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AGREEMENT
TO COVER

NEW SOUTH WALES TEACHERS FEDERATION STAFF i SRR

INTRODUCTION

The ordinary
be worked between (he hours of 9.00 am and 5.00 pm, Monday to Friday.

hours of working, exclusive of meal hours, shall nal exceed thirty-five Per week and sha))

Variation of lhese hours (9.00 am and 5.00 pm) commencing either from 8.00 am, 8.30 am or 9.30
am and concluding al 4.0 Pm, 4.30 pm or 5.30 Pm respectively, may be permitted subject 1o |he

toncurrence of the Genergl Secretary,

2. NINE-DAY FORTNIGHT

2.1 Hoursg

Those elecling o work a nine-day fertnight shaii work 7 hours 37 minutes per day with a lunch
period of 53 minutes per day (the lunch period to be taken between 12.07 and 1.00 pm, 1.07

The hours worked shall commence either at B.Op am, 8.30am or 9.00 am and conclude at

gither 4.30 pm, 5.00 pm or 5.30 Pm respectively,

Allocations of days off shall, over a four-weekly pericd, be on the basis of one day mid-week
and the other end-on to a weekend. subject to change with the consent of the appropriate
Assistant General Secretary or the Human Resources Manager, plus relevant staff or in

emergency circumstances subject to the consent of the Staff member concerned.

2.2 The enlillement

lhe subsequent fostered day aff in g nine-day fortnighl is only applicable

lo
if lhe employee has nol taken any annual leave ar any unaulhorised leaye during that two-

weekly biock,

Shouid an employee wish o take on& days’ annual leave in any “fortnight” she/he wiil not be

entitled to work the nine-day for the period in which the ieave [alls.

Employses laking leave of 1, 3 or 5 weaks' duration will not be entitled to work the nine-day
forinight aithar the week prior to or following the complelion of such leave commences,

23  SBick Leave/FACS Leave during the Nine-Day Fortnigh!
Sick/FACS leave shall be calculaled on the basis of 7 hours 37 minutes Per day. Should an

2 Ll.-/ 5!
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employee be sick for 2 period of 10 days within thal two-weekly block then sick leave will be
talculated on the basis of normal hours, i.e. 7 hours per day, and the employee will not be
entifled to a day off,

3hould an empioyee be sick during that two-weekly block they will still be entitled to their
scheduled nine-day.

2.4 Reliaf
No reiiel will be provided for Slaff on their roslared day off, Il is understood thal the
employee’s absence will be covered by other employees in the section.
Itis agreed thal the General Secratary will discuss with Officers and Slafl the implemenlation

of exisling procedures for the ning-day fortnight, and also examine how multi-skilling
proposals oullined in Clause 31 will assist,

MEAL BREAK

Not less than thirty minutes nor more than ane hour between the hours of 12 noon and 2.00pm. This
can be varied by arangement batween lhe parties.

MORNING AND AFTERNOON TEA BREAKS

Empioyees shall be allowed two (2) periods of ten (10) minutes each day, moming and afiemoon, for
the purpose of Laking a moming and aftemaon lea break.

This is lo ensure that any enquiry or request for assistance directed 1o the seclion during a tea break
recenes a comprehensive response,

Faciliies and ingredients {lea, coffee, milk and sugar) shall be provided lor employees by the
Federation for moming tea, lunch and afternoon tea.

SMOKING AT WORK

For QH&S reasons Federatian maintains a smeke free environmenl during working hours.

PAYMENT OF SALARIES

6.1 This Agreemsnt provides for salariss to be pzid based on the agreed schedule as attached
in accordance with the Skills Based Classification Structyre Matrix agreed between lhe
Federation and Staff on 1 July 1996,

Salaries shall be paid by Electronic Funds Transfer o an account nominaied by each
emplayee during the working hours no later than Waednesday of each aiternale week and
shall be made up lo the end of the current week in which payment is made.

Overlime shall be paid wilhin fourteen days after the end of the week in which overlime is

worked.
6.2  Salaries of Permanenl Employees Jrl..—_—=_: AR
The schedule of salaries is attached. i Enterprise aysent |




10.
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6.3 Position Reciassification Process =

Pravision for reclassification will be dsalt with in accordance wilh Clause :Zfﬁr A

VARIATION IN SALARIES I

In the event of any variation in National Wage dixcisions providing lor increased rales 1o compensale
all or specific groups of workers, the rates in this Agreement shall be adjusted accordingly provided

GOODS AND SERVICES TAX

The Federation and Staff (the parties) will monitor the overall impact of the Commonwealth
Government's Goods and Services Tax (GST) through the life of the Agreement and to review wages
in the light of that impact. If the IRC makes a state decision (Section 49 of the IRC Act 1996) having
regard to the impact on wages of the GST the parties reserve the right to make application to the
commission in relation to that decision.

MEAL ALLOWANCE

A meal allowance as pravided lor Officers and members of Execulive, in addition lo overtime pay,
shail be paid lo employees who continue to work:

1 hour after their normal finishing time Monday to Friday {lea moneyy;
beyond 5 hours after their normal finishing titne {lea money):

after 12 noon Saturday and Sunday (lunch money);

1 hour after their normal finishing time Saturcday and Sunday (tea money).

Employees shall nal wiork beyond 14 hours of their normal finishing lime without slopping for 3 meal
break of at leasl 30 minutes.

OVERTIME

10.1 A payment shall be made at the rate of time and a half for the first two hours and all
authorised lime worked before the amplayee's normal slarting time or afier (heir normal
hnishing lime, Monday o Friday, as prescribed in Clause 1 of this Agreement,

10.2  Payment shall be made at the rate of double lime for all authorised overtime worked:
10.2.1 after the first two hours, Monday to Friday:
10.2.2 for all time worked on a Salurday;
10.2.3 for all time worked on a Sunday.

10.3  Payment shall be made at double time for all autharised time worked on a public holiday as
prescribed by Clause 16 of thig Agreement except Christmas Day and Good Friday. In
addition lo the double time for that day, a day in lieu will also be provided.

Payment shall be made at the rate of triple ime wilk a day in lieu for all authorised time
worked on Christmas Day and Good Friday.

TRANSPORT, TRAVEL ARRANGEMENTS AND EXPENSES

111 Employees compleling authorised overtime at 8.00 pm ar later shal be provided with a taxi

0,



12.

13.

14,

15,

to their home, or paid parking and mileage, providing it does nol exceed the equivalent laxi
fare. Taxis from the raitway station of destination lo home will be provided from 7.00 pm
where il is clear that the normal bus senvice is not available.

1.2 Where Staff are requesled to work away from the Federation Cffice (or Regional Office)
satislactory ravel arrangements will be made by the Federation to transport Siaff member/s
to and from lhe venue. !

1.3 Where an employee in the course of lheir duly is required to go to any place away from their
usual place of employmant hefshe shall be paid all reasonable expenses actually incurred
upon production of receipts.

114 When an employee in the course of their cuty is required other than in ordinary working hours
lo go 1o any place away from (heir usual place of employment he/she shall be paid all
reasonable expenses actually incurred and in addition shall be paid at the ordinary rates for
half of any time occupied in traveliing outside ordinary working hours which is in excess of the
lime nomally occupied by him/her in travediing to and from their usual place of employment.

11.5  Applicalion for any variation in this arrangement sheuld be made o the General Secretary.

PERFORMANCE OF HIGHER DUTIES

Where an employes at the request of the General Secretary, AGS or seclion supervisor, performs
higher dulies when relieving anclher empioyee for one day or more, they shall be paid the higher
relevant rale of pay for such day or days.

FIRST AID ALLOWANCE

An employee who has been trained to render first aid and who is the current holder of approprale
first aid qualifications, such as a certificate from the St. John Ambulance or simitar body, shail be paid
an allowance as set out in the Clerks (State) Award, i the employee is appointed by the General
Secretary to perform first aid duty.

CONFIRMATION OF PERMANENT EMPLOYMENT

All employees are employed with a probationary period of three months. This probationary period
Is subject lo the conditions outlined in the Protrationary Procedures {attached). Confirmation of
permanency will be provided in writing by the employer at the satislactory complelionof The
probationary period. ! P

=y

VACANCIES/NEW OR ALTERED POSITIONS || Inductris! Rowiessar ||I
15.1  Where a vacancy thal exists under the Slaff Agreement is to be filled, or a new posilion
created, such a position will be fillad within two-weeks of lhe vacancy Qaccurring wherever
possibla.  All permanent employeas shall be informed when the vacangy occurs and be given

the opportunity to apply in writing and be considered for such & position,  Applications from
permanent employees will be considered where employees feel they are capable of carmying

out the duties required even if not luily qualified in accordance with the job specifications.

15.2  If a long-lerm relief position of longer than 6 weeks becomes available, then permanent Staff

should be grven Lhe Gppornunity 1 apply in the firsl instance bafore redtef is sought externally.
Appointment to such a relief posilion is subject 1o Federation's prorties,

/3{ R
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16.

16.3  Management in consultation with Staff will review new and altered positions as they arise to
determine the skills criteria required for the position and their placement on the matrix, If at
any time an employee or group of employees feel the skills required in their position/s have
changed, an application can be made to the StaffiManagement Negotiating Committee for a
review of their position/s as per Clause 34 (Position Reclassification Process),

194  Unchanged vacant posilicns will be filled as per lhe Staffing Guidelines {15.8 below).

153.5  The placemenl of new or altered positions on the matrix will be determined by the convening
of a StafiflManagement Negeliating Committee consisling of:

2 Managemen! Representatives
2 Slaff Representatives

156 The committee will make 2 recommendation to the General Secrelary regarding the posilion
placemenl on the mairix.

15.7  The matrix will be updaled to include new or allered position/s and distributed to Staff,
Appeals must be lodged wilhin flve working days.

158 Staffing Guidalines

15.8.1 All vacanl posilions will be filled in accordance wilh the following priority, after the Staff
Representalives have been advised of the vacancy.

a) The offer of Iransfer to Staff in redundant posilions where the Slaff member/s
has lhe appropriate skills and gualfications. Appropriate and reasonable
training al Federation's expense will be available lo facilitale such transfer.

b) The offer to Siaff retuming from LWOP, provided that Slaff memberss
concemed are qualified to hold the position/s.

c) Advertise internally.
d) If no internal gpplicants, call for applications from casual Staff
Ty (implementation of Clause 12. of the Casuai Staff Agreement).
o e) If necessary, advertise sxtemaily.

| 13.8.2 The selection panal will include elther a Siaff member from the seclion where the
vacancy occurs or a Slaff Reprasantative, except in circumnslances where (hls could
prove impracticaifimpossible eg Regional Offices.

I
1
|
1
I
|
I
i

[ndusihEs! 2.

)
|
. lI] 15.8.3 Unsuccessful applicants who apply and are unsuccessiul lor 3 posilion may appeal
I | lo the Generai Sacretary on the basis (hat (he seleclion process did not lollow the

guidelines.
15.8.4 Unsuccessiul applicants who apply and are unsuccessful for a posilion and who

request il will be given an opportunity far discussion wilh a view 1o idenlifying
opportunities for career development and progression along with appropriate fraining.

PUBLIC HOLIDAYS

New Year's Day, Australia Day, Good Friday, Easter Monday, Anzac Day, Queen's Birlhday, Picnic
Day, Labor Day, Christmas Day, Boxing Day and any other day gazeted as a public holiday for the
State shall be holidays for the purpase of this Agreement.

Note: The Indusiry Picnic Day will be regarded as a Public Holiday lor these purposes and taken

Vs
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in the current yaar. This day can be taken at (he employee’s discretion in consultation with the
relevanl AGS or Section Supervisor.

A roster of Staff will be provided on the afterrioon of the Th ursday prior to the Good Friday public
holiday. The roster will be drawn up in consultation with he General Secretary. Members of Slaff who
work that afternoon will be entitled to take a half-day of leave in lieu before the end of June in the
cumen! year.

17. SICK LEAVE

17.1  Employees shall be entitled 1o twenty (20) working days in each calendar year of service an
full pay, subjecl to salisfaclory evidencge to the emplayer, for more than three {3) consecutive
days' ieave.

17.2  Employees with less than one year's service shall be entilled to sick leave al lhe following
rales on a pro rata basis.

for the firsi: R
3dmonths - 5 days | Resizerad ll‘
4 months - 6.5 days I| Enterprsc Agrcamant |

5 months - 8 days

& monlhs - 10 days "dustrial Registrar

7 months - 11.5 days |
8 monthsg - 13 days

8 months - 15 days

10 months - 16.5 days

11 months - 18 days

17.3  The following guidelines could be applied in the case of an employee falling ill during herfhis
first year of service. If insufficient sick leave has been accrued to cover the period of iliness,
the employee may authorise the employer to deduct any annual leave accrued after she/he
has exhausted accumulated sick leave. Any annual leave deducted will be re-credited when
the employee has worked a sufficient period of time to accrue the additional sick leave laken
inadvance. For each day's annual leave re-credited a day's sick leave will be debited.

17.4  Untaken sick leave shall be cumulative ug lo a maximum of ten (10} days for each year of
service. For the purpose of cumulative sick leave, an employes’s service shall be calculaied

from the date of

each year.

commencing employmenl. The accumulalion shali be done on 1 January

17.5  Forthose employees with less than one year's service untaken sick leave shali be cumulztive
an the 1 Japuary following appointment up o a maximum at the folowing rales:-

3 months - 25 days
6 months - 5 "
9 months - 7.5 *

17.6 A permanent
service leave

17.7  Should an employee

employee who is ill for one week or more while on annual leave or on long
shall be entitled to sick leavi: for such fliness, provided that the Federation is
On as practicable after such illness occurs and the employee produces a

leave depending on the nature and length of the illness and the working record of the
employee concerned. Al such applications would have to be supported by a doctor's

certiflcate,

9,
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18.

20.

-
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17.8  In cases where an employee's sick leave record is of concem to tha General Secretary,
medical certificates may be required for every absence,

ANNUAL LEAVE

Empicyees shall be granted annual leave of six (5) weeks including up to two-weeks Christmas/New
Year break shutdown. The amount of leave musl not accumulate beyond 12 weeks. 17% percenl
loading will be paid on 4 weeks' annual leave,

For periads of employment less than 12 months, annual leave shall be calculaled on a pro-ralz basis,

Applications lor annual feave should be lodged at leasl two (2) weeks before leave is required.
Exlenuating circumslances shall be considered.

LONG SERVICE LEAVE

19.1  Long service leave shall be granted in accordance wilh the following provisions:

19.1.1 After ten years' permanent service, continuous or broken, thiteen (13) calendar weeks
leave on full pay.

19.1.2 For each addilional year of permanent service, continuous or broken, after ten {10)
years, fifleen (15} calendar days leave on full pay.

19.1.3 An employee who has completed at least five (5} years permanent service and less
than ten (10) years, and whose services are terminaled or cease for any reasan, shall
be paid a pro rata amount on he basis of three (3) months for len {10) years of
service. Long service leave can be laken on either half pay or full pay.

18.1.4 Applications for long service leave should be made in writing at least four weeks prior
lo the commencement of the teave. Variation or changes following commencement
of leave must be made in writing at least lour weeks in advanca,

19.1.5 In the case of the death of an employee the Federalion shall pay to the employee's
legal personal represenlative lhe monetary value of lhal employee's enlilement. For

S— the purpose of this clause the legal personal representative shall be an administrator

appointed by a Court or where no such adminislmator is appointed such other person
as lhe General Secretary delermines will besl act in the inlerests of the beneficiaries
of the deceased.

PARENTAL AND ADOPTION LEAVE

20.1  To be eligible for maternity or patemily leave pay, employees must have compleled 12 months
service.

20.2  The period of paid matemity leave shall be 12 weeks on full pay and this payment be made
either in a lump sum on commencing leave or by fortnighlly payments,

20.3  Employees with less than 12 monihs service are eligible for 12 months malemily or patemity
leave withoul pay.

204  An employee who is |he [ather, or the person accephng responsibility lor the care and
mainlenance of a child, should be given up to one week's leave with pay around \he time of
the birth of the child, where the |eave is required to take care of the mather and/or children.
This leave may be exlended for up o 12 monlhs beyond lhe date of birth in order to be (he

/A



primary care giver. To be eligible for patemity leave pay, employees musl have completed
12 months service.

20.5 Employees can nommate the fime of payment for the period of 12 weeks paid matemily leave,
provided that il is understocd that the payment will be al the rate applicable for lhe 6 weeks
pricr to the anticipaled dale of birth and the 6 weeks after,

20.6 Malemity leave can commence up to 6 weeks pricr to lhe anticipated date of birth, and may
be sxtended for up lo 12 months beyond the date of birth. Applications for matermity or
paternity leave must be made in writing to the General Secretary and submitted al least 4
weeks prior to the dale of which the employee intends lo ceass duty, Similarly, if an exiension
of leave is desired, 4 weeks notice must be given.

20.7 Employees on malemity or patemity leave may use other types of paid leave lo which lhey
are entiled under the Agreement e.g. annual leave and long service leave 1o cover all or part
of the period ol absence nof covered by paid malemity or patemity laave.

20.8 The perod of matemity or palemity leave shall count as service for all purposes wilh the
qualifications thal the period to count as service far annual leave purposes is limited lo 26
weeks or lhe penod of leave with pay (inciuding paid matemity or patemity leave) whichever
is the longer.

20.9 Adoptlon
if an employee adopls a child under lhe age of five years and he or she is the primary care

——— giver, he or she shall be eligible for a maximum of six weeks leave on hall pay or three weeks
e on full pay for the period on and from the dale of receiving lhe chiid.

Ira

The adopting parenl who is the primary care giver shall be enlitled to lake up lo twelve
months' adoption leave withoul pay from the dale on which he or she takes custody of the
chiid and for such period prior to that date necessary for making arangemenis. An employee
who is the non-primary care giver who adopls a child under the age ol five years shall be
entitled to one week's paid patemily leave.

Industrial Ko

- Empleyees with less than 12 manths service are eligible for adoption leave withoul pay.

20,10 Appiications for malemity leave, paternity leave and adoption leave should be made in wriling
and at least four weeks prior lo commencement of the leave. Applications should be
accompanied by lhe appropriate documenlation. Variation or changes [(ollowing
commancemenl of leave must be made in wriling al least four weeks In advance.

20.11 The parties agree tc examine Lhis section wilh a view la revision and consolidalion,

21, FAMILY AND COMMUNITY SERVICE LEAVE AND PERSONAL CARERS LEAVE

211 The General Secretary will consider applicalions in writing and supporled by a briel
explanation lor paid leave for up to 5 days in a calendar year,

212 Famlly and community service lgave may be used to meet a range of family activities and
camrnunity service responsibilities.  Thig could include a need to respond to an emergency
situation such as iliness in the family, including the iliness of aged parents, funerals. family
law courl proceedings where property or custody of children are involved, floods, bush fires
or being snowed in, and in special circumstances removal of residence.  Such leave could
also be used in lhe event of planned absence for family and community service
responaibilities where some advance natice is qgiven,

21.3  Where lamily and communily service leave has been exhausted, addilional paid FACS leave
of up lo 4 days may be granted to an employee on application to the General Secrelary as
a lorm of bereavement leave,




214 When family and communily service leave has been exhausted members ol Slaff shall be
entiled o use any cumrent sick leave 1o credit or any cumulative sick leave accrnred from the
past three years to provide care and support for persons as described in 21.6 below when
they are ill. This period is delarmined as being the three years immediately preceding the Mirst
day of lhe perscnal carer's leave. Such leave may be taken for parl of a single day.

21.5  Members of Staff shall, if required, estabilsh by production of a medical certificate or slatutary
declaralion the illness of the person concerned and that Lhe illness is such as ko require care
by anather persan, in normal circumstances, an amployee must not take carer's leave under
lhis subclause where another person has taken leave ta care for the same persaon.

21.8  The entillemenl to use sick leave in accerdance with this subclause is subject 1n:

21.8.1 the employee being responsible lor the care and support of the persan concerned:
and

21.6.2 the person concemed being

21.8.3 a spouse of lhe employee; or

21.6.4 ade faclc spouse, who, in relation to a per=on, is a persen of the opposile sex fo lhe
first mentioned person wha lives with (he firsl menlioned person as the husband or
wife of that person on a bona flde domeslic basis although nol legally married lo thal
persor; or

21.6.5 a child or an adult child {including an adopled child, a slep child, a fosler child or an

e s ex-nuptiai), pareni (including a fosler parent and legal guardian), grandparent,

22,

_ grandchild or sibling of the employee or spouse or de faclo spouse of (he employes;

E or

21.6.6 a same sex partner who lives wilh the employee as the de facto partner of thal
employee on a bona fide domestic basis; or

= 2167 arelalive of the employee who is a member of lhe same household, where for lhe

purposes of this paragraph:

E + relative® means a person relaled by biood, marmiage ¢r aflinity;

—, = “affinity” means a relationship 1hal one spouse because of marriage has to blood

relatives of lhe other; and
= “household" means a family group living in the same domestic dwelling.

21.7  An employee shall, wherever practicable. give the empioyer nolice prior to their inlention to
lake leave, the name of the parson requinng care and their relationship to the employes; (he
reasons for taking such leave and 1he estimated length of the absence. Ilit is not practicable
for the employee to give prior nolice of absence, the employee shall notify lhe employer by
lelephone of such absence at the first opportunity on the first day of absence.

LEAVE WITHOUT PAY

22.1  Applications from members of Staff for periods of laave without pay will be considered by lhe
General Secretary in cases where employees have more than two years service.

For those employees with less than two years service, the General Secretary will consider
applications for shor periods of leave without pay. This should be supported by a written
explanalion of lhe special circumslances Involved, Acceptance should nol be assumed.

Applications for leave without pay should be made in wriling at least lour weeks prior lo the

commencement of the leave. Varlalion or changes following carmmencement of leave mus|

be made in wiiting at |least four weeks in advance.

The maximum period of leave without pay on any one pccasion is 12 months.

The cumulative maximum period of leave without pay, including periods of part-fime leave
AN, \
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23.

24,

25.

without pay, for any employee is thres years.

T the approved leave without pay is for a period of up to six months then the employee has
right of ratumn to their position.

If the approved leave is for a pariod of more than six months, the employee's position cannot
be guaranieed and they will be required to ralinquish their positon. On retun from leave
without pay the employee will be appainted to a position should one be available and will be
given priority for the next suitable vacancy which is at the salary level of their previous position
provided they are qualified to hold the new position,

An employee is entitled to maintain membership of the Teachers Credit Union and Heallh
Society whilst on leave without pay but is personally responsible far conlributions or payments
to either body.

An employee who is a member of the N.S.W. Teachers Federation Staff Superannuation
Fund taking leave of six months or lass, is entilled to continue paying conirbutions during
their period of leave without pay, and the employer underlakes o meel its conlributions.
Where an employee, in accordance with the rules of the Provident Fund/Superannuation
Scheme, chooses lo reduce their contribution to the Fund during a period of leave without pay
such contribulions may nol be reduced below the amount necessary to maintain any death
or disability insurance maintained as part of the employee's membership of the Fund.

22.2 Pan-lime Leave Wilhout Pay

Applications from members of Staff for periods for pad-lime leave without pay will be
considered by the General Secretary in cases where employees have more than two years'
service.

= Pert-lime leave without pay will only be appraved for a period of up to six months.

* The employee will be required io work a minimum of three days per week.

*  The employee will retain the right of relurn lo Lheir full-lime position.

STUDY LEAVE

Employees shall be granted up te one half-day per week, subject to the approval of the General
Secretary, to undertake approved courses related 1o their work or future work in the Federalion.

This clause is fo be implemeanled consislent with the N.S W. Teachers Federalion Training Policy
(attached) in conjunclion with the endorsed decision of the Training Commitee and the General ||
Secretary, | S '
i wrinand | J - |
| I

JURY DUTY uidt:_l. al jj:f:' {TAr J!
g |

e s |
Where an employee is required to perform duty as a jurar heir salary will continue lo be paid by the
employer. Where the employee receives payment in lieu ef wages or salary for jury duty performed,
lhis payment will be paid to the employer.

An employee is slill entltled lo claim from the Sherif's Office out of packel expenses whilst sarving
on a jury panel.

WORKERS COMPENSATION

Employees shall be fully coverad by Workers' Compensation within the terms of currenl legislation.
Where an employee receives less lhan they would have received had they conlinued to work the
difference can be made up from sick leave or other accrued |eave.
k30
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26,

27.

28.

29,

30.

31.

32.

TRADE UNION TRAINING

Atlendance at Trade Union Training Courses shall be subject to the General Secretary’s approval,
The Federalion will pay the employee's salary while the employee is atlending lhe course.

UNION MEMBERSHIP

The NSW Teachers Fedsratllon and the Staff Represenialive/s believe it appropriate that all
employees covered by this Agraement be members of the Australian Services Union.

The New South Wales Ausiralian Services Union Staff Representative/s shall be entitled, on
appiicalion to the General Secrelary, o ong half-day per month to perform any dulies associated wilh
this role. Such leave may be accumulated up to two days.

STAFF MEETINGS

Staff who are members of the ASU shall be entitled to a meeling of one hour's duralion per month,
providing Lhat the lime and staffing amangemenls are agreed upaon by lhe Staff Represenlalivess and
lhe General Secretary.

TERMINATION OF EMPLOYMENT

Employmenl may be terminaled by two week's notice on either side, or by paymenl of or forfeiture
of twa weeks' pay in lieu of notice.

GENERAL

Nothing in this Agreement shall operale to reduce or lessen the condilions and salaries enjoyed by
persons employed by the New South Wales Teachers Federalion af lhe date of operabion of this
Agreement.

The Clerks (Slale) Award will continue to reguiate all olher condilions of employmenl not otherwise
covered by this Agreemenl.

OTHER DUTIES

The Slaff agree thal they shall provide assistance in the various seclions of lhe Federalion when
required because of extra workloads in particular areas or a reduced workload in their own area of
responsibility. Employees shall be given an apporlunity to ieam the skills required to undertake dulies
wilthin the Federalion office

Employees wlll receive (heir normai salary when carrying out duties that attract a lower rate of pay
and will receive the benefits of Clause 12 when parforming higher dulies,

The General Secrelary shall be responsible for the implementation of this clause and will consult with
lhe Slaff member and Officer/Supervisor concernad, TR

g ]

TECHNOLOGICAL CHANGE |J

Definitions
321 For lhe purpose of the Agreement technological change means the introduction, alteratian




2.2

32.3

32.4

32.5

326

327

J32.8

2.8

32.10

or replacement of computers (communications equipment and other new equipment) or work
organisation ancillary to tha use of such equipmant.

Computer means an elecironic device which is capable of raceiving facts or data, processing
or performing calculalions on that data and delivering answers ar information in the required
format for use by a person or to eontrol the operations of another machine or compuler,

The A.S.U. seeks active participation in the decislon-making processes regarding
lechnological change and the padicipation of affecled members in such decision-making.

All infarmalion required to enable a full avaluation of proposed technological change must,
in 1he first inslance, be provided to the A.S.U.'s elected Staff Representative(s) on the
Techneology Commitlee and consultation relative to any aspect of this shall take place from
the cenlemplalive stage onwards and continue through the development, implementation and
post-implemeniatlon stages.

No decisfon relating to any part of the process of change to work organisation, job struclure
or technelogy shall take place without lhe above and withoul 1he provision of salisfactory
information, consulation and agreement between NSW Teachers Federalion and Siaff.

The Siaff of the NSW Teachers Federation agree 1o underlake any necessary reviews of
exisling work organisalion. Agreed changes in work organisation required lo effect
technological change will be implemented by Staff.

The Federation will ensure thal accupalional health and safety questions associaled with
lechnological change will be addressed. including, bul not limited to, a proper provision of
fumiture, lighting and appropriate lesting amangements.

Federation will provide a proper level of training for Staff required lo use any equipmeni lhat
the Federation, in agreement with Staff, decides 1o install. Where necessary, retraining will
occur for Staff whose wark is affecied by technological change.

To facilitale skill developmeni and multi-skilling Federation agrees 1o provide:

32.7.1 Introductory information and fraining lor all Siaff;

32.7.2 Appropriate fraining for adequate numbers of Staff needed to relieve or back-up Staff
whose positions require the use of new technology;

32.7.3 Appropriate training for Staff successful in their application to fill an existing position.

No StaFf pesition should be diminished in quality of work or responsibility as a result of new
technology. Elected officers or salzried Siaff employees will have access to the use of new
equipment and where this is likely to diminish the scope or the responsibility of the work of 3
Stafl member, the Federation will ensure that appropriate compensatory changes are made
to the organisation af the wark of that Staif member.

The Federation agrees that no permanent full-time or permanent part-time person emplayed
by the Federation now orin the future will lose their employment as a result of lechnological
change.

The Fedaralion agrees lhat in some circumstances and where appropnate a Staffl member's
acquisition and use of new computer-related skills may require a rectassilication and/or
upgrading of that Staff member's pasition. The issue of reclassification will be dealt with in
accordance with the provisions in Clause 34,

That the Staff have one elected representative on the Technology Committes. When the
representative is unable to attend meetings an altemale representative can attend. The
Federation is to arrange internal relief/back-up where necessary in order lo aliow the Staff
Representative on the Committee o attend meetings and cammy out work associated with the
Committee.

5
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33. EYE CARE

33.1  The Federation acknowledges lhat employees in certain circumstances may require eye
tasting in relalion lo their work with computers.

312  If glasses are prescribed lor Staff working specilically with computers and where no other
reimbursement is available from a Health Fund, the Federalion will pay for the glasses.

Where lhere is a charge for this eye test inen the Federalion will also consider reimbursement
of this charge.

The Federation Heallh Saciety rales wili be applicable for lhe reimbursemenl of ihe eye lest
charge and for the glasses prescribed.

33.3 Eguipmenl installed will be in accardance with Australian Slandards Association to ensure
compliance with accepted tolerance levels.

33.4 The Workcover standard is accapted as the monitor of radiation levels, glare, and reflection.

33.5 The Federation will be responsibie for ensuring lhal he lighting and equipment meets the
standard and needs for all employaes.

336  All Slaff will be encouraged to leke appropriate breaks from looking continuously at their
compuler screens,

34.  SKILLS BASED CLASSIFICATION

34.7  The NSW Teachers Federalion and the Staff have agreed and implemented a Skills Based
-'F—“-—-“‘———*-n—.:_-r_:,CIassiﬁcatiun Structure effective from 30 June 1996,

[ Any employee who was graded at a level which carried a lower salary was idenlified. The
employee continues lo raceive all future wage adjusiments while employed in the posilion
they held at the date of implemenlation. When that position is vacated by the incumbent. it

will reverl to the rale of pay applicable under the Skills Based Classification.

- No idenlified employae sheall be forced or requesled la vacale lheir position because of these
Wi = | processes.

34.2 Paosilion Reclassification Process

The Federation and the Slaff acknowledge thal there are special circumstances where Lhe
nature of Ihe work in an empioyee's position may change and Lhis may require a review of the
posilion and its skills againsl the skills matrix and lhe posilicn's ranking.

The change can be identified by the employee or be proposed by or arise from changes
intreduced by the Federation.

The lollowing guidelines for the position/skills review as outlined in the Posilion
Reclassificalion Process will apply.

34.2.1 The employes's supervisor andior Staff Represenlalive may advise in regard ta the
employee's review.

34.2.2 The review submission will be referred to the General Secrelary and be considered
by the Skills Based Classification Review Committes. The Commitiee will comprise
two elected Staff Representalives and two Emplover Represeniatives nominated by
the General Secretary.

34.2.3 The review commitiee members will be familiar with the Skills Based Classificalion
Structure and the positions in the siructure and their rankings




35.

36,

37.

38.

34.3  The basis of a successlul review will depend upon the following being agreed to:
34.3.1 Idenlification of new skills
34.2.2 Comparisan of new skills to exisling skills
34.4.3 The ranking of new skills within the slructure
34.5.4 These new skills being a new requirement lor the posilion
34.4  The Committee will refer its recommendalion to the General Secretary within 15 working days.

A General Secretary decision will be made wilthin 10 working days of the submission being
referred 1o the General Secrelary.

Where a submission is successful ihe posilion description shall be amended (o include lhe
new skill/s, il appropriate.

Where an entirely new skill, nol currently on the Matrix is identified, and agreed 1o, lhen the
Malrix will be amended to include the new skill/s.

A salary review and adjusimenl may follow.

Where submission is nol successtul, a copy of lhe Committee's recommendalion and advice
from the General Secretary may be soughl.

SALARY PACKAGING

Salary packaging is available lhrough the NSW Teachers Federalion.

DURATION OF AGREEMENT

This Agreement shall have effect on and from the 1January 2002 until the 31 December 2003. Re-
negotiations of the terms of this Agreement shall commence no later than three calendar months prior
1o Ihe dale of lermination.

FINALISATION OF NEXT AGREEMENT

This Agreemenl shali be inalised within three (3) months after 1 December 2003,

SCHEDULES

Schedules 1-9 o this agreement have the same force and eHect as if they were parl of this
agreement. Schedules 1-0 are referrad to in the contents page of this agreement.

-------------------------------

JoHn Henne
Geparal Secretary
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f ijﬁ;
Julie Robertson WITNE
k_iu/ﬂrlllln Servicas Unlon Representative

Shella Wataon
Australlan Services Union Rapressmistive

!
Dated this ""M"J\'El[&w“d day of o
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SCHEDULE 1

NSW Teachers Federation
Salaries for
Permanent Employees

As at 1/1/02

Level Posltion Salarles Hours
2 Distribution Clerk 2 J5658.23 70
2 Distnibution Clerk 2 35658.23 70
2" Distributicn Clerk 1 38109.77 70
2"  Distribution Clerk 2 19054.75 35
3 Administralion Clerk - IndustrialfResearch 30818.12 70
3 Membership Clerk 39818.12 70
3 Switchboard Operator 39818.12 70
4 Records Clerk 4160092 70
5 Assoclation Secretary Ifn‘““%—ja___ 21692.03 35
5 Association Secretary g - 21692.03 a5
5  Library Assistant TS5 OE 1 2169203 as
5 Library Assislanl f g2 & 21692.03 35
5  Library Assistani 43383.80 70
5  Library Assistant _ E = 43383.80 70
6  Bailots Ceordinator i £ 5 26565.25 42
7 Membership Clerk/Accounts Relief w5 45166.69 70
7 Membership/HR Manager Operalor B 45166.69 70
7 Membership Operalor 2258348 35
7 Membership Operator 22583.48 35
7 Membership Operalor 45166.69 70
7 Mambership Operaler 45166.69 70
7 Membership Operator 45166 .69 70
7 Committee/Functions/SIG Coordinator 45166.69 70
7 Travel Coordinator 45166.69 70
7 TUT Secrelary 45166.69 70
B Research Secrelary 45879.84 70
8 COrganisers Secretary 45879.84 70
8 QOrganisers Secretary 45879.84 70
] TAFE Organisers Secretary 435879.84 70
8 TAFETA/Multicullural Officer Secretary 27527.85 42
B TAFETA/Multicultural Officer Secrelary 18351.89 28
B Wellare Secratary 45879.84 70
B Waelfare Secretary 45879.84 70
8 Welfare Secretary 45870 B4 70
L] Women's Coordinalor Secrelary 27527.85 42

N
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Positlon IR,

Accounls Clerk ¢ .
Accounts Clerk 7o S
Membership Secretary 7 & £
Publications Secretary o e IR -
Communications Adviser P ..
Communications Adviser . _,~.r"
Communications Adviser T
Industnal Secretary i
Industrial Secrelary

Accounts Clerk

Accounls Clerk

Regional Office Coordinator, Blacktown
Regional Ofice Coordinator, Blackiown
Regional Office Coordinatar, Bathurst
Reqgional Office Coordinator, Cubbo
Regional Office Coordinator, Lismore
Regional Office Coordinator, Newcaslle
Regional Office Coordinator, Queanbeyan
Regional Office Coordinaler, Tamwarth
Regronal Office Coordinator, Wagga Wagga

Regional Office Coardinator, Wallongong

Regional Office Coordinator, Port Macquarnie

Distribution Coordinator

Secretary AGS (Schools)

Legal Cases Secrelary

Execulive Coordinaling Secretary

Membership Coordinator

Secrelary AGS (Adminisiration & Communications)
Secretary AGS (Industrial/Research)

Secrelary AGS (Post-Schagl Education)

Secrelary Secrelary - Senior Officer

Executive Secretary - Senior Officer / Council & Conference
General Secretary's Secretary

Presidenl's Secrelary

Systems Support - Membership

Syslems Supporl - Training

SCHEDULE 1 - Salaries for Permanant Employsas

SCHEDULE 1

Salaries
46593.15
46593.15
4659315
46593.15
18637.20
46583.15
46593.15
46593.15
4§593.15
47544 .03
47544 03
47544.03
28526.43
47544 03
47544 03
3735584
47544.03
27168.08
A0364.09
47544 .03
37355.84
27168.08
48732.72
4873272
4B732.72
50515.61
50515.61
5051561
50515.54
50515.54
50515.54
51108.80
52060.78
52060.78
3705285
57052 85

Hours
70
70
70
70
28
70
70
70
70
0
70
70
42
7Q
Yo
55
70
40
45
70
o235
40
70
70
70
70
70
70
70
70
70
70
70
70
70
70
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Level

SOOI R WK -

11
12
13
14
15

Level

=~ L L Ly b

11
12
13
14
15

SCHEDULE 1 — Salaries for Permanent Employees

Annual
33280.82
A5658.03
39818.12
41601.04
43383.52
4427539
45166.83
45880.00
46593.15
47544 .03
48732 .64
50515.54
51109.84
52060.72
5705283

Annual
33780.03
36192.90
40415.40Q
42225 06
44034.68
4493952
45844 .33
46568.20
47292.05
48257 .18
49463.682
51273.27
S1876.49
52841.63
5790862

Salaries as at 1 Januvary 2002

Fortnightly

1280.0314
1371.4626
1531.4663
1600.0400
1668.6125
1702.8995
1737.1858
1764.6156
1782.0442
1828.6165
1874,3323
16842.5052
1965.7631
2002.3355
21943357

Salaries as at 1 July 2002

Fortnightly
1299.2319
1392.0346
1554.4383
1624.04086
1693.6417
1728.4430
1763.2436
1791.0848
1818.9248
1856.0458
1902.4473
1972.0483
1895.2496
2032.3706
2227.2548

SCHEDULE 1

Hourly
18.2862
19.5823
21.8781
22 8577
22.8373
24 3271
24 B169
25.2088
25.6006
26.1231
26,7762
27,7558
28.0821
28.6048
31.3477

Hourly
18.5605
18.8862
22,2063
23.2008
24,1948
24,6920
25.1882
25.5868
25.8846
26.51489
271778
23.1721
28.5036
29.0339
31.8179

Y
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SCHEDULE 1

Salaries as at 1 January 2003

Level Annual Forinightly Hourly
1 M624.53 1331.7127 19.0245
2 37097.72 1426.8354 20.3834
3 4142578 1593 2992 227614
4 43280.68 1654.6416 23.78086
5 45135.55 1735.8827 24.7998
8 46063.01 1771.6541 25.3093
7 46990,44 1807.3246 258189
8 47732.41 1835.8619 26.2266
2 48474.35 1864.3879 26,6343
10 48463.62 1902.4470 271778
11 50700.22 1950.0085 27.8573
12 52555.10 2021.3300 28.8764
13 5317340 20451308 29.2162
14 54162.68 2083.1758 29.75497
15 58356.34 22829362 J2.6134

Salaries as at 1 July 2003

Level Annual Fortnightly Hourly
1 35317.02 1358.3470 19.4050
2 A7839.68 14553721 20.7910
3 42254 30 16251652 23.2168
4 44146.30 1697.0344 24,2562
S 46038.26 1770.7024 25,2957
B 45984 .27 1807.0872 25.8155
7 47930.25 1843.4711 26.3353
B 48687 .06 1872.5751 26.7511
g 48443.83 1801.6859 27.1668
10 20452 .89 1940.4958 27,7214
i 21714.23 1989.0087 2B.4144
12 93606.20 2061.7770 28.4540
13 24236 .87 2086.0334 29.8005
14 55245.93 2124.8434 30.3549
15 60543.47 2328.5549 33.2656
- o 4 Lu H
v
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NSW Teachers Federation

Conditions for
Casual Employees

1 January 2002
to
31 December 2003

SCHEDULE 2
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AGREEMENT
TO COVER CASUAL EMPLOYEES
QF THE NEW SOLTH WALES TEACHERS FEDERATION

These lerms and conditions apply Lo all casual employess, excluding those casual smployees contracted
through an employment agency.

1. DEFINITIONS

11 Calegories of casual employment for salary purposes and leave enlitements:

1.1

1.1.3

1.1.4

1.1.5

2. HOURS

Casual Employee:

An employes who works in the Federation, but does nol hold a substantive posilion.
Short-terrm:

Casual employees employed by 1he Federation for a period of less lhan 13 weeks.
Long-ierm:

Casual employees employed by the Federation for a period in excess of 13 weeks,
to act as a replacemen! for a permanent employee on extended leave, e.g. sick,
long service, leave without pay or matemity, or in spedal crcumstances by
agreemeni belween management and Staff,

Full fime:

Where a minimum of 35 hours is worked sach week.

Part-time:

Where less than 35 hours are worked each week,

2.1 The ordinary hours of werking, exclusive of meal breaks, shall nat exceed 35 per week and
shall be worked between the hours of 9:00 a.m. and 5:00 p.m., Monday o Friday.

2.2  Varialion of the hours {9:00 a.m, and 5:00 p.m.) commencing after 8:00 a.m., 8:30 a.m. or
9:30 am. and concluding at 4:00 p.m., 430 p.m. or 530 pm. respectively, may be
permitted subject to the concurrence of the General Secretary.

2.2 Casual employees may be engaged to fill a vacancy for less than a full working day. In
these instances they will be paid for a minimum four hour period.

3. MEAL BREAKS

31 Not Isss than thirty minutes nor more than one hour between the hours of 12:00 noon and
2:00 p.m. This can be varied by arrangement between Lhe parties.

3.2 Anemployee shall not be required to work more than & hours without a break for a meal.

SCHEDULE 2 - Casual Agreement Page 10f 8
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8.

MORNING AND AFTERNOON TEA

4.1 Employees shall be allowed two (2) periods of ten (10} minules each day, moming and
afternaan, for the purpose of 1aking a moming and afternoon break.

4.2 There wil be at least one (1) Staff member on duty in every section during lhe period of the
tea break. This is to ensure that any inguiry or reques! for assistance directed to the
section during the 1&a break receives a comprehensive response.

43 Facilities and ingredients (lea, coffee, milk, sugar) shall be provided for employees of lhe
Federalion for moming tea, lunch and aflemoon lea.

SMOKING AT WORK

For OH&S reasons Federation maintains a smoke free environment during working hours.
PAYMENT OF SALARIES

6.1 Shorl-lerm casual employees shall receive the rate of pay as specilied in the Industrial
Agreement, Trade Unions and Political Parlies, State Wage Case, Annual Leave Hours rate
at the rate applicabls for the dulies being perfomed. Salaries shall be paid by EFT to a
nominaled account by the employes, no later than the Wednesday ol each week,

6.2  Long-lemn casual employees shall receive the rate of pay specified in lhe Permanent Full-
Time Staff Agreement for the level of the position being filled. Salaries shall be paid by EFT
to a nominated account by the employes, no later than the Wednesday of each alternate
week,

8.3  Overtime shall be paid for within lourleen days afer the end of the week in which the
overtime is worked.

VARIATION IN SALARIES

tong-term casual employees shall be entited to any varialion in salaries as set out in Permanent
Ful-Time Siafl Agreement and for short-term casuals as covered in the Industrial Agreement,
Trade Unions, Political Parties and State Wage Case, whichever is applicable,

MEAL ALLOWANCE

TTETEE— A meal allowance as provided for Officers and members of Executive, in addition to

overtime pay, shall be provided lo casual employees who work:

b

ok

.« 1 hour after lheir normal finishing time, if the hours worked excead 7 hours, Monday 1o
Friday (tea monay);
« Beyond 5 hours afler lheir normat finishing time, if the hours woarked exceed 7 hours,
% Monday to Friday (tea money);
= = Afier 12:00 noon Saturday and Sunday (lunch money);
- » 1 hour after their normal finishing lime Salurday and Sunday (lea money).

8.2 Employees shall not work beyond 1% hours of their normal finishing time without stopping
for a meal break of at least 30 minutes.

OVERTIME

2.1 Apayment shall ba made at the rale of lime and a half for the first two hours and all
aulhorised time worked bafore the employee's normai starting time or after their narmal

SCHEDULE 2 - Casual Agreemenit Page 2 of 8 ﬁ[
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10.

11,

12.

13.

finishing time, Monday Lo Friday, as prescribed in Clause 2 of this Agreemenl.

92 Payment shall be made ai the rate of doubls lime for all authorised overtime worked:
« after the first two hours, Monday lo Friday;
o for all time worked on Saturday or Sunday.

9.3 Payment shall be made at double time wilh a day in lieu for all authorised time worked on a
public holiday except Christmas Day and Good Friday.

o4 Payment shall be made al lhe rate of friple ime wilh a day in lieu for all authorised time
worked on Chrisimas Day and Good Friday.

TRANSPORT OF EMPLOYEES

10.1  Employees completing authorised overtime at 8.00 pm or |ater shall be provided with a
taxi to their home, or paid parking and mileage, providing it does not exceed the
equivalent taxi fare. Taxis from the railway station of deslination to home will be provided
from 7.00 pm where it is clear thal the normal bus service is not avaiable,

102 Where Stalf are requested to work away from the Federation Office {or Regional Office)
salsfaclory travel amangements will be made by the Federalion to lransporl Stafl
member/s to and from the venue.

103 Where an employee in the course of their duty is raquired to go to any place away from

their usual place of employment he/she shall be paid all reasonable expenses actually
incurred upon praduction of raceipts,

104 When an employee in lhe course of their duty is required other than in ordinary warking
hours to go to any place away from their usual place of employment he/she shall be paid
alt reasonable expenses actually incurred and in addilion shall be paid al lhe ordinary
rates for half of any lime occupied in lravelling outside ordinary working hours which is in
excess of the lime nomally occupied by him/her in travelling to and from their usual place
of employmant.

105  Application for any variation in this arrangement should be made lo lhe General
Secretary.

PERFORMANCE OF HIGHER DUTIES

Where an employee al the request of the General Secretary, AGS or seclion supervisor,
perarms higher dulies when relieving anolher employee for one day or more, they shall be paid
lhe higher relevant rate of pay for such day or days.

VACANCIES

Where a vacancy is not filled under the Permanent Full-Time Staff Agreement, then casual Staff
should be informed that the position is vacant, Cumrent casual employees and former casuals
where possible, who are qualified and express inlerest, may be considered for the position before
the position is advertised outside the Federation.

PUBLIC AND OTHER HOLIDAYS
13.1  Casual employees will be entitied to paymenl for public holidays if the normal working day

both sides of the public haliday are worked, and if the public holiday would normally have
been & working day for the employee.

13.2  New Years Day, Australia Day, Good Friday, Easter Monday, Anzac Cay, Queen's
SCHEDULE 2 - Casual Agreement Page 30of 8 (3{_3*"
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Birthday, Labor Day, Christmas Day, Boxing Day and any other day gazetted as a public
holiday for the State shall be helidays for the purposes of this Agreement,

13.3 Long-lerm casual employees who have completed twelve months' continucus service al a
minimum of twenty hours per week will be entilled lo an Indusiry Picnic Day each calendar
year, pro rata accomling to the number of hours worked over lhe previous twelve month
period. This may be taken at any tme, subjecl to apphcation as for any olher type of leave.

This may not ba accumulated.

Note: The Industry Picnic Day will be regarded as a Public Holiday for these purposes

and taken in the current year. This day can be taken at the employee's discretion in
consultation wilh the relevant AGS or Seclion Supervisor.

14. SICK LEAVE
141 Shor-term casual employees are not entitled to paid sick leave.

14.2 Long-term casual empleyees shall have a pro rata entiterneni of sick leave as set out in
Clause 17 of the Permanenl Full-Time Staff Agreemanl.

143 Employees wilh less than one year's service shall be entitled 1o sick leave at the following
ratas on a pro rala basis.

for the first:

3 months - 5 days

4 months . 6.5 days

5 months - 8 days

& months - 10 days

7 months - 11.5 days

8 monihs - 13 days

9 months - 15 days ; .

10 months - 16.5 days TR Registear
11 months . 18 days : — ’

15.  ANNUAL LEAVE
15.1  Short-term casual employees are not entitled 1o paid annual leave.
15.2  Long-term casual employees shall be granied leave of six weeks {pro rala) induding up to
two weeks Christmas/New Year break shutdown. This leave must not accumulate beyond
12 weeks. 17.5% loading will be paid on 4 weeks annual leave.

153 For pericds of employment less than 12 monihs, annual leave shall be calculated on a pro
rala basrs.

154  Applications for annual teave should be lodged al least two weeks before leave is required.
Exlenuating circumstances shall be considered.

16. LONG SERVICE LEAVE

16.1  All casual employees, on becoming permanent employees, are entitled to acereditation of
casual service for long service leave purposes.

17. PARENTAL LEAVE

17.1  Casual employees on becoming permanent shall have their casual service taken into
SCHEDULE 2 - Casual Agreement Page 4 of 8 jj 'y
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accounl for lhe purpese of calculaling malemily/patemity/adoption leave.

17.2 To be eligible for malernity/paternity/adoplion leave pay, casual employees must have
completed 12 months continuous service. A casual employee's conlinuous service will nol
be broken by:

. publlc holidays
. any periods ol approved leave.

17.3 The condilions under which matemity/palemity/adoplion leave will be granted are set out
below. To be eligible for maternity or paternity leave pay, long-term casuals must have
compleled 12 monlhs service,

« Long-term casuals can access rmatemily up to 52 weeks. This will include the period of
paid matemity leave of 12 weeks on full pay and this payment be made either in a lump
sum on commencing leave or by fortnightly payments.

» Casual employees wilh less han 12 menlhs service may be eligible for unpaid matemity
or patemily leave under certain circumsiances.

» A casual employee who is the father, or the person accepting responsibility for lhe care
and maintenance of a child, should be given up 10 one week's leave with pay around the
time of ihe birth of the child, where the leave is required 1o take care of the mother
andf/or children. This leave may be exiended for up 1o 12 months beyond the date of
birth in order lo be the primary care giver. To be eligible for patemity leave pay.
employees musl have completed 12 months service.

+ Long-lerm casuals on matemily leave can nominate the time of payment for the period
of 12 weeks paid malemity leave, provided that it s underslood that the payment will be
at the rale applicable for the 6 weeks prior to lhe anlipated date of birth and lhe 6
weeks affer.

» Malemity leave can commence up to 6 weeks prior (o the anticipaled dale of birth.

Applications for matemity or patemity leave must be made in writing to lhe General

‘—_':‘ﬁ Secretary and submitied at least 4 weeks prior lo lhe dale of which the employee

. = | intends to cease duty. Similarly, if an extension of leave is desired, one month's notice
1o B must be given.

: e Long-tern casual employees on matemity or paternity leave may use other types of
‘, paid leave 10 which they are enlitied under the Agreement e.g, recreation leave and long
ﬁ service leave to cover all or parl of ihe period of absence not covered by paid matemity
| or paternity leave,

Irndustiaal Kogiss

e The period of matemity or patemity leave shall count as service for all purposes wilh Ihe
qualifications 1hal the pericd to count as service for recrealion leave purposes is limited
to 26 weeks or the period of leave wilh pay (including paid malemily leave or patemnity}
whichever is the longer.

Adaoplicn
» Ilalong-lerm casual employee adopis a child under the age of five years and he or she
is the primary care giver, he or she shall be eligible for 2 maximum of six weeks leave

on half pay or three weeks on full pay for the period on and from the date of receiving
the child.

» The adopling parent who Is the primary care giver shall ba entilled to take up to twelve
months’ adoption leave without pay from the date on which he or she lakes custody of
the child and for such period prior to that date necessary for making arrangements, An
employee whao is the non-primary care giver who adopts a child under the age of five
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18.

19.

20.

21.

22.

years shall be enlitled to one week's paid palemity leave.

» Casual employees with less than 12 months service may be eligible for adoption leave
without pay under certaln circumstances.

» Applicalions for maternily teave, paternity leave and adoplion leave should be made in
wriling and al least four weeks pricr to commencement of the leave, Applications
should be accompanied by lhe appropriate documentation.  Varation or changes
following commencement of leava must be made in wriling al least four wEks 1)
advance. fi

FAMILY AND COMMUNITY SERVICE dikiscal Tt J

18.1  Long-term casual employees can appiy fo the General Secrelary for paid leave.on ap{d‘

rata basis for up lo 5 days in any 12 menth period on a pro rata basis. The condilions

under which this leave will be granted are sel out below:

182 The General Secretary will consider applications in wriling and may be supparted by a brief
explanalion for paid leave for up to 5 days in & twelve-month period. Applications for a
period of leave that exceed Lhe maximum entillement may be granted LWOP or application
for LSL or annual ieave lo credit.

183 Where in these circumstances annual leave is approved, fl shall be deducted from annual
leave lo credit al lhe rate of 7 hours and 37 minules per day where lhe employes is wOrKing
S-day forlnighl hours.

184  Family and Community Service leave may be used to meel a range of family aclivilies and
community service responsibilites. This could include a need to respond 10 an emergency
sitvation such as iness in the family, including Lhe illness of aged parents, funerals, tamily
law courl proceedings where property or custody ol children are involved, floods, bush fires
or being snowed in, and in special crcumsiances removal of residence. Such leave could
alsa be used in lhe evenm of planned absenca for family and community service
responsibilities where some advance notice is given.

LEAVE WITHOUT PAY

Long-term casuals who have exhausted accrued forms of paid leave may make application to the
General Secrelary for short periads of leave without pay citing special circumslances.

WORKERS COMPENSATICN

Employees shall be fully covered by Workers' Compensation wilhin the lerms of the cument
legislation.

SUPERANNUATION

The Federation shall provide superannuation for casual employees wilhin the terms of current
leqislation.

UNION MEMBERSHIP

The NSW Teachers Federaticn and the Staff Representativels believe it appropriate that ali
employses coverad by this Agreement be members of the Australian Services Union.

The New South Wales Australian Services Union Stafl Representative/s shall be antitled, on
applicalion lo the General Secretary, to one half-day per month to perform any duties associsted
with this role. Such leave may be accumulaiad up to two days.
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23. STAFF MEETINGSE

Casual employees, who are members of ihe Australian Services Union, shall be enlitted to attend
ASU Staff meetings called in accordance with provisions of Clause 28 of Lhe Staff Agreement.

24.  TERMINATION OF EMPLOYMENT

24.1  Short-lerm casval employment may be terminaled by (1) hour's notice on either side, or by
payment of or lorfeiture of ane {1) hours pay in lieu of notice.

242 Long-term casual employmenl may be terminated by one week’s notice on either side, or by
the payment of or forfeilure of one week's pay in lieu of notice.

25  GENERAL

The NSW Teachers' Federalion Staff Agreement and the Permanant Parl-time Agreemenl and the
Clerks (State) Award or ihe Trade Union and Political Parlies Award will continue to reguiale all
other conditions of employmenl nol otherwlse covered in this Agreement,

Naothing in this Agreement shall operale lo reduce or lessen the condilions and salaries enjoyed
by persons employed by the New South Wales Teachers Federation at the dale of operation of
ihis Agreement,

The Clerks {Slale) Award will conlinue to regulale all glher conditions of employmenl nol
otherwise covered by this Agreemenl.

26. DUTIES OF EMPLOYEES

An employee, before accepting a position, shall be informed of the dulies of the posilion and the
salary.

27.  DURATION OF AGREEMENT
This Agreement shall have effect on and from the 1sl of January 2002 until the 31 December
2003. Re-negotialions of the terms of this Agreement shall commence no iater than three
catendar monlhs prior lo lhe date of termination.

Z28.  FINALISATION OF NEXT AGREEMENT

This Agreement shall be finalised within three (3) months after 31 December, 2003.

WITNESS
‘. General Secretary

i
Sy Rebewloc, ,{,?/;ii.ff?;.f*- q
Juiie Robertson WITNESS ¢
Australian Services Union Rapresentative L i
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s e &fw ...................
Shella Wataon WITNESS W

Australlan Services Unlon Reprassnistive

Dated this ... heeesseessenns day of .. 4o 604 L ALY R854

.................................................
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AGREEMENT

CONDITIONS FOR PERMANENT PART-TIME EMPLOYEES

OF THE NEW SOUTH WALES TEACHERS FEDERATION
= e ST LV IR VWALES TEACHERS FEDERATION

These condilions apply to all permmanenl part-time employees excluding salaried perscnnel,

1.

DEFINITICNS

1.1

A permanent parl-lime employee shall mean an employee who is employed to work regular
days and regular hours, either of which are less than thirty-five (35) hours per week or
seven (7) hours per day. A permanerit part-time employee shall not work less than twenty
(20) hours in any one week or four {4} hours on any day.

1.2 The minimum weekly hours requirement shall not apply (o exisling positions.

1.3 Consideration will be given to (he creation of permanent part-lime positions of less than
twenty {20} hours per week, provided (hal such posilions are in addition lo and supplement
existing lull-ime posilions.

HOURS

2.1 The ordinary hours of work, exclusive of meal hours, shaill be a minimum of bwventy (20)
haurs per week Monday to Friday. The minimum hours to be worked in any one day shall
be four {4} hours per day.

For those empioyees working less than a 7 hour day, commencemenl shall be bebween the
hours of 8:00 a.m. and &:30 a.m.

2.2 For lhose smployees working a 7 hour day, these hours shall be between the hours of €:00
a.m. and 5:00p.m., Monday to Friday.

23  Variation of these hours (9.00 am and 5.00 pm) commencing either from 8,00 am, 8.30
am or 9.30 am and concluding at 4.00 pm, 4.30 pm or 5.30 pm respeclively, may be
permitted subject o the concurrence of the General Secrelary.

MEAL BREAK

a9 Nel less than 30 minutes nor more than one hour between lhe hours of 12 noon and
2:00 p.m. This can be varied by drangemenl between the parties,

32 An employee shall not be required to work more than § hours without a break for a meal.

MORNING AND AFTERNCON TEA BREAKS

4.1

4.2

Employees shall be allowed two (2) periods of len (10) minutes each day, morning and
aflerncon, far the purpose of taking a marning and aftemoon break.

There will be at least ane (1) Staff member on duty in every seclion during the period of ihe
lea break. This is to ensure that an inquiry or request for assistance directed to the section
SCHEDULE 3 - PPTW Agreement Page 1 of 14 {1\
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during a tea break receive a comprehensive respanse.

4.3 Facililies and ingredients (lea, coffee, milk, sugar) shall be provided for employaes of the
Federation for moming tea, lunch and aflemaoon tea.

5. SMOKING AT WORK
For OH&S reasons Federation maintains a smoke free environment during warking hours.
6. PAYMENT OF SALARIES

6.1 This Agreement provides lor pro rata payment of salaries as par the NSW Teachers
Federation Slaff Agreement to be paid based on the agreed schedule as altached in
accordance with the Skills Based Classificalion Structure Matrix agreed between the
Federation and Staff on 1 July 1996,

Salaries shall be paid by Electronic Funds Transfer to an account nominaled by each
employee during lhe working hours no later than Wednesday of each alternale week and
shall be made up to the end of the current week in which payment is made.

Ovwerlime shall be paid wilhin fourteen days after the end of the week in which avertime is
worked.

6.2  Salaries of Permaneni Employees .. e )
The schedule of salaries is altached. Enterpriss: Ajreemen t|

6.3  Position Reclassification Process || ‘ncustoal Registrar

Provision for reclassification will be dealt wilh in accordance with Clause :54._ o

= = = |

i VARIATION IN SALARIES

In the event of any varation in National Wage decisions providing for increased rates lo
compensate all or a specific group of workers, the rates in this Agreemenl shall be adjusted
accordingly provided thal Staff wage rales have not already received lhe same compensation in a
wages agreement with the NSW Teachers Federation.

8. GOODS AND SERVICES TAX

The Federalion and Stafl (the parties) will monitor the overall impact of lhe Commonwealth
Governmenl's Goods and Services Tax {GST} through the lite of the Agreement and to review
wages in the light of that impact. If lhe IRC makes a siale decision (Seclian 49 of (he IRC Acl
1996) having regard to the impact on wages ol lhe GST the parties reserve the righl 1o make
application to the commission in relation to (hal decision.

9. MEAL ALLOWANCE

8.1 A meal allowance as provided for Officers and members of Execulive, in addilion to
overtime pay, shall be pravided to employees who warlk:

1 hour after their normal finishing time Monday to Friday (tea money);
beyond 5 hours afler Lheir normal finishing time (tea money);

after 12 noon Saturday and Sunday (lunch money);

T hour afler their normal finishing time Saturday and Sunday (tea money).

8.2 Employees shall nat work beyond 1% hours of their normal firishing time withou! stopping
SCHEDULE 3 - PPTW Agreement Page 2 of 14
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far a meal break of al lsasl 30 minutes.
10. OVERTIME

10.1 A payment shall be made at the rate of time and a half for lhe firsl twe hours for all
aulhorised overlime worked before the employee's normal starling time or after lheir
normal fimshing time, on days normally worked, as prescribed in Clause 2 of this
Agreemenl.

10.2 Paymenl shall be made at ihe rate of double lime for alf aulhorised overtime worked:
10.2.1 after ihe first two {2) hours, Monday to Friday;
10.2.2 for all time worked on Saturday;
10.2.3 Tor all ime worked on Sunday.

10.3  Paymenl shail be made at double time for all aulhorised lime worked on a public holiday as
prescribed by Clause 16 of this Agreement except Christmas Day and Good Friday. (n
addilion for the doubls time for that day, a day in lieu will also be provided.

10.4  Paymenl shall be made at the rate of tipfe time with a day in lieu for all authonised time
worked on Chrisimas Day and Good Friday.

1. TRANSPORT FOR EMPLOYEES

111 Employees compleling authorised overime at 8:00 p.m. or later shall be provided wilh a tax
to their home, or paid parking or mileage, providing it does nal exceed the equivalent taxi
fare. Taxis from Lhe railway slation of deslination to home will be provided from 7:00 p.m.
where il is clear lhe normal bus service is nol available.

.. 11,2 Where Stafl are requested 1o work away from the Federation Office (or Regional Office}
| . sahsfactory trave! arrangements will be made by the Federalion to transport Siaff member/s
to and fraom Lhe venue.

— -
i
slrar

Tradvstaid Resrls

11.3 Wherz an employee in the course of their duty is required to go lo any place away from
lheir usual place of employment he/she shall be paid all reasenable expensas actually
incurred upon production of receipis.

—
-
=

When an employee in the course of thair duly is required other than in ordinary working
s==—====== hours o go lo any place away from their usual place of employment he/she shall be paid all
reasonable expenses actually incurred and in addition shall be paid at the ordinary rates for
hall of any lime occupied in lraveliing to and frem their usual place of employment.

11.5  Application for any variation in this arrangement should be made to lhe General Secretary.
12.  PERFORMANCE OF HIGHER DUTIES

Where an emplayee at the request of the General Secretary, AGS or section supervisor, performs
higher dulies when relieving another empioyee for one day or more, they shall be paid Ihe higher
relevant rale of pay for such day or days.

13, FIRST AID ALLOWANCE
An employee who has been trained 1o render firsl aid and who is the current holder of appropriate
first aid qualifications, such as a certificate from the St. John Ambulance or similar bady, shall be

paid an allowance as set out in the Clerks (State) Award. if (he employed is appointed by the
General Secretary to perform first aid duty.

SCHEDULE 3 - PPTW Agreement Page 3 of 14

~F L
I|"-‘,'__ C




14.  CONFIRMATION OF PERMANENT EMPLOYMENT

All employees are employed wilh a probationary pericd of lhree months.,  This probalionary
period is subject o lhe condilions outlined in the Probationary Procedures {altached).
Confirmalion of permanency will be provided in writing by the empioyer al the salisfaclory
compietian of the probationary period.

15 VACANCIES/NEW OR ALTERED POSITIONS

15.1  Where a vacancy that exisis under lhe Siaff Agreement is to be filled, or a new position
created, such a posilion will be filled wilhin two (2) weeks of the vacancy occumng wherever
passible. All permanent employees shall be informed when the vacancy occurs and be
given Lhe opportunity to apply in writing and be considered for such a position. Applications
from permanenl employees will be considered where employees feel they are capable of
carrying oul the dulies required even if not fully qualified in accordance with lhe job
specilications.

152 If a long-term reliel position of longer than six (6) weeks becomes available, then
permanent Staff shouid ba given the opportunity 1o apply in he firsl instance belore reliaf is
soughl externally. Appointment lo such a relief position is subject ta Federalion's priorities.

15.3  Management in consuilation with Siaff will review new and aftered posilions as they arise to
delermine the skilis criteria required for tha position and their placement on the matrix, If at
any lime an employee or group of employees (el the skills required in Lheir position/s have
changed, an applicalion ¢an be made to the Staff/Managemenl Negotiating Committee for
a review of their positions/s as per Clause 34 (Pasition Redlassification Process),

15.4  Unchanged vacant positions will be filled as per the Staffing Guidelines {16.8 below).

155 The placement of new or altered positions on the malix will be determined by the
convening of a Staff/Management Negotialing Committee consisting of:

Two (2} Managemenl Represenlatives
Two {2} Staff Represantatives

126 The committee will make a recommendation to the General Secretary regarding the
position pfacement on the matrix.

153.7  The matrix will be updated to include new or allered position/s and distrbuled to Staff.
Appeals must be lodged within five working days.

15.8 Staffing Guidelines

15.8.1 All vacanl positions will be filled in accordance with the following pricrity, afler {he
Stafl Represenlatives have been advised of (he vacancy.

aj The offer of transfer to Slaf in redundanl posilions where the Staff
% memberfs has the appropriale skills and qualificalions, Appropriate and
reasonable lraining at Federalion's expense will be available to facililate
such ransfer.

b) The offer to Staff retuming from LWOP prowvided lhat Slaff member/s
- S concemed are qualiiied 1o hold the posilion/s.

———— €} Adverlise intermally

o} If no internal applicants, call for applications from casual Slaff
SCHEDULE 3 - PPTW Agreement Page 4 of 14
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{implementalion of Clause 12 of lhe Casual Slaff Agreement),
el If necessary, adverlise extermally,

12.8.2 The selection panel will include eilher a Staff member from Lhe seclion where the
vacancy occurs or a Staff Represenlative, except in circumstances where this could
prove impracticalfimpossible eg Regional Offices.

13.8.3 Unsuccessful applicanis who apply and are unsuccessful for a posilion may appeal
lo the General Secretary an lhe basis Lhat the selection process did not lollow the
guidelines.

15.8.4 Unsuccessful applicants who apply end are unsuccessful for a posilion and who
requesl it will be given an opportunity lor discussion with a view lo idantifying
opporiunities for career development and progression along with appropriate
training.

16.  PUBLIC HOLIDAYS

16.1  New Year's Day, Auslralis Day, Good Friday, Easler Monday, Anzac Day, Queens Birthday,
Picnic Day, Labor Day, Christmas Day, Boxing Day and any other day gazelted as a pubiic
holiday for the Slate shall be holidays for the purposes of this Agreement,

Nole: The Industry Picnic Day wiil be regarded as a Public Holiday for these purposes
and taken in lhe current year. This day can be taken at the employee's discretion in
consuflation with the relevanl AGS or Section Supervisor,

A roster of Staff will be provided on the aflernoon of the Thursday prior to the Good Frigay
public hofiday. The roster will be drawn up in consullalion with the General Secretary.
Members of Slaff who work thal aflernoen will be enlitied 1o lake a half-day of ieave in liey
before the end of June.

7. SICK LEAVE

171 On a pro rata basis calculated according to the number of days worked permanent parl-
lime employees shall be entitled to twenly (20) working days of each calendar yaar of
service on full pay, subject to satisfactory evidence of the employee, if required, for more
than lhree (3) cansecutive days' leave,

17.2  Unlaken sick leave shall be cumylative up to a maximum of {10) days for each yaar of
service. For the purpose of cumulalive sick leave, an employee's service shall be
calculated from the date of commencing employmenl.  The accumulalion shali be done on
15l January each year.

17.3  For lhose employees with less than one years service untaken sick leave shail be
cumulalive on the 1sl January foliowing appointmenl up to a maximum al the following
rates:

3 months 2.5 days
& monlhs S days
9 months 7.5 days

174 Employees with less than one year's service shall be entilled Io sick leave at the following

rales:
for the first 3 manths 5days
4 months 6.5 days
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18.

19.

red |
S months 8 days " G |'IJ'
& months 10 days - rI
¥ months 11.5 days i Ly Registrar |
8 months 13 days e -
8 months 15 days e

10 months 16.5 days
11 monihs 18 days

17.5  The follawing guidelines could be applied in the case of an employee falling i1l during hisfher
first year of servica.  if insufficient sick leave has been accried to cover the pariod of
liness, the employes may authorise the emnployer to deduct any annual leave accrued afier
she/he has exhausted accumulated sick leave. Any annual leave deducted will be re-
crediled when the employee has worked a sufficient pariod of time to accrus the addilional
sick leave taken in advance. For each day's annual leave re-credited a day's sick leave will
be debited.

17.6 A permanent parl-time employee who is ill for one week or more whiie on annual leave or
long service leave shall be entiled to sick leave for such iiness, provided that the
Federation is nolified as soon as practicable afler such ilness aceurs and the employee
produces a doctor's cerlificate.

17.7  Should an employee not be covered adequately by the above clauses she/he may make
special application to the General Secrelary. The General Secretary may grant additional
sick leave depending on the nature and length of the iliness and he employment record of
the employee concermed.  All such applicalions would have to be supported by a doctors
certificate,

ANNUAL LEAVE

18.1  On a pro rata basis, calculated according to number of days worked, permanent part-time
employses shall be granied annual leave of six (6) weeks including up to two weeks during
the Chnsimas/New Year shuldown. This leave musl not accumulaie beyand 12 weeks.
177 per cenl loading will be paid on 4 weeks leave,

1682 For periods of employment less than 12 months, annual leave shall be calculated an a
preportionale basis,

18.3  Applications for leave shouid be lodged al least two {2) weeks before leave is required,
Extenuating circumstances will be consldered,

LONG SERVICE LEAVE

19.7  Long service leave shall be granled In accordance with the following provisions pro raia o
hoursfdays worked:

19.1.1 Afler ten years permanent service, continuous or broken, lhirleen (13) calendar
weeks leave on full pay.

19.1.2 For each additional year of permanent service, conlinuous or broken, after len (10
years, fifteen {15) calendar days on full pay.

19.1.3 An employee who has completed at least five {3) years of permanent service and
less than len (10} years, and whose services are larminated or cease for any
reason, shall be paid a proporiicnale amount on the basis of three 3 months for ten
(10) years service.

18.1.4 In the case of ths dealh of an employes the Federalion shall pay o the employee's
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20,

personal representalive the monatary value of that employee's entilement. For the
purpr:-se of this clause the legal personal representative shall be an administrator
appointed by the Courl or where no such administrator is appointed such other

persc-nlas_ the Genaral Secretary determines will best act in the interests of the
beneficianes of he deceasad.

19.1.5 Applications for long service leave shouid be made in writing at ieast four weeks
prior to lhe commencement of the leave. Variation or changes following
tammencement of ieave musi be made in wriling al leasl four weeks in advance.

19.1.5 On becoming full-lime, 3 part-time empioyee's iong service leave enlitement shall
be recalculated into full days.

PARENTAL LEAVE

20.1

20.2

20.3

20.4

20.5

20.6

204

20.89

To be eligible for paid matemily or palemity leave, employees mus! have compleled 12
months service.

The period of paid malemity leave shall be 12 weeks an full pay and this payment is
made elther in a lump sum on commencing leave or by forinightly payments.

Employees with less than 12 months service are eligible for 12 months maternity or
paternity leave wilhout pay,

An employee who is the falher, ar lhe person accepling responsibility for the care and
maintenance of a child, should be given up lo one wesk's leave wilh pay around the lime
of the birth of the child, where the leave is required to lake care of the mother andior
chiidren. This leave may be extended Jor up to 12 months beyond the date of birth in
order to be the primary care glver. To be eiigibie for paternity leave pay, employees musl
have compleled 12 monlhs service.

Employees can nominale the lime of payment for the 12 week paid maternity leave,
provided thal it is undersiood that the paymenl will be at lhe rate applicable for the &
weeks prior o the anticipaled date of birth and the 6 weeks after.

Matemnity leave can commsnce up lo § weeks pricr 1o the anticipated date if birdh, and
may be extended for up to 12 months beyond he date of birth. Applications lor malernily
or paternity leave must be made in wriling to lhe General Secretary and submitted al least
one month prior ko the dale of which the employee intends o cease duly. Similarly, if an
extension of leave is desired, one monlhs nofice musl be given.

Employees on maternily or paternity leave may use olher iypes of paid leave lo which
they are entilled under the Agreemenl eg. annual leave and long service leave lo cover
all or part of the period of absence not covered by paid malernily or paternily leave.

The pariod of malemity or paternily leave shall count as service for all purposes wilh the
qualification thal the period o count as service for annual leave purposes is limiled to 28
weeks or the period of leave with pay (including paid maternity patemity leave) whichever
is the longer.

Adoplion
If an employee adopts a child under the age cof live years and he or she is lhe primary

care giver, he or she shall be eligible for a maximum of six weeks leave on half pay ar
lhree weeks on {ull pay for lhe period on and from the date of receiving Ihe child,

The adopting parent who is the primary care giver shall be enlitled (o take up lo twelve

months' adoplion ieave withoui pay [rom the dale on which he or she lakes custody of lhe
SCHEDULE 3 - PPTW Agreemenl Page 7 of 14
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child and for SL_Jch period prior lo that date necessary for ma
employee who |slthe non-primary care giver wha adapts a chi
years shall be enlitled to one week's paid paternity leaye

king arrangemenls. An
Id under he age of fve

E . .
mpioyees with less than 12 monlhs service are gligible for adoplion leave withou! pay.

20.10 AEF!matmns for maternity leave, paternity leave and adoption leave should be made in
::r ing and at _laast four weeks pripr to commencement of the leave. Applications should

€ accompanied by the appropriate documentation,  Variation or changes followin
commencement of leave must be made in writing at least four weeks In advance. .

20.11 The parlies agree 1o examine lhis section with a view to revision and consolidalion,

21.  FAMILY AND COMMUNITY SERVICES LEAVE

211 The Gerjerai 59qrelaw will consider applications in writing and supported by a brief
explanation for paid leave lor up to 5 days in a calendar year.

21,2 Family and community service leave may be used lo meet a range of family aclivities and
community service responsibililies. This couid include a need lo respond fo an
emergency situation such as illness in the family, including the iliness of aged parents,
funarals, family law court proceedings where property or custody of children are involved,
floads, bush fires or being snowed in, and in spedial circumstances removal of residence.
Such leave could also be used in the event of planned absence for family and community
service responsibilities where some advance nolice is given.

21.3  Where family and community service leave has been exhausled, additional paid FACS
leave of up 10 4 days may be granted lo an employee on application to the General
Secretary as a form of bereavemenl leave.

214 When family and community service leave has been exhausted members of Staff shall be
entilled lo use any current sick leave to credil or any cumulative sick leave accrued from
the past thres years to provide care and support for persons as described in 22.6 below
when they are ill. This period is delermined as being the three years immediately
preceding the first day of the personal carer's leave. Such ieave may be taken lar part of
a single day.

21.5 Members of Staff shall, if required, establish by production of a medical certificate or
stalutory declaration lhe iliness of the person concemed and that the illness is such as 1o
require care by anather person, in normal circumstances, an employee must nat lake
carer's leave under this subclause where another person has laken leave to care for the
sarne person.

21.6 The enlilernent 1o use sick leave in accordance wilh this subclause is subjecl 1o:

21.6.1. the employee being responsible for the care and supper of the person concerned:
and

21.6.2 the perscn concerned being

21.6.3 a spouse of lhe emplayee; or

21.6.4 a de facto spouse, who, in relalion to a person, is a person of lhe opposile sex 1o
the first mentioned person who lives with the first menlionad person as the
husband or wife of thal person on a bona fide domestic basis although not legally
marred lo that persorn: or

21.6.5 a child or an adull child {including an adopled child, a slep child, a foster child or

. an ex-nuplial}, parent (including a foster parent and legal guardian}, grandparenl,

- grandchild or sibling of the employee or spouse or de lacto spougse of lhe
—_— employae; or
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216.6 & same sex parlner who lives with the empioyee as the de facto pariner of Lhat
employee on a bona fide domestic basis: ar

21.6.7 a relative of the employee who is a member of lhe same housshcld, where [ar the
purposes of this paragraph:

+ 'relative” means a person related by blood, marriage or “affinity;

» "affinity” means a relationship that one spouse because of marriage has to
blood relatives of lhe other; and

» "household” means a family group living in the same domeslic dwslling,

21.7  An employee shall, wherever practicable, give lhe employer notice pricr to their intention
lo take leave; lhe name of the person requiring care and their relationship to the
employee; lhe reasons for laking such leave and Lhe estimated length of the absence. I
it is not praclicable for lhe employee lo give prior notice of absence, lhe empioyee shall
notify the employer by lelephone of such absence at the first oppariunity on the firsl day
of absence.

22, LEAVE WITHOUT PAY

Applicalions from members of Slaff for periods of leave wilhout pay will be considered by the
General Secretary in cases where employees have more than two years service.

Applications for leave without pay should be made in wriling at leasl four weeks prior lo the
commancement of the leave. Variation or changes following commancement ol leave must be
made in writing at least four weeks in advance.

The maximum pericd of leave wilhout pay on any one occasion is 12 monlhs.

The cumulalive maximum period ol leave wilkogul pay, including periods of part-lime leave
withoul pay, for any employee is three years.

Il lhe approved leave withoul pay is for @ period of up lo six months then Lhe employee has righl
of reium to lheir position.

If the approved leave Is for a period of maore Lhan six months, the employee's position cannol be
guaranteed and (hey will be required to relinquish their position. On relurn from leave withoul pay
lhe employee will be appointed lo a position should one be available and will be given priority for
the next suilable vacancy which is al the salary leve! of their previous pesilion provided they are
gualified to hold the new positicn.

_:;!_ﬁmplcyea is enlitted to mainlain membership of lhe Teachers Cn_adn‘ Union and Heaillh
i 5 ?:-oci,'éty whilst on leave without pay but is personally responsible for conlributions or paymenis o

£ither body.

;ﬁn émplﬂyee who is a member of lhe N.5.W. Teachers Federalion Staff Superqnnuallun F qnd

Aaking leave of six monlhs or less, is entitled to continue paying cml-llrihuhon‘s dgnng Iheir period

“of loave without pay, and the employer underakes Lo meel its chl‘rrbulluns. Where an

= empioyee, in accordance with the rules of the Provident Fundeupen_-annuallon SCthME't:;Eﬁfiziz

-~.—.a reduce their contribution lo the Fund during a period gf Igaue withoul payds'ucbll;:tsr;nsurance
may nol ba reduced below the amount necessary lo maintain any death or disa

maintained as part of the employee's membership of the Fund.

23. STUDY LEAVE

oval ol the Ge_nera\
e Federahon.

to the appr
future work in 1o

eak. subject

alf-day per W W o

eh
s ghall be graniad up oo o related to thed Wor

e \g underiake approved coUrse

Secretary.
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This c_rausgs s o be implemented consislent with the NSW Teachers Federalion Training Poiicy
i comunclion with the endorsed decision of the Training Commiittee and Ihe General Secrelary.

It is agreed that Regional Office Staff shall be entitled to attend meetings/professional
devafopmenlt courses/inservicing in Sydney as required.  The timing and number of such
altendance in any one vear shall be determined by the General Secretary and the employees
shall receive normal Federation expenses, travel and accommodation.

24,  JURY DUTY

Where an employee is required lo perform duly as a juror lheir salary will conlinue to be paid by
the employer. Where the employee receives payment in lieu of wages or salary for jury duly
performed, Lhis paymenl will be paid to the employer.

An employee is still entitled to claim from the Sheriff's Office aul of pocke! expenses whilst
serving on a jury panel.

25. WORKERS COMPENSATION

Employees shall be fully covered by Workers' Compansalion within the lerms of current legisiation.
Where an employee receives less than they would have received had they continued to work the
difference can be made up from sick leave or other accrued leave,

26. TRADE UNION TRAINING

Aftendance at Trade Union Training Courses shall be subject lo the General Secretary's approval.
The Federalion will pay the employee's salary while the employee is attending the course,

27, UNION MEMBERSHIP

The NSW Teachers Federalion and the Staff Representalive/s believe it appropriale that all
employees covered by this Agreement be members of the Austraiian Services Union.

The New South Wales Australian Services Union Stai Representative/s shall be enlilled, on
application to the General Secretary, to ane-hail day per menih to perform any dulies associated
with (h's role. Such leave may be accumulated up to two days.

28. STAFF MEETINGS

The Stafl shall be entitied to a meeting of one hour's duralion per month, providing that the time
and slaffing amangsmenls are agreed upon by the Auslralian Services Union Representatives
lhe General Secretary. L |

29.  TERMINATION OF EMPLOYMENT I
o Lwniiand Hoegishrar rl
Employmenl may be terminated by two week's notice on either side, or by'paymenl of or ic_rr_feituré!

ol two week's pay in lieu of notice. S

30  GENERAL

30.1  Nething in this Agreement shall operate to reduce or lessen the condilions and salaries
enjoyed by persons employed by the New South Wales Teachers Federation at \he date of
the operation of this Agreement,

30.2. The NSW Teachers Federation Staff Agreemenl and lhe Clerical and Administrative
Employees (State} Award will continue to regulate all other conditions of employment not

=54 "]
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olherwise covered in Lhis Agreement.

31. OTHER DUTIES

31.1  Employees shall be given an opporunity to leam the skills required to undertake duties
within the Federation office, eg. word processing, dulies in the records seclion, duties in lhe
distribulion seclion.

3.2 The Staff agree (hat they shall provide assislance in the various sactions of the Federalion
when required because of tha extra workloads in particular areas or a reduced workload in
thelr own area of responsibility.

31.3  Employees shall receive their normal salary when c2arrying our duties that attract a lower
rale of pay and will receive Lhe benefils of Clause 12 when performing higher duties.

314 The General Secretary shall be responsible for the implementation of Ihis clause and will
consull with the Staff member and Officer/Supenvisor concamed.

32,  TECHNOLOGICAL CHANGE

Definitions

321 For the purpose of the Agreemen! lechnolagical change means the introduction,
alteration or replacement of computers {Including word processing machines,
comrnunicalions equipment and clher new equipment) or work arganisatlon ancillary lo
the use of such equipment.

32.2 Compuler means an electronic device {include word processing) which is capable of
receiving facts or dala, processing or performing calculations an that data and delivering
answers or information in the required format for use by a person or 1o control the operation
of another machine or computer.

323 The ASU seeks active parlicipation in the decision making processes regarding
technological change and the parlicipation of affected members in such decision making.

e

2.3.1 Allinformalion required to enable a ful! evaluation of proposed technological change
& | must, in the first inslance, be provided to the ASU's elscted Staff Representative(s)
| on the Technology Group and consultalion relative lo any aspact of this shall take
@ | place from the conternplative stage onwards and continue through the development,
=3 ll implementalion and post-implementalion slages.

. |
= 32.3.2 No decision relating o any par of the process of change 10 work organisation, job
= f struclure or technology shall take place withoul the above and without the provision

e of satisfaclory infarmalion, consuflalion and agreement between NSW Teachers

Federation and Staff.

324 The Staff of the NSW Teachers Federatlon agree lo undertake any necessary reviews of

existing work organisation.  Agreed changes lo work organisation required to afec
technological change will be implemented by Staff.

325 The Federation will ensure that occupational heallh and safaty questions associated with
tachnological change will be addressed, including, but not fimited {0, a proper provision of
fumiture, lighting and appropriate testing amangements,

326 Federalion will provide a proper ievel of training for Stafl required to use any equipment that

the Federation, in agreement with Staff, decides 1o install. Where necessary, relraining will
occur for Staff whose work is affecled by technological change.
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33.

34,

32.7  Tofacilitate skill developmenl and multi-skilling Federation agress to provide:

- ireductory informalion and training for all Staff;

- Appropriale training for adequate numbers of Staff needed to relleve or back-up
Staff whose pasilions require the use ol new lechnology;

. Appropriale Iraining for Staff successful in their application la fill an existing position.

No Stalf position should be diminished in quality of work or responsibility as a result of new
technology. Elected officers or salaried staff employees will have access to the use of new
equipment and where this is likely lo diminish the scope or responsibility of the work of a
Slafl membar, the Federation will ensure that appropriate compensalory changes are made
to lhe organisation of work of that Staff member.

328 The Federalion agrees lhal no permanent full-ime or permanent pari-lime person
employed by the Federation now or in the future will lose Lheir employment as a resull of
lechnolegical change.

329 The Federation agrees thal in some circumstances and where appropriale a Slaff
member's acquisition and vse of new compuler-related skills may require a
reclassification and/or upgrading of that Slaff members pesilion. The issue of
reclassification will be deall with in accordance wilh the provisions in Clause 3.

3210 That the Staff have one elected representative on the Technology Committee. When the
representalive is unable to atlend meetings an alternate representativa can attend. The
Federalion is to arrange internal relief/back-up where necessary in order to allow the Staff
Represenlative on the Commitlee to altend meetings and carry oul work associated wilh
the Commitee.

EYE CARE

331 The Federation acknowledges that employees in certain circumslances may require eye
lesling in relation Lo their work with computers.

1332 |f glasses are prascribed for Staff working specifically with computers and where no other
.| reimbursement is available from a Healih Fund, the Federation will pay for the glasses.

- Where there is a charge for ihis eye lest lhen the Federalion will also consider
= reimbursement of this charge.

| The Federation Health Sociely rales will be applicable for the reimbursement of lhe eye

—— -1  teslcharge and for the glasses prescribed.

33.3  Equipment instailed will be in accordance with Australian Standards Associalion lo ensure
compliance wilh accepled tolerance levels.

33.4  The Workcover slandard is accepted as the monitor of radiation levals, glare, and
reflection,

33.5  The Federation will be responsible for ensuring that the lighling and equipmenl meels lhe
standard and needs for all employees,

33.6 Al Staff will be encouraged to take appropnale breaks from looking continuously at their
Compuler screens,

SKILLS BASED CLASSIFICATION

341 The NSW Teachers Federalion and the Slaff have agreed and implemented a Skills
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Based Classificalion Stuclure effaciive frorm 30 June 1996,

Any employee who was graded at a level which carried 2 lower salary was identified. The
employee conlinues to receive all future wage adjuslments while employed in the posilion
lhey held at the dale of implementation. When thal position is vacaled by lhe incumbent,
it will revert to the rale of pay appllcable under the Skills Based Classification.

No identified employee shall be forced or requested to vacate their position because of
these processes.

34.2  Posilion Reclassification Process

The Federalion and lhe Staff acknowledge thal lhere are special circumslances where
the nature of the work in an employee's position may change and this may require a
review of the position and ils skills against the skills malrix and the position's ranking,

The change can be identified by ihe employee or be proposed by or arise [rom changes
introduced by the Federation.

The following guidelines for the posiliorvskills review as oullined in the Position
Reclassification Process will apply.

34.21 The employee's supervisor and/or Slaff Representative may advise in regard to
the employee's review.

34.22 The review submission will be referred o the General Secrelary and be
considered by lhe Skills Based Classificalion Review Commiltee. The Commitiee
will comprise two elecled Slalf Representatives and two Employer
Representalives nominated by the General Secralary.

34.2.3 The review commillee memoers will be familiar with the Skills Based Classification
Struclure and lhe posilions in the siructure and their rankings.

34.3  The basis of a successful review will depend upon Lhe following being agreed to:
34.3.1 I|dentificalion of new skills
34.3.2 Comparison of new skills to existing skills
34.4.9 The ranking of new skills within the struciure
34.5.4 These new skills being a new requirement for the posilion

34.4  The Commiltee will refer its recormmendalion to the General Secrelary within 15 working
days.

A General Becretary decision will be made within 10 working days of the submission
being referred to the General Secrelary,

i - i Where a submission is successful the posilion description shall be amended to include
! 7 lhe new skill's, if apprapriate.

- | Where an enlirely new skil!, not currently on the Malrix is identified, and agreed to, then
— | the Matrix will be amended to include the new skill/s,

A salary review and adjustment may foliow.

Where the applicant's submission is not successful, a copy of the Commillee's
recommendation and advice from the General Secretary may be sought by the applicanl.
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a5, TIME IN LIEU OF NINE DAY FORTNIGHT
A parl lime employee shall be enlitled to take time in lieu of the nine day forinighl.
This time is calculated on the basis of one and a half {1 %) hours per forlnight, pro rata'd
according lo the hours worked. This time may be taken on any rostered day in each fortnightly
perfod and can be accumulaled over a four weekly period, or two lortnightly periods.

The rale of leave lor [ull lime and part lime employees is the same, and

« musl be taken each four weekly period, i.e. two lorinightly periods and
» cannot be accumulated beyond a four weekly period

i.e. is similar to the nine day lorlnight for full time staff

36. DURATION OF AGREEMENT

This Agreement shall have eflect on and from lhe 1January 2002 uniil lhe 31 December 2003,
Re-negoliations of the terms of this Agreemenl shail cornmence no laler than lhree calendar
months prior o the date of terminalion.

37, FINALISATION OF NEXT AGREEMENT

This Agreement shall be finalised within (hree {3) monlhs after 1 Dacember 2003.

.; |
P /
Lldbar

Julie Robertson iv;rNEss
Australian Services Union Representative (P

o

Shella Watson
Australlan Sarvices Unlon Representative

Dated this ..... o e day of """a a8 -
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AGREEMENT

CONDITIONS FOR JOB SHARE EMPLOYEES

OF THE NEW SOUTH WALES TEACHERS FEDERATION

These ferms and condilions apply lo al! job share employees, excluding those salaried personnel and
covers particular benefits and conditions which may be unique 1o the job share siluation.

This Agreement does nol intend 1o cover all industrial aspecis of lhe job sharer's employmenl. The
NSW Teachers Federalion Staff Agreement and the Clerical and Adminisirative Employess (State)
Award will continue lo regulale all olher conditions of employmenl nol otherwise covered in this
Agreement.

The Federation and lhe Auslralian Services Union Staff Representalives support job sharing as an
acceptable oplion for employees who do not wish o undertake full-time employmeant due Lo family or
olher personal commilments. This oplion can be consldered in cases whera the organisation will not be
adversely affecled.

. REFINITION

1.1 Job sharing is an arangement where two employees volunlarily share all the duties and
responsibilities of a perranent full-lime posilion. This can encompass, by mulual
agreement:

e A full-time job divided between two employees, each responsible for their own wori
and/or seclion, or,

* A full-lime job divided belween two employees with shared responsibilities for the totai
job,

1.2 The slatus and responsibility of a position will nol alter whether the position is filled on a
shared or individual basis.

2. CRITERIA FOR ESTABLISHING JOB SHARE POSITIONS

Where there is an expression of inleresl by empioyees lo enter into a job sharing arrangement, or
4 managemenl praposal for job sharing, the foliowing issues need to be considered.

2.1 Whether the fulllime position can be reconstructed. The posilion should be divided in a
manner, which enables both job sharers lo perform Lhe full range and mix of skills, dulies
and responsibilities.  Any amangement, which leads lo deskilling of one job sharer, will
not be accepted.

2.2 Job sharers will be expected to conlribute pro rata to the fulfilling of responsibiliies
attached to the position occupfed.  Each job sharer's work responsibilities should be
clearly established. Where, due to the requirements of the work, thers is administrative
overtap or the need to share information, guidelines are la be established to ensure the
fiow of work and information of both ampioyees.

b N
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3. PROCESS
31 The job share arrangemenl should be delermined lhrough consultation between the
appropriate Assistant General Secretary, Section Superviser, the Human Resources
Manager and the ASU Staff Representatives.
3.2 Job share partners should have a clear underslanding of the guidelines, which are agreed
- I including provisions relating lo changes in job share amangements and the duralion of
. % + arrangements. An agreed review process will be determined and lake place no laler than
; ¥ six months following the commencement of the arrangement Notwithstanding lhis
& = review, any of the parlies may raise issues of concern relating 1o he arangement al any
, = {' time.
~ : :;’ 33 Al job share arangemenls shall be voluntary and no employee will suMfer any
s B l[l' disadvanlage as a resull of refusing to enter into a job share arangemaent.
T
4. HOURS
The hours of work, exclusive of meal hours, combined belween the job sharers, shall nol exceed
thirty live per week, and shall be worked between the hours of 9:00 a.m. and 5:00 p.m., Monday
lo Friday.
Varnialion of these hours (9.00 am and 5.00 pm) cammencing either from B8.00 am, 8.30 am or
9.30 am and concluding al 4.00 pm, 4.30 pm or 5.30 pm respeclively, may be permitted subject
to the concurrence of the appropriale Asslstanl General Secrelary, Seclion Supervisor or lhe
Human Resources Manager and lhe ASU Staff Represenlatives,
The hours to be warked may be split in a variety of ways eq. allemate weeks, allemale days, or
Gne partner may work two days and ihe other three. Once Lhe spiit of hours for a position has
been determined, these hours will not be changed except by mutual agreement of Ihe job sharers
and lhe General Secretary.
5. SALARIES
Job sharers receive pro rata pay and conditions, including all benefits, for the ralevant position
filled according to the hours worked for each job sharer.
6. OVERTIME
Any time warked in excess of 7 hours per day will be regarded as overlime and paid at overtime
rates. Il two job sharers work in excess of ien days per forlnight this time will be regarded as
aovertime,
ILis not intended that ane job sharer be on duty at the same lime as the other job share partner
eq. 1o cover peak work periods.
[# VACANCIES
If one job sharer vacates lhe position, the remaining job sharer is lo be given the option of
accepting the position on a full-lime basis, [f the empioyee wishes 1o recreate lhe job share, the
employer will assist by seeking appropriate expressions of inlerest.
8. PUBLIC HOLIDAYS

Job share partners are entitled Io all public holidays listed in the NSW Teachers Federation Staff
Agreement, including the Industry Picnic Day, which by agreemenl between the job sharers, shall
be allocated on a pro rata basis.

-

e
SCHEDULE 4 - Jab Share Agreement Page 4 of 6

h



9, SICK LEAVE J_,}’ J ; "“\:‘ "~.;._
Y &
The sick leave entitemenl shall accrue on the basis of actual hours worked. _."r f ;-j'.f_“ e
s : § )
10. ANNUAL LEAVE nl ot 5/

The annual leave entitiernent will acerue on the basis of actual hours worked.,

11. LONG SERVICE LEAVE S emy

Although the entitlement and conditions for long service leave remains Lhe same as for full-time
employees, he long service keave payment will be pro rata.

12, LEAVE/RELIEF ARRANGEMENTS

For short-tem absences, the remaining job share partner may elecl to relieve but cannot be
required to relieve. This will be pald at the ordinary rate for the period relieved.

For annual leave or olher authorised absences, the job sharers may eleci lo take such leave at
the same #ime. In this instance, nomnal relief arrangemenls would apply. If leave is taken
separaltely, the remaining job sharer may elect to ralieve but nol required lo. This will be paid at
the ordinary peried lor Lhe period relieved. In some inslances relief may not be required for such
absences as lhere may nol be a need 1o have the position operating full-lime during this period.

13, TRAINING

Job sharers shall be enlilled to equal access lo all career and training opportunities in
accordance with the Permanenl Full-Time Staff Agreement and shall nol be subject 1o any form
of discriminalion in the case of redundancies.

Tramning will be done where praciical on the days when Lhe job sharer is rostered to work. I this
is not possible then this lime will be paid a1 the ordinary rate.

14. GENERAL
A change of employment from full-lime or permanent pari-time o job sharing or vice versa doas
not break continuity of service.  All acerued benefils are fully lransferabie, on 3 pro rata basis,
from one type of emplaymenl o anothar,
Where not previously stated, all enlillements shall accrue on the basis of actual hours worked.
Nolhing in this Agreement shall operate to reduce or lessen the condilions and salaries enjoyed
by persons employed by the New Soulh Wales Teachers' Federation al the date of the operation
of this Agreemeni.

15, DURATICN OF AGREEMENT
This Agreement shall have affect on and from the 1 January 2002 until 31 December 2003. Re-

negotiations of lhe ferms of this Agreement shall commence nc later lhan lhree calendar months
prior 19 1he date of lerminalion.

16.  FINALISATION OF NEXT AGREEMENT

This Agreement shall be finalised wlithin three months after 1 December 2003,
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Jnhn ennessy
fGan al Secretary

r-’\“L U*—‘*--\ i'LLL-_w #—L.h._#\.d-—m___
Julle Rnhertsnn

Australian Services Union Representative

Sheila Watson

Australian Services Union Representative

Dated this' o "‘"L" X ”:‘ay of

=
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SCHEDULE 5

NSW Teachers Federation e ——

Probationary Procedures ' icwea :f

Under lbe lerms of the Staff Agreement, a person appointed to a vacant posilion serves a
lhree calendar month probation period before being confirmed in the position, except in the
following circumstance:

+ For hose permanenl employees who have already worked satisfactorily for 3 monlhs or
more in a relief or vacant position applying for the same position in a permanent capacity
the probationary period may be waived upon their successful appeciniment lo lhe
position, subject to agreement by all parties,

And will apply to the following categories from the signing of the new agreement-

1. Mew employees,

2. Current employees being appainted lo another permanent posiion.

3. Current employees appointed 1o relieve long-term ie. 6 months ar more in a position in
which they have nol previously worked satisfactorily.

The purpose of Lhis period is to allow the smployee to be (rained in the dulies of the posilion
and for lhe Federalion to assess the suitability of lhe employee in the position. 1l is nol
expecled thal lhe employee would have necessarily acquired all lhe skills required for lhe
position within lhis three-ronth probationary period.

In relalion to 2 and 3 above, the original position will not be Tilled substantively until the
employee is conflimmed in lhe new posilion,

The probationary procedures will andeavour to -

1. Delemmine whether lhe employee satisftes the criteria for the position and can perfarm
the skills required of the position before the position is offered permanently.

2. Pravide lhe employer an opporlunity to review the employea's work performance and
their suilability for the position.

3. Presenl the employee the same opportunity lo assess the posilion and/or warkplace and
either accept or decling Lhe position,

During the probation perlod:
The Federation will —

1. Provide a Position Description for the position.

2. Advise that upon the satisfactory completion of Lhe probalionary perod, lhe new
employee can elect to work 9-day fortnight hours.

3. Pay new employees 80% of the salary for the position.

4. Provide formal induction and training, subject to Federation’s Training Policy, in the
operation of the Federation generally and the duties of the posilion.

5. Formally notify and discuss with the employee any perforrnance related issues
immediately or within seven working days of Ihe occurtence. Seek an agreed resoclution
with: the employee and document the issue and resolution.
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Implemenl agreed resolutions that are the responsibility of lhe Federalion.

Provide (he employee with a monthly review of herthis performance.

Conlirm lhe employee in writing in Lhe position within seven working days of successful
complelion of he probation period and on the written advice of the seclion AGS or Co-
ordinalor.

The amployee will —

1. Raise any rssue thal may affecl her/his ability to perform lhe duties of he position. It i
advisable that such issues are raised infarmally, in the lirsl instance, with the ASU Staff
Representative,
2. Request, subject to Federation's Training Policy, any intemal or external training that
she/he may consider appropriate to perform the dulies of the position.
3. Have Lhe righl of writlen reply to any performance related issues raised,
4. Have the ASU Staff Representative or a support person of lhe employee's choice
present at discussions about performance relaled issues, al monthly reviews,
3. Implemenl any agreed resolutions lor which shefhe may be personaly responsible.
i
Monthly reviews — Mx
[ d 0
The monthly review may invoive the following peopie — Jy oy g
=  The employee; Y
* Human Resources Manager; § &y %

The section AGS or Co-ordinalor; f &
The ASU Slaff Represenlalive or a suppor person of lhe employee's choice. == <

The reviews will be conducted as follows —

1.

After four weeks, lhe employvee will be notified in wriling by lhe Human Resources
Manager of her/his averall performance.

Any issues causing concem will be identified in Lhis writlen advice and discussed at a
subsequenl meeting. Resolutions will be negoliated and agreed. Advice will be sought
from the Section AGS or Coordinatar and the empioyee's performance in relation to the
position description will ba considered.

After & Turlher four weeks, there will be a further review as in slep 2. above., The
employee will be notified in writing by the Human Resources Manager ol any issues
causing concerm. The employee will be advised that any issues remaining unresolved
by Lhe third monthly review may lead to lerminalion of the appointment.

Al lhe end of lhree months, the employee will be formally nolified of herfhis overall
performance and Ihe review finalised,

4.1 In the case of new employees -
4.1.1 The appointment is confirmed and the full salary for the position will be paid.
4.1.2 [titis determined that there are areas of concem which can be addressed by

addilional training, the probationary period may be extended by a further
three months to allow such training to be undertaken successfully,

SCHEDULE 5 - Probationary Procedures Page 20of 3

L.

J
7

=

1\




41.3 |If there are unresolved issues oullined in the review lhal have nol been
addressed salisfactorlly, the appointment is to be lerminated, wilh two weeks'
nolice or paymenl in lieu if the parlies agree that this is more appropriate in
lhe circumstances.

4.2 In the case of existing employses —

4.2.1 The appainimenl is confirned 1o either a substanlive position or to a long-
termn reliel position.

4.2.1 [Ilitis determined thal Lhere are areas of concem which can be addressed by
additional lraining, the probationary period may be extended by a further
lhree months to allow such Iraining to be undertaken successfully.

4.2.1 Il there are unresolved issues outlined in the review that have not been
addressed salisfactorily, the employee will resume their subslantive position.

Records will be kept of each review and be avallable to the General Secrelary and those
invalved in the raview process.

—
/ / < 2 T~ 2 E
Jofin Hennessy WITNESS
Geperal Secretaw’«
P L Vi /?/
i Rebe oo L%
Julla Robertaon WITNESS
L Auétralian Services Unlon Representative C
t"—.- ..ﬂé—.‘.‘i.:“l—:‘?...iﬁ’ .'".Z.{.

Sheila Watson
Australian Services Union Representative

Dated this ".':'::”.':.“:j..’.'.‘:..';.’:f...... day of Jeralssasrspion o T s e

e

—Month
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PURPOSE o«

SCHEDULE 6

NSW Teachers Federation

Grievance Procedures

These guidelines and procedures aim to;

Encourage co-operative working relationships
Prevenl lhe emergence of disputes and persanal conflicls
Resclve positively and quickly any dispules that may emerge

Matlers to do with occupational health & salely, sex based harassmenl or sex, race
or age discrimination, in relalion to the Stafl Agreements, may arise during lhis
process. These grnievance procedures are not designed 1o deal wilh these issues,

PRINCIFPLES

These guidelines and procedures aim to achieve effeclive resolution of grievances
and are based upon lhe following principles:

2.1 Seeking early resclution through negotiation and within the confines ol
relevani slructures prior fo invoking conciliation and arbitration procedures.

2.2 Recognition that all parties are enlitted to prompt, Fair, consistent and
sensilive treatment.

2.3 Grievances are lo be dealt wilth by person/s who are in a position to effect
resolution.

24 The preservation of confldentiality and privacy to ensure the proteclion of
all parlies ie. complainant/s and respondent’s.

2.5 Procedures lo ensure that all parties are regularly informed of progress,

DEFINITIONS

a Grievance

A grievance may be about:
» Inlerpersanal conflict at work

= Unfair allocalion of lraining and development cpportunilies
* Unreaiistic assignment of work
s Lack of communication on work relaled information
SCHEDULE 9 - Disputes and Grievance Procedures Page1of g




3.2

3.3

3.4

Aggrieved

The persan/s raising the grievance is called the aggrieved. There may be
more Ihan one aggrieved person in any situation.

Respondenl

A person/s alleged to have acted in an unfair manner or alleged 1o have
been the cause of the grievance is called the respondenlL There may be
more Lhan one respondent in any situation.

Mominaled Officer

The person with whom the formal statement is lodged eg Human
Resources Manager, Assistant General Secretary or if the grevance is
about the General Secretary to an Assistant General Secretary nominated
by the General Secretary.

RIGHTS AND RESPONSIBILITIES

4.1

All parlies have the right to sesk assistance and represenlation frem ihair
relevanl unian.

All grievances are lo be treated seriously, laifly and impartially.

The respondenl has he right lo know whal the grievance is and (o be
heard in reply to lhe issues raised.

4.4 Il is important that the aggrieved and respondeni have input info the
resolution process.

- 4.5 While the gnevance resolution procedure is being followed normal work is
i to continue as far as possible.

4.8 Wherever possible grievances should be resolved in a way that is
satisfactory lo all those invalved.

47 it is essenlial that conflidentiality and inlegrity of the grievance resolution
process be protected. All people involved in lhe process, either directly or
indireclly are bound to keep aill matters relating lo the grievance
confidential.

PROCEDURE

51 At any af the slages any party 10 a grievance may requesl information and
advice from a supporl person. This person may be the wnion
represenialive.

.2 Slep 1

In the first instance the aggrieved should inform Lhe alher party
{respondenl) about the substance of the grievance and the solution saughl,
Discussing the behaviour or administralive decision which the aggrieved
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may find unlair or offensive wilh lhe respondent and asking them to stop or
review the decision may lead o a quick and effeclive resolution,

It is importanl thal both parties acknowledge a grievance exists. Refusal
by one party to acknowledge a grievance does not arrest the procedures.

Bolh parlies should alternpt to resolve the grievance.

5.3 Slep 2

Il the processes In step 1 do nol lead 0 a resolution lhen a formal
statementl should be lodged in wriling wilh the Human Resources Manager,
Assistant General Secretary or f the grievance is about the General
Secretary lo an Assislant General Secretary nominated ty the General
Secrelary.

The formal slalement should indicate the substance of lhe grievance and
the outcome scught,

The nominated cHicer with whom the formal grievance is lodged wili:

3.3.1  Pravide the respondent/s wilh a copy of the grievance and (he
oulcomes sought and allow them time (2-3 days) for lheir
response that may be verbal or writlen,

532 When the response has been received lhe nominaled officer will
convene a conference individually or combined with the parties
and seek through discussion or negolialion resolulion of lhe
grievance.

5.4 Step 3

If a resolution has not been reached in slep 2 then the grievance should be
referred to lhe General Secrelary with a slatement to the following effect:

54.1 that a grievance exisls between the parties;

54.2 that lhe parties have followed sleps 1 and 2;

9.4.3  the subslance of he grievance; and

9.44  lhe solutions sought and if any, lhe solulions as proposed and the
reasons for rejection.

5.5 The General Secretary or nominated officer will conler with both parlies
within 5 working days for the purpose of resolving the grievance. The
General Secrelary or nominated officer may use her/his discrelion wilh Lhe
agreemenl of the paries in employing lhe services of Irained
councillors/medialors,
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j:hte Robartson WITNESS
Australian Services Union Reprasentative
=
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% */ Aot Aot =
Sheila Watson

Australian Services Union Representativa

Dated this ... 003 oo day of e LB,

£

Month Year
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SCHEDULE 7

NSW Teachers Federation
Redundancy Agreement

AGREED MATTERS

This Redundancy Agreement provides for, in the firsl inslance, volunlary
redundancy wilh timelines and the opportunily faor staff to express inlerest in
redundancy “withoul prejudice" (o their currenl positions.

The luture slaffing needs of the Federalion will be considered in the light of
these expressions of interest in voluntary redundancy,

The transfer of stafl across sections will be considered where lhe staff
member has lhe appropriale skills or qualificalions.

Appropriate and reasonable Iraining at Federalion's expense will be available
to facililale such transfer.

Exploration of altemate job location in relaled organisalions wil! oceur.

There will be appropriate counselling at Federation’s expense.

Federalion reserves the right to nominate areas and positions lor redundancy
on the basis of a review of current needs and following offers of volunlary
redundancy.

Redundancy payments will be as follows:

5.1 four (4) weeks severance pay;

8.2 two (2) weeks pay for each year of service;

8.3  an addilional benefit for staff 45 years of age and over (based on tolal
years of service);

= one {1) day for each year of service between 0 - 10 years, then:
» 1Y days for each year of service betwesn 11 - 20 years, then;
+ 2 days for each year of service beyond 21 years.
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.........................................

Julie Robertson
Australian Services Union Representative

o Lad e

DLTET L P e .

Shella Watsun
Australian Services Union Representative

Dated thlsT“"""“‘L‘J""L e . day nf X b s ‘.1...

{month]
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SCHEDULE 8

New South Wales
Teachers Federation

Training
Policy
Revised

2000 J

TRAINING FOR STAFF AND OFFICERS
OF THE NSW TEACHERS FEDERATION




1. TRAINING POLICY

1.1 The Federalion has a responsibilily 1o increase and improve the qualily of the
employment-related skills of staff and oflicers. Employment-relaled skills
includes a skill used, or lhat may be used, by a person in the course af
holding any office position or appoinimenl, perfoarming any funclions or dulies,
engaging in any work, or doing anything that results in or from the persan
being an employee of the NSW Teachers Federation.

1.2 As the union movement responds to changes in society, and technological
change and associated work re-organisation is implemenled, the Federation
will require conlinuous training to ensure it has a highly skilled workforce. The
training activities we underlake are a crucial element of the union’s abilily 1o
manage change.

1.3  The Federalion's Training Program has been developed within the context of
award restructuring, mulli-skilling and aflirmative action to:

1.3.1 identily the priority training needs of the Federation, and of staff
and offlicers;
1.3.2 identify required skills, knowledge and competencies;
1.3.3 invesligate ways to improve career opportunilies for staff and
officers;
Xz _='.I1.
3] It
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[
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1.4

1.5.4

1.3.5

1.3.6

1.3.7

support the right of officers and staff to self-nominate for
training;

formulate expected outcomes of the program i.e. the objectives
or skills to be obtained by training;

clearly identify the means and time-frame for achieving the
objectives of the training program;

regulany evaluate and report on the effectiveness of the training
program.

The Training Committee will maintain accessible records of training and
expenditure. A systom will be utilised to Indicate how the training funds have
been allocated, and documentation will also be kept showing what training
has been undertaken and by whom, what skills have been taught, and who
the training providers are.
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NATURE OF COURSES TO BE
SUPPORTED

2.1

2.2

2.3

2.4

2.5

Training requests will be considered for
2.1.1 Training relevant to a current position(s) or job descriplion.

2.1.2 Training relevant to new aspects of work 1o be undertaken or to new
job descriptions.

2.1.3 Training, which as a result of redundancy or restructuring, could relate
to @n employee's future career or empioyment opportunities.

The training could be:

2.2.1 In-house, eg. staff induction programs, officer in-service, information
seminars, ar small groupfindividual training, elc.

2.2.2 External, e.g. TAFE courses, business colleges or other training
providers , Labor Council seminars or training courses, Univarsity or
College courses.

Courses should be, wherever possible, provided by agencies such as the
Labor Council, TAFE, WEA, TUTA Inc., universities and ather public course
providers. Where the Committee can identify a public provider of a coursa,
officers and staff may be direcled to lhat provider.

Where in-house courses are developed, these should be designed as
additicnal and specialised training for officers and staff.  Possible
accreditation of in-house courses should be investigated.

In general terms retrospective funding will not be approved., However, there
may be some unusual circumstances where relrospective funding could be
considerad.

N ustmal if.u'c;ir.-lra_:

.
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3.

TRAINING COMMITTEE
STRUCTURE and
RESPONSIBILITIES

3.1

3.2

The Training Committee will comprise: h

1 Stalf elected representative (or alternale)

1 Officer elected representalive (or allernate)

1 Systems Support - Training Coordinator

1 Trade Union Training Officer

1 Human Resources Manager

1 Assistanl General Secretary (Communications and Administration)

{The Siaff and Officer Representatives elected annualiy.}
The Training Committee recognises the particular roles and responsibililies of

the Trade Union Training Officer and the Systems Supporl Training
Coordinator and how these relate to the work of the Commitiee.

The Training Commiltee will:

3.2.1 Ensure that all Officers and Staff underge induction lraining as soon as
possibie after they commence full-time empolyment with the Teachers
Federation.

3.2.2 Continue 1o develop and be a key source of lraining initiatives in
relation 1o training policy and implementation for the Union.

3.23 Determine the training needs for the Federation and for staff and
Officers and encourage peopls o undertake training and retraining.

3.2.4 Ensure that officers and staff are aware of ihe range of lraining
available to them.

3.2.5 Oversee the implementation of the training program, its expenditura,
and the keeping of records.
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3.2.5 Process applications for training from staff and officers within the
budget allocated for training, including consideration of

Q Feesg

O Study Leave

O Relief

O Other costs - derived from paricipation in the course, such as:

= Books/Materials - reference books/materials as required by
course to be retained in Federation's library at end of course.

= Meals - for meals normmally consumed al home with

consideration given ta Federation’s stafl and officer working

conditions

Childcare - additional to regular arrangements

Compulsory Student Union Fees

Car Parking - associaled with attending the course

Trave! - associated with attending the course

Accommodation - required lo attend the coursa

Receipts and rationales must be provided.

The Commilee has the right to recommend, reject or amend
applications for funding other costs.

3.26 Prepare advice to the Federation on our Iraining needs in the context
of budget planning.

.27 Regularly report on the work of the committee, including the allocation
of training funds, training being undertaken, and issues discussed by
the Committee.

3.28 Encourage inhouse training. The arrangements for technology training
will be the responsibility of the Systems Support — Training
Coordinator. The arrangements for Trade Union Training based
courses will be the responsibility of the Trade Union Training Officer.

3.2.9 Hold regular meetings with a schedule made known to staff and
officers to help facilitate the flow of requesls.

J

!

- | = J
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3.3

3.4

3.5

3.6

3.2.10 Maintair a log of approvais and consaquen funding estimates
as well as regular minutes of all meetings and racord of sll
decisions.

Recommendations on training and pollcy issues will be mads 1o the General
Secrolary.

Outcomes will be notified to applicants by the General Secretary in the
fortnight following the scheduled meeting.

Where an officer or stat member disagrees with lhe Committee's
recommendation they may appeal to the General Secretary for a review,

The provisions of the Staff Agreements and the agreed Officers” Working
Conditions will be abided by when making recommendations about training.
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4. INDUCTION TRAINING

The Training Commitlee has a responsibility to ensure that all new staff and officers
afltend induclion training.

Following are sessions proposed as part of this training:
Introdusction — Fedearation Overview General Secrelary

Personnal Human Resources Manager
Procedurss and Steff Arrangements

ASL) Staff Agreement Staft Representative

Ataf and Officer Technology Syslems Support and Training Coordnalor
Tralning

Work of Federation Officers and Assistant General Secretary (Communication and
Decislon-Making Administalion)

Federation's Membars Memberhip Officer/Qrganiser
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Acceptable Use Policy

for

Information Technology
Systems

August 2000




Access 1o Information Technology Syslems provided by the Federation is limited to aulhonised
users only, who in lhe scope of this Policy will be referred to as “Users™.

Federation information Technology Systems

Thess systems include, but are nol limited to:

(a) Compulers; I —,—4—=11l
(b} Network, i R tornd |
(c) Fax machines: \ Cntces ' \
{d) Photocopiers; (-

{2} Telephones; Y _ .
{l) Internel;

{g) E-mail;

{h) Cellular Phones.

Use of these syslems by Users is inlended solely for purposes relaling to the User's work with
ihe Federalion. Users using Federation communications devices for personal reasons must
ensure thal such use is infrequent and brief,

Monkoring

The Federation reservas the right 1o review any material on user-accounts ar server space in
ordar to determine the appropriateness of specific uses of lhe systerns. In reviewing and
monitoring user accounis and lileserver space. the Federalion shall respect lhe privacy or user
accournls.

. Software

Altempls to capy licensed, palented, or copyrighted software provided for your use, is
prohibited. The Federation holds a license to use some software, and copying such material is
liable to proseculion. Users must refrain from allering the selup of, or installing any software
on, the Federation syslems uniess aulhorised to do so by Syslems Suppart,

. Vandalism

Vandalism is defined as any malicious atternpl to harm, modify, and destroy other users’ dats,
the Federation nefwork, or other netwoarks thal are connecled lo the internet backbone.
Activilies of this nalure are striclly prohibited. This includes, but is nol limited lo:

(a} The deliberate propagalion of compuler worms, andior VirUSes,

{b) Attempling tc damage any networks, software, or any equipment or system forming part of
a networl

ic) Interfering with the data of other users on he network.

. Harassment

Harassment is defined as the persistent annoyance of another User, or interference with
another User's work. Harassment includes, bul is not limited to:

(a} The sending of unwanted mail;
{b) Posting anonymous messages;
(c) Hiding or aitering facilities or files.
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Improper Use of Telecommunications Services:
A person shall not knowingly or recklossiy:

(8} Use a telecommunication service supplied by a carrier to menace or harass spothar
poerson;

{b} Use a telecommunication service supplied by 8 carrier in such way as would be regarded
by reasonable persons as being, in all circumstances, offensive.
{Abstract from Section 852E of lhe Commonwealth Crimes Act)

6. Privacy

Users must respect lhe Federation's rights relating to privacy, lhe confidenliality of other Users,
and comply with the laws relaling to privacy. Thus, Users are prohibiled from:

{a) Providing personal inlormation aboul another User;

(b) Attempting to guess passwords, gaining unauthorised access to another User's account, or
misrepresenting anclher User;

(c) Saving password informalion within any software:

{d) Sending personal informalion such as your home address or lelephone number lhrough the
Internel:

(e) Disclosing your own or anolher Users’ password:

{f} Divulging e-mail addresses of other Users, either stand-alone or as part of an e-mail lisL
User's e-mail addresses shai! be considered as conlidential inforrmalion and musl not be
disclosed to anycne wilhoul authority from the User.

Note that electronic mail is not guaranteed 1o be pnivale, and the Federation has access to all
mail. Messages relating lo, or in support of, llegal aclivilies may be reported to the aulhorities.
Also understand Lhat if you share your password and sameone else uses your accaunt, even
wilhoul your permission, you will be held responsible for their actions.

T. Network Etiqustts
Users are expected (o abide by lhe generaliy accepled rules of network eliquetie. These
indude, but are nol limited Lo, 1he following:
(a) Users should dearly and comeclly identify thamselves in all communications;

(b) Be polite. Do nat swear, use vulgarities or any other inappropriale language. Do not
engage in activities which are unethical or prohibited under govemment law;

(c) Do net use the network in such a way that yau interfere with the use of the network by other
Users;

{d) Always assume Lhat all communications and information accessible from the netwaork are
private properly;

(e} The 'Subject’ line of all e-mails should indicate the contenl of lhe message;

{f} E-mail messages should only be sent to those to which the contenls of 1he e-mail directly
relate or affecl, E-mail is not lo be used as a public forum for debate;

(g} After reading e-mail messages, they should be deleted. If an e-mail message is required
for future reference, it should be moved from the Inbox inlo another folder with the User's
mailbox:

(h) Proof read and edit e-mail to eiiminate mistakes, before sendingit. || _ 7]

H D,
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10.

Etiquette for Listservers and Discussion Groups

(a} When signing up for a group, save your subscriplion confirmation letier so you will know
how to unsubscribe;

(b) When going away for mare than a week, unsubscribe or suspend mail from maiiing ifsts or
Listserve services.

Encountering Controversial Materjal

The Federation cannot cantrol the information available on lhe inlemel. It i5 the responsibility
of the individual User to vet the quality and content of information available.

On occasions, Users may encounler material which is controversial and which other Users, co-
workers, or administrators may consider inappropriate or offensive. On a global network it is
impossible lo effectively contral the conlent of dala and a parliculary curious User may
discover conlroversial malerial. Itis lhe User's responsibility not to initiate access lo such
material.

Unacceptable Uses of the Information Network and the Internat

(@) Using the network for purposes relaling to ‘chain letters’, or broadcasling 1o lists of
individuals in such  manner that mighl cause congestion of the network;

(b} Downloading, storing, creating. sending, or printing files or messages thal are deemed to
be profane, cbscene, or that use language thal offends or tends to degrade or vilify olhers;

{c) Accessing offensive, dangerous, or potentially destructive information:

(d) Engaging in commercial activilies is prohibiled. Using lhe network for polilical lobbying is
prehibited untess spacifically authorised. The facilities must not be used o deflraud or lo
create false or misleading information, or to intentionally damage lhe reputation of the
Federation,

(e) Transmitling material in violation or any government regulation is prohibilad. This includes,
butis nol limited to, malerial under copyrighl, threalening or obscene material, or material
protecied by lrade secret,

Violation of the policies and regulalions outlined above may result in suspension ar loss of
privilege 10 uses these resources, lllegal aclivity involving the Federation's netwark or Intemel
resources will be subject to proseculion by the appropriale authorities and lurther disciplinary
measures may be taken.

All terms and conditions as siated in this document are applicable lo all Users of the network.
This policy is intended to be illustrative of lhe range of acceptable and unacceptable uses of
Federation Information Technology Syslems and is not necessarily exhauslive.

| understand and will abide by lhe NSWTF Informalion Technalogy Systems Acceplable Use
Policy. | further understand Lhat any violaiion of this Acceptable Use Policy is unethical and
may conslitute a criminal offence. Should | commit any violation, my access privileges may be
revoked, disciplinary aclion and/or appropriale tegal aclion may be taken.
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