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CYPRESS CENTRE INC. (SUPPORTED EMPLOYLLS)
WORKPLACT. AGREEMENT 2003

2 TITLE

This agreement shall be known as e "Cypress Centre Ine. (Supported Employees)
Workplace Agrecment 2003"

3 APPLICATION OF THE AWARDS

This agreament shail operate and be read so as 1o operate in conjunclion with the Australian
Liquor Hospitality & Miscellancous Workers Union Supported Limployment (Business
Enterprises Award 1991, or any award made in suceession thereal, asd to the extent thal the
provisions of the award as amended (fom time to Ume are inconsistent with the provisions ol
s agreemenl, the provisions of this agreement shall apply Lo the extent of any
inconsisiencies.

The following clauses of the award are excluded from dhe provisions of this agreemens;

# Clause |5 —TPreference 1o Union Members
> Clause 29 - Trade Union Training Leave

The mghls of employees and emplovee organisations are dealt with and contained in the New
South Walcs Industriz| Relations Act 1996. and will be adhered 1o by “Cypress Centre Ine.™.

4 ARRANGEMENT

This agreement is armnged as follows;
PART 1 PURPQSE

1.1 Intenuon

1.2 Communication

1.3 Duress

14 Incidence

1.5 Daite and Period Operalion
1.6  No Exina Claims

PART 2 TERMS AND CONDITIONS OF EMPLOYMENT

2.1 Terms of L'npagemem
22  Fnyagemeni
2.2,1 Pemnaocnt Emplovees
2.22 Pan-Time Employeses
223 Cuasusi Employess
2.3 Probationury Period
24 Terminaton of Employment
2.5 Abesndotment of Employmant
2.6  Summary Dismissul
2.7  Managing Challenging Behevious
2.8 Performuance of Work
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CYPRESS CENTRE INC. (SUPPORTED EMPLOYEES)
WORKPLACE AGREEMENT 2003

PART 3 SKILL DEVELOPMENT, EDUCATION AND TRAINING
3.1 Levels Structure {Classifications)
311 Skills Matrix/Tob Modals
3.1.2  Skills Assessiment
32 Skills Development
3.2.] Training
322 SiudylLeave
3.2.3  Training Subsidy
32.4 Career Puth Planning
3.2.5 Progression 1o Higher Level
326 Adjustiment to Lower Leve]
3.2.7 Performance Review
PART 4 WAGES, ALLOWANCES AND DEFINITION
4.1 Remuneralion
4.1.1 Productivity Assessment Tool/Pro-rata Award Dascd Wagpes
42 Performance Dascd Wages (Level 6, Wage Struclire)
43  Cost of Living lncreasss .
44  Meal Allowance
4.5  Other Allowances
4.6  Payment of Wages
PART 5 HOURS OF WORK,
5.1 Ordinary Tlours of Work
32  Spread of Hours
53  Ovwvertime
3.3.1 Monday 1o Saturday
5.3.2 Sundays
5.3.3 Holidays
3.3.4 DBanking of Overtime (Time Off in Lieu)
54  Rostered Days OIT (RDO's)
5.5 Meal Breoks
56  Overtime Mea! Breaks
3.7 Rest Pause ( Morning Tea)
5.8 Alrernate Dutics
3.9 Changes to 'Hours of Work'
PART 6 LEAVE
6.1 Sick Leave
6.2 Carcrs Leave
63  Annual Leave
6.3.1 Entitlement
6.3.2  Annual loliday Loading
64  Long Scrvice Leave
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CYPRESS CENTRE INC. (SUPPORTED EMPLOYEES)
WORKPLACE AGREEMENT 2003

6.3 Borcavement Leave
6.0 Public Holidavs
6.6.1 Abscol Without Leave
6.7 Parcnlal Leave
6.8  J.eave Withoul Pay
6.9  Compassionaic Leave

PART7 ORGANISATION POLICY AND PROCEDURES

7.1 Avoidance of Disputes and CGrievanee Procedure
7.1.1 Procedure Principles
7.12 Disputes and Grievance Resolution Procedure
7.2 Disciplinary Pelicy and Procedurey
7.2.1 Definitions
7.2.2 Unsatislactory Work Performance or Conduct
723 Serious Misconduct
7.3  Organisation Policy and Code of Conduct
7.4  Workers Commiirtees

PARTE®  OQCCUPATIONAL HEAI.TH AND SALFETY
B1 Work Practices
82  Proteclive Clothing and Salely Equipment
83  Workers Compensalion
84  Tust Aid
85 Uscof Tools

PART 9 MISCELLANEOLS

9.1  Superanmalion

PART 10 SIGNATORIES TO AGREEMENT

SCHIDULE “A” - Wage Rates
SCHEDULE “B™ - Skills Matrix and Joh Models
SCHEDULE “C™ - Skalls Assessment

SCHEDULE “D" — Produetivity Assessment Tool/Pro-rata Award Based Wages
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CYPRESS CENTRE INC. (SUPPORTED EMPLOYELES)

WORKPLACE AGREEMENT 2003

PART 1 - PURPOSE

1.1

Intention

This apreenmenl has been developed through a process of consultatior and reflecls a
commitmenlt le devetoping a multi-skilled work force and achieving a flexible and moce

campelitive cnterprisce.

The inlenlion is lo creale an environment, which will encourage and support a highly skilled
and commitied work force where participation and development of employee’s skills will be a
priority for the bederment of the individual and the business.

Work wi]]l be organised lo maximise the flexibility of the work force while enahling
emnployees to work to the limits of their skills and capabilities. There will be no artificial
burmiers prevenring employees rom performing 1asks in which they have been (rained,

The agreement aims to further the objectives of “Cypress Centre Inc.” which are to:

(a)

(®)

Provide lraining and access {o eniployment for persons with # disability with emphasis
on encouraging employees wid: a disahilily o move into open employment if they so
choose.

In doing so “Cypress Cenlre Inc.” will endeavous to ...

(i) work co-operatively with the communily, agencies and poOveImmenl 1o
developing and implementing planning, sirategies, management and project
based activity.

(1) enbance the quality of employment of all its employees.
In this agreement thesc aims will be strengthened by.. ...

(i} developing a tcam approach to sll aclivity which will cnable any emplovee lo
perform where required uny task for which that employee is suitably rained.

(i) developing a workplace culture, characicriscd by structures, in which quality
management responsibililies are shared by all emiployees and in which muli-
skilling and cominuous skills developmeny, together with the sharing of broad
common goals among employees and management. are fealures of ihe
workplace.

{iz1) developing structures and procedures which reflect the principles of emplovee
constitation and participation by erplovess in decision making processes,

10705
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CYPRESS CENTRE INC. (SUPPORTED EMPLOYELES)
WORKPLACT AGREEMENT 2003

1.2 Communication

Cypress Cenrre Ine. will endesvor to pravide employees with informalion in accessible
{formals to support them in making informed decisions in regard to their employment and the
consequences ol their decisions.

Taformaion will be dispersed through the use of uny combination of the following,

{a) Meelings

{b) Management reparts

{¢) Newsletiers, posters, notice boards, display and audio/visual material
{d) Litcrature inciuding piciorial format

{2} Plain English wrirten and verbal material

Employces will be able to access support as requiral including the choice to have advocate
support Lo make informed deeisions and choices.

Training opportunitics for employecs will be sought to facilitate independence in making
decisions and choices.

Cypress Centre Inc. will schedule Individual Progran Plan (IPP) mecimes to address
employee(s) needs. The meefing will be convened in accordance with organisalion policy and
procedure as determined from lime to lime.

1.3 Duress

The parties agrec Lhat this agreement was not entered into under duress and is in the interest of
ihe parties bound. Special arrangements have been made o ensure all people wilh disabilities
have been adequately consulled and informed as 1o the conteni of the agreement and the
implications the terms and conditions contained in e agreemeni will have on their
cmployment.

1.4 Incidence

This agreement, shall be hinding upon....

Cypress Centre lInc. (hereafter telemred to as (“the Orgamisation™) of Myrtle Sircet,
NARRANDRA, NSW 270 in respect of employees covered by this agreement and employed
al tocations for which the organisation has a faeility to operate; and

The emplovees of Cypress Centre lue. (hereafler refetred 1 45 ("“the employees™ who are
eligible for or in receipt of & Disability Support Pension and enpuged in the classiheations
specilied in Clause 3.1 Levels Stincture (Classilications) of this apreement.

1.5 Date and Period of Operation

[his agreement shali oparaie for a period of rwo years from the date of approval.
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CYPRESS CENTRE INC. (SUPPORTED EMPLOYEES}
WORKPLACE AGREEMENT 2003

Three month prior 1o esxpity of the Agresimnent, the employees and management of the
organisation shall comnience negotiation for the renewal of the Agreement.

1.6 NoEzxtra Claims

No exira claims, including wage or allowance increases, shall be claimed or granted, other
than those conlained ar provided herein for the duration of thia agreement,
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CYPRESS CENTRE INC. (SUPPORTED EMPLOYLELS)
WORKPLACE AGREEMENT 2003 - -

PART 2 - TERMS AND CONDITIONS OF EMPLOYMENT

2.1

Terms of Engagement

Individual Program Plans will be completed with all employees. The Plans will be reviewed
amually in aceordance with the organisations Policy.

Upon engapement the arganisation shall provide each new employee (andior their parsit,
puardian or advocale) with a written Termis of' Engagement eocompassing a job descriplion
which shall specily the following information:

(i)

(n)

(i)

()

)
(i)

accountabilitees, functions and responsibilities

frequency and Lype ol employee appraisal
termts and conditions of service including the provisions ol this agreement

sommary of the duties of the position, including 8 signed statement Lhut the emplovee
acknowledges and understands the provisions of the wrms of engagemenl and will
camry oul other duties s required by the organisatjon.

summary of requirements, il any, [or the position which have been specificd by the
funding authority.

commencement date and completion of the cmployec's contract of employment, if

appropriate
» emplovee's regular hours ol work

» employee's classification (Level)
» employee’s mie of pay,

summary of the employee's 1raining obligations,

information ebowt the Lolerprse Aprecment.

Time will be made available for the employee wilh an advocate if requested or required 1o
read the agreement piior 1o commencement. The empleyees parent/guardian or wlvocare will
be requested 10 assist those employess unable to undersiund iis conlent.

{vi)

221

any other informarion including the orgamisation’s Policy and Procedures and Lhe Plain
LEnglish Lmplovee 1landbook..

Engagement

Permancnt Employees

A full-time employee shall mean an employee who works a thirty-five (35) hour week.

All emplovees not specifically cnguged on a pan-Uime or casua] basis shall be full-time
employees,

(R Rk
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CYPRESS CENTRE INC. (SUPPORTED EMPLOYEES)
WORKPLACE AGREEMENT 2003

2.2.2 Part-Time Employecs

A part-ime empioyes shail mean 2 person who works a specified number of repular days and
hours being less than the number of days or hours worked by permanent employees. A pan
lime emplayee shall be paid a pro-raia proportion of the Jull lime weekly rate applving o the
classification and shall be entnled w all Use bencfits and conditions enjoyved by full-lme
employees on 2 pro-rata basis.

A patt-ume employees regular days and hours may be altered by the organisalion pravided the
said employee has been given reasenable notice in writing of the organisation’s intenlion (o
change such hours.

Pro-rata benefits and condidons shall be caleulaled from week o week based on Lhe number
ol hours worked in the said weel;,

2.2.3 Casual Employecs
Casual employees shall mean an employee who is paid as such and enpgaged by the hour.

A casual employee shall be paid a minimum of two (2) hours at the appropriate rate for cach
€Ngagement.

A casual empleyee, in addition {0 the hourly rate calculated in accordance wilh this agreement

applying lo the employees classification, shall be paid twenly per cent (20%) inclusive of the
annual leave entillemend. pursuant lo the New South Wales Anmmal ITolidays Act 1944,

23 Probationary Period

A probaiionary period of three months will apply to all new employees willt the employee(s)
being advised of their performance standard during thai period.

2.4 'Termination of Employment

ln order fo tenminale the employment of an employee the organisation shall give to the
employee the following notice:

Puriod ol Conlinuous Service Period of Nolice

Not more than 1 vesr One woek

More than | year but not more than 3 vears I Two weeks -
[ More than 3 years but not more than 5 years B "Tiree weeks
[ More than 3 years - i Four weeks N

The period of aodce 15 increased by one week if 1he emplovee is over 45 veurs of age]
and has completed at least 2 vears contizuous service with the orpanisation. [
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CYPRESS CENTRE INC. (SUPPORTED FMPLOYLILS)
WORKPLACE AGRELMENT 2003

The notee of termination required 10 be given by an employee shall be the same as that
required of the organisalion, except Uzt thers shall be ne addiliona! notice based on the age of
the crployee concernce,

By mutual arrangement between the purtics, employees alier having been given or have given
notice, may feave their employment before the expiration of the nolice perivd and receive
wapes up Lo the last day worked,

The organisalion al the discretion of the organisation may pay wages in lieu ol the notice
perind in which case the employee would not be required to werk during the natice period.

2.5 Abandonment of Employment

An employee who is absent from work for five (5) consceutive working days or more without
the consent of the organisation and who has not made contaet with the orpanisation or their
supervisor shall be deemed (o have abandoned their employment and shall be terminated and
paid entitlements up 10 and including the last duy worked.

2.6 Summary Dismissal

Notwhhstanding the provisions of subclauses 2.3 and 2.4, the orranisation shall have the right
10 dismiss any cmplovee withoul notice for scrious misconduct which justifies inslant
dismissal, {see clause 7.2 Disciplinary Policy and Procedures), im which case the employee
shall be paid up Lo the me of dismissal only.

2.7 Managing Challenging Behaviour

Where a silualion warranis dismissal or severe discipline of 2 supported employee (cmployes
with a disabitity}, an oplion of the Company, subjcet 1o investigalion is 10 suspend Hwe
supported employee from duty without pay.

Such suspension shall be regarded as appropriate for the protection of the individual, the
safely of uther persons or the protection of the commercial trading reputation of the Company.

Every effort shall be made to ensure the supporled cmployee concerned underslands the
reason for the suspension, A program of support and Leuining will be olfered on Lhe retorm Lo
wark ol the eniployee. Any suspension will be scen as a construchve and pesitive step
towards the resolution ol lhe problemn.

The perind of suspension shall be determined by the Company n consullation with the
emplovee and/or their puardizn/parenys or advocule.

2.8 TPerformance of Work

Employees will perforn all reasonable work within their skill and competence, including
work, which may be penphoral and or Incidental to their main task or funchon. Further, it is
agreed that therz will ke no Jemascations othier than those arising from indivigual levels of
skill, compelence anc training
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CYXPRESS CENTRE INC. {(SUrPORTED EMPLOYEES)
WORKPLACE AGREFMENT 2003 =

PART 3 - SKILL DEVELOPMENT, EDUCATION AND TRAINING

3.1  Levels Structure (Classiflications)

The level strocture {classifications) contained in this aereement are those contained m ile
altachment SCHEDULE “B” “Skills Matrix/Joh Madels =,

3. 1.1 Skills Mairix/Joh Models

The required skills {compriencies) of enmployees covered by this apreemcit are those
conrzined in the altachment SCHEDULE "B" “8kills Matrix/Tob Models”

The Job Models have been developed through consultation and dn asscssment process with
employees, and reflect all tasks to be undertaken within the organisation, Each Job Mode] has
been assessed relevant 10 the skills required and placed wilhin (e pay Level Struciure
conlained in SCHEDULE"A"

Bach Job Model has specific identiffed skills (competencies) which an employee mpst have
before they are eligible to he appoinied Lo the Job Model level and paid as such.

1 15 acknowledged and agreed thar the “Job Models™ docuwment may be varied from time lo
time by the organisation o meet changes in operational requircments or the introduction of
new or allered processes or msks.

5.1.2  Skills Assessment
All emplovess will ke assesced against the competencies contained in SCHEDULE “g~

Skills Mairix/Joh Models of the Agreement. The assessment system and process will be
accordance with the procedures contamed in SCHEDULE “C~ Skills Assessment.

3.2 Skills Development

The parties 1o this agreement are committed 10 providing for a more flexihle working
amangement, tuproving the qual] ty of working Jife, enhaneing skills and job satisfacton, and
assisting positively in cmiployee development. The conmitmient is to:

(8]  Developing a more hj ghly skilled and flexible wortkforce,

{b} Providing employees with caresr opportunities through dppropriate paid training to
acquire addinional skills:

{c}  Removing barricrs 1o the wtilisation of skiils uequired:
{d) Assistin the iraning of new emplovecs and the iraining of existing employees 1o cnable

them to gain the skills NECe38AY 10 calry oul their assipned 1asks ard 10 Progress
through the levels structyre.
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Every employee will be given the opporl unity to undertake training, subjest 10 the
requirements 10 maiptain productivity levels, (he ability of the employee to be {rained, the
<kills noeded within the organisation and the financial constaints of the organisation - and
further the requirements of the Disability Service Standards,

The organisation will endeavour, 10 provide employees with career oppartunities linked Lo
their ability 1o ablain and maitain the required levels of skill (vompetenee) in fine with the
Job Models. Training and assessment programs, will be structured to meet all current
legislative and National Training Framework reguirements.

3.2.1 Training

‘Training is a feature of skills developiment, and where it is determined by the organisation that
training s required it shall be so arranged (o be included as pan of an employee’s normal
worlang hours.

All employees ol the orpanisation shall have a basic knowledge and/or shafl undertake
training in the following:

General Induciion

« Mission, Policies and Procedurcs

¢ Organisational Structure

+ Conditions of Cmployment

¢ Rights and Responsibilitics

¢ Siie Oricatation and [ntroduction to Supervisors and Fellow Workers

Occupational Health and Safety Inductivn

» OII&S Policy and OH&S Plan

+ OH&S Procedures and Salety Rules
» OI1&S Commillee

» Rights and Responsibilities

¢ Site and Hazard Orientalion

A mechanism for identifying employe: development and education needs will be developed.
‘The mechanism will consider such issucs as employec appraisals, objectives of the
organisation, expeclations of the eraployces und quality nssurance.

Emptovees will be provided with the opportunity to attend on-the-job training, in-service
education. and continuing education programs, which ave appropriate 10 their ability and
woTK.

3,22 Study Leave
Whete the orgenisarion determines that an employes shajl underiake additienal training the

employes shall undemake such uaining, Provided, if the tralzing 15 undertaken during ordinary
working hours the employee shall not suffer any loss of pay, The urganisation shall endeavor
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fo schedule 1zmnyg programs duoring ordinary working hours, however, il such training is
conducted owtside normal warking hours the employee shall he paid at ordinary time rates
while attending such training course,

All vther non-organisalion approved trainiug under(uken outside ordinary working hours will
be wilhout pay.

325 Training Subsidy

Any cost associaled with slandard fees for preseribed courses and prescribed texibooks
incurred in eonneclion with the undertaking ol a organisution approved training course shall
be retmbursed by the organtsaiion upon production of evidence of such expenditure. Provided
that reimbursement chall be on an annwal hasis subject 1o the preseniation of reports of
satisfactory progress. A limit of one hundred dollars ($100) per year will apply to texthooks
but may be varied by approval of the organisation.

324 Career Path Ilanning

A cateer path structure will be made available to all employees of the grganisation. 1L will be
based on SCHEDULE “B" Skills Matrix/Job Models and through the identification of
corpetencies held by an employee and required by the erganisation.

Struciured processes using a range of melhods and strategics will be used 1o record and assess
cumenl skills (compelence) and to provide training 1o meet the performamce goals of
individuals thal have been developed in line with the current needs of the organisation.

Through the development of cducatioral strategics carcer progress will be linked to skill
developmenl exercises, in-house on the job training and/or oll-sile (raining with Lrzuning
providers.

J.2.5 Progression to Higher Level

ILis agreed that the intoduction of a levels siruclure encourages emplovees Lo obiain
additional skills to progress W a higher level.

An employee must have obtained the requisite skills nominaled wilhin the “Job Models” at
their current level and a a higher level befors advaneing to that higher Jevel.

Progression throvgh the levels structure [s dependant upon the capability of the employee and
the needs of the organisation 1o fill a position at a higher level,

326 Adjusimeunt to Lower Tevel

It is understood that some cinplovees may be assessed during a pertormance review to have
lest ar not mainrained skills required ar their cwirent level. In this situarion the organisation
may adiust the employee to 2 Jower level more comparable to the empiovee’s current skill,
atility and producrivicy. Any decision o aljust an emploves 10 a lower jevel shall be
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determined by the organisation in consultalion with the employee and/ar their parent guardian
ar advocate. No adjustments will be made in the first twelve (12) months of this Agreement

3.2.7 Performunes Review

A meview of an cmployee's performance shall be underiaken in accordance with the
organisation's policy and the requirements of the Department of Family and Community
Services. Addijonal reviews may be conducted on a needs basis.
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PART 4 - WAGES AND ALLOWANCES

4.1 Remuncration

Saving clause shall apply to current rates of pay so thal no ewrrent ciuployes shall receive less
than they would receive prior (o the approval of the agreement,

The minimum rates of pay for employees covered by this ugreement are Lhose contamed 1n the
atachment SCHEDULE “A™ Compelency Bused Wage System. The rates of pay recognise
and compensate the flexible arrangement within the warkloree in relation o the way
employees vlilise the skills they posscs.

Assessment of coplovees from the curmrent classification structure to the agreement levels
structire shall be conducted in accordance with the procedures contained in SCHEDULE
«C" Skills Assessment. Assessment shall be underteken by the organisation andfor an
independent assessor {with the appropriate workplace assessor qualification)

All employees will be subject to g skills analysis within the firsl twelve months of the
Apreemenl.

Emplayecs who are delermined to have skills commensurate with a higher level than that al
which they arc paid prior (o the agreemenl will be progressed to that higher level, subjecl
an approved position being vacant, on completion of the analysis.

Employees who are determined to have skills at a level below tha al which Ihey are being
paid prior 1o the agreement will be offered suitable training lo increass thar skills. Employees
who are unable to improve their level of skill in the first six (6) month of this Agreement may
be adjusted 10 Lower Level more compalible to their skill level.

41.1 Pro-rata Award Dased Wages

The productivily Assessment Tool for detenmining Pro-rata Award Based Wages 1s contained
in the atachment referred to as SCHEDULLE “D". The tgol is designed lo mect the
requirements of the Depariment of Family and Community Services, Qualily Assurance
System, KPI 2.1,

4.2 Performance Based Wages {(Level 6, Wage Siructure)

Bolh the organisatdon and employees agree the ability o utilise skills possessed to a higher
level of perfurmance and productivity are fundamental 1o Inereases in remuneration.

The orpanisalion also recognises the work performence of individual employees with a
disability and the commitment oi individual employees w [nerease performance, produclivity
and their level of skall.

Ta this extent Lavel 6 comained in SCHEDULE “A” Competency Based Wage Sysiem
provides a mechanism for individual emplovees 10 achieve increases in remuneration based on
the performance al a higher fevel of skill,
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Employees whe have progressed 1o [evel 3. of the Wage Struclure and/or arc recognised by
the organisation t be performing at a higher level of skifll witl be assessed by Lhe organisalion
n accordince with SCHEDULE “C Skills Assessment. The asscssment wil) assess the level
of skill, performance and productivire of the employce againsl a predetermined erileria. Such
cnilena shall include bul is not iimited wy;

*  Produclvity (output) of the employes against the average of all emplovess at the same
level of skill.

The employees overall work perlomance

The number ol additional skills or formal qualification oblained.

The employees intative, adaplability and leadership skills.

The employees behavioural competencies,

Following assessment, a wage rate will be delermined by the organisation within the wa oe
range contained in Level 6.

4.3 Cost of Living Increases

The organisation recognises the need for empioyees to henefil from improvements in the
economic climate and to calch up with the cost of living.

To this extenl the organisation agrecs (o increase the minimum rates of pay contained in
SCHEDULE “A” by an amount pro rata to, and in weordance with any State Wage Casc
decision as determined and granted by the New South Wales Indusirial Relations Comnmission
from time 10 1ime.

4.4 Meal Allowance

An employes, required to work overtime for more than two (2) hours after his/her ord inary
ceasing lime and who has not been notified on the immedialely preceding working day thal he
or she would be required to work such overlime, shall be paid an allowance as sel our in
"SCHEDULE A" Meal Allowance of this agreement.

Provided, that where the company provides a suitable mea) for the emplovees, no allowanec
shall be pavable.

4.5 Qther Allowances

Other allowances shall be paid in accordance with (e allowances contained in SCHEDULE
“A™. The pavment of such allowances will be for activitics that are required 10 be performed
as pagt of an emplovee(s) normal dutics, There may be situations where an cmplovee has the
skill to perform varicus actvities, but they will not be required to perform these activities as
parl of therr rormat duties, n which case no allowanes shail be payable.
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4.6 Payment of Wages
Wayes shall be paid forinightly by cheque.

Upan termination of employment, wages duc 1o an employee shall be paid 1o the employee no
later than the next normal pay ¢ycle.

The organisation may deduct from amounts due 1o an employee such amownis as are
authorised In wriling by the said employee,
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PART 5 - HOURS OF WORK

The orpanisalion will promoele the concepl of Hlexible work arrangement o mecel the personal
needs and family respensibility of employees, The provisions of this clause are designed o
provide creployees and the orpanisation with options 1o make flexible (ime a benefit w baoth
purties,

The hours, and days worked by employees shall be detenmumesd by the organisation and shall
lake into consideration the aperational needs of the organisation and the special needs and
Jamily responsibililies of particular employee(s). ‘The hours apd days of work determined by
the organisation may be changed by nwtual agresment between the organisation and the
majerily of employes(s) concernad,

5.1 Ordinary Hours of Work

The ordinary hours of work for employees covered by this agreement, excluding meal breaks
shall be an average of thirty-five (35) per wesk, over a four week cycle with no mere Lhan
cighi (8) hours worked on any one day,

The days and hours worked and the starting and finishing times will be set by the organisalion
laking into consideration the travel and fanuly commitments of the cmployees and conveyed
10 each employee on commencerncnl. The employee(s) starting and fimishing times may be
altered by the orpanisalion al the discretion of the organisation but only following consultation
with the employee{s) concerned.

5.2 Spread of Hours

The ordinary hours of work prescribed in this agreement may be worked on any of all of the
days Monday 1o Friday behween the hyurs of 6am and 6pm excepl for meal breaks which will
be taken by mulual agreement berween the organisation and the majority ol the emplovees
concerned.

If 1115 deemed necessary for an employee to work ordinury hours outside the spread of hours,
the employee shall be paid 1 filleen percent (15%) loading on all ardinary hours worked
outside the sprcad of hours,

5.3 Overtime

From time to lime the organisation may require an employee 0 work a reasonable amowat of
overtme, The amount of overtime worked may vary according o wark- loads and
erganisation needs, The working of overtime shall be murually aprecd between ihe parties,

In the computaron of overtime euch day shall stand alone, For the purpeses of this clause g
day shalt mean "from the commencenient of one ordinary shift 1o the commencement of the
next oxdinary shift"
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5.3.] Monday to Saturday

Far all work done outside ordinary haurs the rare of pay shall be time and enc half for the first
Lweor hours and double time therealicr. Such double tme shall continue unlil the completion of
the overtime work.

532 Sundays

For all work done oulside ordinary hours the raie of pay shall be double time. Such double
ume shail continue until the completion of the overtime work.

5.3.3 Ilolidays

All time worked on public holidays shall be puid as overtinie at the rate of double time and
one hall with a mimmmum payment of four hours. Such payment shall be in substilution for
and nol cumulative upon provisions of Clause 6.7 Public Holidays of Lhis agreement.

334 Bagking of Overtime (Time off ia lien)

All cmployces may bank overlime hours worked (at single lime) Lo be laken ofT in lieu of
ordinary hours worked.

An employee whe has banked overlime and wishes to take time off in lieu must do so at a
time convenicn! to the orpamsation, the employee concerned and following approval of the
(Gencral Manager or a delegated ofFicer.

The organisation may direct an employes at any time to lake time off in lieu of banked
overime.

Overtime may be banked up 10 o maximum of twenty (20) hours. Time off' in lieu must be
taken within four weeks of the overlime being worked.

If an employee has not taken time ofl in lieu within the four week period hefshe shall be paid,
the overtime so worked al the appropriaie overtime raies,

5.4 Rostered Days Off (RDO'S)

To be eligible for a Rostercd Day OIT (RDO) employees must work seven point four (7.4)
ordinary hours per day or thinty seven (37} ordinary houts per week with the addilional ime in
excess of 7 hours per day or thirty-five (35) per week being aggregaicd for accrued (RDO)Y
time which shall fall due afier 19 ordinary work days or (140) ordinary hours.

The payment for the day olf will be on the basis of 0.4 hours for sach day worked. lior
payment purposes "a day worked” shall include paig Sick Leave, paid Public Holidayvs, and
Annual Teave, and other paid leave bur shell not include Workers' Compensation, Long
Service Leave, unpaid Sick Leave or unpuid lsave.
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An employee may make applicalion fo the organisation to ke an RDO. Where praciicable
the organisalion will aceonumodale requesls jron eniployees to take purticalur days as RDO’s
lo meet family responsibilifics or other special requitements,

The organisution, with the apreenent of the relevant employee(s), may substitute (he day an
cmplovee(s) 1s 1 12ke an RDO Tor anolher day in the case of a breakdown in machinery or
shortage of work, or 1o meet the requirements of the orpanisation or in the event of an
emergency situalion.

An individual employee, with the agreement of the organisation, may substitute the day the
employee is to take an RDO for another day within thal cyele.

In the event of sickness occurring on pre-arranged RDO, no sick leave deductions will be
made, however, the employee shall relain the paid RDO payment for that day.

Overtime shall apply after scven point four {7.4) ordinary hours on any day or thirty-seven
(37) hours in any week, when an emplovee is panicipaling in the RDO sysiem.

A day off on sick leave is one-fifth ol a week or 7 hours.

Annual Leave, where the Iours are arranged pursuanl 1o this clause, shall be 19 lots of 7.4
hours (140 hours) plus a mslered Jeisure day.

A public hohday wall be one-[ilth of a week or T hours.

5.5 Meal Breaks

An unpaid meal break ol nol less than sixty (6¢) minutes will be laken according to the
dictates of work requirements, but no greaicr than five {3} hours after the normal starting time
of an employee. The lengib ol lime 1aken for 2 meal break may bc varicd by mutual
agreement between the majority of employees and the erganisation.

5.6 Overtime Meal Breaks

An emplavee requireéd Lo work overtime for more than two (2) hours after or before the
employees ordinary ceasing or starring time shall be allowed a paid meal break of twenty (20)
minutes at singhe time, A further twenty (20) minutes meal break at single time shall be laken
1[ Lhe enployee worky more than six hows overtime, The Company may require an employee
o work during meal breaks to monilor ihe process in lbe employvecs conteol in which case the
employee shall be paid at the rate of tiine and one half for the period of the break.

5.7 Rest Pause { Marning Tca)

A fifteen minue sustenance break withour loss of pey will be provided at a time agrecd
belween the organisation and the enployees taking o consideration the work requirerments,
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58 Alternate Dufies

Where. due to Seasonal or other demand paiterns, en employee cannol be gainfully employed
within their normal work site/leam, an employee miy be reyuired lo work temporarnly wilhin
any olher Section of the Organisation on dulies commensurate with (he employees skills and
competencies. The employee will not be financially disadvantaged by this redeplovment.

5.9 Changes to ‘Hours of Work®

The hours of work and the way in which work is scheduled may be changed by mutval
agreement between an individual employee or & group ol employees during the life of this
apreement. Such agreement shal) be in writing.
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PART 6 - LEAVE

6.1 Sick Leave

Employecs shal be entitled 1o ten (10 days sick leave per year on full pay. Such entitlement
shall be duc on the anntversary of the employee(s) coruniencement dale,

The payment of sick leave shall be subject to the production of a medical certificate or other
evidence sadsfactory to the organisstion (which may include a slatulory declaration)
Iollowing:

() where an apparent pattern of absenteeism has busp observed; or

{ly) two (2) days absences on any aceasion; or

{c}  one (1) day before or afier a public holiday.

Empioyees shall inform the organisation where practicable before 9.00am on the day of the
absence of such inability to attend for duty and as far a5 praclicable state the natuze of the

tliness and or injury and the estimated duration of absence,

Where the employee docs not notify 1he organisation of the employee’s inability 1o attend for
duly in accordance with Ihis clause the said cmployee will nol be entilled to pavment for the
Drst day of such absence.

Any portion of sick leave entitlement nol laken in any one year shall be cumulative from year
1o wear.

The payment for anv absence on sick leave in accordance with this clause during the first
three (3} months of employment of an employes may be withheld by the organisation until the
employee compleles such three (3) months of employment at which time the pavment shall be
made,

6.2 Cuarers Leave

Upon application by an employee leave muy be granted for the care of il or injured
ilnmediale family members.

An tmmediate family member is identi(ed as fullows. .
{a) a spouse of the cmployee
(b} 4 dz facto spouse who in eclation 1o a peron is a person af e opposite sex to the first

mentioned person who lives with the first mentioned person &5 the husband or wike of
that person on a bona (e domestic basis though not legally marded w that person

e |
"M

TS Pagu 20 of ]



CYPRESS CENTRE INC. (SUPPORTED EMPLOYEES)
‘WORKPLACE AGREEMENT 2003

(c)  achild or an adult child tincluding an adopied child. a slep child, a foster child or an
ex-nuplial child) parcni {(inciuding a foster parent and legal puasdian), grandparent,
arandchild or sibling of the employee or spouse or de facto spouse ol the employee

{d) a4 same sex parlner who lives with the employee as the de faclo parmer of that
employee on a hona fide domestic basis

{e) a relalive of Lhe employee who is u member of the sume houwschold; where for (he
purposes ol s paragraph

{1} ‘Relative’ means u person related by blood, marriage or alfinity

(i)  'Affinity’ mcans a relationship that one spousc because of marriape has (o Jook
aller relatives of the other

(i) ‘'Household' means a family group living in the same domestic dwelling.

Leave granied in accordancs 1o this clause shall be pait under the conddions of Sick Leave.
{sec Clause 6.7 Sick Leave).

6.3 Annual Lcave
6.53.1 Enbtlemeni

See Annual Holidavs Act, 1944,

Except where altered Lo grant additional leave privileges the Annuat Holidays Act, 1944 as
amended, shall apply in all respects.

6.3.2 Annual Holiday Loading

During the period of annual leave, an employee shall be cntitled and receive a loading of 17.3
per cenl, caleulated on the weekly ordinary rate of pay for the employee. Leave loading, will
be payable on all annual leave due, but nol on pro-rata annual leave.

If an employees service is terminated by the organisulion the said employee shall be entitled
1o payment of Annual Leave Loading on all leave sntitlements including pro-rala leave
provided the employee has completed at least six (6 } months continuous service with the
OTEANISALoN.

No Annual IToliday Loading payment will he payeble for pro-rara sopual leave if the

cmplovee is lerminaled pursuani to Clause 2.6 Swnmuary Dismissal of this agrecrient or
resigns from the orpanisation,

6.4 Long Service Leave

Long Service Leave shall by in accordance with the New Squiir Wales Long Service Leave
Acr. 1955 as amended.
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An application for Long Service Leave shall be for a minimun period of four weeks unless
the omployee has less than four weeks entitlement whereas the Tull entitlement must be (zken.

6.5 Bercavement Leave

An employee shall on the dewth of a spouse, parent, child, siep-child, brother, sister,
grandparent, grandehild or pareni~in-law, be entilled (o leave up to und including the day af
the funcral. Such leave shall he without deduction of pay, lor a period not exceeding the
number of hours worked by the employee in four (4) ordinary day’s work,

Reasonable proof of such death shall be furnished by the employee to the organisativn.

6.6 Public Holidays

Public Holidays shall be those garelted as a public holiday (hroughout the State of New South
Walcs. These holidays include: New Ycar's Day, Ausoalia Day, [abour Day, Good Friday,
Easier Saturday, Easter Monday, Anzac Day, Queen's Birthday, Christrnas Day, Boxing Day
and onc additional day in substitwion of the Union picnic day.

All perancnt employees will be granted such holidays withour deduction of pay.

6.6.1 Abscni Withoul Leave

An employee absent wilhout notifying the company on the dav before or the dey afier any
public holiday shall forfeit wages for the day of the absence as well as for the public holiday.
Provided thal an employce absent either before or after a group of holidays, shall forfeit
wapes [or only one (1) public holiday as well as the period of absence.

Where the organisalion is salisfied that the cmployee's absence was caused through iliness or
other acceplable rcason(s), wages shall not be forfeiled for the holiday.

Where an cmployee, is required to work on a public holiday and is absent without a
reasonable excuse or without conscnt of the organisation the employee shall not be entitled to
pavment for the public holiday.

6.7 Parcotal Feave

Parental leave will be in aceordanee with Chapter 2, Part 4, Division 1, Parentul Leave, of the
New Sonelt Wales Mdusirigf Relotions Act 1956

6.8 Leave Without Pay

Special leave for a limited period and without pay may be pranted by the organisalion upon
applicarion by an employee, Such leuve shall be wt the discrerion of the organisation.

B30 Paye 24 of 35



CYPRESS CENTRE INC. (SUPPORTED EMPLOYEES)
WORKPILACE AGREEMENT 2003 -

6.9 Compassionate Leave

Paid/unpaid lcave in excess of the provizions of clause 6.2 Carers Leave of this agreement to a
maximum of four days may be pranted 1o assist in circumstances of serious illness or injury of
a family member. The spprovel and length of the leave will be al the discretion of the
Company.
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PART 7 - ORGANISATION POLICY AND PROCEDURLS

7.1  Avoidance of Disputes and Grievance Procedure

To ensure the orderly conduet of and speedy resolution of disagreenents, disputes, grievances
or occupational health and safily concerns the following Resolution Procedure shall apply.

The object of the procedure is 1o promole the resolution of issues and disagreements through
consullation, co-operation and discussion between employees (or employee representalive)
and their respective supervisors.

This procedure is based upon the recognition and development of ke relationship between
supcrvisors and their einployees,

7.1.1 Procedure Principlcs

The procedure is designed to resolve eny disagreement, dispute or oecupational healih and
safety concemns in a fair manner #nd is based upon Lhe following principles.

(@ Commiunent by the parties to observe procedure. This should be facilitated by the
carlicst possible advice by onc purty to the other of any issue or concern which may
give rise W a disagreement or dispute,

(b) Throughout all siages of this procedure all relevant facis shall be clearly identified and
recorded where necessary.

(c) Realistic ume limits shall allow for the completion of the various stages of the
discussions.

(d}  Emphasis shall be placed on an in-house setilement of issoes broughi about through
consulation. However, il in-house consullation and negotiation is exhaunsied without
resolution of the disagrecment or dispute the partics shall jointly ot individually refer
the matter to the New South Wales Industrial Relanons Commission lar assistance in
resolving the dispute,

()  To achieve the peacelul resohation ol issues the pamies shall be conunitied 10 avoid
sloppages of work, Jockours, or any other bans or limitations on 1he pertormance of

work whilst the procedure of consultation, negotiation, contiliation aad arbilration is
being lollowed,

7.1.2  Dlspute or Gricvance Resolution Procedure
Stage one

The empleyes with the isyue or conicern will discuss the matter with the employee's immediate
supervisor,
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The supervisor will set aside lime 1o hear {he issue of cancem in a privace discussion with the
chiplovee, the employee's representative and/or a third parly obscrver, and afler consideration
(48 hours maxhmum) provide a comprehensive answer to the emplovee. The 1550e o1 concern
ard the answer provided by the supervisor shall be recorded.

slase two

In the event of the employee not being satisfied with the answer provided, hefshe will advise
their supervisor who will arrange a meeting with the Personnel Manaper and/or Workers
Commitles (same procedure as Slege one paragraph 2). All relevant facis shall be clearly
recarded.

S¢age three
In the event that the matter 35 siill not resolved il will be referred Lo the Excoutive Manager

The same procedure as get out 10 Stage ope and Stage two will be adopled with all relevant
[acis being clearly recorded.

Stage {four

If no negotialed seltllement can be achieved and 1he process 1s exhausted withoul the dispute
being resolved the partics shall jointly or individually refer the mader Lo the New South Wales
Indusirial Relations Commission for assisiance in resolving the dispule. Al any meeting
cenvened by 1he Commission the partics will use their best endeavours to resolve [he matler
by conciliation. If the matter cannel be setled by corciliation the parties agree to have the
matler arbilraled.

7.2 Disciplinzry Policy and Procedures

The objective of the disciplinary policy and procedures is to ensure that all matiers relating w
employees work performance and conduct are dealt wilth promptly, investigaled thoroughly,
considercd reasonably and handled fairly and corpsistenily and te encourage and improve
cmployee work perfomance and conduct,

7.2.1 Definitions

Unsatisfactory work performanee is the Jailure to perform e requirements o & position at an
acceplable slandard or Jevel of coinpelence, Lxamples of unsatisfactory work performance
may include unsafe work practiees, exeessive absentceisii or lareness, low productivity or
inelTiciency, negligence or uneooperative behaviour,

Unsatistaciory conduet i Failure w observe the orgonisation’s policies and procedures and
code of conducl,

Serious Misconduet 1s a situption, which justifies instant dismissal. For example, ihe
ergenisatzon regards the following actions as constiating sericus misconduct: falsiiving the
orgenizanen records, dishonesty, fighting, drunkenness. beinp under the influerce of or in
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possession af alcohol or illcpal drugs al work, thef ol the organisation’s property and wilful
refusal of duly.

7.2.2  Unsatisfactory Work Performanee or Conduct

In relation lo instances of unsatisfactory work pocfonmacee or conduct the following
procedure will e followed:

Step 1: Counsclling/Verbal Warning

This is an opportunity to bring the perfommance or conduct which is unacceprable to the
atlention of the employee concerned, to estublish the reasons lor the unacceptable behaviour
and o establish whether 1the organisation can provide any assistaneg (o the emplovee 1o aveid
it occurring in furlber instances.

During the milial ¢counselling session the counscllor in the presence of a third party obscrver
should:

(a} Discuss the unacceptable perfonnance or conduct identifisd with the employee and
oulline the standard of work performance or conduct which Is required.

(¢  Give the employee an opportunity to respond to Lhe allegations made and provide an
explanation. (If' the explanation given is justifiable, oo further disciplinary action
should be1aken.)

()  Apgree on a specilic action to be taken to remedy the situation and sei a date for review.

(d)  Wam the employee tha failure o improve will result In further disciplinary action
being taken, .

The coumselling/disciplinary interview record should be completed and kept on the
emplovee's file.

Step 2: First Written Warning

IF by Lhe review date established in the iniljal counselling session the cmplovee's work
performance or conduct has not improved a second inlerview should be arranged which may
lead 10 a first writlen warning being issued,

During the second counselling session the counsellor in Lhe presence of a third parly observer
should-

() Restale the unsulistaclory work perfovmance or conduct identificd.

(b)  Resiale the agreed corrective actions ideniffed m the previous session ineluding
establishing a date for review,
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i(c) Cnve the employee an opportunidy o defend himfherself against the allegations made
{apain, 1J 1the explanalion 15 sahisfactory. no lurther disciplinary action should be
laken).

(d)  If the ciployee's explanalion i3 not acceplable mdicate Lo the eniployee (hit hefshe s
to be issued with a first wriilen warning,

(c) Apree on specific action Lo be taken (o remedy the problem and sel a date for review.

(f) Warn the employee thal [ailure 10 ymprove will resull in turher disciplinary action
being taken, which could ultimately lead 10 dismissal.

The counselling/disciplinary interview record should be completed and kepl on the
employee's fle. Onece the wrillen waming is completed and authorised by ihe Production
Manager it should be signed by all parmies (including witnesses). The employee should be
i5sued a copy in the presence of a witness and informed that L will be entered on histher
record.

Step 3: Final Written Warning

If by the review date csteblished in the second interview sesslon the employee's work
performance or conduct has still ool improved acother interview should be arranged which
may lead to a final written warning being issued.

During the third counselling session the ¢ounsellor in the prescnce of a third party observer
should:

{u) Apain restaie the unsatisfactory work performance or conduct identified and refer to
previous inlerview sessions including the agreed corrective actions and review darte
set

(b)  Give the employee an opporumity 10 defend himéhersell against the allegations made.
(Agam, il the explanation 15 saiisiactory, no further disciplinary action should be
taken.)

{e) I} the employee's explanation is not acceprable, indicate to the employee that he/she is
10 be issued a {inal written warmning.

(d)  Agrce on speeific action to be taken to remedy the problem and set a date (ot review.
{e] Warn the employee that failure o improve will result in dismissal.

The counselling/disciplinary interview record should be completed and kept on the
cmployee's file. Onee the final writen warning is compleied and auhorised by the Execulive
Manager, it should be signed by all panies {including wilnesses), The emplovee shauld be
1sseed a copy In the preseace of a wiloess and informed Lhat it will be recorded on histher
Tevord,
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Step 4: Terminaltion

If the employee's performance does not improve o an acceplable standard or there is a
repented occurrence of the unacceptable conducel jdentified a further inerview should be
arranred, subject to the approval of the Executive Manager. which will result in the dismissal
of e cinployee.

The inlerviewcer sirould:
{2) Advise the employec of the reason [or the dismissal.

(b)  [Discuss the employec's employment history, including records of prior counse]ling
sessions and or warhings.

{¢)  Ensure Lhe employee has had an adequale opportunity to defend him/herself.

The cmployee must be provided with written advice of lhe lerminauon of his‘her employment
with the organisation and the elfective rime and date. I the employee requesis that the reason
for terminsiion is given in wriling or a cerificate of employment idewifying the period of
employment and duties performed, such documentation should be provided. At all times the
ernployee may have an advocate ol thelr choice present.

7.2.3 Serious Misconduct

As soon as an instance of sedous misconduct comes Lo the ateation of (he Execulive
Mannager, the following procedure wall be followed:

Step L

Investigate fully all circumslances surrounding the alleged misconduct. This must include
inlerviewing wilnesses and rovicwing the emploves's employment record. Record all
information received.

Step 2

If the invesigations appear lo subsiantiate the allegations jnterview the employee(s)
concerned with a witness and employee advocate i requested present, Ensure the employee is
given clear detsils of the allegarions and given the opportunity o explain or defend
him/herself with ihe assistance ol another person, il requested.

Step 3

If the employee's defence or explanation can not be subsantiaied or is not acceplable and the
serious misconduce substantiated by wimesses justilies ermination the lemiination must be
comunumcated o the employee at the ume of the termination. Terminaton for seriouy
misconduct does not reguire notice or compensation in lien of notice. Tenwination withour
natice must nol be procecded with unless authorised by the Fxecutive Manager.
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Siep 4

Il" requesled, the employee should also receive a certificae of empluyment detailing their
period of service and nature of dutics performed and a written reason for fermination,

7.3  Organisation Policy and Code of Conduct

Lmplovees covered by this apreement agree 1o conform and abide by Lhe orpanisations
policies, procedures, direcliens and Code of Conduct as issued and amerded from time 1o

time.

7.4  Workers Committees

(CConsultation and participation are essential o iraproved workplace relations. The employecs
shall be [ully informed and have input into decision making and appropriale consullative
mechanistos shall be esiablished within the organisation.

It 15 the express intenlion of the parlies ta this agreement io maintain cffective consultation on
matters of mulual interest and concern. It is intended 1o provide orderly procedures for the
cxamination and ncgotigtion of matters relating to training, productivity, technological
change, Occupational Health and Salety and any other matler as determined appropriale,

To this cxtent the organisalion has established the following consuliative commitices;

. Workers Commitice

Made up of supporled employees who arc cleeted representatives of supported employees
from each section of the organisalion.

. Qceupational [eaith & Safety Commiitee
Made up of both supporied and supervisory employees who are elected representatives of all
employees of the organisation and management representatives and in accordance with the

Occupaiional Health and Safety Act.

The recommendations made by the eommittees will assist management in the decision making
ProCess.
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PART 8 - QCCUPATIONAL HEALTII AND SAFETY

8.1 Work Prachices

The partics 1o this agreement agree lo recognise the importance ol safe working praciices. To
maintain a safe place of work and (o encourage continued improvement in sale sysiems ‘ni'
work, policy and procedures will be cstablished by the organi sarion through consuliron with
employees for the health and safety at work of all employces and visilors.

It is apreed that all employees use and care for any eguipment peovided for health and safcry
purposes. This includes personnel prolective clothing. hearing proteclion, and eye profeclion,
where required.

Employees agree 1o assist the organisation 1o ensure that increased cffon 15 maude to tmprove
the understanding and awareness of safely [ssues.

82 Protective Clothing and Safety Equipment

The arganisation shall provide, free of charge 1o einployees, proiective clothing and salety
equipment in work situations wheee such provisions may be required under the Oceupational
Healih and Salety Act or assoclated regulations or organisational policy.

All protective clothing and safcly equipment issued shall remain the property of the
orpanisalion and shall be returned where required on termination of employment.

Enployees engaped in carrying out work for which profective clothing andfor safety
cquipment is required shall be obliged to wear or use such equipmenl supplicd,

Fmployees must wear closed footwear when working in a factory environment or culside
Iainenance.

8.3  Worker's Compensation

Workers' compensation shall be in accordance with the New South Wales "Workplace Injury
Management and Compensation Aci, 2000.

8.4  First Aid

The organisalion shall provide and maintin a suitable first aid outfit in accordance with the
Ocoupatiohal Heolth and Safery (First 4idh Remulations [988, which shall be available to
employvees and — where praclicable - a qualified first aid persan [or cach work localion shall
ke employed by the orgamsation.

8.5 TUseof Tools

Emplevees required o use hand'power wols or equipment must only use such locls andior
equipment under direc! supervision unless the said employec bas received direct instraclion
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from his‘her supervisor that they may use the 1oal(s) withoul supervision. The supervisor
when making the direction must ensure thal the employce(s) have been appropriatcly trained
and arc competent to use the tools and equipment

10r1:05 Page 33 of
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PART 9 - MISCELLANEOLS

9.1 Superannuation

The subject of Superannuation is deall with extensively by lepislation including the
Superannugtion Guaraniee (Adminisiration Act 1992, the Superannuation (Guarantee Charpe
Aet 1992, the Superanmuation Indusivy Supervision Act 1993, and the Superannuation
Resolution of Complaints Act 1993,

The organisation shall provide a superannuation contribution on behaif of each emplovee as
requircd by the relevant legislation.

Contnbutions shall be paid into cach employee®s account of an elipible fund nominated by the
organisation, The current eligible fund is HESTA,

16143 Ege 3dof 35



CYPRESS CENTRI INC. (SUI'PORTEDL EMPLOYLLES)
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PART 10— SIGNATORIES TO AGREEMENT

SIGNED FOR AND ON REHALF OF

Cypress Centre 1oc.:
Sipnature:
Print name and position held : [IRECA 55 1 %{L;_qf;r‘ [ AN ACE f\)

Simmalure: /z’f'e";/?/’/%f?l.{u’f’%- v /

Print name and position held LI L PR T At/ AT /‘ﬁ'ﬁ' Ll

-,

Daled this ,Z._ﬂ 7‘:/} day of ?_ /F A/ E’;ﬁﬁ/r 20027 (,3 S

SIGNED FOR AND ON BFHALF OF

The supported employees of Cypress Centre Inc.:

Signature; crdig e Wh JI' ) .'I c

Print naume and position held CRAG  MWRM ;f'&-
LAUDRY WerRKEL

Sipnature; Tuchadlz Thoradon

Print name and position held : MiCHES L& TR T &ﬂ_,ff

LZAUNDR Y We KEL
Daled this day of 2002, { '
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CYPRESS CENTRE INC. (SLPPORTED EMPLOYERES)
WORKP] ACE AGREEMENT 20603 -

SCHEDULE " A"

COMPETENCY BASED WAGE STRUSTURLE

The Competency Dascd Wage Steucture in (his agreement is designed Lo remuncrate employees in
a fair and equilable manner and is bascd on the acquisition of, and the usc of compelencies (skifl)
10 a standard ol performance linked to output {productivity).

The purpose is 1o provide an equiluble method of reward for all employecs and parliculacly thase
employees wilh disabiliies who have medium to high levels of disability and who require
medivm o high levels of suppant and elose 1o mediwm fevels of superviston.

The syslem recognises individual achievements and facilitates opportunitics for progression to
higher wage levels through the development and acquisition of, lasks competencies, work
associaled competencics and qutput competensies {produclivity).

A competency bascd wage sysien docs not provide as a general rule a mechanistn for detcrmining
the oulput {productivity) ol an cmployee or a group of employvees. The concept of competency
standard assessment establishes the skill (knowledpe} and the ubility of an employee to underlake
parlicular tasks, The wage assessmenl model eontained in this ugreement provides a mechanism
fur determining wapes based on both competency and productivity.

There are three distincl areas of work performumee and assessment (see Schedule "C" for
Assessment FProcess) withm the competency based sysiem, and remuneraled according to
predelennined wage levels and apreed assessment eriteria. They ure:

. Task Competencies — Specific skills underaken, o directly compleic a job,

2. Work Associaied Compelencies — (eneral vocalional skills (referred to as “CORE
SKTLLS”) necessary lo mainlain sucecssful employment, These skills for people wilh &
disubility Include punctuality, working consistently and team work. The need for work
associnted compelencies is & determining {hetor of 2 supported employee's wages. 11 is also a
key factor for employees with a disability to have a mix of social, work behavicer and
vocalional skills to successfully proceed 10 open and/or sell<mployment opportunirics.

Output Competencies (Productivity) — For people with a disability these are generally
measured against levels of outpuis generated by peers undenaking similar tasks, opposed to
the more traditional measures of produclivily (or people withoul a disability. which are
measured agatnst pre-determined outpuls established by menagement. Output Compelenciss
include sk related competencies at specific, measurable levels of ourpuc

tal
'

‘The campetencics cequired by an employee to complete a lask at the required leve! ef output are
conlained in SCHEDULE “B" Job Models/Skills Marix.

For pecple with a4 disability the percentage of Award wages comained i the table below
represents (he average culput leve)s benchunarked by emplovees with a disabilicy. Lt is calculared
by the measurement of the performance of those emplovees with the skilis al the respective levels,

——r— et e it
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CYPRESS CENTRE INC. (SUPPORTED EMPLOYELS)
WORKPLACE AGREEMENT 2003

agains! the productivily set by the orpanisation and able 10 be achieved by an employee without a
disability.

The Competency Based Wage Structure is the basis for the provision of minimum rates of pay as
detezmined by a comparison of individual compelenzies against SCHEMUILE “B™ Skitls
Meiriv/Job Maoddels, and the [irst stage ol a three-cicp wages continuum Lowards open andior selis
cmplovmenl, The three siages arc:

« Comperency Bused Wages
s  Supporied Wages (Working with hast employers)
s Award Wages (Upen andior self emplovimznr)y

This enables effeclive goals for all participanis 10 bs sel in conjuncrion with the Individual
Program Plan (IPFP) process and facilitates clear career paths available and identifies training
deliciencies for all employeoes,

SUPTORTED EMPLOYEL'S WAGE STRUCTURE

The mimmum wage rales contained in 1he table below refer 1o the wage rates for a fortaight
compriging seventy (70} hours work, The Agreement pro-rats Award Fortnightly Rate is
calculated as follows: (Award Grade One, Weekly Rate -+ 38 x 35 x 2 x productivity
percencaye (refer to Schedule "Dy = Apreement Pro-rala Award Forlniglitly Rate)

! Apreement
Awdrd o of Pro-rata Agreement
Wage Skill Level Weekly Award Awnrd Hourly
Level Compeiencies Required Rate Rate | Forinightly Raie
‘ 3 3 i Rate 5
f s f
Enrey ;:"EH' Starter or Hih Suppart 43].40 247 53.6% 1.7047
) Al. . A
Level. L
| = [Employer has very limited
skl levels.
«  Emplover ix unablc 1o
oblam any measurablc
productivity, '
*  Undertaking iraining Lo pzin
general voeacinal siclls
=  HRequires one o one
SUPETVISIon
*  temp assesyed G measare
______ | abilie ro move 1o Level 1. ! .
* Refer o SCHEDULE "B” I
] Shills Marrinub Models. 431 .40 13.7¢% 104 .85 1.4979
'+ Referto SCHEDULE =B” | _ I =
= Skills Matrix-Job Madels, 431.40 i 20, [ 158.94 22705

G Page 2 of 3
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CYIRESS CENTRE INC. (SUPPFORTLED EMPLOYEES)

WORKPLACE AGREEMENT 2003

& Relerio RCHEDULE =p»

il

Ly

Skills Matrixdlub Models, 431.40 30U 218.41 [ 3)5H
« Reler 10 SCHEDULE “B” | o -
|4 Skills Magrixilob Models. | 43] 49 36.2% 287.74 4.1106
' *  Reler o SCHEDULE “B™ | ' B
Skills Marrixfdob Models. 43| 40 .:35._&/?. 516.54 | 73792
Performance Based ﬁige 13,29 194.35{1“ 14979
6 | lLewd 431.40 '
- *  Refer o SCHEDULE “D* ' l-::g'V ! .,9;034 . E.Dﬁz&
| Skills Mawix/Job Models. - L = U

Awfv.a_rd Weekly Wage refers 10 Grade One conlaimed in the Australian Liquor, Hospitality &
Miscellaneous Workers Union Supporied Employment {(Business Enterprises) Award 1993,

ALLOWANCES

ALLOWANCE

AMOUNT

Meal Allowance

3 7.80 per meal.

accrediled First Aid Aticndant.

First Ald Allowance — Being appoinled by the organisation and e

—

5 1.85 per shifr.

vehicle on a casual or incidenta) basis,

Travel Allowance — An employee required to use his motoe

5 0.51 per kilometer.

Pape 5 al'3
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CYPRESS CENTRE INC. (SUPPORTED EMPLOYEES)
WORKPLACE AGREEMENT 2003

SCHEDULE "C"

SKILLS ASSESSMENT

All employees will be assessed against the compelenaics (s81y) conlained in SCHEDULE
“B”" Skills Mateix / Job Muodels of the agreemcnl The asscssment will be conducted during
the first three months of Lhe lerin of the agreemenL Prior 1o the assessmenlt be conducted cach
emplovee will be placed onto the most appropriate fransitivnul level pending the ouleome of
the assessment, The employee(s) transitonal Jevel will be cslablished (aking into
consideration the employees currcnt skills and wage, against the skills and wage levels
conlained in the apreement,

Assessment in a Competency-Based Svsiem

Agsessment in & competency-based sysien: is the agsessment of a person’s compelency (skilf)
against prescribed standards of performunce. The key concepts are competency and
assessment. Both compertency and assessmeni have the standard meanings s those described
by the Nalional Training Board.

Definition of Competency
Competescy compriscs the specilication of knewledpe and skill and the application of tha
knowledpe and skill to the slandard of performunce required in employment. The concept of

competency includes all aspects of work performance. This includes:

Perfonnance at an acceplable level of technical skill;

* Performance to an acceplable level of output (productivity);

=  Crganising one’s tasks;

* Responding and reacting appropriziely when things go wrong:
* Fulfilling a role in the scheme ol things al work: and

Trunsfer of skills and knowledge (o pew sfualions,

Definition of Asscssment

Assessment s the process of collecting evidence and making judgermnent on the extent and
nature of progress towards the performance requirements set oul in a stancurd or learning
outconc. Assessoient in a competency-hased sysitem is the process detenmining whether a
cmplovee meels the prescribed standard of perlommance, 1.2, whether they demonstralc the
competency level required at cach level within the competenc y stuciure, {(Skills Marric/iob
Models) Schedule B~

Evidence

Lviderce comprises o wide range of measuruble aspects ol perlormance. These include:

Page 1 ol'd
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CYPRESS CENTRE INC. (SUPPORTED EMPLOYEES)
WORKPLACE AGREEMENT 2003

s Mecasuremenls of products made or services delivered,

e Ohbscervations of pmecsses cartied out:

» Measuremen! of knowledpe and undersianding; and
Observaiion of allitudes demonstrated.

Lividence can be collected in many wavs. Some evidence may be oblained through physical
measurement of product, (productivity).

Evidence ¢an be;
»  Direct;
s [Indirect or aliemative; or
= Supplementary.

Direct evidence is observation of the actal performance of an cmployee carrying oul normal
work tasks.

Indirect or alternative evidence of performance is used in situalions where the assessment of
e performance of an employee caoying oul aetual workplace tasks either s pol possible or is
undesirable. E.p. Special projects simulation, and profciency tests.

Supplementary evidence ol performance may be necessary 10 check that an employee can
perform competenlly in various environmeits, unusual circutnstances or in sitwalions that oniy
occur rarcly and are diflicult to simulate.

A combination of direct, indirect and supplementary forma of evidence will be used when
making an assassment. -

Judgement

Judgement is the process of comparing suflicient evidence of an employees achievements with
the required performance criteria and makipg a decision as to whelher the necessary
compeience has been demonstrated or not,

Judgements should be kepl as objective as pyssible by detailing the type and form of the
evidence o be used, the criteria lo be applied and the rofes by which decisions will be made.
However, all assessment [s inevitably dependent wpon e degree of informed subjective
judgement,

The Purpose of Assessment and of Assessment Svstems

Assessment 18 “the process of collecting cvidence and muking judgemems on the nature and
extent of progress towards Lhe perfonvance requirements set out in a standard, or a4 learning
outcome, and, &t the appropriate poinl, making the judgement as to whether compelency hes
bern achieved®,

The zssessment will be conducted to:

Pzge 1 of <L
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CYIRESS CENTHRE INC, (SUPPORTED EMPLOYEES)
WORKPLACE AGREEMENT 2003

Asalst and support an employee’s gaining of competeney in the workplace by monitoring
the qualily of histher work performance and histher raie of progress lowards Lhe

achievement ol the compelency siandard.
Enable supervisors and training perscmnel o identify what skalls or individual or a number

ol ¢mployees working in a related aren holds compeiencies. This process will assist io
identifying the education and training needs of an employes or group of employees with
the pbjective of avoiding unnecessary lraining,

Deternine whether an employee has achieved a pzricular unil of competency, or sel of
competencies, [or the purpose of:

¥ Conlirmation of quality and level of performance.
¥ Formal recognition of the emplayee's skills.
¥ Placement wilhin the Agreement Levels Structure (Skifts MatrivJob Model), Schedule

llBT7.
# Readiness for progression 1o 2 higher level.

The Aszessment Svslem

The Company assessment syslem will be consistent with the Jollowing distinctive stapes
within the assessment process:

1.

B

Lk

Determine the benchmarks egainsi which asscssment decisions will be made ( refer Skills
Matrixtlob Models),

Gather evidence in relation Lo the establisled benchmarks.
Make the assessment decision.
Reeord the resulis,

I relevant, tssus the appropriate ceriification when the benchmark requirements have been
met,

A qualified inteynul or external “Workplace Assessor” will conduet all assessments.

The Role and Responsibility of Assessors

The pamary rele of the ussessor is to judye the available evidenee against the pri-deismmined
standards. Assessors must, therefore, have knowledge of the areas in which they are assessing
and che judpmental role may be combined with 1kc collection of evidence, The assessor iy
Tequired Lo

Page | oi 4
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CYTRLSS CENTRE INC, (SUPPORTED FMPLOYEES)
WORKPLACK AGREEMENT 2003

e Inierpret the criteria;

e 1Jse experlise to make judgements;

e Ensure hat standards have been met, and

= Ensure thal cvidence of compelency is sullicienl.

Assessors should be aware of the importance for assessments being unbiased, fair and flexible.

Assessor Comapetency Standards

[— Compefeney Unli [ _Competency Element
Plan assessment o Identify assessment context.
Eslablish evidence required.
Selecl and explain the asseasment
procedure.
Carry oul Assessment s  Gather evidence,

Make the Assessment decision.
s Provide [eedback dunng assessiment.

Recard assessmeni resnlts and review the e Record assessment resplis,
procedure. s  Provide feedback 1o employes being
assessed,

| = Rewview the procedure.

Employee(s) may, appeal a devision of the Workplace Asscssor regarding the assessmenl or
the assessment process. Such eppeal shall be in accordance with Clause 7.1 Avoidance of
Dispuies Procedure of the agreement.
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CYPRUSS CENTRE INC, (SUPMPORTED EMPLOYEERS)
WORKPLACE AGREEMEN| 2003

SCHEDULE "D "

PRODUCTIVITY ASSESSMENT TQOL
PRO-RATA AWARD BASED WAGES

The measure of productivily and the establishment of Pro-rata Award Based Wages in this
agreement will take lnto consideralion the dual focus of the business, which is to:

(a)  Prowvide, employment opportunities for people with a disability; and
(b}  Operate s commercially viable business.

In doing $o the Company must work within the framework estublished by the [unding body,
the Commonwealth Department of Family and Commupily Services, and the Disability
Service Standards.

The relavant standard is:

STANDARD ¥ - Employment Conditions

“Each person with a disability enjoys working conditions comparabie (o those of the genergl
workforce "

To meet this standard (he Company must alse comply with the Department of Family and
Communily Service, Quality Assurance System. The sysicm scis Key Performanes Indicaiors
(KPI’s) for cach Standard. The relevant KP[ for wages is KPI 9.1 which states:

KPT 9.1

"The service ensures that when people with a disability are placed in open or supporied
employment that their wages are paid aecording fo a refevant award, order or indusfrial
agreement consisiens with legislution. These wages are not to be reduced because qf
incapacity to pay or Similar reasons. Where a person is wnable 1 work at full productive
cupacity due to disability, the service is o enswre thar gro-rata wiges based on an award
order or industrial agreement Is paid This pro-raia wage must be determined through a
transparent assessment iool process, such process as the Supported Wage Syitem (SWS), or
oois that comply with the criteria referred 1o in the Lrutde for Good Wage . Leiermination
including: eompliace with relevant Jegislarion: validity, reliabiling wage owuicomes; and
practical applicaiion of the ol ",

bR B P
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CYPRUSS CENTRYE INC, (SUPPORTED EMPLOYELS)
WORKPLACE AGRELNMENT 2003

DEPARTMENT OF FAMILY AND COMMUNITY SERVICE
ASSESSMINT TOOL.
I'he Commonweslth Departmenl of Family and Commumnity Service are in (he process of

developing an appropriule Pro-rala Award Based Wage assessment ol for Business Services.
The too] when implemented will meet the requirements of KPT 9.1,

The Company and emplovecs muy apree (o adopt this assesement 1ol when developed for
employees covered by Lhis agreement, provided:

{a) the emplovees are not paid less wages or disadvanlaped when implemented against the
curren! wape asscssment process .

(by) the minimum skill level following implementation does not exceed the mimmum skill
level of employees currently emploved.

{e) the introduclion of the assessment tool does not compronlise the dual focus of the
business.

CURRENT ORGANISATION ASSESSMENT TOOL

''he current pro-rata eward based wage assessment tool [or cmployees covered by this
agreement is based on the acquisition of skills {compelencies} and the measwrement of
producrivily (output) of employees al cach skill level, A produclivity percentage of the
appropriate award wage is sel by the Company taking into consideralion:

(a)  the identification of each task (parr of a whnie job) undertaken by Lthe employee(s).

(b}  the skills held by cinployee(s) at cach level {SCHEDULE “B” Skills Mairixi/ob
Mudels), Core skills plus Tasks skills, and

() the benchmarking of performance of those employees al cach level (SCIIEDULF “B”
Skitly Marrix/jub Model),

Productivity Measure % of Award Wape

The measurement of productivity, percentage of award wages contaitied in the agreement is
calculated as follows;

(1) establishing benchmarks of cach task skl within vach skill level and comparing cach
emplovecs outpul against the benchmark.

(23 calculaung a ¢osl per task output for a person witk a disability performing single or
multiple tasks associated with a job., compared to an sble body employvee for
compietion ol the whole ragge of rask assogiawd widh a job,

Jue A=
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CYPRUSS CENTRE INC. (SUPPORTED IEMPLOYERS)
WORKPILACE AGREEMENT 2003

{the cust per task output for an able body person is the accepied cost within ai open
enpiopment envirgument within each ndustry ov stream of work, Thiv is normally
comveried Lo d cost per mon hour equation)

(31 The overall measurement of productivity (outpur) of each siream of work and of the
Company.

(4] Comparison of the percentage ol produclivily of output by an individual employee
against the measure of productivity of cach stream of work or the Company. (This
comparison is onfy used to estabfish if the empioyee(s) prorata award woge
percentage is within the relevant productivity range of the organisation),

Productivity Measure

To measure productivity of each strcam of work or the Company cffectively it is necessary to
consider all relevant inpurs. This produces a multi-faclor productivity measure and is
demonstrated by the following equation:

Gowds and Services (Sales)

Productivity =
Labour + Energy + Materials + Capital {Cost ol goods sold)

Therefore to increase productivity the Company must cither increase Sales or reduce the Cos)
of coods sald.

Labour costs in Business Services includes all those extraordinary cost assoeiated with the
employment of people with a disabilivy, including supervision, atiending 10 personal and
medical needs, training labour down time ete. and should be offset againsi the funding
received (rom the funding body for the pupose of employing pcople with a disabiliry.

1L44455
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