REGISTER OF
ENTERPRISE AGREEMENTS
ENTERPRISE AGREEMENT NO: EAO00/255

TITLE: Autism Association of New South Wales Adult and Residential
Services Enterprise Agreement 2000

I.R.C. NO: 2000/3460

DATE APPROVED/COMMENCEMENT: 4 August 2000

TERM: 13 months
NEW AGREEMENT OR

VARIATION: New

GAZETTAL REFERENCE: 6 October 2000
DATE TERMINATED:

NUMBER OF PAGES: 29

COVERAGE/DESCRIPTION OF
EMPLOYEES: Applies to employees engaged in the following positions: Residential Care
Worker, Training Officer, Residential Supervisor, Site Supervisor, Key Worker and Volunteer

PARTIES: Australian Services Union of N.S.W. -&- Autism Association of NSW

- —

2red

Agsreement

o ahGustrial Registrar




AUTISM ASSOCIATION
OF NEW SOUTH WALES

ADULT AND RESIDENTIAL SERVICES

ENTERPRISE AGREEMENT 2000

G\DATAWORD\SAGSDIVISIONAUTISMASSOCIATIONOFNSWAENTERPRISEAGREEMENT2000




1. TITLE
This Agreement shall be known as the Autism Association of New So'uth Wales Adult
and Residential Services Enterprise Agreement 2000.

2. INDEX

1. Title

2. index

i Application and intention
4, Duration

5. Definitions

6. Terms of Engagement
Ta Full Time Employee

8. Part Time Employee
9. Casual Employee

10. Hours of Work

11. Roster of Hours

12. Rest Breaks

13. Meal

14. Classifications

15. Rates of Pay

16. Payment of Wages

17. Supérannuation

18. Overtime
19. Call Backs
20. Shift Work

21. Sieepover Shifts

22. Excursions

23. Public Holidays

24, Higher Duties Allowance
5. Motor Vehicle Allowance
26. First Aid

20 Expenses

28. Sick Leave

29. Annual Leave

30. Annual Leave Loading
3t Long Service Leave

32. Bereavement Leave

33. Carer's Leave

34. Parental Leave N

35. Jury Service
36. Study Leave

37. Conferences and Training

38. Leave Without Pay Registel'Ed

39. Trade Union Training Leave Enterprise Agreement
40, Occupational Health and Safety

41. Protective Clothing and Equipment Industrial Registrar
42. Amenities

43. Confidentiality
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44. Grievance and Dispute Settling Procedure
45, Counselling and Disciplinary Procedures
46.  Termination |

47. Workplace Change and Redundancy

48. Union Right of Entry

49, Employees’ Indemnity Against Civil Liability
50. No Extra Claims

3. APPLICATION AND INTENTION

3.1 This Agreement shall apply to and be binding upon the Autism Association of
New South Wales (hereinafter referred to as “the Association™) and the
Australian Services Union of New South Wales (hereinafter referred to as “the
Union") and employees eligible to join the Union, whether members or not, who
are employed by the Association in the Adult and Residential Services of the
Association.

3.2 This Agreement has been developed through a voluntary process of consuitation
and participation and reflects the commitment of the Association, the Union and
employees to deliver a high standard of service to clients of the Association and
To maintain a harmonious and fulfilling work environment,

3.3 This Agreement shall regulate the terms and conditions of employment previously
regulated by the Social and Community Services Employees (State) Award.

4, DURATION

This Agreement shall operate from the date of approval by the Industrial Relations
Commission of New South Wales and remain in force until 30 Se c 20041

Registered
Enterprise Agreement

5. DEFINITIONS

' Industrial Registrar
“Residential Care Worker” shall mean an employee employgd to provide support
and training to clients in residential facilities.

“Training Officer” shall mean an employee employed to provide support and training
to clients in the acquisition of social, vocational, community access and independent
living skills.-

“Residential Supervisor” shall mean an employee employed to supervise and
provide on the job training to staff and clients in a residential facility, and is responsible
to a unit manager of the Association for the day to day operation of that residential
facility.

“Site Supervisor” shall mean an employee employed to supervise and provide on the
job training to staff and clients in an adult service and is responsible to a unit manager
of the Association for the day to day operation of a work site.
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“Key Worker” shall mean an employee responsible for the implementation of a
client’s individual plan.

“Volunteer” shall mean an unpaid worker who assists in an operational unit of the
Association in accordance with the Association’s volunteer policy.

“Continuous service” shall be calculated in the same manner as provided for in the
Long Service Leave Act 1955.

6.

6.1

6.2

6.3

6.4

7.

TERMS OF ENGAGEMENT

The Association shall inform each employee in writing as to the terms of their
engagement, and in particular whether they are a full time, part time, term or
casual employee.

The Association shall provide each employee with a job description and a duty
statement outlining specific duties to be performed and hours of work, upon
engagement, or in the case of existing employees, within one month of the
effective date of this Agreement.

All employees employed pursuant to this Agreement other than term or casual
employkes shall be deemed to be permanent.

(a) Upon engagement, an employee shall initially be employed on a
probationary basis for a period of three months. The probationary period
shall allow the employee to be inducted, undergo initial training and for the
Association to assess how the employee performs and responds to the
special needs of the clients.

(b) During this probationary period either party may terminate employment by
providing one weeks notice.

(c) During the period of probationary employment the employee’s service will
count for the purposes of accruing service and entitiements.

FULL TIME EMPLOYEE

A full time employee shall mean an employee engaged to work 76 hours per fortnight.

8.

PART TIME EMPLOYEE

8.1 A part time employee shall mean an employee who is rostered to work a

specified number of regular days and/or hours being less than 76 hours per
fortnight. i

Registered
Enterprise Agreement

[ Industrial Registrar 4

G\DATAWORDASACSDIVISIONVAUTISMASSOCIATIONOFNSWIEN JER‘F‘RBEA‘ER‘EEMEM




8.2

9.1

9.2

9.3

9.4

10.

10.1

10.2

1.

11.1

11.2

11.3

Part time employees shall be paid an hourly rate calculated on the basis of one-
thirty eighth of the appropriate weekly rate prescribed by clause 15, Rates of
Pay, of this Agreement.

CASUAL EMPLOYEE

A casual employee shali mean an employee engaged on an irregular basis to
work irregular hours.

A casual employee shall be paid an hourly rate equal to one-thirty eighth of the
appropriate weekly rate prescribed by clause 15 Rates of Pay, plus an additional
loading of fifteen percent.

Pursuant to the Annual Holidays Act 1944, casual employees are entitled to
payment in lieu of annual leave at the end of each engagement in addition to
entitlements under this clause, i.e. an amount equal to one-twelfth (8.33%) of the
employee’s ordinary pay for such period of engagement.

A casual employee shall be paid 2 minimum of two hours at the appropriate rate
for each engagement.

HOURS OF WORK
The ordinary hours of work shall be no more than 76 in any fortnight.

The minimum tength of a shift is 2 hours. The maximum length of a shift is 10
hours.

ROSTER OF HOURS

The ordinary hours of work for each employee other than casuals shall be
displayed on a roster in a place conveniently accessible to employees. Such
roster shall be displayed two weeks prior to the commencing date of the first
working period in any roster.

Provided further that a roster may be altered at any time to enable the services
of the Association to be carried on where another employee is absent from duty
on account of illness or in emergency, but where any such alteration involves an
employee working on a day which would have been their day off such time
worked shall be compensated in accordance with Clause 18, Overtime.

Rosters may be changed by mutual agreement between the Association and an
employee to meet the emergency needs of the service.

Registered
| Enterprise Agreement
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12. REST BREAKS

l

12.1 Employees required to continue work after their normal ceasing time must have
a rest period of ten (10) consecutive hours before again starting work.
Employees are to be paid for any working time lost.

12.2 Employees directed to resume or continue work without having their rest period
will be paid at time and one half for the first two hours and double time thereafter
until they are released from duty. They will then be entitled to be absent for a
period of ten (10) consecutive hours without loss of pay.

12.3 This clause does not apply to any sleepover shift whether or not that shift is
connected with an ordinary rostered shiff.

12.4 This clause does not apply where an employee in a residential service operated
by the Association is rostered on a morning and an afternoon shift on a
weekday.

13. MEALS

13.1  No employee shall work for a period longer than 5 hours without a meal.

13.2 A meal'may be taken in conjunction with client meals.

_ Registered
14. CLASSIFICATIONS Enterprise Agreement
14.1 Residential Care Worker and Training Officer Industrial Recistrar ”
14.1.1 Characteristics of this level T

(a) An employee employed as a Residential Care Worker or Training Officer
shall work under regular direction within clearly defined guidelines and
undertake a range of activities requiring application of acquired skills and
knowledge.

(b) At this level functions are performed that are defined by established
routines, methods, policies and procedures.

(c) Assistance will be available.

(d) Employees will be expected to have an understanding of work and
Association policies and procedures relevant to their work area and may
provide assistance to other employees or volunteers concerning established
policies and procedures.

{(e) Employees may be responsible for managing time, planing and organising
their own work and may be required to oversight and/or guide the work of
volunteers.
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() Employees may be required to resolve minor work procedural issues within
established policies, practices and procedures.

14.1.2 Responsibilities

Some of the responsibilities at this leve! may include:

(a) achieve outcomes that are clearly defined

(b) act as a key worker for a client or clients

(c) support clients in the community on an individual basis

(d) perform tasks of a sensitive nature inciuding personal care as required

(e) perform tasks and activities within a community program requiring
knowledge of established work policies, practices and procedures

(f) receive and account for client and Association monies

(g) assist with administrative functions, including data collection and program
development and implementation
]

(h) exercise initiative and independent judgement in the application of
established policies, practices and procedures under general supervision

(i) follow all Association policies and procedures relevant to the workplace

(i) operate a word processor andfor other business software and be proficient
in their use

14.1.3 Requirements of staff in the position

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

(a) basic skills in oral, written and visual communication with clients and other
member of the public

(b) knowledge of established practices and procedures relevant to the
workplace

(c) knowledge of the policies and regulations relating to the workplace

(d) application of Assaciation techniques used in supporting clients with Autism
Spectrum Disorder

Registered

(e) no formal qualifications required .
Enterprise Agreement
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(f) application of basic computer skills
14.1.4 Organisational Relationships
(a) work under regular supervision
(b) provide assistance to less experienced staff or volunteers
(c) report to immediate supervisor
(d) work outcomes are monitored by the immediate supervisor
(e) have freedom to act within defined policies and procedures
(f) required to refer to established practices, policies and procedures when

solving simple problems, however expected to refer to the immediate
supervisor for more complex problems or issues.

assistance will be available when required .
@ a Registered l\

Enterprise Agreement !l
— » - 0 i
14.2 Residential Supervisor & Site Supervisor Industrial Registrar ||

14.2.1 Charatteristics of this level

(a) An employee employed as a Residential Supervisor or Site Supervisor
shall ‘work under general direction within clearly defined and well
established policies, practices and procedures.

(b) A feature of this leve! includes problem solving of limited difficulty using
knowledge, judgement and work_organisational skills acquired through
qualifications and/or previous work experience.

(c) Assistance is available from Unit managers.

(d) Employees will be expected to have an understanding of work and
Association policies and procedures relevant to their work area and provide
assistance to lower classified employees or volunteers concerning
established policies and procedures.

(e) At this level, empiloyees may be required to supervise employees at a lower
classification and volunteers in their day to day work.

() Employees are responsible for managing, planning and organising their own
work and-the work of other employees and volunteers at the site.

(g) Employees may be required to deal with formal disciplinary issues within the
work area.
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(h) Employees wilt be expected to have a basic knowledge of human resource
management and be able to provide lower classified employees or
volunteers with on the job training.

14.2.2 Responsibilities
Some of the responsibilities at this level may include:
(a) achieve outcomes that are clearly defined

(b) undertake responsibility for various activities within the area of supervision

(c) perform tasks and activities within a community program requiring
knowledge of established work policies, practices and procedures

(d) act as a key worker for a client or clients

(e) perform tasks of a sensitive nature, including personal care as required
(f) co-ordinate and plan the IP process

(9) co-ordinate, develop and implement service programs

(h) support clients in the community

(i) allow the scope for the exercise of initiative and independent judgement in
the application of established work policies, procedures and practices

(j) supervise a number of employees at a lower classification or volunteers
(k) provide assistance to Unit managers

() assist with administrative functions, include data collection and records
management services

(m) receive and account for monies and provide regular reconciliation of same
(n) follow all Association policies and procedures relevant to the workplace

(o) operate a computer and/or programs and peripheral equipment and initiate
corrective action

(p) operate a word processor and/or other business software and be proficient

in their use
; |
Re
14.2.3 Requirements of staff in the position Entera e ent |

Some or all of the following are needed to perform work at this be¥@irial Registrar 1
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(a) skills in oral, written and visual communication with clients and other
members of the public

(b) thorough knowledge of established policies, practices and procedures within
the organisation and workplace

(c) practical experience in the application of techniques used in supporting
clients with Autism Spectrum Disorder

(d) formal qualifications are desirable but not essential and experience in the
field is necessary

(e) attainment of Association core competencies is highly desirable
14.2.4 Qrganisational Relationships

{a) work under general supervision

(b) supervision of other employees and/or volunteers

(c) operate as a member of a team

(d) rep.ort to Unit Manager

(e) operate under general direction within defined policies, practices and
procedures

() use documented policies, procedures and practices to solve problems
(g) work outcomes are monitored by the Unit manager

(h) assistance is available when problems occur.

10
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15. RATES OF PAY

15.1 The following rates of pay shall apply.

FULL TIME FULL TIME
EMPLOYEE EMPLOYEES
ANNUAL (38HOURS) HOURLY RATE
SALARY WEEKLY SALARY

RESIDENTIAL
CARE
WORKER/TRAINING
OFFICER
Level 1 25 316 485.54 12.78
Level 2 26 316 504.72 13.28
Level 3 27 316 523.89 13.78
Level 4 28 341 543.55 14.30
Special Level 29 324 562.40 14.80
RESIDENTIAL
SUPERVISOR/SITE
SUPERVISOR .
Leve! 1 29 571 567.14 14,92
Level 2 30 697 588.74 15.49
Level 3 ' 31927 612.33 16.11
Level 4 33 157 635.92 16.73
Special Level | 34 387 659.51 17.36
15.2 The rates of pay provided for at subclause 15.1 aboy i 3

percent with effect from 1 October 2000. | Registered

Enterprise Agreement

15.3 Commencement Industrial Registrar

Upon commencement, an employee shall be appointed to Level 1 of the
appropriate category, provided however that an employee with a relevant post
secondary qualification of two or more full time equivalent years shall be
appointed at least at Level 2 of the category.

.15.4 Incremental Progressi

(a) An employee shall proceed from level to level within the relevant category
upon the completion of both 12 months continuous service and 1300 hours
work.

(b) Upon successful completion of the core competency modules developed by
the Association, an employee may proceed two levels within the relevant
category on the date the employee is next eligible for incremental
progression in accordance with paragraph (a) above.

11
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(c) An employee shall not be eligible fo proceed beyond Level 4 of the relevant
category unless they have successfully completed the core competency
mo_dules developed by the Association, and have been assessed by their
Unit Manager as skilled in supporting clients with Autism Spectrum Disorder.

16. PAYMENT OF WAGES

16.1 The weekly rate of pay shall be the annual rate of pay divided by 52.14.

16.2 All wages shall be paid at least fortnightly by cash, cheque or electronic funds
transfer by agreement between the majority of employees and the Association.

16.3 Wages shall pe paid during working hours on a weekday which is not more than
3 days following the end of a pay period. The pay day once selected shall not be
changed without the agreement of a maijority of the employees.

16.4 In the case of electronic funds transfer payments wages shall be transferred to
the nominated account by midnight on the nominated pay day.

16.5 Upon termination, wages and other monetary entitlement due to an employee
shall be paid on the date of termination.

16.6 The Association may deduct from amounts due to an employee such amounts
as authorised in writing by the employee and deductions of income tax required
to be made to the Australian Taxation Office. |

Registered ‘
Enterprise Agreement l

Industrial Registrar

417.4 The Association shall contribute to a superann n_fund as specifiedi in
subclause 17.2 below on behalf of each eligible employee, such §uperannuat|on
contributions as required to comply with the Superannuation Guarantee

(Administration) Act 1992 as amended from time to time.

17. SUPERANNUATION l
uati

i he Health Employees
17.2 The Fund shali mean the AMP Superannuation F.und or t \ Y
Superannuation Trust Australia or the Australian Superannuation Savings

Employment Trust.

17.3Aggi\iguaLQ_Qulﬂ'MiQﬂ§

(a) An employee may make con
by the Association.

tributions to the fund in addition to those made

ee who wishes to make additional contributions must authoris€

lo .
© ﬁ\l t;‘.)3{';,1&‘;,)0csi(ation in writing to pay into the fund, from the employee’s wages, @

gpecied amount in accordance with
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(c)

(d)

The Association, upon receipt of written authorisation from an employee,
must commence making payments in the fund on behalf of the employee
within 14 days of receipt of the authorisation.

An employee may vary their additional contributions by a written
authorisation once per year, in December. The Association must alter the
additional contributions within 14 days of receipt of the authorisation.

18. OVERTIME

18.1 Overtime means time worked with the approval of the Association over and
above 38 hours per week.

18.2 Payment for Qvertime

(a)

(b)

An employee working in Adult Services shall be paid overtime at the rate of
time and a half, provided that all overtime worked on Saturday after 12 noon
and on Sunday shall be paid at double time.

An employee working in Residential Services shall be paid overtime at the
rate of single time for the first 25 hours of overtime worked in a fortnightly
pay period. For additional overtime worked in excess of 25 hours in a
fortnightly pay period, payment shall be at the rate of time and a half,
provided that additional overtime worked on Saturday after 12 noon and on
Sunday shall be paid at double time.

19. CALL BACKS

An employee who is recalled to work after leaving the place of empioyment shall be
paid for a minimum of two hours work at the appropriate overtime rate for such time so
recalled, provided that the employee shall not be required to work the full two hours if
the work such employee is recalled to perform is completed in a shorter period.

| Registered
20. SHIFT WORK | Enterprise Agreement
20.1 Definjtions Industrial Registrar

(a)

(b)

{c)

=

“Evening shift” means any shift which finishes after 8.00pm and at or Defore

12.00 midnight Monday to Friday.

“Night shift" means any shift which finishes after 12.00 midnight or
commences before 6.00am Monday to Friday.

“Saturday shift" means any time worked between midnight Friday and
midnight Saturday.

13
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20.2

20.3

21.

211

21.2

213

214

(d) “Sunday shift” means any time worked between midnight Saturday and
midnight Sunday. ‘

tin Shi

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

Shift Allow

(a) An employee working an evening shift shall be paid a loading of 15% on
their ordinary rate of pay for the whole of such shift.

(b) An employee who works a night shift shall be paid a loading of 30% on their
ordinary rate of pay for the whole of such shift.

(c) An employee who works a Saturday shift shall be paid a loading of 50% on
their ordinary rate of pay for the whole of such shift.

(d) An employee who works a Sunday shift shall be paid a loading of 75% of
their ordinary rate of pay for the whole of such shift.

L]

SLEEPOVER SHIFTS

“Sleepover” means a continuous period of eight hours during which an employee
is required to sleep at the workplace and be available to deal with any urgent
situation which cannot be dealt with by another employee or be dealt with after
the end of the sleepover period.

The Association shall take all reasonable steps to enable the employee to sleep
on the premises inciuding the provision of a bed with privacy, access to a
bathroom, toilet and a meal room free of charge to the employee.

An employee shall only sleepover under the following conditions:

(a) There is an agreement between the employee and the Association at least a
week in advance except in the case of an emergency; and

(b) a stéepover period shall always consist of eight continuous hours.

The sleepover allowance is equivalent to three hours payment at the employee’s
ordinary rate of pay. Such payment is compensation for the sleepover and for all
necessary work up to two hours duration during the sleepover period. Any
necessary work in excess of two hours during the sleepover period shall be
compensated for at overtime rates in addition to the sleepover allowance.
{l
||l

Registered
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22. EXCURSIONS

|
Where an employee agrees to supervise clients in excursion activities involving
overnight stays away from home, the following provisions shall apply:

(a) payment at ordinary rates of pay for time worked up to a maximum of 12 hours per
day.

(b) payment of an overnight allowance in accordance with the provisions of Clause 21,
Sleepover Shifts.

23. PUBLIC HOLIDAYS
23.1 Public holidays shall be allowed to full time and part time employees on full pay.

23.2 Where an employee is required to and does work on a public holiday the
employee shall choose either:-

(@) to be paid — and in such case the employee would receive their ordinary
pay for the day plus payment for time so worked; or

(b) (i) to take the equivalent time off — and in such case the employee would
* receive their ordinary pay for the day and the equivalent time off for the
time worked; or

(i) subject to mutual agreement between the employee and the
Association, such time off may be aggregated with annual leave
entitlements.

23.3 Where an employee who is a shift worker and is required to and does work an
ordinary rostered shift on a public holiday, the employee shall be paid double
time and a half (inclusive of shift allowances) for such shift.

23.4 Where an employee, who i$ a shift worker whose ordinary working time would
include a particular public holiday, is rostered off on that public holiday and does
not work, the employee shall have a day added to their annual holidays, or be
paid a day's pay additional to their weekly wage.

24. HIGHER DUTIES ALLOWANCE

24.1 An employee who is called upon by the Association to perform the duties of
another employee in a higher classification under this Agreement for any one
day or more shall be paid for the day(s) on which those duties are performed at
a rate not less than the minimum rate prescribed for the higher classification,
provided that such claims be made by the employee within one month of their
cessation of the performance of such duties.

.. Registered
Merprise Agreement
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24.2 Public holidays shall be considered as time worked in a higher classification

where the public holiday falls within a period of days where an empl i
acting in a higher classification. / mployee Is

24.3 An employee required to perform the work of another employee shall not suffer

any redgction in their wage (except where an employee is transferred to lower
paid duties for reasons set out in subclause 47.2)

24.4 The allowance paid pursuant to sub clause 24.1shall be considered to be the

employee’s ordinary rate of pay for all purposes while ever the em is i
receipt of the allowance. ‘ ployee is in

25. MOTOR VEHICLE ALLOWANCE

Where an employee i_s required to use their own vehicle in the course of their duty the
employee shall be paid an amount per kilometre travelled during such use as set out in
the Association’s motor vehicle policy.

26. FIRST AID

26.1 An employee who holds a current first-aid certificate issued by the St. John
Ambuldnce Association or Australian Red Cross Society or equivalent
qualification and who is required by the Association to be available to perform
first-aid duty at their workplace shall be paid an allowance at the rate set by the
Social and Community Services Employees (State) Award.

26.2 The Association shall meet the costs of attaining and/or renewing an employee’s
first aid certificate where that employee is required by the Association to be
available to perform first-aid duty at their workplace. -

Registered
Enterprise Agreement

27. EXPENSES )
Industrial Registrar

-

27.1 The Assaciation shall reimburse all reasonable expense ing the cost.o
telephone calls, necessarily incurred by an employee in carrying out their duties
subject to reasonable proof of the expenses being incurred being supplied to the
Association.

27.2 An employee required to stay away from home overnight shall be reimbursed the
cost of pre-approved board, lodging and meals. Reasonable proof of costs so
incurred is to be provided by the employee to the Association.

28. SICK LEAVE

28.1 (a) In the event of an employee becoming sick and unfit for duty and certified
as such by a duly qualified medical practitioner, he or she shall be entitled
to 10 days sick leave on full pay and 10 days sick leave on half pay for each

year of service.

16
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(b) Eorlttt:e purpose of this clause, illness shall include stress and mental ill
ealth, |

28.2 The Association may dispense with the requirements of a medical certificate
where' the absence does not exceed two consecutive days or where in the
Association’s opinion circumstances are such not to warrant such requirement.
However, failure to provide the necessary documentation or proof of iliness if

required shall mean that the absence will be deemed as leave without permission
and may take the form of leave without pay.

28.3 Each employee shall take all reasonably practicable steps to inform the
Association of his or her inability to attend for work and as far as possible state
the estimated duration of the absence. Where practicable such notice shall be
given within 24 hours of the commencement of such absence.

28.4 if the full period of sick leave as described above is not taken in any year, such
portion as is not taken shall be cumulative up to ten years. There shall be no
payment of portions of leave not taken on retirement or termination.

28.5 Sick leave without pay may be granted upon request to the Executive Director. In
considering this request, an employee may first be required to use all paid leave
entitlements.

28.6 Where an employee has, in accordance with this clause, taken sick leave, the
employee shall not be required to work any ordinary hours other than those
previously rostered so as to avoid or minimise the requirement on the Association
to provide paid sick leave.

credited. - Segistered

28.7 Sick leave taken due to compensable illness, injury qr_condition shall be re-
I ]
|
| Enterprise Agreement

29. ANNUAL LEAVE Industrial Registrar

29.1 Full time and part time employees shall be entitied to fi e weeks-annualleave
with pay after each twelve months of continuous service.

29.2 Annual close down

(a) The Association may give notice to any employee _that during a -speciﬁed
period some or all of the Association's workplaces will be tempora‘rlly closed
(or reduced to a nucleus) for the purposes of giving an annual holiday to the
employees to whom such notice has been given.

(b) Notice pursuant to paragraph (a):
(i} shall be given to an employee not less than 3 months before the
commencement of the specified period or, in the case of an employee
who commences employment less than 3 months before the

17
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commencement of the specified period
commences empioyment, and period, on the day the employee

(i) shall not be given iati o
year. g by the Association more than twice in any calendar

(c) No employee shall be required to take more than four weeks annual ieave

in any twelve month period because of the close down of
pursuant to this subclause. of any workplaces

29.3 The provisions of the Annual Holidays Act 1944 shall apply e i
i t
for in subclauses 29.1 and 29.2 above. Pply except as provided

30. ANNUAL LEAVE LOADING

30.1 A loading of 17.5% of the ordinary weekly rate is payable to an employee for four
weeks of annual leave accrued in each year of service. Payment of this loading
is in addition to the pay for the period of annual leave given and taken and due to
an employee.

30.2 Where the period of leave is taken in separate periods, the loading shall apply
only to the period taken. The loading shall be paid immediately before the
employee takes the leave.

]

30.3 Where the employment of an employee is terminated by the Association for a
cause other than misconduct, he or she shall receive payment of the loading for
any period of untaken annual leave to which the employee is entitled.

31. LONG SERVICE LEAVE

All employees shall be entitied to be paid long service leave in accordance with the
Long Service Leave Act 1955. -

Registered
Enterprise Agreement

32. BEREAVEMENT LEAVE

Industrial Registrar

32.1 An employee other than a casual empioyee shall be &gtitlad-to_up to [ ays
bereavement leave without deduction of pay on each occasion of the death of a

person prescribed in subclause 32.3 below.

32.2 The employee must notify the Association as soon as practicable of the intention
to take bereavement leave and shall, if required by the Association, provide proof

of death.
323 Bereavement leave shall be available to the employee in respect to the death of a

person in relation to whom the employee could have utilised Carer's Leave
pursuant to subclause 33.1, provided that for the purpose of bereavement leave,
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G\DATA\WORD\SACSDIVISION\AUTISMASSOCIATIONOFNSW\ENTERPRISEAGREEMENTZOOO



the employee need not h -
concemed,y ave been responsible for the care of the person

32.4 An employee shall not be entitled to bereave i
loye : ment leave under this clause durin
any period in respect of which the employee has been granted other leave. "

32.5 Bereavement leave may be taken in conjunction with other leave available under
Clause 33. Where such other available leave is to be taken in conjunction with
bereavement leave, consideration will be given to the circumstances of the
employee and the reasonable operational requirements of the Association.

33. CARER'S LEAVE

33.1 Use of Sick Leave

An employee other than a casual employee, shall be entitled to use any current
or accrued sick leave entitlement for absences to provide care and support to: a
spouse or a de facto spouse, a child or an adult child (including an adopted child,
a step child, a foster child or an ex nuptial child), parent (including a foster parent
and legal guardian), grandparent, grandchild, or sibling of the employee, a same
sex partner who lives with the employee as a de facto partner of that employee
on a bona fide domestic basis, or a relative of the employee who is a member of
the sanie household.

33.2 The employee shall, if required, establish either by production of a medical
certificate or statutory declaration, the illness of the person concerned and that
the illness is such as to require care by another person. In normal
circumstances, an employee must not take carer's leave under this subclause
where another person has taken leave to care for the same person.

33.3 An employee shall, wherever practicable, give the Association notice prior to the
absence of the intention fo take leave, the name of the person requiring care and
that person'’s relationship to the employee, the reasons for taking such leave and
the estimated length of absence. If it is not practicable for the employee to give
prior notice of absence, the employee shall notify the Association by telephone
of such absences at the first opportunity on the day of absence.

33.4 Use of Annual Leave

(a) An employee may elect, with the consent of the Association, to take annual
leave for the purpose of providing care and support to a class of person set
out in subctause 33.1who is ill.

(b) The Association and the employee may agree to defer payment of the
annual leave loading in respect of single day absences, until at least five
consecutive annual leave days are taken.

R Eg'j'sf
E ered
-TI“:'JPHEE ASIT'ETTTEII[
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34. PARENTAL LEAVE

34.1 The provisions of the NSW Industrial Relati
. elations A
provided for at subclause 34.2 below. &6 RS A O e

34.2 Paid Matemnity Leave

A female employee entitled to maternity leave shall be enti i
itled to six week
on full pay or twelve weeks leave on half pay. SBLEE

35. JURY SERVICE

35.1 A full time or part time employee required to attend for jury service during their
ordinary working hours shall be reimbursed by the Association 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.

35.2 An employee shall notify the Association as soon as possible of the date upon
which they are required to attend for jury service. Further the employee shall
give the Association documentary proof of their attendance, the duration of such

attendance and the amount received in respect of such jury service.
4

36. STUDY LEAVE

36.1 An employee, other than a casual employee, may apply for a maximum of 4
hours leave per week without loss of pay for the purposes of undertaking an
approved course which is relevant to their work.

36.2 Approval of study leave is at the discretion of the Executive Director, with
consideration to be given to the timing of lectures and to client needs.

36.3 Study leave may, with the agreement of the Executive Director, be accumulated
to a maximum of 76 hours to be used for bona fide biock courses.

36.4 Examination

An employee, other than a casuai employee, shall be entitled, with prior
notification, to leave without loss of pay to attend examinations in courses of
study relevant to their work. Where the examination is in the morning, paid
leave shall be granted for rostered morning hours. Where the examination is in
the afternoon, paid leave shall be granted for rostered morming and afternoon

hours.

Registered
Enterprise Agreement

Industrial Registrar
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37. CONFERENCES AND TRAINING

37.2 The costs of attepdfng such conferences, training courses and seminars will be
met by the Association including travelling time at ordinary rates.

37.3 Where an employee is directed to attend a conference, training course or
_seminar that is conducted outside their normal ordinary hours they shall be paid
in accordance with Clause18, Overtime for all time taken in attending including
any necessary travelling time.

38. LEAVE WITHOUT PAY

38.1 A full time or part time employee may apply to the Association for a period of
leave without pay.

38.2 The granting of any period of leave without pay to an employee is at the
discretion of the Association, with consideration to be given to client needs.

]

39. TRADE UNION TRAINING LEAVE

39.1 An employée may make application to the Association for paid leave to attend a
trade union course/conference.

39.2 The Association's approval of an application for trade union leave is subject to:

(a) The taking of the leave shall be dependent upon the Association being
able to make adequate staffing arrangements.

(b) Written application and at least four weeks notice, or other agreed
period, for leave shall be given.

(c) Paid ieave will not incur any other payment other than the ordinary rate
of pay.

(d) An annual poo! of paid leave up to a maximum of 10 days will be
provided by the Association for employees covefeo=e this Agreement
to use for trade union leave. Registered ——

Enterpris

n ErPI'L':e AgreemEnt

40. OCCUPATIONAL HEALTH AND SAFETY Industriy Registrar

401 To ensure the health and safety of employees, in accoraante=with_fhe
Occupational Health and Safety Act 1 983, the Association shall provide a safe

working environment.

21

G\DATA\WORD\SACSDIVISION\AUTISMASSOCIATIONOFNSW\ENTERPRISEAGREEMENT2000




40.2 All employees shall work in a safe manner, as re

40.3

41.

41.1

412

42.

421

42.2

42.3

42.4

42.5

43.

431

ired by the Occupati
Health and Safety Act QPl=el 37 pational
procedures. y Act 1983 Employees are required to observe safety

In each workplace there shall be either an O.H&S O

- : H.&. fficer or an O.H.&.S
Committee, .Any Com.rn'[ttee shall be established and shall operate in
accordance with the provisions of the Occupational Health and Safety Act 1983

?gg ;he Occupational Health and Safety (Committees in Workplaces) Regulation

PROTECTIVE CLOTHING AND EQUIPMENT

Where the Association requires an employee to wear protective clothing or a
uniform such protective clothing and uniform as are reasonably required shall be
provided and, as necessary, repaired and replaced by the Association provided
that any issue of protective clothing or uniforms shall remain the property of the
Association.

Where the Association provides safety equipment it shall be used by the
employee. Where the Association provides safety equipment the Association
shall maintain such equipment to the required standard and where necessary
replace such equipment.

AMENITIES

The Association shall provide safe and reasonable toilet and washing facilities
for the use of employees in each workplace.

The Association shall supply and maintain safe and reasonable heating and
cooling appliances for the safe and healthy functioning of the workplace.

The Association shall provide safe and reasonable facilities for the taking of
meals, including a table and chairs, boiling water, refrigerated water, a
refrigerator, a suitable cupboard for the storing of utensils and supplies and a
sink and running water for the purpose of washing up utensils (separate to any
toilet and washing facilities).

The Association shall provide for employees a rest area well furnished.

The Association shall maintain all amenities in a safe and hygienic manner and
to a reasonable standard.

CONFIDENTIALITY

An employee will not, while employed by the Assoc
termination of the employee’s employment for any reason (ex
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course of the employee’s duties under this Ag

law); reement or as may be required by

(a) c!|sclos_e to any other person any confidential information or trade secrets
(|r'1cludm.g but not limited to information identifying clients or families of
clients, information about other services, financial details, or computer
§oﬂware) relating to the Association of which the employee becomes aware
in the course of their employment with the Association; or

(b) use or attempt to use any such confidential information in any manner
which may cause loss or injury to the Association.

43.2 The employee will also use his/her best endeavours to prevent the disclosure of

44.

such confidential information by third parties. The restrictions contained in this
clause will continue to apply after termination of the employee’s employment but
will cease to apply to information or knowledge which comes into the public
domain other than by breach of this Agreement.

GRIEVANCE AND DISPUTES SETTLING PROCEDURE

Any dispute or gﬁevance arising out of the operation of this Agreement, other than a
dispute or grievance arising directly from the Association’s concern about an
employee’s work performance or conduct, shall be dealt with in the following manner.

(i)

(ii)

(i)

(iv)

{v)

In the first instance the employee shall attempt to resclve the grievance with
their immediate supervisor or unit manager and shall be entitled to have a
workplace representative present if the employee so desires.

Where any such attempt at settlement has failed, or where the dispute or
grievance is of such a nature that a-direct discussion between the employee and
their immediate supervisor or unit manager would be inappropriate, the
employee may notify a union or other representative who, if they consider that
there is some substance in the dispute or grievance, may forthwith take the
matter up with the Association and a meeting shall be arranged.

The arrangement of a meeting under step (ii) shall take place within seven (7)
working days of notification of a dispute or grievance.

Whilst the above conciliatory procedure is being followed, work shall continue
normally where it is agreed there is an existing custom, but, in other cases, work
shall continue on the instruction of the Association. No party shall be prejudiced
as to the final settlement by the continuation of work in accordance with these

claims.

In the event of failure to resolve the grievance or dispute amicably between the
parties, either party may refer the matter to the Industrial Relations Commission
of New South Wales, subject to each party's rights under the industrial Relations

Act 1996.
Et‘giﬁ tered
Enh-_'rprhe Agrmjmmr 23
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45. COUNSELLING AND DISCIPLINARY PROCEDURES

45.1 Counselling and Verbal Warnings

Where the Association has concerns about the work performance or
conduct of an employee, the Association shall initiate counselling of the
employee concemed to make them aware of the deficiencies in their
performance or conduct and the standard of performance or conduct that
the Association requires the employee to meet. At the commencement of
counselling the Association shall make the employee aware of the nature of
the counselling meeting and the specific areas of concern. Such
counselling may or may not be concluded by the Association giving the
employee a verbal warning to improve performance or conduct.

45.2 Counselling and Written Warnings

Where the Association believes that an employee's work performance or
conduct requires it, or continuing work performance or conduct following the
procedure in subclause 45.1 above have been completed, has not
improved, the Association may counsel or further counsel as the case may
be and may give a written warning outlining the employer’s concerns and
reasons.

45.3 Nothing in this procedure shall restrict the Association's right to summarily
dismiss an employee in circumstances that warrant summary dismissal.

45.4 Nothing in this procedure shall prevent the Association from repeating steps
specified in subclauses 45.1and 45.2 where the particutar circumstances require

it.
45.5 In relation to this procedure the Association shall ensure that:

(i) where an employee has been counselled or warned to improve
work performance or conduct, a reasonable time shall be given to
enable the employee to comply;

(i) the employee is given an opportunity to respond to any concern or
allegation, and

(i)  In a process where the employee may be given a verbal or written

warning, the employee is to be informed of their right to be
accompanied by a union or other representative

46. TERMINATION

46.1 Nothing in this Agreement prevents summary dismissal of an employee for
misconduct.

Registered

rise Agreement
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46.2 (a) Except for misconduct, justifying summary dismissal, the services of an

employee shall be terminated by the Association only by notice as prescribed
by the following:

46.3

47.

47 .1

47.2

47.3

Yea tinuou i Notice required
Not more than 1 at least one week
More than 1 but not more than 3 at least two weeks
More than 3 but not more than 5 at least 3 weeks
More than 5 at ieast 4 weeks

(b) Where an employee is over 45 years of age they shall receive in addition to

the above table, one week extra notice, provided that the employee has had
two years service.

An employee may terminate their employment by giving the Association two
weeks notice.

ORGANISATIONAL CHANGE AND REDUNDANCY

Applicat

This clause shall apply in respect of full time and part time employees
'

Introduction of Change

(a) Where the Association has made a definite decision to introduce changes

(b)

in production, program, organisation, structure or technology that are likely
to have significant effects on employees, the Association shall notify the
employees who may be affected by the proposed changes and the union;

“significant effects” include termination of employment, major changes in
the composition, operation or size of the Association's workforce or in the
skills required, the elimination or diminution of job opportunities, promotion
opportunities or job tenure, the aiteration of hours of work, the need for
retraining or transfer of employees to other work or locations and the
restructuring of jobs.

Provided that where this Agreement makes provision for alteration of any of the
matters referred to herein, an alteration shall be deefned pot (0 nave sigrjjiicant

effect. egistered

E

(a) The Association shall discuss with the employ

Enterprise Agreement

T

Industrial Registrar

Linion,
the introduction of the changes referred to in subclause 47.2 above, the
effects the changes are likely to have on employees and measures to avert
or mitigate the adverse effects on such changes on employees, and shall
give prompt consideration to matters raised by the employees and/or the
union in relation to the changes;
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(b} the discussion shall commence as early as practicable after a definite
decision has been made by the Association to make the changes referred
to in subclause 47.2.

(c) for the purpose of such discussion, the Association shall provide to the
employees concerned and the union all relevant information about the
changes including the nature of the changes .proposed, the expected
effects of the changes on employees and other matters likely to affect
employees provided that the Association shall not be required to disclose
confidential information the disclosure of which would adversely affect the
Association.

47.4 Notwithstanding the provisions of subclauses 47.2 and 47.3 above, the
Association reserves the right to transfer employees between workplaces within
an operational unit of the Association.

47.5 Severance Pay

In addition to the period of notice prescribed by clause 46, Termination, where
an employee is to be terminated arising from a decision by the Association that it
no longer wishes the job of an employee to be done by anyone, the Association
shall pay the following severance pay in respect of a continuous period of
service',

(a) if an employee is under 45 years of age, the Association shall pay in
accordance with the following scale;

Years of Service rd I e
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 than 4 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

(b) Where an employee is 45 years old or over, the entitiement shall be in
accordance with the following scale:

Years of Service rd4 r nd
over Entitlement
Less than 1 year nil
1 year and less than 2 years 5 weeks Registered
2 years and less than 3 years 8.75 weeks || Enterprise Agreenien
3 years and less than 4 years 12.5 weeks
4 years and less than 5 years 15 weeks Industria] Registrar
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5 years and less than € years 17.5 weeks
6 years and over 20 weeks

47.6 Time off during the notice period

{(a) During the period of notice of termination given by the Association, an
employee shall be allowed up to one day's time off without loss of pay
during each week of notice, for the purposes of seeking other employment.

(b) If the employee has been allowed paid leave for more than one day during
the notice period for the purpose of seeking other employment, the
employee shall, at the request of the Association be required to prc;duce
proof of attendance at an interview or the employee shall not receive
payment for the time absent.

477 loyee |eavi in noti ri

If the employment of an employee is terminated (other than for misconduct)
before the notice period expires, the employee shall be entitled to the same
benefits and payments under this clause had the employee remained with the
Association until the expiry of such notice. Provided that in such circumstances
the employee shall not be entitled to payment in lieu of notice.

47.8 Statembent of employment

The Association shall, upon receipt of a request from an employee whose
employmer'\t has been terminated, provide to the employee a written statement
specifying the period of the employee’s empioyment and the classification of or
the type of work performed by the employee.

47.9 Department of Social Security Employment Separation Certificate

The Association shall, upon receipt of a request from an employee whose
employment has been terminated, provide to the employee an “Employment
Separation Certificate” in the form required by the Department of Social Security.

47.10 Transfer to lower naid duties

Where an employee is transferred to lower paid duties for reasons set out in
subclause 47.2 above, the employee shall be entitled to the same period of
notice of transfer as the employee would have been entitled to if the employee's
employment had been terminated, and the Association may make pr:-tymen_t in
lieu thereof an amount equal to the difference between the former ordinary time
rate of pay and the new ordinary time rates for the number of weeks of notice

still owing. [

Registered
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48. UNION RIGHT OF ENTRY

48.1 An authorised officer of the Union may enter during working hour‘s, any premises
where employees covered by this Agreement are engaged, for the purpose of
holding discussions with the employees at the premises in any meal break or
non-working time.

48.2 An authorised officer of the Union may enter during working hours, any premises
where employees covered by this Agreement are engaged, for the purpose of
investigating any suspected breach of the industrial relations legislation or of this
Agreement provided that the Association is given the requisite notice required
under the Industrial Relations Act 1996.

49. EMPLOYEES' INDEMNITY AGAINST CIVIL LIABILITY

The Association shail be responsible, in accordance with the Employees Liability Act,
1991, to indemnify employees against liability for fault (as defined in that Act) arising
out of the performance of work by the employee.

50. NO EXTRA CLAIMS

The Union uhdertakes not to pursue any extra or additional claims during the life of
this Agreement.

[7 Registered
En

terprise Agreement

Industrial Registrar

G\DATA\WORD\SACSDIVISION\AUTISMASSOCIATIONOFNSW\ENTERPR!SEAGREEMENTZDOO



Signed for and on behalf of

the Autism Association of i R

New South Wales Iféxf/ C bl
Imelda Dodds, Executive Director

before me . {/{@
Witnee’ it/ ,f_{gﬂﬂ)f'f
74
7 Lburd o>

Date U
Signed for and on behalf of

(
the Australian Services Union F)
of New South Wales (\U‘L S \ '-C_TC- VS

Alison Peters, Secretary

before me | %4' ﬁé( Z

Witness

.-’

1 / é ( O -
Date
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