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Application for approval of the Australian Agency for International Development Enterprise
Agreement 2011-14.

[1]  An application has been made for approval of an enterprise agreement known as the
Australian Agency for International Development Enterprise Agreement 2011-2014
(Agreement). The application was made pursuant to s.185 of the Fair Work Act 2009 (Act).
The Agreement is a single-enterprise agreement.

[2] | am satisfied that each of the requirements of ss.186, 187 and 188 of the Act as are
relevant to this application for approval have been met.

[3] The Agreement is approved and, in accordance with s.54 of the Act, will operate from
28 November 2011. The nominal expiry date of the Agreement is 30 June 2014.
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“Enterprise
Agreement
Policy”

 “Family”

“Foster Child”

“Household”

“Manager”
“Month”
IIN ES"

“Non-ongoing
employee”

“De facto
Partner”

“Pay point”

“Service for all
purposes”

“Year”

means a document that supports application or administration of this
Enterprise Agreement

e a spouse or de facto partner of the employee irrespective of
gender (including a former spouse or de facto partner); and/or

e achild (including an adopted child, a step-child, a foster child, or
an ex-nuptial child), parent, grandparent, grandchild or sibling of
the employee; and/or

e achild (including an adopted child, a step-child, a foster child or
an ex-nuptial child), parent, grandparent, grandchild or sibling of
the employee’s spouse or de facto pariner;

¢ a member of an employee’s household; and/or

o traditional kinship where there is a relationship or obligation,
under the customs and traditions of the community or group to
which the employee belongs

means a child for whom the employee has assumed primary
responsibility for the long term care of the child who is, or will be,
under 16 years of age and the child is not {(otherwise than because
of the fostering) a child of the employee or the empioyee’s spouse or
de facto partner

means a person who is not a family member who genuinely resides
at the same domestic address as the employee and who has a
personal relationship with the employee

means a supervisor not below the level of APS6

unless otherwise specified is a calendar month

means the National Employment Standards

means an employee who is engaged for:

e 3 specified term; or

e the duration of a specified task; or

e duties which are irregular or intermittent (casual employee)

means, in relation to a person who is a member of a couple, the
other member of the couple (including a former spouse and
irrespective of whether the members of the couple are of the same
sex or different sexes)

is the salary point within the salary range for a classification level
which is the substantive salary payable to an employee

Means in the case of paid leave, leave which counts towards the
accrual of personal, annual and long service leave credits only; and

in the case of unpaid leave, means leave which counts towards the
accrual of personal and long service leave credits only

unless otherwise specified is a calendar year.
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3

Interpretations
For the purposes of this Agreement, unless the contrary appears:

(a) words in the singular include the plural and words in the plural include the
singular;

(b) clause headings are inserted for convenient reference only and have no
effect in limiting or extending the language of provisions to which they refer;

(c) all references to dollars are to Australian dollars; and

(d) a reference to any legislation or legislative provision includes any statutory
modification, substitution or re-enactment of such legislation or legislative
provision.

Parties Bound
This Agreement is made under Part 2-4 of the Fair Work Act 2009 and covers:
(a) the Director General of AusAlD;

(b) all non-SES, APS employees of AusAID employed under the Public Service
Act 1999 except those employees who are covered by an-Australian
Workplace Agreement or employees whose salary is paid by another
organisation; and

(c) the Community and Public Sector Union (subject to complying with section
183 of the Fair Work Act 2009).

Operation of the Agreement

This Agreement will come into operation seven (7) days after it is approved by
Fair Work Australia. The nominal expiry date of the Agreement will be 30 June
2014.

No Extra Claims

From the commencement of this Agreement, a person or organisation covered
by the Agreement will not pursue further claims for terms and conditions of
employment that would have effect during the period of operation of this
Agreement, except where consistent with the terms of this Agreement.

Variation of Agreement

The parties acknowledge that this Agreement may be varied. In the event that
variations to this Agreement are considered necessary by the parties, and there
is agreement on the variations between the parties, application will be made to
Fair Work Australia to vary this Agreement pursuant to Part 2-4 Division 7 of the
Fair Work Act 2009.

AusAID Enterprise Agreement 2011-2014
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8.1.
8.2.

8.3.

8.4.

9.2.

Relationship to Awards, Agreements and Legislation
This Agreement operates to the exclusion of Awards.

It is acknowledged that employment in the Agency is in accordance with the
provisions of various Acts (including regulations, directions, rules or instruments
made under those Acts) as may be amended from time to time including:

(a) Public Service Act 1999;

(b) Fair Work Act 2009;

(c) Long Service Leave (Commonwealth Employees) Act 1976;
(d) Maternity Leave (Commonwealth Employees) Act 1973;

(e) Superannuation Act 1976;

(f) Superannuation Act 1990;

(g) Superannuation Act 2005;

(h) Superannuation (Productivity Benefit) Act 1988;

(i) Superannuation Benefits (Supervisory Mechanisms) Act 1990;
() Safety, Rehabilitation and Compensation Act 1988;

(k) Occupational Health and Safety Act 1991;

(I) Public Employment (Consequential and Transitional Amendment) Act 1999;
(m) Age Discrimination Act 2004;

(n) Disability Discrimination Act 1992;

(o) Racial Discrimination Act 1975;

(o) Sex Discrimination Act 1984; and

(q) Human Rights and Equal Opportunity Commission Act 1986.

This Agreement states the terms and conditions of employment of the employees
covered by this Agreement other than terms and conditions applying under a
relevant Commonwealth law or implied at common law.

The parties to this Agreement agree that, should special and extraordinary
circumstances arise during the life of this Agreement or where legislative change
affects employees’ conditions of employment; they will confer to ensure that the
objectives of the Agreement continue to be achieved.

Associated Enterprise Agreement Policies

From time to time Enterprise Agreement Policies may be developed to support
the application of employees’ entitlements and/or conditions of employment
contained in the Agreement.

Policies will not alter employees’ entitlements and/or conditions of employment
contained in the Agreement.

AusAID Enterprise Agreement 2011-2014
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9.3.  All policies and delegations associated with this Agreement will contain
commencement dates and be co-located with the Agreement wherever possible
and accessible by all staff.

10 Delegation

10.1. The Director General may delegate any or all of his or her powers and functions
under this Agreement and may do so subject to limitations on the extent of the
delegation. No such delegation shall prevent the personal exercise by the
Director General of a power or function so delegated.

10.2. The delegations and delegates appropriate to each of the Director General’s
powers and functions contained in this Agreement are listed in the AusAID
Delegations Matrix, which are updated from time to time.

11 Flexibility Agreements

11.1. The Director General and employees covered by this Enterprise Agreement may
agree to make an individual flexibility arrangement to vary the effect of terms of
the agreement if:

(a) the agreement deals with one (1) or more of the following matters:
i arrangements about when work is performed;
ii overtime rates;
ii penalty rates;
iv allowances;
v remuneration; and/or
vi leave; and

(b) the arrangement meets the genuine needs of AusAID and an employee in
relation to one (1) or more of the matters mentioned in paragraph (a); and

(c) the arrangement is genuinely agreed to by AusAID and the employee.

11.2. The Director General must ensure that the terms of the individual flexibility
arrangement:

(a) are about permitted matters under section 172 of the Fair Work Act 2009;
and

(b) are not unlawful terms under section 194 of the Fair Work Act 2009; and

(c) result in the employee being better off overall than the employee would be if
no arrangement was made.

11.3. The Director General must ensure that the individual flexibility arrangement:
(a) is in writing; and
(b) iricludes the name of the employer and employee; and

(c) is signed by the Director General and employee and if the employee is
under 18 years of age, signed by a parent or guardian of the employee; and

AusAID Enterprise Agreement 2011-2014
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11.5.

12

12.1.

12.2.

12.3.

12.4.

12.5.

12.6.

(d) includes details of:
i the terms of the Agreement that will be varied by the arrangement; and
ii how the arrangement will vary the effect of the terms; and

iii how the employee will be better off overall in relation to the terms and
conditions of his or her employment as a result of the arrangement; and

(e) states the day on which the arrangement commences and, where
applicable, when the arrangement ceases.

The Director General must give the employee a copy of the individual flexibility
arrangement within fourteen (14) days after it is agreed to.

The Director General or employee may terminate the individual flexibility
arrangement: :

(a) by giving no more than twenty eight (28) days written notice to the other
party to the arrangement; or

(b) if the Director General and employee agree in writing — at any time.

Consultation

AusAID is committed to consulting directly with employees about workplace
matters that have a significant effect on them

Significant effects include:
(a) termination of employment

(b) major changes in the composition, operation or size of the Agency's
workforce or in the skills required;

(c) the elimination or diminution of job opportunities, promotion opportunities or
job tenure;

(d) significant alternation in hours of work;

(e) the need to retrain employees;

(f) the need to relocate employees to another workplace; and
(g) the major restructuring of jobs.

Consultation includes the sharing of information, unless confidential or
commercially sensitive, and providing a genuine opportunity for employees and
their representatives to put their views to the appropriate decision maker and for
those views to be properly considered before a decision is made.

The parties will consult on workplace issues that arise. The nature and method of
consultation will be consistent with the significance of the affect the workplace
issue may have on an employee

An employee or, where they choose, their representative, may at any time raise
issues directly with the Agency progressing any issues first through the
employee’s manager.

AusAID uses a range of means to communicate and consult with employees and
their representatives to address workplace issues. The means of communication

AusAID Enterprise Agreement 2011-2014
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12.7.

13

13.1.

13.2.

14

14.1.

14.2.

14.3.

14.4.

for consultation used by AusAlD will be appropriate o the nature and impact of
the workplace issue.

The parties acknowledge there may be circumstances where the Director-
General is not able to consult with employees prior to a decision being made. In
these circumstances the Director-General, or an employee nominated by the
Director-General, will inform employees as soon as possible after the decision
has been made and explain the grounds for not consulting as would normally be
expected.

Representation

In any matter arising under this Agreement, an employee may have an employee
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.

Employee representatives will be provided with reasonable access to appropriate
training and support to perform their function and will not suffer any employment
related detriment as a resuit of performing their representative function.

The AusAID Consultative Forum

To facilitate consultation, AusAlD will continue to maintain the AusAID
Consultative Forum (ACF).

The ACF is the chief consultative body for all matters involving conditions of
employment for employees covered by this Agreement. The ACF will provide a
forum for:

(a) considering and developing means of improving the quality of the work
environment;

(b) addressing matters of employment concern, including those arising from
the implementation and operation of this Agreement; and

(c) such other responsibilities as are assigned to the ACF under the terms of
this Agreement.

The ACF is made up of representatives of AusAlD and staff, ahd will meet at
least four (4) times annually. Membership of the ACF will be constituted as
follows:

(a) of AusAID management and employee representatives, at least fifty (50)
per cent will be employee representatives;

(b) of employee representatives, at least fifty (50) per cent will be nominated by
the Staff Delegates Committee; and

In addition, representatives of any relevant union may attend ACF meetings in
a non-voting capacity.

AusAID will provide support and facilities to ACF AusAID management and
employee members through:

AusAID Enterprise Agreement 2011-2014
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14.5.

14.6.

15

15.1.

15.2.

15.3.

(a) allowing them reasonable time away from their normal duties to prepare for
and participate in ACF business and to communicate outcomes to their
constituents;

(b) treating ACF related work as a part of employees’ normal duty and
reflecting this in employees’ individual performance agreements; and

(c) training and support to assist them to undertake their role effectively.

The ACF Guidelines outlined the agreed consultative processes consistent with
clause 12.

The ACF will be reviewed during the life of the agreement as part of an overall
assessment of Agency governance arrangements.

Review of Actions

Where an employee wishes to request a review of an action taken in relation to
conditions of employment they may request an internal review. It is the
responsibility of the parties to this Agreement to take reasonable and genuine
steps to prevent or resolve concerns by discussion and, if necessary, by
negotiation. In each instance the steps taken shall be timely and appropriate to
the early settlement of the particular action under review.

Where an employee requests an internal review, the employee may discuss the
matter with his or her immediate manager. In circumstances where the matter
may relate to the behaviour or actions of the immediate manager, and it would be
inappropriate to discuss the matter at that level, the employee may discuss the
matter with a higher level of management.

An employee may seek a review of actions that relates to their employment
under section 33 of the Public Service Act 1999 at any time.

AusAID Enterprise Agreement 2011-2014
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~ AIMS AND VALUES

16
16.1.

Purpose

The parties agree that the maintenance of and adherence to agreed terms and
conditions of employment is a key component of good workplace relations and a
dispute free workplace. With this in mind, the AusAlID intent is to allow this
Agreement to continue until such time as it is replaced by another Enterprise
Agreement.

16.2. This Agreement aims to promote AusAID as an ‘employer of choice’ by:

17

17.1.

(a) providing remuneration and conditions that will attract and retain highly
effective people in all job classifications;

(b) providing fair and equitable conditions of employment;
(c) recognising the unique contribution of Indigenous employees;

(d) fostering a working environment that promotes a balance of work and
personal life that recognises both individual and organisation needs;

(e) providing formal mechanisms for communicating and consulting with staff
about workplace matters that affect them;

(f) encouraging, recognising and rewarding professionalism and innovation;
(g) continuing improvement of people management and leadership skills;
(h) continuing efforts to adopt efficient work practices and systems;

(i) providing flexibility in workplace arrangements, working hours and leave;

(j) streamlining the administration of personnel management and conditions of
service;

(k) maintaining a healthy working environment;
() supporting staff representatives; and

(m)recognising and valuing workplace diversity.

Positive Work Culture

The Director General and AusAlD managers recognise that employees are
AusAlID’s most valuable resource. Managers in AusAlID will:

(a) be fully conversant with, and uphold the principles and provisions of this
Agreement and other supporting policies, guidelines and instructions;

(b) provide employees with the tools they need to do their work efficiently,
effectively and creatively;

(c) regularly review and prioritise workloads to ensure that staffing levels and
classifications are appropriate to achieve desired outcomes and do not
negatively impact on employees;

(d) encourage, acknowledge and reward good performance; and

(e) display the highest standards of behaviour and role-model the APS values.

AusAID Enterprise Agreement 2011-2014
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18
18.1.

18.2.

19
19.1.

19.2.

19.3.

Safe and Accessible Workplace

AusAID is committed to providing a respectful, safe and positive workplace. The
Agency strives to promote and maintain a safe workplace and work environment
free from bullying, harassment, excessive workload and excessive unsafe hours.
Work, health and safety (WHS) measures and protection from bullying and
harassment will be facilitated by appropriate measures including Health and
Safety Management Arrangements or arrangements as otherwise directed under
relevant WHS legislation. The Agency will maintain Designated Work Group
Health and Safety Representatives (HRS) and manage WHS through
consultations with staff and staff representatives. The Agency will aim to fill
vacant HSR positions within three months and will raise awareness of WHS
responsibilities across the organisation.

The Agency will:

(a) conduct and maintain a health and wellbeing program including influenza
vaccinations and healthy living activities (e.g. eye glasses testing);

(b) provide access by employees and their families to the Employee
Assistance Program, and provide access to specialist critical incident
debriefing to employees as required; and

(c) continue to respond to WHS issues as they arise working with HSRs and
where relevant staff workplace representatives.

Workplace Diversity

Recognising the value of a diverse and multitalented workforce, AusAlD will
develop a Diversity Strategy to promote the principles and practice of workplace
diversity. As part of the Strategy AusAID will seek to recognise the contributions
of mature age workers, including strategies to attract and retain skilled and
experienced mature age workers.

AusAID launched a renewed Reconciliation Action Plan (RAP) in 2011 which is
publically available. Progress will be reported to staff and Reconciliation
Australia. In 2011 the Agency also launched an /ndigenous Employment Strategy
outlining tangible commitments to increase Aboriginal and Torres Strait Islander
employment in the Agency. The Agency will continue to support the Indigenous
Employees Network as a key body assisting AusAID to implement and monitor
Commitments in the RAP and IES.

AusAID is committed to ensuring an accessible workplace for employees with a
disability. In 2011 AusAlID will consult on a renewed Disability Action Plan and
will launch the document in the first quarter of 2012. Implementation of initiatives
under this Plan will ensure employees with a disability are supported to reach
their full potential. The Agency will:

(a) provide reasonable adjustments for employees with disability, following
consultation with the relevant employee with disability on options and
preferences for such reasonable accommodation;

(b) ensure that AusAlID management and staff are aware of, and are assisted
to access relevant schemes such as supported wages scheme, and the
workplace modifications scheme as relevant;

(c) ensure that employees (particularly those with disability) are consulted and
given opportunity to input into AusAlID's Disability Action Plan; and

AusAID Enterprise Agreement 2011-2014
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20
20.1.

21
21.1.

21.2.

21.3.

22
22.1.

22.2.

23
23.1.

Anti-Discrimination

AusAID management and staff will work to prevent and eliminate discrimination
on the basis of race, colour, sex, gender, sexual orientation, age, disability,
marital status, family responsibilities, pregnancy, religion, political opinion,
national extraction, caste or social origin consistent with the Fair Work Act 2009,
the Public Service Act 1999 and other applicable legislation.

Elimination of Harassment and Bullying

AusAID employees are entitled to work in an environment that is free of
harassment and bullying. Harassment and bullying and discrimination are
unacceptable in the Agency and against the APS Values and Code of Conduct.
The Agency is committed to providing an environment free from harassment,
bullying or discrimination. Managers and supervisors will be alert to diversity
issues in the workplace and take timely action to respond to reported or observed
harassment, bullying or discrimination. The Agency does not tolerate behaviour
which undermines morale and productivity. In circumstances where harassment,
bullying or discrimination issues arise, the Agency will take prompt action to
address the specific issues. )

Procedures for determining breaches of the Code of Conduct will be in
accordance with procedural fairness and natural justice.

Over the life of this agreement AusAlID will develop a process to support, train
and implement a network of Harassment Contact Officers. The Agency will
ensure they receive paid time training, appropriate allowances and paid time to
deal with cases of bullying or harassment, and support from management to
carry out their functions fairly and impartially.

Learning and Development

AusAID is committed to maintaining its reputation as a learning organisation, and
actively supports learning and development opportunities for employees.
Employee needs will be balanced against organisational requirements and
availability of opportunities. It is expected that AusAlD’s employees and their
managers will identify learning and development needs and opportunities as part
of the performance management process. Learning and developmentis
supported by the AusAlID policy Professional Development.

AusAID will pay, subject to approval, professional association membership costs
and/or accreditation or registration fees and any associated professional
development and training costs or other fees for employees undertaking duties or
responsibilities that require professional skills, and the maintenance of
membership of the relevant professional association, accreditation or registration.
In addition, AusAlID will pay for professional association membership costs
and/or accreditation or registration fees where such membership is considered to
provide a direct benefit to the Agency.

Work/Life Balance

AusAID commits to providing employees with a work/life balance that recognises
the family, caring, and other personal commitments of employees. In keeping
with that commitment, this Agreement contains measures and mechanisms to

AusAID Enterprise Agreement 2011-2014
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23.2.

23.3.

23.4.

24
24 1.

25
25.1.

26
26.1.

26.2.

assist staff and their managers achieve that balance. These include but are not
limited to:

(a) access to part-time work

(b) job sharing

(c) purchased leave

(d) annual leave at half pay

(e) working from home

(f) compressed hours, and

(g) maternity leave provisions and paid parental leave.

In making decisions about access to measures and entitlements, the employer
will give priority to the importance of employees achieving work/life balance,
while balancing operational requirements.

In making decisions about access to these measures and entitlements, the
employer will only deny an employee’s request where there are demonstrable
operational and security reasons for doing so.

Where a formal request is denied:

(a) the employer will meet the employee and where they choose, their
representative, to consider alternative measures which might be accessed
to meet the needs of the employee; and

(b) the employer shall give the reasons for the decision in writing.

Unavoidable Care Costs

AusAID may reimburse reasonable, unavoidable, additional costs associated
with the care of a dependent for an employee who is directed to undertake official
AusAID business outside of the employee’s normal working arrangements.
Details are contained in AusAlID’s policy on Balancing Work and Life.

Commitment to Environmental Management

AusAID and its employees are committed to developing and implementing
measures to improve the environmental sustainability of AusAID operations,
including measures to address global warming. AusAID will implement
measures to give effect to this commitment and employees will take personal
responsibility for recycling and reducing unnecessary energy usage. In addition
AusAID and employees will commit to the reduction in printing throughout the
Agency, ensuring printing is double-sided and reducing colour printing.

Employer Assisted Childcare

The AusAID Five Year Property Strategy 2011 shall include consideration of the
potential for the establishment of on-site childcare facilities in the selection of
future property arrangements.

AusAID shall establish a review of comprehensive measures for employer
assisted childcare. The review will be conducted by a joint working party
reporting to the ACF.

AusAID Enterprise Agreement 2011-2014
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26.3.

27

27 1.

27.2.

27.3.

27.4.

28

28.1.

28.2.
28.3.

The review shall be informed by the outcomes of the Strategy and deliver its
conclusions in support of employer assisted childcare initiatives by the end of the
financial year 2011-2012.

Freedom of Association

The parties recognise that employees are free to choose to join or not join a
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 have their
industrial interests represented by that union and to participate in lawful union
activities, subject to the terms of this Agreement and the relevant industrial
legislation.

AusAID will invite authorised employee representatives to present a formal
session in induction programs for new employees. The session will provide new
starters with information about the representatives and an opportunity to become
a member. New employees will attend this session on paid time, as a normal
part of their induction. The session will constitute a reasonable presentation, up
to 30 minutes, or otherwise as agreed by the parties.

Where requested, the Agency will release an authorised delegate on paid time to
assist in presenting the formal session.

Workplace Delegates

The role of union workplace delegates and other elected union representatives is
to be respected and facilitated.

Agencies and union workplace delegates must deal with each other in good faith.

In discharging their representative roles at the workplace level, the rights of union
workplace delegates include but are not limited to:

(a) the right to be treated fairly and to perform their role as workplace
delegates without any discrimination in their employment;

(b) recognition by the Agency that endorsed workplace delegates speak on
behalf of their members in the workplace;

(c) the right to participate in collective bargaining on behalf of those whom they
represent, as per the Fair Work Act 2009;

(d) the right to reasonable paid time to provide information to and seek
feedback from employees in the workplace on workplace relations matters
at the Agency during normal working hours;

(e) the right to email employees in their workplace to provide information and
seek feedback, subject to individual employees exercising a right to opt out;

(f) undertaking their role and having union representation on an Agency’s
workplace relations consultative committee;

(g) reasonable access to Agency facilities (including telephone, facsimile,
photocopying, internet and email facilities, meeting rooms, lunch rooms, tea
rooms and other areas where employees meet) for the purpose of carrying
out work as a delegate and consulting with members and other interested
employees and the union, subject to Agency policies and protocols;

AusAID Enterprise Agreement 2011-2014
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(h) the right to address new employees about union membership at the time
they enter employment;

(i) the right to consultation, and access to relevant information about the
workplace and the Agency; and

(j) the right to reasonable paid time to represent the interests of members to
the employer and industrial tribunals.

28.4. Indischarging any roles that may involve undertaking union business, the rights
of union workplace delegates include but are not limited to:

(a) reasonable paid time during normal working hours to consult with other
delegates and union officials in the workplace, and receive advice and
assistance from union staff and officials in the workplace;

(b) reasonable access to appropriate training in workplace relations matters
including training provided by a union; and

(c) reasonable paid time off to represent union members in the Agency at
relevant union forums.

28.5. In exercising their rights, workplace delegates and unions will consider
operational issues, Agency policies and guidelines and the likely affect on the
efficient operation of the Agency and the provision of services by the
Commonwealth.

28.6. For the avoidance of doubt, elected union representatives include APS
employees elected to represent union members in representative forums, for
example: CPSU Section Secretaries, Governing Councillors and Section
Councillors, and Association of Professional Engineers, Scientists and Managers
Australia Government Division Committee members.

AusAID Enterprise Agreement 2011-2014
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~ CLASSIFICATION AND REMUNERATION

29
29.1.

30
30.1.

31
31.1.

32
32.1.

32.2.

33
33.1.

33.2.

Classification Structure

Classification levels for positions in AusAID will be determined in accordance
with AusAID’s Work Level Standards for the APS eight level structure. Changes
to the Work Level Standards will only be made after consultation with employees
and, where they choose, their representatives.

Graduates

An AusAID Graduate will be engaged as an ongoing employee at the first pay
point of the AusAID Graduate Broadband. Upon successful completion of the
first two rotations of the AusAID Graduate Development Program, an AusAlID
Graduate will move to the second pay point of the AusAID Graduate Broadband.
Upon successful completion of the AusAID Graduate Development Program, an
AusAID Graduate will move to the third pay point of the AusAID Graduate
Broadband. Successful completion means a ‘Fully Effective’ or higher
performance rating across all rotations. The Graduate Broadband is equivalent
to APS3/APS4 classification levels.

Trainees

Trainee APS employees will be assigned a classification as an APS1 and
undertake a course of study determined by the Director General. Trainees will be
employed on a non-ongoing basis for up to twelve (12) months.

Remuneration Strategy
Employees will receive increases to base salary from:

- the beginning of the first full pay period commencing on or after the date of
commencement of this Agreement

- The beginning of the first full pay period after 1 July 2012, and
- The beginning of the first full pay period day after 1 July 2013.

The salary rates that will be paid as a result of these increases are detailed at
Annex 1.

Overseas Conditions of Service

The Director General may determine additional conditions of service for

employees working overseas on a long term posting as contained in AusAlD’s
Overseas Conditions of Service Policy.

Assistance and rates of allowances applicable to overseas service are reviewed
and adjusted by the Director General from time to time having regard to advice
about changes in the costs incurred by employees who are performing duty
overseas. Other than routine and administrative adjustments, changes to the
overseas conditions and entitlements will be made, subject to security

AusAID Enterprise Agreement 2011-2014
19



33.3.

34

34.1.

34.2.

34.3.

35

35.1.

36

36.1.

37

37.1.

38

38.1.

38.2.

38.3.

requirements, in accordance with the consultation mechanisms specified in
clauses 12 and 14.

Procedures for Dispute Resolution and Prevention (clause 103) and Review of
Internal Decisions (clause 15) apply to the AusAID Overseas Conditions of
Service Policy.

Salary Packaging

Salary packaging enables employees to pay for a range of approved benefits
using pre-tax salary. An employee will have access to salary packaging on a
salary sacrifice basis through AusAID’s nominated provider. An employee may
choose to sacrifice up to 100 per cent of his/her base salary (excluding
allowances), for benefits in accordance with AusAlD’s Policy on Salary
Packaging.

An employee will meet any fringe benefits tax and administrative costs incurred
as a result of remuneration packaging under this clause.

For all purposes under this Agreement, the employee’s salary shall be calculated
as if the salary packaging arrangements had not been in place.

Payment of Salary

Employees will be paid fortnightly in arrears. The formula for calculating the
fortnightly rate of pay is provided at Annex 2.

Part-Time Employees

Remuneration and other benefits for part-time employees will be calculated
according to hours worked, on a pro-rata basis, apart from those benefits in the
nature of reimbursement, where pari-time employees will receive the same
amount as full time employees.

Casual Employees

Casual employees are entitled to a salary loading of 20% in lieu of all paid leave
except long service leave.

Superannuation

AusAID will make compulsory employer contributions as required by the
applicable legislation and fund requirements.

Employer contributions to the Public Sector Superannuation accumulation

plan (PSSap) will be 15.4% of the employee’s fortnightly contribution salary [or
ordinary time earnings]. Employer contributions for employees in other
accumulation schemes will be at the same rate as for employees in PSSap.
Employer contributions will not be reduced by any other contributions made
through salary sacrifice arrangements. This clause does not apply where a
superannuation fund cannot accept employer superannuation contributions (e.g.
unable to accept contributions for people aged over 75).

Employer superannuation contributions will not be paid on behalf of employees
during periods of unpaid leave that does not count as service (with the exception
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of parental leave, maternity leave, adoption leave and foster care leave), unless
otherwise prescribed by legislation.

Employer contributions paid under subclause 38.3 will be calculated using the
employee's salary for superannuation purposes applicable on the day before the
employee commenced the period of unpaid maternity, adoption, supporting
partner and foster care leave.

Superannuation choice is limited to complying superannuation funds that allow
employee and/or employer contributions to be paid through fortnightly electronic
funds transfer using a file generated by AusAlD's payroll system.

Employees over the age of 70 will receive a superannuation allowance, where
the agency is not permitted by any Commonwealth law to pay all of the employer
contribution fo the employee’s superannuation fund. The superannuation
allowance payable to the employee will be the equivalent to the gross amount the
Agency would have paid if the employee was entitled to receive employer
superannuation contributions, less any contribution amount accepted to the
employee’s superannuation fund. This allowance will be taxable and will be paid
fortnightly with salary. The allowance will not count as salary for any purpose.

Salary on Engagement, Promotion or Transfer

Employees will be paid at the base point of the relevant classification unless on
the request of the employee, the Director General approves payment of a higher
salary within the relevant classification level having regard to the experience,
qualifications and skills of the employee and their likely corporate contribution.
This will apply:

(a) on engagement to AusAiID;
(b) when promoted to AusAID from another Agency; or
(c) when promoted within AusAlID.

A person transferring to AusAID from an APS Agency at the same classification
level whose salary in their previous APS Agency (current salary) exceeds the
salary attached to the relevant AusAlD classification, will be maintained on their
current salary until such time as their current salary is absorbed by AusAlD pay
increases.

Where at the time of promotion or engagement an employee’s salary is set at an
incorrect salary within the applicable salary scale, the Director General may
determine, in writing, the payment of the correct salary to the employee including
back pay.

Salary on Reduction

Where an employee requests in writing, or agrees to a request in writing, to
perform work at a lower classification level either temporarily or permanently,
salary will be determined by the Director General at a rate applicable to the lower
level for the period specified.

In determining salary within the lower classification, the Director General will
have regard to the experience, qualifications and skills of the employee, and the
circumstances under which the reduction occurred. Normally this would be at the
top of the salary range of the lower classification.
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Salary Advancement

Salary advancement to the next pay point within an APS classification level is
available to employees (excluding casuals) who have been rated as ‘Fully
Effective’ (or better) under AusAlD’s Performance Management Framework.

For employees (excluding casuals) who are at the top pay point (or higher where
salary is maintained in accordance with subclause 39.2) of their classification
level, an annual pay bonus of two (2) per cent of salary will be paid at the time of
their due date, subject to a rating of ‘Fully Effective’ (or better) under AusAlD’s
Performance Management Framework. The pay bonus will count as salary for
superannuation purposes but will not count as salary for any other purpose.

Salary advancement for those employees who take part in the Individual
Performance Program (IPP) and who have been rated as ‘Fully Effective’ (or
better) under the performance management scheme will be automatic unless:

(a) an employee has been rated as “requires development” at either the mid
term or final review of the IPP; or

(b) an employee has been rated as “unsatisfactory” at either the mid term or
final review of the IPP and underperformance measures are being
undertaken.

Further details on procedures when an employee has been rated as “requires
development” or “unsatisfactory” can be found in the AusAID Performance
Management Framework.

AusAID will move to a common increment system on 1 October 2012. Salary
advancement will take effect from the first available pay day after 01 October
each year throughout the life of this agreement.

Transitional Salary Advancement Arrangements

Employees will not be eligible for salary advancement (at a substantive or
temporary assignment of duties level) if their increment date falls between 1 July
2012 and 30 September 2012.

Employees who would normally otherwise be eligible for salary advancement to
the next available pay point within that classification (consistent with salary
advancements eligibility arrangements at clauses 41.1), will be provided with the
following one-off payment on the first available pay day after 1 October 2012

APS Classification

July August

APS Level 1 $444 $296 $148

APS Level 2 $504 $336 5168

APS Level 3 $705 1170 $235

APS Level 4 $792 $528 $264

APS Level 5 $864 $576 $288

APS Level 6 $1,581 $1,054 $527

Executive Level 1 52,220 $1,480 $740

Executive Level 2 $2,709 $1,806 $903
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The payments outlined above do not count as salary for superannuation
purposes.

41.7 Employees who are at the top pay point within an APS classification level who
would normally otherwise be eligible for an annual pay bonus of two (2) per cent
of salary (consistent with salary advancement eligibility arrangements at clause
41.1), will be provided with the following one-off payment on the first available
pay day after 1 October 2012:

APS Classification ' July " August September - '
APS Level 1 $234 $156 $78
APS Level 2 $264 $176 588
APS Level 3 5297 $198 $99
APS Level 4 $333 5222 $111
APS Level 5 $363 $242 $121
APS Level 6 $426 $284 $142

Executive Level 1 $525 $350 $175

Executive Level 2 $651 S434 $217

The payments outlined above do not count as salary for superannuation
purposes.
Salary Advancement Procedures from 30 September 2012:

41.8 On 1 October of each year employees (excluding casuals) will be eligible for
salary advancement to the next pay point within their current APS classification
level if:

] the employee (excluding casuals) has been rated as “Fully effective” or
higher in the Individual Performance Program (IPP); and
" the employee has performanced duties in AusAlID at that classification
level for a period of six (6) continuous months or more in the performance cycle.
Employees (excluding casuals) who are at the top pay point (or higher) who meet
the eligibility conditions above will be paid an annual pay bonus of two (2) per
cent of salary. The pay bonus will count as salary for superannuation purposes
but will not count as salary for any other purpose.

- ~ ALLOWANCES

42 Temporary Assignment of Duties Allowance (TADA)

42.1. An employee may be temporarily assigned duties at a higher classification level.

This process is explained in the AusAID policy on Temporary Assignment of
Duties. Decisions on the granting of a Temporary Assignment of Duties
Allowance (TADA) will be made on the basis of a clearly established operational
need.
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An employee who is temporarily assigned duties at a higher classification level
for twelve (12) continuous calendar days or more will be paid an allowance for
the total period of those duties.

In exceptional circumstances the Director General may approve payment of
TADA for less than the specified twelve (12) calendar days. For example it would
apply where an employee repeatedly undertakes higher duties for short periods
over a sustained term, or undertakes higher duties in a high pressure area,
where the full responsibilities of the role are conferred immediately.

The rate of allowance payable to an employee will be the difference between the
employee’s current salary and the first pay point of the classification level at
which the employee is temporarily assigned duties.

Where an employee has been paid TADA for twelve (12) months or more
continuously and has been assessed as “Fully Effective” or better under
AusAID’s Performance Management Framework at a particular pay point, an
increment will be due in accordance with the provisions of clause 41.

Where an employee accrues a total of twelve (12) months temporary
performance at one classification level in a twenty four (24) month period; the
employee is eligible for salary advancement within that classification. Salary
advancement while on temporary assignment of duties will be subject to the
performance requirements outlined at clause 41.1.

Temporary assignment of duties at a higher classification level shall count toward
the determination of salary advancement within that level as set out in clause 39
if an employee is promoted to that substantive level.

Where an employee is required to work temporarily in a Senior Executive Service
(SES) position, an appropriate loading commensurate with the salary range for
SES employees and other benefits will be determined by the Director General for
the period of temporary performance.

Relocation Assistance within Australia

When a new ongoing employee moves from one geographic location to join
AusAID, relocation assistance for the removal of furniture and household effects
and travel to the new locality may be provided at the discretion of the Director
General.

Where an existing AusAID employee relocates at the direction of the Agency;
AusAID will contribute toward reasonable costs associated with the relocation
subject to eligibility provisions and other limits of the relocation provisions.

Assistance will take into account the business requirements and other limits of
the relocation provisions.

Details of allowances available to cover relocation expenses are set out in the
AusAID policy Relocation within Australia.

Workplace Responsibility Allowance

An employee nominated to perform one of the designated workplace
responsibilities listed below will be entitied to an allowance of $22.00 per
fortnight. : .

(a) First Aid Officer
(b) Health and Safety Representative
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(c) Fire Warden
(d) Harassment Contact Officer.

These allowances will only be paid on the basis that the designated employee
has completed appropriate training and has ongoing participation in the role.
Payment of these allowances continues on all paid leave up to and including two
weeks. The allowances are not paid on leave exceeding two weeks.

Part-time employees will be entitled to pro-rata payment based on their approved
weekly hours of duty.

Other Allowances

Where eligible, AusAID employees will be entitled to be paid the following
minimum set of allowances, as set out in the AusAlID policy Allowances and
Payments for AusAID Staff.

(a) Motor Vehicle Allowance—where a manager authorises an employee to
use a private motor vehicle for official purposes, the employee will receive a
Motor Vehicle Allowance of seventy five (75) cents per kilometre.

(b) Departmental Liaison Officer Allowance—an employee who is seconded to
either the Office of the Minister responsible for AusAID or an associated
Parliamentary Secretary as a Departmental Liaison Officer shall receive a
$18,000 per annum allowance.

(c) Language Proficiency Allowance—eligible employees will receive an annual
allowance based on assessed proficiency levels two (2) to four (4).

(d) Payment to cover loss or theft of personal property while on duty—the
Director General may approve reimbursement to an employee for loss or
damage to personal effects which occurred in the course of the employee’s
work.

Healthy Living Allowance

In recognition of the benefit to AusAID of employees undertaking healthy lifestyle
initiatives of their own, each eligible ongoing employee may apply for a single
reimbursement payment of up to $400.00 per calendar year, towards expenses
realised in the year of the reimbursement being sought towards maintaining a
healthy lifestyle.
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AusAID Principles — Working Hours and Flexible Work Arrangements

AusAID is committed to providing flexibility in working arrangements that allow
employees to balance personal, family and work commitments, while maintaining
operational effectiveness, including allowing for ‘surge’ capacity when necessary.
Employees who are able to balance these commitments will be best prepared to
contribute productively to AusAlID’s strategic objectives.

AusAID expects employees and their managers to avoid situations where
excessive working hours become routine. Managers are encouraged to work
cooperatively with staff to ensure regular review of work practices; rigorous
prioritisation; the use of effective time management techniques; and appropriate
access to time off in lieu and flextime leave to compensate for unavoidable
periods where long hours have had to be worked.

Standard Hours of Work

Full-time employees covered by this Agreement will have seven (7) hours and
twenty five (25) minutes per day and thirty seven (37) hours and five (5) minutes
per week as the standard hours of work. A standard day in AusAlID is 8.30am to
12.30pm, and 1.30pm to 4.55pm within Australia.

All employees will have an unpaid meal break of at least thirty (30) minutes after
five (5) hours of duty, and an employee should not normally work for more than
ten (10) hours on any one (1) day.

Part-time employees’ standard hours of work are those agreed hours in their
part-time work arrangement.

Casual employees will perform duties on an irregular or intermittent basis, not in
excess of thirty seven (37) hours and five (5) minutes per week.

Standard hours of work for an employee who is working compressed hours will
be those agreed hours in the compressed work schedule.

Bandwidth

Bandwidth means the span of time on any day within which an employee may
work agreed hours as part of a flextime scheme. The bandwidth for the purpose
of this Agreement will commence at 7.00am and will conclude at 7.00pm.

Flextime

Flextime enables employees and supervisors to vary work attendance to meet
peak workloads, enhance organisational flexibility and facilitate an employees’
ability to meet personal commitments. Employees at the APS1 to APS6 levels
are entitled to access flextime arrangements.

To access flextime arrangements, employees must accurately record their start
and finish times, breaks and any absences and provide a record of attendance to
their manager at the conclusion of the settlement period. The settlement period
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is a fixed period of four (4) weeks.

Managers must ensure that individuals are productively tasked and are not
building up excess hours unnecessarily.

In order to ensure employees are not working unreasonable additional hours,
managers must ensure employees have the opportunity to access flex leave.

Where an employee fails to comply with flextime provisions, or where work
performance is unsatisfactory, the manager may remove access to flextime
arrangements, with the employee required to work standard days for a specified
finite period.

The maximum flextime credit a full-time employee may carry over into the next
settlement period is thirty seven (37) hours and five (5) minutes. The maximum
flextime debit that may be carried over is ten (10) hours.

Where an employee resigns or retires from AusAlID with flextime credits, they will
be eligible to utilise the credit before departure, subject to business requirements.

Non-ongoing casual employees do not have access to flextime arrangements.

Time Off In Lieu (TOIL) for Executive Levels (EL)

Executive Level employees are able to work flexible hours. This means that
variations in attendance times and short-term absences including full days may
be agreed without the need for a leave application.

The arrangements in relation to flexible hours will be agreed by the manager and
Executive Level employee taking account of the need to balance the
achievement of operational outcomes and individuals’ personal commitments.
Executive Level employees and their manager are required {o work together to
manage workloads and working hours, including an agreed method of recording
of hours.

Where an Executive Level employee works additional hours in excess of
standard hours the manager and employee will agree arrangements for
reasonable time off to recognise the additional effort. These arrangements are
intended to provide Executive Level employees with fair and reasonable access
to time off. TOIL will not be on a one hour for one hour basis, but there should -
be a reasonable match between additional directed hours worked. TOIL should
be taken as soon as practical after the hours worked subject to operational
requirements.

AusAlID does not endorse working arrangements that require Executive Level
employees to work excessive hours. Where situations in relation to excessive
hours do arise, the manager and individual will work together to address the
circumstances leading to excessive working hours.

Overtime

Except with the approval of the Director General, an employee above APS6 will
not be eligible to receive overtime payments.

Overtime may be worked with the prior approval of the Director General, or if the
circumstances do not permit prior direction, subsequently approved in writing by
the Director General.

Duty will be considered overtime where:
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(a) it is worked on a Monday to Friday outside the bandwidth;
(b) an employee has already worked nine (9) hours on any one (1) day;
(c) it is worked on a Saturday, Sunday or public holiday;

(d) a part-time employee is directed to work outside of his/her agreed hours of
duty; or

(e) an employee on a compressed work schedule is directed to work outside
his/her agreed hours of duty.

Overtime Rates
Where overtime is worked, the following rates apply:

(a) Monday to Saturday: time and a half for the first three (3) hours each day
and double time thereafter; :

(b) Sunday and public holidays: double time.
Payment for overtime shall be:

(a) on an hour for hour basis where the overtime is continuous with normal
duty; or

(b) where the overtime is not continuous with normal duty, a two (2) hour
minimum payment shall apply.

These payments will be made at the rates prescribed in subclause 53.1.

An employee's salary for the purpose of calculation of overtime will include any
temporary assignment of duties allowance.

An employee will be paid a one off meal allowance of $21.90 after the first:
(a) two (2) hours overtime on a normal working day; or
(b) five (5) hours overtime on a Saturday, Sunday or Public Holiday.

Where an employee has received a meal allowance, they will be required to take
a meal break of at least thirty (30) minutes. This break does not count for duty.

Rest Relief after Overtime

Except in cases of an emergency and where directed by a manager, an
employee will have at least eight (8) consecutive hours off duty, plus reasonable
travelling time, between the completion of overtime and the commencement of
work on the following day.

Where the Director General requires an employee to resume or continue work
without having had a minimum break, the employee will be paid at double the
hourly rate for the hours worked, until he or she has had an eight (8) hour break.

Restriction Allowance

The Director General may direct an employee to be contactable and to be
available to perform extra duty outside of the employee’s ordinary hours of duty.

Payment will be subject to the following conditions:
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(a) the restriction situation is imposed by the prior direction of the Director
General, or is subsequently approved in writing by the Director General
where the circumstances did not permit prior direction;

(b) no payment will be made to an employee under this clause for any period in
which the employee does not remain contactable at the required degree of
readiness to perform extra duty; and

(c) employees who are on any form of leave will not be eligible to receive
payment of restriction allowance for the period of that leave.

An employee who is placed on restriction duty will be paid an allowance
calculated using the formula in Annex 2 to this Agreement.

Where an employee who has been restricted is recalled to duty payment will be
made in accordance with subclause 53.1 of this Agreement, subject to a two (2)
hour minimum payment.

Emergency Duty

Where an employee is recalled to duty at a time when the employee would not
ordinarily have been on duty, and no notice of such a call was given to the
employee prior to ceasing ordinary duty, the employee will be paid for such
emergency duty at the rate of double time. Payment will include time necessarily
spent in travelling to and from duty. The minimum payment will be two (2) hours
at double time.

Meeting Times

In recognising employees’ needs to balance personal and work commitments,
AusAID meetings will, where possible, commence no earlier than 9.00am and
conclude no later than 5.00pm, unless otherwise agreed.

Flexible Work Arrangements for Parents and Carers

An employee who is a parent, or has responsibility for the care of a child under
school age or a child under 18 who has a disability, may request flexible working
arrangements, including part-time hours. The employee is not eligible to make
this request unless they have completed at least 12 months of continuous
qualifying service (the Director General may waive this requirement in
exceptional circumstances).

A casual employee engaged for irregular or intermittent duties may only request
flexible work arrangements if the employee:

(a) is a long term casual employee immediately before making the request; and

(b) has reasonable expectation of continuing employment on a regular and
systematic basis.

Note: ‘long term casual employee’' is defined at s.12 of the Fair Work Act 2009

A request made in accordance with subclause 58.1 must be in writing and set out
details of the change sought and the reasons for the change. The Director
General will respond to formal requests and will only refuse on reasonable
business grounds. Where the request is refused, the response will include
reasons for the refusal.

For the purposes of this clause:
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(a) 'qualifying service' means service that is recognised for redundancy pay
purposes;

(b) 'casual' means an employee engaged on an irregular or intermittent basis.

Working From Home

AusAID supports the concept of working from home as a flexible work
arrangement with benefits for both the individual and the Agency. Subiject to
operational and security requirements, arrangements may be entered into

between the manager and employee in accordance with the AusAID policy Home
Based Work.

Part-Time Employment

In accordance with the AusAID policy Permanent Part-Time Work & Job Sharing,
employees are able to access part-time work opportunities in AusAID subject to
operational requirements. Minimum part-time working hours will be fifteen (15)
hours per week.

Salary entitlements for part-time employees will be calculated pro-rata at the
ordinary hourly rate applicable to full-time employees. Annual and other forms of
paid leave will also accrue on a pro-rata basis to full-time employee entitlements.

Requests for part-time employment for periods of up to twelve (12) months at any
one time may be initiated by any employee.

An employee returning from maternity, adoption, fostering or parental leave will
be granted up to five (5) years part-time work. Following the first 24 months,
placement will be subject to business requirements.

An employee with ongoing caring responsibilities can be granted up to five (5)
years part-time work. Part-time work can be applied for on an annual basis and
will be approved subject to business requirements.

Job Sharing

AusAID recognises the value in facilitating job sharing arrangements for two (2)
part-time employees where this meets both personal and work circumstances.
More information can be found in the AusAlID policy Permanent Part-Time Work
& Job Sharing.

Individual arrangements for job sharing will be agreed with both employees.

Where the job sharing arrangement is dependent on continuation of both
agreements, this will be stipulated in the job sharing arrangements of both
employees.

AusAID Enterprise Agreement 2011-2014
30



62

62.1.

63

63.1.

63.2.

63.3.

63.4.

63.5.

63.6.

63.7.

63.8.

63.9.

Leave During Hours of Duty

An employee may be granted leave of absence during applicable ordinary hours
of duty. The absence may be granted with or without pay as determined by the
Director General and will count as service for all purposes.

Annual Leave

A full-time employee is entitled to twenty (20) days paid annual leave accruing
and credited daily.

Employees may access accrued annual leave with the prior authorisation of their
manager. Accrued annual leave may be taken at any time, at either half or full
pay. Managers must process requests for annual leave promptly and, subject to
operational requirements, should not unreasonably decline requests for annual
leave.

AusAID is committed to ensuring its employees have a reasonable work/life
balance and acknowledges the value in having employees access their annual
leave entitlements on a regular basis. Employees are encouraged to take their
full annual leave entitlement each calendar year. Managers are responsible for
enabling employees to take this leave by effective planning within their work
area.

Where an employee has accrued more than 50 days annual leave credit, an
employee may elect to cash-out annual leave. An employee can cash out 10
days annual leave (pro rata for part-time employees) each calendar year
provided that they also take at least 10 days annual leave at the same time. A
discussion between the employee and their manager should be held to plan for
future management of the employees annual leave entitlements. An election to
cash out leave must be made in writing.

An employee who makes an election to cash out annual leave is entitled to
receive pay in lieu of the amount of annual leave at a rate that is no less than
their base rate of pay at the time that the election is made.

An employee with more than 40 days annual leave credits (or equivalent of two
years), will-not be unreasonably refused annual leave of up to 10 days, to reduce
the amount of credits.

Where an employee’s amount of accrued annual leave is approaching forty (40)
days, the employee and the employee’s manager should discuss the situation
and seek to agree on a leave management strategy to reduce the amount of
accrued annual leave.

Where an employee has accrued more than forty (40) days annual leave the
Director General may direct the employee to take a period of leave not more than
one quarter of the total leave accrued. :

An employee may not be directed to take annual leave where:
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(a) the employee has made an application for annual leave of a period greater
than ten (10) days in the previous six (6) month period and the application
was hot approved; or

(b) the employee is following a management strategy to reduce the employee’s
amount of accrued leave, which has been agreed with their manager
consistent with subclause 63.7.

Pro-rata adjustments to annual leave credits will be made for part-time
employees and for periods of leave without pay in excess of thirty (30) days
which do not count as service.

Where an employee’s leave is cancelled at the request of his or her manager and
he or she has incurred costs associated with that leave, the Director General
may approve a request to reimburse these costs.

An employee who is ill or injured for one day or longer during a period of annual
leave and who produces a medical certificate, may apply for personal leave.
Annual leave will be re-credited to the extent of the period of the personal leave
granted.

Where an employee ceases employment with the Australian Public Service, the
employee will be entitled to payment in lieu of unused annual leave credits. For
ongoing and non-ongoing employees, accrued credits will be paid out including
pro-rata amounts accumulated since the last credit less adjustments as
appropriate for periods not to count as service.

Public Holidays and Other Holidays
AusAID employees are entitled to the following public holidays:
¢ New Year's Day (1 January);
¢ Australia Day (26 January),
¢ Good Friday;
e Easter Monday;
e ANZAC Day (25 April);

e The Queen's birthday holiday (on the day on which it is celebrated in a State
or Territory or a region of a State or Territory;

e Christmas Day (25 December);
e Boxing Day (26 December);

e Any other day, or part-day, declared or prescribed by or under a law of a
State or Territory to be observed generally within the State or Territory, or a
region of the State or Territory, as a public holiday, other than a day or part-
day, or a kind of day or part-day, that is excluded by the Fair Work
regulations from counting as a public holiday.

If under a state or territory law, a day or part day is substituted for one of the
public holidays listed above, then the substituted day or part day is the public
holiday.

The Director General and an employee may agree on the substitution of a day or
part day that would otherwise be a public holiday, having regard to operational
requirements, v
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Return to Work after Parental Leave

On ending parental, adoption, fostering or maternity leave, an employee is
entitled to return to:

(a) the employee's pre-parental/maternity leave duties; or

(b) if those duties no longer exist or cannot be met on a part-time basis, an
available position for which the employee is qualified and suited at the
same classification and pay as applied pre-parental/maternity leave. Where
this is not practical, other duties will be sought, with the redeployment,
reduction and redundancy provisions applying to any placement.

For the purposes of this clause, duties means those performed:

(i) if the employee was moved to safe duties because of the pregnancy
immediately before the move; or

(i) if the employee began working part-time because of the pregnancy,
immediately before the part-time employment began; or

(i) otherwise, immediately before the employee commenced matemity or
parental leave.

Adoption Leave

Where an employee adopts a child and is assuming primary care responsibilities
for that child, the employee may take up to one hundred and four (104) weeks
leave of absence from the day of placement of the child with the employee for
adoption, as defined in the Fair Work Act 2009. The adoptive child must not be a
child or step-child of the employee or the employee’s de facto partner unless that
child has not been in the custody and care of the employee or the employee’s de
facto partner for a significant period.

Employees with twelve (12) months qualifying service will be eligible for the first
eighteen (18) weeks of the period of adoption leave to be treated as paid leave
and may elect to be paid in the manner outlined in clause 71 above. Where the
employee does not have twelve (12) months qualifying service, the leave will be
unpaid.

Foster Parents Leave

An employee is eligible for foster parents leave in accordance with this clause
where the employee has assumed longer term responsibility arising from the
placement of the child by a permanent fostering arrangement;

(a) by a person/organisation with statutory responsibility for the placement of
the child; and

(b) where the child is not expected to return to their family.

Where the employee has assumed primary care responsibilities for that child, the
employee may take up to one hundred and four (104) weeks leave of absence
from the day of longer-term placement of the child with the employee. The foster
child must not be a child or step-child of the employee or the employee’s de facto
partner unless that child has not been in the custody and care of the employee or
the employee’s de facto pariner for a significant period.
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76.3. Employees with twelve (12) months qualifying service will be eligible for the first
eighteen (18) weeks of the period of foster parents leave to be treated as paid
leave and may elect to be paid in the manner outlined in clause 71 above.

77 Long Service Leave

77.1. An employee is eligible for long service leave in accordance with the Long
Service Leave (Commonwealth Employees) Act 1976.

77.2. The minimum period during which long service leave can be taken is seven (7)
calendar days (at full or half pay). Long service leave cannot be broken with
other periods of leave, except as otherwise provided by legislation.

78 For Compassionate/Bereavement Purposes

78.1. An employee engaged as an ongoing or non-ongoing employee engaged for a
specified term or task is entitled to three (3) days paid leave per occasion where
a member of the employee's family or household contracts an illness or sustains
an injury that poses a serious threat to his/her life, or dies.

78.2. An employee engaged as a non-ongoing employee on a casual basis is entitled
to take three (3) days unpaid leave per occasion where a member of the
employee's family or household contracts an illness or sustains an injury that
poses a serious threat to his/her life, or dies.

78.3. Paid compassionate/bereavement leave counts as service for all purposes.

79 For Study Purposes
79.1. Miscellaneous leave is available for study purposes.

79.2. The Director General may, upon application in writing by an approved student,
grant leave of absence to the student to:

(a) undertake study activities associated with a full-time or part-time course of
study; and

(b) travel to and from study activities associated with a course of study.
79.3. Approved students studying locally are eligible to apply for:

(a) up to five (5) hours per week paid study leave for approved study activities
(including travel time) for employees working full-time during standard
working hours (Aboriginal and Torres Strait Islanders studying for a first
undergraduate degree are eligible for up to ten (10) hours paid study leave
per week including travel); or

(b) up to sixty five (65) hours per semester paid study leave for attendance at
compulsory intensive study units delivered in blocks of full-time study to a
limit of two (2) days in any week; or

(c) up to five (5) days per semester paid study leave for attendance at
compulsory intensive study units delivered in blocks of full-time study; and

(d) one (1) day per semester per unit of study or equivalent (to a maximum of
two (2) days per semester) to undertake private study activities which do
not involve face-to-face tuition.

79.4. Distance learning students are eligible to apply for:
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79.5.
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80.4.

80.5.

80.6.

80.7.

80.8.

80.9.

80.10.

(a) up to two (2) hours per week paid study leave to complete tutorial activities
relevant to the approved course of study (Aboriginal and Torres Strait
Islanders studying for a first undergraduate degree are eligible for up to four
(4) hours paid study leave per week);

(b) paid study leave including reasonable travel time for attendance at
compulsory residential sessions up to a maximum of five (5) days per
semester. The leave granted will be based on standard working hours; and

(c) one (1) day per semester per unit of study (o a maximum of two (2) days
per semester) to undertake private study activities which do not involve
face-to-face tuition.

An approved student will be entitled to leave of absence with pay to travel to and
from, and to attend, compulsory examinations/assessments held during the
approved student’s ordinary hours of duty.

ADF Reserve and Continuous Full Time Service or Cadet Force obligations

An employee may be granted leave (with or without pay) to enable the employee
to fulfil Australian Defence Force (ADF) Reserve and Continuous Full Time
Service (CFTS) or Cadet Force obligations.

Note: The entitlement to leave for Reserve Service is prescribed under the Defence Reserve
Service (Protection) Act 2001.

An employee is entitled to ADF Reserve leave with pay, for up to four (4) weeks
during each financial year for the purpose of fulfilling service in the ADF Reserve.
These purposes include training and operational duty as required.

During the employee's first year of ADF Reserve service, a further two (2) weeks
paid leave may be granted to facilitate participation in additional ADF Reserve
training, including induction requirements.

With the exception of the additional two(2) weeks in the first year of service,
leave can be accumulated and taken over a period of two (2) years, to enable the
employee to undertake training as a member of the ADF Reserves.

Employees are not required to pay their tax free ADF Reserve salary to the
Agency in any circumstances.

Defence Reserve leave counts as service for all purposes, except for unpaid
leave to undertake Continuous Full Time Service (CFTS). Unpaid leave for the
purpose of CFTS counts for all purposes except annual leave.

Eligible employees may also apply for annual leave, long service leave, leave
without pay, top-up pay or they may use flextime or make up time for the purpose
of fulfilling ADF reserve, CFTS or cadet force obligations.

Employees are to notify supetvisors at the earliest opportunity once the dates for
ADF reserve, CFTS or cadet force activities are known and/or changed.

In recognition of the potential impact of defence service on employers, the
Australian Defence Force has undertaken to provide authorities, whenever
possible, with at least three (3) months notice of a requirement for a reservist to
undertake defence service.

AusAID requires reservists to provide written evidence of their attendance for
defence service.
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80.11. Reservists continue to have access to other components of their remuneration

81
81.1.

81.2

81.3

81.4

81.5

81.6

82
82.1

package, e.g. superannuation (subject to the rules of the relevant superannuation
and benefits scheme), study assistance, salary reviews, etc. during period of
defence service.

Miscellaneous Leave (Incorporating Leave Without Pay)

In accordance with AusAlD’s policies on Paid Leave Provisions and Leave
Without Pay, the Director General may grant access to miscellaneous leave to
cover a variety of absences from work. Miscellaneous leave may be approved:

(a) for the period requested or for another period;
(b) with or without pay; and
(c) to count as service or not to count as service.
Examples of miscellaneous leave include (but are not restricted to):
(a) eligible community service leave such as Jury duty;

(b) leave to take part in emergency service commitments including access to
training, emergency responses and recovery time and ceremonial duty;

(c) settling infout prior to or on completion of an AusAlID posting;

(d) leave to attend events of cultural, ceremonial or religious significance (such
as attending NAIDOC week activities).

Components of some of the above leave types are paid leave under the National
Employment Standards (NES). AusAID’s policies on Paid Leave Provisions and
Leave Without Pay provide further information on miscellaneous leave.

When considering requests for miscellaneous leave, the Director General may
take into account:

(a) the employee’s circumstances;

(b) relevant community or cultural obligations;
(c) operational requirements; and‘

(d) options outside work time.

Where miscellaneous leave granted is to count as service, and if the employee
does not return to AusAlID at the end of the leave period, the leave will not count
as service for any purpose.

Employees may be granted up to three (3) days of paid leave to undertake
community volunteering.

Employees may be granted up to two (2) days paid leave per year to participate
in NAIDOC week and/or other cultural or ceremonial activities.

Secondment

Where an employee is on an AusAlD initiated secondment, activity or placement
with another organisation and accrues leave and other entitlements with that
organisation, that employee shall not also accrue equivalent entitlements from
AusAID.
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83 Effect of periods of Leave without pay

83.1 Where an employee is granted a period of leave without pay (not to count as
service) in excess of thirty (30) days, adjustments will be made to:

(a) leave accrual for annual, personal and long service leave; and

(b) incremental advancement.
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'~ PERFORMANCE MANAGEMENT

84
84.1

84.2

84.3

84.4

85.
85.1

85.2

Performance Management

Effective performance management is an essential component of a constructive
workplace environment. AusAlID is committed to a Performance Management
Framework (PMF) that is fair and equitable for all employees. The PMF covers:

(a) a standardised probationary process, including graduate assessment;

(b) a robust and accepted performance appraisal process linked to the
achievement of work objectives with a targeted learning and development
plan; and

(c) clear policy, guidelines and support for effectively managing
underperformance.

The performance appraisal component, our Individual Performance Plan (IPP)
aims to:

(a) align individual performance and behaviours with Agency goals and
objectives;

(b) support skill development and career planning;

(c) recognise and reward good performance, improve and manage individual
performance and manage underperformance; and

(d) provide individual and organisational accountability, including assessment
of staff on performance on business deliverables and leadership
behaviours.

The participatory process of our IPP system ensures links between Agency goals
and personal performance, provides clarity on job roles, performance and
behavioural standards. Managers at all levels are obliged to ensure that
performance appraisal processes are followed and all staff have a [PP in place.
Employees are obliged to actively participate in all required performance
appraisal processes.

AusAlD’s performance appraisal process links performance assessment to salary
advancement through a rating of “fully effective” or higher. An employee will not
be disadvantaged where, through circumstances beyond their control, they have
been unable to fulfil the requirements of the appraisal process.

Managing Underperformance

AusAID staff routinely display the highest levels of commitment and individual
and team performance. There may, however, be occasions when individual
employees do not perform consistently to the high standards expected of them.

Where underperformance is identified, the Agency will work with affected
employees and their managers to attain (or regain) and sustain the standards
required. The principles of procedural fairness and, where appropriate,
reasonable adjustment, will apply throughout the processes and decisions
involved in managing under performance.
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Ensuring peak performance by the Agency as whole may, from time to time,
involve intervening to improve performance by individual staff members.
Procedures involved in managing underperformance include: regular feedback
on performance; informal counselling; coaching; and formal performance
management. Where such an intervention is required, the procedures described
in clause 86 will be followed.

Procedures for Management of Underperformance

As soon as the manager becomes aware of a drop in performance of an
employee, the manager should raise the matter with the employee to ascertain
the reasons behind the lack of performance. Where underperformance might be
related to matters outside the supervisor's expertise, assistance should be
sought from the appropriate area of Human Resources, including the staff
counsellor.

It is the supervisor’s responsibility to provide regular feedback on performance
and to develop strategies to address underperformance as soon as any
performance issues are identified. Initially this should be done through objective -
and clear feedback from the supervisor and where necessary, provision of
informal counselling and/or coaching. This step may be taken at any time in the
performance management cycle and is critical to allow an employee to improve
their performance without more formal processes being necessary.

The period of informal counselling and coaching should not exceed four (4)
weeks, and the manager must ensure that the employee has a clear
understanding of the expectations being placed on them, and has the appropriate
supervision, equipment and support to perform the required tasks.

If, during the performance management cycle, an employee’s performance
continues to fail to meet the standard expected, the next step is for the employee
to be formally counselled regarding their performance.

Prior to the formal counselling meeting, the employee will be provided with a
formal warning containing details of the performance issues to be discussed.
The employee must be advised that he/she may be accompanied by a
representative or person of their choice to provide support in the formal
counselling meeting. The employee has the opportunity to respond in writing to
the formal warning.

The formal warning will be issued by Human Resources and will:
(a) be in writing in clear and precise terms;
(b) identify the areas for improvement;

(c) identify the level of performance expected in accordance with work level
standards and/or the Integrated Leadership System;

(d) identify where the employee may seek assistance to improve performance;

(e) identify the processes that will be undertaken to manage the
underperformance; and

(f) state the consequences of failing to meet the required standards.

The Director General will nominate a person to conduct a fair and impartial
assessment of the employee’s work performance over an agreed period
(normally not less than one (1) month and not more than three (3) months). The
assessment will include preparation of an agreed work plan in accordance with
the particulars set out in the formal warning.
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(a) At the end of the review period, the assessor will provide a report detailing

whether the employee has met the performance requirements, and if the
standard of work required has been attained (or regained) and sustained.
The report will include progress reports and any employee comments and
contain a recommendation of the proposed action to be taken. The
employee will be provided with a copy of the report and be given seven (7)
calendar days to provide comments.

(b) Following the consideration of any comments from the employee (or expiry

(c)

of the deadline for comment), and if the employee’s work performance is
assessed as meeting the required standard, the Delegate will report this
finding to the Director General. If the Director General agrees with the
finding, the employee will be advised of this and no further action will be
taken under these provisions. This does not preclude the commencement
of a further formal review period at any time.

Following the consideration of any comments from the employee (or expiry
of the deadline for comment), and if the employee’s work performance is
assessed as not meeting the required standard, the Delegate will report this
finding to the Director General. If the Director General agrees with the
findings, he/she will advise the employee of the finding and of the proposed
action, which may include one or more of the following:

(i) reassignment of duties;
(i) reduction in classification;
(iii) termination of employment; and/or

(iv) take other appropriate action.

(d) Where the Director General proposes an action that is different from that

(a)
(b)
(c)

recommended in the initial report, or that the employee’s employment be
terminated, the employee will have seven (7) calendar days to show cause
why this action should not be taken.

At the end of seven (7) calendar days the Director General, having considered
any representation made by the employee, may issue a notice of termination of
employment to the employee in accordance with clause 99.

When an unsatisfactory performance process commences, the performance
appraisal cycle will be suspended until the process is complete. The employee’s
increment date will be postponed by a period equal to the duration of the
unsatisfactory performance process.

Circumstances where Procedures for Management of Under Performance
Do Not Apply

These procedures detailed in clause 86 do not apply:

to employees who are subject to a period of probation;
to non-ongoing employees; or

in cases of suspected breaches of the APS Code of Conduct.
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Official Travel

Official travel for AusAlD is based on reasonableness, flexibility and personal
accountability. AusAID employees are expected to neither gain nor lose
financially as a result of undertaking official travel.

Travel, where possible, should be undertaken during normal bandwidth. Where
travel is undertaken within the normal bandwidth, staff are entitled to accrue
flextime or, if greater than nine hours worked, TOIL.

For interstate or international travel, TOIL will be negotiated where that travelling
time takes place outside 7.00am to 7.00pm Monday to Friday, or on weekends or
public holidays.

Where an employee travels on a commercial flight, travelling time will commence
one hour prior to scheduled departure and concludes one hour after arrival at the
intended destination. :

Class of Air Travel

Where an employee is required to travel by air in an official AusAID capacity
within Australia, the class of travel will be economy class.

Where an employee is required to travel by air to and/or from Australia or
between two or more locations outside Australia in an official capacity, the
ordinary standard of travel will be business class, except where travel involves
less than two (2) hours of air travel, in which case the employee will travel
economy class. Where business class is not provided, the ordinary standard of
travel will be economy class.

Any dependants who travel with an employee will be entitled to travel at the
same standard as the employee, provided that their travel is at AusAID’s
expense.

Employees may voluntarily choose to fly economy class on international flights.
To facilitate this choice, an economy class flight will be included in relevant
guotes.

Travel Allowance

Subject to meeting requisite eligibility criteria an employee who is required to
travel from his/her home locality on official business, will be paid the appropriate
rate of allowance or issued with an AusAlID credit card specified in AusAID’s
Official (Short-term) Travel Policy. Subject to the consultative provisions of this
Agreement, rates of travel allowance may be updated from time to time to reflect
movements in accommodation and meal costs.

A travel allowance or corporate credit card to cover the cost of accommodation,
meal(s) and incidental expenses will be made available, in advance, to an
employee who undertakes travel on official AusAlD business and is required to
be absent from home overnight.
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An employee who travels on official AusAID business for a period of not less than
ten (10) hours but is not absent overnight will receive a ‘part day’ allowance. An
employee who undertakes travel for a lesser period than anticipated must repay
any excess travel allowance advanced to the employee.

Where an employee has resided in the one locality for a period of twenty one
(21) days and has been receiving travel allowance for that period, he/she will be
paid a revised allowance to cover reasonable accommodation, meals and
incidental expenses.

An employee who becomes sick or is injured while travelling on official business,
and is unable to return home, will be reimbursed the costs incurred up to the
level of standard travel allowance rate.

Further details of travel are contained in AusAlD’s Official (Short-term) Travel
Policy.
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~ WORKFORCE MANAGEMENT

91 Recruitment and Selection

91.1 In line with the recently launched AusAID Workforce Plan, the Agency seeks to
strengthen its capacity to build and sustain a flexible, skilled workforce in
Canberra and Overseas, and ensure that AusAlID has sufficient staff in Australia
and overseas with the required capabilities and expertise to cover the Agency’s
core functions.

91.2 AusAID is committed to merit based recruitment and selection practices in
accordance with the Public Service Act 1999. Selection processes will be
conducted as quickly and as cost effectively as possible without compromising
the need for transparency and merit-based, competitive selection.

92 Posting Procedures

92.1 Noting the importance of postings to the function of the Agency, over the life of
this agreement the Agency commits to a review of posting procedures, with
particular emphasis on return from post.

93 Productivity Payment

93.1 Knowledge retention and the sustained development of skills will be a significant
factor in the effective growth of the Agency. This has been recognised in the April
2011 Independent Review of Aid Effectiveness, the Australian National Audit
Office’'s November 2009 Report and AusAID’s Management of the Expanding
Australian Aid Program.

The parties to this Agreement are committed to work collectively to address
these challenges to enable effective Agency growth and to ensure staff are well
equipped to manage an aid program that delivers results.

93.2 Subject to the triggers outlined below, on the first available pay day after 1 July
2012 and then again after 1 July 2013 all current employees who have performed
duties in the 12 months prior and have been employed by the Agency for 3
months or more on that date will receive a $750 (gross) payment in recognition of
the quantifiable and demonstrable efficiencies gained from the implementation of
measures to enhance staff satisfaction, increase retention and improve
knowledge management. These measures are provided for in AusAlD’s 2011
Workforce Plan and specifically include:

(a) Improvements to placement processes will focus on matching the right
people to the right job on placement, transfer and return from posting.

(b) Minimum placement of two (2) years within any one branch subject to
conditions and criteria in accordance with Administrative Circular 2010-07
Lateral transfers of staff within AusAID.

(c) Extended standard duration of overseas postings to three (3) years, subject
to operational requirements and specific conditions at individual posts.
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The first productivity payment will be triggered if on 1 July 2012 the rate of
internal movement has been reduced from the present rate of 40.6 per cent, as
per October 2011 Human Resource reporting.

The second productivity payment will be triggered if on 1 July 2013 the rate of
internal movement has been reduced to 37.4 per cent.

Internal movements that are exempt from these calculations include movements
within a branch, seconded staff and staff whose positions have changed as a
result of management direction, restructure to a branch or a division, or other
instances where a role has finished within a two year period.

As part of these measures, the parties to this Agreement commit to consult and
provide feedback on the drivers of unplanned lateral transfers before the end of

2012, including but not limited to: placement, return from postings and workplace
culture.

Probation

APS employees who are engaged as ongoing employees in AusAID will be
subject to a condition of satisfactory completion of a probation period. The
employee is to be advised in a letter confirming the offer of employment that the
period of probation will be for a minimum of six (6) months and may be extended
to a maximum of twelve (12) months. The circumstances in which the probation
period may be extended include where Agency requirements with respect to
compliance with the APS Values and Code of Conduct and the AusAID Code of
Conduct for Overseas Service have not been met during the initial probation
period. Further information can be found in the AusAID’s Performance
Management Framework.

Temporary Vacancies

When a position becomes, or is likely to become, temporarily vacant, careful
attention is required in deciding whether or not the position needs to be filled on
the basis of merit during the absence of the substantive occupant. Positions
which are vacant for a period of more than six (6) months are to be advertised
within AusAID, and a merit selection process undertaken. The appointment of a
suitable candidate to a temporary vacancy will be made with a view to
availability, cost effectiveness, and business requirements. Managers should be
aware of the appropriate procedures.

Security and ldentification

The ability to obtain and maintain a Negative Vetting 1 (Secret) level clearance is
a condition of employment for all permanent AusAID employees.

All staff must display appropriate photographic or other identification whilst on
official duty within AusAID premises.

Resignation and Retirement

Notice of resignation or retirement must be in writing through their immediate
manager to Assistant Director General Human Resources. To ensure timely
payment of final monies, at least ten (10) working days’ notice should be given.
The resignation or retirement cannot take effect on a public holiday or on a day
that the employee would not be required to work.
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Retirement Transition — Mature Aged Worker Support

Employees and their managers are encouraged to discuss and plan for the
voluntary cessation of employment with the Agency, including resignation and
retirement.

In such instances, flexible approaches to working hours and patterns could assist
in making this transition more manageable for an employee while at the same
time facilitating the move of skills and corporate memory. Examples of
transitional arrangements are:

(a) part-time arrangements or a job share work plan which enables the
employee to progressively reduce the number of hours/days they work in
the lead up to the time they wish to retire; or

(b) voluntary reduction in classification.

Further information is contained in the AusAID Policy Transition to Retirement.

Payments on Death

Where an employee dies, or the Director General has directed that an employee
will be presumed to have died on a particular date; the Director General may
authorise the payment of remaining salary, accrued leave and allowances to
which the former employee would have been entitled had employment been
ceased by resignation or retirement. Long Service Leave credits will be paid out
in accordance with the Long Service Leave Act (Commonwealth Employees)
1976.

AusAlID’s Overseas Conditions of Service Policy contains additional provisions
relating to the death of an employee overseas.

Where appropriate, the Director General may authorise payments of accrued
leave to the surviving spouse, dependants or estate.

Redeployment, Reduction or Redundancy

The provisions of clause 100 apply to employees engaged as ongoing
employees, other than those who are on probation.

AusAID recognises that, for a variety of reasons, employees may need to be
considered for redeployment, reduction or redundancy. Details and procedures
for handling redeployment, reduction and redundancy are provided in the clauses
below.

An employee becomes excess if:

(a) the duties performed by the employee are no longer necessary for the
efficient and economical working of the Agency; or

(b) the employee cannot be employed effectively because of economic,
structural, operational or technological reasons or other changes in work
methods, or because of changes in the nature, extent or organisation of the
Agency; or

(c) the duties usually performed by the employee are to be performed at a
different locality, the employee is not willing to perform duties at the locality,
and the Director General has determined that these provisions will apply to
the employee.
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100.4 When the Director General is aware that an employee is likely to become excess:

(a) the Director General will take all reasonable steps, consistent with the
efficient management of the Agency, to assign the employee to a suitable
vacancy, and

(b) the Director General will at the earliest practicable time advise the
employee.

100.5 The Director General will not advise an employee that he or she is excess until
discussions have been held with the potentially excess employee to consider
redeployment opportunities, including whether the employee seeks
redeployment, whether voluntary redundancy may be appropriate and whether
the employee wants to be offered voluntary redundancy. The employee may be
accompanied by a person of their choice to provide support at these discussions.
The maximum time within which such discussions are to take place shall be one
(1) month or four (4) weeks, whichever is the longer. '

100.6 The Director General may, prior to the conclusion of these discussions, invite
employees who are not potentially excess to express interest in voluntary
redundancy, where those redundancies would permit the redeployment of
employees who are potentially excess.

Voluntary Redundancy

100.7 Where the Director General invites an excess employee to do so, the employee
will have one (1) month to elect to be voluntarily retrenched. The Director
General will not give notice of termination under section 29 of the Public Service
Act 1999 before the end of that period unless such election is received earlier. At
the time of the invitation, the ongoing employee will be given information on:

(a) the amount of severance pay, pay in lieu of notice and the value of leave
credits to be paid ouf;

(b) the amount of accumulated superannuation contributions;
(c) the options open to ongoing employees concerning superannuation; and
(d) the taxation rules applying to the various payments.

100.8 An excess employee shall only be entitled to one offer of voluntary redundancy.

Period of Notice

100.9 Where the employee agrees to be voluntarily retrenched, the Director General
can approve the employee’s redundancy, and upon approval will give the
required notice of termination as required under section 29 of the Public Service
Act 1999. The period of notice will be four (4) weeks (or five (5) weeks for an

~ employee over forty five (45) with at least two (2) years of continuous service).
Where an employee separates or is retrenched at the beginning of, or within, the
notice period, the employee will receive payment in lieu of notice for the
unexpired portion of the notice period.

Severance Benefit

100.10 An employee who has agreed to be voluntarily retrenched and whose
employment is terminated by the Director General under section 29 of the Public
Service Act 1999 on the grounds that he or she is excess to the requirements of
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the Agency is entitled to be paid a sum equal to two (2) weeks salary for each
completed year of continuous service, plus a pro-rata payment for completed
months of service since the last completed year of service. The minimum sum
payable will be four (4) weeks salary and the maximum will be forty eight (48)
weeks salary. The severance benefit will be calculated on a pro-rata basis for
any period where an employee has worked part-time hours during their period of
service and where the employee has less than twenty four (24) years full-time
service. The severance benefit as calculated in this clause is subject to any
minimum amount the employee would be entitled to under the NES.

100.11Subject to this clause, service for severance pay purposes means:
(a) service in the Agency;

(b) Government service as defined in section 10 of the Long Service Leave
(Commonwealth Employees) Act 1976;

(c) service with the Australian Defence Forces where the employee is not in
receipt of a service pension in respect of the relevant service;

(d) APS service immediately preceding deemed resignation (under the
repealed section 49 of the Public Service Act 1922), if the service has not
previously been recognised for severance pay purposes; and

(e) service in another organisation where an employee was moved from the
APS to that organisation due to an assignment of duties, or an employee
engaged by that organisation on work within a function is appointed as a
result of the movement of that function to the APS and such service is
recognised for long service leave purposes.

100.12 For periods of service to count there must be no breaks between the periods of
service, except where the break in service is less than one (1) month and occurs
where an offer of employment with the new employer was made and accepted by
the employee before ceasing employment with the preceding employer; or where
the break occurred because the employee was deemed to have resigned from

the APS on marriage under the repealed section 49 of the Public Service Act
1922.

100.13 Any period of service that ceased through termination on the following grounds,
or comparable grounds:

(a) the employee lacks, or has lost, an essential qualification for performing
his/her duties;

(b) non-performance, or unsatisfactory performance, of duties;
(c) inability to perform duties because of physical or mental incapacity;
(d) failure to satisfactorily complete an entry level training course;

(e) failure to meet a condition imposed under subsection 22(6) of the Public
Service Act 1999;

(f) a breach of the Code of Conduct;

(9) on a ground equivalent to a ground listed above under the repealed Public
Service Act 1922;

(h) through voluntary retirement at or above the minimum retiring age
applicable to the employee;

(iy with the payment of a redundancy benefit or similar payment or an
employer-financed retirement benefit;
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(i) will not count as service for severance pay purposes;

(k) on separation, absences from work which do not count as service for any
purpose will not count as service for severance pay purposes.

Rate of Payment — Severance Benefit

100.14 For the purposes of calculating any payment above, salary will comprise the
following only:

(a) the employee’s salary, or the salary of the higher position, where the
employee has been acting in a higher position for a continuous period of at
least twelve (12) months immediately preceding the date on which the
employee is given notice of redundancy; and

(b) other allowances in the nature of salary paid during periods of annual leave
and on a regular basis, excluding allowances which are a reimbursement
for expenses incurred, or a payment for disabilities associated with the
performance of duty and performance bonuses.

Retention Periods

100.15 Unless the employee agrees, an excess employee who does not accept an offer
of voluntary redundancy will not have their employment terminated involuntarily
until after a retention period of seven (7) months (or thirteen (13) months for
employees who are forty five (45) years or older, and/or have in excess of twenty
(20) years service in the APS) has elapsed. Each of the periods in sub-clause
99.15 are to be reduced by the number of weeks redundancy pay that the
employee would be entitled to at the expiration of the retention period under the
National Employment Standards (NES).

100.16 The retention period will commence on the earlier of the following:

(a) the day the employee is advised in writing by the Director General that he
or she is an excess employee;

(b) one month after the day on which the Director General invites the employee
to elect to be retrenched;

(c) it will be extended by any periods of personal leave certified by a registered
health practitioner approved by the Agency taken during the retention
period.

100.17 During the retention period the Director General:

(a) will continue to take reasonable steps to find alternative employment for the
excess employee, including through the APSC redeployment principles;

(b) may reduce the excess employee’s salary as a means of securing
alternative employment for the excess employee.

100.18 Where an excess employee’s salary is reduced before the end of the appropriate
retention period, the employee will continue to be paid at his/her previous level
for the balance of the retention period.

100.19 Where the Director General believes there is insufficient productive work
available for an excess employee during the retention period, the Director
General may, with the agreement of the employee, terminate the employee’s
employment under section 29 of the Public Service Act 1999 and pay the
balance of the retention period (adjusted for the NES under sub-clause 99.15
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above) as a lump sum. This payment will be taken to include the payment in lieu
of notice of termination of employment. An employee whose employment is
terminated in these circumstances will also be entitled to a redundancy payment
in accordance with their NES entitlement.

100.20 An excess employee will not be retrenched involuntarily if the employee has not
been invited to elect to be retrenched.

100.21 An excess employee will be given four (4) weeks notice (or five (5) weeks notice
if the employee is over forty five (45) with at least two (2) years of continuous
service) where it is proposed that the employee will be involuntarily retrenched.
This period of notice will be provided four (4) weeks (or five (5) weeks as
applicable) prior to the expiry of the retention period. The notice period will be
extended by any periods of personal leave certified by a registered health
practitioner approved by the Agency which is taken by the employee during this
period.
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CONDUCT AND TERMINATION OF EMPLOYMENT

101
101.1

102

Code of Conduct

Where action in relation to a suspected breach of the APS Code of Conduct is
taken, the matter will be dealt with in accordance with the relevant AusAlD
provisions as established by the Director General in accordance with the
Australian Public Service Act 1999 and guidelines produced by the Australian
Public Service Commission.

Unauthorised Absence from Duty

102.1 Where an employee is absent from work without approval, all pay and other

102.2

102.3

103

benefits provided under this Agreement will cease to be available until the
employee resumes work or is granted leave. Periods of unauthorised absence
do not count as service for any purpose under this Agreement.

The Director General will determine when a period of unauthorised absence
commences.

Unauthorised absences may be referred to the Director General. The Director
General will determine the appropriate action to be taken, which may include
termination of employment in accordance with section 29(3)(c) of the Public
Service Act 1999.

Termination of Employment

103.1 Termination of employment, or a decision to terminate employment, cannot be

103.2

103.3

103.4

reviewed under the dispute prevention and settlement procedures/review of
action procedures that are addressed in Part K (Dispute Prevention and
Resolution) of this Agreement.

The rights and remedies of an employee in relation to termination of employment
are those applicable under:

(a) Division 11 of the Fair Work Act 2009;
(b) other Commonwealth laws (including the Constitution); and

(c) common law.

Where a decision to terminate employment has been made, termination notice
provisions shall be in accordance with s.117 of the Fair Work Act 2009.

Nothing in this Agreement prevents the Director General from terminating the
employment of an employee for serious misconduct, without further notice or
payment in lieu, in accordance with reference of the Fair Work Act 2009, subject
to compliance with the procedures established by the Director General for
determining whether an employee has breached the APS Code of Conduct under
section 15 of the Public Service Act 1999.
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DISPUTE PREVENTION AND RESOLUTION

104
104.1

104.2

104.3

104.4

104.5

104.6

104.7

104.8

104.9

Dispute Prevention and Resolution
If a dispute relates to:
(a) a matter arising under the agreement; or
(b) the National Employment Standards;
this clause sets out procedures to setftle the dispute.

The agency or an employee or employees who are party to the dispute may
appoint another person, organisation or association to accompany and/or
represent them for the purposes of this clause.

In the first instance, the parties to the dispute must try to resolve the dispute at
the workplace level, by discussions between the employee or employees.

if a resolution to the dispute has not been achieved after discussions have been
held in accordance with sub-clause 103.3, the parties to the dispute will endeavor
to resolve the dispute in a timely manner either through discussions with more

senior levels of management where appropriate or through alternative dispute
resolution methods.

If discussions at the workplace level do not resolve the dispute, and all
appropriate steps have been taken in accordance with subclauses 103.3 and
103.4, a party to the dispute may refer the matter to Fair Work Australia.

Fair Work Australia may deal with the dispute in two stages:

(a) Fair Work Australia will first attempt to resolve the dispute as it considers
appropriate, including by mediation, conciliation, expressing an opinion or
making a recommendation; and

(b) if Fair Work Australia is unable to resolve the dispute at the first stage, Fair
Work Australia may then:

98.11.a.1 arbitrate the dispute; and
98.11.a.2 make a determination that is binding on the parties.

Note: If Fair Work Australia arbitrates the dispute, it may also use the powers that
are available to it under the Act.

A decision that Fair Work Australia makes when arbitrating a dispute is a
decision for the purpose of Div 3 of Part 5.1 of the Act. Therefore, an appeal may
be made against the decision.

AusAID or an employee who is a party to the dispute may appoint another
person, organisation or association to accompany and/or represent them for the
purposes of this term.

Resolution of disputes is to occur in good faith by following the same principles

as the good faith bargaining requirements at section 228 of the Fair Work Act
2009.

While the parties are trying to resolve the dispute using the procedures in this
clause:
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(a) an employee must continue to perform his or her work as he or she would
normally unless he or she has a reasonable concern about an imminent risk
to his or her health or safety; and

(b) an employee must comply with a direction given by the employer to perform
other available work at the same workplace, or at another workplace,
unless:

(i) the work is not safe; or

(i) applicable occupational health and safety legislation would not permit the
work to be performed; or

(iii) the work is not appropriate for the employee to perform; or

(iv) there are other reasonable grounds for the employee to refuse to comply
with the direction.

104.10 The parties to the dispute agree to be bound by a decision made by Fair Work
Australia in accordance with this clause.
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-LASSIFICATIONS AND PAY POINTS

Pay points from 1  Pay points from 1

Pay points on

commencement “July 2012 July 2013
AusAID Graduate Broadband (APS3/APS4)
APS3.2 54,980 56,630 57,762
APS4 1 59,815 61,610 62,842
APS4.2 61,646 63,495 64,765
APS4.3 6»4,095 66,659 67,992
Australian Public Service level 1/ Trainee
APS1.1 41,955 43,004 44,079
APS1.2 43,683 44,775 45,895
APS1.3 45,4‘1 8 47,363 48,547
Ausfralian Public Service level 2
APS2 1 47,637 48,828 50,049
APS2.2 49,601 50,841 52,112
APS2.3 51,564 52,853 '54,1 75
Australian Public Service level 3
APS3.1 53,349 54,949 56,048
APS3.2 54,980 56,630 57,762
APS3.3 57,163 59,449 62,023
Australian Public Service level 4
APS4 .1 59,815 61,610 62,842
APS4.2 61,646 63,495 64,765
APS4.3 64,095 66,659 67,992
Australian Public Service level 5
APS5.1 66,460 67,789 69,145
APS5.2 67,801 69,157 70,540
APS5.3 69,816 72,609 75,150
Australian Public Service level 6
APS6.1 73,275 74,741 76,236
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APS6.2 77,086 78,628 80,201
APS6.3 81,687 84,954 87,333
Executive Level 1
EL1.1 91,249 93,074 94,935
EL1.2 94,042 95,923 97,841
EL1.3 100,767 104,797 107,973
Executive Level 2
EL2.1 110,320 112,527 114,777
EL2.2 117,280 119,626 122,018
EL2.3 125,443 130,460 134,113
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FORMULAS

ANNEX 2 - FORMULAS

Fortnightly Pay Rates

Fortnightly payv rates will be ascertained by applying the following formula:
Fortnightly pay = (Annual Salary X 12) = 313

Annual Leave

Calculation of annual leave credits, in hours, will be on a daily basis using the following

formula: AxBxC
D
Where:
A is the number of hours worked per week for the period
B is the number of calendar days to count as service in the period
C is the recreation leave credit of 4 weeks
D is the number of actual days in a calendar year of service

Personal Leave

Calculation of personal leave credits, in hours, will be in accordance with the following
formula: AxBxC

D
Where:

A is the number of calendar days to count as service during the period
1 July to 30 June

B is the number of hours worked per week for the period

C is the number of weeks of personal leave for a completed financial year (NB: 3.6
weeks = 18 days)

D is the number of calendar days in the year (365 or 366)

Duty Allowance Formula

The rate of payment will be calculated as follows:

(i) where an employee is restricted for a period of less than 12 hours from Monday to
Friday

APS Level 5.3 salary x 12 x 9% x 3 hours
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313 74.10

(i) where an employee is restricted for a period of 12 hours or more from Monday to
Friday

APS Level 5.3 salary x 12 x 9% x 12 hours
313 74.10
(iii) where the employee is restricted on a Saturday, Sunday or Public holiday
APS Level 5.3 salary x 12x 12 % x 24 hours
313 74.10
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SIGNATURES OF PARTIES BOUND

By signing below, the employer and organisations bound by this Agreement signify their .
agreement to its terms:

..... (e el

Dated: /6’//" //

Full name: Peter Baxter
Address: 225 London Circuit
Canberra ACT 2601

Authority to sign the Agreement: Director General of the Australian Agency for
International Development

Dated:\b,”/” ?M%g—aated /C ”/A/

Full names: Simon Buckley Jenna McRae
Address: Address:
225 London Circuit Level 1/40 Brisbane Ave

Canberra ACT 2601 Barton ACT 2601

Authority to sign the Agreement:
On behalf of the Community and Public Sector Union
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