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PART | - OPERATION OF THE AGREEMENT

1 Title
This Agreement is to be known as the Northern Rivers Community Legal Centre

Enterprise Bargaining Agreement.

2 Parties bound and coverage
(&) This Agreement binds:
(i) The Australian Services Union of New South Wales (to be referred to in this Agreement

as the "Australian Services Union" or "the Union"); and
(i) Northern Rivers Community Legal Centre and its Committee of Management.

(b) This Agreement applies to all current and future workers employed or engaged by
Notthern Rivers Community Legal Centre and its Committee of Management.

3 Variation and Life of Agreement
(a) This Agreement will operate on and from the date of registration and continue in force
for a period of three years.

{b)This Agreement may be changed by agreement between the parties and upon
application to the Commission.

(c) In the event that the NSW SaCS Award or its future equivalent, offers improved or
increased wages or conditions compared with this EBA, then the Award shall prevail.

4 Access to this Agreement, Related Policies and Tables
A copy of this Agreement will be provided to all existing and new workers and a copy will
be kept in a place accessible to all workers.

A folder, including all relevant policies and tables that are referred to in this Agreement,
shall be kept in an accessible shared folder on the computer network.

5. Purpose, interpretation and definitions
(a) The Northern Rivers Community Legal Centre is committed to providing free,
independent legal assistance to the public, and works towards reform of the law and the

legal system.

{b} This Agreement applies to a Community Legal Centre, which encourages co-operative
work practices between workers and the Northern Rivers Community Legal Centre Inc.

(c) The purpose of this Agreement is to set cut the conditions under which workers are
employed. Within the spirit of co-operative work practices, the aim of these employment
conditions is to facilitate and support workers in carrying out the functions of the
Committee of Management.

(d) As a result, this Agreement should not be interpreted restrictively. 1t has been written
in plain English. If the meaning of a clause or condition is unclear the interpretation to be
used is the one which best gives effect to the spirit of the clause and to the Agreement.

{(e) There are several references in this Agreement to workers also being entitled to the
provisions of Acts of Parliament or government schemes. Wherever there is a conflict
between this Agreement and any legislation, enterprise agreement or award or



government scheme, whether or not there is specific reference to the latter, the provision
most favourable to the Centre's workers will apply. The award that applies for the
purposes of this Agreement shall be the Social and Community Services Employees
(State) Award as at the 29" September 2009.

(f) In this Agreement the following definitions apply:
“Agreement” means the Northern Rivers Community Legal Centre Enterprise Agreement.

“Award” means the Social and Community Services Employees (State) Award as at the
29" September 2009

“Commission” means the NSW Industrial Relations Commission.

“Committee of Management” means, persons appointed or elected as per Articles of
Association.

“Centre” means the Northern Rivers Community Legal Centre Incorporated.

“Executive” means the group comprised of the Chairperson, Treasurer and the Centre
Manager and which has powers and authority delegated to it by the Committee of
Management.

“Evening Advice Services roster” means the roster for the evening advice and information
sessions of Services.

Leave accrued on a financial year basis, and not on a calendar year or year of service
basis, include Bereavement, Chronic iliness, Cultural, Flood, Jury, Special, Study, Flood
and Trade Union training leave

Leave accrued on a year of service basis include Carers, Sick, Long Service, Parenting
and Recreational leave

“Pro rata” means according to a worker’s percentage of fuil time hours; full time hours
being 35 hours a week.

“Recruitment Guidelines” mean those guidelines most recently approved by the Committee
of Management in relation to recruitment.

“Service” is each separately recurrently funded unit of the Northern Rivers Community
Legal Centre Inc.

“Staff Meeting” means a meeting of at least half of the staff of each of the Centre’s
services provided all service staff members are advised of the meeting not less than 48
hours befare.

“Union” means the Australian Services Union of New South Wales.

“Worker” means an employee of Northern Rivers Community Legal Centre Inc.



PART Il - ENGAGEMENT OF WORKERS

6 Conditions of employment
6(a) all new permanent and fixed term workers shall be subject to a six month
probationary period

6(b) Prior to commencing employment the Committee of Management will give each
new worker a letter of appointment setting out:

(i) worker’s job description and position title;

(iiy worker's regular or set hours of work, including whether night work is expected;

(iii) worker's pay rate under this Agreement;

(iv) worker's employment status {(ie permanent, casual, fixed term or under a subsidised
employment scheme);

(v) worker’s entitlement to, and possible liability to reimburse, the payment of a practicing
certificate or other professional fee or accreditation under clause 32;

(vi) the end date of any probationary period;

and attaching a copy of this Agreement.

7 Full time employment
(a)-A worker not specifically engaged on a part time or casual basis is defined as a full
time worker and entitled to full time benefits.

(b) Full-time workers shall be paid a minimum of two hours on each day they work.

8 Part time employment

{a) A part time worker is a person employed on a permanent basis,

(i) other than as a casual; and

(i) to work a specified number of days and hours that are less than the hours worked by a
full time worker in a fortnight.

(b) On any one day that the part time worker is on duty, they shall be paid a minimum of
two (2) hours.

(c) A worker may, with the agreement of the Committee of Management, temporarily
change their days or hours in a day or total hours of work in a fortnight.

(d} Unless specifically stated, a part time worker has all entitlements under this Agreement
proportionate to their total hours compared to that of a full time worker (pro rata).

(e) Upon returning from parenting leave a worker is entitled to work part time in the same
position they held prior to taking parenting leave or, if this is not reasonably practical, in a
position of similar duties and status at hours and days agreed with the Committee of
Management and for an agreed period {see also clause 44).

(f) A worker may negotiate with the Committee of Management to convert their position to
job share or part time, either permanently or for an agreed temporary period.

(g} A worker who has converted from full time employment to part time employment for an
agreed temporary period, either following parenting leave or otherwise, is entitled to revert
to full time hours before the end of the agreed period provided they have given the
Committee of Management a suitable period of notice.



The suitability of the period of notice will depend on all the circumstances of the case,
including amongst other matters, whether another worker has been employed as a result
of the part time work, the period of part time employment worked and remaining to be
worked, the Commiittee of Management’s budget and the worker's reasons for reverting to
full time employment.

9 Permanent Employment
A permanent worker is a full-time or part-time worker engaged other than specifically on a
casual or fixed term basis or under a subsidised employment scheme.

10 Casual Employment

(a) A casual worker is a worker who is employed to perform work of a short term and or
irregular nature and is specifically engaged as such, and on any one day that the casual
worker is on duty, they shall work a minimum of three (3) hours.

(b) A casual worker will be informed in writing upon engagement that:

(i) they are hired by the hour;

(i) subject to being paid a minimurn shift of three hours, they will be paid for actual time
worked; they are not entitled to payment for public holidays not worked nor payment for
paid leave of any type other than Long Service Leave.

(c) A casual worker will be paid the appropriate hourly rate under this Agreement plus a
loading of 25% for ordinary working hours (this loading includes Annual Leave Provisions).

{(d) Where a casual worker is subsequently employed by the Committee of Management

on a permanent basis, the worker's previous periods of employment in the last 6 months

will be counted as service for all purposes (such as incremental advancement under sub
clause 21(g)) except for the calculation of leave under this Agreement. The Long Service
Leave Act will continue to apply.

(e) Secure Employment

The objective of this clause is for the employer to take all reasonable steps to provide its
workers with secure employment by maximising the number of permanent positions in the
employer’s workforce, in particular by ensuring that casual workers have an opportunity to
glect to become full-time or part-time workers.

Casual Conversion

(YA casual worker engaged by a particular employer on a regular and systematic basis for
a sequence of periods of employment under this EBA during a calendar period of six
months shall thereafter have the right o elect to have his or her ongoing contract of
employment converted to permanent full-time employment or part-time employment if the
employment is to continue beyond the conversion process prescribed by this sub clause.

(ilEvery employer of such a casual worker shall give the employee notice in writing of the
provisions of this sub-clause within four weeks of the worker having attained such period
of six months. However, the worker retains his or her right of election under this sub clause
if the empioyer fails to comply with this notice requirement.

(iii)Any casual worker who has a right to elect under paragraph 10(e)(i), upon receiving
notice under paragraph (e)(ii) or after the expiry of the time for giving such notice, may



give four weeks notice in writing to the employer that he or she seeks to elect to convert
his or her ongoing contract of employment to full-time or part-time employment, and within
four weeks of receiving such notice from the worker, the employer shall consent to or
refuse the election, but shall not unreasonably so refuse. Where an employer refuses an
election to convert, the reasons for deing so shall be fully stated and discussed with the
worker concerned, and a genuine attempt shall be made to reach agreement. Any dispute
about a refusal of an election to convert an ongoing contract of employment shall be dealt
with as far as practicable and with expedition through the disputes settlement procedure.

(iv)Any casual worker who does not, within four weeks of receiving written notice from the
employer, elect fo convert his or her ongoing contract of employment to full-time
employment or part-time employment will be deemed to have elected against any such
conversion.

(viOnce a casual worker has elected io become and been converted to a full-time worker
or a part-time worker, the worker may only revert to casual employment by writien
agreement with the employer.

(vi)If a casual worker has elected to have his or her contract of employment converted to
full-time or part-time employment in accordance with paragraph 10({e)(iii}, the employer
and worker shall, in accordance with this paragraph, and subject to paragraph
10(e}iii},discuss and agree upon:

(1)whether the worker will convert to full-time or part-time employment; and

(2)if it is agreed that the worker will become a part-time worker, the number of hours and
the pattern of hours that will be worked either consistent with any other part-time
employment provisions of this award pursuant to a part time work agreement made under
Chapter 2, Part 5 of the Industrial Relations Act 1996 (NSW);

Provided that a worker who has worked on a full-time basis throughout the period of
casual employment has the right to elect to convert his or her contract of employment to
full-time employment and a worker who has worked on a part-time basis during the period
of casual employment has the right to elect to convert his or her contract of employment to
pant-time employment, on the basis of the same number of hours and times of work as
previously worked, unless other arrangements are agreed hetween the employer and the
worker.

(vii)Following an agreement being reached pursuant to paragraph (vi), the worker shall
convert to full-fime or part-time employment. If there is any dispute about the
arrangements to apply to a worker converting from casual employment to full-time or part-
time employment, it shall be dealt with as far as practicable and with expedition through
the NRCLC Grievance procedure and the procedures contained in Part V1l of this EBA.

(viii)A worker must not be engaged and re-engaged, dismissed or replaced in order to
avoid any obligation under this sub clause.
11 Fixed term employment

Fixed term time workers shall be paid a minimum-of two hours on each day they work.

11(a) A fixed term worker may be engaged to work on either a full-time or pant-time basis:



(i} For completion of a specifically funded task(s} or project; not subject to recurrent
funding; or

(i) To relieve a worker who is undertaking a specifically funded task(s) or projects for a
defined period; or

(iii) To relieve in a vacant position arising from a worker taking leave in accordance with
this EBA; or

(iv) To relieve in a vacant position arising from a worker taking leave, or returning to work
as per clause 8(e) above, in conjunction with parental leave; or

(v) For the temporary provision of specialist skills that are not available within the
organisation for a specified period of time; or

(vi)To fill short term vacancies during the recruitment and/or selection process resulting
from the cessation of employment of a permanent worker;

Provided that the term shall not exceed 12 months in the case of (iii), (v) or (vi).

11(b) A fixed term worker shall not be employed to fill a position previously held by a
permanent worker except under circumstances specified in 11(a) above.

11{(c) Unless otherwise stated, fixed term workers are entitied to ali benefits of this
Agreement on a proportionate basis (pro rata).

11{d) When offering employment on a fixed term basis, the employer shall advise the
worker in writing of the temporary nature of the employment, the nature of the leave taken
by any worker the worker will be relieving, the actual or expected duration of employment,
and that employment beyond the period is not expected.

11{e) The employer and a fixed term worker may agree to the duration of the period of
employment being extended once only, provided that any extension will not exceed six
months.

11(f) If a fixed term worker is subsequently appointed to a full-time or part-time position
with the employer, any period of the fixed term contract completed immediately prior to the
commencement of the full-time or pari-time position shall be recognised as service with
the employer for calculating leave entitlements, provided that the worker has not taken or
received payment in lieu of those leave entitlements.

11(g) For the purposes of the recruitment guidelines, a “temporary worker” as defined in
that policy will be appointed as a fixed term worker.

12 Recruitment guidelines
This Agreement is to be read in association with the Centre’s Recruitment Policy.

13 Subsidised Employment Schemes

{(a) Workers employed by the Committee of Management under a government sponsored
employment scheme, where the government pays that person’s wages, will be paid in
accordance with the requirements of that particular scheme.



(b) Workers employed by the Committee of Management under a government spensored
employment scheme, where the Northern Rivers Community Legal Centre pays that
person’s wages, will be paid in accordance with this Agreement.

14 Job Descriptions

(a} A worker’s job description, as provided to them by the Committee of Management
under clause 6, will not be altered except by agreement between the Committee of
Management and the worker, subject to the Committee of Management’'s powers under
clause 55 relating to “Redundancy and the Introduction of Change”.

(b} Individual job descriptions will be reviewed annually according to the Staff
Development policy and procedures.

15 Confidentiality

The Committee of Management will maintain the confidentiality of all matters relating to or
affecting the employment of a worker, subject to any provision within this Agreement or
under legislation which allows otherwise.



PART Il - HOURS OF WORK

16 Hours of Work
(a) For the purposes of this Agreement the ordinary full time working hours is 70 hours per

fortnight based on a 35 hour week, Monday to Friday.

(b) The standard hours for start and finish of work will be set out in a worker's letter of
appoeintment.

The nature of an individual worker's job may demand attendance at specific hours, such
as to coincide with public opening hours, and this will be in their letter of appointment.
However, in general workers’ starting and finishing times are flexible and workers are
expected to work an average of 7 hours per day between the hours of 7am and 7pm.
Selection of starting and finishing times should be made with a view to maximising staff
during the operating hours of the Centre of 9.00am to 4.00pm.

{c) Core hours will be 10am to 3pm and the worker will normally work these hours unless
otherwise agreed between the worker and the Committee of Management.

(d) When a worker travels from home to a different work location, any time additional to the
time a worker normally travels to reach work will be considered work time.

(e) No worker will be required to work in excess of five (5) hours without a meal break. But
where they do, with the authorisation of the Commiitee of Management, any time worked
in excess of five (5) hours shall be paid at overtime rates until such time as the worker
receives a meal break. Nothing in this clause should be deemed to mean that a worker
would be deprived of, nor deprive themselves of, a meal break, simply because of
pressure of general work.

() Meal breaks are unpaid, from 30 minutes up to 2 hours, generally between 12 noon and
2 pm at times convenient to the needs of the worker and the Centre.

(g) Workers may take morning and afterncon tea breaks of 10 minutes on paid time.

17 Call back

(a) Where due to exceptional circumstances, either at the direction of the Committee of
Management or in an emergency, a worker is “called back” to work (for example, in an
evening or on a weekend) having left the place of employment, they will be entitied to a
minimum payment of 2 hours work, and travel time to and from home without necessarily
having to work that full period.

(b} Where the work performed on a call back falis on a pre-arranged day of time-in-lieu,
the worker will be allowed to be absent on another day as time in lieu.

(c) These hours will be treated as overtime and be added to the worketr's time-in-lieu
credits under clause 18.

(d) Where a worker is directed to attend work outside of their regular hours, (and it is not in
exceptional circumstances) workers are entitled to a minimum payment of two hours work.

10



18 Flex time, overtime, shift work and absences on time-in-lieu

(a) Any hours worked overtime or above a worker’s fortnightly hours under the Centre’s
flex time system, will be recompensed through the time in lieu system and by leave during
the Christmas closure (clause 41). This clause applies to full time and part time workers.

(k) Where through the Centre’s flexible starting and finishing times a worker performs, in
addition to work performed overtime under sub clause (a), work in excess of the worker’s
ordinary fortnightly hours in a pay period, they will be entitled to time off in lieu of payment
of that excess on the basis of one hour for each hour worked.

(c) Overtime means work performed at the direction of the Commitiee of Management or
the Executive or with the Committee of Management's prior approval;

(i) outside the hours of 7am to 7pm Monday to Friday;

(i) on days on which the worker is not agreed to work; or

(iii) during meal breaks;

and workers are entitled to take time off duty in lieu of payment of those hours worked
overtime at the rate of:

{1) one and a half hours off for each hour worked on a weekday {(except for
scheduled Committee of Management meetings and Evening Advice Rosters
which will be taken as ordinary hours); or

(2) two hours off for each hour worked on a weekend or public holiday, with a
minimum of 3 hours off.

(d) Workers will be entitled to accumuiate time in lieu credits under sub clauses (b) and {(c)
from one pay period to the next provided,

(i) no more than 21 time in lieu credits can be accumulated in any one pay period,

(i) the maximum time in lieu credits allowed to be accumulated is 28,

{iii) in the event special circumstances the prior approval of the Committee of Management
is to be sought to exceed the limits set out in (ii} above,

(iv) any credits accumulated in excess of the maximum, without prior approval of the
Committee of Management, are unauthorised and cannot be paid out or credited as time in
lieu,

(v) The Committee of Management may direct a worker to be absent on time in lieu, up to
the maximum of their total current credits, where the Committee of Management believes
there has been a pattern of working excessive hours.

(e) Workers may anticipate the accumulation of credits by being absent on time in lieu,
provided that by the end of a pay fortnight the worker does not have a debit of more than
21 hours time in lieu, except with prior approval of the Committee of Management, upto a
maximum of 28 hours.

(f) Absences on time-in-lieu may be for a full or part day and will normally be arranged with
Service Coordinators. Absences will be at times consistent with the needs of a worker's
position and of the Centre, and at times suitable to the personal needs of the worker.

{g) No worker will be entitled to take off more than 21 hours time in lieu in one block
without permission of the Committee of Management.

(h) A worker is expected to reduce their accumulated time in lieu to zero by the end of their
employment, and to assist in this the Committee of Management may, in some cases,
direct a worker to be absent on time in lieu. Any debit at the end of employment will be
deducted from salary and credit will be paid out.

11



() Evening Shift means any regular shift worked on an ongoing and permanent basis,
which finishes after 8.00pm and at or before 12.00 midnight Monday to Friday.

(j) Where an employer wishes to engage a worker in shift work, the employer shall advise
the warker in writing, specifying the period over which the shift is ordinarily worked.

(k) A worker who works an evening shift shall be paid a loading of 15% on their ordinary
rate of pay for the whole of such shift.

{1) Shift workers shall receive overtime payments in accordance with this clause where
they are required to work any additional hours beyond their ordinary rostered shifts.

19 Evening Advice Roster
{a) The Centre operates evening advice services to the public. Staff may be rostered to

attend an evening advice service.

(b) In offering employment to a worker the Committee of Management will advise whether
evening work is required and confirm this in the letter of appointment.

(c) In the event that a worker is employed specifically for the evening advice roster on a
regular and ongaing basis, this will amount to evening shift work as set out in Clause 18

20 Home based work
(a) With the prior agreement of the Committee of Management, and subject to any relevant

Occupational Health and Safety legislation, regulations and policies a worker may for an
agreed period perform part of their duties at home.

(b) An agreement for a worker to perform duties at home must set out:

 the days and hours of work, and the range of duties, to be performed at the Centre’s
premises and at the home based work site, provided that duties are performed at the
Centre’s premises at least one day a week;

» the equipment, materials and facilities to be provided by the Centre and any
agreement as to ownership of these;

» the equipment, materials and facilities to be provided by the worker and any
agreement as to the Centre’s contribution to the cost of providing or maintaining
these,;

s an initial trial period of no more than 3 months;

» the duration of the arrangement and the date of renewal and further review;

= the Committee of Management’s statutory obligations for ensuring the heaith and
safety of the worker while undertaking home based work and the employer’s
obligation to maintain appropriate and relevant levels of insurance;

» the worker's ability to terminate the arrangement with suitable notice, to be judged in
all the circumstances;

e the right of the Commiittee of Management, WorkCover and other nominated persons
or organisations to inspect the worker's home based work site, and limits to that right;

= the methods of communicating to the worker all decisions or developments within the
Centre or other information which is relevant to the worker; and

» any other relevant matter.

{(c) Nothing in sub clause (b) prevents ad hoc or one-off occasions of a worker performing
duties at home, provided prior approval is given under sub clause (a).

12



PART IV - TRAINING, CLASSIFICATIONS, WAGES AND
SUPERANNUATION

21 Classifications and Rates of Pay
(a) Classifications

"Community Services Worker Grade 1" shall mean a person who is employed to assist
Community Services Workers Grades 2 to 6 within a defined area of social and community
welfare services and is under the immediate and direct supervision of another worker in
relation to all aspects of their employment. In no case shall a Community Services Worker
Grade 1 be responsible for policy development, or coordination, or the direction or
supervision of paid or unpaid workers. However, a Community Services Worker Grade 1
may be required to provide information for use in the coordination and policy development
of an organisation. :

"Community Services Worker Grade 2" shall mean a person who is employed to
perform duties of a more complex, varied and respansible nature than a Community
Services Worker Grade 1, which may include service delivery on an individual, group or
community basis and social educators and vocational educators. Such person may be
required to

exercise initiative and independent judgment but will be under the general supetvision of
another worker subject to this award. In no case shall a Community Services Worker
Grade 2 be required to develop policy for or co-ordinate a service.

"Community Services Worker Grade 3" shall mean a worker who performs more varied,
complex and responsible work than a Community Services Worker Grade 2, in providing
social welfare services on an individual, group or community basis. Such worker may be
required to exercise substantial responsibility in relation to service delivery, initiative and
substantial judgment and have an extensive knowledge of social and community welfare
services and shall be subject only to general supervision. Such duties may include case
responsibility for clients, co-ordination of a service, contributing to policy development,
supervision of other workers and/or complex counselling, and may include the co-
ordination and/or administration of activity therapy centres, workshops and supported
employment services and independent living training for the developmentally disabled.

"Community Services Worker Grade 4" shall mean a worker who would not ordinarily
receive instructions from another worker as to the performance of their duties; and who is
responsible for any one or more of the following:

(a)

(iYThe overall administration/co-ordination of a service, agency or workplace of the
employer, including the supervision of one or more Grade 3 workers;

(i} Is primarily engaged in developing and implementing policies and/or programs at a
senior level for a service in relation to general or specific aspects of social and community
welfare services;

(i) Is primarily engaged in the administration/co-ordination of activity therapy centres,
workshops and supported employment services for the developmentally disabled where
such employment-based schemes cater for more than 30 disabled persons and
independent living training where such community and hostel-based residences cater for
more than 20 disabled persons.

(b) here the prime responsibility lies in a specialised field, workers at this grade would
underiake at least some of the following:

(i) Co-ordinating projects;
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(i) Ca-ordinating/managing the operation of a distinct element(s) of a larger organisation,
which may include supervision of staff;

(il) Under general direction, undertaking a variety of tasks of a specialised and/or detailed
nature;

(iv) Exercising specialised judgment within prescribed areas.

"Community Services Worker Grade 5" shall mean a worker who undertakes the
functions of a Grade 4 worker hut at a higher level of complexity, responsibility, initiative
and autonomy, including, but not limited to, the following:

(a)

(i) Developing and implementing policies and/or programs at a more senior level than a
Grade 4 worker;

(i) Influencing the operational activities of the organisation;

(iify Adopting a broader strategic perspective towards their work than workers at lower
grades;

(iv) Developing and implementing the long term goals of the organisation;

(v) Setting outcomes in relation to the organisation’s objectives and devising strategies to
achieve them; and

(vi) May supervise warkers or teams of workers classified at a lower grade

(vii) May be involved in client centered activities which form a component of direct support
coverage.

(b} Where the prime responsibility lies in a specialised field, workers at this grade will
undertake the functions of a Grade 4 warker but at a higher level of complexity,
responsibility, autonomy and a higher level of discipline knowledge, including, but not
limited to, the following:

(i) Working under limited direction from senior management or the employer and having
significant delegated authority,

(i) May supervise workers classified at a lower grade.

"Community Services Worker Grade 6" shall mean a worker who exercises a high level
of responsibility for organisational management and decision making, exercises
considerable independent judgment and a high degree of autonomy, and provides high
tevel expert advice, including but not limited to, the following:

(a)

(i} Involvement in establishing operational procedures which impact on activities
undertaken and outcomes achieved by the organisation and/or activities undertaken by
sections of the community serviced by the organisation;

(iiy Undertaking the control and coordination of key aspects of the work of the arganisation;
(i) Developing and implementing the long-term goals of the organisation;

(iv) Undertaking a wide range of managerial or specialised functions to achieve results in
line with organisational goals;

(v) Developing and administering complex policy, organisational and program matters;

(vi) May supervise workers or teams of workers across a variety of programs classified at
a lower grade;

{vil) May be involved in client centered activities which form a component of direct support
coverage.

(b) Where the prime responsibility lies in a specialised field, a senior specialist at this
grade will be subject to broad direction from senior officers, and will undertake duties
including, but not limited to, the following:

(i) Undertaking work of substantial scope and complexity such that a major portion of such
work requires initiative;
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(i) Undertaking duties of a professional nature at a senior level;

(Ii) Undertaking functions across a range of administrative, specialist or operational areas
which include specific programs or activities, management of service delivery and the
provision of high level advice;

{iv) Manage extensive work programs or projects in accordance with the goals of the
organisation,

(v) Apply high level analytical skills in the attainment of the objectives of the organisation;
(vi) May supervise workers classified at a lower grade.

(b) Rates of pay
The minimum rates of pay for workers {(except those workers employed under any
Government Subsidised Employment Scheme) will be as per attached Table 1.

{c) The starting salary for a new worker ranges from Year 1 to Year 5 depending on
qualifications for the job and relevant voluntary and paid work experience. The minimum
starting salary for a new worker with relevant tertiary qualifications is Year 2 of the relevant
grade.

{d) In consuitation with staff, the Committee of Management will review the above
minimum rates in each September. The date of commencement of any salary increase will
be from the date of the review or an earlier date as determined by the Committee of
Management. In conducting annual salary reviews, the Committee of Management will
take account of :

(i) The Centre’s budgetary position, including any increases in funding since the previous
review,

(i) Union recommended rates of pay,

(iit) any increases in the Consumer Price index,

(iv) any State Wage Case or Fair Pay Commission decision,

The Committee of Managementi will, as a priority, apply available resources to pay staff
incremental advances under the Union recommended scaie.

{(e) There will be a pay rise annually of between 1.5% and 4.0% based on the budget
position of the NRCLC and review by both staff and non-staff members of the Committee
of Management of the organisation.

(f} Salary rates may increase but not decrease. The amended salary rates are deemed to
be the salary rates of this Agreement.

(g) Incremental Advancement. Full time, part time and fixed term workers shall move from
year to year within a grade after each 12 months continuous service.

22 Higher duties

A worker who is required by the Committee of Management or Service Coordinator to
perform, for at least half a day, the duties of another worker in a higher classification under
this Agreement will be paid, for the period worked, the lowest level of the salary prescribed
for that higher position which will allow for an increase in the hourly rate of pay to reflect
the higher duties.

23 Payment of wages

(a) Wages will be paid fortnightly by cheque, electronic funds transfer or other by
arrangement made with the Committee of Management.
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(b} Wages will be paid fortnightly, up to (5) days in arrears, on an agreed day as
negotiated with the majority of workers.

(¢} The fortnightly rate of salary is equivalent to the annual gross salary divided by 26.07.

(d} The Centre will deduct from salary income tax required 10 be paid to the Australian
Taxation Office and such other amounts as are authorised in writing by the worker.

(e) Each worker will receive a pay slip on pay day, setting out the gross and net salary,
allowances paid, tax and other amounts deducted, superannuation payments and the net

amount to be paid.

(f) Upon ending employment, wages due to a worker will be paid on the last day of work
or, by arrangement with the worker or, forwarded by post.

24 Wage package

{a) The Committee of Management offers its workers the option of a “wage package”. This
means sacrificing a specified amount of gross salary in return for the payment by the
Committee of Management of an equal amount of money to a nominated liability of the
worker.

(b) The wage package increases the overall financial benefit the worker receives from the
Committee of Management by reducing annual gross income, and thus tax liability, and
redirecting the deducted gross income, paid fortnightly or as agreed and without attracting
a tax liability, towards reducing a debt or liability the worker has.

{c) Without being limiting, examples of payments the Centre can make under this
arrangement include the repayment of a personal or home loan, electricity or other utility
bills or rent.

(d) A worker choosing to take up the option of a wage package may choose whether or not
to continue it at the end of each agreement, subject to agreement with the Committee of
Management.

(e) The wage package is available to all permanent workers, and to fixed term workers
appointed for an initial period of at least 6 months.

(f) The calculation and payment of all leave entittements and employer superannuation
contributions will reflect the annual gross salary the worker would receive if their wages
were not packaged.

The taxable annual salary of the worker will represent the sum of the above payments for
annual leave and Christmas shutdown plus all other forinightly payments at the reduced
wage package gross salary.

{g) In responding to third parties that the worker has autherised to confirm the worker’s
salary, for example, loan creditors in advance of finalising a loan, the Committee of
Management or Coardinator will refer to the annual gross salary the worker would receive
if their wages were not packaged.
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(h) The amount of gross salary to be subject to the wage package arrangements will be
set by the Committee of Management in consultation with workers and subject to ATO
charity fringe benefit exemptions.

{i) This clause is subject to the capacity of the Committee of Management to offer a wage
package consistent with Australian tax laws. Where these laws are amended, after the
date of this Agreement, this clause may be correspondingly amended by the Commiitee of
Management following consultation with the workers.

(j) The terms and conditions of such a package shall not, when viewed objectively, be less
favourable than the entittements otherwise available under this Agreement.

25 Staff Support and Development System
Each worker will undergo an annual appraisal of their needs for stafi development and
support which will be conducted by the Committee of Management.

26 Staff training and development

{a) The Committee of Management is committed to ensuring that workers maintain and
develop their skills and knowledge, particularly through access to training. The Committee
of Management regards training and staff development as being inherent in a worker's

employment.

{b) The Committee of Management will encourage workers to undertake training, and the
staff support and development system will be one method of identifying training needs.
Training may be to enhance a worker's skills or knowledge in relation to their current
position but may also be to assist them in their career development.

{c) In general, and subject to prior approval, attendance at training courses, workshops
and conferences will be on paid time. Attendance at tertiary education courses is
addressed by clause 49 Study Leave.

(d) A worker may temporarily transfer to other duties to gain experience or undertake on-
the-job training as part of an agreed staff development strategy.

27 Superannuation

(a) Calculated from the date of appointment the Centre will contribute in respect of a
worker, the prescribed amount of ordinary times earnings to the superannuation fund of
their choice. Iif a worker does not make a choice of superannuation fund, their
superannuation will be forwarded to the Health Employees Superannuation Trust of
Australia (HESTA).

(b) The Centre will increase contributions in line with any changes in the Commonwealth
Superannuation Guarantee Scheme.

(c) The employer shall not substitute any amounts salary sacrificed to superannuation by a
worker, for the employer's SGC OTE obligations
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PART V - ALLOWANCES AND AMENITIES

28 Traveling, meal, motor vehicle and other allowances

(a) A worker will be required by the Committee of Management to use their own vehicle for
work only if the vehicle is comprehensively insured and the worker provides proof of this
ingsurance. For such use the worker is entitled to a per kilometre allowance at the rate set
out in the Australian Tax Office Schedules relevant to motor vehicle expenses as
published annually and set out in Table 3 (d).

(b) If a worker is required by the Committee of Management to use their own vehicle for
work and has an accident the Committee of Management will cover the cost of any basic
excess, including any age excess and inexperienced driver excess.

(c) The Centre will reimburse all reasonable expenses, including telephone calls and travel
expenses, incurred by a worker in the course of carrying out their work, provided that proof
of expenses is submitted.

{d) The Centre will meet the cost of a taxi or other secure transpotrt from work to home
where a worker is required to finish work after 7pm and the worker’s usual means of
transport is not a safe alternative.

(e) A worker required to stay away from home overnight due to work commitments will be
entitled to reasonable Overnight Travel Meal and Accommodation Allowances at the rates
set out in Tables 3 (a) & 3 (b) (except where accommodation and/or food has been paid by
the Centre, eg as part of conference registration costs).

(f) A worker required by the Committee of Management to work overtime beyond 7pm or
for more than 4 hours on a weekend will be entitled to a reasonable Overtime Meal
Allowance at the rate set in Table 3 (c). This allowance is not available if a meal is
provided.

(g) The value of the allowances set out in Tables 3 (a}, 3 (b), 3 (c) and 3(d) will be adjusted
annually as per the Australian Tax Office published schedules.

29 Amenities

The Committee of Management will provide workers in each workplace with:
(a) reasonable toilet and washing facilities;

{b} adequate and appropriate facilities for tea and meal breaks;

(c) reasonable heating and cooling appliances to ensure the working environment is
healthy and safe; and

(d) adequate and appropriate accommodation to enable workers to perform their duties.
30 Access to the workplace for childcare
(a) Where unforeseen circumstances arise which make alternative childcare arrangements

impractical, a worker responsible for the care of a child may bring the child to work if it
does not conflict with the performance of the warker’s or other workers’ duties.
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(b) Where unforeseen circumstances arise which make alternative pet or wildlife
arrangements impractical, a worker responsible for the care of a pet or wildlife may bring
the pet or wildlife to work if it does not conflict with the performance of the worker’s or

other workers’ duties.

31 Occupational Health and Safety

{a) The Committee of Management will take all reasonable action to ensure the health and
safety of workers and implement appropriate health and safety policies and practices in
accordance with the Occupational Health and Safety Act 2000 (NSW).

(b) The Centre will maintain first aid kits to the standard recommended by the St John's
Ambulance Society.

(c) The Committee of Management will not permit smoking at any indoor workplace.

(d) When the Centre’s workers are unable to work because a hazard within the working
environment presents a real, or reasonably perceived, immediate risk of injury or detriment
to their health, and no alternative work arrangement can be made, the resulting absence
from work will be on paid time.

{e) Workers will not use a keyboard for a continuous period longer than 60 minutes without
taking a 10 minute break.

(f} A female worker will not be directed by the Committee of Management to carry out work
which may endanger her pregnancy.

32 Practicing Certificates and Professional Accreditation
(a) The Centre will meet the cost of any practicing certificate or other professional fees or
accreditation a permanent worker requires to fulfill the duties of their position.

(b} Should a worker terminate their employment within 3 months of the Centre paying the
cost of their certificate, fees or other accreditation then the Centre and the worker will
negotiate about the possibility of the Centre being reimbursed for these expenses.

(c} Where it is relevant to the worker’s position, the entitlement to payment under this
clause, including possible liability to reimbursement, will be set out in the worker’s letter of

appointment.

33 Vicarious liability

The Commitiee of Management will be responsibie in accordance with the Employees
Liability Act 1991 to indemnify workers against liability for any civil liability arising out of the
course of workers’ employment.
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PART VI - LEAVE

34 Miscellaneous matters

(a) Unless it is stated to the contrary, all leave counts as service and does not break
continuity of service,

(b) Unless it is stated to the contrary, in exceptional circumstances and where it is fair and
equitable to do so, the Committee of Management may grant a worker additional periods
of any leave under this Agreement.

(¢} Unless specifically stated, a part time worker has all leave entitlements under this
Agreement proportionate (pro rata) to their total hours compared to that of a full-time
worker.

(d) Only Long Service Leave, Annual Leave or Parental Leave, subject to entitlement /
gualification and accrual as set out in this EBA, can be paid out upon cessation of
employment. Any other unused leave at the end of employment will not be paid oui,
subject to Clause 57 dealing with invalidity.

35 Sick leave

(a) A worker is entitled to 10 days (70 hours equivalent) paid sick leave in each year of
service, with any unused credit being carried over to accumulate with following years'
credits up to a limit of 50 days (350 hours). Any sick leave accrued beyond the limit of 50
days shail be forfeited, subject to clause 35(b) below. Any unused credit at the end of
employment will not be paid out, subject to clause 57 dealing with invalidity.

(b) “Clause 35(a) shall be subject to the exception where a worker exercises their right to
reduce their hours as their circumstances may change. In such circumstances, any sick
leave accrued prior to the reduction of the waorker’'s hours which becomes excess as a
result of the application of leave accrual on a pro rata basis against the worker's reduced
hours, shall be preserved for the benefit of that employee, notwithstanding any reduction in
their ordinary hours of work”

(c) Not more than 3 consecutive days in any one period of sick leave may be taken without
producing a medical certificate (from a GP or a qualified alternate therapist) or statutory
declaration from the worker.

(d) A worker should make all reasonable efforts to give their Service Coordinator early
notice of their absence from work.

(e) Where a worker would have been entitled to sick leave but for being absent on time in
lieu or annual leave, sick leave will be paid for the relevant period and the equivalent
period of time in lieu or annual leave will be recredited.

(f) Where a worker is receiving workers compensation payments for an injury not related to
the employment with the Centre, and the payments are less than the worker’s ordinary
weekly earnings, the worker may elect to be paid the difference from their sick leave
credits.

(g) Where an worker has, in accordance with this clause, taken sick leave, the worker shall

not be required to work any ordinary hours other than those previously rostered so as to
avoid or minimise the requirement on an employer to provide paid sick leave.
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36 Carers leave

(a) A worker is entitled to 5 days (35 hours) paid carers leave in each year of service, with
any unused credit accumulating to a maximum of 20 days (140 hours). Any unused credit
at the end of employment will not be paid out, subject to Clause 57 dealing with invalidity.

{(b) Carers leave may be used when a worker needs to attend to or care for a person with
whom the worker has a bona fide domestic or familial relationship or other significant
bond.

(c) Not more than 3 days in any one period of carers leave may be taken without
producing a medical certificate (or one from an alternative therapist or a statutory
declaration from the worker) for the person in their care.

(d) A worker should make all reasonable efforts to give the Committee of Management
early notice of their absence from work.

(e) Where a worker has exhausted their carers leave credits the Committee of
Management has the discretion to advance the worker's carers leave credits from the
coming year, and/or the worker may have access to their sick leave credits and/or time in
lieu credits for the purposes of caring for someone in accordance with sub clause 36(b).

{f)y Where a worker would have been entitled to carers leave but for being absent on time
in lieu or annual leave, carers leave will be paid for the relevant period and the equivalent
period of time in lieu or annual leave will be recredited.

(@) A worker may elect, with the consent of the Committee of Management, to take up to
12 month’s unpaid carers leave upon production of a medical certificate for the person in
their care.

37 Additional leave relating to chronic or serious illnesses

(a) A worker who has a serious or chronic illness or condition, or a worker caring for
someone with a serious or chronic iliness or condition, is entitled to a further 5 days (thirty-
five hours) paid leave each year if all sick leave and carers |leave has been used.

(b)This leave is not cumulative from year 1o year and to be eligible for this leave the worker
must have produced, at the time of the leave or previously, a doctors certificate relating to
the chronic or serious illness or condition.

38 Workers compensation make-up pay

(a) Where a worker is entitled to workers compensation payments for an injury arising out
of the workers’ employment with the Committee of Management, and those payments are
less than the worker’s ordinary weekly earnings, the Committee of Management will make
up the difference by additional payments to the worker.

(b} Payments under sub clause (a) will continue for a total number of weeks, over one or
more separate periods in respect of the one injury, for a maximum of 26 weeks.

(c) The worker may elect to use their sick leave credits to make up the shortfall in workers

compensation payments if and when payments by the Committee of Management under
this clause have ceased.
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39 Recreation leave

(a) A worker is entitled to 4 weeks recreation leave in each year of service, with any
unused credit being carried over to accumulate with following years’ credits. Leave will
accumulate at the rate of one third of a week per month.

(b) A worker may take recreation leave on a pro-rata basis after 6 week’s work.

(¢) A worker planning recreation leave will consult other workers through their service
coordinator about a period of leave that is consistent with the needs of the worker's
position and of the Centre, and that is suitable to the personal needs of the worker. The
worker must formally seek approval from their service coordinator.

{d) Any public holiday during a worker’s recreation leave will be counted and paid as such,
and not as recreation leave, if the worker would otherwise have been entitled to that public
holiday.

(e) Recreation leave should not be accumulated beyond a maximum of 8 weeks, and the
Committee of Management or service coordinator will consult 2 worker about a suitable
time to take leave in advance of the worker exceeding the maximum. A worker will not
forfeit any leave above 8 weeks, but the Committee of Management may direct a worker o
take leave so as to keep it below the maximum.

(f} Except at the end of a worker's employment, recreation leave will not be paid unless the
worker takes the corresponding period of absence from work.

(g) When a worker finishes employment they will be paid all accrued recreation leave plus
leave loading.

(h) The rate of pay for recreation leave is the ordinary rate of salary plus a leave-loading
bonus of 17.5% of the gross salary for the period of leave. However, where the Committee
of Management has allowed a worker to anticipate future leave credits, leave loading will
not be paid on that partion of recreation leave until the date the leave credit would
otherwise have accrued.

(i) Where a worker would have been entitled to sick leave or carers leave but for being on
recreation leave, sick leave or carers leave will be paid for the relevant period and the
equivalent period of recreation leave will be recredited.

() The Committee of Management may in appropriate circumstances allow a worker to
anticipate future leave credits.

(k) Annual leave entitlements will be paid either in advance before the commencement of
the holiday or in regular instaliments on normal pay days during the period of such leave.

{l) The provisions of the Annual Holidays Act 1944 also apply, and should there be any
contradiction between this Agreement and the act then the provision more favourable to
staff applies.

40 Public holidays

(@)
(i) Workers will be entitled to paid leave for a day duly proclaimed by the NSW
Government and / or Lismore City Council as being a public holiday, provided the worker
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is otherwise due to work on that day. Including, but not limited to, New Years Day,
Australia Day, Good Friday, Easter Monday, ANZAC Day, Queen’s Birthday, Labour Day,
Christmas Day and Boxing Day.

(i} Workers will be entitled to paid leave for a day duly proclaimed by the Local
Government Authority as being a public holiday provided the worker is otherwise due to
work on that day.

(iii) In addition to the public holidays prescribed above, one additional day off shall apply to
each worker on a day 1o be determined each year at a staff meeting.

{iv) If a worker is obligated to work on the day of the Public Holiday declared by that Local
Government Authority, or as per clause 40a (iii), the overtime provision will apply.

(b) By agreement at a staff meeting another day may be substituted for any public holiday,
particularly where the holiday has a religious or cultural significance which is not relevant
to that worker's own beliefs.

(c) Indigenous Australian workers are entitled to NAIDOC Day as an additional public
holiday.

(d) Overtime will not be performed on a public holiday except with the agreement of the
worker and not at the direction of the Committee of Management.

41 Leave during Christmas closure
(a) The Centre closes over the Christmas period for a period of 10 working days plus the
public holidays of Christmas Day, Boxing Day and New Years Day. Workers will receive
their ordinary weekly pay for this time.

(b) This period of leave is in part consideration of work performed as overtime.

{c) This leave is not recreation leave and cannot be deferred to anether date except in
accordance with Centre Policy.

A fixed term worker employed at the time of the Christmas closure will receive their
ordinary weekly pay for this time. However, when a fixed term worker ends employment
within one month prior to the Christmas closure they will be entitled to a pro rata payment
of the 10 days Christmas closure based on:

(i) if they were employed solely in that calendar year for a total of at least 3 months, pro
rata on full period of service;

(ii} if they were employed for more than 12 months, pro rata for the period of service in

excess of 12 months;
(i} if they were employed for 12 months or less and received payment for the previous

year's Christmas closure, no payment will be made.

42 Leave without pay
{a) The Committee of Management in consuitation with staff, may grant a worker leave

without pay for any purpose.
{b) Leave without pay in a block of more than 5 days does not break continuity of service

but does not count as service for the purposes of calculating increments or any
entittements to leave under this Agreement.
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(c) Where leave without pay has been approved for between 4 and 8 weeks and the
waorker gives notice at least 6 months in advance of that leave, they may elect to defer
their salary under sub clause (d).

(d) A worker may elect to have their anticipated gross salary over the next 52 weeks, less
the salary which will be forgone during the period of leave without pay, to be averaged and
paid in 26 fortnightly installments over the next 52 weeks.

(e) The effect of sub clause (d) is to defer the payment of part of a worker's weekly salary
to the time of the leave without pay, thus allowing the worker to draw an income during
that period of absence.

(f) If the worker leaves before the 52 weeks has finished, the resulting over- or
underpayment to the worker will become a debt, which may be reconciled in the worker's
severance pay.

43 Long service leave

(a) Workers are entitled to and accrue paid long service leave in accordance with the Long
Service Leave Act 1955 {NSW), except workers may take paid leave after 5 years
continuous service on the basis of:

(i) 6.5 weeks leave at 5 years service;

(i) for between 5 and 10 years service: pro rata up to 3 months / 13 weeks.

(iii} over 10 years service: pro rata of 6.5 weeks for every 5 years of service.

Accrued long service leave credits will be paid out on termination of employment, including
resignation or retirement, after 5 years service, except where termination was by summary
dismissal under clause 56.

However, where any time after 12 months service a worker resigns due to ili-heaith,
supported by appropriate medical evidence, or terminated on the grounds of invalidity
under clause 57, accrued long service leave credits will be paid out.

44 Parenting leave

{a) After 12 months service a worker is entitled to 52 weeks parenting leave, in one or two
unbroken periods, provided the worker presents documentary evidence of the expected
date of the birth or adoption or commencement of residential care of their child.

{b) Parenting leave may be taken, in the case of a pregnant worker, from within 6 weeks of
the expected date of birth of the child or, in the case of adoption, from one week prior to
taking custody of the child in anticipation of adoption, and in any other case from the date
of birth or adoption or commencement of residential care.

(c) Maternity leave

A female worker taking leave for the birth of her child will be entitled to 12 weeks paid
leave and the balance unpaid. Unless otherwise requested by the worker, it will be
anticipated that a period of 6 weeks leave will be taken immediately following birth. All
periods of leave are to be completed within 2 years of the child’s birth.

These paid leave credits may also be used for any absences covered by section 71 of the

Industrial Relation Act 1981 namely illness related to pregnancy, miscarriage, still birth or
termination.
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At least 10 weeks prior to the presumed date of birth the worker will give the centre written
notice of that date of birth. The worker will also give the Committee of Management at
least 4 weeks written notice of the proposed start of her parenting leave and of the
intended duration of the leave.

Subject to satisfying any service gualification period set by such a scheme, a female
worker taking leave for the birth of her child is entitied to participate in any paid
government maternity leave scheme at the government allowance rate in addition to the
12 weeks paid leave provided under the terms of this EBA, as well as unpaid leave as may
be provided for under this EBA.

(d) Adoption leave
A worker taking leave to adopt a child is entitled to 6 weeks paid leave and the balance
unpaid, if they are to be the primary carer of the child, with all periods of leave to be taken

within two years after adoption.

In this clause a child refers to a person under the age of 16 years who has not previously
lived continuously with the worker for at least 6 months or who is not a step-child of the

worker or their partner.

As promptly as possible following the worker receiving the relevant government approval
to adopt, the worker will advise the Committee of Management of this approval. Either at
the same time or as soon as is reasonable having regard to the circumstances of the
adoption, the worker will advise the Committee of Management of the intended period of
parenting leave to be taken. This leave must be negotiated with the Centre.

Workers wishing to attend interviews, workshops, court attendances, medical
examinations or other necessary matters for the purpose of adopting a child are entitled to
up to 2 days unpaid special adoption leave or to paid special leave under clause 46.

(e) Leave for partners

A worker whose partner has given birth to a child is entitied to 4 weeks paid leave and the
balance unpaid, (being 48 weeks) if they are to become the primary carer of the child,
provided that their partner: '

(i) is employed and entitled to 3 weeks or less paid parenting/maternity leave; and
(ii) is returning to work within 6 weeks of the child being born.
All periods of leave are to be completed within 2 years of the child’s birth.

(f) Miscellaneous provisions

[n all other cases concerning the commencement of residential care of children up to 16
years not covered by sub clauses (c) to {e) workers are entitled to 6 weeks paid parenting
leave and the balance unpaid.

(g) A worker with less than 12 months service is entitled to paid and unpaid parental leave
on a pro rata basis under the NRCLC EBA paid maternity leave provisions. If a worker with
less than 12 months service satisfies the service qualification period set by a government
scheme, that worker would be entitled to participate in any paid government maternity
leave scheme at the government allowance rate in addition to the pro rata paid and unpaid
leave provided under the terms of this EBA.
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{(h) A worker may elect to convert a period of paid leave to half pay over double the period.

(iy Where a pregnancy for which parental leave is planned, including leave to adopt the
child, terminates other than in the birth of a living child, or where an adoption does not
proceed, the worker will negotiate with the Committee of Management an appropriate date
for return to work.

(i) A worker on parental leave may, by giving 4 weeks written notice, return to work before
the scheduled end of their parental leave.

(k) Workers are also entitled to the maternity, paternity and adoption leave provisions of
Division 3 of the Industrial Relations Act 1991 (NSW), as amended.

(1) Upon returning from parenting leave a worker is entitled to:
(i) work part time in the same position they held prior to taking parenting leave or, if this is
not reasonably practical, in another position of similar duties and status, at hours and days
agreed with the Committee of Management, in consultation with staff, and for an agreed
period; or
{ii} return to their previous position at the pre-leave hours and conditions of employment.
(iiiy A worker shall be entitled to a lactation break as follows:

(a) 1 paid 30 minute break over a four hour period

(b) 2 paid 30 minute breaks over a full day

(iv) The centre will provide suitable facilities to assist a lactating parent at their principle
place of work inciuding:
(a) A lockable area that is clean, hygienic and private with access to a power point
and facilities for washing hands and equipment.
(b) Adequate refrigeration and freezer space for the storage of breast milk.

(m) Absence on unpaid parental leave does not break continuity of service but does not
count as service for the purposes of calculating increments or any entitlements to leave
under this Agreement. The conversion of full pay leave to half pay over double the period
under sub clause (h) is to be regarded, for the purpose of calculating periods of service, as
being the period of full pay leave.

{n) The employer must not fail to re-engage a regular casual worker because the worker or
the worker's spouse is pregnant or has been absent on parental leave, carers leave or
bereavement leave.

45 Bereavement feave

(a) A worker may take five days paid leave a year (non-cumulative) in the event of the
death or serious illness of a person with whom the worker has a bona fide domestic or
familial relationship, or other significant bond.

This clause extends to the obligation of a worker under Aboriginal or Torres Strait Islander
custom or traditional law to participate in ceremonial activities related to bereavement.

(b) The Committee of Management may require the worker to provide reasonabile

evidence of the death or serious illness, and may extend the period of leave on
compassionate grounds.
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46 Special leave

(a) A worker may take in each year 5 days paid and 5 days unpaid leave (both non-
cumulative) for special or pressing occasions, including ceremonial or traditional law
obligations, or religious or culturaily significant days, as well one moving day, subject to
prior approval by the Committee of Management.

{b) If a worker has exhausted their bereavement leave entitlements the Committee of
Management may allow the worker 1o take special leave.

47 Cultural Leave
Particularly in respect of a worker obliged under Aboriginal or Torres Strait Islander custom

or fradition to participate in ceremonial activities related to bereavement, the centre will
give special consideration to any request, under sub clause 34(b), to exiend the paid or
unpaid leave available under this clause.

48 Jury service leave

(a) Provided a worker gives the Centre adequate notice, evidence of the duration of their
attendance and the amount of fees received from the court, the Centre will pay to a worker
who was called for jury service the difference between salary and court fees.

{b) A full-time, part-time or fixed term worker required to attend for jury service during their
ordinary working hours shall be reimbursed by the employer an amount equal to the
difference between the amount paid in respect of their attendance for such jury service
and the amount of wages they would have received in respect of the ordinary time they
would have worked had they not been on jury service.

49 Study leave

A worker is entitled to 156 hours per annum (non-cumulative) paid study leave to attend
courses approved by the Committee of Management. This is also available to part time
workers on a pro-rata basis.

50 Trade union training leave
A worker is entitled to take 5 days paid leave (non-cumulative} a year to attend courses
run by the Unicn or the Trade Union Training Authority.

51 Flood leave

Warkers are entitled to up to 4 paid days leave per year if they are unable to attend the
work place due to flooding.
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PART VIl - GRIEVANCE, COUNSELLING & DISCIPLINARY
PROCEDURES, TERMINATION, INTRODUCTION OF CHANGE, AND
REDUNDANCY

52 Grievance and dispute settling procedures

(a) The Committee of Management and its workers recognise that individual and group
problems arise from time to time and it's necessary to resolve these prablems quickly.
The Committee of Management and the workers are committed to resolving grievances
through open communication and in a manner consistent with cooperative work practices.

{b) In the interests of a harmonious and productive workplace the Committee of
Management requires that all workers attend conflict resolution training within the first 12
months of their employment and follow-up fraining at least every 2 years. All existing
workers will attend conflict resolution training within 12 months of this Agreement or follow-
up training and will attend follow-up training every two years.

(c) Subject to sub clause (d), a grievance includes a complaint or dispute and may relate
to:

any condition of employment, or any provision of this Agreement, and the way its been
applied by the Committee of Management;

a decision of the Centre/Committee of Management which affects a worker or group of
workers;

the behaviour or conduct of another worker or of a member of the Committee of
Management;

any decision or action taken under the Counselling & Disciplinary Procedure of this
Agreement ; or

any other matter that affects a worker in their employment;

{d} A grievance does not include:

(i) any decision under Step 3 of sub clause 55

(i) a decision to suspend a worker with pay under Step 2 of sub clause 55}, or
(i1} any decision under clause 54;

subject to any statutory rights of appeal or review of those decisions.

(e) At alt stages of the grievance process the Committee of Management will ensure that
the principles of procedural fairness are observed and employed.

(f) At all stages of the grievance process the Committee of Management will ensure that
the privacy of all affected workers is respected and confidentiality observed.

(g} The Committee of Management recognises that some “disputes” between workers are
maore properly dealt with under the counselling and disciplinary procedure in respect of the
conduct of one or more workers. An example would be harassment of one worker by

another.

(h) Grievance and dispute settling procedures shall be in accordance with the Centres
Grievance Policy.

(i) Where a grievance relates to a change to the existing custom and practice of the
Centre, work will continue at the Centre in accordance with existing custom and practice
until the grievance process has been exhausted.
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{j} Nothing in this grievance procedure prevents a worker or workess pursuing a complaint
under any relevant State or Commonwealth legisiation, eg the Anti-Discrimination Act.

in any matter concerning discrimination, it is expressly acknowledged that the worker has
the right to choose any forum s/he sees fit in which to pursue the matter, including but not
limited to the NSW Anti Discrimination Board, Industrial Relations Commission or The
Human Rights and Equal Opportunity Commission.

53 Termination of employment
(a) Termination of employment will not be harsh, unfair or unreasonable having regard to
all the circumstances, including the personal circumstances of the worker.

(b) Without limiting the above, except where a distinction, exclusion or preference is based
on the inherent requirements of a position, it is deemed harsh, unjust and unreasonable to
terminate employment on the grounds of race, colour, sex, marital status, sexual
preference, transgendet, age, family responsibilities, pregnancy, religion, political opinion,
national extraction and social origin.

{c) A worker's employment may be terminated by the Committee of Management only
through:

summary dismissal as defined by legislation;

the counselling and disciplinary procedure;

invalidity where there would be “undue financial hardship” for the Centre to continue to
employ the worker as defined by the Disability Discrimination Act 1992;

within any probationary period which applies to the worker, with a written explanation of
the reason(s) for the termination

or redundancy.

(d) Sub clauses (b) & (c) will not apply in the case of a casual or fixed term worker whose
employment ceases when the period they were employed for has ended.

(e)

(i) Except for misconduct, justifying summary dismissal, the services of a worker shall be
terminated by an employer only by notice as prescribed by the following:

%Méars of Continuous Service Notice Required
'Not more than 1 years " At least one week
‘More than 1 but not more than 3 years |At least two weeks
fMore than 3 but not more than 5 years h " |At least three weeks
‘More than 5 year o ' At least four weeks

(i) Where a warker is over 45 years of age they shall receive, in addition to the above
table, one week’s exira notice, provided the worker has had two years' service.

(iii) Nothing in this clause shall prevent the employer from giving payment in lieu of, and
equal in value to, the period of notice in paragraph (i) of this sub clause.

(iv) A worker may terminate their service by giving the employer two weeks' notice or by
forfeiture of two weeks' pay in lieu of notice.

(f) During the period of notice of termination given by the employer, a worker shall be
allowed up to one day’s time off without loss of pay during each week of notice, to a
maximum of five weeks, for the purposes of seeking other employment.
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(g) Upon termination of employment for any reason the Committee of Management will
give the worker a certificate of employment containing the following:

worker's name

pericd of employment

titte of position

salary scale

nature of work, including numbers of staff supervised, if applficable

name of employer organisation

signature of the Chairperson or Secretary and dated

(h) Notice to Centrelink

Where service is defunded, and at the worker’s request, the employer shall notify
Centrelink thereof as soon as possible giving relevant information including the number
and categories of the workers likely to be affected and the period over which the
terminations are intended to be carried out.

(i) Employment Separation Certificate

The employer shall, upon receipt of a request from a worker whose employment has been
terminated, provide to the worker an "Employment Separation Certificate” in the form
required by Centrelink.

54 Counselling and disciplinary procedures

(a) Counselling and disciplinary action is aimed at improving the performance of a worker
or correcting their behaviour, with a view to maintaining an appropriate standard of service
by the Centre. A problem solving approach should be adopted, rather than a punitive one.

(b) Prior to using these counselling and disciplinary procedures the Centre Manager, or in
the case of the Centre Manager, the Chairperson must satisfy themselves that there is a
problem with the workers performance or behaviour.

{(¢) The Committee of Management will ensure that the principles of procedural fairness
are observed and employed at all stages of the counselling and disciplinary process.

(d) Where the non-staff members of the Committee of Management are satisfied that the
worker’s performance or behaviour is unsatisfactory the process set out in this section will
be followed and the worker may have a Union representative, a legal adviser, a co-worker
or another person of their choice assist them at all stages.

{e) The worker may lodge a grievance (under the Grievance & Dispute Settling Process)
about any action or decision taken under this section, except as provided in that process.

55 The Counselling and Disciplinary Process
Step 1 Formal Counselling

The worker will be given three days advance written notice of the counselling session,
which wili be conducted by a non-staff member of the Committee of Management. The
worker will be provided with a copy of this clause and any other policy or document the
Centre has adopied relating to counselling or disciplinary action.

Formal counselling will follow similar principles to informal counselling, but a record will be

made. A copy of the counselling record will be given to the worker and another copy,
witnessed and signed by the worker, placed on their personnel file. A time period will be
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set (preferably one the worker agrees to) during which the worker's performance or
behaviour should improve and a review conducted at the end of that time. If the worker's
performance or behaviour has improved, but not to the required standard, the Commitiee
of Management may decide to a further review period after which the workers performance
will again be reviewed.

The record kept on the worker's personnel file will be destroyed after 6 months if there has
been no recurrence of the problem in that time.

If there is insufficient or no improvement within the review period the Executive will issue
the worker with a written notice which:

{i} sets out the remainder of the counselling and disciplinary procedure;

(ii} sets out a further review period;

(it) identifies the problem with the worker’s performance or behaviour and the standard

expected of them; and
(iv) warns the worker that if the problem persists they may be dismissed, transferred, or

fransferred and demoted.

A copy of the warning will also be placed on the worker’'s personnel file and it and any
related documents will be destroyed if there is no recurrence of the problem within 6
months.

The worker will be again counselled as to strategies to improve their behaviour or
performance.

Step 2 Final written warning

If by the end of the review period the worker's performance or behaviour has not met the
required standard, the worker will meet with the Chairperson of the Committee of
Management or their nominee from the Committee of Management, and be given a written

notice stating that:

(a) their performance or behaviour has failed to reach the required standard and that the
Executive is satisfied that good reasons exist to either:

(i) dismiss the worker, or

(i) transfer them to another position at the same or lower salary, and/or

{iii) reduce their salary and/or current job responsibility.

The notice must specify which one of the options the Executive intends to take and why;

(b} the worker has fourteen (14) days in which to give written cause why the non-staff
members of the Committee of Management should not take the action specified at (a),
above.

The Committee of Management may decide, given the circumstances of the worker’s
conduct or the implications for the Committee of Management’s operations, to suspend the
worker with pay, pending the outcome of Step 3.

The grievance procedure does not apply to a decision to suspend under this sub clause.
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Step 3 Dismissal, transfer or salary reduction

At the end of the fourteen (14) days the non-staff members of the Committee of
Management will consider any oral and written submissions fram the worker and decide
whether to proceed with the dismissal, transfer or change in responsibilities and/or salary
reduction specified in the final written warning and will give at least 14 days notice of any
decision taking effect, or pay the worker in lieu of notice.

After considering any submission by the worker, the non-staff members of the Committee
of Management may elect fo

(i)transfer or reduce job responsibilities, and/or reduce salary, rather than dismiss; or
(ihreduce job responsibilities rather than transfer the worker, and/or

{iiijimpose a lesser salary reduction.

Any decision taken by the non-staff members of the Committee of Management in the
previous two paragraphs must be by a majority of two-thirds of those present and eligible
to vote at the meeting.

The affected worker is entitled to address the meeting and will be given written notice of
the time, location and date of the meeting.

Notice periods
A worker is entitled to the following notice periods for any decision under this process to
dismiss or to reduce salary:

Period of Less than 1 1 yearand up | 3 years and up | 5 years and
service year to 3 years to 5 years over

Under 45 2 weeks 3 weeks 3 weeks 4 weeks
Over 45 2 weeks 3 weeks 4 weeks 5 weeks

56 Summary dismissal
(a) Nothing in this Agreement limits the power of the Committee of Management to
summarily dismiss a worker for serious misconduct, which may include willful
disobedience, dishonesty, fraud, sexual harassment, physical assaulit, breach of
confidentiality or abandonment of employment.

{b) Such a decision to summarily dismiss must be taken by a two-thirds majority of non-
staff members of the Committee of Management.

(¢} The Executive may decide, given the circumstances of the worker's conduct or the
implications for the Centre’s operations, to suspend the worker with pay, pending a
decision by the non-staff members of the Committee of Management.

(d) termination pay shall include all unused holiday pay including leave loading and time in

lieu.

(e) The grievance procedure does not apply to any decision under this clause.
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57 invalidity

(a) The Committee of Management may decide to terminate a worker’'s employment where
the worker is permanently unfit for work in their current position or, if given appropriate
training, would not be fit to perform alternative, available work within the Centre.

(b} Sub clause (a) applies equally to a worker who is not permanently unfit but is expected
to be temporarily unfit for a period of at least 2 years.

(c) The Committee of Management will employ the principles of reasonable adjustment in
considering the availability of alternative work for the worker. The Committee of
Management must also consider its obligations under the Disability Discrimination Act, the
Anti-Discrimination Act and the Workers Compensation Act.

(d) Where the non-staff members of the Committee of Management believe it may be
appropriate to terminate a worker’s employment under this section it will:

write to the worker advising them of the possibility of their employment being terminated
and their associated rights, severance payments and other entitiements;

invite within 14 days written or oral submissions by them or a representative of their
choice;

refer the matter to the non-staff members of the Executive for a decision; and

advise the worker that they may lodge a grievance to the Committee of Management (as
set out in this Agreement) about the final decision or any other matter leading up to it.

(e) In deciding whether or not to ferminate a worker's employment under this section the
non-staff members of the Executive or Committee of Management must rely on medical
evidence and all other relevant circumstances. Any decision by the worker's
superannuation fund to make or not make a payment for disability is relevant but not
conclusive.

(f) If a decision is made to terminate employment on the grounds of invalidity the worker
will be given 14 days notice of the decision taking affect, advised of the grievance process,
and will be entitled to all unused sick leave, as well as unused leave and entitlements
including pro rata fong service leave under sub clause 37(a), plus the severance payments
set out at Table 4.

{(g) Nothing in this section should be taken to make it compulsory for the Committee of
Management to terminate on the grounds of invalidity.

58 Redundancy and the introduction of change

(a) The Committee of Management will notify and fully consult its workers as soon as
practicable or as soon as it becomes aware of any change, for example, in funding, budget
allocation, technology, work practices, policy or work structure, that has the potential for
significant affects on the employment status, classification, job responsibilities, re-training
needs, job opportunities, tenure, hours of work or location of work of any worker. The
Committee of Management will make all efforts to avert or minimise disadvantage to
individual workers.

The Committee of Management will not take any pre-emptive action until consultation with
staff has been exhausted.

(b) Notwithstanding anything contained elsewhere in this EBA, this clause shall not apply
to workers with less than one year’s continuous service, and the general obligation on
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employers shall be no mare than to give such workers an indication of the impending
redundancy at the first reasonable opportunity, and to take such steps as may be
reasonable to facilitate the obtaining by the workers of suitable alternative employment.

(c) Notwithstanding anything contained elsewhere in this EBA, this clause shall not apply
where employment is terminated as a consequence of conduct that justifies instant
dismissal, including malingering, inefficiency or neglect of duty, or in the case of casual
workers, apprentices or workers engaged for a specific period of time or for a specified
task or tasks or where employment is terminated due to ordinary and customary turnover
of labour.

(d) Where the Committee of Management, decides that a specific worker’s:

employment must be terminated through redundancy;

hours of work must be reduced; or

classification and/or salary must be reduced,

the Committee of Management will immediately notify in writing the Union and the worker
affected. The Committes of Management will enter into consultations with the worker
and/or the Union and demonstrate that there is no reasonable alternative to the proposed
action and that other options have been canvassed.

(e) Prior to giving notice to a specific worker of termination or reduction of hours under

sub clause (d), the Committee of Management will invite expressions of interest from other
workers 1o reduce their hours or to take voluntary redundancy in substitution to the
specified worker.

The Committee of Management must seriously consider any such expression of interest
from another worker and will not unreasonably refuse the offer where the substitution will
not materially affect the Centre’s operations, having regard fo the skills, experience and re-
training opportunities of both workers.

A worker who volunteers under this sub clause is entitled to all the periods of notice,
payments under Table 4 and other conditions under this Agreement as if the worker was
the subject of the decision under sub clause (d).

(f) A worker is entitled to at least 4 weeks written notice before the Committee of
Management implements a decision referred to at sub clause (b), or implements a
decision to significantly alter a worker’s job responsibilities (where that change does not
also involve a reduction in salary).

(g) Fixed term workers who have been employed for at least 12 months at the time of the
decision to terminate employment are entitled to the full severance pay and notice period.
Fixed term workers of less than 12 months employment are entitled to pro rata notice and
severance pay. :

However, the combined period of notice and severance pay to a fixed term worker is to be
reduced by the period it exceeds the end of the fixed term worker’s contracted
employment.

(h} A worker who was made redundant within the last 12 months will be given preference
in employment to any advertised vacancy where they and another applicant are otherwise
of equal merit.
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Within 12 months of the redundancy occurring the centre will make every effort to notify
that worker of any available position within the Centre which is the same or of similar work.

(i) A worker may terminate their employment before the end of the 4 week notice period
under sub clause (f). The worker will still receive the severance pay but will not be paid out
the remainder of the notice period.

(j) The Committee of Management may, in respect of a specific termination under this
clause, apply to the NSW Industrial Relations Commission to reduce the severance
payments at Table 4 the basis of financial incapacity to pay.

59 Anti Discrimination

{i)y Itis the intention of the parties bound by this EBA to seek to achieve the object in
section 3{f) of the Industrial Relations Act 1996 (NSW}, to prevent and eliminate
discrimination in the workplace on the grounds of race, sex, marital status, disability,
homosexuality, transgender identity, age and responsibility as a carer.

(i) Accordingly, in fulfilling their obligations under the dispute resolution procedure, the
parties must take all reasonable steps to ensure that neither the EBA provisions nor their
operation are directly or indirectly discriminatory in their effects.

(iii} Under the Anti-Discrimination Act, 1997 (NSW), it is unlawful to victimise a worker
because the worker has made or may make or has been involved in a complaint of
unlawful discrimination or harassment.

(iv) Nothing in this clause is to be taken to affect:

{a} any conduct or act which is specifically exempted from anti-discrimination legislation,
(b) offering or providing junior rates of pay to persons under 21 years of age,

(¢} any act or practice of a body established to propagate religion which is exempted
under 56(d) of the Anti-Discrimination Act 1977 (NSW),

(d) a party to this Award from pursing matters of uniawful discrimination in any state or
federal jurisdiction. '

(v) This clause does not create legal rights or obligations in addition to those imposed
upon the parties by legislation referred to in this clause.

Note:

(a) Employers and workers may also be subject to Commonwealth anti-discrimination
legislation

(b) Section 56(d) of the Anti-Discrimination Act, 1977 (NSW) states:

"Nothing in the Act affects any other act or practice of a body established to propagate
religion that conforms to the doctrines of that religion or is necessary to avoid injury to the
religious susceptibilities of the adherents of that religion".

(c) This clause is not intended to create legal rights.
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60 Union membership

(a) The Centre supports the role of the Union in representing workers and will encourage
all existing and new workers to be members of the Union, and will provide all new workers
with a Union membership application.

(b} The Committee of Management will not obstruct legitimate union activity by workers or
a Union official, will allow a reasonable time for union activities on paid time, including
Union conferences or representative committees, and will not disadvantage or victimise
workers involved in legitimate industrial action.

{(c) The Committee of Management will not refuse to a worker access to payroll deductions
to the Union.

(d) The Committee of Management will not discriminate against or disadvantage a worker,
nor reduce or deny them their full employment rights and entitlements, in response to that
worker participating in legitimate industrial action or union activity.

61 General Savings
(a) Nothing in this Agreement is to detrimentally affect or reduce the contingent rights to
any form of leave which a worker may have accrued prior to the introduction of this

Agreement.
(b) Nothing in this Agreement is to detrimentally affect or reduce the entitlements or rights

a worker may have under any other award, legisiation, agreement or contract of
employment, whether it accrued before or after the date of this Agreement.
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« Appendix A - Indicative Competencies

Indicative competencies of a Community Services Worker Grade 1 position
include:

e ; e R

Unit Of Competence | Efement Of G Competence 5
, Organisational | Has a good understanding of the mission and values of
i Knowledge % ' organisation.

'Knowledge of related work in other departments and work |
iareas and outside organisations and other key areas.

(Has a sound working knowledge of relevant service or
| program dellvery acawtles

Leadersh;p B

(suparvisory/ gWork is subject to immediate and direct supervision.

;Works coliaboratively with team members and heis contact |
iwith other departments fo assist in ensuring resolution of
service or program delivery problems.

professicnal and
§ management)

Demconstrates to other team members a high ievel of
motivation and sustained discipline in order to assist in the
provision of a high levetl of service or program delivery for
clients with complex requirements.

Prowdes feedback. “ ?

Participates in the preparation of formal learning in
respect to practical program delivery skills.

| identifies areas where team members might benefit from
| fur’zher

Contacts other deparimenis and outside organisations on
routme matters

2Able to handle sensitive inquiries with tact and discretion. 2

Refers more comp%ex inqulrles apprcprlately

Ab%e io resolve conflicts related to relevani service or
program delivery activities without assistance, subject to
di rect super\nszon

Understands and interprets complicated
guzdelmes/procedures

| Resolves problems.

Responsible for own schedule, contacting senior staff to
seek




Adheres to: AII {eievant government %egzslatlon eg, OH &
'S,

Dlsabzilty Services Act, Disability Services Standards and
Chlld Protection laws etc.

5. Leglslatlon/Standardsf

Documentation

Adheres to detailed and pfecise service delivery
procedures and standards.

1 . ; Ensures work is performed to an appropriate standard.

[ % Understands and cemphes with orgamsatieﬂal policies.

! ;documentation, in own work area and makes agreed
Echanges

'Service Delivery

Support Corresponds with external parties on routine inquiries.

Mairttains one or more diaries.

. Organises people to attend internal meetings, distributing
%agendas and supporting papers.

H

I Handles all filing of correspondence on specaa lised
|subjects

RS S

| | Prioritises mail for reply. “ 3

' Adheres fo duty of care and procedural fairness %
| principles. ;

%
é
| !Supports client's access to community services and/ or
§ | assists in organising outings.

| Gathers and disseminates information about
| community. |

| {Assists in researching and developing programs.

' Assists in facilitating client involvement in aspects of
i service dehvery and policy development,

| [In accordance with relevant legislation, and under direct
supervision, administer medication as required.

 Assists with service or program delivery, fiaison and
| communication

{B) Case Management/
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Courzselimg & “and problem solving with clients.

| Good undsrstanding of the range of client
requirements and an %

|understandmg of the cllent $ unique needs.

i Able to assess sﬂuatlons and make proposals
; regarding practical

i service or program dei;very solutions available

Minimum knowtedge and experience is equivalent to

8. | Experience/Qualifications HSC equivalent

i
H
£

Indicative competencies of a Community Services Worker Grade 2 position
include:

Unit Of Competence Element Of Competence ;
iOrganlsanorzal Has a good understanding of the mission and values |
Knowledge of organisation
z Knowledge of related work in other departmentis and
i work areas

i Has a sound worklng knowledge of relevant service
| or program deilvery activities.

2. Leadership (supervisory/ EWork is subject to general superVISIon

Works collaboratively with team members and has

professional and contact with

{ other departments representing the team ensuring
resolut jon of serwce or program delwery problems

Demonszrates to other team members a high level of
motivation

and sustained discipline to provide a high level of
service or program delivery for clients.

g i Provides coaching and feedback,

Participates in the preparation of formal learning in
respect to

| practical program delivery skills.

; Identifies areas where team members might benefit
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from further development.

Contacts other departments within the organisation
on non-routine

matters and cutside crganisations on routine
matters.

Able to handie sensitive lnqumes W|th tact and
discretion.

Refers more ccmplcx nqumes appropﬂately )

Able to resolve conflicts refated to relevant service or |
program |

delivery actlvztles W|th0ut assistance under general
supervision.

' Understands and interprets complicated

. guidelines/procedures.

Resolves problems requiring the practical app%zcatlcn
of theovy. _%

Responsible for own schedule, contacting senior
staff only 1o seek

specialised help or notify prcgress of work.

Adheres tc: All relevant government legislation eg,
OH & S,

Disability Services Act, Disability Services Standards
and Child Proiection laws etc.

! I

? _ j

G im e e .

Adheres to detailed and precise service delivery
procedures and standards.

| Evaluates own work to ensure standards are met_. z

Undezstands and complies with Iegssla’non and
standards in

accordance with organisational pchcy

fSuggests changes to improve quality, including
| documentation, in

Icwn work area and makes agreed changes.

3

Service Delivery Support lCcrresponds with external parties on non-routine

| inquiries.

'Maintains one or more diaries.

| Organises people to attend internal meetings,
_distributing agendas

|and supporting papers.




é Handles ail filing of correspondence on spemailsed |
St}bjeCZS |

Prlontzses mazf for repiy |

i Performs complex client support related
administrative tasks.

Asggists clients thh needs that require employees to |
be experi ienced.

P

? | Adheres to duty of care and procedural faimess
principles.

Supporis client’s access ’{0 commumty services
and/or assists in organising cutings.

'Gathers and dlssemlnates information about
| communlty

Facmtates clrent involvement in aspecis of service
-g dellvery and policy develogment

tin accordance with relevant legislation, and under
i general supervision, adminisier mediation as
| required.

Undertakes service or program delivery, liaison &

(B) Case Management/ | . 1 nication

with clients during complex problem resolution

. Counselling & Education involving multiple

'Services service or program delivery methods.

' Good understanding of the range of client
requirements and an

junderstanding of the client’s unique needs.

'Makes recommendations regarding the full range of
l practical service

or program defivery solatlons avaziable

|
|
| |
|
|

] i%\fhmmt}m knowledge and experience is equrvalent to |
8. Experlence/Quailflcatlons | Certificate |l in Welfare Studies.
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Indicative competencies of a Community Services Worker Grade 3 position
include:

Un;t Of Competence Element Of Competeﬂce
1 Organ isational Has a workmg kncw!edge of the mission and values of
_ ! Knowledge “the organisation.
| . Detailed knowledge of related work in other g_
! -departments and how it
{ § impacts service delivery.
: Has extensive knowledge of the fuil range of community
and welfare
ser\nce or program delwery actlwtles
- Leadersh|p .................. - | . i .
.2. § (supervisory/ Work is subject only io general supervision.
§professional and ;May lead a small team oy group.
management) |dentifies learning and development needs of team
| s members.
| Asgists with the formal superv;s&on and practlcal
learning of less
_experienced team members.

 Assists in pﬂor;ils ng others work %

Provides a high leve! of service or program deilvery for
‘clients with B

fa variety of complex requirements. |

‘Deals regularly with cosrespondence or inquires from

3., lnterpersona! SKkills/  other agenc:ies

. altzed

‘ | services.

; Provides a reference point based on éxpertise gained
]throagh years

z Adwce and asszstance is provided for using precedem
; ‘and knowledge *;

; of past complex issues.




| within

guzdeilnes

| management prob[ems ]

E
§ I Partrcrpates in provrd ng solutions to complex §
;
i

;assoczated with speczfrc areas o of responsab Irty

e s o s s

;Adheres to: Ali relevant government legislation eg, OH |
&S ‘

-i-w\.m.....w,..wwo.. e oot v s e it

| Disability Services Act, Disability Service Standards
and Child

Legzslat;on/S?anciards/

i Docu mentation

; Becommenda changes {0 qual ity proeedares mciudlng
ﬂocumentaﬂon and standards that impact across other |
work areas.

Understands and compl es wrth iegrslatron and
standards in

accordance with orgamsatronai po!rcy

May be required o conduct trarmng |

ISemce Delivery Prepares reports for management where liaison with
" Support other areas i is
%, - N
]
i

finvolved.

'Develops complex filing and classification systems.

| Deals with carrespandence.

|May assist with preparation of public relations mater;al
-and

‘event/launch preparation or may assist with the

implementation of

ifundraising plans. ;

!
§ *May administer departmental budgets manage small
| ;projects and
H
i
.
%

‘administer large projects

 Residential Services Igﬁ;tg;ez Sto duty of care and procedural faliness

! ISupports clients access to communzty services and/or
assists in

l %rganzsmg outings. |

E | Gathers and disseminates mformatren about
| community facilities to |
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And /Ot ' cllenZs and commumty educators E

I Assssts wnth the research, development and evaluatzon
‘of programs.

| Administers medications.

(B) Case N%anagemeﬂt/ May ceordinate day-to- day operatlons

Undertakes service or program delivery, liaison &
commun catlon

with clients in respect to a Varlety of comple
probiem resolutions

J |involving multiple service or program delivery
! | methods.

%@Sound working knowledge of the range of client i
requirements and an |

? iunders’[einding of the client’s unique needs.

; Prowdes complex education oppcrtun ies for cilents
S S B S

; Makes recommendat:ons regarding the fuli range of
practical servic

|ar program delivery solutzons available.

Desirable qualifications are equalent to Tertiary
| certificate

eq. Associate Diploma or post-trade (skilled)
gualifications requiring

8. | kxperience/Qualifications

knowledge of theorstical principles OR equivalent
work expetience.

Indicative competencies of a Community Services Worker Grade 4 position
include:

e _ |
Unit Of Competence ! Element Of Competence §

'Has a comprehensive understanding of the mission
and values of the organisation including historical
context.

Crganisational
" Knowledge

i Has a comprehensive knowledge of the full rarzge of
service or

program delivery activities and a sound working
knowledge of client

requirements and stakeholder relationships.




Leadership
(supervisory/

Provides formal operational supervision of a team.

e
professional and

management)

Ensures learning and development needs of team |
‘members are §

|denhﬁed

Ensures time and resources are avaziable for Iearnlng
and developmenf

Observes team member s work assesses perfermaﬂce
and evaluates team member’s knowledge of relevant
technigues

and legislation and organisation requirements. f

Communication

Drafts letters/reports on complicated issues where
some liaison with

other departments is mvoived F’fepares comp!ex
management reports.

Effectively handles complex, sensitive inquires from a
! | range of people mcludlng professionals.

| Is an effective management team member.

Conduct training sessions, and ensures currency and
relevance of

'material and resources.

. | Problem Solving

Provides problem solving expertise on a wide range of
issues.

5. 'Legisiationfszandardsf

| Applies advanced problem solving and decision
| making tools.

Using mature judgement abie to znterprez sector wide
programs polfcy within gui del ines.

Ensures adherence to all relevant Ieglslat
requirements

Documeniation

eg. OH&S, Disability Services Act, Disability Services
Standards and

Child Protection laws etc.

Aczavely promotes and delivers programs ?with and
through? people

|and other organisations.

Ensures delivery of services Wlihm the guidelines
provided by the

' organtsatlo n.

i | Contributes to the deve!opment of new programs
jrelevant to the area or local community.
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documentatlon, and standards that impact across own
|or

jother work areas. Implements approved
| recommendations.

| Assists with review and/or development, %

rimplementation and
S —— e

: monitoring of SpECIfIC functional pollcaes and
procédures.

6. Servlce Delivery Support

i Develops and/or implements new ad mmustratlve
systems.

Prepares reports for managemerzi

Demonstrates confidentiality with correspondence
reiatmg to sensitive issues.

f— U - e e e e

Deals with non-routine correspondence from other
agencies, bodies,

client managers, and company managers.

Develops public relations material and undertakes
eventflaunch

................................... — [ — —.

| i May manage smal prcjecis and admmlster Iarge
projects.

Inputs to budget preparation, monitors cost controls
and takes

|

7. (A) Accommoda‘non[ Manages the operaﬂons fora smgle Iocatzon

Management of a mix of other roles up to CSW

%

|

gapproprlate actlon as necessary.
|

!Grade 3 within a

| Residential Services

*smgte location.

Ensures duty of care arad procedurai fairness
prmcsples are observed.

| Ensures chent S personal care needs are met and
they have access to communlty services.

' Arranges formal medication assessments as
|required. s,

|Ensures that adequate supplies and equipment are
available to meet planned requirements and
remedies deficiencies.
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? z Signs and takes responsibility for payroll, stores,

| fequipment g
{_ reptacements. |
% __ gNegc:"mrkes minor contracis
 Administers approved budget
o ‘Submits regular progress reports.
(B) Case Management/ l g:dsure effective service or program delivery, liaison |
- Counseliing & Education %commumcaﬂon with clients in respect to the full
i range of p{ob em
Services resolutions involving mul‘nple service or program
. delivery methods.
{W_ !
) i Sound working knowledge of the range of client
_ | requirements and
E ;ensures that the unique needs of clients are
' ‘understood and
o %approprlate practical solutlons are provzded
'Ensures effective education assistance is provided.
' §  Ensures information about community facilities is
. ! available to clients N

‘and community educators.

Equivalent to higher diploma or 3 year degree or

8. ' Experience/Qualifications equivalent work

| |expenence

Indicative competencies of a Community Services Worker Grade 5 position
include:

| Unit Of Competence ] Element Of Competence z
| Organisational I A comprehensive understanding of the organisation |

" Knowledge ,mcludlng ;
| , philosophy, mission and values, Services, Policies and ';

| procedures, E

i fhow external agencres relate to, az‘ld are mtegrated W|th, f
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ti'ze overall

Understands the role and organisation of cther
provzders reievant

Wmoo _—
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o
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|govemment bodles legislation and relevant fegal

| | requirements.
2 itg;dershup - Effect ive !eaders?up of mult|p§e teams OR eff§a|vely ____
: I(supemsory! perform as

. team member OR able to work independently as a sole

rofessional and :
p © ‘operator.

| Performs grofesszonal level tasks wﬁh a thorough and

‘management) a dvance d

L | competence.

g | Effective leadership of change.
T

. Develops work group plans. Ensures deadlines and
i service standards

lare met.

3. Interpersonal Sk|lis/ | Superior verbal and written communication.

Communication | Capacity to express ideas effectively in individual and

group
. 1 sifuations.

I High degree of interaction with peers and team 5

members mcludlng

R  mentoring and peer support.

Hnfluence aﬂd !lalse professionally with others across
!the organisation

i

g - B

| * {and with professionals of external organisations.
|

;Negotlates professional matters.

'Investigates specific current professional/technical

4. | Problem Solving ‘knowledge and

: applicability to requirements.

_—
'Exercises judgment to assess situations and
| recommend effective
isolut;cms to specific issues.

 Identifies issues requiring innovative or creative
lsolutions

[Assmts in the development and |mplementatlon of such
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'solutions. §
} | Involved in research and evaluation of the |mpact of I
| | research for |
2 systems mterventzens programs and services. |
R o o Ersie oo s vttt Teaisiotor and. ™
5, Legls£atzon /Standards/ Ensures comphance with relevant Iegls!atlon and

standards

|eg, OHES, Disability Services Act, Disability Services
Staﬂdards and

‘= | 'Chlld Protect;on laws etc.

i Meets assigned deadlines and agreed program/service
| |delivery

! Documentation

I | standards and may participate in the review and
| development ef

, standards and associated documentatfon

i EF’artacz;;ates in peer review in relation to other
; | programs/service

! ,outcomes.

' Service Delivery Has substantial professmnal knewiedge of relevant
l Support orgamsation and

i Jgovernment poil(:les and programs |

? Plans, develops and/or reviews components of
systems business

| p?ans prcuects pollmes and programs

|
: Ensures effective preparation and administration of
; budgets.

'Ensures effective administration including purchases,
' equupment

Epayroil budget preparataon

Manages the operations for 2 or more %ocatzens
mciudmg the

!management of a mix of roles up 1o CSW Grade 4
! performing similar activities.

i Residential Services

! g Ensures duty of care and procedural falrness principles
are observed.

' Ensures client’s personal care needs are met and they
lhave access to

i oo

'community services. i

]And/Or Orgamses formal med:cat;en assessments l




o available tomeet o]

________ i - prlanned reqwrements and remedzes deflcneﬁggimwj
§ | Signs and takes respon5|b|hty for payroll, stores,

__________ S {equipment ST

o replacements. %

R _ INegotiates medium sized contracts. |

2 $Submzts reguiar progress reports. ]

___________ _ % e e e e flndepthknow]edgec}f a - mb(;rof dwerse practlce z

fareas and is

Counsellmg & Education capable of effective interventlons

Serv ces

'Has an explicit kﬂowiedge of a number of
assessment mtervent 1ons

and Serwce dellvery areas.

| Draws on a number of methodologies and

achleve successful outcomes.

Deals with enquiries from, ar.l.c;'foﬂows up. straight
forward

professional issues with relevant stakehoiders.

Handles complex case management.
' Develops service delivery agreements with senior
professionals
and clients for the achievement of particular goals
and participaies
| in and leads professional team meetings as
|necessary.
z ............................................................

e o s s——

8. Experience/Qualifications §

Has a degree or equzvalent ina reievant professzonal
area and/or

Substantlal professmnal experrence n relevant fleld

Indicative competencies of a Community Services Worker Grade 6 position

include:

" Knowledge

Orgamsatlonal

|Un|t Of Competence; - Ele_ment Of Competence
2

A comprehensive understanding of the organisation
(including:

' philosophy, mission and values; Services, Policies and
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: procedures,

;how external agencies relate to, and are integrated
'wiih the overall s

ergamsetlon s Mission and Organisation Strategic |
:  Plans. |

Understands the various enwronmeﬂts in whzc:h the E
jorgani isation

P - RS — Jrmm e e

i ‘operates e.g., social, frzarzcxal polztzcal etc

| Understands the objectives of the organisation and the
] financial :

J flmperatlves under which it operates.

I Understands related State, national and miemaizenat
' organisat;ens

Leadershlp | Provides technical leadership of other peopfe classn‘zed §
" | (supervisory/ ;at a lower

iprefessional and

grade involved in complex program/service/project ?
delivery and/or :

{AWW .

| maﬂagement) systems work

. Monitors progress aﬂd ensures program!preject
| | delivery agreements are met.

' 1 Hesp0n5|ble for the development of team members

; | %Or individually, or as a team member undertakes
§cemplex and/or

medlum size programs/service/projects dellvery and/or
admm sters

3 gcomplex systems requiring advenced experience at
i g‘either the

| Principal Spemalzst level in a sub discipline, or, at the
Starting |

| Specialist level in a discipline. |

" "Able to influence r”eievent prefessieriai and i
3. Interpersonai Skills/ ;management on the

;Communication more complex and sensnwe ssues !

; 'Collates relevant mformation and condects effective
: | presentations

J
! - [to internal/external organasat ions. J
|
E
4

; Pro-actively identifies opportunities for, develops and
“maintains

llong term, effective service deltvery relationships. J



| Initiates and/or encourages actions which meet/excesed
| service

identifies problems with the potentlal to adverse?y
2zmpac’t on major

iserwee delzvery areas and identifies options.

"Uses advanced professional/technical practices to
solve problems. |

| Provides appropriate reporis and recommendations to
management

| and retevant groups as required.

| Investigates specific current professional/technical
knowiedge and

Writes and researches relevant professmnalﬁechmcal

%
| applicability to requirements.
I material.

'Conducts cosUbeneflt anaiyses evaluates alternatives
and

i recommends solutions.

5, LegmiaﬁoniStandards/;

May formulate evaluation review process and techn cal
‘research.

ASSIsts in the resolation of major or atyplcal complex
legisiation,

-§ Documentation

| standards, including documentation, issues that |mpact
;across the ;

orgamsatzon

i Participates in the allgnment of prac:t ces with
‘iegisla’tlon standards

S -
! 'and relevant organisation pohczes
.6 iSer\nce Dellvery ‘Utrllszng specialist tevel skills, integrates the retevant
| Support | components
i of Commonwealth and State government legislation,
'policies and

| programs with specific systems, business plans,
¢ policies and

| programs.

: Undertakes complex administrative systems, business
| plans, projects, policy and program development and/or
review.
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| development andfor review wo rk

(A} Accommodation/

ﬂes den‘tzai Servzces

7
%

! | services enwronments or large compEex facility.

;Assists with strategic system, project planning, policy
‘and program

| High level of responsibility for and/or mvolvemenz in the
| management of the operations for multip!e compEex z

;Management of a mix of roles up to CSW Grade 5
ispread over a

1services are compiex

number of locations and where the provision of

i
|
|

ior located at a large complex facility.

| Ensures duty of care and procedural fairmess prlnCJples
are observed.

Ensures ciien’f s personai care needs are metf and they
have access to community serwces

[ Ensures effecti\fe education asszstance is prowded

!Ensures information about communlty facilities is

available to cli ents

i
i( j Case
i

“Counselling &
Education

! Provides professional services in circumstances
I requiring effective

|Consulted by others in area of professionai knowledge. |

Services

| coordination of complex issues e.g. legal.

IUndertakes professional practice supervision. i

|Is consulted by other professionals on complex cases,
i providing

| advice and training.

5 Deais with enquiries from, and follows up compiex
'technical/

Pt T el e e e

|

| professional issues with relevant organisations,

llncludlng Siate

I national and internati ona! crgan satzons

' Coordinates the implementation of specific assessment

land

%inierveniion aclivities and resolves problems with other :
;areas of the ;



relevant field.

i May have pos_t graduate qualifications in a related

specialist area.

and Program

Has complex evaluation, assessment, intervention
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TABLE 1

SACS Award / NRCLC EBA Rates
Per COM decision Meeting 1st September 2009
New Wage Rates Backdated to 1st July 2009

Based on the NRCLC 35 hour

week.

Category Per Year Per Week Per hour Casual
EBA
25%
CSW Grade One
Year 1 30,441.84 583.85 16.68 20.85
Year 2 31,595.20 605.97 17.31 21.64
Year 3 32,748.56 628.09 17.95 22.43
CSW Grade Two
Year 1 34,823.36 667.88 19.08 23.85
Year 2 36,323.04 £696.64 19.90 24.88
Year 3 37.821.68 725.39 20.73 25.91-
Year 4 39,435.76 756.34 21.681 _27.01
CSW Grade Three
Year 1 40,834.56 783.17 22.38 27.97
Year 2 42,3_77.92 812.77 23.22 28.03
Year 3 43,922.32 842.39 24.07 30.09
Year 4 45,465.68 871.99 24.91 31.14
Year 5 47,129.68 903.91 25.83 32.28
EBA Year 6 (Year 5 + $1,000) 48,129.68 923.09 26.37 32.97
CSW Grade Four
Year 1 48,434.88 928.94 26.54 33.18
Year 2 49,858.64 8956.25 27.32 34.15
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Year 3 51,285.52 983.61 28.10 35.13
Year 4 52,710.32 1,010.94 28.88 36.10
EBA Year 5 (Year 4 + $1,000) 53,710.32 1,030.12 29.43 36.79
CSW Grade Five

Award Year 1 54,135.12 1,038.26 29.66 37.08
Award Year 2 56,509.44 1,083.80 30.97 38.71
EBA Year 3 {Year 2 + $1,000) 57.,509.44 1,102.98 31.51 39.39
EBA Year 4 (Year 3 + $1,000) 58,509.44 1,122.16 32.06 40.08
EBA Year 5 (Year 4 + $1,000) 59,509.44 1,141.34 32.61 40.76
CSW Grade Six

Award Year 1 61,262.24 1,174.96 33.57 41.96
Award Year 2 64,825.28 1,243.28 35.52 44.40
EBA Year 3 (Year 2 + $1,000) 65,825.28 1,262.47 36.07 45.09
EBA Year 4 (Year 3 + $1,000) 66,825.28 1,281.65 36.62 45.77
EBA Year 5 (Year 4 + $1,000) 67,825.28 1,300.83 37.17 46.46
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TABLE 2

Entry levels are based on position descriptions sent to the consultant during the review of the SACS

Award in 2002

They are dssigned for determining the appropriate commencement level for a new recruit.

Management expanded the banded upper levels to enable longer serving or very experienced
employees to progress 1o higher levels of remuneration

CLASSIFICATION

Centre Manager

Principal Solicitor
Senior Tenants
Caseworker OR

Tenants Service
Coordinator

WDVCAP Regional
Coordinator

Generalist & WOW
Solicitors

Tenanis Case Workers
Tenants Intake Officer

DV Assistant
Coordinators

Centre Administrator

Bookkeeper

General Admin Assistants

Abcriginal Speciatist
Worker

Legal Information Officer

Community Development

/ Community Legal
Education Worker

ENTRY LEVELS

Grade 5 Year 1 banded to Grade 6
Year 1

Grade 5 Year 1 banded to Grade 5
EBA Year 3

Grade 5 Year 1 banded to Grade 5
Year 2

Grade 5 Year 1 banded to Grade 5
Year 2

Grade 4 Year 1 banded to Grade 5
Year 1

Grade 4 Year 1 banded to Grade 5
Year 1

Grade 3 Year 1 banded to Grade 4
Year 1

Grade 3 Year 1 banded 1o Grade 3
Year 4

Grade 3 Year 1 banded to Grade 3
EBA Year 6

Grade 3 Year 1 banded to Grade 3
EBA Year 6

Grade 2 Year 1 banded to Grade 3
Year 2

Grade 3 Year 1 banded to Grade 3
Year 4

Grade 3 Year 1 banded to Grade 3
EBA Year 6

Grade 3 Year 1 banded to Grade 3
EBA Year 6

EXPERIENCE PROGRESSION
BANDING

Banding extended to Grade 6 EBA
Year 5

Banding extended to Grade 6 EBA
Year 3

Banding extended {0 Grade 5 EBA
Year 5

Banding extended to Grade 5 EBA
Year 5

Banding extended to Grade 5 EBA
Year 4

Banding exiended to Grade 5 EBA
Year 4

Banding extended to Grade 4 EBA
Year 5

Banding extended o Grade 3 EBA
Year 8

Banding extended tc Grade 4 EBA
Year 5

incumbent offered Grade 4 EBA Year

5

Banding extended to Grade 3 EBA
Year 6

Banding extended to Grade 3 EBA
Year 6
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Community Development

/ Community Legal

Education Worker /

Coordinator of Generalist Grade 3 Year 1 banded to Grade 3 Banding extended to Grade 4 EBA
Court Support Service EBA Year 6 Year 5

Grade 4 Year 1 banded to Grade 4
Project Workers EBA Year 5
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EBA Table 3
Amended 1st July 2009

ALLOWANCES

(A)y MEAL ALLOWANCES

FOR OVERNIGHT AWAY FROM HOME TRAVEL

CITY COUNTRY
Breakfast $ 22.30 | Breakfast $ 19.95
Lunch $ 25.00 | Lunch $ 22.80
Dinner $ 43.00 | Dinner $ 39.30
Incidentals $ 16.50 | Incidentals $ 16.50
(B) ACCOMMODATION ALLOWANCE
SYDNEY COUNTRY CAMPING

(Stay with

Friends)
$ 183.00 3 92.00 | $ 91.50

(C) MOTOR VEHICLE ALLOWANCE RATES

1600¢cec -1.6 litre or less

63 cents per
km

1801ce - 2600¢ce

74 cents per
km

2801cc - and over

75 cents per
Km

(D) REASONABLE OVERTIME MEAL ALLOWANCE

$24.95

TD 2009/15
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TABLE 4

REDUNDANCY, INVALIDITY AND SALARY
MAINTENANCE PAYMENT

Years of Service Under 45 Years of Age Entitlement

Less than 1 year Nil

1 year and less than 2 years 4 Weeks
2 years and less than 3 years 7 Weeks
3 years and less thand42 years 10 Weeks
4 years and less than 5 years 12 Weeks
5 years and less than 6 years 14 Weeks
6 years and over 16 Weeks

Where an employee is 45 years or over, the entitlement shall be in
accordance with the following scaie

Years of Service | Over 45 Years of Age Entitlement

Less than 1 year Nil

1 year and less than 2 years 5 Weeks

2 years and less than 3 years 8.75 Weeks

3 vears and less than42 years 12.5 Weeks

4 years and less than 5 years 15 Weeks

5 years and less than 6 years 17.5 Weeks

6 years and over 20 Weeks

"Weeks Pay" means the all purpose rate of pay for the employee
concerned at the date of termination, and shall include in addition
, fo the ordinary rate of pay, over award payments, shift penalties
and allowance, paid in accordance with the Award.
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signatories

We have read and understand the terms and conditions of the Northern Rivers Community
Legal Centre Enterprise Bargaining Agreement:

Signed on behalf of the employers:
By The Applicant

m 2
Natalie Meyer, Chairperson of /

The Committee of Management
Northern Rivers Community Legal DenEBEN? Dated /O . . S5 ’
OO %“ofi‘%r
Common Seal of Associatioyi.ﬂ\,
&
iy
2
A
W
D o
Signed for and on behalf of )
AUSTRALIAN SERVICES UNION )

by
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