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1. TITLE & COVERAGE OF THE AGREEMENT

This agreement will be known as the NCHF Enterprise Agreement 2000.

This Agreement shall be read in conjunction with the Social and Community Services
Employees (State) Award, provided that where there is any inconsistency between the
Award and the Agreement, this Agreement shall prevail to the extent of the
inconsistency. Should any changes occur to the Award during the life of this Agreement
which results in conditions above those contained within this agreement, the parties
shall confer and where agreed vary this Agreement to reflect such changes.

2. PARTIES TO THE AGREEMENT

The parties to this Agreement are the National Community Housing Forum Inc.
(NCHF); all employees; and the Australian Services Union of New South Wales (ASU).

3. PURPOSE OF THE AGREEMENT

The purpose of this Agreement is to:
¢ clarify the rights and entitlements of employees and the employer, in relation to
conditions of employment;

e ensure those conditions are fair and consistent;

¢ prevent industrial disputes and provide a framework for their resolution.

4., DURATION OF THE AGREEMENT

The Agreement will operate on and from the date of certification by the Industrial
Relations Commission of NSW and remain in force until 30® June 2002.

5. TERMS OF EMPLOYMENT

The employer will inform each employee, upon engagement, in writing of his or her
Terms of Employment (e.g. whether permanent, casual or fixed-term, and the ordinary
hours of employment), and provide him or her with a copy of this agreement.

5.1. Priority to permanent employment

A majority of employees (not counting those employed in a classification with rates of
pay at the Level 7 or above) will be employed on a permanent basis. This provision may
be reviewed from time to time by the parties, after reasonable notice has been given by
the party seeking the review. A request by one of the parties for a review will not be
unreasonably denied.

8.2 Fixed-term employees

A fixed-term employee is employed on a temporary basis for a fixed period. Fixed-term
employees are entitled to the same benefits and conditions of employment as permanent
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employees (including leave), except for permanency. Continuity of employment for
leave and other purposes (e.g. maternity leave, long service leave) will not be broken by
the completion of one contract period and commencement of another.

Where an employee is employed for a fixed term of one year or more (other than to
relieve another employee on leave), the employer will, before the term ends, and in
consultation with that employee, assess whether it is possible and desirable to offer that
employee permanent employment. The employer will notify a fixed term employee 4
weeks in advance of the date on which his or her term of employment ends. Should the
employer and employee agree that employment will continue beyond that date as a fixed
term employee, a definite period of further employment will be negotiated between
them before the existing contract expires.

A fixed-term employee will give 4 weeks notice of his or her intention to terminate his
or her employment with the employer before the contract expires.

5.3 Casual employees

Casual employees are employed on a daily basis. Casual employees will only be
employed for temporary and short term purposes, and will not be employed as casuals
for more than three months.

Casual employees are entitled to a 25% pay loading in lieu of the leave entitlements in
this agreement. They will be employed for a minimum of four hours on each working
day.

5.4 Part-time employees

Part-time employees are permanent or fixed-terrn employees engaged to work for less
than full-time hours. They are entitled to all other benefits and conditions available to
full-time permanent employees, on a pro-rata basis. They will be employed for a
minimum of 16 hours per week. On their regular days of employment, they will be
employed for at least four hours each day.
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6. CLASSIFICATION STRUCTURE

6.0 TRAINEE
(a) A person employed at this level works under a recognised trainee scheme.
(b) The parties to this agreement shall observe the terms of the National Training

Wage Award 1994 as amended, as though bound by clause 4 of that Award.

6.1 LEVEL1

6.1.1 Characteristics of the level

(a) A person may only be employed as a Level 1 employee on a fixed term basis
for a maximum period of 12 months. During this period, he or she will
undertake a program of training in areas relevant to the position such as word
processing, reception skills, and basic emait and internet skills that will be
provided or funded by the employer and delivered by recognised training
providers. In addition, a Level 1 employee will receive one week of training on
commencement of employment to induct them into the organisation.

(b) A Level 1 employee works under close direction to undertake clearly defined
routine activities which require the practical application of basic skills and
techniques.

(c) General features of work at this level consist of performing clearly defined

activities with outcomes being readily attainable. Employees' duties at this level
will be closely monitored with instruction and assistance being readily
available.

(d) Freedom to act is limited by standards and procedures. However, with
experience, employees at this level may have sufficient freedom to exercise
judgement in the planning of their own work within those confines.

(e) Positions at this level will involve employees in extensive on-the- job training
including familiarisation with the goals and objectives of the workplace.

) Employees will be responsible for the time management of their work and
required to use basic numeracy, written and verbal communication skills.

(® Supervision of other staff or volunteers is not a feature at this level.

6.1.2 Responsibilities

A position at this level may undertake the following responsibilities or others of similar
value:

(a) Undertake clearly defined routine activities of a clerical and/or support nature;

(b) Undertake straightforward operation of keyboard equipment including data
input and word processing at a basic level;

(c) Provide routine information including general reception and telephonist duties

on a temporary basis under direct supervision;
(d) Apply established practices and procedures;
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(e)

6.1.3

Undertake routine office duties such as filing, photocopying, checking and
batching of accounts, invoices orders and stores requisitions, photocopying,
mail-outs, simple processing of correspondence and maintenance of an existing
records system.

Skills, knowledge and sxperience

Some or all of the following are needed to perform work at this level:

(a)
(®)

(©)
(d)

614
(a)

(<}
(d)

(e)
3]

Developing knowledge of the workplace function and operation;

Basic knowledge of administrative practices and procedures relevant to the
workplace;

A developing knowledge of work practices and policies of the relevant work
area;

Sound numeracy, written and verbal communication skills relevant to the work
area.

Organisational relationships

Works under direct supervision;

Work outcomes are monitored;

Freedom to act limited by standards and procedures;

Solutions to problems found in established procedures with assistance readily
available;

Project completion according to instructions and established procedures;
Limited scope for interpretation.
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6.2 LEVEL2

6.2.1 Characteristics of the level

(a) A person employed as a Level 2 employee shall work under general guidance
within clearly defined guidelines and undertake a range of activities requiring
the application of acquired skills and knowledge.

(b) General features at this level consist of performing functions which are defined
by established routines, methods, standards and procedures with limited scope
to exercise initiative in applying work practices and procedures. Assistance will
be readily available. Employees may be responsible for a minor function and/or
may contribute specific knowledge and/or specific skills to the work of the
organisation. In addition, employees may be required to assist senior workers
with specific projects.

(c) Employees will be expected to have an understanding of work procedures
relevant to their work area and may provide assistance to lower classified
employees or volunteers concerning established procedures to meet the
objectives of a minor function.

(d) Employees will be responsible for managing time, planning and organising
their own work.

(e) Employees at this level could be required to resolve minor work, procedural
issues in the relevant work area within established constraints.

6.2.2 Responsibilities

A position at this level may undertake the following responsibilities or others of similar

value:

(a) Undertake a range of activities requiring the application of established work
procedures and involving limited initiative and/or judgement within clearly
established procedures and/or guidelines;

(b) Achieve outcomes which are clearly defined;

(©) Respond to enquiries that require independent judgement, including
undertaking reception duties without direct supervision;

(d) Assist senior employees with special projects;

(e) Operate a computer and/or programs and peripheral equipment and initiate
corrective action;

® Provide detailed advice and information on the organisation's products and
services;

() Operate a word processor and/or other business software and be conversant
with and utilise the functions of those systems and be proficient in their use;

th) Apply purchasing and inventory control requirements,

(i) Assist with administrative functions.

Skills, knowledge, and experlence
Some or all of the following are needed to perform work at this level:

(a) Sound skills in oral and written communication with other staff, clients and
other members of the public;
(b) Knowledge of established work practices and procedures relevant to the

workplace;
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©)
(d)
(e)
4y
®

624

(a)
()
©
d

Page 6

Knowledge of policies and regulations relating to the workplace;
Understanding of clear but complex rules;

Application of techniques relevant to the workplace;

Developing knowledge of statutory requirements relevant to the workplace;
Understanding of basic computing concepts.

Organisational reiationships

Works under regular supervision; |

Work outcomes are-monitored;

Has freedom to act within defined established guidelines;

Solutions to problems may require the exercise of limited judgement, with
guidance to be found in procedures, precedents, guidelines. Assistance will be
available when problems occur.
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6.3 LeEVEL 3

6.3.1 Characteristics of the level

(a) A person employed as a Level 3 employee shall work under general direction in
the application of procedures, methods and guidelines which are well
established. They would have obtained industry specific knowledge sufficient
for them to give advice and/or information to the organisation, members,
clients and the public in relation to specific areas of their responsibility.

(b) General features of this level involve solving problems of limited difficulty
using knowledge, judgement and organisational skills acquired through
qualifications and/or previous work experience. Assistance is available from
senior employees. Employees may receive instruction on the broader aspects of
the work. In addition, employees may provide assistance to lower classified
employees.

(©) Positions at this level allow employees the scope for exercising initiative in the
application of established work procedures and may require the employee to
establish goals/objectives and outcomes for their own particular work program
or project.

(d) At this level, employees may be required to supervise lower classified staff
such as trainees or volunteers on an occasional basis for specific tasks.
Employees may undertake complex operational work and may undertake
planning and co-ordination of activities within a clearly defined area of the
organisation. Employees will be responsible for managing and planning their
own work.

632 Responsibitities

A position at this level may undertake the following responsibilities or others of similar
value:

(a) Undertake responsibility for various activities in a specialised area;

b) Exercise responsibility for a function within the organisation;

(©) Scope for exercising initiative in the application of established work
procedures;

(d) Assist in a range of functions and/or contribute to interpretation of matters for

which there are no clearly established practices and procedures although such
activity would not be the sole responsibility of such an employee within the

workplace;

(e) Provide secretarial and/or administrative support requiring a high degree of
judgement, initiative, confidentiality and sensitivity in the performance of
work;

(f) Assist with or provide a range of records management services;

(4] Proficient in the operation of computers in order to process documents and data

and to enable minor modifications to computer software systems or packages
and/or identification of problems;

(h) Provide detailed advice and information on the organisation's products and
services and resolve problems of a minor nature;
(i) Provide assistance to senior employees;
() Perform duties of a specialised nature; Romice, 4
Eﬂf:,_‘:‘i:; 5—:":_1:‘— 'l“ = ed

“oittment
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k)
6.3.3

Respond to detailed enquiries relating to a specific area of their responsibility.

Skills, knowledge and experience

Some or all of the following are needed to perform work at this level:

(a)
(b)
©
(d)

(e)
49)]

6.3.4

(a)
(b)
(c)
@
(e)

43
(8

Thorough knowledge of work activities performed within the organisation;

Sound knowledge of procedural methods of the organisation;

May utilise specialised knowledge;

Working knowledge of guidelines or statutory requirements relevant to the

organisation;

Ability to apply computing concepts;

Sound skills in oral and written communication with other staff, clients and
other members of the public.

Organisational relationships

Works under general supervision;

Operates as a member of a team;

Occasional supervision of other employees at a lower level and/or volunteers;
Receives instructions on the broader aspects of the work;

Has freedom to act within defined established practices - that is, freedom to
arrange work in a manner the employee feels most comfortable with provided
there is no change to defined established work practices;

May set outcomes or objectives for specific projects;

Problems can usually be solved by reference to procedures, documented
methods and instructions. Assistance is available when problems occur.

-
By - ST ot d
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6.4 LEVEL4

6.4.1 Characteristics of the level

(a) A person employed as a Level 4 employee shall work under general direction in
functions that require the application of skills and knowledge appropriate to the
work. Generally guidelines and work procedures are established, but employees
may be required to contribute to interpretation and administration of areas of
work for which there are no clearly established procedures.

(b) General features at this level require the application of knowledge and skills
which are gained through qualifications and/or previous experience in a
discipline, Employees will be expected to contribute knowledge in establishing
procedures in the appropriate work related field. In addition, employees at this
level may be required to supervise various functions within a work area or
activities of a complex nature.

(©) Employees may be required to provide specialist expertise or advice in their
relevant discipline.

(d) Work at this level requires a sound knowledge of program, activity, operational
policy or service aspects of the work performed within a function or a number
of work areas.

(&) Employees require skills in managing time, setting priorities, planning and
organising their own work. They may be required to supervise lower classified
staff and/or volunteers and to coordinate work in a distinct work area.

" Employees will be expected to set outcomes and further develop work methods
where general work procedures are not defined.

6.4.2 Responsibilities

A position at this level may undertake the following responsibilities or others of similar

value:

(a) Set outcomes and further develop work methods where general work
procedures are not defined and could exercise judgement and contribute critical
knowledge and skills where procedures are not clearly defined;

(b) Although still under general direction there is a greater scope to contribute to
the development of work methods and the setting of outcomes. However, these
must be within the clear objectives of the organisation and within budgetary

constraints;
(c) Provide administrative support of a complex nature to senior employees;
(d) Exercise responsibility including the setting of priorities and monitoring of
work flows for various functions within a work area;
(e) Provide assistance to a more senior employee in planning, co-ordinating,

implementing and administering activities and policies including bookkeeping
and the preparation of organisation or program budgets;

§))] Develop, control and administer a records management service for the receipt,
custody, control, preservation and retrieval of records and related material;
(® Undertake computer operations requiring technical expertise and experience

and may exercise initiative and judgement in the application of established
procedures and practices;
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(h)
@
)
(k)
0

{m)
(n)

Apply computer programming knowledge and skills in systems development,
network maintenance and implementation;

Provide a reference and research information service and technical service
using current technologies;

Undertake responsibility for moderately complex projects including planning,
co-ordination, implementation and administration;

Undertake a minor phase of a broader or more complex specialised assignment;
Provide expert advice to other employees and/or volunteers;

Exercise judgement and initiative where procedures are not clearly defined;
Where the prime responsibility lies in a specialised field, employees at this
level would undertake at least some of the following:

— Under general direction undertake a variety of tasks of a specialised and/or
detailed nature;

— Exercise specialised judgement within prescribed areas;

- Carry out planning, studies or research for particular projects including aspects of
design, formulation of policy, implementation of procedures and presentation;

— Provide reports on progress of program activities including recommendations.

Skills, knowledge, and experience

Some or all of the following are needed to perform work at this level:

(a)
(b)
©)
(d)

(e)

®
(g)

(h)
6.4.4
(a)
(b)
(c)
d) -
(e)

®

Knowledge of statutory requirements relevant to work;

Knowledge of the organisation’s policies and activities;

Knowledge of the role of the organisation and its services and/or functions;
Specialists require an understanding of the underlying principies in the
discipline;

Sound discipline knowledge gained through previous experience, training or
education;

Strong communication skills;

A high level of interpersonal skills in dealing with the public and other
organisations;

Supervisory skills, where relevant.

Organisational relationships

Works under general direction;

Exercises a degree of autonomy;

Controls projects and/or programs;

Establishes priorities and monitors work flow in areas of responsibility;
Solutions to problems can generally be found in documented techniques,
precedents or instructions. Advice is available on complex or unusual matters.
May supervise staff at lower levels and/or volunteers and co-ordinate work in a
distinct work area.
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6.5

6.5.1
(a)

(b)

©

(d)

(e

LEVEL 5

Characteristics of the level

A person employed as a Level 5 employee shall operate under limited direction
from senior employees or management and undertake a range of functions for
which operational policies, practices and guidelines may need to be developed.
General features at this level allow employees the scope to influence the
operational activities of the organisation and would require them to be involved
with establishing operational procedures which impact upon the organisation
and/or the sections of the community served by it.

Employees will be involved in the formation of programs, procedures, and
work practices and will be required to provide assistance and/or expert advice
to senior employees. More generally, employees will be required to provide
consultation and assistance relevant to the work place. Employees may also be
required to negotiate matters on behalf of the organisation.

Positions at this level will require responsibility for decision making, in the
particular work area and the provision of expert advice. Employees will be
required to set outcomes for the work areas for which they are responsible so as
to achieve the objectives of the organisation. They may be required to
undertake the control and co-ordination of a program, project and/or significant
work area. They may also be expected to contribute to management of the
organisation or a section thereof, and to assist or prepare budgets. Employees
require a good understanding of the long term goals of the organisation.
Employees may have responsibility for a particular area of the organisation'’s
functions; work independently or in teams; work as specialists or provide
specialist support to a range of projects or activities. Positions at this level may
be identified by impact of activities undertaken or achievement of stated
outcomes or objectives for the workplace; the level of responstbility for
decision making; the exercise of judgement; delegated authority; and the
provision of expert advice.

Responsibilities

A position at this level may undertake the following responsibilities or others of similar

(a)
(b)
(c)

(d)

value:

Undertake significant projects and/or functions involving complex social policy
analysis, research and the use of analytical skills;

Undertake specialised functions under a wide range of conditions to achieve
results in line with the goals of the organisation;

Exercise control over the planning, direction and evaluation of operations
which include providing analysis and interpretation for either a major single or
multi specialist operation; provide advice on matters of complexity within the
work area and/or specialised area;

Undertake a range of duties within the work area, including develop work
practices and procedures; problem definition, planning and the exercise of
judgement; provide advice on policy matters and contribute to their
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O]

4y
®

(h)

)

&)
()]
{m)

6.5.3

Negotiate with members and other relevant bodies on public policy issues and
coordinate related activities to further organisational policies and objectives;
Control and co-ordinate a project within budgetary constraints;

Provide a consultancy service for a range of activities and/or to a wide range of
clients; :

Develop and sustain networks of experts and/or interests within the community
sector and other relevant sectors, to further organisational policies and
objectives;

Undertake specific responsibility for media liaison and public promotion of the
goals and policies of organisation;

Undertake specific responsibility for promotional and developmental activities
designed to raise funds for the organisation and improve and extend its
organisational profile, and contribute to the development of these activities;
Undertake specific responsibility for the maintenance of financial systems and
contribute to their development;

Undertake specific responsibility for education and training activities within or
outside the organisation, and contribute to their development.

Where the prime responsibility lies in a specialised field an employee at this
level would undertake at least some of the following:

— Provide support to a range of activities or programs;

- Control and co-ordinate projects;

~ Contribute to the development of new procedures and methodelogy;

— Provide expert advice and assistance relevant to the work area;

- Provide consultancy services for a range of activities;

- Undertake negotiation and networking in the context of policy development;

- Have primary responsibility for a discrete area of policy, projects and/or
organisational development.

Skills, knowledge and experience

Some or alt of the following are needed to perform work at this level:

(a)
®)

©
(d)

(e)
(H
(&
(h)
(i

(M

Comprehensive knowledge of the policies and procedures of the organisation;
Comprehensive knowledge of the relevant specialist discipline, gained through
experience, education, or training;

Appreciation of the long term goals of the organisation;

Detailed knowledge of program activities and work practices relevant to the
work area;

Knowledge of the structure and function of the organisation;

Strong policy analysis and research skills, where relevant;

Strong negotiation skills, where relevant;

Strong communication skills;

A high level of interpersonal skills in dealing with the public and other
organisations;

Supervisory skills where relevant.

Organisational relationships

An employee at this level:
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(a) Works under limited direction from management;

) Exercises a degree of autonomy;

(c) Has significant delegated authority, with selection of methods and techniques
based on sound judgement;

(d) Manages significant projects and/or functions;

(e) May supervise other employees at lower levels, but would not undertake full
management responsibilities.
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6.6 LEVELG6

6.6.1 Characteristics of the level

(a) Employees at this level may undertake similar functions to those of employees
at Level 5, but at a higher level of complexity, responsibility, initiative and
autonomy,

(b) General features at this level allow employees the scope to influence the

operational activities of the organisation and would require them to be involved
with establishing operational procedures which impact upon the organisation
and/or the sections of the community served by it. Employees at this level
would normally be expected to adopt a broader strategic perspective towards
their work than employees at lower levels and should have a good
understanding of the long-term goals of the organisation. They are required to
set outcomes in relation to the organisation's agreed objectives and to devise
strategies to achieve them.

(c) Employees at this level are involved in the formation/establishment of policy,
the procedures and work practices within the organisation and will be required
to provide expert support and assistance to other employees or sections of the
organisation. Employees at this leve] take a broad view of the development of
the organisation and its policy, procedures and work practices.

(d) Positions at this level will require responsibility for decision making and the
provision of a high level of expert advice to the Executive Director, and with
reference to the Executive Director, to the Management Committee and other
areas of the organisation. Employees would be expected to undertake the
control and coordination of the organisation and major work initiatives.

(e) Employees at this level require a high level of proficiency in the application of
conceptual approaches to new problems and opportunities that may lie outside
the original field of specialisation,

262 Responsibilities
A position at this level may undertake the following responsibilities or others of similar
value:

(a) Undertake broadly similar work to that of Level 5 employees but of a wider
scope and greater complexity, requiring considerable initiative and judgement;

(b) Undertake duties of an innovative, novel and/or critical nature with little or no
professional direction;

{c) Provide authoritative specialist advice on policy matters and contribute to the
development and review of policies, both internal and external;

(d) Administer complex policy and program matters;

© May undertake research and policy development work of a high level of

complexity and may coordinate a consultancy service in these areas, without
undertaking full management responsibilities;

B May coordinate lobbying or networking activities requiring complex strategic
planning.

(g Where prime responsibility lies in a specialist field an employee at this level:

- Controls and coordinates projects within the organisation in accordance with
organisational goals;



NCHF- ASU Workplace Agreement Page 15

- Provides a consultancy service to a wide range of clients;

- Is involved in expert problem solving;

— Provides advice on policy and contributes to its development.

— Undertakes lobbying and advocacy work involving networking and policy

development at a high level.

6.6.3 Skills, knowledge and experlence
Some or all of the following are needed to perform work at this level:

(@) Comprehensive knowledge of policies and procedures;

(b) Application of a high level of discipline knowledge;

(c) A high level of verbal and written communication skills, including the capacity
to discuss and explain complex issues and ideas;

(d) Strong strategic planning skills;

{e) Strong policy analysis and research skills, where relevant;

) Strong negotiation skills, where relevant;

® A high level of interpersonal skills in dealing with the public and other
organisations;

(h) Supervisory skills, where relevant.

6.6.4 Organisational relationships

An employee at this level:

{a) Works under limited direction from management;

(b) Exercises a significant degree of autonomy;

(c) Has significant delegated authority;

(d) Manages significant projects and/or functions;

{e) May supervise staff at lower levels, although overall responsibility for
supervision of level 5 employees would normally lie at a higher level,

49} Does not undertake full management responsibility.



NCHF- ASU Workplace Agreement Page 16

6.7 LEVEL7

6.7.1 Characteristics of the level

(a) Positions at this level may be identified by a high level of responsibility for
organisational management and decision-making, the exercise of considerable
independent judgement and delegated authority, and the provision of high-level
expert advice.

(b) General features of this level require employee’s involvement in establishing
policies and procedures which impact on activities undertaken and outcomes
achieved by the organisation and/or activities undertaken by sections of the
community served by the organisation.

(c) Employees are involved in the formation/establishment of policy and the
procedures and work practices within the organisation and will be required to
provide assistance to other employees and/or sections.

(d) Employees at this level are expected to undertake the control and coordination
of key aspects of the work of the organisation. Employees require a strong
understanding of the long-term goals of the organisation.

(e) The management of staff is a feature at this level. Employees are required to set
outcomes in relation to the organisation and may required to negotiate matters
on behalf of the organisation.

4] Employees at this level require a high level of proficiency in the application of
conceptual approaches to new problems and opportunities which may lie
outside the original field of specialisation.

(® Employees will have significant impact upon policies and projects and will be
required to provide initiative and to formulate, implement, monitor and
evaluate projects and work programs.

6.7.2 Responsiblilities

A position at this level may undertake the following responsibilities or others of similar
value:

(a) Undertake managerial or specialised functions under a wide range of conditions
to achieve results in line with organisational goals;
(b) Exercise managerial control, involving planning, direction, control and

evaluation of operations which include providing analysis and interpretation for
either a major single discipline or multidiscipline operation;

() ~ Provide authoritative specialist advice on policy matters and contribute to the
development and review of policies, both internal and external, including
critical evaluation of government policy;

(d) Administer complex policy, organisational and program matters;

(e) Undertake networking, policy development and liaison at a high level.

6.7.3 Skills, knowledge and experience
Some or alj of the following are needed to perform work at this level:

(a) Comprehensive knowledge of policies and procedures;
(b) Application of a high level of discipline knowledge;
(c) A high level of verbal and written communication skills, including the capacity

to discuss and explain complex issues and ideas;
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()] Strong managerial and strategic planning skills;

(e) Ability to exercise sound judgement in relation to complex issues;

H Strong policy analysis and research skills, where relevant;

(g Strong neogtiaiton skills, where relevant;

(h) A high level of interpersonal skills in dealing with the public and other
organisations;

(1) Strong supervisory skills.

6.7.4  Organisational relationships

(a) Works under limited direction;

) Has substantial delegated authority;

(c) Exercises high degree of autonomy.

{d) Manages a section or small unit of the organisation;
(e) Supervises staff at lower levels.

3, -
R SR tiT z-xgrs.-cment

Indusirizl Registrar



NCHF- ASU Workplace Agreement Page 18

6.8

2.8.1
(a)

®)

(<)

@)
(e)

(0

¢:4)
(h)

6.8.2

{EVEL 8

Characteristics of the Level

A person employed as a Level 8 employee shall be subject to broad direction
from the Management Committee and the Chair and exercise managerial
responsibility for the organisation.

General features of this level require the employee’s involvement in the
initiation and formulation of extensive projects or work programs which impact
on the organisation's goals and objectives. Employees are involved in the
identification of current and future options and the development of strategies to
achieve desired outcomes.

Other features of this Level include providing specialised policy, technical,
financial and strategic administrative advice on matters within the organisation
and/or about external organisations such as government.

In addition, the employee will be required to develop and implement
techniques, work practices and procedures in all facets of the work area.
Employees at this level require a high level of proficiency in the application of
conceptual approaches to new problems and opportunities, which may lie
outside the original field of specialisation.

Positions at this level will demand responsibility for decision making within
the constraints of the policy and constitution of the organisation and require the
employees to provide advice and support to all facets of the organisation.
Positions at this level may be identified by the significant independence of
action within the constraints of the policies and constitution of the organisation.
Employees will have significant impact upon policies and projects and will be
required to provide initiative and to formulate, implernent, monitor and
evaluate projects and work programs.

Responsibliities

A position at this level will have responsibility for the management of all areas of the
organisation within the context of the constitution and policies of the organisation. In
addition, a position at this level may undertake the following responsibilities or others of
similar value:

(a)
()
©)
(d)

(e)

6.8.3

Undertake work of substantial scope and complexity. A major portion of the
work requires initiative;

Undertake duties of innovative, novel and/or critical nature;

Undertake functions across a range of administrative, specialist or operational
areas which include specific projects or activities, and the provision of high
level advice;

Manage extensive work programs or projects in accordance with the goals of
the organisation. This may require planning, budgeting, and the evaluation of
outcomes;

Apply high level analytical skills in the attainment of the objectives of the
organisation.

Skills, knowledge and experience

Some or all of the following are needed to perform work at this level:
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(a) Comprehensive knowledge of policies and procedures;
) Application of a high level of discipline knowledge;
(c) A high level of verbal and written communication skills, including the capacity

to discuss and explain complex issues and ideas;

(d) Strong managerial and strategic planning skills;

(e) Ability to exercise sound judgement in relation to complex issues;

§3] Strong policy analysis and research skills, where relevant;

®) Strong negotiation skills;

(h) A high level of interpersonal skills in dealing with the public and other
organisations;

(i) Strong supervisory skills.

6.8.4 Organisational relationships

(a) Subject to broad direction from the Management Committee and the Chair.
1) Exercise managerial responsibility for the organisation.
(c) Exercise responsibility for the adequate supervision of staff.
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7. RATES OF PAY AND PAYMENT OF WAGES

7.1 Rates of Pay

LEVEL 1
Step 1
LEVEL2
Step 1
Step 2
Step 3
Step 4
LEVEL 3
Step 1
Step 2
Step 3
Step 4
LEVEL 4
Step 1
Step 2
Step 3
Step 4
LEVEL 5
Step 1
Step 2
Step 3
Step 4
LEVEL 6
Step t
Step2 .
Step 3
Step 4
LEVEL 7
Range: $60-70,000
LEVELS
Range: $60-75,000

From 1/12/99

25840

30101
31115
32119
32967

34622
35733
36844
38119

41149
42664
44179
45694

41936
49451
50966
52481

53540
54752
55964
57075

Page 20

From 1/9/00 (+3%)

26615

31004
32048
33083
33956

#5661
36805
37949
39263

42383
43944
45504
47065

49374
50934
52495
54055

55146
56394
57643
58787

Registered
Enteiprise Agreement
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7.2 AdJustment to Rates of Pay and Wages

The rates of pay in 7.1 shall be adjusted to reflect any changes to the NSW SACS
Award that provide for rates for comparable classifications that are above the rates
described in 7.1.

The rates of pay in 7.1, up to Level 6, shall be adjusted on 1 September each year. Rates
will be increased by a no less than 1.5% and no more than 3%. The exact increase will
be determined by reference to the annual rate of inflation measured by the Consumer
Price Index (CPI). If the annual rate of inflation is 1.5% or less, rates shall increase by
1.5%. If the annual rate of inflation is 3% or more, rates of pay shall increase by 3%. If
the annual rate of inflation is between 1.5% and 3%, rates of pay shall increase by the
same amount (rounded off to the nearest one tenth of a percent). The one-off increase in
CPI attributable to the introduction of a Goods and Services Tax shall be excluded from
consideration for this purpose.

This range of CPI movements (between 1.5% and 3%} will be reviewed annually in the
light of actual movements to ensure that staff are not disadvantaged in the event of
significantly higher rates of inflation.

The rates of pay in for Levels 7 and 8, are subject to negotiations with the NCHF
Management Committee on an individual basis each year, in conjunction with an annual
performance appraisal.

After each 12 months of service, the wages of each employee will increase to the next
step (or any other higher step) within the relevant classification, subject to satisfactory
performance against mutually agreed performance goals established through an annual
staff development appraisal. The date of the annual appraisal will be specified in the
letter of appointment. The appraisal will take place no later than 6 weeks after the date
specified in the letter of appointment. If the appraisal is delayed, any increase in salary
will be backdated to the date of appraisal in the letter of appointment.

7.3 Payment of Wages

All wages will be paid fortnightly by cash or cheque or electronic funds transfer by
agreement between the employer and employee.

Wages will be paid during working hours on a weekday agreed by the employer and a
majority of employees. Payment will be made not more than five days following the end
of each pay period. The pay day selected, once agreed, will not be changed without
agreement between the employer and a majority of employees.

Upon termination of employment, wages due to an employee will be paid on the date of
the termination or forwarded by post or by hand on the next working day.

An employer may deduct from pay any amounts as are authorised in writing by the
employee, and deductions of income tax required by the Australian Taxation Office.

On pay days, the employer will give each employee a statement in writing of the gross
salary and allowances to which he or she is entitled, the amount of deductions and the
net amount to be paid.

8. HIGHER DUTIES ALLOWANCE

Where the employer expects that an employee will be absent from the workplace for any
five consecutive days or more in a 15 day period and wants another employee to
substantially carry that employee's duties, the employer will formally request this in
advance.

5, h"-rpd
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The employee will not be required to carry out these duties where this would lead to
excessive overtime, or where it would be impractical to carry out the extra tasks in the
time available. The skills required to perform the additional work will also be taken into
account when the request is made.

An employee who is called upon by the employer to substantially perform the duties of
another employee in a higher classification for any five consecutive days or more in a 15
day period will be paid for the days on which those duties are performed at least the rate
for the higher classification.

An employee's wage will not be reduced where he or she is required to relieve another
employee.

9. SUPERANNUATION

The employer will contribute on behalf of each eligible employee to the Health
Employees Superannuation Trust Australia (HESTA) or an alternative superannuation
fund nominated by the employee, such contributions as are required to comply with the
Superannuation Guarantee (Administration) Act 1992.

The employer will provide each employee who is not a member of a superannuation
fund with the relevant membership application form upon commencement of
employment

Each employee will complete the application form and the employer will forward the
completed form to the fund, aiming to do so within the first 4 weeks of commencement
of employment.

The employer will apply to the fund to become a participating employer in the fund and
shall become a participating employer upon acceptance by the trustee of the fund.

An employee may make contributions the fund in addition to those made by the
employer by authorising the employer in writing to deduct such contributions from his
or her wages and pay this amount regularly to the fund in accordance with its trust deed
and rules. Such contributions will normally be made in whole dollars.

The employer will commence such payments within 14 days of receipt of the
employee’s authorisation.

An employee may vary his or her additional contributions by written authorisation to the
employer and the employer will alter the additional contributions within 14 days of
receiving the authorisation.

10. HOURS OF WORK AND OVERTIME

101 Purpose of hours of work clause
The purpose of this clause is:

to ensure that each employee works, on average, no more or less than 73.5 hours per
fortnight;

to limit the extent to which employees work "unsccial hours® (e.9. evenings, weekends
and public holidays) and compensate them when they do so;

to ensure employeas are regularly available for work during certain “"core hours® so that
the workplace functions efficiently;

e to encourage, within these constraints, flexible working hours arrangements to the
benefit of employees and the employer.

™ .
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10.2 Meaning of terms used

"Ordinary weekly spread of hours” means the band of hours in each week, within which
employees would normally be expected to work (e.g. Monday to Friday, 8am to 6pm).
"Ordinary fortnightly hours of work" means the average number of hours an employee
is expected to work each fortnight. The actual number may be more or less in any one
fortnight.

"Flextime" is an arrangement where the hours worked within the ordinary spread of
hours but outside core hours may be worked at the employee’s discretion on a flexible
basis; although the employer may require additional ordinary hours to be worked where
the efficient operation of the workplace reasonably requires it.

“Core hours" are the band of hours within any ordinary working day during which
employees are expected to work, unless the employer agrees otherwise.

“Overtime"” means hours worked outside the ordinary weekly spread of hours, orona
public holiday. Overtime can only be worked with the agreement of the employer.
“Time off in lieu of overtime"” means paid time off in lieu of ddditional (or "Penalty")
payments for overtime.

10.3 Ordinary weekly spread of hours
The ordinary weekly spread of hours are between:

+ Bam and 6pm, Monday 1o Friday In the case- of all employees except those employed
in a classification with rates of pay at Level 7 or above;

+ 8am and 7pm, Monday to Friday in the ohse of employees paid at the rates aquivalent
to Level 7 or above;
Two paid tea breaks of fifteen minutes each will be taken in each 7 hour period of duty.
An unpaid lunch break of at least half awrhour and not more than 2 hours will be taken
within five hours of commencing work each day.
Time worked outside this spread of drdinary hours is overtime, and may only be worked
with the authorisation of the employer.

104 Overtime

Any time worked outside the ordinary spread of hours is overtime, which will be
compensated as follows:

a) Employees paild at}Level 3orless

These employees are grl'iitled to payment at the rate of time and a ' half for the first 2
hours and double timné thereafter for overtime work performed between Mondays and
Fridays; and to payrhent at double time rates for any hours worked after 12 noon on
Saturdays or on Sdndays. In calculating overtime rates, each day will be counted
separately. ,

Employees may, with the agreement of the employer, take time off in lieu of overtime
payment, at the same rates.

b) Employees pald above Levei 3

These err;bloyees are entitled to payment for such work at ordinary time rates or to take
time off in lieu of payment at the rate of time and a half; except for work described
below.

The choice of payment or time off in lieu will be made by agreement between the
employee and employer, except in the case of those employed in a classification with
rates of pay at Level 7 or above, in which case the employer will determine which
option will apply.

h ’C‘ "“*"“«]L'_"Pt
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In all cases, employees paid above Level 3 will take time off in lieu of the following
overtime work on an hour-for-hour basis:

¢ up to 4 Saturdays each year to attend Pollcy Advisory Committee and similar meetings
of the organisation; and

o travel ime outside the ordinary weekly spread of hours.

105 Time off in lleu of overtime

A record will be kept of time off in lieu of overtime accumulated at the end of each
fortnight.

Where more than one weeks' working hours are accumulated as time-off at the end of
any fortnight, the employee and employer will attempt to reach agreement to reduce this
to 14 hours 42 minutes or less {or the appropriate proportion of this amount in the case
of part-time employees) within the next 4 weeks. The employer may direct the employee
to take time off (without loss of pay).

The options to reduce excess time off include:

» taking time off within the next 4 weeks;

« deferral of up to one weeks time off in each year, to be taken at an agreed time during
the same year;

e payment at hour-for-hour rates (or the relevant penalty rate for employees paid at rates
equivalent to Level 3 or below) for all or part of any overtime which was worked.
Where time off still exceeds one week's working hours after 4 weeks, any additional
accumulated time off will be considered overtime and will be paid out at ordinary time
rates {(or the relevant penalty rate for employees paid at rates equivalent to Level 3 or
below).

10.6 Ordinary fortnightly hours of work

The ordinary hours of work for a full-time employee are 73.5 hours per fortnight on
average.

The ordinary hours of work for a part-time employee are his or her prescribed
fortnightly hours of work on average.

10.7 Flex-time

Note: This sub-clause deals only with hours worked within the ordinary spread of hours.
The ordinary fortnightly hours of work may be worked at any time within the ordinary
weekly spread of hours, except that an employee is required to work during "core hours”
unless time off during core hours has been agreed with the employer. Core hours
include:

» the hours between 10.00am and 4.00pm on each day on which he or she is regularly
required to work {subject to meal and breaks}; and

e a minimum number of hours per fortnight, l.e. the employee’s forinightly hours minus
two days.
Core hours may be varied by agreement between the employer and each employee.
Some employees, because of the nature of their duties, may be regularly required to
work core hours different to those in the previous paragraph.
Where an employee's ordinary hours in any fortnight exceed 73.5 hours, the excess
Atours are "flex-time credits". Where an employee's ordinary hours in a given fortnight
are less than 73.5 hours, the shortfall is "flex-time debits".
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a) Flex-time credits

An employee will not accumulate more than 14 hours 42 minutes of flex-time credits by
the end of any fortnight without the employer's authorisation.

Where at least 14 hours 42 minutes are accumulated at the end of any fortnight, the
employee will take one day off, at a date agreed with the employer, during the following
fortnight. The employer will not unreasonably refuse such request, and may direct the
employee to take time-off (without loss of pay). In exceptional circumstances, where
this is not possible, the employer and employee may agree to defer the day off, to be
taken within the following fortight.

Where the arrangements in the previous two paragraphs have not been followed, or
where they do not reduce flex-time credits to 14 hours 42 minutes or less, any flex-time
credits in excess of 14 hours 42 minutes will be cancelled.

b) Flex-time debits

An employee will not accumulate in excess of 7 hours 21 minutes flex-time debit by the
end of any fortnight without the agreement of the employer.

Where debits in excess of 7 hours 21 minutes are accumulated, the employee shall
reduce the debit to 7 hours 21 minutes or less within the next fortnight.

10.8 Part-time smployees and flex-time

Flex-time arrangements apply to part-time employees. For the purpose of calculating
flex-time credits and debits for part-time employees, the limits in sub-clause 10.7 apply
on a pro-rata basis.

11. BREAKS AND PUBLIC HOLIDAYS

11.1 Employee not required to work without taking certain breaks, or on a public
holiday

An employee will not be required to work:
« for more than five hours without a meal break of at least half an hour;

» after 10PM in the avening;
o within 10 hours of finishing work the day before;

e during a public holiday listad below, or any additional public holidays gazetted by the
New South Wales Government:

~ New Years Day
— Australia Day

- Good Friday

- [Easter Monday
—~ Anzac Day

= Queens Birthday
- Labour Day

= Christmas Day
- Boxing Day

- and one additional day each year ¢n a date agreed with the employer.
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112 Overtime payable when employee agrees to work during the above times

Where an employee agrees to work during these times at the employer's request, he or
she will be working overtime, and will be entitled to payment at double-time rates (or at
ordinary time rates plus time off in lieu of overtime at ordinary time rates).

12. MEAL ALLOWANCE AND TRAVEL EXPENSES

Where an employee works, with the employer's approval:

« for one hour or more after 7pm in the evening without reasonable opportunity 1o travel
home for a mea; or

« for five hours or more on a weekend or public holiday;
he or she is entitled to:

« a meal allowance of $22.65 for an evening meal or $9.60 for breakfast (if relevant),
raviewed in June annually in light of CPl increases and changes to public service
conditions; and

« reimbursement of reasonable travel expenses (including taxi fares) to get home in the
avening, or to and from home on the weekend.

13. TRAVEL ALLOWANCE

Where an employee is required by the employer to travel for work purposes and to stay
overnight away from home, he or she is entitled to an allowance of $9.60 for breakfast
and $22.65 for an evening meal, reviewed in June annually in light of CPI increases and
changes to public service conditions.

The employer will also meet all reasonable accommodation and travel expenses,
including airfares and taxi fares or airport parking (unless a taxi is less expensive).

Enge

14. MOTOR VEHICLE ALLOWANCE

Where the employer and an employee agree that the employee will use his or her own
vehicle in the normal course of his or her employment, the employee shall be entitled to
a Motor Vehicle Allowance at current Public Service rates (see Public Service
Conditions of Employment 1997).

15. CALL BACK

Where an employee is "called back” to work after leaving the place of employment (e.g.
on an evening or weekend), he or she is entitled to payment for a minimum of two
hours' work, and will not necessarily be required to work for the full two hours.

17. ANNUAL LEAVE

An employee (other than a casual employee) is entitled to 4 weeks annual leave on his
or her ordinary-time rate of pay for each continuous 12 month period of service with the
employer.

Where an employee applies in writing and the employer agrees, and the employee has
completed at least 1 month of any 12 month period of continuous service, the employee
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may take in advance that portion of his or her annual leave entitlement that has aiready
accrued.

Annual leave does not include any public holidays or days taken off on sick leave. If any
public holiday falls within an employee's period of annual leave (and is observed on a
day which would have been an ordinary working day for the employee), it will not be
counted as part of his or her annual leave. Sick leave will be dealt with according to the
Sick Leave clause.

Annual leave will normally be taken at a time agreed between an employee and the
employer, within a period of not more than 6 months after the annual leave accrued (i.e.
after the end of each 12 month period of continuous employment). Annual leave may
only be deferred by agreement between an employee and the employer, and payment
will not be made or accepted in lieu of annual leave, unless employment has been
terminated.

An empioyee who has been employed continuously for 1 month or more and has not
used up all of his or her annual leave entitlements at the time of termination of
employment, is entitled to payment in lieu of annual leave, on a pro rata basis for each
completed month of service.

In addition to his or her ordinary-time rate of pay, an employee taking annual leave is
entitled to receive a loading of 17.5%. However, this loading will not apply to payments
of annual leave entitlement on termination of employment.

18. SICKLEAVE

An employee (other than a casual employee) is entitled to be absent without loss of pay
on account of personat ill health or injury, for a period of up to and including fifteen
working days in each twelve months of service. Proof of such illness or injury will be
provided in a manner satisfactory to the employer for three or more consecutive days’
absence from normal duties. A medical certificate signed by a qualified medical
practitioner will be accepted as satisfactory evidence of illness.

An employee may use his or her sick leave entitlements for absences to provide care and
support for a near relative (as defined in Clause 20. Personal and Family Leave) when
they are ill or injured. This entitlement applies only in cases where the employee is
responsible for, or shares responsibility for, the care of the person concerned. When an
employee uses sick leave entitlements for this purpose, he or she will provide
satisfactory evidence of the illness or injury, as described above.

If the full period of sick leave is not used in any one year, up to eight days of the fifteen
days' entitlement will be carried forward into the following year.

Unused sick leave entitlements are not payable on termination of employment. The
employer will not terminate the services of an employee during any period of sick leave
to avoid the employer's obligations under this Clause.

iness or injury sustained during annual leave is to be counted as sick leave and not
deducted from annual leave entitlements, unless all accrued sick leave has been used.

19. MATERNITY AND PARENTAL LEAVE

The purpose of this clause is to:

+ anable mothers of a newborn child to be absant from work without loss of pay for a limited
period before and after confinement , through Pald Matemity Leave;

Frigrp. -t
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+ enable employees who are the parents of newbom, adopted or fostered children (or their
partners) 1o care for them full-time for a fixed period without loss of employment {and for a
shorter period without loss of pay), through Parental Leave.

19.1 Pald maternity leave

An employee eligible for Paid Maternity Leave is entitled to 6 weeks’ Paid Maternity
Leave on her ordinary-time rate of pay. This will be taken at a time chosen by the
employee but within the period 12 weeks before the expected date of confinement and
12 weeks after the actual date of confinement.

An employee eligible for Paid Matemity Leave is also entitled to up to 12 months’
Parental Leave (including an additional 6 weeks of Paid Parental Leave) pursuant to
19.2 below, which will be inclusive of any Paid Matemity Leave taken after the birth of
the child.

{1) Eligibility for Paid Maternity Leave

An employee (other than a casual employee) with at least 12 months' continuous service,
who becomes pregnant and provides to the employer of a certificate from a qualified
medical practitioner stating the presumed date of her confinement, is entitled to Paid
Maternity Leave.

The 12 months' continuous service is counted up to the date she proposes to commence
Paid Matemnity Leave.

(2) Commencement and completion of Paid Maternity leave:

An employee will, at least 10 weeks prior to the presumed date of confinement, give
notice in writing to her employer stating the presumed date of confinement.

The employee will give at least 4 weeks’ notice in writing to her employer of the date
upon which she proposes to commence Paid Maternity Leave and the period of leave to
be taken.

The employer, by not less than 14 days notice in writing to the employee, may require
her to commence Paid Maternity Leave at any time within the six weeks immediately
prior to her presumed date of confinement; except to the extent that a medical certificate
provided to the employer states that she is fit to continue employment for all or part of
that period.

The total period of Paid Maternity Leave includes 6 weeks’ compulsory leave to be
taken immediately following confinement. This would normally be part of the 12
weeks’ paid maternity leave.

Paid Maternity Leave will be taken in one unbroken period (or more periods by
agreement with the employer) of 6 weeks, finishing within 12 weeks from the date of
birth of the child. The period of leave may be varied by agreement with the employer.

(3) lliness before commencement of maternity leave

Where in the opinion of a qualified medical practitioner, illness or risks arising out of
the pregnancy or hazards connected with the work assigned to the employee make it
inadvisable for the employee to continue at her present work; the employee will, if
practicable, be transferred to a safe job at the rate of and on the conditions attached to
her normal job until the commencement of maternity leave.

An employee not yet on maternity leave who suffers illness associated with her
pregnancy {or who cannot practically be transferred to a safe job in the circumstances
above) and is advised by a qualified medical practitioner to take leave of absence, may
use accrued sick leave entitlements for this purpose. If there is no sick leave entitlement
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remaining, and she is advised to do so by a qualified medical practitioner, she may
commence Paid Maternity leave early.

The employer may require the employee to take either sick leave or annual leave for
such period.

Where the pregnancy of an employee terminates after 28 weeks other than by the birth
of a living child, but before commencement of maternity leave; she is entitled to use up
to 7 days of unused Paid Maternity Leave entitlements to assist with recovery. In
addition, she may use accrued sick leave entitlements or a period of unpaid leave, as
recommended by a qualified medical practitioner.

19.2 Paid and Unpaid Parental leave

An employee eligible for Parental Leave is entitled to 12 months’ leave to care for a
newborn, adopted or fostered child, which includes any period of Paid Maternity Leave
taken by the employee (pursuant to 19.1 above), and an additional 6 weeks’ Paid
Parental Leave. The remainder of the 12 months’ entitlement is unpaid.

(1) Eligibility for Parental Leave

The following employees, are eligible for Parental Leave if they are not casual
employees and have served at least 12 months’ continuous employment up to the date
she or he proposes to commence Parental Leave:

+ an expectant mother;
« the father of a newly bomn child or the partner of the mother of a newly bom child;

+ an employee (or the partner of an employee) who has been approved by the appropriate
Govermment authority as an adoptive parent of a child under the age of five years who has
not previously lived continuously with the employee concerned for a period of 6 months and
who is not a child or step-child of the employee or of his or her partner.

« an employee (or the partner of an employee) who has been approved by the appropriate
Govermnment authority as a foster parent, for a period of 12 months or more, of a child under
the age of 5 years who has not previcusly lived continuously with the employee concerned for
a period of 6 months and wheo is not a child or step-child of the employee or of his or her
partner,

(2) Application for Parental Leave

An expectant mother who wishes to apply for Parental Leave will apply for such leave at
the same time as she applies for Paid Matemity Leave and will not be required to
provide further supporting evidence.

An employee who is the father of a newly born child or the partner of the mother of a
newly born child will, at least ten weeks prior to the presumed date of birth of the child,
give notice in writing to his or her employer stating the presumed date of birth and will
provide to the employer:

« a Statutory Declaration or affrmation {or where accepiable to the employer, a signed

statement) stating that he expects to become the father of a ¢child, or that his or her partnar is
pregnant; and

+ a certificate from a qualifled medical practitioner stating the presumed date of birth of the
child.

An employee who has been approved by the appropriate authority as an adoptive or

foster parent will, upon receiving notice of approval for such purpose from the authority,

notify the employer of the presumed date of placement of the child. The employee will

give notice no later than fourteen days before placement and provide:

h,\‘*-.--“’:r‘rfii:l
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« a statement from the adoption agency or other appropriate body giving the presumed date of
placement of the child with the employee for adoption or fostering; or

« a statement from the appropriate Government authority conflrming that the employee is to
have custody of the child pending application for an adoption order; and

¢ in the case of the partner of an adoptive or foster parent, a statutory declaration or affirmation
(or where acceptable to the employer, a signed statement) from the employee that he or she
is the partner of an adopting parent.
In the case of relative adoption (adoption of a child by a parent, a partner of a parent or
other relative being a grandparent, brother, sister, aunt or uncle, whether of the whole
blood or half blood or by marriage), the employee will notify the employer within seven
days of deciding to take a child into custody pending an application for an adoption
order.
An employee who intends to apply for adoption leave and who commences employment
with an employer after the date of the emplioyee's approval for adoption purposes will,
upon commencing employment, notify the employer indicating the period of adoption
leave which the employee proposes to take. Such employee is only entitled to adoption
leave if her or she has twelve month's continuous service with the employer prior to date
on which the leave commences.

{3) Period of leave

Paid Parental Leave will be taken in one unbroken period of 6 weeks (or more periods
by agreement with the employer) either:

o within 12 weeks after the birth or placement of the child; and/or

+« not more than 12 weeks prior to the expected date of confinement in the case of an
expectant mother or her partner or the father of the child.

In the case of the mother of a newborn child, Paid Parental Leave will normally be taken

immediately following a period of Paid Matemity Leave.

The employer, by not less than 14 days notice in writing to the mother of a newborn

child, may require her to take Paid Parental Leave during the six weeks immediately

following confinement; except to the extent that a medical certificate provided to the

employer states that she is fit to continue employment for all or part of that period.

The remainder of the Parental Leave entitlement {(which is unpaid) will be taken in one

or two unbroken periods (or more by agreement with the employer) within 2 years after

the birth or placement of the child, provided that leave will expire on the child’s fifth

birthday in the case of an adopted child, or the child’s sixteenth birthday in the case of a

fostered child.

In the case of expectant parents, Parental Leave will be cancelled when the pregnancy of

the mother terminates after 28 weeks other than by the birth of a living child. However,

an employee who is the expectant mother’s partner or the expectant father will on

written application to the employer be entitled to use up to 7 days of unused Paid

Parental Leave entitlements in order to provide support to the mother.

Where the employer agrees, the employee may use accrued sick leave or commence

Paid Parental Leave early, in order to provide support to the mother where she suffers an

illness associated with the pregnancy.

Subject to the provisions below, Adoption Leave will begin after the date of approval

for adoption purposes.

Leave may commence earlier than the notified date of placement where:

» the child becomes available for placement sooner than expected;
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» an adoptive parent proposes to travel overseas for the purpose of taking custedy of a child
and glves the employer at least 14 days’ notice of this.

Where the employee applies at least four weeks in advance to do so, and the employer

agrees, she or he may commence an additional period of leave without pay on

completion of her or his total period of Parental Leave.

(4) Special Adoptlon and Fostering Leave

An employee is entitled to unpaid Special Adoption and Fostering Leave where he or
she (or his or her partner) is seeking to adopt or foster a child up to the age of 16 years
and the employee wishes to attend any interviews, workshops, court attendances or
medical examinations that are necessary for this purpose. The employee will give
reasonable notice to the employer of the employee's desire to take Special Adoption and
Fostering Leave. Special Adoption and Fostering Leave entitlements do not exceed two
days in total, but up to five days unpaid leave may be taken by agreement between the
employee and the employer.

19.3 Provisions common to Parental Leave and Pald Maternity leave
(1) Variation of the period of leave

By giving at least 14 days notice in writing, an employee may shorten or lengthen the
period of leave to be taken; provided this is done once only within the total period of
leave {except by agreement with the employer) and does not extend the total period of
leave beyond the entitlements outlined in this clause.

{2) Parental and Paid Maternity Leave and Other Leave Entitlements

Provided the total period of leave does not exceed 52 weeks; an employee may take any
accrued annual leave or long service leave to which she or he is entitled at the time that
leave commences.

Paid sick leave and other paid leave entitlements (excluding annual leave or long service
leave) are not available to an employee during absence on Paid Maternity leave or
Parental Leave.

{3) Termination of Employment

An employee may terminate her or his employment at any time during the period of
leave by giving notice in writing in accordance with this Agreement.

The employer will not terminate the employment of an employee on the grounds of her
pregnancy or of her or his absence on Paid Maternity leave or Parental Leave, but
otherwise the rights of an employer in relation to termination of employment are not
affected.

{4) Return to work

An employee will confirm her or his intention of returning to her work by notice in
writing to the employer, at least four weeks prior to the completion of leave.

Once this period of notice has expired, the employee is entitled to the position which she
or he held immediately before commencing leave. An employee who was transferred to
a safe job is entitled to the position which she or he held immediately before such
transfer.

Where such a position no longer exists but there are other positions available for which
the employee is qualified and which she or he is capable of performing, the employee is
entitled to a position as nearly comparable in status and salary to that of the former
position.

......
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Where an employee applies to the employer at least four weeks prior to the completion
of leave, and the employer agrees, she or he may return to work on the basis of shorter
weekly working hours than those of the former position for a period of up to 52 weeks,
up to two years after the birth of the child.

(5) Replacement Employees

A replacement employee is an employee specifically employed or transferred to fill a
vacancy arising due to Paid Maternity leave or Parental Leave.

Before the employer employs a replacement employee or transfers an existing employee
under this sub-clause, the employer will inform him or her of the temporary nature of
the employment or transfer and of the rights of the employee who is being replaced.
This sub-clause does not imply that the employer is required to engage a replacement
employee.

20. PERSONAL AND FAMILY LEAVE

20.1 Purpose of clause:
The purpose of this clause is to

o anable employees with caring responsibllites to take a limited amount of time off
during ordinary working hours without loss of pay to meet those responsibilities, where
it would be unreasonable to expect them to make altemative arrangements;

« enable all employees to take a fimited amount of time off without loss of pay for
personal reasons such as bereavement or moving house.
20.2 Meaning of terms

“Personal and Family Leave” means leave for personal or family purposes.

"Family Purposes” include caring for a near relative, dealing with an emergency
concerning a near relative, or attending to business concerning the care of a near relative
or the education of a dependent child, where:

¢ the employee has or shares primary responsibility for care (e.g. Is the parent of a
dependent chiid);

+ {hese tasks cannot reasonably be done outside working hours; and

« ajternative care arrangements are elther inappropriate, unavailable or impractical.
A "near relative” means;
« a partner or de facto pariner;

¢ a dependent child;

s a parent or step-parent {or parent-in-law);

s a grandparent or step-grandparent (or grandparent-in-iaw);

o another relative as agreed between the employer and the employese,

e another person with whom the employse has a significant bond.
"Personal Purposes” includes attending the funeral of a near relative, or moving house.
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20.3 Eligibility for Personal and Family Leave

An employee is entitled to a total of up to and including 7 days Personal and Family
Leave on full pay for each 12 months continuous service with the employer.
Entitlements will not accumulate from year to year.

The entitlement for paid leave for family purposes is up to and including 5 days each
year, and the entitlement for personal purposes is up to and including 7 days each year,
as long as the total amount of Personal and Family Leave is not greater than 7 days in
any year.

20.4 Application for Personal and Family Leave

Where practical, an employee wishing to take Personal and Family Leave will notify the
employer before taking leave, stating the reasons for seeking leave.

The employee will as soon as practicable (before or after taking leave) apply in writing
for leave, stating the reason in the application.

Where the reason is the illness of a person requiring care or the usual care-giver, and the
employee is absent for more than three consecutive days, the employee will provide a
medical certificate with his or her application.

Where the reason is business concemning the care of a near relative or the education of a
dependent child, the employer may require documentation on the purpose of the
application from the relevant authority (e.g. school).

21. CHILD CARE

An employee responsible for the care of a child will, in an emergency, be entitled to

bring the child to work, where this does not conflict with the performance of his or her
duties.

22. LONG SERVICE LEAVE

An employee is entitled to Long Service Leave pursuant to the relevant state Long
Service Leave Act, provided that:

+ the entilement is for three months Long Service Leave aftar and in respect of sach 10
years' servics;

¢ leave will nermally be taken at a time agreed with the employer within eighteen months
of entitlement, and if it has not been taken after fifteen years’ service the employer may
require that it be taken on three months' notice;

» an employee is entitled to pro-rata long service after five years' service, {0 be taken at
a time agreed with the amployer;

* an esmployee is entitled to payment in lleu of any accrued Long Service l.eave, on
termination of employment after five years' service.

23. STAFF TRAINING

The employer will consult regularly with all employees regarding staff training and
development plans for the workplace.
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An employee may, with the prior approval of the employer, attend conferences, training
courses and seminars relevant to his or her work, during normal working hours without
loss of pay.

An employee is entitled to four hours per week study leave without loss of pay to attend
personal studies relevant to his or her work, where the course of study is approved by
the employer in advance. Study leave may be accumulated within each year for the
purpose of preparation for examinations in courses of study approved by the employer.
An employee is also entitled, subject to prior employer approval, to leave without loss
of pay to attend examinations (including time reasonably taken to travel to and from the
place where an examination is conducted) in courses of study approved by the employer.
Approval of study leave will be subject to the employer’s convenience and will not
unreasonably affect the operation of the workplace, but will not be unreasonably
withheld.

24. LEAVE WITHOUT PAY

On application by an employee, the employer may, at its discretion, grant to an
employee leave without pay for any purpose.

25. CONTINUITY OF SERVICE

For the purpose of calculating entitlements under this Agreement, service is considered
to be continuous regardless of:

e absence from work on paid leave, which Is taken into account and counted as time
worked;

¢ the end of a funding period for a project;

e unpaid absences, although unpald absences will not be counted as time worked
except In the case of unpaid absences of less than one week.

26. GRIEVANCE AND DISCIPLINARY PROCEDURE

26.1 Grievance procedures

Where an employee has a substantial complaint about his or her working conditions or
working arrangements, he or she will first raise the matter with his or her supervisor,
and a meeting will be held to attempt to identify the problem (if any) and attempt to
resolve it.

Where this procedure does not resolve the problem, or where it would be inappropriate
(e.g. in the case of complaint about the supervisor), the Union may request a meeting
with representatives of the employer to attempt to identify and resolve the problem.
Once this request is made in writing, a balanced number of employer and union
representatives will meet (in place of the above procedure) to attempt to resolve the
matter.

Where this does not resolve the problem, the matter may be referred by either party for
conciliation and/or arbitration to the Industrial Relations Commission of NSW.
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26.2 Disciplinary procedures

Where the employer has substantial concerns about the work performance or conduct of
an employee, the following procedure will be followed.

The following procedure does not preciude the supervisor from informally raising a
concern with an employee; but such an informal meeting is not counted as the "first
meeting".

a) First meeting

Firstly, the employee's supervisor will discuss the matter privately with the employee.
Adequate warning will be given of this first meeting and a union member is entitled to
have a union representative present (if the union agrees). The purpose of this meeting is
to attempt to identify the problem (if any) and reach agreement on action to resolve it.
The supervisor will make a record of the meeting for the employee’s personnel file after
discussing this with the employee.

The employee will have access to the file and be given the opportunity to make his or
her comments.

Where action is agreed to resolve a problem, a time-frame within which significant
improvement can reasonably be expected may be agreed upon. A follow-up meeting
may then be organised as above to discuss progress in resolving the problem.

b) Meeting with union

Where this procedure has not been followed in the first place, or where action to resolve
a problem cannot be agreed, or where the procedure would be inappropriate, the union
may instead request a meeting between the union and the employer. Once this request is
made in writing, a balanced number of employer and union representatives will meet (in
place of the above procedure) to attempt to resolve the matter.

¢) Second meeting

If a substantial problem with work performance or conduct was identified at the first
meeting and the supervisor believes the problem has not sufficiently improved, or there
was agreement that a second meeting should be held, a second meeting will be held
between the employee and his or her supervisor, as described above. The purpose of this
meeting will again be to attempt to reach agreement on the nature of the problem and on
action to resolve it (if this was not achieved in the first meeting), or to assess progress
on any agreed action to resolve a problem identified at the first meeting.

d) Written warning

If a problem identified at the first meeting has not sufficiently improved, the Executive
Director may, after the second meeting, issue to the employee a written waming. The
warning will identify the problem and give the employee a reasonable opportunity to
improve his or her work performance or conduct, and warn that dismissal action may be
taken if this improvement does not occur. A copy of this clause of the agreement will
also be given to the employee at this time.

Where a written warmning has been given to a union member, a copy will also be given to
the representative of the union in the office, or forwarded to the Branch Secretary. The
union will be given a reasonable opportunity to meet with the employer to discuss the
matter before dismissal action is taken.

e) Personnel records
Where the problem (if any) has been resolved, all records of the matter on the

employee's personnel file will be removed one year after this procedure has been
completed.
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f) Confidentiality

Confidentiality will be strictly maintained (including material in personnel files) by all
parties, unless the employer and employee agree otherwise.

27. TERMINATION OF EMPLOYMENT

27.1 Termination process

The employer will not terminate the employment of an employee unless the disciplinary
procedure in this agreement has been completed; except in the cases of casual
employees, fixed term employees whose period of employment has expired, or
termination for conduct which justifies instant dismissal.

27.2 Notlce of termination by employer

In order to terminate the employment of an employee (other than a casual employee or
termination for conduct which justifies instant dismissal), the employer will give him or
her four weeks' notice in writing.

Employees over 45 years of age at the time of the giving of notice who have at least two
years' continuous service with the employer, are entitled to an additional 1 weeks notice
(other than termination for conduct which justifies instant dismissal).

Payment, at the employee's current ordinary-time rate of pay, may be made in lieu of all
or part of the period of notice.

273 Notice of termination by employee

The notice of termination to be given by an employee is the same as that required of the
employer, except that there is no additional notice based on the age of the employee.

If an employee fails to give notice, the employer has the right to withhold monies due to
the employee up to the ordinary-time rate of pay for the period of notice.

274 Time-off during notice period

Where the employer has given notice of termination to an employee (other than
termination for conduct which justifies instant dismissal), he or she is allowed up to one
day's time-off without loss of pay for the purpose of seeking other employment. The
time-off will be taken at times that are convenient to the employee after consultation
with the employer.

27.5 Certificate of service

Upon termination of employment for any reason, the employer will provide the
employee with a certificate of service in the following form:

a. Employee's name;

b. Period of employment (From..., To...};

C. Title of Position;

d. Salary scale;

e. Nature of work (including if applicable, details of numbers of other
staff and/or volunteers supervised by the employee);

f. Name of Employer.

Signed: (Executive Director)

Date:
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27.6 Summary dismissal

The employer has the right to summarily dismiss any employee without notice for
misconduct which justifies instant dismissal, provided the reasons for such dismissal are
first given to the employee by the Executive Director in writing. In such case wages will
be paid up to the time of dismissal only.

27.7 Unfair dismissal

Termination of employment by an employer will, whether with or without notice, not be
harsh, unjust or unreasonable.

Except where a distinction, exclusion or preference is based on the inherent
requirements of a particular position, termination on the ground of race, colour, sex,
marital status, family responsibilities, pregnancy, religion, political opinion, national
extraction, disability and/or socia! origin will be regarded as harsh, unjust or
unreasonable.

In the event of a dispute regarding an alleged unfair dismissal, the employer and union
will meet to attempt to resolve the dispute (if requested by either party). If the dispute
cannot be resolved in this way, it may be referred by either party to the Industrial
Relations Commission of NSW for conciliation and/or arbitration.

28. CONSULTATION ABOUT CHANGE IN THE WORKPLACE

28.1 Notifylng employees and the unlon about changes:

By the time that the employer has made a definite decision to introduce majot changes
in program, organisation, structure or technology (including the engagement of any
additional fixed term employees and/or the contracting out of substantial work currently
performed by an employee) that are likely to have a significant effect on employees, the
employer will notify the employees who may be affected by the proposed changes, and
also the Australian Services Union (through either the workplace representative or the
Branch Secretary).

"Significant effects” include redundancy, major changes in the composition, operation
or size of the employer's workforce or in the skills required; the elimination or
diminution of job opportunities, promotion opportunities or job tenure; changes in the
designation of staff positions; changes in hours of work; the need for substantial
retraining; transferring of employees to other work or locations; and the restructuring of
jobs.

However, they do not include changes for which this agreement makes provision. These
will be dealt with according to the procedure outlined in the relevant clause of this
Agreement.

28.2 Discussing changes

On request from employees affected or the Union, the employer will promptly discuss
with the employees affected and the Union the introduction of the changes referred to in
this sub-clause, the effects such changes are likely to have on employees, and measures
to avoid or reduce any negative effects of such changes on employees. The employer
will give prompt consideration to matters raised by the employees and/or the Union.

On request, the employer will also provide in writing to the employees concerned and
the Union, all relevant information about the changes including the nature of the
changes proposed, the expected effects of the changes on employees and any other
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matters likely to affect employees. However, the employer is not required to disclose
confidential information, where to do so would reasonably be regarded as contrary to the
employer's interest.

29. REDUNDANCY

29.1 Scope of this clause

This clause applies only to redundancy: that is, termination of employment arising from
a decision by the employer that it no longer wishes the job of an employee to be done by
anyone (e.g. due to stopping or reduction of grant or project funding).

This clause will only apply to employees with more than one year’s continuous service,
who are not casual employees or fixed term employees whose period of employment has
expired.

This ctause will not apply where employment is terminated as a result of conduct that
justifies instant dismissal.

In cases where this clause does not apply, the employer is only required to comply with
other relevant clauses in this agreement (e.g. termination of employment), to give an
indication of the impending redundancy at the first reasonable opportunity, and to take
reasonable steps to help the employee obtain suitable alternative employment.

29.2 Notification and discussions before redundancy

The requirements in clause 28 for the employer to notify and discuss changes apply to
redundancy. This means that the employer will notify employees affected and the union
by the time a definite decision has been made that the employer no longer wishes the job
any employee has been doing to be done by anyone; where that decision may lead to
termination of employment.

29.3 Transfer to lower paid duties

Where an employee is transferred to lower paid duties because the employer no longer
wishes his or her job to be done by anyone, the employee is entitled to the same period
of notice of transfer, as if his or her employment had been terminated. The employer
may make payment in lieu of all or part of the required notice period.

29.4 Severance Pay

In addition to the period of notice prescribed for ordinary termination a redundant
employee is entitled to the severance pay as outlined below:

Period of Employment Age under 45 Age Over 45
1 vear or less nil nil
1 vear and less than 2 vears 4 weeks' pay 5 weeks' pay
2 years and less than 3 years 7 weeks' pay 8.75 weeks' pay
3 vears and less than 4 years 10 weeks' pay 12.5 weeks' pay
4 vears and less than 5 vears 12 weeks' pay 15 weeks' pay
5 vears and less than 6 vears 14 weeks' pay 17.5 weeks' nay
6 vears and over 16 weeks' pay 20 weeks' pay

For the purpose of this sub-clause:
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e “week's pay’ means the employee's current ordinary time hourly rate of pay mulliplied
by the average of weekly ordinary-time hours (excluding overtime) worked over the
past 52 weeks;

e severance payments will not exceed the amount which the employee would have
eamed i employment with the employer had continued up to the employee’s normal
retirement date, or the send of the period of engagement in the case of a fixed term
employee.

+ the employer, in a particular redundancy case, may make application to the industrial
Relations Commission of NSW to have this severance pay prescription varied on the
basis of the employer's incapacity to pay.

29.5 Advice to employees of future vacancies

Where, within one year from the date on which an employee is made redundant the
employer wishes to engage a person to perform the same or similar work as that
previously performed by that employee, the employer will take all reasonable steps to
notify the employee of the vacancy.

296 Employee leaving during notice

A redundant employee may terminate his or her employment during the period of notice
and will still be entitled to all benefits and payments under this clause up to the date of
termination by the employee.

29.7 Alternative employment

The employer, in a particular redundancy case, may make application to the Industrial
Relations Commission of NSW to have the amount of severance pay varied if the
employer obtains acceptable alternative employment for an employee.

29.8 Time off during notice perlod

During the period of notice of termination given by the employer an employee will be
allowed up to one days' time off without loss of pay during each week of notice for the
purpose of seeking other employment.

29.9 Notice to government authorlties

The employer, will on request from a redundant employee, notify and provide relevant
information to government authorities requiring information from the employer in order
to provide services (such as unemployment benefits or employment and training
services) to the employee.
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30.1 Notification of union representation

Upon employment, all employees will be advised that the Australian Services Union is
the Union that represents employees in relation to this agreement, and of the avenues to
join the Union.

30.2 Union Delegates

On being notified in writing by the Union that an employee has been appointed as a
workplace delegate, the employer will recognise the employee as an accredited
representative of the Union and allow him or her:

+ reasonabla time in working hours (without loss of pay) to perform the tasks required to
effectively represent the members In the workplace;

¢ reasonable private access to all Union members to discuss Union business and to
non-union members for recruitment purposes,

+ reasonable access to the ropresentatives of the employer for the purpose of resolving
issues of concem to the members.

30.3 Union training

Upon written application to the employer, an employee will be granted up to and
including five working days' trade union training leave on ordinary pay in each calendar
year (to accumulate to a maximum of ten days over two years) to attend short trade
union training courses or seminars. The employer will not be required to meet any costs
associated with the training (except for the payment of wages and/or higher duties
allowance to other employees relieving the employee).

The total leave available to all employees may be combined to form a pool of leave. The
pool may be used to allow individual employees to take up to ten days’ leave in any one
year.

The scope, content and level of the course or seminar should contribute to a better
understanding of industrial relations. Courses or seminars conducted by or with the
support of the Australian Services Union (ASU) will be considered to do so.
Applications for leave to attend short courses other than those conducted by or with the
support of the Australian Services Union (ASU) are to include details of the scope,
content and level of the course or seminar, and of the authority which is conducting or
overseeing it.

The granting of trade union training leave will be subject to the employer's convenience
and will not unreasonably affect the operation of the organisation. It will not be
unreascnably withheld.

30.4 Union meetings

Union members are entitled to reasonable time off with pay within working hours to
attend relevant Union meetings in the workplace or locality, or general meetings of
Union members, provided that:

¢ reasonable notice to the employer is given by the Union or a delegate in the workplace;
and
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« the operation of the organisation is not unreasonably disrupted.

30.5 Disadvantaging an employee due to union actlvities

The employer will not dismiss or threaten to dismiss an employee or disadvantage an
employee in his or her employment because that employee:

(a) is (or has been) or proposes (or proposed) to become an officer, delegate or
member of the Australian Services Unlon; or

(b) seeks rights or conditions ot employment to which he or she is entitled under this
Agreement or relevant industrial legislation; or

(¢) has appeared or proposed to appear as a witness or has given or proposed to give
evidence in a proceeding under the Industriat Relations Act 1988, as amended; or

(d) is dissatlsfied with his or her conditions of employment; or

(e) is a member of the Australian Services Union and was absent from work for the
purpose of,

-~ carrying our authorised duties as an officer or delegate of the Union;

-  camying out such duties where he or she applied for such absence in advance
and leave was unreasonably refused or withheld; or

{ takes or proposes to take lawful action {within the limits of authority expressly
conferred on them by the Union) for the purpose of furthering the industrial interests
of the Union or its members.

30.6 Union right of entry

An officer of the Australian Services Union authorised in writing by a Branch Secretary
of the Union (in accordance with the Workplace Relations Act 1996, as amended) may
at any time during working hours enter a workplace in which work to which this
Agreement applies is being carried on.

He or she may also inspect any work, books or documents, and copy any books or
documents, and interview any employee who is a member (or a person eligible to be a
member) of the Union in the workplace. However, the officer will not hinder or obstruct
an employee in the performance of his or her work during working hours, or
unreasonably disrupt the operations of the organisation.

The officer will seek the consent of the employer to engage in these activities, and
consent will not unreasonably withheld.

30.7 Display of this Agreement and unlon notices

A copy of this Agreement will be kept in a convenient place so that all employees may
read it, and a copy will be provided to all new employees on engagement.

The employer will allow notices from the Union to be posted in a convenient place so
that an employee may read them.

31. JURY SERVICE

An employee (other than a casual employee) required to attend for jury service during
his or her ordinary working hours will be reimbursed by the employer an amount equal
to the difference between the amount paid for their attendance for’ jury service, and the
wages they would receive for the ordinary time they would otherwise have worked.
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An employee will notify their employer as soon as possible of the date on which he or
she is required to attend for jury service. The employee will also give the employer
documentary proof of his or her attendance, the duration of attendance and the amount
received for service.

32. ACCIDENT MAKE-UP PAYMENT

32.1 Meaning of terms and scope of clause

"Accident make-up payment” means payment of the difference between the amount of
compensation paid on a regular {e.g. weekly or fortnightly) basis to the employee
according to the relevant Workers’ Compensation Act or Ordinance and the employee's
ordinary-time rate of pay.

This clause will only apply to an incapacity which results from an injury received on or
after 19 March, 1990.

322 Entitlement to accident make-up payment

The employer will pay an employee accident make-up payment where the employee
receives an injury for which regular (e.g. weekly or fortnightly) payments of
compensation are payable by or on behalf of the employer according to the provisions of
the appropriate Workers' Compensation Act or Ordinance, as amended from time to
time.

323 Period of payment

The liability of the employer to pay make-up payment in accordance with this clause
commences at the date of the injury or accident in respect of which compensation is
payable under the appropriate Act or Ordinance.

Make-up payment will commence from the time that regular weekly or fortnightly
compensation payments commence (taking into account any back-payment of
compensation); and will end when the incapacity ceases, or when 39 weeks have passed
since the date of injury, whichever is sooner.

Make-up payment will normally be made on a fortnightly basis, except in the case of
back-payment (where there is a corresponding back-payment of compensation).

In the event that the employee receives a lump sum in redemption of weekly payments
under the appropriate Act or Ordinance, the liability of the employer to pay accident
make-up payment ceases from the date of redemption.

The termination of the employee's employment for any reason during the period of
incapacity will not affect the liability of the employer to pay accident make-up payment.

33. CiviL LIABILITY

In the event that an incident occurs in the ordinary course of an employee'’s employment
which is due directly or indirectly to the employee carrying out his or her duties, the
employer will accept legal responsibility for any civil action which may result directly or
indirectly from the incident, including any claim for damages against the employee.
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34. WORKING FROM HOME

The purpose of working at home is to enhance the capacity of individual employees to
perform their work efficiently. While it is recognised that working at home may also
facilitate greater flexibility in relation to work and family responsibilities, this is not the
primary objective of this agreement. Working at home should not, for example, be seen
as a regular altemative to child care.

Where an employee requests it, and the work of other employees and the functioning of
the workplace would not be unreasonably affected, the employer and employee may
agree that part of his or her working hours be worked at home.

No employee will be required by the employer to work from home. Every employee will
work the majority of his or her weekly hours of work from the office. Some employees,
whose work requires their presence in the office during working hours, will not be able
to work from home. This applies to those employees whose position requires them to be
available in the workplace for a substantial part of the week to answer telephones, to
maintain databases, or to assist other employees in the performance of their work.
Working from home arrangements may apply to permanent or fixed term employees
(including both full and part time employees), but will not normally apply to casual
employees.

A working from home arrangement may be agreed between the employee and his or her
supervisor in the case of a once-off arrangement; but must be agreed in writing between
the employee and the employer in the case of a regular arrangement.

The hours involved on once-off working at home arrangements will be negotiated in
cach case by the employee and his or her supervisor.

The conditions for approval and implementation of working from home arrangements
are set out below. Where an application meets the requirements set out in this
agreement, it will not be unreasonably refused.

34.1 Approval of a working from home arrangement

Prior to entering into a working from home arrangement, the employer and employee
will make all reasonable efforts to discuss the proposal with any other employees who
may be affected.

A decision by the employer to approve a working at home arrangement will be based
upon the following criteria:

¢ the nature of the work is such that It can be performed at home;
» the work can be done in an efficient and effective manner;
¢ the home environment accords with occupational health and safety standards;

o the employee is available to take urgent phone calls and these can be redirected from
the office;

e the security and confidentiality of information and files can be reasonably assured;

¢ the employee agrees to meet the conditions specified in clause 34.2.

342 Conditions applying to working from home arrangements

In the case of a regular working at home arrangement, the conditions pertaining to the
arrangement will be set down in a written agreement between the employee and the
Director, on behalf of the employer. A written agreement is not required for once-off
arrangements.



NCHF- ASU Workplace Agreement Page 44

Generally speaking, the same level ofisupervision and accountability for work
performed, and the same standards of occupational health and safety, will apply to work
preformed from home as to work performed in the office.

Work at home should generally be done within the band of hours for the employee's
position specified in the workplace industrial agreement. Work outside these hours will
not be counted as overtime unless approved in advance by the employee’s supervisor, as
required by that agreement.

The employee is expected to:

provide to his or her supervisor written details of hours worked at home and, if
requested, the work that was carried out;

attend regular staff meetings and other meetings or activities of direct relevance to
thelr position {unless otherwise agreed),

be available for telephone contact during the hours worked at home;

take reasonable steps to ensure that the security and confidentiality of information and
files is protacted;

in the case of a regular working at home arrangement, to allow the employer access to
the home workplace where this is requested on reasonable grounds (e.g. to ensurs
compllance with occupational health and safety requirements) and at least one day's
notice is given.

The employer is expected to:

provide or meet the costs of consumable items (e.g. telephone calls, facsimile costs,
paper) where these costs are reasonably incurred in the performance of work at home
and receipts ara presented;

meet all workers compensation obligations (including "make up pay” as specified in the
workplace industrial agreement) In respect of hours worked at home in accordance
with this "Working at home" agreement;

take steps to ensure that the employee has reasonable opportunitles to participate in
the workplace, including fair access to training and promotional opportunities.

This clause does not require the employer to provide or maintain equipment such as
computers, facsimile machines desks or chairs used for home-based work, unless these
are owned by the employer.

34.3

Variation and cancellation of regular working at home arrangements

Where the conditions in clause 34.2 above are consistently not being met, and after
reasonable warning has been given, the employer or employee may cancel a regular
working at home arrangement.

Otherwise, once a regular working at home arrangement is in place, at least 3 week's
notice must be given by either the employee or the employer before the arrangement
may be substantially changed, except by agreement or in an emergency.

35. AMENITIES

The employer will provide reasonable toilet and washing facilities for the use of
employees.

The employer will supply and maintain reasonable heating and cooling appliances for
the safe and healthy functioning of the workplace.
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36. OCCUPATIONAL HEALTH AND SAFETY

The employer will take all reasonable action to ensure the health and safety of
employees and will, in consultation with all employees, adopt and implement
appropriate health and safety policies and practices.

All necessary protective clothing and safety equipment will be provided free of cost for
use of each employee, where necessary to protect the employee or his or her clothing, or
where required by the employer to be womn or used.

These items remain the property of the employer and will be maintained by the
employer free of cost to the employee.

37. FIRSTAID

An employee who holds a current first aid certificate issued by the St. John's Ambulance
Association or Australian Red Cross Society or equivalent qualification, and who is
required by the employer to perform first aid duty at the workplace, will be paid an
allowance of $6.51 per week.

A first aid kit, as required by the law of the State or Territory concerned, or if there is no
relevant law, as recommended by the St. John's Ambulance Society or other recognised
body, will be provided and maintained at the workplace by the employer.





