement of Assessment Document —

(i) All assessment documents under the conditions of this clause, including the
appropriate percentage of the agreement wage to be paid to the employee, shall be
lodged by the employer with the Registrar of the Industrial Relations Commission.

(ii) All assessment documents shall be agreed and signed by the parties to the
assessment, provided that where requested by the employee, a union which is
party to the agreement but is not a party to the assessment will have the
assessment documents referred to the union by the Registrar by certified mail, and
the assessment will take effect unless an objection is notified to the Registrar within
ten working days.

() Review of Assessment — The assessment of the appropriate percentage
should be subject to annual review or earlier on the basis of a reasonable request
for a review. The process of review must be in accordance with the procedures for
assessing capacity under the Supported Wage System.

(g) Other Terms and Conditions of Employment — Where an assessment has
been made, the appropriate percentage will apply to the wage rate only.
Employees covered by the provisions of this clause will be entitled to the same
terms and conditions of employment as all other workers covered by this
agreement, paid on a pro rata basis.
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(h) Workplace Adjustment — An employer wishing to employ a person under
the provisions of this clause must take reasonable steps to make changes in the
workplace to enhance the employee's capacity to do the job. Changes may involve
redesign of job duties, working time arrangements and work Organisation in
consultation with other workers in the area.

(i) Trial Period—

(i) Inorder for an adequate assessment of the employee's capacity to be made,
an employer may employ a person under the provisions of this clause for a trial
period not exceeding 12 weeks, except that in some cases additional work
adjustment time (not exceeding 4 weeks) may be needed.

(i) During the trial period the assessment of capacity must be undertaken and the
proposed wage rate for a continuing employment relationship must be determined.

(i) The minimum amount payable to the employee during the trial period shall be
__ho less than an amount as set out in subclause (c) of this clause.

(iv) Work trials should include induction or training as appropriate to the job being
trialled.

(v) Where the employer and employee wish to establish a continuing employment
relationship following the completion of the trial period, a further coniract of
employment shall be entered into based on the outcome of assessment under
subclause (d) of this clause.
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SCHEDULE F — NATIONAL TRAINING WAGE

B.1 Title
This is the National Training Wage Schedule.

B.2 Definitions

In this schedule:
adult trainee is a frainee who would qualify for the highest minimum wage in Wage
Level A, B or C if covered by that wage level
approved training means the training specified in the training contract
Australian Qualifications Framework (AQF) is a national framework for
qualifications in post-compulsory education and training
out of school refers only fo periods out of school beyond Year 10 as at the first of
January in each year and is deemed to:
(a) include any period of schooling beyond Year 10 which was not part of or did
not contribute to a completed year of schooling;

(b)Y include any périod during which a trainee repeats in whole or part a' year of
schooling beyond Year 10; and
(c) not include any period during a calendar year in which a year of schooling is
completed

relevant State or Territory training authority means the bodies in the relevant
State or Territory which exercise approval powers in relation to traineeships and
register training contracts under the relevant State or Territory vocational education
and training legislation

relevant State or Territory vocational education and training legislation means
the following or any successor legislation:

Australian Capital Territory: Training and Tertiary Education Act 2003;

New South Wales: Apprenticeship and Traineeship Act 2001;

Northern Territory: Northern Territory Employment and Training Act 1991;
Queensland: Vocational Education, Training and Employment Act 2000;

South Australia: Training and Skills Development Act 2008;

Tasmania: Vocational Education and Training Act 1994;

Victoria: Education and Training Reform Act 2006; or

Western Australia: Vocational Education and Training Act 1996

trainee is an employee undertaking a traineeship under a training contract

traineeship means a system of training which has been approved by the relevant
State or Territory training authority, which meets the requirements of a training
package developed by the relevant Industry Skills Council and endorsed by the
National Quality Council, and which leads to an AQF certificate level qualification

training contract means an agreement for a traineeship made between an employer
and an employee which is registered with the relevant State or Territory training
authority

training package means the competency standards and associated assessment
guidelines for an AQF certificate level qualification which have been endorsed for an
industry or enterprise by the National Quality Council and placed on the National
Training Information Service with the approval of the Commonwealth, State and
Territory Ministers responsible for vocational education and training, and includes
any relevant replacement training package
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year 10 includes any year before Year 10

B.3 Coverage

B.3.1 Subject to clauses B.3.2 {0 B.3.6 of this schedule, this schedule applies in respect of
an employee covered by this award who is undertaking a traineeship whose training
package and AQF certificate level is allocated to a wage level by Appendix B1 to

this schedule or by clause B.3.4 of this schedule.

B.3.2 This schedule only applies to AQF Certificate Level IV traineeships for which a
relevant AQF Certificate Level lil traineeship is listed in Appendix B1 to this
schedule.

B.3.3 This schedule does not apply to the apprenticeship system or to any training program
which applies to the same occupation and achieves essentially the same training
outcome as an existing apprenticeship in an award as at 25 June 1997.

" B.3.4 This schedule does not apply to qualifications not identified in training packages or

to qualifications in training packages which are not identified as appropriate for a
traineeship.

B.3.5 Where the terms and conditions of this schadule conflict with other terms and
conditions of this award dealing with traineeships, the other terms and conditions of
this award prevail.

B.3.6 At the conclusion of the traineeship, this schedule ceases to apply to the employee.

B.4 Types of Traineeship
The following types of traineeship are available under this schedule:

B.4.1 a full-time traineeship based on 38 ordinary hours per week, with 20% of ordinary
hours being approved training; and

B.4.2 a part-time traineeship based on less than 38 ordinary hours per week, with 20% of
ordinary hours being approved training solely on-the-job or partly on-the-job and
partly off-the-job, or where training is fully off-the-job.

B.5 Minimum Wages

B.5.1 Minimum wages for full-4ime fraineeships

(a) Wage Level A

Subject to clause B.5.3 of this schedule, the minimum wages for a trainee
undertaking a full-time AQF Certificate Level I-li! traineeship whose training
package and AQF certificate levels are allocated to Wage Level A by
Appendix B1 are:

Highest year of schooling completed

Year 10 Year 11 Year 12

per week per week per week

$$%

School leaver 245.00 270.00 323.00
Plus 1 year out of school 270.00 323.00 375.00
Plus 2 years out of school 323.00 375.00 437.00
Plus 3 years out of school 375.00 437.00 500.00
Plus 4 years out of school 437.00 500.00
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Plus 5 or more years out of school 500.00

(b) Wage Level B

Subject to clause B.5.3 of this schedule, the minimum wages for a trainee
undertaking a full-time AQF Certificate Level [-1ll traineeship whose fraining
package and AQF certificate levels are allocated to Wage Level B by Appendix
B1 are;

Highest year of schooling completed

Year 10 Year 11 Year 12

per week per week per week

$69%

School leaver 245,00 270.00 313.00

Plus 1 year out of school 270.00 313.00 360.00
Plus 2 years out of school 313.00 360.00 423.00
Plus 3 years out of school 360.00 423.00 482.00
Plus 4 years out of school 423.00 482.00
Plus™s ormore years out of séhool482.00" — 7 o T T
(c) Wage Level C

Subject to clause B.5.3 of this schedule, the minimum wages for a trainee
undertaking a full-time AQF Certificate Level [-}Il fraineeship whose training
package and AQF certificate levels are allocated to Wage Level C by Appendix
B1 are:

Highest year of schooling completed

Year 10 Year 11 Year 12

per week per week per week

$8¢%

School leaver 245.00 270.00 312.00

Plus 1 year out of school 270.00 312.00 351.00
Plus 2 years out of school 312.00 351.00 392.00
Plus 3 years out of school 351.00 392.00 437.00
Plus 4 years out of school 392.00 437.00

Plus 5 or more years out of school 437.00

(d) AQF Certificate Level IV traineeships

(i} Subject to clause B.5.3 of this schedule, the minimum wages for a trainee
undertaking a full-time AQF Certificate Level 1V traineeship are the
minimum wages for the relevant full-time AQF Certificate Level ||
traineeship with the addition of 3.8% to those minimum wages.

(ii) Subject to clause B.5.3 of this schedule, the minimum wages for an adult
trainee undertaking a full-time AQF Certificate Level IV traineeship are

as follows, provided that the relevant wage level is that for the relevant

AQF Certificate Level [l traineeship:

Wage level First year of traineeship

Second and subsequent years of traineeship
per week per week

$$

Wage Level A 519.00 539.00

Wage Level B 500.00 519.00

Wage Leve! C 454,00 471.00

B.5.2 Minimum wages for part-time traineeships
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(a) Wage Level A

Subject to clauses B.5.2(f) and B.5.3 of this schedule, the minimum wages for
a trainee undertaking a part-time AQF Certificate Level I-Iil traineeship whose
training package and AQF certificate levels are allocated to Wage Level A by
Appendix B1 are:

Highest year of schooling completed
Year 10 Year 11 Year 12

per hour per hour per hour

$%8

School leaver 8.06 8.88 10.63

Plus 1 year out of school 8.88 10.63 12.34
Plus 2 years out of school 10.63 12.34 14.38
Plus 3 years out of school 12.34 14.38 16.45
Plus 4 years out of school 14.38 16.45

Pius 5 or more years out of school 16.45

(b) Wage Level B

Subject to clauses B.5.2(f) and B.5.3 of this schedule, the minimum wages for
a trainee undertaking a part-time AQF Certificate Level [-llI traineeship whose
training package and AQF certificate levels are allocated to Wage Level B by
Appendix B1 are;

Highest year of schooling completed
Year 10 Year 11 Year 12

per hour per hour per hour

$$8

School leaver 8.06 8.88 10.30

Pius 1 year out of school 8.88 10.30 11.84
Plus 2 years out of school 10.30 11.84 13.91
Plus 3 years out of school 11.84 13.91 15.86
Plus 4 years out of school 13.91 15.86

Plus 5 or more years out of school 15.86

{c) Wage Level C

Subject to clauses B.5.2(f) and B.5.3 of this schedule, the minimum wages for
a trainee undertaking a part-time AQF Certificate Leve! I-ll traineeship whose
training package and AQF cettificate levels are allocated to Wage Level C by
Appendix B1 are:

Highest year of schooling completed
Year 10 Year 11 Year 12

per hour per hour per hour

$89%

School feaver 8,06 8.88 10.26

Plus 1 year out of school 8.88 10.26 11.55
Plus 2 years out of school 10.26 11.55 12.89
Plus 3 years out of school 11.55 12.89 14.38

Highest year of schooling completed
Year 10 Year 11 Year 12

per hour per hour per hour

$%8

Plus 4 years out of schoo! 12.89 14.38
Plus 5 or more years out of school 14.38
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(d) School-based traineeships

Subject to clauses B.5.2(f) and B.5.3 of this schedule, the minimum wages for
a trainee undertaking a school-based AQF Certificate Level I-Ill traineeship
whose fraining package and AQF certificate levels are allocated to Wage
Levels A, B or C by Appendix B1 are as follows when the trainee works
ordinary hours:

Year of schooling
Year 11 or lower Year 12
per hour per hour

8.06 8.88

(e) AQF Certificate Level [V traineeships

{i) Subject to clauses B.5.2(f) and B.5.3 of this schedule, the minimum
wages for a trainee undertaking a part-time AQF Certificate Level IV
traineeship are the minimum wages for the relevant pari-time AQF
Certificate Level [l traineeship with the addition of 3.8% fo those
minimum wages. R

(ii) Subject to clauses B.5.2(f) and B.5.3 of this schedule, the minimum
wages for an adult trainee undertaking a pari-time AQF Cettificate Level
IV traineeship are as follows, provided that the relevant wage level is that
for the relevant AQF Certificate Level lll traineeship:

Wage level First year of

traineeship

Second and

subsequent years

of traineeship

per hour per hour

$$

Wage Level A 17.07 17.73

Woage Level B 16.45 17.07

Woage Level C 14.93 15.49

(f) Calculating the actual minimum wage

(i) Where the full-time ordinary hours of work are not 38 or an average of
38 per week, the appropriate hourly minimum wage is obtained by
multiplying the relevant minimum wage in clauses B.5.2(a)—(e) of this schedule by 38 and
then dividing the figure obtained by the full-time

ordinary hours of work per week.

(if) Where the approved training for a part-time traineeship is provided fully
off-the-job by a registered training organisation, for example at school or
at TAFE, the relevant minimum wage in clauses B.5.2(a)-(e) of this
schedule applies to each ordinary hour worked by the trainee.

(iii) Where the approved training for a part-time traineeship is undertaken
solely on-the-job or partly on-the-job and partly off-the-job, the relevant
minimum wage in clauses B.5.2(a)—(e) of this schedule minus 20%
applies to each ordinary hour worked by the trainee.

B.5.3 Other minimum wage provisions

(a) An employee who was employed by an employer immediately prior to
becoming a trainee with that employer must not suffer a reduction in their
minimum wage per week or per hour by virtue of becoming a trainee. Casual
loadings will be disregarded when determining whether the employee has
suffered a reduction in their minimum wage.

(b) If a qualification is converted from an AQF Certificate Leve! Il io an AQF
Certificate Level I traineeship, or from an AQF Certificate Level il to an
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AQF Certificate Level IV traineeship, then the trainee must be paid the next
highest minimum wage provided in this schedule, where a higher minimum
wage is provided for the new AQF certificate level.

B.5.4 Default wage rate

The minimum wage for a trainee undertaking an AQF Certificate Level -l
traineeship whose training package and AQF certificate level are not allocated {o a
wage level by Appendix B1 is the relevant minimum wage under this schedule for a
trainee undertaking an AQF Ceriificate to Level [-lil tfraineeship whose fraining
package and AQF certificate level are allocated to Wage Level B.

B.6 Employment conditions

B.8.1 A trainee undertaking a school-based traineeship may, with the agreement of the
trainee, be paid an additional loading of 25% on all ordinary hours worked instead of
paid annual leave, paid personallcarer’s leave and paid absence on public holidays,
provided that where the trainee works on a public holiday then the public holiday
provisions of this award apply.

-..-B.8.2 Atrainee is entitled to be released from work without loss of continuity of

employment and to payment of the appropriate wages to attend any training and
assessment specified in, or associated with, the training contract.

B.6.3 Time spent by a trainee, other than a trainee undertaking a school- based traineeship,
in attending any training and assessment specified in, or associated with, the training
coniract is to be regarded as time worked for the employer for the purposes of

calculating the trainee’s wages and determining the trainee’s employment conditions.

B.6.4 Subject to clause B.3.5 of this schedule, all other terms and conditions of this award
apply to a trainee unless specifically varied by this schedule.

Appendix B1: Allocation of Traineeships to Wage Levels

The wage levels applying to training packages and their AQF certificate levels are:
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Allocation of Traineeships to Wage Levels

The wage levels applying to training packages and their AQF certificate levels are:

B1.
1

Wage Level A
Training package

Aeroskills
Aviation

Beauty
Business Services

Chemical, Hydrocarbons and Refining
Civil Construction

Coal Training Package

Community Services

Construction, Plumbing and Services
Integrated Framework

Correctional Services

Drilling

Electricity Supply Industry—Generation
Sector

Electricity Supply Industry—Transmission,

Distribution and Rail Sector
Electrotechnology

Financial Services

Floristry
Food Processing Industry

AQF certificate level

i
|

i

-
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Il
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i
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i
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I

[t 111 (in Western Australia only)
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L
Il {in Western Australia only)
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