.

REGISTER OF
ENTERPRISE AGREEMENTS

ENTERPRISE AGREEMENT NO: EA02/161

TITLE: NSW Federation of Housing Associations Inc Enterprise
Agreement 2002

I.R.C. NO: 2002/1490

DATE APPROVED/COMMENCEMENT: 4 April 2002

TERM: ) ~4 October 2003
NEW AGREEMENT OR

VARIATION: New

GAZETTAL REFERENCE: 10 May 2002

DATE TERMINATED:

NUMBER OF PAGES: 40

COVERAGE/DESCRIPTION OF

EMPLOYEES: Applies to all the employees of the NSW Federation of Housing Associations

Inc.

PARTIES: NSW Federation of Housing Associations Inc -&- the Australian Services Union of
N.S.W.




NSW Federation of Housing Associations
Level 3, 17 Randle Street
SURRY HILLS NSW 2010

Ph: 029281 7144
"Fax: 02 9281 7603
Email: nswfha@communityhousing.org.au

ENTERPRISE AGREEMENT
OF

- NSW FEDERATION OF
HOUSING ASSOCTATIONS INC

Registered
Enterprise Agreement

Industrial Reguu-ar

|




[
]

i
-.

L
!

TABLE OF CONTENTS

1 B 11 T O OO SPPT P
2. Coverage of Agreement.............oooiiiiiiiini i
3. Parties BOUNG. ... e
4. Operation of Agreement.............oiiiiiiiiii
5. Access to this Agreement............ s
6. Definitions...............cocooeoe. L L P PPN
7. Equal Employment Oppo;unity ..........................................................................
8. Terms of ENgAagement .. ...
9. Full-time EMPIOYMENT .....o.ooii it
10. Part-time EmMployMEnt ...
1. Fixed Term EmMpPIOYMENt ... et
12. CasUAl EMPIOYEES. ... ot e
13. Probationary Employees ... e
14. Hours of WorK. ... e -
15. MeEal Breaks . . oo e
16, PUDHC HOAYS ... it e
17, SR LBAVE. . et
18, Carer S LBV oo
19. ANNUEI LBAVE ...ttt re et e e e s s s s e re e e e e e nenn s
20, Staff Training and Development ...
21. CONfEIENCE LBAVE ....oiiiiieii ittt e s r et ae b e
22, Study and EXamination LEAVE............oooviiiiiiiiiiee e e ee e e
23. SPECIAI LBAVE ... et a e a s
24. Parental Leave ...........cccociiiiiiinirinneiieen e gt
Registered

25. Long Service Leave ... ) Enterprise Agreement
26, Travel COSIS oo seassae e e Industrial Registrar

NSW Federation of Housing Associations ENTERPRISE AGREEMENT 2




27,  Child CAre ..o s e s r e
28.  Grievance and Dispute Settling Procedure ...........cooviiiiiiiiiiiinin,
29. Disciplinary ProCedure .............cooviiiviiiiininneniecnnininiine e e sanenenas
30. Summary Dismissal and Suspension on Full Pay ..o,
31. Termination of Employment by the Employee ..o,
32. Termination of Employment by the Employer following a Dispute ......................
33, SUPErannUAON .....cc.cciieiiiiiee e e e st s
34. Leave Without Pay ........... D R RIEI LI LN PPPOS
35. Redundancy ................ ’ ..........................................................................
36. MISCEIIANEOUS ....ieini et ea e et r et e e e e e enrens
Attachments

1. Salany StrUCIUME ... s e e
2. Classification StrUCIUre.........cccoiiri e e

-

Registered
Enterprise Agreement

Industria) Registrar

NSW Federation of Housing Associations ENTERPRISE AGREEMENT



ENTERPRISE AGREEMENT - NSW Federation of Housing Associations Inc.

1. Title

This Agreement is to be known as the NSW Federation of Housing Associations Inc
Enterprise Agreement 2002.

2. Coverage of Agreement

This Agreement governs the terms and conditions of employment of ali employees of the
NSW Federation of Housing Associations Inc.
L

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

The employer is committed during the life of this Agreement and in its renegotiation to
negotiate collectively with the Union in respect of all its employees who are eligible to be
members of the Union. Therefore, the employer agrees that individual employee
arrangements will not be promoted or offered to any employee whilst this Enterprise
Agreement remains in force.

3. Parties Bound -

This agreement is between:

a. NSW Federation of Housing Associations Inc.

b. ©  All employees

C. The Australian Services Union of New South Wales ( “the Union” )
4. Operation of Agreement

. This Agreement shall commence on and from the date of certification by the Commission
and continue in force for a period of 18 months.

5. Access to this Agreement

A copy of this Agreement will be provided to all existing and new employees and a copy
will be kept in a place accessible to all employees.

Registered
Enterpnise Agreement

Industrial Registrar
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6. Definitions
in this Enterprise Agreement, the following definitions apply:

“Agreement” means the NSW Federation of Housing Associations Inc Enterprise
Agreement;

“Award” means the Social and Community Services Employees (State) Award,;

“Commission” means the Industrial Relations Commission of NSW,

Registered

“Federation” means the NSW Federation of Housing Associations Inc. Enterprise Agreement

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

7. Equal Employment Oppprtunity s

(@) The Federation is an equal employment opportunity (EEO) workplace. The
Federation has a firm commitment to EEO principles and wiil ensure that no
discriminatory policies or practices exist in any aspect of employment or when
providing goods and services.

(b} The Federation will also endeavour to identify and remove barriers to employment
opportunities for particular groups who have been historically disadvantaged in
employment. For example: women, Aboriginal and Torres Strait Islander people,
people from racial, ethnic and ethno-religious groups and people with a disability.

(c) The Federation will provide a flexible and safe work environment so that all staff,
Federation members and service users can participate in, and access all relevant
services and opportunities.

8. Terms of Engagement

Prior to commencing employment, the employer will give each new worker a letter of
appointment setting out:

(a) the worker’s jobdescription and position title;

(b} the worker's regular or set hours of work; including whether night work is expected,
(c) the worker's pay rate under this Agreement;

(d) the worker's employment status (i.e permanent, casual or fixed term),

(e) the length of the probationary period (where appropriate) and

(f) attaching a copy of this Agreement.

The job description shall specify the duties to be performed by the employee, shall not be
varied except by agreement between the empioyer and the employee.

9. Full-time Employment

A full-time employee shall mean an employee who is employed to work 36.75 hours per
week in accordance with the hours of work conditions (Clause 14).

10. Part-time Employment

a. A permanent part-time employee shall mean an employee who is employed to
work regular days and regular hours which are less than the hours of a full-time employee.

NSW Federation of Housing Asscciations ENTERPRISE AGREEMENT 5
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d.

A part-time employee shall be paid an hourly rate calculated by dividing the
ordinary weekly salary of an equivalent full-time employee by the number of
ordinary hours worked per week by such equivalent full-time employee.

The minimum hours of duty for a part-time employee on any one day is three

A permanent part-time employee shall receive the conditions of employment

provided for by this agreement for full-time employees at a rate in proportion to the
number of hours worked each week by such part-time employees.

11.

(a)

(b)

(c)

(e)

12,

Fixed Term Empiloyment

A fixed term employee is specifically engaged to work for no more than 52 weeks,
either full-time or part time:

v
{i) in a position which is temporary in nature for a specified period of

time; Registered

. . o . Enterprise Agreemen
(i) for the completion of a specified task(s) or project; or

. .|| Industrial Regi

(i)  torelieve in a vacant position arising from a worker taking leave i egistrar
accordance with this Agreement. e

Unless otherwise stated, fixed term employees are entitled to the full benefits of
this Agreement on a proportionate basis.

When offering employment on a fixed term basis to a job applicant, the employer
will advise them in writing of the temporary nature of the employment and the
duration of emptoyment.

If within 3 months of ending fixed term employment with the employer an employee
is subsequently re-employed as a permanent employee, the fixed term
employment will count as service under this Agreement for all purposes (except for
specific leave entitlements if any periods of that leave were taken or paid out under
the fixed term employment).

The employment of a fixed term employee may be extended once only, and only
up to a total employment of 18 months.

Casual Employee

A casual employee shall mean an employee who works on an irregular basis and
is engaged by the hour and paid as such.

A casual employee shall be paid an hourly rate equal to one 36.75th of the
appropriate weekly rate prescribed by the attached NSW Federation of Housing
Associations Salary Structure plus an additional locading of twenty-five percent for
ordinary hours worked inclusive of any statutory entitlement the worker has to
annual holiday payments.

The minimum period which a casual employee can be required to work is 3 hours.

A casual employee shall not be employed for more than a period of 12 weeks
consecutively.

NSW Federation of Housing Associations ENTERPRISE AGREEMENT 5]
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13. Probationary Employees

(a) New employees (except employees engaged on a casual basis) shall be employed
for a three month probationary period at the commencement of their employment.
Employees shall be told the length of the probationary period before they accept
the offer of employment, for example at the interview or when the offer of
employment is made.

{b) The employee's performance will be assessed throughout the probationary period
and the employee will be given feedback about their performance. Where areas of
unsatisfactory performance are identified, the probationary employee will be made
aware of these; the standards of satisfactory performance required and the dates
by which they are to be achieved.

(c) The continued employment of the employee is dependent on their successful
completion of the probatignary period. Where an employee has successfully
completed the probationary period, their appointment will be made permanent.
When an employee has been made permanent they will receive a letter of
permanent appointment which they are to sign.

(d) Where at the end of the probationary period, there remain some concerns about
‘ the employee's performance, discussions between the employee and his/her
Manager will be held. At those discussions, the Manager will highlight the
concerns about the employee’s performance.

| (e) Where the employee's performance does not meet the standard required for the
job, the following may occur:

i} The Executive Director will discuss any concerns with the new employee and if
appropriate offer training or some flexibility with the job description; or

i) The employee’'s employment may be terminated.

(@) If the employee is not happy with any decision made they
Grievance and Dispute Settling Procedure in Clause 28.

e
Registered
Enterprise Agreement
14. Hours of Work
Industrial Registrar
a. The office hours for the organisation are 9.00am to 5.00pfa, Monday to Friday

inclusive. All staff have a responsibility to implement systems to ensure that the
office is staffed during office hours, except in the case of public holidays and
agreement with the State Council.

b. The spread of ordinary hours shall be 7.00am to 7.00pm, Monday to Friday
inclusive.

o The base hours of work shall be 36.75 hours per week for a full-time employee and
pro-rata for part-time employees.

d. The core hours shall be 10.00am to 4.00pm, Monday to Friday, lunch time
excluded, for full-time employees and may be varied for other employees by mutual
agreement with the State Councit.

e. An ordinary working day shall be defined as follows - hours per week divided by five
(5) days per working week equal hours of an ordinary working day. This ordinary
working day shall be used to calculate sick leave, annual leave etc.

NSW Federation of Housing Associations ENTERPRISE AGREEMENT T
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f. An employee may arrange their hours provided they are within the range of ordinary
hours specified and the employee is on duty during core hours.

g. An employee may choose to vary their work hours on a flexi-time basis within the
ordinary hours to accumulate hours. An employee can be in credit to maximum of
36.75 hours or in debit up to a maximum of 7 hours without gaining specific
permission from the employer. However, once either of these limits are reached,
written permission must be gained from the employer to increase them.

h. Accumulated flexi time may be taken by prior mutuat agreement between the
employee and their supervisor or State Council. A maximum of the equivalent of 2
ordinary working days may be taken at any one time with prior approval of the
Executive Director or the State Council.

i. All work outside the ordinary hours of work must be by prior mutual agreement
between the employee and supervisor or State Council. An employee required to
work outside ordinary hours of work or who has worked 10 hours or more in one
day shall be entitled to one and half hours time-in-lieu for every extra hour worked.

Hours of work/summary

Office hours: Monday to Friday 9am to 5pm (clause 14a)

Base hours: Employees normal number of hours worked each week (clause
14c)

Regular hours: Employees normal times for work each week

Ordinary hours: Monday to Friday, 7am to 7pm

Core hours: Monday to Friday, 10am to 4pm (clause 14d)

15. Meal Breaks

a. A lunch break of not less than thirty minutes and not more than two hours shall be
taken each day provided that no employee shall be required to work more than five
hours continuously without a meal break.

b. A dinner break of not less than thirty minutes and not more than two hours may be
taken where duty extends beyond 7pm on any day. The first thirty minutes of such
a break will be paid where the employee is required by State Council to work such
hours.

16. Public Holidays

a. Employees shalt be entitled, without loss of pay, to the following public holidays:

New Years Day;
Australia Day;

Good Friday; f i

Easter Saturday; { Registered
Easter Monday; Enterprise Agreement
Anzac Day;

Queen’s Birthday; Industrial Registrar
Labour Day;

Christmas Day;
Boxing Day; and

any other day gazetted as a public holiday for the State

NSW Federation of Housing Associations ENTERPRISE AGREEMENT 8
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18.

o

When a public holiday is observed during the employee's period of annual leave,
the employee shall be paid an additional day's pay or be granted an additional
day's leave without loss of pay.

An employee required to work on a public holiday shall be paid double time and a
half with a minimum payment for four hours' work.

Any indigenous Australian employee shall be entitled to NADOC Day as a Public
holiday without loss of pay.

Sick Leave

An employee shall be entitled to be absent without loss of pay on account of
personal iliness or injury not sustained in the course of duty for ten (10} days in
each twelve (12) months gf service for full time employees and on a pro-rata basis
for part-time or temporary employees. An employee taking more than two (2)
consecutive days sick leave shall provide proof of such illness or injury in the form
of a medical certificate.

The employer may grant further sick leave at its discretion.

If the full period of sick leave prescribed in clause 17a is not taken in any one year,
the remaining entitlements shall be cumulative to a maximum of fifty (50) days.

The employer shall not terminate the services of an employee whilst on sick leave
taken pursuant to clauses 17a to 17¢ except in the case of the funding body
discontinuing the grant for the position.

If the employee becomes sick or is injured while on annual leave so that the
employee is unable to derive benefit from their annual leave, they shall be entitled,
if so elected, to convert that period of annual leave to sick leave (if entitled to sick
leave) and take the outstanding annual leave at a time convenient to the employer.
Proof of such illness or injury in the form of a medical certificate shall be provided
for the employer.

Accrued sick-leave shall not be paid upon termination of employment.

Entitlements for short term employees to be accrued from contract to contract if

renewal of contract is within twelve e Sterto e previous contract.
Registered

Carer’s Leave Enterprise Agreement

Use of Sick Leave || Industrial Registrar

i An employee other thﬁﬁfa-':amafﬂn*rmm&?unith responsibilities in

relation to a class of person set out in 18(a){(iii)(2) who needs the
employee's care and support shall be entitled to use, in accordance with
this subclause, any current or accrued sick leave entitlement provided for at
clause 17 of the Agreement, for absences to provide care support for such
persons when they are ill. Such leave may be taken for part of a single
day.

ii. The employee shall, if required, establish by production of a medical
certificate or statutory declaration, the illness of the person concermned and
that the illness is such as to require care by another person. In normal

NSW Federation of Housing Assaciations ENTERPRISE AGREEMENT g8
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circumstances, an employee must not take carer’s leave under this
subclause where another person has taken leave to care for the same
person.

iil. The entitlement to use sick leave in accordance with this subclause
is subject to:

1) the employee being responsible for the care and
support of the person concerned; and

2) the person concerned being:
(i) a spouse of the employee; or
(ii) a de facto spouse, who, in relation to a

pergoh, is a person of the opposite sex to the first mentioned
who lives with the first mentioned person as the husband or
wife of that person on a bona fide domestic basis although
not legally married to that person; or

(iii) a child or an adult (including an
adopted child, a stepchild, a foster child or an ex-nuptial),
parent (including a foster parent and legal guardian),
grandparent, grandchild or sibling of the employee or spouse
or de facto spouse of the employee; or

(iv) the employee as the de facto partner
of that employee on a bona fide domestic basis; or

(v) member of the same household,
where for the purposes of this paragraph: }

(@) ‘relative” means a
person related by blood, marriage or affinity;

(b) “affinity” means a
relationship that once spouse, because of marriage,
has to blood relatives of the other; and

(c) “household” means a
family group living in the same domestic dwelling.

i. An employee shall, wherever practicable, give the employer notice
prior to the absence of the intention to take leave, the name of the person
requiring care and their 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 notice of absence, the employee shall notify the
employer by telephone of such absence at the first opportunity on the day
of absence.

b. Unpaid Leave for Family Purposes

An employee may eléct, with the consent of the employer, to take unpaid leave for
the purpose of providing care and support to @ member of a class of person set out

in 18(a)(iii)(2).
c. Annual Leave

NSW Federation of Housing Associations ENTERPRISE AGREEMENT 10
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An employee may elect with the consent of treemptoyersSTbfectio

the Annual Holidays Act 1944, to take annual leave not exceeding five days
in single day periods or part thereof, in any calendar year at a time or times
agreed by the parties.

ii. Access to annual leave, as prescribed in paragraph 18(c)(i) above,
shall be exclusive of any shutdown period provided for elsewhere under
this Agreement.

iii. An employee and the employer 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.

-Up Ti
L

An employee may elect, with the consent of the employer, to work “make-up time”,

under which the employee takes time off during ordinary hours, and works those

hours at a later time, during the spread of ordinary hours provided in the

Agreement, at the ordinary rate of pay.

Annual Leave

Annual leave shall be granted and paid in accordance with the terms of the Annual
Holidays Act, 1944.

Leave loading is payable in addition to the pay for the period of annual leave taken
and due to the employee under the Annual Holiday Act, 1944.

The loading is to be calculated in relation to any period of annual holiday to which
the employee becomes or has become entitled (but excluding days added to _
compensate for public holidays).

The loading is the amount payable for the period at the rate per week of 17.5% of
the appropriate ordinary weekly pay rate immediately before the annual holiday to
which the employee becomes or has become entitled (but excluding days added to
compensate for public holidays).

No loading is payable to an employee who takes an annual holiday partly or wholly
in advance, provided that, if the employment of such an employee continues until
the day when she or he would have become entitled to an annual holiday, the
loading then becomes payable in respect of the period of such annual holiday and it
is to be calculated in accordance with sub-clause b) of this clause.

On termination, an employee will be paid leave loading on all annual leave
outstanding.

Leave loading will be paid as an additional component at the time of the salary
payment which includes the annual leave payment.

Leave loading will be paid for any annual leave taken during the first year of
employment at the time of the first anniversary of appointment.

An employee will provide the employer with 2 weeks written notice of intention to
take annual leave unless exceptional circumstances apply. Applications for annual
leave must be directed to employer.

NSW Federation of Housing Associations ENTERPRISE AGREEMENT 11
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At the approval of the employer, annual leave can be taken in dpy-combinastion-of
days with a minimum of one (1) day and a maximum of six (6) weeks.

Annual leave can be taken in advance at the discretion of the employer.

The agency will be closed from 12 noon on 24th December until 2nd January
except when these days fall on a weekend and employees will receive normal pay
for these days. All full time employees are required to nominate the Christmas
public holidays as three (3} of their cultural days and that the remaining working
days between Christmas and January 2nd be granted as additional paid leave. A
pro-rata arrangement will apply to part-time employees.

Entitlements for short term employees to be accrued from contract to contract if

renewal of contract is within twelve months of the start of the previous contract.
4

An employee should take annual leave within eighteen months of entitlement

to that leave. Special permission must be applied for from the employer to

defer taking annual leave by more than eighteen months.

Staff Training and Development

The Federation actively encourages the participation of all staff in continuing
education, training and development activities that will enhance personal and
professional knowledge and skills.

The Federation will allocate no less than 2% of its annual payroll to staff training
and development. The staff training and development budget can be used to pay
fees, conference registrations and travel costs.

Conference Leave -

An employee is classified as on duty when attending conferences relevant to the
employee's work. Such leave must be authorised in advance by the Executive
Director.

An employee who is authorised to attend a conference on a day which is not their
ordinary day of work, or outside their ordinary working hours, shall be granted time
in lieu for every such hours of attendance at the conference.

The employee shall be entitled to reimbursement for any reasonable additiona!
expenses associated with attendance at the conference by prior agreement of the
Executive Director.

Study and Examination Leave

After twelve (12) months of service (unless by prior agreement with the employer
upon commencement of employment) a permanent employee may apply for paid
study leave to a maximum of two (2) hours per week for a full-time employee and
pro-rata for a part-time employee.

All applications for study leave shall be considered on an individual basis by the
employer and consideration given to the relevance of the study to the employee’s
current position and future development within the organisation, and the impact of
the leave on the employee’s workplan, other team members and the service.

NSW Federation of Housing Associations ENTERPRISE AGREEMENT 12
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No more than two (2) hours study leave shall be taken per week except in the
following circumstances; study leave can be taken at times of examination to a
maximum of 2 days; study leave can be taken to a maximum of 3 days for
compuisory attendance at an educational institution for the purpose of sitting
exams.

The maximum study and examination leave which can be taken in any twelve (12)
month period shall be seventy (70) hours for a full-time employee and pro-rata for

a part-time employee. .
Registered

Special Leave Enterprise Agreement

Compassionate Leave Industrial Registrar

a. Employees shall be entitled to 3 days per year paid [eave Tor compassionate
reasons which shall jnclude but not be limited to death or illness of a person
with whom the employee has a bona fide domestic or familial relationship or
other significant bond. Pro-rata conditions apply for part-time staff. Family
includes blood relatives and other significant persons. This leave is not
cumulative.

b. The employer may offer extended compassionate leave at their discretion.
Leave to Attend Jury Duty

c. An employee shail be entitled to leave to attend jury service. Where payment
for such service is less than the amount that the employee would receive in
respect of the ordinary time they would otherwise have worked, the employer
shall pay the employee the difference for the period of service.

d.  An employee shalil notify the employer as soon as possible of the date upon
which they are required to attend for jury service and shall provide proof of
such attendance, the duration of attendance and the amount received in
respect of such jury service.

Leave to Donate Blood

e. An employee shall be entitled to paid leave where such leave is for the
purpose of donating blood and provided that the donation takes place within
the local government area where the office is based.

Parental Leave

The provisions of the NSW Industrial Relations Act 1996 will apply and will be varied only
by the higher conditions listed below for which the intention is to remove any gender bias
and to extend the provision to adoptive parents.

a.

An employee shall be entitled to Parental Leave if they are the parent, or are
responsible for the care and maintenance, of the child barn or to be born.

An employee shall be entitled to one week’s paid parental leave and twelve (12)
months unpaid parental leave.

Adoptive parents shall be entitled to the same conditions on the adoption of the
child as those granted to biological parents under this clause with respect to the
birth of a child.

-

L
b
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All Parental Leave shall be taken at the discretion of the employee and with due
written notification being given to the employer.

Long Service Leave

The provisions of the Long Service Leave Act 1955, shall apply except as provided
by this clause.

An employee shall be entitled to paid long service leave after five (5) years service
on a pro-rata basis of 8.7 weeks per ten (10) years of service.

Accrued long service leave credits will be paid out on termination of employment,
including resignation or retirement, after five (5) years service, except where
termination is by summary dismissal.

(
Travel Costs

All work related travel shall be authorised, taken and reimbursed in accordance
with the current Travel Policy of the NSW Federation of Housing Associations.

Child Care

An employee responsible for the care of a child shall be entitled to bring the child
to work if circumstances necessitate it, provided this does not conflict with the
employee's performance or the performance of other employees of their duties.
Responsibility for deciding if this provision conflicts with an employee’s
performance of duties rests with the State Council and the Executive Director.

The employer will pay for additional child care costs incurred through the employee
being directed by the State Council to be on duty outside the office hours of full
time staff and the regular hours of part-time staff. Any claim for payment of child
care must be directly approved in advance by the State Council.

Grievance and Dispute Settling Procedure

The Federation and its employees recognise that individual and group problems
arise from time to time. The parties are committed to resolving grievances through
open communication and in a manner consistent with co-operative work practices.
The purpose of this procedure is to provide all employees with clear guidelines
when dealing with a workplace grievance. The overall aim is to settle grievances
quickly and internally in a non-discriminatory and positive manner.

The following principles shall apply:

i. grievances shall be dealt with in a fair and constructive manner;

ii. the views of all involved should be seen has having equal validity,
unless proven otherwise;

ii. people should respect the confidentiality of all other staff, members,
State Council members and other related parties;

iv. the outcome of any conflict is the improvement of the working
relationship between people and thus improvement in staff morale. Other

NSW Federation of Housing Associations ENTERPRISE AGREEMENT 14
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improvements may include enhanced services and more appropriate
and procedures;

V. at any point in the process employees have the right to have a
Union representative or advocate present to support or represent them.

d. What are the options if you do have a grievance?

i Speak to the person causing the problem. While this may not be
appropriate in many cases, it may be the easiest way of resolving the issue if
you do feel comfortable with speaking to the person. You can tell them that
their behaviour, decision, actions, etc was unfair, offensive, discriminatory
etc, and why you believe this to be so. The person may have been totally
unaware of the affect of their behaviour or decision on you. By telling them
you will give them a chance to redress the situation. Both parties should
make attempts to regolve the issues genuinely.

ii. Speak to the Executive Director (E.D.). If you do not want to speak
to the person directly, you can tell your E.D. about your grievance. They will
tell you what your options are. With your agreement, they may approach the
person complained about and talk to them informally about your grievance.
Alternatively you may decide to make a formal complaint.

ii. Make a Formal Complaint. If you decide to make a formal
complaint, this can be done by putting the complaint in writing and reporting it
to the E.D. You may have a fellow employee or a Union representative
attend the meeting with you when you report the complaint. The written
complaint should contain a description of the incident(s), decision, behaviour
in question, the time and date of the incident(s) etc, the names of any
witnesses, your signature; and date of the complaint.

iv. Seek External Mediation. For example a Community Justice
Centre.

e. The investigation

i . - Once a formal complaint is made, the matter will be investigated by
the E.D. If the E.D. feels that there is a reason why they should not conduct
the investigation (eg, they may be a friend of the person complained about),
then a State Council member or sub-committee will conduct the investigation.
To do this, the E.D. will contact the nominated State Council contact person
(ie the President); the President will convene an Executive teleconference;
and the Executive wiil decide on an individual or sub-committee to
investigate.

ii. The E.D. or nominated State Council member/sub-committee will
then interview you, any witnesses, the person against whom the complaint is
made, and that person’'s supervisor. You and the person against whom the
complaint is made may have a support person with you when the interview is
being conducted.

iii. If the complaint is substantiated, the appropriate action will be taken
(see below).

iv. If the complaint is unsubstantiated, you will be given an explanation
as to why that finding was made.
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i. If the investigation reveals that your complaint is a valid one, a
number of actions may be taken, depending on the nature of the complaint.
A decision may be taken under Clause 28 Disciplinary Procedure or under
Clause 30 Summary Dismissal.

ii. If the investigation is inconclusive, ie the complaint cannot be
proved due to lack of evidence, the Federation may nevertheless take a
number of actions. These may include training of all staff, and monitoring
behaviour of all staff.

ii. If the matter remains unresolved the Union, in consultation with the
employee, may lodge a dispute to the Industrial Relations Commission of
NSW. s

iv. Where a grievance relates to a change to the existing custom and
practice of the workplace, work will continue in accordance with existing
custom and practice untii the grievance process has been exhausted.

V. Nothing in this grievance procedure prevents an employee pursuing
a complaint under any relevant State or Commonwealth legislation eg the
Anti-Discrimination Act.

Disciplinary Procedure

The Disciplinary Procedure aims to ensure that staff have a fair hearing and
reasonable opportunity to rectify the identified problem, but also that the process
minimises interference with the effective functioning of the Federation. State
Council Members and other employees are bound by strict confidentiality regarding
all aspects of this procedure.

The Disciplinary Procedure will be implemented where a staff member is under-
performing against, or in contravention with, their work plan, their job description,
this Agreement or the Code of Conduct which forms part of this Agreement.

The Disciplinary Procedure has three definite steps which may be repeated, the
first step may be carried out by the staff supervisor, the Executive Director, or the
President of State Council. The second step may involve the staff supervisor, but
must be signed off by the Executive Director or the President of State Council.
The third step can only be taken by a sub-committee of State Council which
includes the President or their Deputy and 1 or 2 other State Council Members.
The Executive Director may also be present for Step 3.

Step 1 - Verbal Warning

i This first step may or may not be part of the normal staff supervisory process.
The staff supervisor or the Executive Director or the President of State
Council may make this first verbal warning, but it will be made very clear that
the verbal warning is the first step of the disciplinary process. This will
especially be so if the verbal warning takes place during staff supervision so
that it is not confused with the normal discussion of professional
development.
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ii. Itwill be explained to the employee precisely what the problem is and the
change that is required to take place, and the time of the next meeting when
this change will be discussed.

ii. The President of State Council will be informed that a formal verbal warning
has been issued and the nature of the dispute.

e. Step 2 - Written Warning

i. If the senior person who issued the official verbal warning deems that the
stated change has not taken place, and that sufficient reasonable time and
support has been offered then a written warning shall be given to the
employee in dispute. This written warning shall clearly set out the matter
under dispute, and again state the time frame when the matter will again be
addressed and a further offer of assistance to address the matter if
appropriate. In addjtion to the stated time frame in which the disputed matter
is to be rectified, the written warning may require the change to be continued
for a stated period if this is appropriate. This written warning shall be signed
by either the Executive Director or the President of State Council or her/his
deputy. In addition, if appropriate, this formal written warning may also
include a clearly stated period of time during which the required change shall
be continued.

ii. The President of State Council shall be informed that a written warning has
been issued and the nature of the dispute.

iii. Ifthe requirements stated in the written warning are fulfilled, and the matter is
deemed to be resolved by the signatory of the warning letter, the President of
State Council will be informed that the matter is resolved, and all written
material pertaining to the matter will be handed to the employee to be
destroyed. -

f. t - i ~COMM f ncil

i. If the required change has not taken place within the stated time frame or has
not been maintained for the stated period, the employee will be given written
- notice of a hearing before a sub-committee of State Council. The notice
given shall not be less than three working days. The letter shall again set
out the reasons for the hearing, and the employee shall be informed of their
right to bring an advocate to this hearing.

ii.  The Sub-committee shall make a decision regarding further action within one
working day of the hearing, and this decision will be given to the employee in
writing immediately thereafter. If the decision is made to dismiss the
employee, the employee shall be entitled to the full period of notice as stated
in this Agreement and shall be paid out all entitlements due as set out in this
Agreement.

iii.  Should the Sub-Committee eventually deem the dispute to be resolved, all
written evidence of the dispute will be handed
destroyed.

Registered
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30. Summary Dismissal and Suspension on Full Pay
a. Summary Dismissal means dismissal “on the spot” and without the period of notice
specified in this Agreement. Summary dismissal by an employer for serious
and/or wilful misconduct is a right of the employer under Common Law.

b. Only the President of State Council or her/his deputy may issue a surmary
dismissal.

¢. Situations when Summary Dismissal may be implemented include:

(i) Falsification of records;

(i) Stealing from the employer including fraud and embezzlement;

(iii) Physical viplénce to other employees or clients;

(iv) Gross disloyalty to the employer;

(v) Deliberately and seriously refusing to follow stated policy or
procedures.

31. Termination of Employment by the Employee

An employee is required to give four weeks notice in writing of resignation, however, this
may be waived at the discretion of the State Council.

32. Termination of Employment by the Employer following a Dispute
a. An employee shall not be dismissed on the grounds of under performance or mis-

conduct unless the three steps set out in Clause 29 above have been followed in
relation to that employee.

b The employee shall receive the relevant period of notice as set out in the table
below:

Employee’s period of continuous service Period of Notice
with the employer
Not more than one year At least 1 week
Mare than 1 yr but not more than 3 yrs At least 2 weeks
More than 3 years but not more than 5 years At least 3 weeks
More than 5 years At least 4 weeks

The period of notice shall be increased by one week if the employee is over 45 years old
and has completed at least 2 years of continuous service with the employer.

33. Superannuation

a. Calculated from the date of appointment the employer will contribute in respect of a
worker the equivalent of 8%, increasing to 9% on 1/7/2002, of gross salary to the
Health Employees Superannuation Trust of Australia, uniggs" j
another qualifying fund.

Registered
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b. The employer will increase contributions in line with any changes in
Commonwealth Superannuation Guarantee Scheme.

34. Leave Without Pay

a. An employee will be entitled to leave without pay or secondment at the discretion
of the employer.

b. The employer may grant leave without pay for any purpose.

C. The employee will apply in writing to the employer for leave without pay or
secondment at least one month in advance where possibie.

d. 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 entitlements to leave ‘trmder this Agreement.

e. The criteria for assessing applications for leave without pay shall include:

i. The organisation's capacity to sustain the employee’s projects or workload,
that is, whether the project or service will be disadvantaged by the
empioyee’s absence;

ii.  The reason for the request with priority given to compassionate grounds;
iii. Possible advantages to the employee and the employer.

f. Two months prior to the end of the LWOP period granted, the employee on LWOP
is required to give the employer formal written notice of their intentions of
returning/not returning to work after LWOP is complete.

g. The employer must endeavour to maintain open communications and feed-back
with employees on LWOP in regard to any workplace news, changes and/or plans
that may affect the worker in any way.

h. The employer must ensure that any employee employed to replace an employee
whilst on LWOP is to be fully informed of the temporary nature of their position and
that the nature of their position is clearly defined. Person(s) employed to replace
an employee on LWOP must also be kept fully informed about any
requests/decisions made by the permanent employee and/or the employer that
may affect the period of their temporary employment.

35. Redundancy

a. Redundancy procedures will not be used in lieu of a disciplinary procedure.

b. For the purpose of this clause, an employee shall become redundant where their
employment is terminated and no replacement employee is to be engaged.
Without limiting the generality of the foregoing, reasons for redundancy could
include:

i The introduction of mechanisation or technological change;

ii The introduction of new work practices or work organisation by the
employer;
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C. Four weeks notice of redundancy shall be given to an employee. Five weeks shall
be given to an employee who is over 45 years old and has completed at least 2
years continuous service.

d. i Where an employer for any reason, including the cessation or reduction of
grant funding, has made a definite decision that the employer no longer
wishes the job the employee has been doing to be done by anyone and
that decision may lead to the termination of employment, the employer shall
hold discussions with the employee directly affected and with the relevant
union if applicable.

ii The discussion shall take place as soon as is practicable after the
employer has made a definite decision which will invoke the provisions of
clauses 35b or 35dfi hereof and shall cover, interalia, any reasons for the
terminations, measures to avoid or minimise the terminations and
measures to mitigate any adverse effects of any terminations on the
employees concerned.

iii For the purpose of the discussion the employer shall, as soon as practicable,
provide in writing to the employees concerned and the relevant union all
relevant information about the proposed terminations including the reasons

| for the proposed terminations, the number of categories of employees likely
to be affected, and the number of workers normally employed and the period

| over which the terminations are likely to be carried out. Provided that any
employer shall not be required to disclose confidential information, the
disclosure of which would be inimical to the employer's interest.

‘ e. Severance Pay

| In addition to the period of notice prescribed for the ordinary termination, an
employee whose employment is terminated for reasons set out in sub-clause 35b
or 35di hereof shall be entitled to the following amount of severance pay in
respect of a continuous period of employment:

Period of continuous service where the
employee is:

Under 45 years old 45 years & over
6 months up to 1 year 2 weeks pay 2 weeks pay
1 year and up to the
completion of 2 years 4 weeks pay 5 weeks pay
2 years and up to the
completion of 3 years 6 weeks pay 7.5 weeks pay
3 years and up to the
completion of 4 years 7 weeks pay 8.75 weeks pay
4 years and over 8 weeks pay 10 weeks pay

"Weeks pay” means the ordinary time rate of pay for the employee concerned.
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36.

b.

Incapacity to Pay

The employer may make an application to the Commission to have the general
severance pay prescription varied on the basis of the employer’s inability to pay.

Advice to Employees of Future Vacancies

Where within one year from the date on which a particular employee is made
redundant because of a cessation or reduction in grant funding, grant funding is
restored to the employer, or the employer receives an increase in grant funding and
wishes to engage a person to perform the same or similar work as that previously
performed by the employee made redundant, the employer shall take all reasonabie
steps to notify the employee of the vacancy and the employee shall have first refusal
of the position.

L

Employee Leave During Notice

An employee whose employment is terminated for reasons set out in clauses 35b or
35di may terminate their employment during the period of notice and, if so shall be
entitied to the same benefits and payments under this clause, had they remained
with the employer untit such notice expires. In these circumstances the employee
shall not be entitled to payment in lieu of the remainder of the period of notice.

Time Off During Notice Period

During the period of notice of termination given by the employer, an employee shall
be allowed up to one (1) day's leave without loss of pay during each week of notice
for the purpose of seeking other employment. The employee shall at the request of
the employer be required to produce proof of attendance at an interview or they shall
not receive payment for the time absent. For this purpose a statutory declaration will
be sufficient. <

Severance Certificate

The employer shall give the employee a severance certificate DITI: .
termination. . | Registered

|| Enterprise Agreement
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Car Insurance L

i An employee who must use a private vehicle in the course of employment
and is reimbursed for cost of travel at the rates specified in the current travel
policy of the NSW Federation of Housing Associations, must have a current
legitimate Driver's Licence and the vehicle used must be comprehensively
insured. Evidence of insurance cover must be supplied by the employee
prior to the journey.

ii In the event of an accident or damage occurring in the course of an employee
carrying out their duties it will be the employer’s responsibility to cover the cost
of any excess or damage, whichever is the less.

Union Deductions
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If so determined by the employee, the employer will deduct union fees from the
employee's salary and forward to the relevant union.

Registered
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Industrial Registrar

NSW Federation of Housing Associations ENTERPRISE AGREEMENT 22




Signed for and on behalf of
NSW Federation of Housing
Associations Inc.

Signed for an on behalf of
Australian Services Union of NSW
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Attachment 1: Salary Structure

A1.1 Employees shall be paid according to the following salary rates, effective 1 July
2000:

Level 1
Step 1 $ 25,840

Level 2

Step 1 $ 30,101
Step 2 $ 31,115
Step 3 $ 32,119
Step 4 $ 32,967

Level 3

Step 1 $ 34,622 e
Step 2 $ 35,733

Step 3 $ 36,844

Step 4 $ 38,022

Level 4

Step 1 $ 41,149
Step 2 $ 42,664
Step 3 $44,179
Step 4 $ 45,694

Level 5 Registered
Step 1 $ 47,936 Enterprise Agreement
Step 2 $ 49,450

Step 3 $ 50,966 Industrial Registrar
Step 4 $ 52,481 :

Level 6

Step 1 $ 53,540
Step 2 $ 54,751
Step 3 $ 55,964
Step 4 $ 57,075

Level 7

Step 1 $ 57,282
Step 2 $ 58,285
Step 3 $ 58,954
Step 4 $ 59,399

Level 8

Step 1 $62,136
Step 2 $ 63,883
Step 3 $ 65,631
Step 4 $ 67,379
Step 5 $69,126
Step 6 $ 70,874

A1.2 Anemployee’s pay rate will move up a step on the anniversary of their
employment.

NSW Federation of Housing Asscciations ENTERPRISE AGREEMENT 24




o W

g

A1.3 The parties will negotiate an appropriate pay increase during the life of this N
agreement.

A1.4 At no time will salary rates fall below those in the Social and Community Services
Employees (State) Award

Registered
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Industrial Registrar
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Attachment 2: Classification Structure

A2.0 Trainee

(a) A person employed at this level works under a recognised trainee scheme.

(b} The parties to this agreement shall observe the terms of the National Training
Wage Award 1994 as amended, as though bound by clause 4 of that Award.

A2.1 Level 1
A2.1.1 Characteristics of the level

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

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

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

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

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

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

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

(9) Supervision of other staff or volunteers is not a feature at this level.
A2.1.2 Responsibilities

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

value:

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

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

(c) Provide routine information including general reception and telephonist duties on
a temporary basis under direct supervision;

(d) Apply established practices and procedures;
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Undertake routine office duties such as filing, photocopying, checking and
batching of accounts invoices orders and stores requisitions, photocopying, mail-
outs, simple processing of correspondence and maintenance of an existing
records system.

A2.1.3 Skills, knowledge and experience

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

(a)
(o)

()
(d)

Developing knowledge of the workplace function and operation;

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

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

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

A2.1.4 Organisational relationships T
Registered
Works under direct supervision; Enterprise Agreement
Work outcomes are monitored,; Industrial Registrar

(e)
(f)
A2.2

Freedom to act limited by standards and procedures;

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

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

Level 2

A2.2.1 Characteristics of the level

(a)

(b)

(d)

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

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

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

Employees will be responsible for managing time, planning and organising their
own work.
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(e) Employees at this level could be required to resolve minor work, procedural N
issues in the relevant work area within established constraints.

A2.2.2 Responsibilities

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

value:

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

(o) Achieve outcomes which are clearly defined;

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

(d} Assist senior employees with special projects;

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

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

(g9) Operate a word processor and/or other business software and be conversant with
and utilise the functions of those systems and be proficient in their use;

(h) Apply purchasing and inventory contro! requirements; ) =

Registered

(i) Assist with administrative functions. Enterprise Agreement

A2.2.3 Skills, knowledge, and experience Industrial Registrar

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

(a) Sound skills in oral and written communication with other staff, clients and other
members of the pubiic;

(b) Knowledge of established work practices and procedures relevant to the
workplace;

(c) Knowledge of policies and regulations relating to the workplace;

{d) Understanding of clear but complex rules;

(e} Application of techniques relevant to the workplace;

(f Developing knowledge of statutory requirements relevant to the workplace;

(9) Understanding of basic computing concepts.

A2.2.4 Organisational relationships
(a) Works under regular supervision;

(b) Work outcomes are monitored,;
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(c) Has freedom to act within defined established guidelines;

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

Registered

A23 Level3 Enterprise Agreement

A2.3.1 Characteristics of the level

Industrial Registrar

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

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

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

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

A2.3.2 Responsibilities

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

value: )

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

{b) Exercise responsibility for a function within the organisation,

{c) Scope for exercising initiative in the application of established work procedures;

{(d) Assist in a range of functions and/or contribute to interpretation of matters for
which there are no clearly established practices and procedures although such
activity would not be the sole responsibility of such an employee within the
workplace;

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

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

(9) Proficient in the operation of computers in order to process documents and data

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

NSW Federation of Housing Associations ENTERPRISE AGREEMENT 29




(h)
(i)
1)
(k)

Provide detailed advice and information on the organisation's preductsand.___
services and resolve problems of a minor nature; [ Registered

En terprise Agreement

Provide assistance to senior employees;

. - Industri '
Perform duties of a specialised nature; al Registrar

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

A2.3.3 Skills, knowledge and experience

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

(a)
(b)
(c)
(d)

(e)
()

Thorough knowledge of work activities performed within the organisation;
Sound knowledge of procedural methods of the organisation;

v
May utilise specialised knowledge;

Working knowledge of guidelines or statutory requirements relevant to the
organisation;

Ability to apply computing concepts;

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

A2.3.4 Organisational relationships

A2.4

Works under general supervision;

Operates as a member of a team, -
Occasional supervision of other employees at a lower level and/or volunteers;
Receives instructions on the broader aspects of the work;

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

May set outcomes or objectives for specific projects;

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

Level 4

A2 .41 Characteristics of the level

(a)

(b)

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

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

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

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

| (e) Employees require skills in managing time, setting priorities, planning and

| organising their own work. They may be required to supervise lower classified
staff and/or volunteers and to coordinate work in a distinct work area.

" Employees will be expe&ed to set outcomes and further devilop Wi .

where general work procedures are not defined. Registered ll'
Enterprise Agreemen- |,
A2.4.2 Responsibilities |
Industrial Registrar |
A position at this level may undertake the following responsibilities o ﬂtth
value:

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

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

(€) Provide administrative support of a complex nature to senior employees;

(d) Exercise responsibility including the setting of priorities and monitoring of work
flows for various functions within a work area;

(e) Provide assistance to a more senior employee in planning, co-ordinating,
implementing and administering activities and policies including bookkeeping and
the preparation of organisation or program budgets;

(f Develop, control and administer a records management service for the receipt,
custody, control, preservation and retrieval of records and related material,

(9) Undertake computer operations requiring technical expertise and experience and
may exercise initiative and judgement in the application of established
procedures and practices;

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

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

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

(m)
(n)

A2.4.3

N

kY
Undertake a minor phase of a broader or more complex specialised assignment; X

Provide expert advice to other employees and/or volunteers;
Exercise judgement and initiative where procedures are not clearly defined,

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

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

— Exercise specialised judgement within prescribed areas;

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

— Provide reports on progress of program activities including recommendations.

Skills, knowledge, and experience

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

(a)
(b)
()
(d)
(e)

)]
(9)

(h)
A2.4.4
(a)
(b)
(c)
(d)
(e)

Knowtedge of statutory requirements relevant to work;

Knowledge of the organisation's policies and activities;

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

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

Strong communication skills;

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

Supervisory skills, where relevant.
Organisational relationships
Works under general direction;

Exercises a degree of autonomy;

Controls projects and/or programs;
Establishes priorities and monitors work flow in areas of responsibility;

Solutions to problems can generally be found in documented techniques,
precedents or instructions. Advice is available on complex or unusual matters.
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A2.5
A2.5.1

(a)

(b)

(c)

(d)

(e)

A2.5.2

- brm

o~

May supervise staff at lower levels and/or volunteers a -ordinate work in a
distinct work area.

Level 5

Characteristics of the level

A person employed as a Level 5 employee shall operate under
from senior employees or management and undertake a range of functions for
which operational policies, practices and guidelines may need to be developed.

General features at this level allow employees the scope to influence the
operational activities of the organisation and would require them to be involved
with establishing operational procedures which impact upon the organisation
and/or the sections of the community served by it.

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

Positions at this level will require responsibility for decision making, in the
particular work area and the provision of expert advice. Employees will be
required to set outcomes for the work areas for which they are responsible so as
to achieve the objectives of the organisation. They may be required to undertake
the control and co-ordination of a program, project and/or significant work area.
They may also be expected to contribute to management of the organisation or a
section thereof, and to assist or prepare budgets. Employees require a good
understanding of the long term goals of the organisation.

Employees may have responsibility for a particular area of the organisation's
functions; work independently or in teams; work as specialists or provide
specialist support to a range of projects or activities. Positions at this level may be
identified by impact of activities undertaken or achievement of stated cutcomes or
objectives for the workplace; the level of responsibility for decision making; the
exercise of judgement; delegated authority; and the provision of expert advice.

Responsibilities

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

(a)

(b)

(c)

(d)

value:

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

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

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

Undertake a range of duties within the work area, including develop work
practices and procedures; problem definition, planning and the exercise of
judgement; provide advice on policy matters and contribute to their development,
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(e) Apply high level analytical skills in the attainment of the objectives of the
organisation.

A2.8.3 Skills, knowledge and experience

Some or all of the following are needed to perform work at this level:
(a) Comprehensive knowledge of policies and procedures;

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

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

(d) Strong managerial and strategic planning skills;
(e) Ability to exercise sound.»ju’dgement in relation to complex issues;
(H Strong policy analysis and research skills, where relevant;

(g9) Strong advocacy skills;

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

(i) Strong supervisory skills.

A2.8.4 Organisational relationships

(a) Subject to broad direction from State Council, Executive and President.
(b) Exercise managerial responsibility for the organisation. .
(c) Exercise responsibility for the adequate supervision of staff.
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