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The Framework for Qualiry Management will involve the demonstrated application of the
prnciples of:

. (Customer focus.

. Teamwork.

- Data and measurcment.

. Continuous improvement.

5 COMMITMENT

The Partics agree that the best approach is through the establishment and commitment

to:

. A constructive and committed agreement of managemnent, unions and employees
to identify, evalualc and implement qualiry serv ices and products;

. Carefully manage the process of competitive analysis and marker resong;

. Encouraging innovation and progress through the applicaion of technological
change initatvcs;

. Aanage and implement organisational change through consultaden participation
and agreement,

. Employees being treated with faimess and equity;

. Enhancing employment security theough being compeutve;

. Continuc to develop and enhance youth cmployment apportuniues (cg cadets,
apprentices, trainees, etc);

. Create a workplace in which all cmployces want to be involved in proving our
compentvencss and generate competiuve performance;

. Joindy dwclup and manage proposals for workplace change through
communicaton and the sharing of information and the provision of resource
suppori and waining; | —

. Council will not promote or offer individual workplace r\krecnﬂﬁl}.ncmd

’ Contnuc with the benchmarking process, [} Prise Agreamant |

. Review of existing job cvaluation methodology, mcludm qng:ct of labour fofices
and salary sacrifice potental; St R'-‘bl-'-lﬁ-r

. WCC has commiteed to su:lequahelj.ur resource the |:u'c'.'m:I ofqob.
evaluation and competencies to ensure that all positions have cump:tcnc:cs
aligned to their job description over the lile of this agreement;

. As part of the agreement of the inwoducdon of the 35 hour week for wages staff,
over the first twelve months of the Enterpnse Agreement for all parics to
genuinely review and cemove identfied restncave work practices. Ttis antcipated
thus would include issues such as:

1 Muld ekilling of crews - flexibiliy and uulisation of skills possessed by
employees as required by the operational needs of the organisation,

i Allocation of special purpose crews (cg, kerb and gureer) to any area wirhin
WCC,

113 Flexibility of crews - Size and compositton not beitng used 10 preclude the

underraking of work ,taking inro account safety considerations,




Ny Flexibility of roster systems — based on operational and service needs of
the orpanisation,
v Precinet based work crews,

'I['he Pacties are commited 10 Wollongong City Council being recognised as 2 benchmark
in Australia for offering quality services, value for money for ralcpayers, and a model
employer.

6 VISION STATEMENT

Gur viston 15 “to be a community focused local authority of excellence”.

7 COUNCIL'S MISSION

Tt 1s Councl’s mission 10 “enhance our community’s image lifesiyle and environment
theough effecuve leadership, community involvement and commitmentr 1o service™

8 COUNCIL'S VALUES

In everything we do, we will always:

. Assess our community’s needs and respond to them;
. Improve the quality of our services;

. Be an open and accessible organisadon,

. Be tair and equnable;

. Act with honesty and integrity;

. Encourage teamwork and cooperation;

. Ask ourselves, "What 1s best for Wollongong?”',

9 CORPORATE GOALS

Council has idennfied a number of Goals which cut across Council’s divisional and
program boundanes. These Goals are to be aimed at by all in the organisation. They are:

. Focus on our customer with the intent of conunually increasing the level of
customer saustachon;
. Develop a team environment whach facilitates, coordinates and promotes systems

and processes which encourage a high level of economic acavity to enhance the
furure growth and development of the ciry;

. Promote and pracuce environmental sustainability, focusing on appropriate
development, recycling, waste minimisadon, revegetation and pollution control;
. Demonstrate financial responsibiliry to ensure that adequate funding 15 available to

implement community and corporate programs;




. Develop a productive workplace eavironmene that {osters the well-being of our

cmployees;

. Ensurc quality and variety in rccreation, culrural and leisure opportunitics lo
enhance the lifestyle of our community,

. Manage Coundil’s infrastructure assets to ensure they are appropnate for the needs
of our community whilst being effectively used and maintained in a scrviceable
conditon.

10 CONSULTATIVE PROCESSES

The consultative processes under this Agreement are designed to empower local areas to
make decisions and agreements to achicve flexibility, efficiency improvements and
compenuvencss.

Local Area Agreements can vary any condition of employment contined in this
Enlcrprise Agreement. Any vadation proposed for the Local Area Agreement which
varies the Enterprise Agreemenl must be undertaken in accordance with the Industrial
Relauons Act 1996 as amended.

Local Area Agreements will be subject to consultadon and agreement berween
employees, unions and management.

11 WORKPLACE REFORM - LOCAL AREA AGREEMENTS

The Pacrdes agree thar a2 unified commitment to identfy, analyse and implement
workplace reform wathin the spifit and intent of the Agreement is required.  Such
workplace reform may require the development of “Local Area Agreements”, of specific
work site/s to enable the establishment of work teams, arrangements and conditions that
meet the specific needs of the local area.

Sreps for obtaining Local Area Agreementa:

1 The Local Work Agreements must follow the corporite process (Managing
Orgarusadon Change)-

2 Commencement of the discussion/negodation process with immediate
notification of:
- all affected Unions and employees.
- relevant Drvision Management.

Key implicadgons for review and implememation: | Industria) Regiy,

| Connnue to idenafy and mect customer and community needs.

Agree as hanagement and Unuons on processes and iniuatves for achieving
COmMpeuLive oulcomes.

Promeie and encounge crearivity and innovanon.

4 Promete conanuous improvement through iechnologrcal initiatives.

]

L]

9




5 Create a Iwurl-:plnce in which all our employees want to be involved in proving our
COMmMPEULVEnNess,

6 Create a workplace in which all our employees know they are providing value for

money and qualiny services.

Creatc an equitable, fair and safe workplace.

=]

8 Genemte compeuuve pecfommance, and improved rewards and working
conditions.

9 Promote learning and skill development and provide access 1o training,
development and resources,

10 Maintain an effective consultative struenire and arrangements.

11 Mantain ongoing employment security,

12 Support communicatons between the Partxes and a commitment 1o seeking

shared solutons.

12 OBJECTIVES

Management, unions and emplovees agree that Council’s vision, mission and goals shall
be achicved through rthe implementation of a sreategically planned Enterprse
Apreement.

The Parties agree upon the following objectives which are central 1o this Agreement.

Objective 1: Quality Operadon

To demonstraie and prove that we can provide responsire elficient, on time, cost effective,
and competuve quality services to our customers and the community,

Objective 2: People

To use our own committed skilled and responsive employees to provide our quality
services on & competitive basis.

Objective 3: Agreement

To develop and maintain an agreement berween management, unuons and employees as
the key to improving the competnoveness of Councll and maintaining employment
SECULTY.

Objective 4: Benefits

To provide benctirs to the customers, community and empleyees.

10
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PART B OBJECTIVES

13  OBJECTIVE 1 - QUALITY OPERATION

13.1 STRATEGY 1 ACHIEVING COMPETITIVE SERVICE

13.11 Inrroducion

Our objective is to provide quality services 10 our customers and the community that
are effident, on ume and cost elfective.

The Panics wall conunue to develop and apply the lramework to assess performance.
This will involves the review of the type of service and the development of performance
specificabons. Market and quality testing will then occur with competitors including a
companson of costs and quality for the provision of the service. The Parries will
contnue to conduct performance reviews with the intenton of achieving hest practce.

The Agreed Framework for Service Assessmenu

In order to develop agreed outcomes the following framework is established o assist in
the service assessmenl:

- - “or - g |
Decision made to slart compennve anaiysis |

i

| Consultation with celevant Staff and Unions |

¢

[ Define specificauons of service being analysed |

I}

Determine cosis of specficauons of service being analysed

X

Benchmarking Ly Undertake gap analysis through | —|* Values
comparison with consuitation ® Quality
compeuuon * CLSIOMCT ServIce
¢ Patennal funare
B suppliers/providers

!

Achieving compenbve scrvice that Is
efficent, on ume, customer focused, cose
effective and quality service to our customers
and community




The Partics agree that this framework will be applied in the assessment ol the provision
of services of local work areas, within the following requirements:

. The Competitive Service Assessment Framework will continue to be applied
over time 1o all local work areas in the Council.

. Performance specificadons and standards will be developed in all local work
arcas in a umeframe agreed by the Parties,

. This consultative process will extend to providing the training, rechnology and
other resources needed 1o enable local work areas 1o become more compeutive.

. The identificd services should be assessed as being able (o be improved during
the life of this Agreement and the compedtive gap will be identified and
steategies will be implemented progressively.

. The Partics are commiteed 10 demonstrating the ability to embrace and apply
new technologics to improve service quality through the consultation process.

It is expected that the Parties would usc one or more of the following approaches and the
resources available to assist in proving that competitive, value for money, quality secvices
are debivered 1o our customers and the community:

13.1.2 Marketing and Service Developmem
Tn order to provide quality services through the involvement of our people the Parties

will develop an agreed communication and/or marketing plan to identfy and sarsfy
community needs,

Steps may include:

. Environmental Scan

" MhMarket research

. Competitor analysis

. Analysis of targer markers

- Producr/service development

. Product/service positoning and pricing
. Product/service promotion

Comparisons will be carried our with Local Government and other organisations that
provide similar services.

13.1.3 Process Reviews

Process reviews are designed (o achicve major improvement in Counal’s operations.
The purpose is to identfy and establish performance specificadons and redesign key
processcs to achieve improvements in performance and service provision. Improvemnent
is sought through streamlining processcs with the aim of achieving best pracuce.

13




13.1.4 Team Based Workplace Siructures

The adoptron ol team based work siructures, agreed working hours and specific
purpose teams will cnpower employees in the achievement of organisational objectives,
This process of empowerment will provide cmployees with greater job sadsfaction. The
competencies of incdividuals will he enhanced through waining and development aimed
at meeting the necds of the arganisation.

Team based structures may include:

. Establishment of selfmauaged wark leams
. Quality camns
. Project tearns.

13.1.5 Quality Procedurcs Based on Auatralian Quality Council Crileria

The Awustralian Quality Awards provide a framewerk for measunng success in this area.
These criteria assess petformance in relation to seven key areas:

Leadership

Polcy and Planning

mnformabon and Analysis

People

Community Fecus

Quality of Process, Product and service
Organisational Performance

e =S WL SN N I

13.1.6 Flexible Hours and Responsive Working Practices

Working hours and practices need to be flexible and consistent with the idendfied
requirements ol customers and needs of employees and wall be negotiated i accordance
with the apreed consultabive process. Flexibiluy to meet these requirements is crucial ro
the provision of quality customer service. Responsiveness is also dependent on
improved delepation ar the local work area level.

The achievement of flexible working practees requires the removal of identfied
impediments and restncuve demarcation so that all employees are able 1o anticipate and
be responsive to idenufied customer needs.

An innovaave and customer focused approach 1o work is encournged which is reflected

in the Hexibiliv of working pracoces. Agreement shall be reached with respect o
fRexible working hours, job sharing and the use of permanent and part ume work, etc.

14




13.1.7 Managing Organisational Change

Job Redesign may review Council processes, quality tcams, work practices and
organisadon structure. These may be undertaken using a range of differcnt approaches
within the framework of this Agreement.

If a change in job role occurs the job redesign pracess which outlines the consultation
and implementation requirements shall prevail.

The partics are committed 1o the implementatton of organisational change in a tmely

and responsive manner to ensure thal opportunities for mmproved service delivery are
auained.

13.2 STRATEGY 2 PERFORMANCE MEASUREMENT AND
MANAGEMENT

13.2.1 The Partics have agreed o the following performance indicators which seek to

MICASUTe:

. Council’s overall health and well being

. The aspects or areas of our organisatuon’s performance that are cauical or
vital for our ongoing and future success.

. Qur success in key areas and processes thar affecr our employees, the

customers and other stakeholders.

13.2.2 The performance indicators can be developed forour: === . .4
\ Registe ¢ et \
% i .\' -[L-'_".u
. roual organisation ]| Enterprise = \
. individual divisions/areas | ndeetrial |
. work 1cams '

13.2.3 We will adopt a2 best practice approach in the inniadon, development,
implementation and review of the performance indicators through the
consullative processes in accordance with the Apreement in Pare C of dus
document.

13.3 STRATEGY 3 INTEGRATED CUSTOMER SERVICE

The Parties will work towards meetng the expectauon that integrated service/s will be
provided to the customers. To achieve this end the Parties are commirted ro
undertaking the following initiaoves:

. [nwroduce integrated customer service delivery at key customer contact points
and in the delivery of improved elecommunicatons services.




Provide localised service delivery where appropriate.

Improve both internal and external customer service delivery.

Review work processes in line with best practice, to ensure that decision making
occurs closer to the customer.

Regularly review service standards.

Identfy the opporuniry for integrated telephone and counter services.

Review facilities including the training of swaff, to improve the efficiency of
customer service delivery

Reviewing compliance, enforcement and approval processes in Council.

16
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14 OBJECTIVE 2 - PEOPLE

14.1 STRATEGY 1 BECOMING A LEARNING ORGANISATION

14.1.1 The Parues recognese that our future success is based on becoming a Leaming
Orpanisauon. The Parties agree that the following prnciples form the basis of a
Learmnp Organisaton:

Accepling that change is inevilable.  Through embracing change the
butuee secunty of the organisation and its employees 1s maximised,
Understanding that only through leaming can change be accepred and
mntegrated as a narural rather than a forced process.

I'ocusing on encouraging, supporting and rewarding emplovees in a
lcacning  process aimed a1 achieving a conuinuously improving
arganisalion.

Developing strucmires and processes which create and support positive
working relationships based on promoting sharing and learing.
Developing and implementing organisational structurcs and processes that
supporl review and assessment ar all levels.

Provide leadership, advice, support and assistance to the organisation in
successfully implementing the sirategies.

Reveew, monilor and report on implementaucn of the strategies to JCC
and our workforce.

14.1.2 The Parties are committed to sharng the development, transfer and use of
knowledge and skills by our people o achieve the following culcomes:

QOur abilicy to leam quickly and respond rapidly to changing market
requirements.

Achteving proven competitive quality service provision.

Providing services to the community using flexible and responsive
working arrangements while recogrusing the needs of our employees and
their families.

Shanng a common corporate ¥ision.

Creating lcarning team/ structute,

Rewarding partcipate skills development and continuous learning.
Receiving repular performance feedback.

Doing more interesting and challenging work.

Encouraging and rewarding innovanen and creaavity.




14.2 STRATEGY 2 SKILLS AND COMPETENCY DEVELOPMENT

14.2.1 The Partics will develop and implement proposals for:

. $kills based classification structures which:
- Provide the basis for pay and progression linked to the acquisition
and use of skills based on agreed competency standards
- Enhance the opporuniry for workplace flexibiliry

. Skills development opportunites for all and enhancing carcer paths
. Job evaluation ensuring equity and fairness
. Performance assessment based on the whole of Job performance and

linked to individual pay/wage oulcomes.

14.2.2 The Parties agree to the implementation of the following inibatives for emplovee
support and development:

. Provide effective and integrated individual and team performance
management systerns across Lhe organisation.

. Monitor effectiveness of consullatve mechanisms to cnsure workplace
change.

. Ensure thal an effective intemal communicadon network operates
throughout Council.

. Demonstrate the ability to apply new technologies in the workplace.

. Review policics and practices that support the implemeniation of equal
employment oppertunity, employec accountability and integaty.

. Designing reward and recognition structures ro support learning,
tnnovauon and productvity.

. Ensure that investment in the developmeni of employee skills meets
present and furure business needs and challenges.

. Promote and measure employee understanding of vision, mission and
values and implement appropriate actions.

. Promote ream based structures and use of teams.

. Organisational Sclf Asscssment using the Australian Quality Awards
Criteria.

. Encourage flexible, innovative, satsfying and safe wotk pectces and

conditions that align with corporate goals, and enhance_the quaht}r ﬂf

working life. ||
‘ J'U"' "“J‘ B
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14.3 STRATEGY 3 EMPLOYMENT SECURITY .‘ R r;

The Parucs cecognise thal our future success 1s based on the following understanding:

. There will be no forced cedundancies for the life of this Agreement.
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. Wollongong City Council is commitied to maintaining employment security for
employees who have 2 commitmeni (o satsfactory performance wichin the role
they are required to undertake.

. Where the employee’s role is altered or vaded due to workplace change
Wollongong {iry Council is committed to the redeployment and/or retraining of
such employees. The cmployee shall also have the opuon of voluntary
redundancy in accordance within the agreed policy.

. This commetment to employment security is supported by recognising the need
for workplace reform, competitive service provision and best pracuice.
. The Parties agree that beyond this current Agreement employment security

depends on, but may not be limired ro, 2 combination of the needs of the job,
the size of the market, the creation of new markers, technological developments,
and the effectiveness of our processes and systems.

14.4 STRATEGY 4 FLEXIBLE WORKING PRACTICE OPTIONS

The types of llexible working arrangements available under this Agreement are, but not
limited to:

14.4.1 Job Sharing

Job sharng 15 an ammangement mn which employees voluntarily share one full dme job.
-ach employee works part of the posidon on a regular and on going basts.

Different types of jub sharing arrangements might include:

1 A permanent armngement for an indefinire period
2 A temporary arrangement for a fixed period of dme
3 A temporary artangement in conjunction with parental leave conditions

14.4.2 Permanent Part time Employment

Permanent part time employment is an arrangement where the actual hours worked
could be less than the normal working day /week/month of year.

The employee has an ongoing employment and accrues eniitlements on a pro rara basis.
14.4.) Employee Rotation and Interchange

Emplovee rotaton and interchange is an arrangernent whereby employees are provided
with an opportunity to perform a range of different job roles for agreed penods of time.

Arrangements foc employee rotaton and interchange will need to be esrablished n line
with the agreed consultative process.
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14.4.4 Flexible Hours of Work

A sysiem of flexible working hours assists employees 10 combine work and family
responsibilities, as well as providing productivity bencfits, including the potenual for
improved service.

Flesible hours may involve changing starting and finishing times, rostered days, shifi
work, flex-ume, staggered hours, compressed working weeks and a range of other
Aexible working practices including longer or shorter working wecks.

14.4.5 Temporary Srall

Where there is organisational need for lemporary employment the Parties agree that the
teem is specified ro meet the particular circumstances. Pay rates and conditions are in
accordance with the Agreements. However, no temporary position shall remain for 2
period greater than fwelve months duration or as otherwise agreed betwecn the partics.

14.4.6 Casual Stafl

IEmployees who are engaged for the duraten of less than 1 week, or aliemately, are on
¢all to fill vacancies or to meer pardcular employment needs, shalt be classed as casual
cmployees for the purposes of this Agrecment.

14.5 STRATEGY 5 FAMILY FRIENDLY WORKING ARRANGEMENTS

14.5.1 Working arrangements need to be consistent with the aim of assisung employees
with family responsibilides to engage in employment without being subject to
discrimination minimising conflict between their employment and  family
responsibilives.

14.5.2 Family friendly arrangements such as flexible work schedules, flexible leave
armangements, paid and unpaid parental leave, carer’s leave, childcare advice and
cmployee information and referral programs contnbute to making work an easier
place {or employees with (amily responsibilities.
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competitiveness
of Council and
maintaining
employment
secutity.
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15 OBJECTIVE 3 - AGREEMENT

15.1 STRATEGY 1 AGREED CONSULTATIVE MECHANISM

15.1.1 The Pardes will joindy underrake the initial development of the objectives,
tasks/processes, etc, following relevant training and support. Dunng the
developing phase, the Parties will need to consider the guidelines conrained in
the consultadve process,

15.1.2 Analyse current work processes and systems, and organisatonal arrangements,

15.1.3 Establishment of communicaion and briefing stmatcgies including regular
reporting of progress.

15.1.4 Sharing/comparing of information and usc of extemnal resources/support where
relevant.

15.1.5 Meetings o cover all employees involved 1o consider and endorse the
recommended changes.

15.1.6 The Pardes agree to negotiate all issucs in good faith.

15.1.7 The pardes agree to jointly develop petformance siandards for agreed
businesses/services.

152 STRATEGY 2 COMMUNICATION

The Parties acknowledge thar effective communications and consultadons throughout
all areas of the organisation is imperative in order to ensure that Council realises ity
corporate vision, mission, values and goals and objectives of this Agrecement.

To this end the Parties will continue to develop, improve and ceview communicadon
strategics such as:

v staff newsletters.

b cncouragement for regular meetings wirhin the work group. "
. staff surveys. e

. executive addresses.




15,3

STRATEGY 3 MONITORING OF AGREEMENT

The Agreement will be moaitored by the Parties through the Joint Consulrative
Commiltee on a condnning basis.

15.4

15.4.1

15.4.2

15.4.3

13.4.5

STRATEGY 4 CONTRACTING OF SERVICES

The Parues are cornmutted to ensuring fair and equitable working conditions as a
level playing field for their workforce. [Lis our pooncy w use our vwn commuitred
and skilled people in providing services. The Parties are committed to improving
work pracuces and ensuring our eompetiliveness.

The Parties recognise that our compednve performance as an organisatdon
requices 15 G prc:-vidt' guality service o the communiry and our customers in
SECVICE ALcas.

The Parties also recognisc that there are currentdy a number of services that ace
conlracted out In leu of Council employees underiaking the work which will not
be aftected by the arrangements agreed o in this Agreement for the duration of
that contract. However, as such contracts expire and the Parties elect to submit a
bid lor such work, suppen for the development of an in house proposal wall
proceed.

The Parves agree to the guilelines for the acceptance of contractors/tenders, in
accordance with Coundl’s Cade of Ethics for Contractors which, In prnciple, wall
include:

i Preference will be given ro Contractors who have achieved or arc in the
process of implemenlting quality pranciples;

il The Contractor meets all televant workplace health and safety reguladons
and requirements; and

1l Industnal reladons pecformance.

Falure by Contractors to comply with the Code of Ethics would represent a

breach of contract and may lcad to a review of the conuract.
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16.1

16.2

16.2.1

16.2.2

16,23

16.2.5

OBJECTIVE 4 - BENEFITS

Raies of Pay

Wage and Salary Movemncnits

. An increase of 5% 1o wages and salanes [com 1 July 2001.
. A burther increase of 4% (0 wages and salares from 1 July 2002,
. A furiher increase of 3%% to wages and salanes from 1 July 2003.

Movements w Allowances

. A 5% increase to allowances as from 1 July 2001
. A further 4% increase to allowances from | July 2002
. A further 3% increase o allowances from 1 July 2003

excepr as otherwise agreed.
Refer to Part D 1o see the effect of pay rates and allowances movements.
Performance Indicators

Through the achievement ol the objecuves identified in this Agreement benefits
shall be shared with our customers, the communiry and empioyees.

Performance indicalors are identified in Part C. The Parunes will cooperate to
achieve the targets. The indicators shall be used to measure overall
organisational performance and will be a facror 1o be tzken into account when
adjustng rates of pay in terms of this Agreement.

Productive performance is best measured by a collection of indicators that aim to
refllect the total capabilities of the organisation. The performance indicators
developed represent the overall well-being of the organisabon, customer
sabisfaction and specific critical success factors for each ream. These indicators
have been developed by the Partics.

4 The agreed performance indicators will be monitored and reviewed by the Joint

(Consultative Committee on a monthly basis and correcave acuon plans
developed, where appropnale, immediately following such reviews.

The established pecformance indicators may be amended by apgreement of the
Joint Consultauve Committee during the life of the Agreement. Amendments
mav reflect alteratons to indicalots or adjusument to rarpets based on the
following:
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10.2.6

16.2.7

. A change in policy direction as agreed 10 by Council;

. Improved performance as a resull of mnplemcntaton of best pracuce
ponciples;

. The results of benchmarking studies. This will assist in idenufying
industry standards as well as pronty areas for further benchmarking
studlies;

- Changes in the exrernal operaung ¢nviconment.

The process of review and continuous improvement will ensure  that
performance indicators are both an accurate and equitable reflecdon of overall
Council productve performance.

Performance indicators are grouped into catepores of Resource Productviry,
Investment in People and Cusiomer Satsfacuon. A delimidon of each of rthe
categores i5 as follows:

Resource Produchvity

Organisational mdicators that reflect employee productviry as it relates to people
resources. | hese indicators will measure:

- Sick Leave

. Carer’s Leave

- Occupauonal Health & Safery
v Plant Utlisaton

Investment in People

Organisaton ndicators that reflect resources invested in  people and
development of comperencies. These indicators will measure:

. Learming and Development
. Competency Development

Customer Satisfacdon

To develop apr Performance Indicators over the first owelve months of the
Agreement, for five follownng:

. Cusromer surveys
. Staff survey

[ ]
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PARTC PERFORMANCE
INDICATORS

17772001 — 30/6/2004
i7 RESOURCE PRODUCTIVITY MEASURES

Sick Leave

Description

This performance indicalor measuces the organiauon’s sick leave performance. It s
calculared by taking the total number of days sick leave taken by the whole organisation
and dhviding by the number of employees.

Indicator

Fquivalent days per person per annum

Target

« 1/7/02- 5.0 equivalent days per person per annum.

« 1/7/03 - 5.0 equivalent days per person per annum.

« 1/7/04- 5.0 equivalent days per person per annum.

Management of Carers Leave

Description

This performance indicator measutes the organsaon’s carers leave performance. It 15
caleulated by raking the rotal number of days carers leave taken by the whole organisabon
and divides by the number of employees.

Indicawr

Equvalent days per person per annum.

Targel

« 1/7/02 - 0.3 equrvalent days
« 1/7/03 - 0.3 equivalent days
« 1/7/04 = (.3 equivalent days




Occupational Health & Safety

Description

This area measures the impact of lost time incidents on council tn a number of ways.

Indicator

a Lost Time I'requency Rate — measures the number of lost ume mnjudes for every
one mullion hours wotked by employees.

b Medical trearment tnjudes — injurics (including lost tme Jnjures) requnng
diagnosss and treatment by medical professionals. Does not include recurrences.

c [isabling injuries — number of injunes where employees could not be retemed to

work being performed at the time of accident, due (o njures sustained. Inclodes
lost time njuries and new injury management cases. Does not include carryover
Mjury management cases.

d Lost Work Days — rotal number of work days/shifts lost as a result of an LTI up
to a maximum twelve months for individual occurrence.  Includes new LTI
acctdent days lost, recurrence, accident davs lost and carryover accident days lost

e Percentage of employees who returned to normal duties aftet injuty management
Target
. 11/7/02 | 1/7/03 __|1/7/04
j2 140 135 | 30
b 14 12 110
L 5_ = f'I 3
d | 140 - _: 130 - _:i:?'f_j'm__ N
e [90% [95% [ 95%

Description

This performance indicator measures the overall percenrage of time Council plant is in
use,

Indicartor
Overall percentage utlisation |

Target

1/7/02 = 75%
1/7/03 — 75%
1/7/04 = 75%




18 INVESTMENT IN PEOPLE

Learnin Dev
Description

Training cannot be separated from development and learning and can be simply defined
as a process by which people learn.

The aim of traning, development and learning is to increase the skills and knowledpe of
people, in a defined area, so as 1o increase their competence and performance.

It can be formal or informal, on-the-job or ofi-the-job, theorencal or pracucal, bur i1s
usuzlly structured in some way with an objective of attaining a particular skill.

Indicaior

a Number of cmployees undertaking formal leaming, training and development
actvies
Avenage number of formal leaming, minung & development hours per employee

C Percentapge of employces nominated for learmung, training and development
actvities who attend

d Expenditure on leaming, training & Development actvites as a percenlage of

organisational salary

Targer

1/7/02 1/7/03 1 1/1/04
a (B0% 8% ! 0% ___
‘b 21 hours 121 hours 20 hours
c i B0% i85% | 90% S
d 3% i 5% ) )

It 15 agreed thal a six monthly report will be submitted 1o the Joint Consulmive Committee
defining the percentage of existng permanent staff who have received formal leaming, training
and development.

Competency Development
Description
The indicator will monitor the rargets in place for the adoption of competencics. The

development of competencies at the agreed rare for all pesitons will be used as a ool for
skills development.

|



Indicator

The percentage of positions for which compelendies have been developed.

Target
5 1/7/02 — 40% of competencies complered for all positions within Council.
v 1/7/03 = 70% of competencies complered for all posibons within Couneil.

. 1/7/04 — 100% of competencies compicted for all posiions within Counal

19 CUSTOMER SATISFACTION

Qﬂﬁlﬂmtf S;II‘VE&S

To develop agreed performance indicarors over the first bwelve months of the agreement
for the following:

« {lustomer surveys
e Staff survey

M
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PART D PAY RATES | Trhj

20

20.1
20.2

203

204

20.5

20.6

RATES OF PAY f : Agreeme

| Indus .
Ifr,l “#thal Registrar

Principles of Single Salary Band Struciure b S

—

A five band suucture which was introduced in 1991 as he fist step in
broadbanding the large number of classibicadons chat exisied ar that ome
provide a salary structure that facilitated and supported job redesign and muld-
skiling, "T'he atm was to provide employees with access to carcer parhs rather than
having rhem sit in Agidly defined job classificanons.

A Single BSalary Band was developed with the main aim of addressing
shortcomings of the five band sysiem burt retaining s strengths. Shortcoming of
the Five Band Structure included saaff being restocred o the band in which they
were placed. Progression was inhibited above the wop of ¢ich band. The five
band strocture was primadly based on qualifications and did not recognise the
skill, abilines, experience and qualifications of postioons thar oveelapped from one
band intw another. The five band structure was suinble lor the organisadon
during the carly 1995 however the organisanonal needs have changed.

To encourage and suppornt funure job redesign programs a single salary strrucoure
of 50 salary pomnts was developed.  The stucnure is derived from the Skill
Descrptors contamed in the Five Band Salary Structure in the 1995-97 Linterpnse
Agreement. These Skill Descriptors have been ragonalised ro reflect the Single
Salary Band.

The Single salary Band allows for payment of atrained competencies, skills and
expericnce and promotes job redesign o create broader more rewarding jobs.
Benefirs include flexibility, recogmdon of skills, increased producdvity and
efficiency.

Rates of Pay at 1 July 01

Grade Skall Rate as at Plus 5% | Plus 4% Plus 3%
Descriptor | 30/6/2001 1/7/01 1/7/02 1/7/03
1 569.6{) 598.08 (G22.00 640.66
2 584.60 613.83 63838 6357.53
3 Descriptor 1 594.20 62391 O48.87 668.33
4 603.30 633.47 R 678.57
5 G19.10 6350.06 G70.06 696.34
il 622.90) 654.05 (8(.21 70061
7 1}escnpror 2 (625.40 65667 O82.94 703.42
8 632.70 664.34 HUL91 71164
9 643.90) 676.10 703,14 724.23
10 661.90 695.00 72279 | T444B

BL




Grade Slall Rate as at Plus 5% Plus 4% Plus 3%
Descripror | 30/6/2001 1/7/01 1/7/02 1/7/03
11 Deschplor 3 666.60 $99.93 727.93 74977 |
12 6381100 714.00 742.56 764.84
13 69460 72933 758.50 781.26
14 Descriptor 4 696.90 731.75 761.01 78385
15 700.50 735.53 764.95 787 B9
16 716.70 T52.54 T82.64 B16.12
17 738.30 77522 R06,22 B30.41
18 Descnptor 5 749.50 786.98 818.45 843.01
19 755.70 793.49 825.22 849,98
20 775.90 814.70 B847.28 872.70
21 787.50 826.88 859.95 885.75
22 791.00 830.55 863.77 889.69
23 805.50 845.78 879.61 905.99
24 Descriptot 6 [ 811.40 851.97 RB6.05 912.63
25 830.20 871.71 906.58 933.78
26 833.60 87528 910.29 937.60
27 855.00 897.75 933.66 961.67
28 867.50 010.88 047.31 975.73
22 879.70 923.69 260.63 9890.45
30 Descriptor 7 888.80 03324 970.57 999.69
31 898.50 043.43 081.16 1010.60
32 212,10 957.71 094.01 1025.89
33 923,40 969.57 1008.35 1038.60
34 034.50 981.23 1020.47 1051.09
a5 046.80 994.14 103301 1064.92
36 Descriptor B 954,30 1002.02 1042.10 1073.36
37 977.90) 102680 1067.87 1099.90
38 993.90 1043.60 1085.34 1117.90
39 1011.40 1061.97 1104 .45 1137.58
40 1041.40 1093.47 1137.21 1171.33
41 1061.00 1114.05 1158.61 1193.37
42 1084.70 1133.94 1184.49 1220.03
43 1104.40 1159.62 1206.00 1242.18
H Descnptor 9 1134.30 1191.02 1238.66 1275.82
45 1152.90 1210.55 1258.97 1296.74
46 1176.50 123554 1284.96 1323.51
47 1203.90 1264.10 1314.66 1354.1L




20.7

20.8

20,9

20.10

20.11

Grade Skill Raic as at Plus 5% Plus 4% Plus 3%

Deacrnptor | 30/6/2001 1/7/01 1/7/02 1/7/03
48 1221.30 1282.37 1333.66 1373.67
49 1246.10 1308.41 1360.74 1401.56
50 1267.10 1330.46 1 383.67 1425.18
51 Scnior Mgme 1291.00 135555 1409.77 1452.07
52 1350:20 141845 1475.18 1519.44
53 1444 80 1517.04 1577.72 1625.05
54 1568.80 1647.24 1713.13 1764.52
55 163310 1714.76 1783.35 1836.85
56 1699.40 1784.37 1855.74 1911.42

Nor withsianding the above, agreement may be reached between employces and
Council to salary sacrifice in order that payments ¢an be made ar 2 pre-taxed rare
of pay. Such sacrificing shall nor be greater than 50% of the acwal rate of pay and
the remaining amount nor to be less than the enery level for the position.

Allowances

As ar | Janwary 1995 a $45 allowance payment was incorporated into the rate of
pay for operanonal seaff mking into account all site and disability allowances:

First Aid Allowance

A salaried employee who is the holder of a St John’s Ambulance Certificate or
equivalent and whe is authonsed by the Council 1o carry out First Ald dudes as
part of their repular dunes will be pad a weekly allowance in addition to cheir
ordinary rate of pay.

Shift Allowance

Any employee required to work ordinary hours on shift work commencing and/or
concluding outside the parameters of 6:00 am to 6&:00 p.m. will be paid a shife
allowance.

Language Aide Allowance

An employee, who is recognised by Council as a Language Aide, will be paid a
weekly allowance.

Tool Allowance

Subject to the employee maintaining an adequate kit of tools relating ro their trade
2 tool allowance will be paid: =
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24.13

20,14

20.15

Whete it has been the practice by Council to supply tools to employees other than
those specified above, this practce will continue.

On Call Allowance — General

An employee who is directed o be on call and 15 listed on Council’s after hours
emergency service and is required ro service calls will be paid a daily allowance.

On Call Allowance — Overseers and Works Coordinators

An Overseer or Works Coordinator who 1s the nominared person to be called in
the event of emergencies, will be paid a weckly alfowance,

Exhumadons Allowance & Vaulr Transfer Allowance

Sraff involvement in an exhumation or vault tansfer will be on a voluntary basis
and will attract an allowance. Procedures for exhumaton and vaulr cansfers are
according to the procedure statement held in council’s procedure statement
register.

Allowance 1/7/00 | /7701 | 1/7/02
(5%) | (4%) (3%)
Ifirst Aud Weckly 12,7435 13.2533 13,4509
Shift Per shift 20.0000, 20.0000 20.0000
Language Aid Weekly 150000 15.6000 16.0600
Tool Weekly 20,0000 21.0000[  22.0000
On Call General Mon - Fri 41.2427| 42.8924 44,1792
Sar - Sun 63,8335 66.38G68 0B.3784
On Call Overscers & Works  [Weekly 15.0606] 15.6630 16.1329
Coordinators
Exhumation Per occurrence | 347.5508| 361.4528| 3722064
Vault Transfer Per occutrence 57,9251 60.2421 62.0494
Phane - Salaried Weekly 149106 15.5070 159722
Meal 2-5 hrs Cane Per shifr 12,1643 12.6509 13.0304
Meal 59 hrs Conr Per shift 16.2190| 16.8678 17.3738
Meal over 9 hrs Conr Per shifc 200.8530| 21.6871 22.3377
MMeal 5-9 hrs Non-Cont Per shift 12.1643| 126509 13.0304
Meal 9-13 hrs Non-Cont Per shafl 16.2190| 16.8678 17.3738
Meal gver 13 hrs Non-cont Per shift 20.8530| 21.6871 223377

Provision of Employec’s Vehicle

Where an emplovee uses their own vehicle o conducr Council business, by mutual
agreement with management, they will be paid no less than:

v Under 2.5 litre vehicle 49 cents/km
. 2.5 liere and over 57 cents/km




20.16

20.17

These payments will be increased in accordance with general movements within
the Local Government [ndustry as advised by the Local Governmene Associaton.

Travelling

Where employees are requesied 10 use their own vehicles o anend a training
course, those employees are entitled to payment of a rraveiling allowance for the
difference in kilomeres from whar would nomally be incurred to attend work
and that which has been incurred.

Where a wages employee is directed to work ac another work location and to use
their own vehicle they wall be entitled to the payment of mileage incurred greater
than G4 kilometres calculated over a week.

Where a salaricd employee is ditected to work ar another work locadon and to use
their own vehicle they will be cnatled to the payment of mileage incurred greater
than 38 kilometres calculated over a week.

Such kilometres will be paid at the appropriate rate for use of own vehicle for
official business use and recorded on dmesheets or ather pay records.

Apprentice, Cadel, Trainee and Junior Rates . .
l Registered
Classifications and Rates of Pay } Enterpriac Agreement
Industn i
a Apprentices and Caders | hdustrial Registrar

Council has the abilicy to employ apprennoces, cadets and trainees wichin its
workforce. All apprentices, caders and wainees will be employed in accordance
with agreed policy and current legislative requirements. This section should be
read in conjuncdon with Council’s Staff Training and Educadon Policy.

The weekly apprentice and cadet rares of pay are documented below. These rates
of pay are all inclusive rates which incorporare payment for all allowances

otherwisc applying to staft covered by this apreement:

Apprentices Certificate Level

Rate as ar Plus 5% Plus 4% Plus 3%
Grade 30/6/01 1/7/M 1/7/02 1/7/703
i1 418.30 439.20 456.80 470.50
2 481.30 505.40 525.60 541.40
3 524.10 5501,30) 572.30 589.50
q 5749.60 G08.60 G32.90 651.90

¥




Cadeis Associate Diploma & Degree

Grade | Rate as a1 | Plus 5% [Plug 4%]Plus 3%
30/6/01 | 1/7/01 | 1/7/02 | 1/7/03

1 Associate Diploma 469.80)  493.30( 51300 528.40
Commencement Rate

2 Degree Commencement 5{]5-4[]'1 530.70| 551.90, 568.50
Rarte

3 552101  579.70| 60290 621.00

4 599.80]  629.80] 655.00[ 674.70

5 627.00  658.40] 68470 705.20

G 630.00] 671.00( 097.80| 718.70

7 653.00 685.70] 713.10{ 734.50

b Trainees

The minimum weekly rates of wages for trainees, will be as follows:-

. A proportionate rate of the full trme tates applicable to the classification in

which the traineeship is esmablished. This proporrionate rate will be based
upaon the actual time spent in on-the-job training and experience. Off-the-
job training will be unpad.

- These rates, however, are subject 0 negotiaton from ome to wme,
depending upon the special considerations and needs of trining programs
and traineeships.

c Junior Employees
Junior Cletks Rate as at Plus 5% | Plus4% | Plus 3%
30/6/01 1/7/01 1/7/02 1/7/03
Level
Yrl 408.30| 428.70| 445.80| 459.20
Y12 458.60]  481.50 50080 51580
Yr3 490.00| 514.50 535.10 551.20
Yr4 540.30 567.30 590.00 0607.70
Junior Library Rate as at Plus 5% | Plus 4% | Plus 3%
Assistants ¥/6/01 1/7/M1 1/7/02 1/7/03
Level
Yrl 436.40)| 458.20 476.50 4980
Yr2 466.80)  490.10|  509.70]  525.00|
Yrl 509.10 534.60 556.00 57270
Yr 4 554.40 582.10 605.40 623.60)
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20.19

20.20

2021

Payment of Rates of Pay

Rates of pay will be paid fortnightly by Elecironic Fund Transfer to employees

nominared account.
Deducnons frorn Wages

The Council will be entitled to deduct out ot an employee's salary any sums as the
employee requests in writing in respecr of contribudons or payments for the
purposes approved by Councll. Council and employees agree to rectify any over
or underpayment to pays afrer consulmadon.

Loadings

All rates of pay included in this agteement incorporate annual (25%) and long
service leave (15%4) loadings. "L'his came into effect for salaried staff from 1,/1/93
and wages stafl from 1,/1/95,

Government Funded Employment Programs

[t is agrecd that Wollongong Ciry Council has a role 10 play In the implementanon
of Federal, State and L.ocal Government training and employment programs.

It is further apreed that where funding for these programs includes specibc
conditions of pay or employment, these will be applied in lieu of Enterprise
Apteement provisions. In all other circumsiances, however, the provisions of this
Enterpose Agreement will apply.

All mrainees subject to this clause will be considered to be supemumerary 1o
Council’s worktorce.

L g el
-l =
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PART E SKILL DESCRIPTORS

Skdll Descrptors

Skill Descoptors when read from bottom ro top provide a genenc and objecove
description of the range of skills, knowledge, authornity and accountability, experience and
qualificatdons undertaken by pasidons within the organisanon. The Skill Descnprors are
used as a general puide for determuning where positions are placed after job redesipn
projects, relative to the skills, knowledge, aurhoriry and accountability, experience and
quabificanons.

The Job EHvaluadon process (see Policy and Procedures-Managing Organisadonal
Change) will derermine the enury and exit wotk value poincs of the posidon, these points
are converted in the Single Salary band 10 determine rthe pay grade range applicable o the

positon.
Descriptor Authority and Judgemem & Specialinl Maragement | [nterperconal Chualificarions &
Accournability Problem Solving Krarsdcdge & Skdils Shalls Fapcrence
Shills
DESCRIFTOR 1
Responsible foe | Applics suandard | Spesialise N A small A satisfaciory Schiel
the compleon af | practces with hirvwlodpe arad Applicable, | component of | Cerdficale repon or
basic tasks warh limured availabibry | akills are nen the pemiion, | comnpleunn of the
close supervision | of npnons inche | regqured. Shills shills m Higher 5chool
cither indrvidual | complenon of cxcrciscd arc of a communicatio | Certificare may be
OF I 2 T work objecoves, | hadic naturc n with souphe. Complennn
CIY LICOITAC L gained through employees ol an appropriare
Council induction andfor the labour marker
raning of on- public may be | program or similac
the-jisty. rogualred ata | shore e work
bazic level, Fskills expenence is
desirable.
DESCRIPTOR
Responsible for | Ocecasional Skills are N Skills required | Sunable expenence
the compleden of | inerpretabon is | developed Applicable. | [or the or qualificacns in a
regularly required 1o follow | through on-the- exchange of | number of defined
oCcurring rasks esrablished fob training, inloomation skill areas requiring
with general procedures where | ineermal wanng or the the completion of
guidance on a a choice bereeen | ¢owrse or at angswenng ol AFE or in-house
daily basis. morc than nwe TAFE College siraighcforear | maining medules
ppdons is over a numbcr of d or rounne resulnng in the awand
presenr, month, mmialers, of a ceraficaie of

COIMIRC L TR
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Descripror Authgrity and Judgemen: & Specialinl Manngemene | Inierpersonal Crualificadons &
Arconntahilicy Prohlem Solving Knowlcdge & Shdlle Skalls Experience
Ekillw
DESCRIFTOR 1
Reaponsible for | Salving problema | The moge of Mot Skills arc Wark cxprtenes
all aspeers of the | reguires some work required of | Spplicable, | required 1o iogether with the
wark with inteepretation of | the posirion obran and successhul
MRINLTWm rituabona or makes the work clanty the complenon of
UV ISION. procedures whete | complicared and conmenr of rclevane waining
there are a small | 2 vanery oF skills inlnmanon madules will be
number of are reguired im s ar resolve requared ar duos Jevel
opriony, commpion. rauine far the applicadon of
mareees., complicared
Dnscreniom is | peoceduces or
reguired in riec hrdgues.
accking
CrnyCraLing
of requesting
informaoon
from a vanery
of sources.
DESCMFTOR 4|
Respaonsible for | Problem solvimg | Posirirns will Supervisony | Persuasive Appropriarc
work requirmg 1 | requires rave o Jeveloped | skills in the | skills are madesperson’s
degree ol skills aypessment and comperenee ina | communxcal | requared w certificaie of
and mterpreanon of | varery of shills 1wn of cinvince vompeeency or Lhe
indeperndence. a number of related 100 indrucdans, | amdfor equivalene skills and
specified oprions | imporant craimang and | explain knowleder gained
that can be elements of the the nflormadon through considerable
technical bat joby, chieking ol | en specifie wink exprdence
non-complex wnrk may prams al’ combincd with on
nawure. e required | view. and ofl 1he joh
(] Communicao | ceaining.
suprrasnry | oo may also
posigHna, te required in
the
supwrvisiin of
a small group
or work area
4]




Descrdplar Authorsicy and Judgement & Speciullec Munag=ment | Interperacnal Qualificudons &
Accauntabilicy Froblem Schving Krgwledge & Skdlla Skdlle Experience
Sldlln
DESCRIPTOR %
Fully reapanaible | Asscssment of Prsitions have Shills may | Pusidens Thorough warking
{nr the operanon | the opdona sprecialised be required | have shills in | hnowledge and
of a small sccton | requircs 1o knowledpe and in the managing expedence of all
requining cfficient | analyae and akills in & number | supetvision | others. The | work procedurss in
use of szl and | resobee problems | of advanced work | af saffro | posidon may | the apphicaton of
othes resources and wirhin arcas which rclaie | direcr, have the role | technical, clarieal or
or completing limitaton, in 1o the more encoursge, | of explaining | wades shalls in
uaske ce projecte | changing the way | complex elemenin | motivace pelicy o the | relevant arcas of
requinng work is of 2 ade or for | anul asses public or swlf | wotk based upon
sprvialised/iechni | performed and | the coondination | performanc | members anet | suicabie certificate
cal skills and howw it ik nf various aspeers | e of 2 small | in recanaling | and/or post
knovwledpe. allecarend, of work work area | dilferent cerobeare
ProgErans. ar uri paines af qualificaons.
againar vicw.
work
objectves.
DESCRIFTOR &
Posivuns arc Posidins arc Highly developed | Pirsidions Persuasnc Proficiency in the
accounmable for | requiced o apccilir may slulls are apphication of
the complenon of | manslare and knoadcdge and SUpervise feguired ro complex and
projects equinng | necrprel complea | ahille are mquired | sealf ncgotmic specialised pracoces
highly specialised | informacion. to aralysc wnrk | requiring and/ nr anl techniques is
technical or Jusdgement problems which | the provide gained through che
adminsstrative used in the may require alkwcudon of | spocialise successhul
skills mnd improvemnent of | concepusl wiak with | advice and completron of an
knawledgr. mcthods snd thinking or 1o competng | recommendad | Associate Diploma
procedwres and in | eachve msaucs priaritcs oms fo smif or equivalent
derermining shor | which dernanal over several | and for the combined with
retm friorites. muld faceoed wotk aress. | public. comprehenaive
aolubons. precocal cxporence
arnd coropetency
brased courscs.
DESCRIFTOR 7
Pomiticms are Posidons quire | Complex and Positons | Shills are A high level of
accountable for | judgemene in day | specislised may required in proficiency in Lhe
the management | o day decision hnowledge amd wpervme | the applicadon of work
of several mahing which akills arc required | group of motvadon of | skills and kaoudedge
ProjecTs o cnapre | involves 10 sdddezas work | acaff stafl andfor | is acquared duough
effecdve and tnterprecanon of | problems and requiring in the tertiary qualificanons
cfficient complea alremagves. the prerenmton | at the Assodalc
operaton arl/or | informatnn, apserament | of advice and | Diploma lovel, or
in compleong arl recommendat | equivalent, combined
work or projecta allacation of | ons o with compeehensive
in ehelr oo eighe work management | practical experience
which are of pricrities and/or the which will have becn
some complexity, overa public. aupmented by the
number of suceeya ful
disdner completion of
waork areas. specialised training

cowscs of shorr
durafon.
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Descriptor Authoricy and Judgemnent & Specialint khnqerrrnJ Interpersonal | Chanlifications &
Accouniability Froblem Knowledpe & Sldlls Skdlle Experience
Solving Skilln
DESCMIFTOR §
Accouniable for Fosidom Extensive hay b Initmpersonat | Teriary
the provision of 2 | requires pmfcasional requirce to | skalle an qualifreatrone kevel or
profcusional unalydcal knowledge, slulls | manoge comumunicadn | exrersive pracocal
advory service rearoning in arxl expericnce srafT, g with and experience and an in
requirmg sdvanced | deadmg witha | wre roquired o meolve Oy anng depeh hnowledpe of
spocialiscd range of xlenbfy sohations | aporaonal | stafl w the work area or
rechnical 1kills and | complex mw isguee where | probleme urclertahe funeoon is requined
knowledge. Tho ahematives ko | vamows complex | and dilficulr ne ut this level
would involve the | resobve muld aleemadves necd | paracipare | key lagka.
auchoriry o facetend to b addressed. | in rhe The abnlicy Ho
prepase, submi operagonal, managemen | convince stail
and implemenr rechnica) ot 11cam 1o and reanlve
work programs aervice conirbuce | problems
wne for projecos probloma. 1o the requircd.
Persidom may be mechugon | Posinicne may
accounmble of I roquired o
munagement of problems. | nepooace
severdl work arcas conlrace
Or unm by ETAUrE lgﬂ:l.'mt‘nls.
effrcicnt ond
cflecove we of
sraff and orhee
MMEDLTC S 1N
schicving work
oimechves
DESCRIFTOR 9
May be accountable | Posidons have a | Exrensive Pramicna Pessitione Teramry
for thy effechve high level of profcasional may ranage | require the qualifaatrone at
maragemenl and | independenee | knowdedge, skills | professional | ability 1o gracduate of post
eontrol of in salving and expernce Ltechnical | nepodace on | graduare level ace
nignificant problerns ol | are ecessary for | amwd/or imparrany required in relevant
respanibility uming the dircedon and | other siall | mailees wath a | Gekds of shudy
cenere. Ina judpemenr. conmol of a in planning, | high degree of | combdned with
specialist capaciry | Problems am major implementat | & rce. | exccnaive pracocal
the positon would | enauld (acercd responaibaliey ion and Skalls are exrericree in all
b accounmble for | requiring wrea, Ermasive | review of required o mlevant wras m
high level advice | detuled snalras | knowledge of the | weork Icad and order to plan,
which would be of available OTgNI BN programs, | morivate §taff | develop and control
prevaied 10 Options m SITEtCEE inucd as well as in the major elements of
IANBQEMENE on idendfying and rmajor playing a succonsiul worh
significant aspeces | soludons orin | clemenes of key ke in | compledon of
of policy or on the | desermrunmng 1the | pobey are operamonal | work
critcal manes. concepoaal pogquired managemen | programs
The prsiton would | framework including shills in | 1.
have a viml mole in | cesawrds cvahugng and
the overall projecs. developing
perfoomance of the soludons udlising
relevam (unchon. innovadye and
CITRIY'E
approaches.
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I EMPLOYMENT

21 VACANCIES
Policy

21.1  In the cvent of a permanem vacancy occurring, the appropriare Union(s) will be
notifled in wrrng within one (1) month if there is any proposal for change o the
pasition, or the position will be advernsed within chree {3) months of the posidon
becoming vacant.

22 INABILITY TO UNDERTAKE NORMAL DUTIES
Policy

221 Wollengong Ciry Council will recognise that from time o time employces are
incapable, through no fault of their own, 1o complete their normal dudes. Council
will recopnise this and give consideration o other opuons.

22.2  Opuoens include, bur are not lirmuted 1o lateral transfers; modification 1 the dunes;
leave and other provisions contained in the Injury Management Program and
related legisladon.

23 APPOINTMENT POLICY
Policy

23.1 ‘'This policy is in accordance with the provisions of the Local Government Act,
1993 (INSW), as amended, relating ro appointment of Council staff to be on merr.

232 'This policy shall cover all positions of Wollongong City Council excepr those that
are designated senior saaff (as per Local Govermment Ace 1993, Definioon of
Seniot Sraff) by resoluton of the Council.

233  When a decision is made by management to fill a vacant position:

a only a person who has applied for appointment ro the posiion may be
selecred; and

b from among the applicants eligible for appoinunent, the applicant who has
the greatest merit is w be selecred.

234 The ment ol the persons elbgible for appoinmnent to a posinon is © be
determined according ro:

a the nature of the dudes of the paosidon; and




23.5

b the proven abilides, qualifications, cxpenence and sandard of work
performance of those persons relevam 10 those dunes.

Under che Povacy and Personal Information Protection Acr 1998, ooly
information supplied by the camdilate or obrained with prior consent of
the candidate will be used during rhe recruitment process.

Definitions in the context of this policy and procedure

“Mem”

'To the highest degree of suitabiliey and capability for appointment il.' _';{_ __—d—"—‘—“
| Registere

I E i
||- -1.1111":1?-{' '.‘L;::Ei?fﬂl:!-lt

“Abilities”

|
Skills, competencles, talents and personal attributes of applicants.
“Qualificaiions™

Shall  include academic atrainments, professional experence, professional
qualificadons, memberships of trade and professional associadons, licences,
certificates, successful complerdon of waining programs and othet accredited
tramning.

“Experience”

The assessment of experience is not limited 1o experience acquired through
employment with Wollongong City Council. This is measured in terms of the
qualiry of training, knowledge, alenrs and abiliy gained by an applicant through
work and non-work experiences.

“Standard of Work Performance”

The degree of comperence, efficicncy and reliability exhibited by an applicant in
the performance of currene and pase posidons.

“Crdtena”

The requirements of the posidon, Crirerda may be both cssental and desirable;

. Essenual crrenia refers 1o criteria which are required in arder 1w perform all
aspects of the job competenuy.
. [esicable critena refers ro crireria which are not essendal but would enable

the job to be performed above a comperent level.

Crireria may be expressed in a number of forms including skills, qualifications,
mrerpersonal skills, communication skills, experence, performance.
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Knowledge and understanding ol Wollongong City Council’s operations, policies
and procedures, as it relates to the adverdsed position, shall be a desirable
criterion.

“Weighting”

A scotce atrribured to each aspect of criteria according to its relative importance to
the position, Applicanes are assessed according to each aspect of the weighted
criteria and an aggrepate weighted score is determined 1o assess reladve menic.

"CU"“

The process whercby apphcants are assessed by the appoinment cornmitee
according to the selecdon cntena and eliminated from further consideradon
where they do not meet the essental requirements for a position.

“Shortlist™

A list of appheants selected for interview following the process of culling: or
selected for second interview following inidal assessment by the appointment
commirtee ar a first interview stage.

“Ranlking”

The sinnatdon where applicants arc assessed against each aspecr of the weighted
critcoa, given an agpregate points weighting and then placed in 2 scale from
highest o lowest in order of aggregate weighong The applicant with rthe highest
ranking is deemed  have greatest ment.

“Narure of the Duries of the Posiuon™

This is as derermined in accordance with the positdon statement/job descripton
for the positon.

“Prohibired Person™

A person who has been convicted of a sericus sex offence as sec out in the Child
Prorection (Prehibited Employment) Act 1998,

“Child Related Employmen(”

Positions within Council where employees, volunreers or conwactors have direct,
unsupervised conct with children under the age of erghteen years.

“Employment Screening — Child Protection™
The process of undergoing a criminal record cheek, darabase check, relevant

apprehended violence order check, prohibited person disclosure and probrry
check.

48




“Procedore”

23.6

237

239

A Requisidon for Seaff Replacement must be completcd by the supervisor
concerned and approved by the Divisional Manager. This is then refemed to the
Manager Human Resources.

The Manager Human Resources will appoint a member of the Human Resources
Division to coordinate all stages of the recruitment procedure, commencing with
the formation of an Appointment Commirtece. The Appointment Committee shall
be comprised of:

. the nominared Human Resources Division represenvative;

. a representative from the concemncd division {the manager may norminatc
an additonal representative from the Division where appropriate and
agreed to by the appointment commuitee) and;

. subject to the relevant union’s discredon 10 be involved in the process, an
extemnal independent member.

The compositon of this committee shall comply with EEO principles.  The
selection of the extemal independent member shall be av the discreton of the
relevant union.

All members of the selection panel are expecied to have participared in sclecdon
techniques training. However, in the event that this has not occurred, and ik is
demonstrated that it is important that the particular individual be involved in the
interview panel, an education session will be conducted by the Hluman Resources
rcpresentative in order to give that person a basic understanding of the policy
requitements in order to conduct a procedurally fair and equitable process. This
alternarive procedure should only be carried out where the individual, deemed
necessary o the recruitment, has been at Council for only a short period of time
and the appropriate course has not been conducied for some ome.

All panel members shall have an equal role and contnbution 1o the process.

The manner in which the selection commitree organises its deliberadons is a
matter for its prerogative provided thar it follows the principles of EEO and
maintains as its prime objectve, the se¢lecdon of the applicant wirth the greatest
degree of medt.

23.10 The inidal role of dus Commitice shall be ro draft an advertsemnent and determune

and priodtise ctiteria for selection in accordance with legisladve requirements and
Equal Employment Opportunity Principles. Sclecoon critenia will be drawn from
the current job descripdon and/or any other aids which assist in identifying the
requircments of the vacancy.

Where the positon has been idendfied as “child related”, the advertsement will
conuain a statenent indicadng that applicants will have ro undesgo emplovment
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2312

2313

2314

23.15

23.16

23.17

23.18

23.1%

screening.  Applicants will also be required to submit a prohibired person
disclosure with theit applicadons.

Ar this point 1n ome, all panel members should be familiar with the dulies and
responsibilines of the posiion and how these requirements are going o be
assessed,

The Appointment Commirtee shall also formulate appropriate quesdons to be
asked consistently of each applicant. Questions are to be based upon the selection
crrern identified for the position. Fxamples of desired responses to questions
should be discussed and agreed.

The Appointment Commitree shall assign a points weighting to the selecdon
criteria based on the relaove imporrance of each aspect of this crivetia 1o the
posigon. The apgregare points weightng for desirable criteria shall nor exceed the
aggregate peints weighnng for the essental critena.

The Appointment Committec will cstablish its operadng procedures and dme
frame for the recruitment activity. Dates for each stage of the process should be
set by the commirtee.

At thus stage, the independent and divisional represcnmtives on the appointment
committee  should be fully briefed by the Human Resources Division
representative in the operaton and applicadon of this policy and procedure. This
includes their obligations under Anti-Discrimination, Povacy and ILocal
Government Legislation, Enterprise Agreement, Council Policy and Code of
Conducr,

The decision to adverdse either internally or externally rests with the divisional
manager and should be based on an examinaoon of the labour market. There will
be consultation with the relevanr union regarding this decision.

All vacant positons shall firstly be adverdsed by way of circulars diseributed and
posted on swaff nooce boards. Nodficadon of the advertisements will also be
placed in employees pay slips, however this does not constiute an adverasement.

It 15 the responsibility of an employee 1o obrain a copy of the adverdsement and
address the full range of selection criteria in their applicaton form, Tf posioons
are to be advertised exrernally, adverdsements will also be placed within the local
press, other newspaper/journals when specifically requested, the government
body and/or accrediced agencies.

Where deemed approprate by an appointment committee, applicants mav be
required 10 apply by completng a relevanr applicabon form. Where this
requirement ¢xisis, it is the responsibility of the employee to abtain such form.



23.21

23.22

23.23

23.24

23.25

23.26

23.27

23.28

Applications are received directly by the Human Resources Division where they
will be held undl the closing date in a file appropratcly labelled. Should the
applicant or their representatve require to peruse or cobtain/copy their own
application, this may be carried out at any ume.

Under no circumstances will applications be released from the Human Resources
Division. Should there be a need 1o peruse applications arrangements can be
made ro do 50 within the Human Resoutces Division's offices.

The Human Resources Division will forward ro each applicant a wruen
acknowledgement of receipt of applicaton.

Two working days following the closing dare, all applications received will be
listed and referred in a confdental envelope to the Human Resources Division
Appointment Committee representadve who, in conjunction with fellow
Commirtee Members, will select a shortlist of applicanrs for interview.

Selection for this shortlist will be based upon the established selection criteria. In
order 10 qualify for an interview applicants must at least meet the essendal cnteria
as stared in the adverasement.

Internal applicants who demonstrate they meet the cssental crireria will be
granted an interview.

If there is a need to shortlist extermal applicants further the Appointment
Committee will make a total comparative assessment of each applicant and cull
those whose qualificadons and experience are not competitive with other
applicants.

Where a position is advertsed “intemally only” with the clearly advertsed intent
of filling that positon from an cxisting member of Council's staff, casual and
temporary employees are eligible to apply for the posidons providing both the
followang criteria are met

. If they were appointed to their present posiions as a result of a selecdon
process in accordance with this policy
. If they were working duting the period the posidon was adverdsed.

Internal applicants who are not granted an interview will be notified of the reasons
for their exclusion by the Appoinament Committee or member as decided by the
Committee hefore the interviews are conducted, This will be carried out in
writing, howevet, in instances where time does not allow for correspondence tm be
sent and received prior 0 those inrerviews, nodficaton will occur by either
tclephone or meetng.
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23.29

23.30

23.31

23.32

23.33

2334

23.35

23,30

23.37

23.38

23.39

When a shortlist is determined, the Manager Human Resources will arrange for
applicants selected by the appointment committee o attend an interview o be
naorified of the date, dme and venue of rtheir interview.

The interview quesnons are o serve as a guide to draw out the skills and
competencies of applicants, however, responses given by applicants to questions
are not 1o form the sole basis of assessment,

Orher puides, such as second interviews, written applications, referees, appraisals,
skills and apturude tests and performance and experience in other posioons wall
also be relied upon in delermining the applicant with the greatest merit.  Such
guides will be determined by the Appointment Committee. The Appointment
Committee shall also agree on the appropriate method for reference checking.

In the cvent of second interviews being required, provisions of the policy shall be
observed.

During the interviews, all intcrviewees are assessed by the Appointment
Committee according o the crireria and weightings they have established,
culminating in the compledon of a commirree Ratng Record Sheer.

This rating record sheer will be determined on a consensus basis by the commircee
members. Aay raong sheets or notes prepated by individual commitiee mermnbers
shall be collected by the Human Resources Division representatve and destroyed
{after the appointment has been effecred).

Where the Committee rates an internal and external applicant to be equally of the
highest merir, the Committee shall rake approprale steps to separate the two
applicants. In the event that no separation can be made the internal applicant
shall be appointed.

Where the Commirtec rares nwo inteenal applicants to be equally of the highest
merir, the Committee shall take appropriate steps to separate the two applicants,
In the event that oo separation can be made the applicant with the longest service
shall be appeinted.

If no consensus can be reached by the Commuttee, then a new commuttee shall be
formed and follow the procedures to the point of recomimendation.

should there be no consensus by the second Committee, the General Manager or
the delegared representative will make the appointment.

Following inrerviews with the Appointment {ommirtee, the applicant assessed by
the appointment commitee as having the highest degree of merir, if external, may
be requested to undergo a medical examinadon at Council's expense on the
undersranding thar the medical examinarion forms a further part of the selecuon
process (see pre-employment medical policy). Ar this stage, proof of identity and
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23.41

23,42

2143

23.44

where applicable proof of residency sratus to enable employment in Australia,
should be obeained.

If the positon has been identified as being “child relared employment” then the
recommended applicant must undergo employment screening.

Under no crcumstances should a person be given a letter of appointment prior to
recciving the Divisional Manager’s approval and/or, where appropriate, poor to
that person undergoing a medical examination and heing certfied as fit to perform
rhe nominated dunes.

Following consideradon of performance in all steps of the selecrion process an
“Approval to Appoint” form shall be prepared by the Appoinuncnt Commiriee
recommending the highest ranking applicant for appointment. This report will be
submitted for the relevant Divisional Manager's approval

If a Manager is concerned abour the rccommendaton of the Appoinunent
Committee, discussions should occur with the Appointment Commirtee o
derermine an appropoate resolution.

Should there be no approval by the Manager, reasons for such non approval wall
be given In wrong te the Committce and the commietee’s concerns will be
forwarded ro Management.

Following receipt of the Divisional Manager’s approval, notification of outcome
shall be effecred as follows:

a  Where an application is received from an employee within Council's service
and that employee 1s not appointed w the subject positon, they shall be
advised in wntng of the following:

i the name of the successful applicant;
i  ameaningful explanadon for their non success; and
i their Aghts of appeal.

A feedback session with the Appointment Committee will be available for all
intenal unsuccessful apphlicants,  Feedback sessions will provide the
employee with an opponiunity te gun informadon about their performance
duning the recruibment process.

b The successful applicanc shall be formally nodfied of their success by letter,
subject to appeal from internal applicants.

Afrer the period for lodgement of appeal has elapsed or wrinen nodfication
of intennon not o appeal received, the successtul applicant will be contacted
and a commencement dare esrablished.
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An Appoinmment letter confirming the grade, dawe of commencement and
the Council Officer to whom the employee has to reporr to commence
duties will be forwarded to rhe successful applicanc

c Where all applicants for the posinon are outside Councal’s scrvice, the
successful applicant shall be contacred, as above, and a starting dare
arranged. Unsuccesstul applicants shall be nonfied by way of lewer.

2345 ‘The commencement dare for an internal applicant shall be subject o negouaton
berween the relevant divisional managets.

23.46 The successful applicant shall undergo an inducden program in accordance with
the inducuon policy.

2347 In the event of a recently advertsed position, or a posidon with a similar job
description, becoming vacant within a period of up to 6 months (from the closing
date of the previously advertised position), the Manager may appoinr the next
most suitable applicant from the previous recruimment action, subject ©
consulration and agreement with the televant union.

Procedure for Lodgement of Appeal

23.48 An appeal apainst an appointment may only be lodged on the grounds that the
appellant believes that the process as cutlined in the Appointment Policy was nor
followed or the appellant believes rthar they wete meated unfairly.

23.49 The procedure for appeal shall be as follows:

23.50 Intenton to appeal should be lodged in writing to the General Manager within
seven working days of notification of non-success.

The General Manager shall then hear such appeal and the appellanc shall have the
opton of approprate representadon. The appeal shall nor be heard within five
days of the nodfication of intenton to appeal unless otherwise agreed.

If the mamer remains unresolved following nonficadon of the General Manager's
determinarion, nodficadon of dispute under Part 5 (Secoon 130) of the Industrial
Relagens Act, 1996 (NSW)}, as amended, may be iodged, within ten wocking days,
with the Indusirial Registrar of New South Wales.

No appeinument to the vacant posidon will be formally made unil the dispure has
been resolved.




24 ENGAGEMENT OF TEMPORARY AND CASUAL STAFF
24.1 Temporary Employees

242 Council may appoint employees o pasitions of a temporary basis for up to twelve
months. The periods of employment will be confirmed in writing, The siatws of
emporary staff will be reviewed on a 3 monthly basis, ‘Temporary employees anll
autact the full mnge of benefits avaidable under the Enterprise Agreement.
Casual/temporary wages staff who have been engaged on the Labourers
Corporate List, in accordance with the Appointment Policy, will be employed for
nominal perods up to 3 months. Any extension bevond an advised period wall
require prior consulration and agreement with the urion. The rotation principles
as defined in the Wages Division Relief Policy will be applied. Agreements o
extensions will not be unduly withheld by the unions

24.3 Casual Employeee

244 [Employces who are engaged for the duration of less than | week, or alrernately,
are on call 1w fill vacancies or to meet parbcular employment needs, shall be
classed as casual employees for the purposc of this agreement. Provisions will
exisc for casual employment within all categories of classifications.  Casual
employment provisions are not designed 1o erode full ame employmenr posidons
within Council. (Employment of casvals not in accordance wath these provisions
shall be subject 10 consulranon.)

24.5 Casual cmployees will be paid a casual loading of 15 percent to compensare for
toss of other employment provisions however a casual will have enddements in
accordance with the Long Service Leave Acr.

Policy

24,6 No temporary or casual cmployee will commence work with Council prior to:

i The divisional manager’s approval,

il Reccipt by the Human Resources Division of a completed and signed
“Requisition {or S1aff Replacement” form,

1] Compledon of all relevant employment documentation and issue of any requircd
safcty clothing and equipment,

247 Temporary employees shall be provided with written advice from Human
Resources prior to commencement, grving derails of their start and finishing dates.
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Procedure

24.8 A ‘Requisition for Staff Replacemcnt’ form, available from the Human Resources
Division must be completed and endorsed by the Divisional Manager. This form
must conmin full jusaficadon for the proposed engagemen.

249 The Divisional Manager will forward the requisition form to the Manager Human
Resources.

24.10 The Manager Hluman Resources or a nominated represenrative will contact the
relevant Division to make arrangements for the new employee to complele
required employment documenradon prior to theic commencement and  will
norainate the ume for signing on the stalf member.

24.11 The agreed process for the employment from the Carporare Casual/Temporary
Labourers List (Lxtemal) will be applied.

25 OUTSIDE INFLUENCE AND CANVASSING
Policy

25.1  Employees will not seek to influence any person in order o obrain promobon or
other advantage. Any employee who considers that their claims for promotion or
transfer have not been fairly considered may write a statement of such claims o
the General Manager, who will refer such starement to the Council.

252  Any person secking employment with rhe Council, who artempts to canvass or
seek 10 influence any person may be disqualified from further consideratdon of
employment with Council.

26 PRE-EMPLOYMENT MEDICAL EXAMINATION
Policy

26.1 All persons sclected for temporary, casual and permanent appoiniment to
Council’s service may be required 10 undergo a pre-employment medical
examination to determine ftness 1o perform nominated duties, Such examination
will be conducred by a medical practiioner nominated by Council and will be at
Council’s expense on the understanding that the examination forms a further part
of the selecnon process.

26.2 Existing permanent employees selected for appointment or transfer to other
posiions within the orgamisauon may be required w0 undergo a medical
examinadon to determine fitness ro perform nominated durdes.  Such an
examinaton will be conducted by a medical pracddoner nominated by Council
and will be at Council’s expense on the undersranding rhar the examinadon forms
a further part of the selecion process. The need for examinaton is to assess
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fitness to perform the new posinon on the basis of occupational health and safery
requitements.  “[he need for such an examinanon will be assessed on a risk
management approach and be ar the «iscretion of Council’s Manager Human

Resources.
27 EMPLOYMENT SCREENING - CHILD PROTECTION
LEGISLATION

Policy

27.1 Al reccommended applicanis (permancne, lemporary, casual, volunteer or
contraclual) applving for ideatificd child relaled posizons wathin council shall be
required to undertake employment sereening pror o commencing employment.

27.2  Existing cmployees transferring ) child related posidons wirhin council will also
be required to undergo emplo}'mnnr sCreening,

Procedure

273  Applications for child related positions must include a completed prohibited
person disclosure

274  Following interviews with the appointmears commudee, the recommended
applicant will be required to complele a consent for screcning and probiry check
request form.

27.5 The Department of Communiry Services will be conracred with the derails
provided on the consent for sereening form and will conduer a criminal record
check, darabase check and apprehended violence order check relevant w the Child
Protection Legslaton

27.6  The Beparment of Communine Services will provide a recommendadon o
council regarding the prospective emplovee.

27.7 A probiry check will be conducted using the denils provided on rthe referee
request form.  This will consist of specific child relared guestions o past
cmployers.

27.8  Should the results of the DOCS checks be posiove (dendfy them as a prohibited
person} then che person will nor be offered the posison and the Commission for
Children and Young People will be nodfied of the refusal of employment.

27.9 A prohibited person disclosure shall be provided to prospecrve applicants with
interview notficadon and must be rerurned ar ome of interview signed. Should a
prohibited person apply for a position than the Commssion for Children and
Young People shall be nonfied immediarely.
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271

27.12

28

Policy

28.1

28.2

If the results of the probity checks are not satsfactory then the Appoinuments
Commiltee as part of the recruitment process will need o assess whether they will
be placing children at risk by employing the applicanc

Upon employment screening being clear, employment may commence. Al results
from checks will be kept in a scaled envelope on personnel files available only o
the FHluman Resources Division and the employee in question,

Applicants will be notified by the Deparrment of Community Services if their
cnminal record check is positve and under the Freedom of Information Act the
applicant has the Aghr ro view their criminal record check. If chey believe ic to be
incorrect then they have a right 10 appeal under Section 36 of the Act

INDUCTION OF EMPLOYEES

All new employees will pardcipate in an induction program following their
commencement of employment with Council. The induction program is based on
3 levels: Corporate, Division and Work Section. The aim is to provide employees
with information about the organisadon, the division and the position in a dmely,
relevant and reliable way to facilicare the assimiladon process and assist the
employee to become effective quickly.

Existing employees wansferring berween divisions or work sections shall
participate in the relevant levels of the program.

Procedure

28.3

28.4

28.5

286

On the [irst day of employment the employee will report 1o the Human Resources
Division where they will complete che appropriate paperwork, be issued with an
identficaton badge and cover some of their basic entitlements, including the
apptopriate union covering the employee’s trade or calling and how to gain
mernbership.

The Divisional Manager shall then implement the divisional and work section
components of the inducdon program. Guidelines have been developed ro assisr
in this process and are available from the Human Resources Division.

A one day corporate induction ccordinated by the Human Resources Division and
consisung of presentadons from various areas of council will be conducted
quarterly.

During the employee’s first year of service, and following the one day corporate
inducdon, employees will arrend a number of modules coordinated by the Fluman
Resources Division which outline and address specific organisational ininadves
and issues. These modules include but are not limited ro:

38




Harassment Prevention P

- Fmployee Assisrance Program ’I_-i T,E: , —

. Employee Development and Review Il Eserpeil 1: -I.-S(.j j
. Occupatonal Health and Safery I o frement |
. gﬂzl Employment Oppormunity f..' Induzirig "qisjﬂ
» t}r_ L e

29 PRODUCTION OF EVIDENCE TO PROVE IDENTITY
Policy

29.1 Al new employees are required 1o produce proof of idenaty and a tax file number
prior o commencement of service with Council.

209 Proof of identity needs (o be produced at the time of the medical appoinment,
29.3  For the purpose of this policy, proof of identry wall he:

birth certficare

v passport
. rmatriage certificate to prove change of name if applicable
. any other evidence which the General Manager deems sagsfactory.

30 REGRADING POLICY
Policy

30.1 Council recognises the need to retain and motvate its employees through the
recognidon and reward of performance. The Regrade Policy provides a
mechanism to achieve this in an environment of [atmess and equity, while
reflecting Council’s Vision and Yalues.

30.2 The Regrade Policy provides management and employees with clear guidelines 1o
implement a regrade process which is applied consistently across the organisation,
ensures equiry of access, is fair, casy to administer, and understood by all partes.

30.3 The regrade policy is designed to ensure employees are appropriately rewarded for
the work they perform and the value they add ro the organisation and irs
processes. All employees are eligible to apply or be considered for tegrading at
any time on the basis of the factors set out in the regrade procedures. However,
where competencies have been aligned to positons, these will be looked at In
conjuncion with this policy.

30,4 Payment of salary above the upper level of the evaluated salary range for a
position requires the endorsement of the relevant Director. Payment above the
upper salary level is available only in excepdonal circumstances, and is based upon
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submission by the job holder and Divisional Manager which satisfies all of rhe
following crirena:

. The job halder is currendy paid at the top of the evaluated salary range

. The job holder saosfies all of the comperency requirements for
remuncradon at the upper level of the salary range
. The job holder has demonstrated consistent ourstanding performance

which is additional to the normal requirements of the position.

Procedure

30.5

30.6

3.7

30.3

39

30.10

301

The basis for approving an applicaton for regrading will be changes occurring in
one or more of the following factors within the context of the applicant’s work:

i qualifications

i skills

iii  work expenence

v work achicvemnents

v perfomance

vi  level and/or type of responsibiliry

vii  coneent of the work

viii  workload

1x  work value as determined by council’s job evaluation system
x  comparagve salaries in che current labour marker.

These changes will add value to the applicant’s work area, Division and/or to the
Council as a whole.

The indrvidual saaff member fills in an “Application for Regrading” form
addressing any of the above lisied faciors.

The applicant personally lodges their application form with:

i the relevant Divisional Manager for determination and
i rerains a copy for their own record

The Divisional Manager immediately fills in and returns the receipt of lodgement
slip (as provided on the application form) ro the applicant. The Manager will
derermine the application within six weeks of receipt

‘The applicant meets with Manager to discuss the content of the application for
regrading. The applicant may take a represencative from their Union to this and
any other meeting held 10 discuss their applicanon for regrading.

Where applicable, the Manager secks comment from the applicant’s supervisor
regarding the applicanon. This comment shall be provided in wndng by the
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30.13
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30.15

%16

30.07

30.18

30.19

supervisor to the Divisional Manager on the appropriate section of the applicaton
form.

The Divisional Manager then forwards the applicadon to the Manager Human
Resources for provision of written comment regarding any organisational or
industrial issues that may affect the applicadon. The Manager Human Resources
shall provide this comment in writing to the Divisional Manager on the
appropriare section of the applicadon form.

Where a regrading involves a salary increase greater than $40 per week, there will
be consultadon berween the Divisional Manager and relevant Director.

If applications for regrading involve salarics above the cvaluated level, they will
then be referred ro relevant Direcior wha will make a recommendation in writing
to the Divisional Manager.

The Manager meets with the applicant for a second dme 1o discuss the
information received during steps 30.8 ii, 30.10, 30.11 and 30.12. The Manager
will provide a copy of this additonal information to the applicanc if the applicant
requests it.

The Managet determines the application taking into account all the relevant
information, Any application for regrading that is approved by the Manager will
take effect from the date the application was lodged with the Divisional Manager
(as shown on the Receipt of Regrading Applicanon (om).

The Manager meers with the applicant to:

i verbally advise the applicant of the decision in respect to the application for

regrading,
explain the reasons for the decision, and
iii provide other feedback regarding the applicaton for regrading if this is

requested by the applicant.

This discussion shall be followed by written advice of the decision and its reasons.

The Divisional Manager [orwards a copy of this wrirten advice to the Manager
Human Resoutces advising alterations to the applicant’s pay rate, and the effective
date of the alteradon.

If the applicant is not sadsfied with che Manager's decision (sce 30.15), the
applicant may appeal to the General Manager on the understanding the General
Manager has not becn involved in the process prior to the lodgement of the
appeal. The applicant has the rght 10 union representation throughout the appeal
[POCESS.
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30.20 If the applicant wishes to appeal the Manager's decision, they must lodge a
Regrade Appeal Form with the General Manager and send a copy o the wlevant
local Union Commiree within 10 working days of receiving the Manager's written
advice. This wrilten appeal must stace rhe specific grounds for the appeal, eg.

i unfair treatment,
i the factors as listed in 30.5 have not been adequately considered by the
Manager,

i the appropnaate range ol information has nor been cullecred,
w  the informartion used in making the decision is incorrecr ar outdated,
v other reagsonable grounds.

30,21 An appeal hearing will be convened by the General Manager within two wecks of
receipt of the regrade appeal fom.

30.22 The applicant may supplement their written submission with a verbal presenration
te the General Manager. The Manager also has the rght ro address the appeal

hearing,

30,23 The General Manager will advise the appellanc in writing of the outcome and
reasons within rwo weeks of hearing the appeal. The elfecuve dare for regrading
approved on appeal remains the daw as listed on the Reccipt of Regrading
Applicaoon form (see 30.9).

30.24 All documentaton relaong to an applicadon for regrading will be retained on the
applicant’s personal file.

30.25 1f the applicant is still nor satisfied with the determination, they should refer to the
Gnevance Procedure.

31 RESIGNATION/RETIREMENT/TERMINATION
Policy

31.1  Notice of Resignation/Reticement/Termination will be given in wridng by the
employee on the following basis:

3.2 Employees classibied up ro Grade 29 - nwo (2) weeks’ nouce;

31.3 Employees classified on Grade 30 and above - four (4) weeks” nodce.

31.4  Where this nobice is not given the employee will forfeir payment in lieu of norice
from their final payment, or the orpanisation will provide paymen: to the
emplovee in lieu of notice.

31.5 Chere an emplovee has given or been given nodce they will continue in their

emplovment undl the dawe tor the expiration of their nogce. Emplovees who,
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without reasonable cause, absent themsclves from work during the notice period
will be deemed to have abandoned rheir employment.

31.6 Nothing contained in the termination of employment provisions will affect the
right of the council to summarily dismiss any employee without nooce. Any
termination of employment will not contravene the organisation’s disciplinary
procedures.

31.7 Notice of termination of employment will not be deemed to terminate the service
if it be given for the purpose of cvading payment of any holiday and with the
intenton of re-cngaging the employee within two weeks after chis holiday.

Procedure

31.8  For a (inal pay to be prcpared the employee will supply the pay clerk with 2
completed appropriate timesheet for the last fortight’s employment, up to and
including the termination day.

31.9 The employee shall receive their woral terminaton pay on the final day of their
employment {their resignadon datc). Employees need to give instructions to the
Pay Office regarding any Eligible Termination Paymenis.

31,10 Al payroll deductions will be taken out of the employee’s final pay, up to the
termination date including setdement of any outstanding liabilides.

31.11 An appropriate supcrannuation form is to be completed for all employees and
sent o their Superannuation Fund.

31.12 Any outstanding accounts are to be paid in full before the employee can collect
their final pay.

31.13 An employee is entitled to roll over any superannuardon contmbudons. Employees
should seek independent advice from their Superannuation Fund concermung this
opoon.

31.14 All accrued leave enddements owing to an employee will be paid in the employee’s
final pay in accordance with the provisions of Council’s Enterprise Apreement.

'r R T |
egisicred ‘

32 REFERENCES Enterpnse Agrecment |:

: ! 1

holicy Industnat opistrar i!

32.1 References provided by Council, for employees, itrthe length bF service
and posidon(s) held.

32.2  Swaff may request a personal reference from a Council Officer(s).
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Procedure

323 References on behalf of Council will be produced by authorsed officers on
Council letterhead stationery and signed by the General Manager. They will
indicate the employee’s length of senvice and position(s) held in the organisadon.

32.4  Personal references wall:

i Not be provided on Council lerterhead stationery.

i Clearly indicare chat content of the reference conmins the Council OQfficer’s
personal opinions and comments and not the organisations.

33 JOB SHARING GUIDELINES

Policy

33.1 Full rime posinons may be converted to job sharing arrangements subjeer to the
practicalirty of the position being job -shared; there being no loss in quality and
efficiency of service provision as a resulr of job share; consultaton with relevant
unions prior 1o conversion of posidons to job share.

33.2 Definition of Job Sharing

33.3  Job sharing is the sharing of any regularly esrablished job by two persons who:

1 murually agree o perform the rasks required of the job;

ii  share the ordinary houts attributable 1o that posidon so that the toral hours
worked within the postoon, are equal to those which would have been
worked had the posidon been ocqupied by one person.

33.4 Persons involved in job shating arrangements will be recognised under Coundl's
Eaterprise Agreements as permanene parc-ome scafi

33.5 Esuablishment of Job Sharing Arrangements

33.6 ]Job sharing arrangements may arise through:

i An individual approaching their Manager and indicating thar rhey waar o
work less than the full tme hours for their pesiion;
i Two employees occupying positons of the same classification in the same

Division approaching their Manager and indicadng that they wish to job
sharc a posiion; or

ii A Manager wishing 1o convert a vacant permanent full ame posidon to job
sharing arrangemcenis.




Procedure

337

338

33.9

33.10

33.11

332

33.13

33.14

Upon receipt of 4 request 1o conveft 2 position to job sharing arrangements, the
Human Resources Division will notify all relevant unions in writng.

In all circumstances before any further acdon is raken to introduce job sharing
arrangements, a feasibility srudy should be underraken in conjuncton with
televant unions 10 dercrmine:

i whether job shating arrangements would be detrimental to the efficicncy and
effectveness of the Division,
i the practicality of a position being jols shared.

Once this feasibility study has been undertaken, consultaton should occur
between the Division Manager, the employees concemed and a representative
from the Union.

In the event that an employee approaches management requesting to job share
their posidon and it is agreed that job shanng armangements should operte, the
residual hours of that position will be advertiscd as a permanent part-time
vacancy.

In the event that two employees approach a Manager requesting to job sharc and
it is agreed by all partics that job share arrangements should apply, the full ame
vacancy created by the inreducton of job sharing will be advertised.

In the event rthat the Divisional Manager wishes ro convert a full Gme position to
a job sharing arrangement and agresment by partics is reached for this to occur,
the job sharing positions will be adverased.

Briefing of Staff

All employees will be fully bricfed prior 1o entening into job share arrangements.
This briefing, to be coordinated by the Human Resources Division in conpumcdon
with relevane unions, is for the purpose of ensuring that these employees fully
undersand the implicadons of job sharing, ie:

i That they forfeir their full ime employmenr starus;

ii ~ That they can only revert to full ime employmenc sratus in the evenr that
their job sharing parner leaves the positon or if they are successful in
obtaining a vacant position ¢lsewhere within the organisation;

i  That all rates of pay and conditans of employment will be awracted on a
pro-rata basis;

iv  They will receive a lercer statng the conditions of the job share arrangement.




33.15

33.16

3517

33.18

Conditions of Employment

All appoinmments that occur in respect 1o job shari ng arrangements will be subject
to the general provisions of Council’s Appointment Policy.

Emptlnym‘:s who eleer to accept job sharing arrangements forfeit their permanent
full ime starus of employment.

Emplcryccslinvulvcd m job sharing will be classified as pecmanent parc-dme staff
and will enjoy all Enterprise Agreement condidons of employment on a pro rara
basis,

33.19 Jobr sharing staff will be entitled to paymenr of public holidays thar fall on days on

31320

33.21

33.22

33.23

33.24

33.25

33.26

33.27

which they would normally be expected to work:
General Conditions of Job Sharing

Employees engaged in job share armrangements agree to perform the duties
associated with the job. Responsibility {or work is 1o be shared equally between
the two job sharing pariners.

Hours of work for job sharing positions are to be determined murally by Council
management and the job sharing partners. The ability exists to wotk job sharng
houts stmultaneously depending upon the needs of the positon. The over-rding
factor is that the total hours for the job share arrangements will not exceed the
ordinary full tme hours arrnburable to that positien.

Pror o any job sharing arrangement being approved, job shadng partners will
agree 1o accommeodate reasonable requests by management for provision of rebef
dunng perdods of planned absence and long term sick leave by rtheir job share
parmers. The namre of rhis relief will be the subject of discussion and agreement
between managers and staff at the tme relief is being sought

Job-sharing ¥acancies

In the evenr thar one job shadng partner elects o wansfer from the posigon or
resipn from Council, the position may revert w full-ume. The remaining partner
will nor be disadvantaged.

Council and relevant unions will review the positdon at this stage ro discuss and
agree UPON an Appropriate opoon to pursue. '

In the event of both paries simulraneously vacadng a job share posidon,
discussions will occur benween the manager, and relevane unions on whether the
position should revert o full dme or remain as a jeb shanng arrangement. Each
case will be assessed on its merits in derermining the ocutcome of these

discussions.




34 EMPLOYMENT OF PERMANENT STAFF WHILE ON
PARENTAL LEAVE

Policy

341 During the pedod an employee is on unpaid Parental Leave, including adoption
leave, Council may establish a second employment conuract with the employece for
a specific project. The permanent employment contract and the second
employment contract are separate contracts. The second cmployment contracy
does not intecfere with any provisions or benefits of the employee’s permanent
cmployment contract or Parental Leave arrangements.

34.2  The following requirements for such a scheme will apply:

a  ‘The employee will be contracted to carry out a specific project. This policy
is not designed to allow an employee ta he brought hack while on Parental
Leave to do the job they are employed for under their permanent contract.

b An employce may be engaged on a second employment coneract while on
Parenial Leave, for a single specific project which lasts a maximum of rwo
(2) months.

¢ The cmployee will be engaged on the same substantve classificavon and rare
of pay, as would a permanent employee carrying our the same project.

d  Council may not impose this second employment contract on an employee.
The employec will be made fully aware of the contract and its implications
prior to making a decision as to whether they wish 10 partcipate.

34.3 In assessing needs, Divisional Managers should consider the following:

+ s funding available from divisional salary accounts?

»  The project which must be completed and the dmeframe for carrving ouc
the wotk;

*  Are the skills required to do the wotk available within the organisadon or are
there other options available such as a reallocadon of dutes, or job rotagon?

A Human Resource Officer will be available for consulration on any of these
maticrs.

344 Following this assessment, the proposal should be discussed wirh the prospective
emplovee.

Registered l
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Procedure

3+5  The Divisional Manager should ensure the employee is fully aware that the second
employmenr contract is quite separate 10 their permanent employment contracr,

M6 A “Requisivon for Sraff Replacement” form, available from the Human Resources
Division must be complered.

3.7 T['h_is form will be [orwarded for the Divisional Manager’s approvat. If the request
15 approved the Divisional Manager will forward the requisiion form © 1he
Manager Human Resources.

348 'The Manager Human Resources or a nominated representative will contact the
relevant Division to make arrangements for the employee to complete required
employment documentation and will nominace the dme for sipning on the staff
mernber.

34.9  Under no circumsiances will a Division engage the employee prior 1o oblaining
the Divisional Manager’s approval and pnor o that person complenng required
employment documentadon in the Human Rescurces Division.

34.10° Nocwithsranding any coexisting second employment arrangements, an employee
on Parental Leave is sull required o provide Council with at least four (4) weeks
notice of intention 1o return to their notmal dutdes.

35 TEMPORARY TRANSFER OF EMPLOYEES
Policy

35.1  Consistent with the provisions of its Enrerpase Agreement, Council will supporr
the noton of remportary traasfer of staff.

352 Poncipally cccurring in the form of job rotaton and internal and exrernal
secondments, selection for partciparion in such oppormnities will not be based
on the provisions of Council’s Appointment policy. Rather, selecion will occur
across a range of factors including:

i LEmployee polcndal,

1 Human Resource Planning cbjecrives,

i Succession Planning objecuves,

iv Employee carcer planning and skill development objectives,
v QOrganisarional nceds and priorities,

vi  Requircments for added flexibility in work performance.
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35.3

354

355

35.6

357

A58

359

35.10

35.11

3512

35.13

35.14

Job Rotatien

Ability will exist for job rowdon to occur between posidons within the same job
family and level. In many instances, such as in the casc of clerical and
stenographic positions, this is simply a formalisation of long standing job rotation
provisions.

Job roradon is not w be regarded as an appeinmment within the coneexe of
Council’s Appointment policy and s a matter of principle will not involve higher
grade pay consideradons.

Job rotation will be subject to

i the practicaliry of the posidon being job romated, and
i there being no loss in qualiry or efficiency of service provision as a resulr of
job rotation.

Job rotadon is designed to provide an opportunity for both Council and its
employees to gain wider experience and enhance skill developmenr. Under no
circumstances, should job romtion be used as a disciplinary measure,

Either an employce or Councdl management may ininate the request for job
rotation. The implementaton of any job reaton artangements, however, wall be

subject 10 the discredon of Council managemenr following consultadon with
relevant umons and employees.

When considering any job romtion proposal, the manager concemed will mke into
account any views expressed by an employee regarding the proposed job rotanon.

Secondments

Secondments may occur to posidons within the organisation, through placement
with external bodies or through particpadon in a formal program of inter-
organisational exchange.

An intemal secondment may occur to any posidon within the organisation.

A secondment will occur subject to;

1 the pracucaliry of the secondment occurmng;

i there being no loss in qualiy or efficiency of service provision as a
consequence of secondment; and

i consultation with relevant unions.

The selecaon of staff for secondment will be ar the discreton of management.

Rﬁgiatered !
Enterprise Agreemen
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3515

35.16

3517

3518

35.19

35.20

3521

Intemal secondments to positions outside an employee's division positions will
generally be advernsed.

An internal secondment in the context of the Local Government Act,
1993 (NSW), as amended, may be viewed as 2 temporary intemal promodon.
Secondments may extend for a period of up to bt nor exceeding rwelve months
in duradon and no longer than owo separate but continucus twelve month

periods.

Where a secondment position has been idendfied o continue beyond this
legislative period for remporary appointments, the position is required to be
advertised and determined on the basis of Appointment by Ment

An employee will rerain the right of return to their substantive position at the
conclusion of their secondment period.

Where an cmployee is seconded o a position which is of a lower grade they shail
not be disadvantaged in terms of pay tate and hours of work.

Where an employee is seconded 1o 2 posidon of the same level it shall be
considered as a temporary lateral ransfer

Where an employee is seconded o a posidon of a higher level they shall be subject
to the conditons for thar posidon.

36 LATERAL TRANSFER OF EMPLOYEES

Policy

36.1 Management reserves rhe nght to move employees berween locadons at any ime.
Not withstanding this the purpose of these guidelines is to ensure faimess and
equry within the process in line wich the Enterprise Agreement philosophy of job
rotation. The guidelines provide management with a tool to assist in filling
vacancies and employees the oppormunity to transfer locadons within their job
classificadon. Use of rhis opton prior to recruitment is at the divisional manager’s
discretion.

Procedure

36.2 When a posidon becomes vacant the opportunity for rransfer within classificadon
arises. The dwision shall ensure that all permanent employees within thar
classification are given the opporwnity for tansfer.

36.3 If more than one vacancy exists the laceral transfer process will begin with the

vacancy that cccarred firse.

n



36.4

30.5

30.6

30.7

36.8

36.9

37

AL least one representagve from the division and one represeniative from the
relevant union will be invited to rake part in this process.

Selecrion will be based on mecting the essennal criteria for the posidon.

Where two emplovees are determined o be equally suirable, length of service may
apply.

Resulting vacancies from this process shall be fillked in the same manner until 2
vacancy cannot be filled by an existing permanent employee of the same
classificadon.

Remaining vacancies shall then be filled in accordance with council's Appointment
Policy.

Nortificavon will Ix in writing 10 employee’s home address staung time, dare ancl
venue 1o conduct the lateral anster.

RELIEF OF STAFF

Purpaose

371

37.3

374

37.5

36

To csrablish 2 fair, equitable and efficicnt policy for the management of temporary
vacancies atising primarily from scheduled leave. Where relicf is required the
provisions of this policy will be implemented.

In order 1o ensure an efficient, competitive environment there may be instances
where work needs will restrict the ability for employees to be released o relieve in
other posidons. These situadons will be at the Divisional Manager's discreton.
Certain positions are deemed priorcy posidens and relief must be provided. These
positons will be agreed to and revicwed by consulting wich all srakeholdets as
required by the Divisional Manager. If an employee declines 10 relieve in a
prionity posidon, their reasons for declining will be discussed and their status on
the relief list will be reviewed.

An cvaluation of performance during periods of relicf will be caeried out berween
supervisor and employee. Evaluadons should be recorded in the agreed format
and taken into account for furure development oppormndes. The employee
should be given a copy of the evaluadon for their records.

Wages Stalf

Temporary vacancies will in che first instance be reviewed by managemen: to
determine the need for the rebef and/or the reallocarion of cxisting resources.

If the decision o replace is taken: i
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37

378

79

37.10

3n

3712

37.13

37.14

37.15

37.16

3r17

i for temporary vacancies of less than one week, relief, where possible, will be
drawn from wathin the work vmir, or

i for temporary vacancies in excess of one week will be drawn inidally from a
relief list of employees based on work localiry.

The relief lists will be compiled through a process of internal advertisement and
selection for eelief positons shall take into account the caotena for the position
using a process of mert. If a relief list cannot be formed from inremal resources,
external soutces may be used in accordance with the appointment process.

Some employees may be precluded from rebieving in other positions if they are
subject to disaplinary acdon. The Divisional Manager shall review such cases in
consultation with the relevane union, on a case-by-case basis taking into account
all of the issues.

Once persons have been appointed in accordance with this policy, those selecred
for appointment o relief lists will be listed in order of length of service.

Internal relief lists will be exhzusted before the use of external relief Lists is
adopred.

Access o periods of relief will be on a rotational basis. The minimum period of
relief for purposes of rotation will be one week. The maximum period for
purposes of rotaton will notonally be three months. This is to ensure thar all
employces who have been appointed 10 relieve in positons zre given opportunicy
1 gain expetience, skills, knowledge and competency in performing the duries of
the position. There may be occurrences where the notional period of three
monrths needs 1o be extended to meet work needs, however, this should not be
used to circumvent the spirit of this policy.

Where a temporary vacancy arises, employees will be drawn from the appropriate
relief list, commencing with the most senior employee who has been appointed.

Salaried Swafl
Each division will have a systemn of relief that rakes into account both individual
and organisatonal needs, The system will take into account workloads and abilides

of individuals in a fair and equitable manner.

Within each dmisional relief syseem, where chere s more than one eligible
employee for relief in a position then a process of equiry shall be established.

Selection of relief staff shall take into account the crireria for the position, within a
process of merit and incorporatng values of the organisacon.

Relief posidons shall not be greater than twelve months unless agreed berween
management and relevant union,

72



; -
| .

.J| Registered

| Lnterprise Agreement

38 CALCULATION OF SERVICE |
Policy i

[ —

taddustrial Reyisirar

38.1 Subject to the provisions contained clsewhere in this Agreement, calculation of
service will include the otal period of employment with Wollongong Ciry Council
from the date of commencing duries © the date of wrmination of employment,
plus all service wansferred from other Council’s for the purposes of Long Service
Leave Entdtlements.

Procedurc

38.2 In calculadng periods of service with Coundl, the following will be taken into
account and counted as service:

. Any leave of absence with pay approved by Council;

. Any leave of absence without pay approved (including unpaid parental
leave) by the Council not exceeding rhitty consecutive days or shifts within
any one service year,

. Any leave of absence without pay approved by the Council for any period
to enable the employee ro gain experience with other employers or to
improve the employee’s knowledge on matters pertaining to the Council’s
acrvines,

. Sick Leave wath pay approved by Council;

. Periods of ahsence due to accident whilst an employee of the Council and
whilst receiving payment under the Workers' Compensation Act 1987 as
amended;

C Annual and Long Service Leave;

= Anv absence on paid parental leave;

B Periods of sernice whilst in employment as a icmporary emplovee;

. Whete an employee has resigned or has been terminated by Wollongong

City Council for any reason other than misconducr and is re-cmployed by
Wollongong City Council within a twelve monrh pedod, the ol length of
service accnling to them at the date of resignarion, rearement or discharge
will be taken into accounr for calculanng length of service and leave
enatlements;

. Leave of absence paid or unpaid for the purpose of undergoing service
with any branch of the Armed Services either compulsorily or volunrarily.
Refer w Council’s Miliary Leave Policy in regard to Defence Force
Reserve Leave.

38.3 For the purpose of calculating Long Service leave enutlements, the continuity of
service will be deemed to be unbroken when transferring from one Council to
another wichin NSW:

. Where the break o service is less than one month in che case of an
emplovee who has not vet qualified for long secvice leave accruals, or
. YWhere the break in service is less than three mondis 1 the case of an

emplovee who has qualified for long service leave accmals;
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Policy

39.1

39.2

39.3

39.4

39.5

39.6

k3 )

Provided that the employee does not undertake paid employment for another
organisation between leaving one Council and commencing with Wollongang City
Council,

EMPLOYEE ASSISTANCE PROGRAM

Council foster the operation of an Employee Assistance Program, the objecdve of
which is to assise all employees with problems thar effect work performance,
personal health and safery of self or others,

eg.  emotonal stress,
alcchol problems,
marriage and family reladonships,
financial and/or legal issues,
drug problems,
interpersonal relationships,
physical disabilides,
vocatonal and/or other problems;

All marters regarding an employee sceking and/or receiving assistance will be
accorded the highest degtee of confidenaality

Referral 1o the program may be either:

i voluntary; or

i supervisor ininated, when a supervisor has legiimate cause ro be concerned
with an emplovee’s work performance. An cmployee however is not
compelled ro visit the Employee Assistance Program coordinator in this
Instance.

Depending upon the circumsmances of the case and whete medical ot other
professional evidence suggests a need for treatment or counselling, an employee
pardcipanng in the Employee Assistance Program will be supperted through
availability of sick leave entdements, special leave and leave of absence withour
pay.

Propecly qualified assessment and referral counsellors will be available to
employees seeking help. Such Counselloes will be from within and outside of
Council’s employ.

Ongoing educadon and training will be undertaken with all staff ro promore
awareness of the program and its benefics,

The program will be evaluated on a regular basis o determine its effecdveness.
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Il EMPLOYMENT OPPORTUNITY

40 EQUAL EMPLOYMENT OPPORTUNITY

40.1 To ensure all employees and prospecrive employees are treated in an equitable
manner.

40.2 To ilendfy barrers to emplovment, training, development and promoenon within
the organisation.

40.3 To provide and implement an annual EEO Management plan to redress identified
incqualires.

40.4 To ensure that development, application and monitoring of personnel policies and
pracuces are consisient with EEQ prnciples.

4115  L'o provide employees with the mecans for resolutdon of gnevances.

Procedure

40.6  listablish a personnel dara base through a conlidenrial emplovee questnonnaire.

40.7  Mauntain quarterly siatisucs in the areas of recrultmenr, promotion snd rraining to
provide an ongoing monitoring mechanism of employment opporrunines,

40.8 Develop stategies to redress idennfied inequalides through an EEO Management
Plan and annual EEO Repor

4.9 Review personnel policies and pracrices for consistency with ELO principles.

40.10 Provide appropoate training in EIXQ matrers.

40.11 Ensure all employees have access 10 organisational information through an
mduction process and other informadon nerworks.

4).12 Ensure all employees are aware of the processes available o them for tesoludon
of grievances:

40.13 If an employee feels they have been weated unfaiely in their work sitnadon, that
employee should contace either:
i their supervisor,
i their union delegace;
i Council’s Egual Employment Opportunty Coordinator.




40.14

41

The employees grievance will thereafer be dealt with effectively and without fear
of reprisal.  Action taken should encourage the internal resolution of complainis
through a conciliatory process.

If the above process has failed 10 sctde che employee’s grievance, mote formal
merhods of resolution may be found through:

I {_ouncil’s Gnevance Procedure:

il the appeal provisions of Council's Appointment Policy;
il the And-Disctiminaton Board of New South Wales.

HARASSMENT PREVENTION IN THE WORKPLACE

Purpose

41.1

41.2

41.3

414

Wollongong Ciry Council 1s commirted to ensuring an environment, which fosters
fatmess, mutuat wrusr and respect amongst its employees. Harassmenr, in any
form, contravenes these panciples, as it is discrminatory and distupuve to good
working relanonships berween employees.

Harassment, on rhe grounds of sex, pregnancy, race (including colour, nadonalicy,
descent or religious background), mariral status, disability, homosexualicy {actual or
perceived), ransgender (transexwality) (acrual or perceived) age or carer's responsibilicy, s
unlawful as i is 2 form of discaminaton under state and federal and-discaminadon law.
Racial vililication, homosexual vilification, vililicadon of people on the prounds of their
HIV or ATDS suatus and transgender vilificadon is also unlawful.  Wollongong City
Council is covered by scveral federal laws such as the Commonwealth Racial
Disedmination Act 1975 {amended by the Commonwealth Racial Hatred Act in 1995},
the Commonwealdh Sex Diseriminarion Ace 1984 and more speaifically in this state, the
NSW Ano-Discominaton Act 1977

In peneral, harassmenrt of any employee during their employment (thac is, during
wark hours, Council related funcrions - social or work related, or on Council
business) i1s against the law. This can include harassment by another staff
member, 2 manager, an clected member or Coundl cusiomer. Specifically, Section
53 of the Ano-Discriminagon Act makes employers liable for their own
misconduct as well as the misconduce of staff. This type of liability is called
"vicarious liability” and means that Council is responsible for ensuring that no
employee engages in behaviour which is harassment under the Act. Recent
amendments to the Act {passed in July 1997) however, also clearly srate thar an
employer is not bable if ther have raken all reasonable steps to prevent the
employee from contravening the Act. [n this instance, the employee will be solely
responsible for their acdons.

These amendments also include a specific definidon of sexual harassment thar
identifies new areas and circuomsmances in which sexual harassment is unlawful. In
particular, the Act now stares thar i is unlawfol when sexuval harassment ocours
berween workplace paracipants. With regards @ Council, this defimoon covers
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41.5

Policy

41.6

employer, employee, concrace worket, volunteer or unpaid rrainee, for example
work experience. It is also unlaw(ul 1o sexually harss a person who is sceking to
become either an EMF'D}TEE, contract worker, volunteer or unpaid trainee in the
same workplace.

Certain cases of harassment may also be an offence under the Crimes Act.
Harassment also contravenes Council’s Equal Employment Oppormnity policy
and Qccupational Health and Safery Code of Practice, by making the workplace
unsafe and unhealthy.

Wollongong City Council considers harassment  be an unacceprable form of
behaviour which will not be tolerated. It is commutted to ensure the prevendon of
harassment in the werkplace and every acton will be taken to ensure harassment
is eliminared.

41.7 Ttis the responsibility of all Council staff, including councillors, senior managets,
supervisors and employees to ensure that individuals are not subjected o any
foom of harassment,

41.8 Harassmem commiited by any Council employee, including harassment of Council
customers, will be secn as misconduct and a breach of discipline.  Appropraic
disciplinary acion will taken against any individual engaging in such conduct.

41.9  Any Council employee who believes they have been subjected to any form of
harassment, may discuss the grievance with either their supervisor, their manager,
a Contact Officer or the Grievance Officer.

41,10 All grievances will be wreated sedously, sensitively, promptly and confidendally.

41.11 All gonevances will be investipared fairly, imparually and confidentially. Council
will ensurc that no employee lodging 2 grievance will be vicimised as a resule of
ledging the grevance.

41.12 Every attenpt will be made to ensure thar all grievances are resolved within the
workplace wherever possible.

Defininon

41.1% Harassmenr is any unwanted, unsolicited and unreciprocated behaviour, act or
staternent thar offends, humiliates or distresses the reciprent, and which creates an
intimidadng, hostle or offensive work environment.

41.14 Workplace harassment based on a person’s {or their relanonship to or association

with a person of a particular} sex, race or ethno-religious background, marital
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41.15

staws, pregnancy, disability, homosexuality, transgender |, age or carer's
responsibility, may take the form of (bur is not limited to):

offensive jokes, supgestions, verbal abuse or derogatory comments thac
humiliate, offend, or stereatype people generally, or an individual;

offensive or obscene marerial (displayed or disuibured publicly, sent
through electronic mail systems or other compurer systems or put in
someonc's belongings or work space);

isolation or segregation {for cxample, excluding someone from work
acdviries, functions or informarion, dismissing someone’s contriburion in 2
mecting or discussion, not ralking to them;

offensive pestures;

unwelcome sexual or physical contact (such as touching, pinching, patdng
Or putung an arm around someone);

sexual proposinons:

sexual assault (a crime as well, under the Crimes Acd).

Usually harassment is ongoing or a series of events. However, from a iegal
perspectve, harassment does not need w happen more than once for it 1o be
against the taw.  Behaviour that neither party finds offensive is not harassment as
defined under legislation.

Roles and Responsibilities

Managers and Supervisors

41.16 It is the responsibility of managers and supervisors o ensure thar all staff

understand that harassment is not to be permitted in the workplace and chac all
grevances will be taken seriously and dealt with in accordance 1o the subscquent
Grievance Procedure. Furthermore they should:

Ensure confidenuality and complete privacy is maincained in all maceers;

Be available 10 discuss any grievances that may be lodged with the petsons
concemed that is, those persons with grievances, those persons complained
against and Contact Officers;

Ensure the harassment policy and grievance procedure is strictly adhered
to,

Communicate to all persons concerned, their rights and responsibilites;
Ensure all resources are provided o facilimie resoluton of the grievance;
Connnually monitor harassment grevances chat have been resolved ro
make sure that the negotiared ourcomes have becn implemented and rhar
an assessment of the effectiveness of the negodared straregies is conducted,
Contact Grevance Officers for assismnce in resolving cases if uncertain,
when the manager or supervisor can nor provide an unhiased decsion , or
they feel they do noc possess the authordry or expertse to deal with a
patdcular grevance.
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. Provide continual workplace education 10 increase the awareness of this
policy and what constitutes acceprable behaviour in the workplace so as 10
assist in the prevention of ongoing harassment.

Contact Officers

41.17 It is the role of Contace Officers { please refer to list of Contact Officers available
in all Council work sites) 1o provide an alternative confidendal conract point for
those members of saff who, for whatever reason, prefer not to rake their
complaint directly to their supervisor or would like 1o speak w someone outside
their immediate work area  The Contact Officer is to provide support and
assistance to those persons with a gricvance. More specifically, it is rtheir
responsibility to:

. Listen to the comphinant ensuring confidenriality ar all dmes. Discussion
of the grievance with other persons should only occur if permission has
been given by the complainant and the other persons have a legitimate
nghe o know;

. Provide the complainant with information abour the range of optons
available for resolving a comphint. These are outlined in the subsequent
Harassment Grievance procedure and include resolving the grievance
internally; lodging the grievance with and/or seeking counsclling support
or advice ftom, an external agency; or reportng a criminal olience to the
appropriate bodies;

. Provide support by accompanying the person to interviews and/or internal
inquinies, if the person desires, and once a case has been resolved,
following up to deeermine if the negotiated agreements ar¢ wotking and
harassment has ceased;

. Acknowledge personal biases and/or lack of knowledge by referring the
complainant to someone more suitable.

Grievance Officer

41.18 The Gnevance Officer 15 an additonal resource in the gtievance procedure,
providing an alternative investigatory mechanism.  This functon will be
performed by the Manager, Human Resources and it is his or her primary role to
attempt conciliation between the parties and to invesngare formal gnevances. [ris
his or her responsibility to:

. Be available to managers, supervisors and orther persons 1o answer
enquirdes about harassment and to assist in rhe resoludon of harassment
complaints if requesred;

. Derermine whether or not a complaint should be handled by Coundl or by
an outside agency,;

. Act as a mediator when requested, ensuring that mediadon meeongs are
fair, thar all pardes are heard withouc biag, and that all known faces of the
grievance are brought fonward; =

Entef:&:s;emd
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. Negonate a specific settlernent agreed by all parties,

. Warn against vicdmisadon ot teprisals against any person involved in an
harassment grievance thar 35, complainam, alleged offender, wimesses,
contact officers or person(s} conducting the invesdgarion.

All Employees

41.19

41.20

It is the responsibilicy of all staff o respect the rights of other persons and to
never cncourage harassment. If an employee believes that a fellow colleague is
being harassed, he or she can help prevent further incidents of harassment
occurring by offering support to the person being harussed. This can be done by:

. informing them that he or she 15 willing to act as a wilness if the person
being harassed decides to lodge a grievance;

. refusing to join in with any harassing acdvity;

. supporting the person being harassed to say no.

Itis not the responsibility of the person witnessing the harassment o say anything
to the olfender or to spread rumours about someone. 1f a person participates in
spreading rumouvrs, he/she may be subject to a defamation act

Grievance Procedure

41.21

41.22

41.23

41.24

41.25

41.26

141.27

Lodging a Grievance

If an employee feels they have been harassed, they should make it clear o the
offendler that their behavicur s offensive and unacceprable.  Ignonng the
behaviour may ofren be misunderstood by the offender as approval of the
behaviour.

Alrernatively, if the person, for whatever reason, feels they cannot approach the
offender, they should approach their supervisor, manager or conract ofticer for
advice and assistance.

The employee should record the date(s), place(s), dme(s) and wimesses, if any, of
the incident or incidences of harassing behaviour.

Advice may be sought from or a formal grievance may be lodged with cither the
employee’s supervisor, manager, Contact Officer or Grievance Officer.

The employee’s grievance will be dealt with sensidvely, prompily, confidendally
and without fear of reprisal. Tnvesdgadons will be carried cur in an impardal
manner by the pecson responsible for conducting the investigadons. This may be
the supervisor, manager or the Grievance Officer.

In the event the internal goevance procedure has failed 1o serle the employee’s
prievance, or the employee does not wanr w follow the internal procedure,
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41.28

resoludon may be found through an external agency such as the Ano-
Discominabon Board or the Commonwealth Human Rights and  Equal
Opporunity Commission.

Counselling is available to all employees by conuacting the Industrial Program
Service which is Council’'s provider of the Employee Assistance Program. The
professinnal coundillors are qualified in dealing with personal problems, and wall
handle the matrer 10 a confidendal manner.

Dealing with a Grievance

41.29

41.30

41.31

41.32

41.33

When receving a gnevance, 1L s Important to:

. Respond promptly, wealing the grcvance sensitively, serdously and
confidentially by ensuring that the names of anyone involved in a grievance
are not discussed with others except those immediarely involved in the
grievance.

Discuss with the individual the options/ courses of acdon available to resolve the
grievance. This may include the following:

. Secking a personal solution by direcily asking the person to stop the
Lehaviour or wrnng a letter o the offender asking for cerran behaviour ro
cease;

. Adopting an informal approach o resolving complaints by conducting a

pavate interview with the alleged offender, secking their cooperation in
finding a workable soludon ro the problem;

. Lodping a formal gnevance,

. No action should be rahen wirthourt the consent of the complainant unless it
is considered that the marteer, if neglected, would endanger anvone (for
examnple, the safety of individuals may be ar dsk, or there is concern that
the acticn will not cease). Agreed acdon should be documented and signed
by both patties.

When investgadng a formal hatasstnent grievance, it is important ro:

Ensure the gricvance is investgared and resolved withour delay. The investgarion
should commence within swenty four (24} hours of receiving the grievance and no
later than seven days afier recewving the grevance. Timeframe [or invesdgadon
and resolution of grievance may be negotiated wirh pardes concerned, however
invesugaton should by resolved, wherever possible, no later than four weeks afrer
grievance has been lodged.

Ensure the person involved in assisting the complainanc w lodge the original
grievance is not responsible for investigating the complaine.  Invesnganons will
need to be carried out by those persons delegated to do su, that is supervisors,
managurs or the Goevance Officer. '
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41.34

41.35

41.36

41,37

41.38

41.39

Conduct an iaterview with the complainant allowing, if desired, a union
representative, a professional (qualified) interpreter, or another employee w be
present. In rthe interview:

. Clanfication of the events or behaviours leading to the grievance should be
made including dares, tmes and any witnesses of the behaviour or event.
[Detailed notes should accurarely reflect the perceptions of the person
lodging the grievance.

. Advise the employee thar a full invesogadon will be earried out and explain
procedure that will be followed. This procedure is outined in the
subsequent poinis (please refer points 41.34 1o 41.39).

. Once again, complainant should be provided with full range of optons, as
detailed i point 41.29 of Dealing with a Grievance The person should
also be given the option of lodging the grievance with an external body
such as the Ant-Discriminadon Board. Informaton on the services
available should be provided by the contact person and assistance offered
ro follow up this decision.

Conduct an interview with the alleged offender, advising of the grievance lodged
against him or her. In this interview:

. Emphasise the imparoality of person conducting the investgation and
stress the importance of confidendality;

. Advise the alleged offender of the kind of investigative process that has
heen decided on and their rights of representaton ot advice, that is, a
union represcntadve or a professional interprerer, if desired;

. Provide the alleged offender with the opportunity to respond fully to the
allegatons within a negouated tdme frame;

. Advise the alleged offender not to approach the complainant directly or
indirectly about the allegadons.

To ensure a thorough investigation, it may be necessary to conduct interviews
with those persons named as witnesses by the complainant or alleged offender,
ensuring confidendality 1s maintained and involvemenr is kept to the minimum
necessary to establish facts.

The person conductng the investigation should remain impartal and nor
prejudicial of the marrer.

Throughout the invesngadon, verified notes of discussions, mectings and
interviews with the person lodging the grievance, the alleged offender and any
witnesses, should be kepr by the person conducting the investgations.

As all paries concerned in the making and invesdgadon of a grievance are bound

by law to observe strict confidendaliry, any breach may be regarded as misconduct
and the offender may be subjected 1o rhe disciplinary procedure.
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41.40

During the period of investgalion, temporaty altemagve work arrangements may
be made at the direcoon of the manager or the Goevance Officer, In consulation
with the manager concerned, or will be considered at the request of the
complainane or alleged offender. No employee will be disadvantaged in their
employment conditions or opportuniries should this occur.

Resolving a Grievance

41.41

41.42

41.43

41.4

41.45

41.46

If the allegations are substantiated or admitted, a decision will be made on the
most appropnate course of acuon. This may involve:

. Counselling of both the complainant and/ot alleged offendcr;
. Mediarion through conflict resolunon or educational swraregies;
. Application of Council’s disciplinary procedure which may resule in

summary dismissal;

If the allegations are not substantiated, the reasons for the decision should be
explained to all parties, However it may be necessary 1

. Consider alrernaove work arcangements ar the request of the complainane
or alleged oftender;

. Ensure rthar the complanant and the alleged offender do not suffer any
conscquences as a result of 2 grievance being lodged.

. Be explicir about and ensure understanding of aceeptable and unacceprable

work behaviour with all concerned.

If the allegations are found to be frivelous, vexatious, malicious or conrrived, the
complainant may:

. Be required to undergo counselling;
. Be subject 10 Counal’s disciplinary procedure.,
. The Grievance Officer and/or manager/supervisor should follow-up afrer

the investganon has concluded to ensure that behaviour has ceased and
neither party has been vicumised.

Appeals

If the complainanr o the alleged offender, feels the grievance procedute has not
been followed properly or the outcome is inappropriate, an appeal may be
submimed 10 the General Manager.

The General Marager will look ar the way the grievance was handled and the
disciplinary acdon taken. 1f they feel the grievance has been handled properly and
the final decision was fair, Council will take no further acdon. However, i 11 was
fele the grevance was nor handled properly, the General Manager will conduct
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further investigadons or will arrange for someonc, other than the person who
conducted the inital invesdgatons, ro carmy our the review.

41.47 Glossary of Terms
Alleged Offender Person against whom a grievance has been lodged.

Complainant Person who feels they have been subjected to some
formm of harassment.

Conciliagon Speaking with the complainant, speaking with the alleged
offender and negotiating a resolution which may range
[rom an apology to disciplinary procedures.

Confidendalicy Only  those persuns dicecly involved in lodging or
investigaung a goevance will have access o informadon
abouc che grievance.

Defamartion Any wren or verbal sarement which is false or
derogatory. 'The complainani, alleged offender and any
persons directly involved in investigating or resolving a
grievance arc  protected against any acton  for
defamation by defence of qualified privilege.

This prvilege is only available when the grievance is
made honestly and is not menvated by ill-will or malice;
the above named persons act in accordance with
cstablished procedures; and information is provided to
those persons with a legitimate nght to know.

CGnevance A wpe of problem, concern or complaint related to
work or the work environment. A grievance may be
about any acr, omission, situation or decision thar a
person thinks is unfair, discriminarory or unjustified.

Harassment Anv  unwamed, unsolicited and wonreciprocated
behaviour, act or statement that offends, homiliates or
disuresses the reciptent.

Imparuality All grievances will be investigated in a fair manner. No
judgements or assumptons will be made and ne acton
will be raken undl all relevant informaton has heen
collected and considered.

Promptly All grievances will be deale with as quickly as possible.
Every artempt will be made to resolve all grievances
within four (4) weeks wherever possible unless otherwise
negotated berween the concerned parties.



Sensidvely All grevances will be listened to in an unbiased,
supportive and empathic manner.

Sexual Harassment Any sexual behaviour such as a sexual advance, request
for sexual favours or other conduct of a sexual nanire
which is unwelcomed by the recipient and that a
“reasonable person” would have expecred the recipient
to Bnd offensive, humiliating or indmidating,.

Vicomisadon Any unfavourable reamment of, or disadvantape to, a
person lodging a grievance and/or person acung as a
witness or assisting the complainang as a consequence
of their involvement in Council's Harassmenr Gnevance
Procedure.

The law protects the abovenamed persons from further
disadvantage or misuweamment and managemene will take
all necessary steps to ensure victimisation does not
cCcur.

Vilificaion Any act that happens publicly as oppased w privacely,
and thar could incite {encourage, urge or srir up) others
to hate or have serious conternpt for or severcly ddicule
a person, ot a group of people, because of (heir race,
homosexuality, HIV or ATDS status or transgender
Stamis.

Exceptions under the law include a fair report by media,
acts of vilificadon that are done “reasonably and in good
faith” for academic, ardsoe, scientfic, research or other
putposes in the “public interes?” and matedal in
parliamenziary, court or tribunal proceedings or other
Govemment inguires

42 CHILD PRDTECTION POLICY 4 ‘““—;——_h L
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Deficutons in context of this policy and procedure

Ind,
Q istria] f\,:p
a“ SRSt
"(_..-.lﬁh'.‘rd" s = Srar

Someone under che age of eighteen

“Child ut sk

A child at risk of harm is one whose:

. basic physical or psychological needs are not being mer
. necessary medical care has not been armnged
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or whete

- the child has been, or is ar sk of being, physically or sexually abused or ill-treated

. the child is living in environment of domestic violence and is at risk of serous
physical or psychological harm
. someone has behaved in such a way 10ward the child chat the child has suffered or

15 ar risk of suffering serious psychological harm.

“Probibited Person”
Someone who has been convicted of a setious sex offence as defined under the Child
Protection (Prohibired Employment) Act 1998,

“Chilid Related Employrmeni”
Employment that pamarily involves direct contact with children where that conracr is not

direcdy supervised.

“Vexations Complaints”
Allegations of child abuse against staff members that are unfounded (by colleagues or
members of the public).

"Mandatory Reporters”

Areas of Council that are covered under the definigon of a mandatory reporter as defined
in the Children and Young Persons (Care and Protecton Act) Section 27, 1998 are legally
required to report childeen at nsk of harm.

Policy

42.1 To ensure thar children are protecred from child abuse as defined in the Children
and Young Persons {Care and Protecnon Act) 1998.

42.2 To provide a systemn for the reportng of any allegadons of child abuse complying
with the Ombudsman Amendment (Child Protecion and Community Service
Act) 1998

42.3 To ensure that policies and procedures exist o prevent the employment of
prohibited persons in child related employment.

42.4 Ensure the ongoing support of ¢hild protecdon through the role of the Child
Protection Officer

42.5 Posittons designated as mandarory reporrers are:
Boranic Gardens Education Cencee

Boranic Gardens Education Centre Childminders
Youth Workers




Yourth Cenire Tulors

Youth Cenure Sound Eogineers

Children’s and Youth Services Librarian

Learn to Swim Inscrucrors in the Ciry Swim Program
Leisure Centre Childminders

Leisure Centre Gymnasdcs Coaches

Please nole, this list may be subject o change by agreemenc with the relevane
union.

Procedure

42.6

427

42.8

42.10

42.11

4212

42.13

42,14

The Human Resources Manaper or his/her delegate shall act as the Child
Proteconon Officer.

Positons have been identified thar are deemed child relared within council. These
include employees, volunceers and contractors. New positions will be assessed as
o their relation to children.

Ensure policies and procedures are adhered o with regard o employment of
prohibited persons as stated in the appointment policy and the employmenc
screening pohcy n the Enterpnise Agreement.

Ensure rthat any internal staff applying for child related positons are subject to the
employment screerung process as per the employment screening policy in the
Linterprise Agreement.

When an allegation of child abuse is made against an employee arising our of
work, the Child Protecton Officer shall be notBed immediarely.

'The Child Protecuon Officer will then nodfy the Deparrment of Communicy
Services whom will provide advice on conducting an investigagon into the
allegadon, alternanvely, the Department of Community services may conduct the
investgation,

The investigation shall be conducre {either Internally or extemally, depending on
the advice given by the Department of Communicr Services).

Internal invesdgadens will be conducted by the Child Protecdon Officer with
guidance from the Department of Community Services, ensuring all relevant
parues are heard and thac the principles of namral justice are observed as well as
{ouncil’s policies and procedures.

The General Manager shall oorify the Ombudsman within 30 days of the
complaint being made.
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42.15

42,16

4217

42.18

42.19

42,20

4221

42.22

Results of the investgation shall be provided to the General Manager in report
form with all relevant documentaton atrached.

‘The General Manager shall report the ouwtcome of the investigadon 1o the
Ombudsman, including any action taken in response to the allegadons.

Any disciplinary action necessary will be taken in accordance with the disciplinary
procedure.

Should an employee in a child relared position be convicted of an offence that
makes them a prohibited person, then they shall noufy the General Manager
immediately. Alwernatively, if any employee is aware of a colleague who has been
convicted of a child related offence then they shall notify the General Manager
immediately also.

The General Manager upon being notified of an employee being convicted of a
chuld related offence, shall noufy the Ombudsman wichin 30 days.

The Ombwdsman may be involved in any investganon conducred by Council,
The Ombudsman will also be responsible for nodfying any relevant bodies of the
outcomes of investigations (ie, Police Department).

Marters of vexatious complaines made by Council employees shall be dealr with
under the disciplinary procedure.

Areas identfied 25 mandatory reports will be required to report any childeen ar
risk of harm to the Department of Communiry Services as per the process in
place. Should assistance be required then employees can conlact the Child
Prarecton Officer.
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Il MANAGING ORGANISATIONAL CHANGE

43 MANAGING ORGANISATIONAL CHANGE
Purpose

43.1 ‘The aim of this document is w s¢r the condibons and guidelines for the
management of employees whose posidons have been idenrified as surplus w
Council’s needs.

Policy

43.2  Under the terms of Wollongong City Council’s Enterprise Apreement, 2 guarantee
has Bwen given thar there will be no forced remenchments. Nonwithstanding this,
the ongoing process of workplace change may resulr in the klenuficalon of
positions which are surplus to Council’s requirements.

43.3 A commuitment is given that every cfforr will be made to ensure thar all employees
vccupying  posidons  idenafied as surplus will be found meaninglul work
commensurale with cheir qualifications and experience.

434 In addition, Coonal will commut itsell 1o rerraining and reskilling of all existing

slaff.

43.5 In responding o these situations, Wollongong Ciry Council adopts as its prime
option a policy of redeployment. [r is recognised however, that redeployment may
not ahvays be a satisfactory solution to the management of redundant positions
and a5 a consequence, a numbet of alternanve opdons should be available to
Council ind ity employeus,

43.6 Neither redeplovment nor any of the other opidons incorporated within chis
document will be used as disciplinary tools.

43.7 Council has idendhed the following principles to be applied o the process of
managing surplus employees. The ensuing sectons provide more detailed
guidance on bow 1o apply these principles.

i All employees must be rreared faitly, in line with Councils Equal
Employment Oppottunity policics and the relevant legislation,

i All employees occupying the posinons idendfied as surplus to requirements
will be noufied regarding the simadon. This will be in wridng.

il Information will be made available o emplovees of their opdons,

crtitlerments, available services and sources of further informaoon ar each
stage of the process as appropriate.
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Procedure

During the process employees continue to mainamin exisdng rights and
privileges under the Enterprise Agreement, Council Staff Policy and other
agreemnents in place from time to time.

Once a posioon is identified as surplus, and abolished, it may not then be
filled.

Redeployment, rerraining and redundancy should be part of a planned
process in line with strategic and corporare straregies.

Employees may be idendfied as surplus as part of an organisational
review/|job redesign or technotogical change which resules in cthe abolition of
their posidons. Such reviews will follow agreed consulative procedures.

The process will be inoared by management and should be flexible and
innovative to cope with individual circumsrances and needs.

43.8 The general process for managing surplus employees may be divided into four
principal stages.

‘The review or restructure of an area and the aboliton of identified posidons.
There are a range of ways teviews may be carmied ouc
T'wo points, however, should be nored:

’ When a resignation occurs, Management will derermine whether a
replacement is required. Where it is determined not to proceed with
staff replacement, discussions will be inidated wich the relevant union,
outlining the reasons for non-replacement.

. Agreed procedures for nonfying Unions/ Associadons of proposed
changes, which affecr employees, should apply.

Idenafying or determining surplus employees

In cases where whole areas ate abolished as the result of a review, restrucrure
or reorganisadon all employees in that arca would normally be declared
sutplus.

In cases where the review, reorganisaton or restructure recommends a new
smaller or different scrucrure and tresulting workforce profile some positions

may be eliminared, some may remain and some new ones may be creared.

This may occur where the ceview process identihes a need for the area to
change its business focus and the corresponding skills mix of employees.
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43.9

4316

43.11

4312

In these simations management will need o determine whe among the
existing employees are surplus. The selection will be made on the basis of
employees skills and abilities in relation  the requitements of the job(s).
This process in its entrery will be undertaken in consultation wirh relevant
unions.

It is imporant in this process to ensure employees are treated equirably,
sensitively and with dignity.

ii Identifying available opuens for surplus employecs

Employces should be advised by management and au their option in the
presence of union represcntadon, where their positons are abolished and
that they have been identified as surplus. Ar this stage rthey will also be
advised of the options available 1o them.

‘These options are covered in derail in the separate sections a8 indicated.

™ [mplementancen

Afler discussion with cmployees and/or theur represenramves and an
approptiate course of acdon has been agreed upon it should be implemented
according to an agreed time schedule. This ume schedule should incorporate
a dare of implementation and reasonable notice period as agreed berween
the partes.

The following information covers addirional marters parties shnuld be aware of in
the process of managing surplus employees.

Avauon:

When posidons become vacant, an assessment should be made as to whether it is
necessary to fill them considering the skills mix requirements of the area, and the
current/ furure workload.

Recruitment:

One of the critical ourcomes of many reviews is the need to aleer skills mix.
Council will condnue to recruit where required skills do not currenty exise within
the organisadon or they cannot be readily developed in exisang employees wathin
a reasonable dme which will be discussed berween the parues.

However, recruitment may be limited from dme o dme to assist the process of
redeployment and o ensure that Council does nor unnecessarily make people
redundant.
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43.13 Positions will not be advertised before checking the lists of employees available
for redeployment. This should be undertaken in consultadon with the Placement
Comrrutree.

43.14 Consultative Arrangements For Implementation Of Review Proposals:

Policy

43.15 This agreemene recognises the right of unions to represent the interest of their
members through consultation and/or negotiation with Council in the process of
implementing workplace change proposals.

Procedure

43.16 Affected Unions will be provided with review proposals following inial
consideradon of proposed plans by senior management.

43.17 Proposals for tmplementadon of workplace change, including the outcomes of
orgarisadonal reviews, job redesign and technological change will include, where
available, the following:

i The reasons for the change, including relevant information such as costings
where approprate;
ii Implementation details regarding the area or function affected;

i Specific positions affected;

v Redeployment opooas available within Council and other options available
in ling with cutrent policies;

v Unicns involved will be advised of all vacancies awaiting filling during che
period of implementation thar affected employces may reasonably be
expecred to have an opportunity to apply for.

43.18 No offers of redundancy will be made untl the end of the negotanon period,
unless it is otherwise agreed by the parties. If it is identfied that there are
posidons swrplus to requiremems ac the end of the negodation and/or
consultaion peniod formal offers will then be made w0 employees where
necessary.

43.19 The pardes recognise thar should disputes arse Council’s Grievance Procedure
should be followed.

43.20 Guidelines For Idendfying Surplus Employees:

Policy

43.21 Employees may be identhed as surplus as a resule of restrucruring, reorganisaden,
rechnological change, or other review processes that lead to the aboliton of their
jobs or positans.




4322

43.23

43.24

In the process of reformmg the Council’s cperaton it 1s imporrant the
arganisation has the best approprarely skilled workforce to enalsle it to meet its
business needs and objectives.

When identifying employees as surplus, managers and unions must ensure the
decisions are based on fairness.

Employees may be declared surplus in the following circumseances:

i Whete whole areas or funchons are abolished as the result of a review,
restructure, recrganisation or lechnological change all posioens and
¢mployees in thar area may be declared surplus.

i Where the review, reorganisation or restructure recommends a new,
smaller or different strucrure, and resulong workftorce profile, some jobs or
posidons may be eliminated, some may remain and some new ones may be
creared.  In this simabon management, in consullauwn with relevant
unions, will need to derermine who amonp the existing employces are
surplus.

Procedure

43.25

4326

43.27

43.28

Where the pardes have o determine which employees are surplus and which are
not, the lollowing puidelines will apply.

Where new jobs are created at higher levels than existing employees thase
posilions are to be flled chrough cither:

i redeployment from elsewhere within Council of sutrably skilled employees
wheo are at that level or higher levels, or

il internal or inremal and extemal advertscment on the appropnate
appointment poehcy.

Where new positons are available at a level commensurate with a employees skills,
abilities, qualification and salary /wage level, existing employees may be offered the
opporrunity for redeployment into chose posioons, under the condidons of the
redeployment guidelines.

Where rhere is a reduction in the number of similar posidons at the same level in
an arca, managers, in consulation with relevant vnions, witl identdfy those surplus
on the basis of the Posicgon Descripgon, Selecdon Crrena, Skills Probile (where
available} or equivalent.  Those employees whose shkills Jegsy mawch the
requirements of the posidons will be idennfied as 5&]2_5_' Thls process will be

undcrmken 1n consultanon with relevanc unions. JIII|| P ‘T_‘—"—_—'-h‘.
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43.29 Decisions should be clearly jusdfied in terms of the coteria used (ie. Position
Description, Selection Criterta, Skills Profile} and the process followed in each
particular casc.

43.30 Once employees are idenfied as surplus the opHons available 1o them must be
explored as carly as possible in line with the consulrative procedures. The
following sections outline the policies and conditions approprate to those
opuons,

43.31 Redeployment
Policy

432 Redeployment will remain the preferred option for surplus employees. To
prevent unnecessaty loss of experase Couwncil will explore options for persons
genuinely wishing alternative employment. Full consulradon will occur with all
affected parties.

43.33 Ideally, internal relocadon is to have preference over methods of filling vacane
positions subjecr 1o

i principles of Equal Employment Opportunity.

i the individual having a mimimum skill level in respect of the requirements
of the vacani position and the capacity to adequately perform the duties of
the position with approptiate training, within an agreed tmeframe.

1ii the salary/wage level of the ncw position, being no greater than the
employee's substantve posidon.

43.34 Redeployment berween Wages and Salarics Positions:

43.35 Employees whose positions have been abolished may be redeployed berween
wages and salaries posicons in accordance with the provisions of Redeployment
above.

43.36 The compzrative salary level for wages employees will be determined following an
investgadon of the current rates and the effects of the movement.

43.37 As a general rule the base wage of the skills level or classificadon plus any
allowances “paid for all purposes' {cg. tool allowance and shift allowance) will be
used. No overdime payments will be included.

43.38 Conditions

43.39 In most cases 1t will be necessary 1o provide training for employees who are to be
redeploved. Where appropriate, Council will provide the resources to enable
employees to undertake such taining, The level of support provided by the
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43.40

9341

43.42

43,45

43 44

43.45

43.46

43.47

4348

43.49

43.50

43.51

Council will be consistent with the provisions of the Training and Development
Policy.

Income

The rate of pay for a person whose posidon has become redundant and/or
redeploved, will be maintained on a present occupant only basis. The employee
will receive all general increases atiributable to their substantive classification.
Where an employec subject 1o salary maintenance resigns or applies for and 15
appointed o another position within the organisation, the posidon will reverr to
its evaluared remuneranon level,

Appointments w Positions

Persons being redeployed under this policy will in the first instance nor be
appointed to a vacancy withour char vacancy being advertised and rhe
appointment based on the appropriare conditdons in the Enterprise Agreement.

However, if the person being redeployed has not successfully secured a position
within a six (6) month penod from the time of being advised that their position
has become redundant, that person will teceive preference in the flling of a
position of up to equal salary range and for which they meet the minimum job
fequirements.

All advertsed vacancies will be filled by appoinmment based on the appropnate
condidons in the Enterpnise Agreement.

No person will gain promotion as the result of this policy unless thar appointment
is made through the appropriate condidons in the Enterprise Agreement,

Employee Obligations

Employees in redundant positions have an obligaton to pursue relocation and
development options and actvely seek placement and to compete on merit for
advertised posidons in a genuine manner, and o accept a reasonable offer of
alternaave work.

Dunng a aial period of three months following redeployment, and not prior

four weeks, the emplovee will have the nght to address the Placement Commitree
and present a case for alternauve work.

Refusal

If an employee at any stage refuses to be redeploved ino a vacant position the
employee may be offered other opuons as included in thus document.
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43,52

43,53

431.54

43.55

43.56

43.57

43.58

43.59

43.6()

43.61

43.62

43.63

Management Obligations

It is recognised that this organisation has a responsibiliy to redeploy where
possible those employees occupying positions idendfied as being redundane into 2
substantive posidon.

Placement of such employees will be coordinared by the Placement Commircee.

A Placement Committee responsible to the Joint Consultative Committee is 10
monitor redundancies and facilitate the redeployment of smff including the
application of this policy. The Commuittee also has a role to counsel staff on their
rights, options and preferences.

The Placement Commitee will be a standing committee comprising one
Management and rwo Staff (one wages and one salanied) representatives.

Staff interviewed by, ot addressing, the Placement Committee will be entitled ro
be accompanied by a representative of the Union.

Placement of such employees will be coordinated by the Placement Commitwee
but management of the area will retain responsibilicy unddl either:

i The employee is permanently placed elsewhere, or
i Where all arternpts of redeployment have been exhausred.

It is management’s responsibility to ensure that, unnl employees of redundant
positons are relocated, they are to be provided with meaningful work.

During the six month perod the Placement Committee will identify suitable
altetnadve work suited to the employee's grading, age and physical condition.

Training and development opportunities are made available to assist stalf in
becoming effective in positions to which they might be redeployed.

Redeployment on a Temporary Basis

Employees who indicate they are willing, may be olfeted redeploymem o
posiions which are temporanly vacant for extended perods, eg where the
occupartt 15 on parental [eave or extended leave without pay. However, the
employee must be made fully aware of the temporary nature of the offer before it
may be approved. At the conclusion of the remporary redeployment period, the
redeployment policy and procedures will be followed.

Procedures

41.64

Management, in consultatdon with the Joint Consulradve Commirtee, is to moniror
redundancies and facilitate the redeployment of staff including che application of
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this policy. 'The Commitcee also has a role o counsel staff on their rights, oprions
and preferences.

43.65 The Redeployment Committee will be a sranding commitiee compnsing one
Management and rwo Staff (one wages and one salaried) representacives.

43.66 Smaff interviewed by, or addressing, the Redeployment Commirree will be entided
to be accompanied by a represencadve of the Umion.

43.67 Counselling

43.68 Council will assist staff faced with redeployment.  This assistance will aim 10
inform employces of their full range of oprtons as a consequence of their posidon
becoming redundan.,

43.69 Job Share/Part-Time Work
Policy

43.70 Onc main form of redeployment available in the process is offering employees the
opportunity o move to part-ame work.

43.71 Pan-rime work means work for less than the full ordinary working hours per week
for the classificadon on a condnuing basis, for set and regular hours.

43.72 Job sharing is where a full-ome posiden is shared berween owo parc-ome
employees, cach responsible for theit own work. (For Job sharing guidelines see
policy secnon 1.}

43.73 No employce will be forced to accept redeployment into a job-sharing position. It
is simply another opion available 10 an employee.

43.74 Employees now working part-ome may accept voluntary redundancy, if oftered,
like any other employee, but they should not be specifically targered for
redeployment or redundancy because they are part-time.

43.75 Managers need to consider the advantages of phascd retirement as a particular
type of parr-dme work., Phased redremenr occurs when older workers move into
part-rime work, which often continues 1o decrease in hours (by agreement
benwveen the pares) as they get closer o reriremnent, Tt enables them to pass on
expertise whilst easing themseives into a new lifesryle, and it frees up hours for the
organisaton to employ younger people or those with new skills.




43.76
Policy

43.77

43.78

43.79

43.80

43.81

43.92

43.83

Voluntary Redundancy

Voluntary Redundancy is an opdon for employecs whose positions have been
identified as redundant and wish to leave Council’s employ.

The Council may make offers of voluntary redundancy to surplus employees or as
a preliminary step in discussing options with employees identify those who wish to
take rhis opuon. Following discussions with employees and relevant unions
Council will assess who will be offered a package.

Formal offers must be accepted by employees within 4 weeks. Employees who
decline and opt for redeployment will not be entitled to the voluntary redundancy
package at a later date, unless otherwise murually agreed.

Employees not eligible

The following employees ate not eligible for voluntary redundancy:

i Employees engaged on short term and/or casual basis or for a specific

period

i Apprentces whose services would notmally be terminated at the
conclusions of their apprendceship ot within a short pericd thereafter.

1l Employees on workers’ compensation whose claim is based on
compensation for terminaton or others awaiting determination of claims
against the cmployer for rerminadon of services.

v Employees subjecr 1o ermination on the grounds of misconduct or
unsatisfactory service.

Eligible Payments
Voluntary redundancy packages will be made up of the following:

1 Severance pay at the rate of 3 weeks per year of continuous service wath the
minimum regulated by the Employment Protecdon Act 1995, as amended.

PLUS

i Loading on all accrued and pro rta Long Service 2nd annual leave
enudements, where applicable.

114 and any other accrued enddements held by the employec.
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43.84 Leave Wilhout Pay

43.85 Limployees whose jobs have been idenuficd as surplus may elect to request a
perod of leave without pay in accordance with the Leave Wirhour Pay policy, see
Section 6. However, the solution iz only short erm. Approving such applications
for leave withour pay can allow both managers and employees ome and
apportuniny 1o consider other opinions.

43.86 The skills possessed by the employee and future requirements should be taken
into account when derermining the length of leave.

44 JOB REDESIGN GUIDELINES
Policy

441 ‘'I'he process of Job Redesign involves a fundamental review of vrpanisation
structures, working methods and job compositions currently in operation. Under
the terms of Council’s Strucrural Ltficiency Program, all posiuons within the
organisation will be subject o this form of review and where appropriare, changes
will be put in place which enhance both the producovity and etficiency of the
Council and the job sansfacten and carcer prospects of emplovecs.

44.2 To ensurc thal a consistent approach is taken in rermms of job redesign, a
methodalogy has been developed for use in redesign acmines.

44.3 'The methodology is intended to be a guide for those persons dircedy involved
with job redesign, as it is fully recognised that in dealing with such a muli-facered
organisateon as Wollongong Ciry Cooncil, peculiarides will occur that may
necessitate flexibility in the approach raken in temms of reshaping jobs,

44.4 'The steps as outlined below also imply that job redesign will occur in relation o
all posiions. This suggested methodology is not intended o create the impression
rhat the inidadon of this process is solely the domaln of management, as it 15
already clearly understood that job redesign will be undertaken in a joint
consultative and cooperative manner. g

Registered |

Enterprse Ajreciment |

Procedure . '
| Industrial Repistrar |

44.5 Review of currenrt sttucture ' |J

44,6 As a fiest step in commencing the process of job redesign, managers, together
with their supervisory sraff should closely examuine their existing structures and
work arrangements o idendify;

i any impediments o efficiency and obvious areas for improvement;
i oppormuninies for inroducdon of more modern work arrangements,
including mrroducdon of rechnology;




i the establishment of closer working relationships between different
occupatons or staff in similar positons which are currendy scparated by
secnonal, divisional or depactmental barders;

Iv opportuniucs for devolving responsibility to swaff within their area of
responsibility;

v the desired level and quality of service which should be provided by the
funcoon wnder review;

vi the most approprate spread of days and spread of working hours in order
o provide this service.

44.7 It is viral that management prior o any working party being formed addresses
these issues. Apart from being parr of proper planning, it is reasonable to expect
that non-management working parry members will want 1o know what visiens are
held by management for reforming theit area of work. Despite this, management
representadves should enter a working parry with an open mind, willing to
consider any issues raised by other participants.

448  Establishment of Job Redesign Working Parry
44.2  The agreed process for undertaking job redesign within Wollongong City Council

1s through the operation of specially constitured working parties. These working
partes shalt comprise as a minimum:

. An ndependent representabive (to be nominared by the relevant
union/seaff committee),

. Employee representatives from the arca and/or positions under review (all
employees of the secton must be given the oppormunirty to partidpate in
the process)

. Supcrvisory staff associated wirth the positions subject o the job redesign.

44.10 The Human Resources Division and Divisional Manager will be available two
provide Job Redesign teams with suppotr and advice.

In the case of working parties which have a vross-oreanisational significance (eg. in relation fo the
cxrrent posiitons of Imeremenial Clerk, Druficparion, Stemographer), then representation and
input showid be forthooming from all partiey who would be affecied by the working party’s
CORitsIonS.

It is imperaove to the successful operaton of any working party that ics
membership includes ar least one urion and management member with sufficient
auchonty to be capable of making decisions during the course of the meeting. This
should be tempered by the fact that any "in principle” agreement reached in this
torum will most Likely require endorsement from higher levels by both pardes.

Parucipatien on a working party will involve a heavy commimment and must be
given a high priority. Other work commitments must not be permirted o delay
the job redesign process.




44.13 Job Redesign Working Party

44.14

44.15

44.16

417

44.18

44.19

A working parry, by definition, assumes that all members are both capable and
willing to conuibute to its operadons. This in mm necessitates the creation of an
environment where all members enjoy equal status and feel that their input is both
welcomed and respected.

The first mectng of the working parry should be used for the putpose of ensuring
that everyone fully understands the process of job redesign. A represcntative from
the Human Resources Division will artend this meeting. The Working Party will
also be provided with examples of outpurs from redesign exercises which have
occurred elsewhere within the organisation.

Job Redesign Process

Once the working party is ready to commence the task of job redesign. There is
no single prescripdve approach that should be used to begin this process.
However as 2 guide, it is suggested that the rechnique of brainstorming be used.
Questdons to be examined could mirror chose previously addressed by Mamgers,
including;

. What impediments are there which prevent you from performing your job
efficiently?

. Whar opporrunities do you see for improvement in work organisaton?

8 What suggestions do you have for improving the organisation of your job?

. Whar opportunides are there for introducnon of more modem work
atrangements, including introduction of new rechnology?

. What opportunities exist for the eswblishment of closer working

relationships berween different occupatons ot swaff in similar posidons
which are currently separated by sectonal, divisional or departmenual

barriers?

. What opportunities do you see for devolution of responsibility in your area
of work?

. What services or wotks petformed by your area of work do you believe are
performed well?

. What servicea or works performed by your area of work do you believe are
not performed well? Why is this so?
. Could your hours and days of work be rostered in a more efficient fashion?

It should be remembered that anything and everyching related 1o the jobs being
reviewed should be examined by the wotking party. The aim of the exercise is to
develop the mos efficient and effecave method of performing work.

Throughout the endre redesipn process, Qualiy Imprm ement prnciples should
be followed o ensure the working party ach:c'.cs its results based on sound
reasoning and decision making. == N
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44.20

44.21

44.22

44.23

44.24

44.25

44.26

44.27

.28

Once the types of quesdons listed above have been preliminarily addressed by the
wotking party, the major focus of artention should be turned towards conducting
a thorough investigation of each issue. This invesdgadon should include an
assessment of the broader implicadons of any changes in work arrangements,
including consulration with any parties both represented and not represented on
the working party thar would be affected by such changes.

Each suggestion for improvement in work organisadon should be systematically
cxamined and debated undl the working party has reached 2 consensus on the
shape the job should rake in the future. This includes reaching an agreement on:

v the number of levels available for incumbents to progress through;

0 the competency standards {comprising the tsk, skill and knowledge
requirements) to be artached o cach level. These define progression and
create the career path,

. any other requirements that are deemed 10 be essential for appoinument to
and movement within the posidon {eg. expedence, completion of special
courses etc.).

It is through the Job Redesign process, that the working party will develop a
career path for the posidon under review. The development of career paths is a
fundamental renet of the souctural efficiency program. Tt is through this process
and through the conduct of job redesign that swff will be provided with access to
more varied, fulfilling and sadefying jobs.

Documentation of Redesigned Job

In order to achieve change requites a majotity agreement. This majority
agreement is nominally 80%.

Once this agreement has been achieved, the ourcome should then be documented.
This documentadon will include job descripton(s), competency standards and any
training requiremenus for entry into and progression through the position.

Work Value Assessment

Following job redesign, the most objectve and fair method of transladng
positions o the new stucture is by the use of job evalusdon. This in turn
prevents relatvides from being disturbed, even though job redesign and the
consequent job evaluation will not occur in all positions simultanecusly.

After the completion of the above, the redesigned job will be assessed on a work
value basis to determine its relaovity to other positons within the organisadon.
The outcome of this assessment will then serve as a means with which ro
derermine appropriate salary levels. This assessment should be done through a
pangl approach.
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44.2%9

44.30

44.31

44.32

44.33

44.34

‘Through Job Livaluadon, 2 Work Value Rating will be determined for the entry
and upper levels within the redesigned job. The Work Value Rating will then
detcrmine the apptopriate salary for the position within the Single Salary Band.

Furthermore, 4 wage and salary level should have been negotiated o apply Lo each
level, This does not preclude further negotiation between Council and unions on
salary points to apply 1o positons, but rather provides a dollar range for a
particular range of assessed work value.

'The identification of rares of pay on a generic basis, provides a consistent
platform from which rates of pay can be determined. This prevents relativides
[romn being disturbed, even though job redesign and the consequent job evaluation
will not occur in all posidons simultaneously.

The key skill descriptors contained within the new agreement are closely linked
with OCR’s job evaluation factors. This link resulted from OCR using its job
evaluation methodology in writing the skill descriptors for the new agreement.
The table below displays the OCR job evaluadon factors and the skill descriptors
in the agreement.

Job Evaluadon Faclors

The OCR Job Evaluadon Systern is comprised of six muld-faceted factors:

1 Authority and Accountability
‘The authority or the freedom the employee has for making decisions, the
impact of these decisions and the level of responsibility for these decisions.

it Judgement and Problem Solving
The demand for analysis and evaluadon of issues and the necd for creative
reasoning and innovatve decision making,

il Specialist Knowledge and Skills
The sum total of knowledge and skills thac is acceprable for the
performance of the job. Both beeadth and depth of knowledge and the
ability to apply the knowledge are necessary.

v Management Skills
The scope and complexity of acdvides involving degrees of planning,
organising, performing, coordinating and reviewing.

v Interpersonal Slalle
The skills required for negotiadng, influencing and gaining cooperation
{rom others.

vi Qualifications and Experience
The education, training and experience tequired to perform rthe job.
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44,35

44.36

44.37

44.38

44.34%

44.40

44.41

44,42

44.43

44.44

44.45

Compositon of Job Evaluation Pancls

An evaluation panel should consist of scveral members, this will depend on
partcular circumstances, the participants are normally as follows:

. the manager{s), or their representative, of the position under review,

. a member from Human Resources division,

. a nominated person by the relevant Union,

0 the position halder(s). This position holdet(s) will be drawn from the jol

redesign working party who have being involved with 2 revew of the
position being evaluaced.

Note: Job evaisution panel members rhouid be appropriately irained.
Determination of Wage and Salary Levels

Following completion of the job cvaluation, any changes w wage and salary levels
shall be negotiared berween the approptiate union and Council management.

Whete a redesigned positon incorporates several competency levels, the acrual
rates to apply for each level within the posigon, will be deermined by the
competency standards thar reflect the skills, knowledge, experience and behaviont
required ac each level.

The employee shall be given the opportunity for feedback on the job evaluation
process from the divisicnal manager or their representative.

In the evenr of an employee being assessed as “not yer competent” within a
designated pay level or being paid above the salary determined for a position
following job evaluation, the emplovee will be classitied as “Present Occupant
Only™.

Implememiation of Job Redesign Outcomes
Whilst it 15 generally recognised thar nort all employees within the organisation will
achieve an increase in their pay packers as a consequence of job redesign, it is also

acknowledged thar some wage and salary increases will occur.

‘The wotking party's proposals should include an agreed effecuve implementagdon
date for introduction of new work arrangements and any resulting pay increases,

Any proposals for change will be teferred o the rank and file of the various

unions affeceed by such change and through Council’s administrative procedures
prior to the proposals being implemented.
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44.46 Conclusion

44.47 Thesc guidelines have been preparcd a3 a guide 10 the process of job redesign. Tt
should not be interpreted thar this is the only way in which to approach the
exercise, however, it is important thar a consistent approach is tken throughout
the organisation. This does not preclude altemative methodology from being
adopted, provided that all atermpts at job redesign undertaken throughout the
otganisation share common goals of improving the productivity and effecaveness
of Councils works and services whilst enhancing the job satisfaction and carcer
opportunites of employeces engaged in the provision of those works and services.

45 JOB EVALUATION APPEAL MECHANISM
Policy

45.1  An appeal may be lodged by an employec on the following grounds:

i Where the appellant can demonstrate that the agreed procedure was not
followed, or

i Where it can be shown that the relevant facrs and informaton werc not
considered in making the final evaluavon or assessment.

45.2 Appeals will not be considered where there is disagreement ovet the level of the
evaluabdon or assessment where all relevane information was presented. Where an
cmployee has a grievance in regard to the ourcome of job evaluation on their
positon, the following process will apply:

453 A wrtten appeal must be lodged with the General Manager and a copy sent to the
relevant local union commirtce within ten working days of advice of the ouicome
of the job cvaluaton. This appeal must stace the specific grounds for appeal as
outined in 45.1.

454  An appeal hearing will be convened by the General Manager within two weeks of
receipt of the written appeal. The employee may choose (o have union
representaton.

45.5 The applicant may supplement their wrinien submission with a verbal presentaton
ro the General Manager. The Job Evaluadon Panel also has the right 1o address
the appeal hearing.

45.6 The General Manager will advise the appellant in wridng of the outcome within
rwo weeks of hearing the appeal. The effective date for any variaton will revert ro
the onginal mplemenradon darce.

457 In the event of a gricvance, the gnevange procedure can be employed.
e

e e T
1

“ ~ Registered ]
Enlerpnise Agreement
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46 LOCAL AREA AGREEMENTS

46.1 The Partes agree to review work operatons with the view to providing enhanced

Flexibilicy and efficiency.

46.2  The local area agreement:

. has been ammved ar through consulmtdon and agreement berween
employees {agreement constimutes 3 majority agreement of nominally 80%%),
vnion representadve and Management

. is to provide not less pay than the entry level for the respective positions.

. Variadons must be undertaken in accordance with the Industrial Reladons

Act 1996, as amended.

46.3 Apgreements reached are to be documented (see antached formart Avachment A),
including a date of operation, and signed by Wollongong Ciry Council and the

apptoprate union{s).

454  Copies of the signed Local Area Agreement shall be provided to the paries to the
agreement, and the Manager Iluman Resources and appended in the Enterprise

Agreement. (Appeadix 1}

Il no change outside curtent Enterprise

Describe nature of change.

Descrbe alrernatve service
provision.
Ee  hours,
Rates of pay
Allowances
Ohther conditions
Describe review penod.

Agreement/Award

v

Copies to Local Union
representarives and
Mlanager Human Rescurces

If variation to cutrent Enterprise Agteement/ Award

Describe consulaove process.
Descobe who wall funcaon on new
arrangement {present and furure)

Signed

» Local Representadve
. General Secrerary

° General Manager

Ranificadon h#lndusuial
Reladons Comnussion

‘Ir

Appended ro current
LEnterpnse Agreement/
Award
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Attachment A

Wik iecoiont® Local Area Agreement
The agreement that follows is a Local Area Agreement.

Area of Operauon:

TITLE

INTENT

DURATION

DEFINITIONS

Hours ol Work:

Rest Breaks:

Overniime:

The following parges are signatones to this Agreemeat

Signed for and on behalf of #=r=ry=te-

Manager In the presence of

Signed for and on behalf of the Federated
Municipal and Shire Council Employees’ Union
of Australia, New South Wales Dhvision

Union Represeniarive In the presence of




IV STAFF LEARNING AND DEVELOPMENT

47 STAFF LEARNING & DEVELOPMENT

47.1 Training cannot be separared from development and learning and can be simply
defined as a process by which people learn.

47.2 The aim of uaining, developmenr and leaming is to increase the skills and
kanowledge of people, in a defined area, so as ro increase their competence and
performance.

47.3 [t can be formal or informal, on-rthe-job or off-the-job, theoretical or practical, but
is usually structured in some way with an objecdve of atraining a particular skill.

Purpose

47.4 To provide Council’s work force with training, development and education to:

i encourage skill developmenr and skills upgrading,

i increase knowledge and expertise,

il improve flexibility,

v enhance modvadon and job satisfaction,

v increase efficiencies, and

vi improve the productivity and quality of Council’s seevice.

Policy

415 Training will be planned and coordinated by the Manager Human Resources in
conjunction with Divisional Managers and will be aimed at assisting the
otganisation to meet 1ts objecoves.

47.6 Organisational and divisional training requirements will be identified through a
derailed waining necds analysis process. The training needs analysis process
£xamines:

. Business plans;

. Employee development & review,

v Comperency Assessments; and

. Professional development required to determine the level and type of
training required by staff in underraking their dudes.

47.7 Intemal Courses

41.8  Training may be organised as in-house courses by the human resoutces division.

Employees will be invited to attend as deemed appropnate by the divisional
Manager.
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479 External courses

47.10 Where it is considered ta be of benefit w Council, the Divisional hanager may
authorise employees to attend exreenal reatning courses conducted by recognised
InsHrubons.

47.11 The employee may make an application on the prescribed applicadon form o
their Divisional Manager to attend televant external training courses, sranng;

i the reasons,
i the Lenefis,
1ii the date(s), ime and cost.

47.12 'The Divisienal manager, in conjunction with rhe Manager Fluman Resources will
determine the applicability of the course, 10 the professional development of the
employee and the needs of the Division,  All course records must be returned w
the Manager Human Resources (or recording purposcs.

47.13 Corporate Library Inflormartion Service

47.14 Council has established a Corporate Library and Informadon service within the
Reference Library. The service offers an informadon resource to assist staff in
their educanon and professional developmene.  Resources available include:

. A corporate library collecion

. Reference Library Collecuon,

. Penodicals,

. Inter-Library Loans,

. Access o On-Line Computer Based Informadon Systems.

47.15 Tertiary Assistance Scheme

Policy

47.16 The Terdary Assistance Scheme is designed to assist employees Rurthering their
educadon by undertaking rertiary work relared studies at accredited educatonal

nsomnons.

47.17 Employees who wish ro underrake courses in any of the following categories, and
who are approved under the Tertiary Assistance Scheme, will be eligible for

AsSisIance.

i University Degree Couwrses  (including Honours and Post Graduate
Courses) par-ume and by correspondence;

1 Insomute of Technology (I'AFE) Diploma and Cernficate Courses.

Registered
Snterprse Agrecment

Industrial Rejgistrar ” 109
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47.18

47.19

47.20

4721

4722

47.23

47.24

47.25

47.26

Applicanons for such courses shall be subject w the endorsement of the
Divisional Manager:  Teruary Assistance applications will be approved by a
Comumittee compnsing nominees of the Drvisional Managers Group and a Human
Resources representatve.

Eligibiliry

The Tertiary Assistance Scheme is available to all permanent Full dme and
Permanent Part-time {on a pro-rata basis) employees of Wollongong City Council,
with the following condidons:

i the course must be appropriate ro the employee's protessional
development, Divisional business and human resources plans and be
aligned 1o the Organisation's corporate direction.

it The ability of each Divisional Training & Development budget o fund the
course.

Approval to swudy under the Tertiary Assisiance Scheme may be granted under the
following catcgodes:

1 Category 1 students will arteacr all the provisions of this policy, ie. payment
ol the educatonal allowance or reimbursermnent of TAFE fees, and release
during working hours to atrend lecrures, examinations, restdental schools
etc,

i Caregory 2 stmudents will auract only the provisions of release duting
working hours, and will not be enated to any financial assistance.

Assessment of applicadons [or tertiary assistance will be conducred annually for
both new and continuing students, based on the criteria outlined under the section
‘Eligibility”. This assessment will derarmine whercher assistance will continue to be
provided, and under which category.

Assistance Not Approved

If the applicant feels that the decision was unfair or disctiminatory in any way, the
applicant may enact the gricvance procedure. Employees whose application was
not approved will be advised of this in wrigng,

Continuiry of Study

To condnue o qualify under the cerms of this policy (this may be negodared on an
individual basis), students will be required ro study 2 minimum of two subjects per
semester. [n certan circumstances consideradon will be given to approving less
than the normal part ume load. Each case will be considered on its individual
MeHrs.
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47.27 Withdrawal of Support

47.28

47.29

47.30

Council may withdraw this supporrt on the grounds of:

1 an unsadstactory six monthly progeess report;

ii the educadonal requirements and condidons of the University or College
not being met;

iii repeated subjecr faflures in the course;

v the terms of employment as ser out by the Wollongong City Council

Enterprise Agreement,

Promorion/Higher Classification

'Ihe successful completon of any course will not entde an employee o a higher
classification or grading within Council's service.  Promouons will be made in
accordance with Council's Enterprise Agreement and Staff Policy, including
Regrading and Managing Organisarion Change policies.

Procedure

471

47.32

47.33

47.34

47.35

17.36

Applicatdion for Teroary Assistance

Emplorees wishing ro qualify for assistance under the Tertary Assistance Scheme
must lodge a 1eniary assisiance application with their Divisional Manager by the
advertised date. The 1eniary assistance applicadon form is available upon request
from the Hluman Resources Division. Condnuatdon of swdy is subject to approval
on a yearly basis in accordance with the eligibiliy cnrena previously stated.
Existing students are required 10 ceapply on an annuoal basis.

Selecoon for inclusion in this scherne will be based on the ability of the Divisional
budget to fund the course and relative merit:

i Proven academic record where courses have been undertaken previously;

I appropriate to employees professional development, divisional business
and human resource plans and be aligned with the organisatons corporate
direcnon;

ini Ability to demonstrate direet relevance between course subjects and
planned work programs.

Subject o discussion with the divisional manager and the employee, Council
rerains the oght to make the final decision as to the cholce of educauonal
insorudon and yearly partern of soudy.

Progress Review

‘The Divisional Manager and the emplovees direct supervisor un]] be responsible
for reviewing the progress of studenis as (ollows:
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Academic transcripts to be reviewed six monchly.
Interviews be held with each smdent ar the conclusion of each academic
year. These interviews will be for the purpose of:

. Mainraining coneacrt and offering assisrance to employec

. Reviewing progress;

. Discussing choice of subjects for the forthcoming year.

. Irscussing the link benwveen studies and work and the applicaton of

skills and knowledge back to the job.

Thus link will be assessed on a yearly basis o ensure maximum udlisation of skills
obuamed through study.

47.37 Release During Working Hours

47.38 Release during working hours with pay will be granted during academic sessions
and while lecrures are in progress:

Lecture/ Class/ Tutonal

Students must attend classes ouwside working hours. Where this is not
possible, srudents will be granted, wich rthe approval of the Divisional
hManager, 2 maximum of 4 hours per week w attend compulsory lecrures,
tutoHals or classes duting work time.

Il further hours are required, and release in this respecr 15 granced, an
arrangemcent to make up this ume must be made berween the student and
his/her Divisional Manager.

Failed Subjects

At the discretion of the Divisional Manager dme off may be granted to
repeat failed subjects on the basis thar chis time he made up on the job.

Excursion/Field Tdp

Where compulsory attendance ar excursions 1s a course requirement and
formal nodfAcaton of such 15 recenved by the Divisional Manager trom rhe
College or University involved, dme off with pay will be granced.
Residential Schools

A maximum of five working davs per semesrer will be available 10 artend

Residential Schools. Any furdher leave requesred will be considered, and if
approved by the divisional manager may be taken as leave.
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v Correspondence Courses

Sponsored students undenaking correspondence courses will be granted
release to attend compulsory study seminars and examinadons associated
with their courses up to a maximum of ren working days per anoum.

47.39 Exam/Study Leave/Thesis

47.40 On fonmal applicadon to the Divisional Manager studenes wall be granted paid
exam/study leave for the purpose of studying for and attending compulsory end
of session examinadons as [ollows:

47.41 A copy of the examination timetable must be submirted ro the Divisional Manager

Prior o examination,

Time of [lxaminaticon

| Morming examination

| Leave Applicable

The momning of the exam is granted as examinadon

leave with the student required 0 remrn o work
immediately following the exam. If student has an
exam the following morning, tetum o dury following
that ¢xam.

Ablemoon examination

Evening examination

| The morning immediately pror ta exam is granted for
study leave.

The alternoon of the exam is granted as examination
leave.

The afiernoon immediately prior o exam Is granted
for study leave.

Note: For the purpose of the above provesion the lunch break vormally taken by ihe employee will
be considered to be the barrier betaren piorning and dffernonn,

47.42 In addidon o the above, special leave with pay for pre-examination study may
also be approved by the divisional manager on the basis that:

1 it 1s an end of session/ rerm examinaton;

I that only one day per exam be udilised, and this day must be the day
immediately poior to the date of examination;

1l no more than five days in aggregace be used in any one year;

n for the purpose of completing a thesis, no more than five days in aggregarce

be used in any one year.
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47.43

47.44

47.45

47.46

47.47

47.48

47.49

47.50

47.51

47.92

47.53

47.54

47.55

Release Approval

Should conflict occur berween work and swudy schedules, work commitments will
take priority in all cases.

Reimbursement of Fees
Univermity

At the conclusion of each academic year, students will be required ro present a
copy of their academic transcript to the Human Resource Division, demonstrating
successful completion of subjects acternpred. Srudents will then be cligible to apply
for the payment of the educaton allowance. In the case of failed subjects this
allowance will be paid on a propotdonal basis.

The education allowance is intended to assist students with the financial cost of
university studies and may be expended at the students discretion. The educadon
allowance is based on the nate of academic progress of the student. The full
allowance is payable to students underaking a full pani-dme load as recognised by
their academic institution.  Students undertaking less chan the full part-time load
will receive a proportional payment.

Students are responsible for organising payment of all fees, HECS, 1extbooks and
other costs as they fall due.

The quantum of the educadonal allowance will be reviewed on a regular basis by
the Training and Development Sub - Committce.

Residental Schools

Students can claim a maximum wimbursement of $320 per academic year for
costs associated with rravelling to and attending compulsory residengal schools.
Official receiprs must be produced to claim this reimbursement

Meals, relephone calls and other personal expenses may not be claimed.

TAFE

Ar the conclusion of each academic year, students will be required to present a
copy of their academic ranscript to the Human Resource Division, demonstratng
successful completion of subjects atempted. To claim reimbursement students
will be required 1o provide original receipts as proof of payment of the
compulsory course fees,
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47.56 CADETS

47.517

47.58

47.59

47.60

47.61

47.62

47.63

47.64

47.65

47.66

Cadets are recruited under Council’s Appuointment Policy and are subject to
Council’s swaff establishment and Future needs.

Cadets will be required 1o undertake parc-time Univessity Degrec Courses. Such
Courses will be subject to the approval of the Manager Fluman Resources.

Condnuity of Study
To continue to qualify under the terms of this Policy Cadets will be required 1o
successfully complete what is recognised by the University as a part time workload

as a minimum each academic year.

Consideration will be given 1o approving less than the recognised part-time
workload, in exceptional circumstances only.

Withdrawal of Support

Council may withdraw its suppon to Caders subject 10

L an unsatsfactory six monthly progress report;

i the educational requirements and conditions of the University or College
not being met;

ik repeated subject fatlures in the course involved;

v the weems of cmployment as set out by the Wollongong City Council
Enterprise Agreements;

Council may;

i Cancel the Cadetship;

i Subject to the circumstances of the individual case, transfer the employee
to a mort appropriate course of study or reclassify the employce to a more
appropriate classificaton.

Promoton/Higher Classificadon

The successful completon of any cadership will not automatically entitle an
employee o a professional position unless the cader applics and gains such a
position on their relative merit and in accordance with Council’s Appointment and
Promodons Policy.

s = = e = = ==

If flpoa

l  Registered

I: Enterprise Agreement

ﬂ:ndustrml Registrar
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Procedure
47.67 Progress Review

47.68 The Manager Human Resources will be responsible for reviewing the progress of
all Caders in accordance with the following:

i Academic ranseripts to be teviewed six monthly.
ii Interviews be held with each student ac the conclusion of each academic
year. These interviews will be for the purpose of:

C Mainraining contacr and offening assisrance o emplovee

. Reviewing progress;

. Ihscussing choice of subjecrs for the forthcoming year,

. Discussing the link berween studies and work and the applicaton of

skills and knowledge back o the job.

‘This link will be assessed on a yeatly basis ro ensure maximum utilisation of skills
obtained throvgh smdy.

47.69 Release During Working Hours

47.70 Rclease during working hours with pay will be granted dunng academic sessions
and while lecrures are In progress:

1 Leciure /Class/ Tutonal

Ideally, cadets must artend classes curside working hours. Whare this is not
poszible cadets may be granced, with the approval of the Manager Human
Resources, a maximum of 7 hours per week to attend compulsoty lecrures,
matonals or classes during work time.

If further hours are required, and release in this respect is granted, an
arrangement (¢ make up this ome must be made between the srudene and
his/her Divisional Manager, and the Human Resource Division advised.

1 Failed Subjects
At the discretdon of the Human Resource Manager and the Divisional
Manager rime off may be granted to repear failed subjects on the basis that
this ime be made up ar work.

1 Excursion/Field Top
Where compulsory artendance a1 ¢xcursions 15 a course requirement and

formal nouficadon of such is received by the Human Resource Manager
from the College or University involved, ime off with pay will be granted.
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v Residentiat Schools

A maximum of fve working dayvs per semester will be available to arrend
Restdennal Schools. Any further leave requested will be cousidered, and 1if
approved by the divisional manager may be raken from the employees

lepve ¢natlement.

v Exam/Siudy Leave
O formal applicadon 1o e divisional manager students will be granted
paid exam/scudy leave for the purpose of smdying for and atending

compulsory end of session examinauons as follows:

A copy of the examinanon umetable must be submitred to the divisional
manager pOoor to examination.

Time of Examination Leave Appheable

Moming examinaton The murming of the exam is pranred as examinadon
leave with the student required ro rerurn w work

immeciately following the exam. If swdent has an
cxam the following morning, recurn ro  dury
lollowing that exam. |

' Afternoon examination The m{}mirE unmediatcly prior o exam 15 granred
forr study leave.

The afrernoon of the exam is granted as examination
leave,

Evening examination The afrermoon immediately prior o exam Is granted
for study leave,

Note: For the purpoie of the above provision M funch break wormally faken by the eoployee will
be vonsidersd to be the barrer butiween morsing und aftermoon.

47.71 In addirion to the above, special leave with pay for pre-examination study may
also be approved by the divisional manager on the basis thac

it 15 an end of session/ wm examingUon;

that only one dav per exam be walised, and dus day must be the day
immediately prior to the dare of exarminadon;

i no more than live dayvs in aggregate be used in any one vear.
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47.72

4773

47.74

47.75

4776

4777

4778

4779

47.80

47.81

4782

Release Approval

Prior to utilising release provisions details must be submirred 10 the Manager
Human Resources for approval, cutlining lecrure rimetables and release dmes
required.

Reimbursermnent
Reimbursement of Fees

At the conclusion of each academnic year, srudents will be required to present a
copy of their academic wanscripr 1o the Iuman Resource Division, demanstratung
successful complerion of subjects actempted. Snudenis will then be eligible to apply
tor the payment of the educarion allowance. In the case of failed subjects this
allowance will be paid on a proportonal basis,

The educanon allowance is intended to assist studenis with the financial cost of
university studies and may be expended ac the students discredon. The educadon
allowance 1s based on the rate of academic progress of the student The full
allowance is payable to students undertaking a full part-dme load as recognised by
their academic msutuuon. Students underaking less than the full part-time load
will receive a proporuonal paymenr.

Students are responsible for organising payment of all fees, HECS, texthooks and
other cosis as they fall due.

The quantum of the educadonal allowance will be reviewed on a regular basis by
the Training and Development Sub-Commitiec.

All subjects for all sessions must be applied for and approved during the formal
approval period at the beginmung of the year. Summer session subjects may be
approved however will not be considered for reimbursement of expenses or
release approval if the subject if being repeated due ro failure. Time off to artend
previcusly failed subjecrs duting summer session may be granted on the basis that
rhis dme 15 made up at work,

Residenrial Schools
Students may claim a maximum reimbursement of $320 per academic year for
costs associated with travelling to and attending compulsory residental schools.

Official receiprs must be produced ta claim this reimbursement.

Meals, ielephone calls and other personal expenses may nor be claimed,




47.84APPRENTICES

47.85

47.86

47.87

47.88

47.89

47.90

47.91

47.92

47.93

47.94

47.95

47.90

‘T'he primary objective of Council’s apprenticeship system is to tain competent
tradespersons 10 meet Council’s present and future needs. The proporrion of
apptendces that may be employed will comply with training and supeevision
requiremnents 25 set down by the Commissioner for Vocagonal Training.

Training

Apprentices will participate in a training program which includes both work and
¢ducational components. The work component will be designed by the Manager
Human Resources and the approprate Divisional Manager and will include
experience in varous sections of the organisaton which are deemed valuable 1o
the overall wainmng of the apprentices.

The appropriate wade coursc must be undertaken through rhe Instirure of
Technology.

Release During Working Hours

i Release to attend classes will be in accordance with Insdiute of Technology
requirements.

i A TAFE anendance form, signed by the Apprendce’s TAFE teacher, must

be submitred with the apptentice’s imesheer/ flexsheer on a weekly basis.
Failed Subjects

At the discretion of the Human Resource Manager and the Divisional Manager
time off may be granted to repeat failed subjects on the basis that this time be
made up ar work.

Excursion/Field Trip

Where compulsory attendance at excursions is a course requircment and formal
notficadon of such is received by the Human Resource Manager from the
College, dme off with pay will be granted.

Exam/Stwudy Leave
On formal application to the divisional manager studencs will be granted paid
exam/swdy leave for the purpose of studying for and artending compulsory end

of session examinartions as follows;

A copy of the examinadon dmetahle must be submired to the divisional manager
pPOOT [0 eXaminaton.
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"Time of Examinaton Leave Applicable

Morning examination The morning of the exam is granted as exarmnination
leave with the student required o rewen o work
immediately following the exam. If student has an
| examn the following morning, return 1o dury following

thar exam.

——

Afternoon examination The moming immediately poor o exam is granted for |
study leave.

The afternoon of the exam is granted as examinadon
leave.

Evening examination The aftermoon immediately prior to exam is granted

47.97

47.98

47,99

for study leave.

Nore: For the purpost of the above provision the lunch break normally iaken by the employee wilf
be considered o be the barrier beteeen morning and affernoon.

In addition to the above, special leave with pay for pre-examination srudy may
also be approved by the divisional manager on the basis that

1 it is an end of session/ et examinaton;

it that only one day per exam be uilised, and this day must be the day
wnmediately prior to the date of examination;

iii no more than five days in aggrepare be used in any one yeat.

Release Approval

Prior ro utilising release provisjons details must be submitted to the Manager
Human Resources for approval, outhning lecture dmerables and release times

required.

47.100 Reimbursement of Fees

47,10

1 Ac the conclusion of each academic year, students will be required to present a
copy of their academic wanscripr to the Human Resource Division,
demonstrating successful completion of subjects anempted. To claim
reimbursement siudents will be required to provide onginal receipts as proof of
payment of the compulsory course fees.
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47.102

47103

47.104

47.105

47.106

47.107

47.108

47169

47.110

47111

Cadet and Apprentice Terniiary Progress

It is Council’s expectation that apptentices will maintain an average of 60% or
better in Institmie of Technology examinations and class work and Caders o
maintain a Credit average at University. The Manager Human Rescurces will be
available to assist any apprentice or Cadel who experiences difficulty in achieving
this or with any other aspect of therr employment.

Unsaltisfactory Progress

In cases where tertiary progress is unsarisfacrory, the Manager Human Resources
will consult with the apprentice/Cadet concerned o ascertain the cause and
prescribe addidonal wotk o overcome this.  If progress does not improve,
furcher action will be taken in accordance wich the procedure outlined in the
following secdon covering disciplinary acton.

Disciplinary Action
Apprentices

Any apprentice exhibiting unsarisfactory performance wall be subject 10
Coundl's established disciplinary procedures. The Council or appreance wall
have the fAght to make applicadon o the Commissioner for Vocational Training
on any maler affecting the apprentceship.

The Council may, with the consenr of the Commissioner for Vocadonal Training
transfer an apprentce to another employer. The Coundl may, without making a
transfer of its apprendce, place the apprendce temporarily with another employer
1o be agreed upon by the Council and the apprendee, or faling such mutoal
agreement, to be named by the Commissioner for Vocadonal Training. An
apprentice so leaving the Council during the currency of the apprentceship,
before the apprentice is engaged by anocher employer, should obrain from the
Council 2 Certificate staong the time served at the trade and consenting to the
apprentice entering the other employment. No such other employer will engage
an apprentdce for the balance of the apprendceship excepr under a ransfer duly
approved by the Commissioner for Vocadonal Training. The Council will not
refuse to give such Certificare in cases where the apprenuce is leaving Council’s
service with the consent of the Council

Caders

Any Cader exhibiring unsadsfactory performance will be subject e Council’s
established disciplinary procedures.

I'In'~——__..

~ Registered
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Vv DISCIPLINARY PROCEDURES

48 DISCIPLINARY PROCEDURES
Purpose

48.1  The intenr of this policy is 1o correct inapproprate behaviour. Demonstraton of
improved performance in accardance with Management should be recognised
with the process pur in place.

48.2 The Disciplinary procedure is designed to give management and sraff a puide for
dealing with situations where poor petformance has been identified and changes
need o be agreed o and evaluated.

48.3 The disciplinary procedure is 1o be used i instances of recurring behaviour or
performance issues, as first examples of changed behaviour may be related to an
employee’s personal circumstances,

48.4 The disciplinary procedure aims 10 deal wih each performance issue
independendy. For example, a siruation may arise when stage 1 is being used as
appropriate for a amekeeping issue and an attitude issue is being monitored using
stage 2 Each aspect of performance is monitored separately to ensure fairness, it
is not the inrent of the policy that aspects of performance that are unrelated be
used to progress along the disciplinary procedure.

48.5 To maintain basic and reasonable standards of conduct and performance in the
service of Wollongong Ciry Council and te set fair and equirable standards of
discipline for unsausfactory conducrt and performance;

48.6 Guarantee the aghes of all;

48.7 Ensure a safe and healthy work ¢nvironment;

48.8 Prevent employees from generating a poor atendance record or poor work habirs;

48.9 Reinforce and document improved overall performance;

48.10 Refer employees to Council’s Employee Assistance Program where relevani.

Policy

48.11 Wollongong City Council believes that the majonty of its emplovees are loval and
hardworking, however, a large organisadon reguires policies and smandards 1o

assist all managers, supervisors and employees with guidelines and procedures 10
cvents that may result in disciplinary or comrective acdon.
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48.12

48.13

48.14

48.15

48.16

48.17

48.18

An effective Disciplinary Procedure must be fair, reasonable, logical and easily
understood by all.

Supervisors should be aware that these disciphinary procedutes should not be used
as a sole basis for corrective action of conducr on the job. All supervisors, in the
couwrse of rtheir dudes, should interact with s1afl, and, where they have concerns in
relation to their performance, raisc these concemns as they arse.  In most
circumstances, unless an emplovees misconducr is of such a serious nature, these
disciplinary procedures should not be used for a “first offence™ {eg. lareness 10
work, poor omekceping, etc.).

Where problems arise on the job and these problems have been discussed
berween the supervisor and the employee and this employee shll shows no signs
of improvement, then it may be appropriate to trn to Step 1 of the disciplinary
procedures. Caution should be exercised here however, as a sudden detenoration
of work performance could indicare underlying personal problems  being
experienced by an employee. [n view of this, all supervisory staff should be fully
cognisant of Council’s Employee Assistance Program and make all attempts 1o
offer assistance to the employce. [ the offer of assistance Is refused, and the
musconduct persists, then ix is approprate o cononue w Step § of the disciplinary
procedures. Where EAP assistance is sought and provided and no improvement
in performance results, these cases will be assessed on their merirs o determine
approprate acoon.

Whilst this step emphasises guidance and counselling, 1t must be recognised that
guidance and counsclling is an integral feature of a supervisory role even in the
absence of a formal disciplinary procedure.

MNote:

No disciplinary actions or suspensions will be undertaken unless the following
Disciplinary Steps have been complered, excepr in the case of sertous and wilful
rrusconduct - see appropriate provision.

Review periods will be esrablished for employees who ace placed on siages 1,2,3 of
the disciplinary procedures. If there are penods of absence from the workplace, all
such absences will be added onto the review period which has been esublished,
unless otheranse agreed by the partics

Procedure

48.19

Step I First Warning (Verbal) - Guidance and Counselling
Problem:

Employee 1s demonstraiing a performance or behavioural problem.

|
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48.20

Procedure:

Cuunsclﬁﬂg discussion involving -

- The employee concerned,
. the employee’s immediale supervisor; and
. at the opuon of the employce, their job delepate (the employee will be

made aware of this option priot o the interview commencing.)

Purpose of Discussion -

. [dentfy causes of the problem.

. (ain the employee’s commutment to solving the problem.

. If approprate, inform the employee of the services thar Council's
Employee Assistance Program offers.

. Verbally notify the employee rhat this action consdrutes stage 1 of the
disciplinary procedure

. Ser a specific date for review of the maiter.

Record:

The supervisor will note a record of the discussion in a diary to supporr the verbal
warming. This record will include:

. Date and ame of discussion.

. Purpose of discussion.

. Follow up dare.

It improvement 1s then made by the agreed date, the supervisor should
acknowledge and give recognition to the employee for the improvement and
encourage connnued improvement. The Supervisor in their diary will note derails

of such improvement. However, if insufficient improvement by the agreed dare,
then Step 2 will appiy.

Step 2: Second Warning (Weitten) - Utilising eflective follow up action
Procedure:

Conducr a follow up discussion invelving -

. The employee concemed;
- The emplovee’s immediale supervisor;
. The next level supervisor; and at the option of the employee, their job

delegaie (the employer will be made awarc of this opdon prior to the
Inerview Commencing)
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48.21

Purpose of Discussion

. Review previous discussion.

. Discuss possible solutions.

. If appropnate, refer the employee w the Council's Pimployee Assistance
Program.

. Indicate the consequences of further lack of improvement.

. Set a specific dare for review of a inareer.

Record:

A written record of a Second Warning is w0 be forwarded to the Manager [Muman
Resources for placement on the respectve smll file and to the employee
concemed, together with a copy of Councll's Disciplinary Procedures.  This
record will include the:

. Date and time of discussion.

. Purpase of discussion.

. Follow up date.

. Narne and signature of supervisors who 100k the acoon.

If improvement is then made by the agreed date, the supervisor will acknowledge
this and give wnten recognioon to the employee for the improvemenc the
supervisor will monitor and encourage continued imptovement. A copy of such
letter will be placed on the employee’s Personnel file however, if msutficient
improvement by the agreed dare, then Step 3 will apply.

Neote:  The union will be novified in writing of what action bay been taken in acordance with
Jip 2

Step 3: Final Waming (Written)
Procedure:

FINAL WARNING invoiving,

» The employee concerned,
. The Davisional Manager,
. Al the option of the employee, union represeatation.

Note: The employee well be made amware of this gplion prior to the inrervien commening and they
wiil be provided with adequiare time and resoprces to organise representation. The sertousners of
this step will be emphasised to the employee, The Human Resourver Divition will provide advice
aned support at this iep, as requested.

The union will be noofied in wriong that a meeting bas becn arranged o provide
an emplovee with their final waming. This notificanon will include derails of the
megdng Hme and venue.
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Purpose of discugsion -

. Review previous discussions.

. Discuss reasons for the situadon.

. Refer the employee to Council’s Employee Assistance Program.

. Agree on specitic action and follow up dace.

. If appropriate, inform the employee of the deferral and/or withholding of

their increment and indicare the further consequences char will result if the
employee docs nor take immediate correcove acton.

The turther Consequences (Disciplinary Acoons) include:

. A suspension with a view o erminarion;
. A dismussal with due notce.
Record:

A record of the Tinal Waming is ro be rerained on the employee’s staff file and
will include:

. Date and dme of discussion.

. Purpose of discussion.

. Follow up dare.

. Name and signature of supervisors who took the action.

Copies of all correspondence arising oul of this step shall be sent to the emplayee.
Nole: The union will be nosified in priting of what action bar been tuken in avordancy with step 3.

Should the employee fail to take the tequired correctove action within the agreed
period, then Step 4 will apply.

48.22 Step 4: Disciplinary Action
Procedure:

. A meeting will be held involving -

. The emplovee concemed. (Prior to this meetng the emplovee will be
advised of their right to union representadon,)

. The Divisional Manager.

. The Manager Human Rescurces, if requested.

. Union representation if requested by the employee.

Noier The employee will be rrade awary of this option prior to the interziew ipsmmenying and they will be
provided orth adequate time and resouncs fo Organiic repreieniaiion.



48.23

48.24

48.25

43.26

48 27

48.28

Purpose of meeting

The Divisional Manager or Manager Human Resourees will inform the emplovee
of one of the followang -

. A #uspension with a view o terminadon;
. A dismissal with due nooce.

No acgon for termunagon of employment will occur undl such dme as the
Manager Human Resources or representative has been consulted concerning the
process ro be followed,

48 hours written nouce (by letrer or e-mailywill generally be provided to the
appropriate union s¢eremry or their  representative 1o cnable  sufficienr

arrangements to be made on behalf of the emplovee. ——
|I Rem |

. mstered
Employee’s Rights {| Eterpriza Agreement |

The employvee, however, retains the righe to ke acdon:

. Through the Industnal Relations Commission.
Summary Dismissal

Norhing contained withtn this procedure will affect the rghr of management o
summanly dismiss an employee withour nonce.

The grounds for summary dismuissal include, but are not limired 1o

’ Acts of misconduct

. Acrs of senions and wilful misconduce
. Abandonment of employment

. Drunkenness whilse a1 work

. Neglect of ducy
. Breach ot duty of hdelity/confidentialiry
' Criminal offernces committed by an ¢mployee relared o thelr work.

Lach case of summary dismissal MUST be considered on its merirs,

Action for summary dismissal may only he inigated by a divisional manager
tollowing consultaton with the IMuman Resources Division concerning the
pracess to be followed.

Prior to any intervicw an employce will be made aware of their oghts 10 union

representaton. In addidon, the emyployee will be provided with appropriate means
[o organise that represenraton pror Lo any interview
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48.20

48.30

48.31

48.32

48.35

48.34

48.35

48.36

Where it is intended to summarily dismiss an employee, the employee will be
interviewed and:

v (iiven rhe full reasons [or the proposed terminadon;

s Provided with an opportunity to respond to the reasons for the proposed
rerrinabion;

. Given the opportunity of union representadon dunng the interview.

Management will consider any responses made by an employee poor to
proceeding with action 10 terminate that emplovee's services.

Review of Employee Perdormance:

The outcomes of any disciplinary procedure, whether they are 10 progress 10 the
next step or improvement has been made, should have clear documentation on
what the next step will be. For example “no improvement” may be a progression
on the disciplinary procedure, or “improvemncnt has met the expectations”™ may
mean the reducton or remaoval of the disciplinary procedure.

A copy of the notaton will also be provided to the employee.

These noratdons regarding improvement in performance MUST be raken into
account when conternplating any future disciplinary acdon against the employee

Employees are able to access, copy and place documenration on their personnel
file stating their version of events.

Employces have nghts under the Freedom of Jnformation Act
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VI LEAVE

49 PUBLIC HOLIDAYS
Policy

491 All proclaimed or gazerted Public Holidays are observed as holidays.

492 All emplovees will be entided 10 a picnic day which subject to service needs will be
taken on the last Priday of the Seprember/October New South Wales School
Holidays.

493 No deduction will be made from the rate of pay of any employee if not required
1o work on any of such holidavs.
Procedure

49.4  Wherc an employce is absent on approved annual, or long service which overlaps
with a gazerted or prochimed public holiday, payment for the public holiday will
continue o apply in subsdrution for the approved leave.

50 ANNUAL LEAVE
Policy

50.1  All employees will be enrided ro:

i A period of annual keave equal to five (5) ordinary working weeks for each
compleled year of service to be raken ac 2 mutvally apreeable dme. This
annual leave will include a fixed component for all staff, subject o service
needs of rheir area, to be aken during the Christmas/New Year period,
with the remaining days 10 be taken at a mutually convenient time
throughout the year.

i Generally speaking, annual leave must be applied for at least one month in
advance, however, applications for leave made ar short notice will be
considered by managers based on the merits of each casc.

50.2  If an employee has been working al a higher grade and receiving higher grade pay
for a continuous period of three months or mote, the annual Ieave will be paid at
the higher rate.

503 Any employec who is sick whilst on annual leave and produces satistactory
medical evidence as soon as praciicable that they are unable to perform normal
work dutes, shall be granted ar a dme mutually conventenr, additional leave
equvalent to the period of sickness falling within the scheduled period of annual
leave; provided thar the period of sickness is ar least five (3) consccutive days.
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50.4 Where such leave is sought, nodficatdon should be made ar the ome of intenton
ta claim sick leave.

50.5 Where such leave is sought, Council’s Sick Leave policy shall apply.

50.6 No cmployee should accumalate more than en weeks annual leave.

507  Where an cmployee has 1n excess of ten weeks annual leave accumulated, they
may be direcied by their manager 1o take annual leave o reduce their

accumuladon o ten weeks.

50.8 YWhere an employee has in excess of ten weeks annual leave accumulated and:

i They apply with reasonable notice to take annual leave in order to reduce
their accumulation 1o ten wecks; and
1 Their leave applicadon 1s refosed,

the employee may request w be paid any leave acenmulation in excess of ten
weelks.

509  Annual leave is paid on rerminarion, pro rata, to the date of resignation.
Procedure

50.10 A leave Applicadon Form srating dates of leave with the employee’s and
supervisor’s signature and recommendation of approval are to be forwarded to the
Pay Office at least four (4) weeks in advance of the leave commencing ro enable
processing.  Extenuaring ciccumstances requiring urgent leave will be reviewed ac
the supervisory level.

30.11 The applicaton form is 10 be signed and dated by the supervisor and retumed o
the applicant vpoen receipt  If a response (approved or non approved) can be
provided immediately this should occur, otherwise reasons for a delay are o be
communicated at that ime. The supervisor shall respond within ten (10) working
days of the date of receipt of the applicatuon

50.12 Leave in excess of one week may be paid in advance if so nominared.

51 SICK LEAVE
Policy

51.1 It is recognised that [rom time o lime, employees may expenence illness or
non-work related injury that may involve their absence from work. Wollengong
Ciry Council is committed to ensuring the wellbeing of its employees and will
provide paid sick leave for instances of genuine illness. This commiument will be
manaped on the basis of reasonable needs and trust.
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51.2  Sick Leave is considered to rake place when an emplovee is absent frem duty on
account of personal illness or non-work relared njury.

51.3  Sick Leave is 1o be taken onl when an emplovee is penuinely sick.

514 Council will provide paid sick leave o emplovees in all cases of genuine illness.
‘This payment 15 based on management being sadsfied that there cxisted genuine
growmwls for sick leave.

51.5  Sick Leave is not designed w cover periods of absence on Parental Leave.

516 As parr of Council’s Sick Leave Provisions, all employee sick leave balances will be
[rozen from 31 December 1994, In the evenr of resignation, redrement,
redundancy or death the full enntlement will be paid our 10 the employee or their
vstate At the raie of pay apphecable upon terminaton of employment.  Those
employees who have elected not to have their Sick Leave halance paid to them
during 1995-1997 will receive their frozen balance as part of their terminarion
payment.

51.7 Tt will be the responsibility of Divisional Managers to monitor the sick leave
cxpericnce within their areas of accountability.  The Attendance Maznagement
Program is a tool w0 assist supervisors and managers in this. See procedure
ourlined below.

ALE A corporate monoring systiem will be developed and repular reports will be
submitied to the Joini Consultaive Commitcee for review. This systemn will be

used as a basts [or measuring the ourcome of agreed performance indicarors.

519 Any dispume relating to Sick Leave must be pursued through Council’s Grievance
Procedure.

2110 Employees relieving in 2 higher positton will be paid up ro two days sick leave at
the higher rate during a four (4) weck pericd

Procedure

5111 Proof of genwune illness may be established through a number of means, including
hut not hmared ro:

a Provision of medical certificares,
b Knowledge and understanding of an employee’s inedical history,
€ Personal conmact berween the employee and their supervisor/manager.

51.12 Council reserves the right to request supporring medical docomentation and other
proof of illness as considered appropriate in the event of absence. “This could

include referral vy a medical pracddoner of (:m.rﬁlfll Fehokc.
0 Repistered
Enlerprme Apreement
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51.13

51.14

51.15

51.16

51.17

51.18

51.19

51.20

Circumsrances where this request could be made include instances of repeated and
frequent single day or short term abzence, or a pattern of absenteeizm and Jong
term absences.

Where ir has been established thar Sick Leave is being abused, the abuse will be
addressed throuph the use of Council’s Disciplinary procedurcs.

Long rerm illness will be reviewed ar regular inlervals to derermine the ability of
the ¢employce o retun ro work either 1o their normal dubes or alternadve duges.

An employer will be required o notfy thelr supervisor or designated employee of
their abscnce from work pror to the commencemnent of their ordinary working
hours.

Nouification details to include expected length of absence.

Failure to noofy of absence may resulr in non-pavment of Sick Leave.

All claims for sick leave must be made on the prescrobed forms provided by
Coundl. This form must be completed and anached w an emplovee’s
flexsheer/ umesheet,

Failure to submir a Sick Leave application form or failure to provide proof as

requested by an employee’s supervisor or manager may result in non-payment of
leave.

ATTENDANCE MANAGEMENT PROGRAM

See Policy 70 of this section.

52
521

52,2

52.3

CARER'S LEAVE
Philosophy

Wollongong City Council is committed to the wellbeing and morale of its
workforce and acknowledges that it has a role w play in assisting its employees
balance work and family responsibiliries. s a demonstratnon of its commitment
in 1his area, Council will support a system of paid carer’s leave. This leave will be
available 10 employees who adopt a primary care giving role 10 dependants. Leave
will be available to suppon cases of shor term illness or njury of dependanrs or
farnily members, however is nor designed to cover periods of parental leave.

Carer's leave may be provided to an employee to attend to urgent shorr term cate
for dependants or family members.
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2.4

52.5

2.0

52.8

32.9

52.10)

51.11

5212

32.13

5214

52.15

52,16

52.17

52.18

Carer’s Leave will be managed on the basis of rcasonable needs and trust.  Each
case will be assessed and determined on irs merits by an emplovee’s divisional
manager or supervisor with delegaled authonoy,

Peoof Required

Proof of an employee’s need for Carer’s Leave may e eswablished through a
number of means, including but not limited to:

a Provision of medical certificates from a cerufied mecical pracdoner
detailing nature of illness of dependant,

b Knowledge and understanding of dependanr’s mechical history,

c Personal contact berween the employee and their supervisor/ manager,

d Stawrony Declaranon.

Where it has been esrablished that Carer’s Leave is Leing abused, the abuse wall he
addressed through the Artendance Management procedure,

Notification of Absences

An cmployee will be required to nofify their supervisor or other designated
emplayee of their absence prior to work or as soon as possible taking into account
the sivuanon ar that rime.

Nouficaton details must also inchude expecied lenprh of absence.

Izilure ro notify of absence may resull in non-payment of Carer’s Leave.
Procedure for Claiming Carer’s Leave

All claims for Carer’s Leave must be made on the preseribed forms provided by
Council. ~ This form must be completed and amached w an employee’s
Hexsheer/ imesheer.

Failure to submit a Carer’s Leave application fom or failure 1o provide proof as
requested by an employec’s supervisar or manager may result in non-payment of

leave.

Any instance of non approval shall be reviewed by the Manager [Tuman
Resources.

General
Carer's Leave is not designed 1o cover periods of absence on Parenral Leave.
Reference should be made to the Guidelines for comsideration of any carer's leave

applicarion. )
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52.19 It will be the responsibility of Divisional Managers 10 moniror the Carer's lcave
expenence within their areas of accouneabiliry.

52.20 A corporate monitoring svstem will be developed and regular reports wall be
submitted to the Juint Consulrative Committee for review.

32.21 Wherever pracncable, Carer’s Leave will operate in conjuncdon with flexible work

pracices and arrangements, designed ro assist employees 1n managing famuly
responsibilines withour the need for loss of ome from work.

52.22 Disputes Arising from Carer’s Leave Procedures

52.23 Any dispure or difficulry relating ro Carer's Teave must be pursued through
Council’s Goevance Procedure,

ATTENDANCE MANAGEMENT PROGRAM

See Policy 70 of this section.

53 LONG SERVICE LEAVE
Policy

53.1 Employces will be endrled ro Long Service Leave according o the scale below:

Afrer 10 years setvice 13 weeks
Adrer every turther 5 years completed senice 13 weeks.

532 lHor cononuous service with other Councils is deemed as service with this
Coundl for calculations of Long Service Leave. Details of service are obtained
from Council’s involved by the Human Resources Division.

53.3 Long Service leave is to be taken in periods of one week or greater at a nme
mutually convenient 1o the Council and an employec.

534 Any employee who is sick whilst on long service leave and produces satiséactory
medical evidence as soon as pracdcable thar they are unable to perform normal
work duties, shall be graned at a nme mutually convenient, addinonal leave
equivalent to the petod of sickness falling within the scheduled period of long
service beave; provided thac the period of sickness is at least ten (10} consecutrve
days.

Where such leave is sought, notificaton should be made ar the time of intention
to claim sick leave.

Where such leave is sought, Council’s Sick Leave policy shall apply.
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535 Long Service Leave accrued may be taken at half pay subject to the approval of
the Divisional Manager.
536 Termmination

i Where an employee has completed ten (10) years or more service, Long
Service leave 1s payable pro-rata, 1o the date of terminadon, in accordance
with the above provisions.

il Where an cmployee has more than five (5} vears service buc less chan ten
(10) years service on termination, that employee is entitled 1o a proportion
of Long Service Leave on account of:

a illness;

b mcapaciry;

C pressing domestic nccessity;

d Death frefer 1o Council’s policy regarding Payment in Event of
Death)

1 An employee ransferring 1o another Council can elect 10 have the Long
Service Leave credits wransferred 10 that Council. The calculation of such
credits is to be in accordance with Local Government State Awards, and
nor the Wollongong City Council Encerprise Agreement.

53.7  Where Long Service Leave loading sill applies in accordance with the provisions
of the Enterprise Agreement, it is only pavable when:

i ‘The employee retires due o
a age, as determined by the Smte Authodties Superannuation Board;

or
b ill health.
i Employment is terminated by Council for cause other than misconduct.
Procedure
53.8 A Leave Application Form stating dates of leave with the employee’s and
supervisor's signature and recommendation of approval are to be forwarded to the

Pay Office at least four (4) weeks in advance of the leave commencing to enable

processing. Lxtenuating circumstances requiring urgent leave will be reviewed at

the supervisory level.
53.9 leave will be paid in advance. Employees can nominate o he paid leave

fortnightly if desired.

Registered
Enlerprise Agroement
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53.10 The applicaticn form is ro be signed and dated by rhe supervisor and rerurned to

54

54.1

4.2

54.3

the applicant upon receipr.  If a response {approved or non approved) can be
ptovided immediately this should occur, otherwise reasons for a delay are o be
cormumunicated at that ume. The sopervisor should respond within ten (10)
wortking days of the date of receipt of the applicarion.

LONG SERVICE LEAVE LOADINGS

Any loading on long service leave accrued by wages swaff pnor to 31 December
1994 wnll be retained for five vears from these dates and will be paid at the rate of
pay when the lung secvice leave is taken.

With respect o long service leave envtdements which will fall due after 1 January
1995 in the case of Wages siaff,:

a Staff with service of seven years and not greater than ten years from the
above dates will be credited with a component of long service loading, on
the basis of cheir length of service at that point in dme, which will apply
when their inital entidement of long service leave falls due. The loading
will be paid ac the rate of pay when the leave is mken on the undersranding
thar wages staft have five years [rom 1 January 1995 10 avail themselves of
the leave atmacting thar loading before the entidement to that loading
lapses.

I Staff with lengrh of service of greater than (en years but falling benween any
of the five-year muluples ar which long service leave becomes due, will be
credited with 2 componenr of long service leave loading, on a pro-rara
basis, which will apply when their next cnutdemenr of long service leave
falls due.

c Wages staff retiring before 1 January 2000, will be entiled 10 payment of all
long service leave loadings.

d Council agrees that if management rejecrs an employee’s request 1o rake all
or part of long service leave arracring loading within the agreed {ive year
perivd, Lthe employee will recuin the loading unal such rime as the employee
is able to take the leave, and rthe loading will be based upon the rate of pay
at the ome the employee is able ro take that leave.

At no ime in the furure may payment on a weekly basis of annual leave loading

and long service loading be used o offser any increase in salaries given for any
other reason.
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55
Policy

53.1

BEREAVEMENT LEAVE

Any employee who suffers the loss of a member of their family or relarive in
respect of whom they hold a close affiniry and who gives Council sarisfactory
evidence of such relationship and death, will be entided to special bereavement
leave as lollows:

i Any unworked part of an ordinary working day or ordinary rostered shify,
without Joss of pay during which the employee was notified of such death
and thereupon was allowed 1o cease work; and

il One (1) ordinary working day or ordinary rostered shift or where the
employec arcanges the funcral, nwo (2) ordinaty working days or ordinary
rostered shifts, which occur between the day afier the lasr day upen which
the employce worked prior to taking Bereavernent Leave and the day upon
which the funeral tkes place.

101 Where an cmployee believes that more dme may be required o enable
them to make appropnate funeral arrangements and/or rravel excessive
distances, cach case will be assessed on its menis by the Divisional
Manager.

Procedure

55.2

553

56

Pohicy

56.1

Employces wishing to claim Bereavement Leave should do so by complering a
standard “[.cave Applicaton Form™ and making relevani notficaton on their
Timesheer/Flexsheet.  Such fonns should be forwarded o the employee’s
immediate supervisor and thereafier 1o the Divisional Manager for approval.

The Divisional Manager will then arrange for the form 0 be forwarded 1o the
Payroll section for payment of Leave and recording of same on the appropriate
registers and Personnel files.

LEAVE FOR ATTENDANCE OF FUNERALS

Where an employee of Council dies, it is Council’s policy 1o granr a half day’s
special leave with pay o the deceased employee's immediate coworkers, (eg. gang)
and rwo official representauves of his/her unicn.

Procedure

56.2

Where an employee wishes o obtain leave in line with the provisions of the above
policy they should complete a “T.cave Applicarion Form™ and seek thg approval of
their Divisional Manager. -
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56.3  Where dme constraints do not allow {or rhe above process to be complered prior
io the funeral raking place the employee should seek verbal approval from their
Divisional Manager or representauve prior w absendng themselves from the place
of wotk.

56.4 Under no circumstances should employees absent themselves from the place of
work prier to obtaining permission.

57 SPECIAL LEAVE - VOLUNTEER FIREFIGHTERS TO COMPETE
IN ANNUAL NSW COMPETITIONS

Policy

57.1 The Divisional Manager has the delegated authoniry 1o approve speaal leave with
pay for volunteer frefighters to anend Annual Competidons for New Souch
Wales to 2 maximum of one (1) week provided:

i Such leave can be granted where it does not adversely affect Counal’s
OpEratons.
i Producdon of evidence from the Officer-in-Charge of the Fire Sraton in

which the volunteer fircfighter is engaged 10 show that the Bngade is
participating in the championships and that the service of the employee is
required for thar purpose.

Procedure

57.2 The followang procedure will apply in respect of the above policy:

| 57.3  An cmployvec wishing to compete in the Annual New South Wales Volunteer
Firefighters Competidons will submit a “Leave Applicadon orm™ to the
Divisional Manager. Such form should be accompanied by documentation from
the Officer-in-Charge of the Fire Staton cerufying that the employee is ro
compete in this compelition and stating the period of leave required.

57.4 The Divisional Manager will have the authoriry to grant a maximum of ooe (1}
week special |cave with pay for this purpose.

57.5 Ifleave is not approved, the Divisional Manager will notify the employee as 1o the
LEASONS,

57.6 If leave is approved, the Divisional Manager will forward the Application for
Leave form ro the Payroll Section for processing.
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58 ABSENCE ON FIREFIGHTING SERVICE
Policy

58.1  Itis Council’s policy that empioyees who are volunreer firefighters be paid wages
or salary during their zabsence on firefighiing duty, sulsjecr ro such absence being
during normal working hours,

Procedure
58.2  The following procedure will apply in respecr of this policy:

i An employee absent on volonweer firefighdng dudes will nonfy their
Supcrvisor as soon as practicable on the first moming of absence.

i Notton will be made by the employees on their umesheer/flex sheet to
reflece the period of absence.

1L Upon remarn o work rhe employee will completc a “Leave Application
Form™ requesting specaial keave for the period of absence,

n The Divisional Manager wall be authorised 1o scek determination on this
applicaton.

59 SPECIAL LEAVE WHEN REPRESENTING DISTRICT, NSW OR
AUSTRALIA

Policy

291 Where any cmployec is selected 10 represent New South Wales or Australia they
will be granted a maximum of one (1) week's special leave with pay and the
remainder of any leave required 10 ravel 1© and from and complete participation
without pay,

292 Where any cmployce is selccred to cepresent the district such employee will be
granted special leave without pay for a sufficient period 1o travel to and from and
complere participation.

Procedure

59.3  Wherc an employee has been chosen o participate in a representadve event and
wishes to ke leave in accordance with the above policy such employee should
submit a “l.cave Application Form™ for approval o the Divisiconal Manager
staung the nature and penod of leave requesied and reasons for leave. This form
should be accompanied by documentation certifying they are to pardcipate in a
IEpresenlatve cvent. ——

<gistered
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59.4

Where leave is granted withour pay, the emplovee and Council will each maintain
their regular superannuanon contribudons. In addiuon, it will be the emplovee’s
responsibility to ensure payment of odher regular payroll deductions.

59.5 Leave raken without pay will not affect the employee’s continuin of service with
Council however the period of leave will nor be taken into consideration as service
for the purpose of calculaung leave enntlements, etc.

60 SPECIAL LEAVE FOR PARTICIPATION IN COMMUNITY
SERVICE ORGANISATIONS

Policy

0(.1 The Divisional Manager is delegated authority 1o approve specal leave with pay
for cmployces participadng in Community Service Organsadons. In dererruning
applicalions for such leave, the Divisional Manager will examine each case on irs
TNEnTs.

Procedure

60.2 Fmployees seeking leave in accordance with this pobey should apply in writing to
the Divisional Manager.

60.3 'The Divisional Manager will thereupon consider the applicarion according to its
TeriLs.

6.4 The Divisional Manager will advise in wriling the employec concerned the
outcome of their applicadon. 1f the applicadon is denied, full reasons will be
provided.

67 MILITARY LEAVE

Policy

61.1 Council will grant leave for scrvice in the Defence Force Reserves up to total
absence fifteen (15) working days during any period of nvelve monchs.

61.2  Council will pay the difference berween Defence Force pay and the ordinary wage
or salaty of any emplovee who is a member of the Reserves for the acrual periods
of leave occurting during the normal spread of working hours.

Procedure

61.3  Any employee secking leave in accordance with this policy will submil a “Leave

Applicadon Form™ to their Divisional Manager.
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G1.4 [Maving regard 1o the provisions of this policy, the Divisional Manager will
letermine the outcome of the applicaton.

615 The employee concerned will be advised of the Divisional Manager's
determinanon.  Where the applicaton is denied, the Drvisional Manager will
pravide the employee with full denils for such decision.

62 OVERSEAS STUDY LEAVE
Policy

(621 That Overseas Stdy Leave be on the rano of rwo (2} weeks Annual Leave o one
(1) week Srudy Leave, this policy applies in instances where some other funding
body provides the finance,

Procedure

62.2  The following procedure will apply in the cvent of an emplovee requesting
(rverseas Siudy Leave:

62.3  The emplovee will submit a “Leave Application Form™ to the Divisional Manager
with documentaton deuailing the peried of leave requested and nanire of srudy
they wish to undertake,

62.4 1f 1the Divisional Manager endorses such leave a report will be prepared 1o rthe
Divisional Manager setting our details of leave requested and why such request s
supponed.

62.5 I the period of leave requesied exceeds four (4} weeks the Divisional Manager
will preparc a report on the matter co the General Manager. [f the period of leave
requested is less than four (4) wecks the Divisional Manager has delepated
authority to approve/disapptove such leave.

62.6  An employee who undertakes Overseas Study Leave may eleer w use any accrued
Annual Leave and/or Long Secvice Leave enridemcents. In the evenr of this, pro-
rara payment will nor be available.

627 Unless an employee elects to avail themselves of the provisions of the abave
clause, all Overseas Srudy Teave will be Leave Withour Pay,

628 ‘The cmployee and Council will each mminmin rtheir own superannuation
contbutions for the period of unpaid leave. 1n addition, ir will be the employee’s
responsibiliry to make appropriate arrangements for the continuing payment of
other regular payroll deductions.

62.9  An absence on Overseas Siudy Leave will not inrerrupe the contnuity of service
with Council, however, any absence, unless raken using accrued leave eandements
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62.10

63

631

63.2

633

63.4

63.5

64

will nor be taken into account in caleulating for any purpose the period of service
with Council,

An employee on Overscas Study Leave may terminate their services at any ume
during this period of leave. For the purposes of calculating endrlements, ctc the
terminaton date will be taken as the date Council received such nonfication.

ABSENCE FOR ATTENDANCE AT COURT ON SUBPOENA OR
FOR JURY SERVICE

Policy

Witnesses

If an employee is subpoenaed or called as 2 winess in connection with any courn
proceedings involving the Council, all reasonable out-of-pocker expenses will be
paid. Any wilness's fees or expenses which may be payable will be paid o
Council

If an employee 15 called as a witness for court proceedings in which the Council is
not involved and such employce is not called in connecoon with their official
position with the Coundil, they will be granted leave of absence without pay for
the period during which they are necessanly absent from duty. Altemadvely, such
employee may take such time as leave of absence from annual leave which may be
due, and, in rhese circumstances, will be allowed to retain any witness's fees and
expenses which may be paid.

Jury Service

If an employee is called for jury service and/or serves on a jury, they will be
granted leave of absence and will be paid the difference berween their ordinary
salary or wages and the fec they received for jury service, and such employees will
be required 1o produce evidence o show what payment they received for such
jury service. An employce will be required to make application for the difference
berween their salary 2nd the payment received, stadng the hours they were in
attendance at the court,

LEAVE OF ABSENCE - BEACH AND POOL STAFF

Policy

64.1

The objective of this policy is to reduce staffing costs during winter and allow
Beach and Pool personael the oppertunity to gain professional experience outside
Council’s employ.
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(4.2

64.3

Beach and Pool staff be encouraged to rake up employment elsewhere during the
WINLCE $£A%0n,

Leave of absence is made available on the provision thar the employvee returns for
dury at the commencement of the following swimming season.

Procedure

4.4

04.5

6.6

64.7

64.8

65
Policy

65.1

05.2

An employee requesdng leave in accordance with the rerms of this policy will
submit a “Leave Application Formm” 1 the Divisional Manager with
documentadon deniling the period of Leave requested for approval.

An employee who undenakes leave in accordance with this policy may elect ro use
accrued Annual Leave and/or Long Service Leave Enndements. Tn the event of
this, pro-rata payment will not be available.

Unless an employee elects to avail themselves of the provisions of the above
clause, all Leave of Abscnce will e Leave Without Pay.

The cmployce and Council will each maintain their own superannuarion
contributons for the pedod of unpaid leave. In additon, it will be the employee’s
responsibility 1o make appropriale arrangements (or the continuing pavment of
other regular payroll deducdons.

An absence in line with this policy will not interrupt the continuity of service with
Council; however any absence, unless taken using accrued leave endtlernents, will
not be taken into account in caleulating for any purpose the period of service with
Council.

“ i | :1 “"
EXCHANGE LIFEGUARD PROGRAM |ERﬂSirT cent |

| Industgal Replslrar J|
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The objectives of the Exchange Lifegunrd Program are: e

[ To improve lifesaving standards and procedures at an international level

i To icrease an international understanding of problems associated with
professional lifeguarding

i To cnable professional lifeguards (o gain experence and further knowledge
ol their profession

To creaie goodwill benwveen participaring countries.

Wollongong City Council has underraken an Exchange Lifeguard Program with
the following orgamsadons:

[ North Devon District Council United Kingdom
1 Nova Scota Lifeguard Service, Canada
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Employment Terms

5.3

65.4

655

(5.0

657

(5.8

4659

(5.10

65.11

65.12

65.11

Perod and Number of Emplovees
Wallongong Ciry Council will employ -

One (1) lifeguard from Nova Scoua Lifeguard Serviee
One (1) Lifeguard from North Devon Distniet Council’s Lafeguard Sernce

For a petod of six (6) weeks - mud December o the end of January cach vear.

North Devon Distnct Council will employ two (2) lifepuards from Wollongong
Ciry Council's Lifeguard Service for a period of at least six (6) weeks.

Nova Scoua Lifeguard Service will employ one (1) Wellongong City Council
lifeguard dunng July/August, a penod of approximarely eight (8) weeks.

Current rules of “Leave Wirthour Pay™ apply o Wollongung City Counal’s
lifepnards parricipatng in the exchange,

Lifeguards from North Devon Disurict Council and Nova Scota Lifeguard
Services employed by Wollongong Ciry Councll on this exchange gain no senionity
or priofity w scasonal or permancent employment with Wollongong City Council.

Wollongong City Council’s lifeguards raking part in the exchange must fulfl all
requirements, qualifications, terms of employment stipulared by either/both Nova
Scota Lifeguard Service and North Devon District Council,

Wollongong Ciry Council’s corrent Enterprise Agreememt of conditions, wages,
allowances apply to all exchange lifeguards from Nova Scotia and North Devon
Lifepuard Services.

Wollongong City Council is not subject to any additonal costs, charges, fees,
cxpenses, other than those incurred under normal employment of seaff.

Lifeguards from Nova Scotia Lifeguard Service and North Devon District Council
are responsible for their own accommodaton, meals, work visas, passports,
ransportadon o ioterviews, testing and work while emploved or secking
employment with Wollengong Cioy Council.

The Tawarra Instirute of Professional Lifeguards assists all overseas lifepuards
who partcipare in this exchange 10 find accommodation, any twaining required and

setthing in.

Wollongong Ciry Council reserves the option of placement of their employees.
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6514 All emplovecs of Wollongong Ciry Council are covered by Workers
Compensatdon for any injures received whilse carrying our their durics and time
lose from work as a result of these injurdes.

:5.15 Selection of Personnel

65.16 Wollongong Ciry Council lifeguard swff is selected on ctheir qualificadons,
experience, physical fitness, screening, hfesaving ability, wrirten exarmnination (First
awd, professional lifeguarding ordinances), resuscitation abiliry, atrtude and
personal interview In accordance with agreed job descripdons and standard
Operatons procedures.

66 FLEXTIME

66.1 Tt is Council’s objective o allow employees flexible working hours o enhance a
high monle. To this end Council has adopied a Flex Leave Policy and the
following pracedures shall apply.

Policy

66.2  Flextime is designed to allow staff maximum flexibility in determining their own
working hours, in agreement wirh their supervisor.  Constraines wilt be that
present work ourputs and service w the public must not be reduced and overtime
must not increase.  Accordingly, all dme arrangements will be made in prion
agreemncnd with supervisors and managers.

Procedure
66.3 Cooperation and Supervision ; el

66.4  Because of the varying requirements of each unit or section, it is not practicable to
specify operating guidelines under Flextime any further than those outlined herein.
[t is considered appropriate to leave these martters ro the discretion of the
Divisional Manager.

665> [t is essential for the smooth running of any large organisadon that there be
cooperanon and adequare supervision. These two factors apply ro a very large
cxtent under Flexame,

66.6  Officers must at all tmes obey directions given by their supervisors regarcding
hours of artendance. 1 a supervisor directs any of their staff w0 commence ot
cease work at a dme at which the indviduzl would prefer 1o be absent, the
supervisor’s direcdons are to be followed.

66.7 It is essential therefore that all staff working Ilextime be aware thar the firse
prionty is the matnrenance of acceprable work{lows. Accordingly, there will need
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6.8

06.9

66.10

06.11

£66.12

10 be cooperation berween staff, supervisors and rmanagement in planning of
working times so that during Flex Periods resources are available o service the
needs of the public, other divisions and organisadens and to enable the
continuance of inter-office communications and services. This has to be carefully
balanced against the objecdve of the system thar =eaff should be afforded
maximum flexibility in choosing their working hours consistent wicth the
requiremnent of the system and the uldmate achievement of the group’s and the
division’s work objecaves,

Supervisors have a most important role to play under Flextime. As well as
cnsuring that their section’s obbganons are met in full, they should encourage their
officers to use the benefits of the schemne in a responsible manner.

Eligibility o Participate

Most staff will be elipible to participate in Flexume. The exception to this will be
staff whose durties require them o work fixed hours or shilmwork.

The degree to which staff will be able to avail themselves of the benelies will, of
course, vary depending on such aspects as the designadon and classification of
officets, the duues of their positions, the location of section, absence of other
officers, etc. Not all staff will be able to enjoy the full benefits of Flextime but it
is the Council’s wish that the maximum freedom possible within the constraints of
efficient operations be afforded to all stafl.

The General Manager will, at all nmes, retain the right to dercrmine who may be
excluded from paracipanon,

Definirions of commonly used 1¢rms

0613

Before proceeding to study the terms and conditons of Flextime, you should
make vourself familiar with the following terms used to describe the scheme.

i Bandwidth

Refers 1o thar time hetween start of the moming flex period and the end of
the afterncon flex period. This may he 6.00am ro 6.00 pm but the
bandwidth for each section or for individuals will be sct by che divisional
mﬂﬂﬂgﬂr.

i Srandard Hours

Standard hours of duty are those defined in the Wollongong City Councll
Enterprse Apgreement.
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Provisions of flextime | |

06.14 Draaly Worlkdng Hours

Normal Day

A normal working day is as determined in the Wollongong City Council
Enterprise Agreement,

Core Time

These are the periods during the day when all officers are normally
required ro be present, excepr where mutually agreed berween divisional
manager and staff concerned.

Flex Debit

A Flex Debit is an amounr below the normal hours that one is required o
work, eg, if an officer has worked only 6 hours on the one day, they have a
Flex Debir of 1 hour for thar day. Flex Debits are shown as “-",

Flex Credit

A Flex Credir is an amounr above the normmal hours that one is required ro
work, ¢g, if an officer has worked 8 hours on the one day, they have a Flex
Credit of one hour for thar day. Flex Credits are shown as “+”.

Flex Periods

Flex periods are those periods of the day within which a staff member may
choose hours of duty and times of attendance in accordance with the other
conditions and agreement of their supervisor.

Core Time Leave

This refees to an approved absence during Core ‘I'ime. Officers can only
take Core Time Leave if rheir supervisor approves.

Qflicer

Wherever used in this outline, it refers not only to permanent staff bt also
includes all Divisional emplovees exce ose specifically excluded from
L INOSE Specit

Flexume. -
_ Registered
En terprise Agreement
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66,15 The following demils relate to daily working hours in peneral, subject to cerrain
excepdons determined by divisional manager.
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Earliest Starting Time - 6.00 am
Larest Finishing Time - 6.00 pm

The maximum tme which an ofticer can be requested o work as Flexame on any
one day 15 one hour.

Any addidonal hours directed w be worked shall be paid overtime unless
voluntanly accepled as flex credits by emplovee.

1

Example of Daily Working Pattern

.00 am w 9.30 am Flex Period
9.30 am to 12 noon Core Time
12 noon o 2.00 pm Flex Period
2.00 pm to 4.00 pm Core Time
4.00 pm to 6.00 pm Flex Period
1ii Core Time

Vi

During the Core Time of 9.30 am ro 12 noon and 2.00 pm o 4.00 pm, all
officers must be in auendance unless on approved leave. This may be
varied following pdot agreement with the supervisor following
consideration of operavonal nceds.

Flex Period

Subject t0 the requirements of the duties of your position and direcaves of
your supervisor, you te can elect, in apreement with your supervisor, your
hours of duty and times of auendance during the Ilex Peneds 6.00 am wo
9.30 am, 12 noon 1o 2.00 pm and 4.00 pm to 6.00 pm.

Motification of Absence

Under Flexume the same conditons will apply as presendy exist for
notificadion of absences where prior approval has not been given. Officers
who for any reason will not be zttending for dury when expected and who
have not received pHor approval, are required 10 notfy their supervisor by
the normal time of 930 am.

Failure 1o do this could result in deducton from salary, disciplinary action
or an officer being prevented from pardcipating in Ilexdme.

Lunch and Tea Breaks
There will be no fixed lunch break. Officers will take a lunch break

berween 12 noon and 2.00 pm, the only requirement being thar a2 minimum
of half an hour has w be raken and a lunch break muse be taken alter an
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officer has worked continuously for 5 hours, thar is, if an officer
commences duty at &.0K) am, rhey must bepin their lunch break not later
than 1.00 pm.

Flex Debit and Credit Build Up

66.16 Otfficers will be allowed ro build up Flex Credirs and incur Flex Debits, thar is,
they are nor required o work the normal number of hours cach and every day.

66.17 The following conditions will apply o the accrual of Flex Credits and Flex Debirs.

i Flex Credit - Subect o the specified requitement of the scheme, e,
necessiy for officers 10 meer rheir functonal responsibililies, cooperation
with supervisors, erc, an officer may acerue a tlex credin build up. At no
tme may flex credit exceed 35 hours. Upon an emplovee reaching 21
hours flex credir, arrangements will be made by mumal agreement for
taking flex leave within (he next pay period. 1f murual agreement cannot
be reached, the flex leave will be taken within the next two pay periods.

(nce an officer reaches a maximum acerval of 35 hours, any acldiuonal
time approved by che Divisional Manager or delegated authority will be
paid at the appropnate overume rates ol pay.

The provision for officers to cstablish credits will enable both officers and
their sections o plan for peaks and woughs.  Additionally, it will enable
officers 1o have time off at times when nomally they would be working.

i Flex Debit - The maximum Flex Debit at any time is one normal working
day. without the approval of the Divisional Manager.

Core Time Leave

66.18 Al officers are required to be present during Core Time.  However, in order o
give more flexibility ro the scheme, officers will be allowed w take core time leave,
subject to the following conditons:

i Prior approval of the supervisor must be vbrained (verbal approval only is
required);

1 The full extenr of Core "l'iime cannor be raken on each of nwo conscoutive
days unless approval has been granted by the Divisional Manager; and

i When core leave is aken on the day immediately preceding or afier annual
leave, such periods will not be included in any payment of higher dury
allowance.
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Leave
66.19 Sick Leave During Flextime Day Off

Should an officer feel indisposed on an approved day off, they may applr for Sick
Leave instead. Such officer 1s then free to seek approval for further Core Time
l.eave.

Overtime

(6.20 In general, the amount of overtime worked should neither increase nor decrease
as a result of Plextime, however overrime will be paid when specifically directed.
Where officers have reached 35 hours flex credit at the end of the pay pedod, any
further flex leave worked, approved by the Divisional Manager, or other employee
authorised by Council, will be paid ar the nominated overtime rate. Pror approval
from the Divisional banager or other emplovee with delegaled authoney s
required before any overime is underraken.

Worldng at Other Offices

66.21 While working at an office in another division where Flexume 15 Nnot 1N operation
or where the hours of ducy differ from those ar their home office, officers are to
adopt the hours of duty operatve in thar office.

66.22 When an officer is transferred 1o an office where Flexome is not in operagon, they
should rake advantage of any accrued Flextime Credir within one fortnight of their
transfer.

MNotification of Termination

66.23 When an employee gives nodce that they wish to rerminate, partidpation in
flestime auromatically ceases. Any debit existing three days before rermination
wil! be deducred a3 leave withour pay.

66.29 Where a credic balance exisis the officer will be entided  take this dme where
pracocable and agreeable o their supervisor. Credit balances will e paid out up
to a maximum of thirty five_hours.

Time Recording

66.25 All siaff are honour bound to record their attendance accurately and trathfully.
Any officer who does not cbserve this requirement may be excluded from
participation in the scheme. An officer who deliberately falsifies his/her Persomal

Record of Arrendance will be subject 1o disciplinary acrion.

06.26 ‘The basic docwnent is an individual Personal Record of Auendance Sheer.
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66.27

66.28

66.29

66.30

06.31

06.32

06.33

06,34

At the beginning of cach weekly pericd covered by the Record of Auendance,
officers are to complete the derails showing:

. Name;

. Payr No;

. Location,

. Week Ending; and

. Flex Balance Brought Forward.

Each moming when officers commence duty they are to fill in the time of starting
work.

At the end of ceasing duty at the lunch break, officers are to cnter the time of
{inushing work for the morning.

When recommencing duty afier the lunch break, the officers are 1o insert the time
of restaning work.

On ceasing duty for the day, officers are 10:

i Enter the dme of finishing work;

i Calculate the flex debit or credir for the day 10 the nearest V4 hour;

il Enter the calculated dme in the “Total Flex Hours Claimed Today® column;
and

v Should officers be absent on leave, they are to indicate the rype of leave
under the day on which it accurred.

If leave has not been previously approved, a leave form is to be submitted to the
SUpCIVISOr.

At the ¢end of cach foninight, officers are to calculate their debit or credit tme
balance for the week. This balance is then reflected as a ‘plus’ o ‘minus” in the
'IMex Balance Carried Forward’ column.

Officers are then o sign the forms and have thern checked and countersigned by
their supervisors.

Supervisor’s Responsibility

66.35

The Supervisor is responsible for the employces atendance pattem, management
of flex accruals and compliance of the provisions of this policy. The perusal of
the Personal Record of Arendance and dmesheet (flex balance) is the primary
means for this assessment. The Supervisor’s signaturc on the form indicates
acceptance of this responsibility. Supervisors are o cnsure that AITAangements are
made for the officers who reach 21 hours flex credit to make arrangements for the
taking of flex lcave within the next pay period wherever possible.

Registered
Enlarrse Agrooment |
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66.36 At the end of each formnightly period the supervisor will see char the following
actions occur

1 Transfer any details of absences othet than Flexime 1o the Salaned Staff
Fortnightly Vanaton Remam;

1 Retain Personal Record of Awendance as Division Record; and

iii Forward complered Salaried Staff Fortghtly Vanaoon Rewm, together

with all necessary leave forms o Pay Secdon by 12 noon Monday.

67 ABSENCE FROM DUTY
Policy

67.1 Once having reported for work, an employee will not absent themselves wirthour
the prior consent of their supervisor or Divisional banager.

67.2 If any cmploycc absents themsclves from dury withour leave or sadsfactory
cxplanadon, Council may deducr the hours of absence from the employee’s wage
or salary.

Procedure

67.3 In the evenr of the above occurring it will be the responsibility of the employee’s
supervisor 1o invoke Srep 1 of Council’s Disciplinary Procedure.  Any decision to
deduct wages or salaries will be notfied 10 the Divisional Manager, employee and

Pay Section.

67.4 In the instance where an employee has falsified their dmesheet/flexsheer,
Council’s Disciplinary Procedures will be invoked.

68 PARENTAL LEAVE

Definitions
“Parental”™ - applics 10 the primary care giver of 2 narural or adopted child
“Maternity” - applics to the child bearer

“Patemity” - applics to the pariner of the child bearer or the parent not providing
primary care to the child.

“Prirnary Care-Giver” - The one (1) parent primarily responsible for rearing the child
during the leave perod.
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Policy

08.1

68.2

68.3

68.4

0B.5

68.6

68.7

08.8

68.9

Wollongong Ciry Council is an Equal Opportunity Emplover,  The aim of
pursuing such a policy is to ensute rhar all employees experience equaliry of
opportunity in their working life, regardless of sex, race, marical statug, disability or
sexual preference.

The purpose of this policy is w0 ensure thar all employees have an opportunity o
participare n the early rearing of their children withour disadvantaging their
employment situation,

Parental leave is an endtlement for parents who will be the prmary care giver of
the child during the leave penod {unless othenwise specified by special conditions
such as special maternity leave, special patemnicy leave and special adopton leave).
‘This includes any annual or long service leave taken as part of the fifty-two (52)
weck pedod.

For the purpose of this policy, the period of leave, both paid and unpaid
(including any annual or long scevice leave) will be refetred to as parenral leave.
Accordingly, an employee may access cheit accumulated annual and long service
leave cndtlements duting the fifty-two (52) week period of parenul leave, This
leave must be taken in blocks and the rotal petiod of all leave is nor ro exceed 2
maximum of fifry-two (52} weeks or continuc past the birth child’s first birthday
or up 10 five years of age for adoption. Any period of leave extending beyond
fifty-two (52) weeks is no longer parenral leave. Such leave will be considered
under the relevant policy.

If an employees” parmer is on full dme domesuc dutes or receiving paid or
unpaid leave from an employer, the employce is deemed 1o be not the “primary
care giver” and therefore not cnatled to parenial leave.

Employees are not to take parental leave at the same dmce as their partner. This
does not apply to special matcrnity leave, special paternity leave and special
adoption leave.

LEmployee’s who are not the primary care giver of the child may make applicadon
for annual leave, long service leave or leave withour pay. Each applicarion will be
considered under the relevant policy.

Upon the provision of medical evidence which srates that an employee’s partner,
is medically unfit to be the primary care giver for a defined period, an employec
can make applicadon for the provisions of Parental leave (paid and unpaid) for
that period.

Following a period of nwelve (12) months unbroken service, an employee will be
granced parental leave for an unbroken period of up 1o ffty-twe(52) weeks after
the bitth or adopdon of a child, ' : L
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6810

08.11

68.12

08.13

68.14

68.15

68.16

68.17

68.18

Should a permanent employee have not worked for a period of owelve (12)
months of unbtoken service then the period of leave shall be negotiated with the
divisional manager under the kave without pay policy and procedure.

Employees should norify council as soon as pracricable of pregnancy or
impending adopuon.

Temporary employees who have reasonable expecrarion of on-going employment,
have been with Council for a minimum of two (2) years on a regular basis and
have obtained a minimum of twelve (12) months acrual service will be enritled
the provisions of paid and unpaid parenral leave,

Casual employecs who have reasonable cxpeciauon of on-going emplovment,
have been with Counci for a minimum of rwo (2) years on a regular basis and
have obtained a minimum of rvelve (12) months acrual service will be enuded 1o
the provisions of unpaid parental leave based on calculation of the quantum of the
proportion of hours worked over the last rwelve (12) months. Casval employees
will not be disadvantaged under rhe requirements of this policy.

Permanent employees will be entided to nine (9 wecks of paid parental leave (as
or in accordance with the provisions of the Higher Grade Pay Policy. Paid leave
must be taken in one block at any dme during the parental leave period.

Part ume employees will be endtled to a pro-rata proportion of the nine (9) weeks
paid leave, also 1o be taken in one block during the parental leave period.

Where the parents are both employees of Wollongong Ciry Council, the nine (2)
weeks paid leave is a shared leave quantum which can be taken in any arrangement
requested, ic five (5) weeks and four (4) weeks, six (6) wecks and three (3) weeks
etc. It is apgreed that if this clause is successfully contested in an appropriaic
junsdiction, this clause will be reviewed based upon rhe particular circumstances
of the decision.

Where the parents of the child both work at Wollongong City Council and one
parent is on patental leave the other parent may apply to access their accumulared
annual leave or long service leave during rhe same period. However if such leave
is sought for the purpose of being the primary care-giver, and therefore is a
legisladve enttlement, the total perod of such leave for both parents will noc
exceed fifty-two {52) wecks in accordance with the requiremens of this policy.

In the event thar an employce’s partncer (who has been the “primary care giver’)
retuns to wotk on a part ime basis, the employee can apply for paid parental
leave (to become the “primary carc giver'”} up ro five (5) days per week, for a
block period which can extend up to a maximum of nine {9) calendar weeks for
the days which the employees partner resumcs work.. Irrespective of the number
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68.20

68.21

68.22

of days raken in each week, the period of paid parental leave expires after nine (9)
weeks.
Special leave may also be available under this policy for specific circumstances:

special maremity Jeave (unpaid) will alse be available to the chikl bearer in the
event of 2 terminated pregnancy or loss of child if parenral leave has not already
commenced. This leave is o be negodared with the Division Manager, Should
medical evidence be provided then the leave will fall under the sick leave policy.

Special paternity leave (unpaid) of an unbroken period of up ro one (1) week ar
the wme of the birth of the child or rermination or loss of the pregnancy is
available to parmers. For adopuon the period is three (3) weeks. Duting special
paternity leave, emplovees need nor be rthe primary care-giver of the child.
Alermatively, employees may access their accumulated annoval or long service
leave.

Special adoption leave {unpaid) is also available 10 attend compulsory interviews
of examinations relared ro the adoption process to a maximum of rwo (2) days
unpaid. Alrernatively, emplovees may access other forms of accumulated leave.

Procedure

08.23

68.24

68.25

An employee intending to rake leave under this policy (excepting special
matemnity, special paternity and special adoption leave) must produce o the
Council, not less than ten {10} weeks prior to the expected date of confinernent or
placement of a child, a cendficare of a legally qualified medical practiioner, stadng
pregnancy and specifying the expected date of confinement; or proof of adoption
(sce below) as nonficadon of intention o take leave.

Proof of adoption includes the following and must be provided where application
for leave relates to an adopted child:

i A starccment from an adoption agency or other approprdate body, stating
the presumed date of placement of the child with the employee for
adoption purposcs;

i A statement from the appropriatc government authenity confurming that

the employee is to have custody of the child pending application for an
adopuon order.

Parental Leave due to adoption will only be granted if the adopted child is under
five (5) years of age and has not previously lived continuously with the employec
for a period of six (6) months. The child may not be a child or step-child of the
employec or their partner. Leave may be granted for an unbroken period of up to
fifty-owo (52) weeks but ceasing in any event when the child reaches five (5) years

of age.
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6R.27

(8.28

8.29

68.30

68.31

08.32

(833

08.34

All employees wishing 1o take parental ieave (excluding special marternity leave,
special paterniry leave and special adoption leave) must also, nor less then four (4)
weeks poor o the date upon which they intend 1o commence such leave {two (2)
weeks in the case of an adopred child), give o Council norice in writng:

t Stabing their inrendon o take parenial leave;

ii Specifying the period of leave they intend to take and the dawe of
commencement of the pedod,;

i Employees who are nor the birth mother must supply a stwrwrory
declaranon if they are applying for parenral leave as a primary care giver,

v All employees must supply statulory declaralions stanng any leave taken as

parental leave by their parener with their partner’s employer.

Should the child in question be bom or placed carlier than norified then it is
understood that the employee will be unable 1o comply wich these requirernents.
However the employee must provide 1o the Council within two (2) weeks of the
birth or placement, proof of the date of birth or placement.

Applicaton for parental leave will be made on the leave applicadon form and
submitted to the Divisional Manager for approval. An informadon package is also
available irom the Human Resources Division.

At any tfime during the perdod of parental leave {excluding specal maremity,
special paternity and special adoption leave) an employee may make application o
change their leave period.

Exrensions to the leave period on the first occasion can be made by notifying
Council of the employee’s intendon ro extend the leave, the date of retum to work
and a starutory declaradon declaring that the employee will be the primary care-
giver during the extended period of leave. Notificarion will be provided at leasc
rwo (2) weeks before the start of the extended period.

Any further extensions to the parenral leave period will be subject to negotation
with Council. Notfcation of request to extend leave must be provided ar least
two {2) weeks before the starr of the extended period.

The total period of the leave must not extend beyond the maximum period of
fifty-twao (52) wecks, except by apreement by employee and Council.

At any time during the period of parenral leave, an employee’s applicadon o
reduce the leave period within the limits set out in this policy will be considered by
Council. Notification must be provided within rwo (2) weeks of the proposed
date of resumption of work.

Changes can be made to parenral leave daces prior to or after commencement of
the leave,
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68.35

68.36

68.37

(8.38

63.39

6B.4{}

08.41

08.42

68.43

An employee on parenial leave (excluding special marerniry leave, special patcrniry
leave and special adoption leave) is requested 10 provide Council with ar least four
{4) weeks noace of intention to retum 10 work,

If a child is lost or placemenr cancelled prior to commencement of leave, then
parental leave (paid and unpaid components) is cancelled.

This does not affecr an employvee’s cnddement 1o Special Maternity/Adopton/
Patcrrury Leave.

If a child 15 lost or not placed afrer parental icave has commenced, the employee
shall resume work ar a time nominared by Council within two (2) wecks afrer
providing notice in writing of their intention o return to work and the reason for
the intended resumption.

This docs nor affece an emplovee’s entidement to Special Matemity/Adopton/
Paterniry Leave.

Fmployeces on parcntal leave can return o work at the request of the division on 2
temporary or casual basis whilst remaining on unpaid parental leave. The period
of parental leave must not exeend beyond the fifty-two (52) weeks maximum
unless agreed benween the employee and Council. Any work undertaken during
parental leave will not be raken into account when calculating the parenual leave

period.

Upon rerum 1o work from parental leave, an employee will be entitled o the
position which they previously occupied. Where (his position has become
redundant, the employee will be entitled o their substanuve remuneradon and a
position which is as comparable as possible 1o the status of their former position
and which they are capable of performing.

An absence on parenmal leave will not interrupt the continuiry of service with
Council. However, any absence on unpaid parenral leave will not be taken into
account in calculating for any purpose rhe period of scrvice with Coundil,

An cmployee on parental leave may terminate their service at any dme during this
period of leave. For the purposes of calculating entitlenents, cee, the terminaton
day will be taken as the date such notificarion was received by Council.

Parenial leave is not compulsory for tither the child bearer (pre or post delivery)
or a parener.  [However the child bearer may be required to take parental leave if
Occupational Health and Safery is of concern. In this scenario, evidence may be
requred from a legally qualified medical pracitioner, stating the ermployee is fil to
work.

Employee’s are also entirled to be uansferred to 2 safe job if the present work
poses a risk, due 1o pregnancy or bereastfeeding, to the health of safery of the
employee or of her unborn or new child. pm———

Registered

i 11
Criterpise Mprevmen
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68.44 'The assessment of such a risk will be made on the basis of a medical cerdficate
supplicd by the employce with reference 10 Council's obliganons under the
Occupatonal Health and Safery Act 1983.

68.45 Council will adjust the emplovee’s hours of work or working condidons to avoid
exposute 10 the nisk, or transfer the employee to other appropriate work that will
not expose her to the osk (remuneradon wall be equal to that of her substantive

posiuon}

68.46 Further, subject to medical advice, an employee may be required by Coundil to
commence parcntal leave at an carlier date where their health makes it impractcal
for them to continue in their nommal dubces and whete alternate dudes are not
available {see 68.42).

68,47 Sick leave will not be available 10 an employee who has commenced parental
leave.

68.48 At the employee’s election, payment may be made for accrued and untaken annual
leave and long service leave to which the employee is enttled, calculated on a pro-
rata basis, up 10 the time the employee proceeds on parental leave, This payment
may either be made before the employee procceds on such leave or throughour
the period of leave. The caleculadon of payment will be based on the employee’s
rate of pay at the time payment is effecred.

68.49 The employee and Council will be responsible for mainraining or suspending their
own supcrannuation contributons for the period of unpaid leave. In addition, it
will be the employee’s responsibility 10 make appropriate arrangements for the
continuing payment of other regular payroll deductions.

69 LEAVE WITHOUT PAY
Policy

69.1 All applicatons for leave without pay will be referred 10 the relevant Divisional
Manager for determination.

69.2 Each case is to be assessed on its merits, taking inro account factors such as length
of service of the employee, past performance of the employee, the impact of the
leave on the division and the reasons for the employee requesting leave.

69.3 The Divisional Manager will consider the request for leave without pay and
provide the employee with a determinadon wicthin one month or other agreed

ume.

69.4 Any grievance conceming an application for leave without pay not approved
should be pursued through Council's Grievance Procedure.
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Procedure

09.5

69,6

69.7

09.8

70

101

The emplovee will submit a “leave Appiication Form™ 1o the Divisional Manager
with documentaton derailing the period of leave requested.

The employees will be responsible for mainmining or suspending their own
superannuabon contributions and deductens for the period of unpaid leave.

An employee on leave Without Pay mav rerminare their scrvices at anv dme
during this period of leave. Ior the purposes of calculating cnttlements, cte. the
termunation dare will be taken as the dare Council received such notfication.

An absence on Leave Without Pay will not interrupr the continuiry of service with
Council, however, any absence on such Jeave will not be raken into account in
calculadng for any purpose the period of service with Council.

ATTENDANCE MANAGEMENT PROGRAM

The Atrendance Management Program provides an easy reference for supervisors
and managers by outlining 10 both partics that will (or may) have a role 10 play in
the management of atiendance, as well as the steps that should be underraken.
These steps can be summarised as follows:

. Reviewing employce atiendance data regularly;
. ldentifying any unusual patterns in absences;
. Determining whether reasons for absences are genuine. [ absences are

deermined to be genuine, then employee needs 10 placed on the
appropriate injury management program;

. Should absences be determined as an artendance problem, the emplovee is
placed on an Antendance [mprovement Management Plan.
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Vil

OCCUPATIONAL HEALTH AND SAFETY, WORKERS'
COMPENSATION

71  SAFETY POLICY STATEMENT

71.1  Wollongong City Council recognises and accepis the responsibility for the health,
safery and welfare of all employecs.

712 I is paramount that all levels of managemenr and staff recognises the imporiance
of developing and maintaiming healthy and safe working condidons in all work
places. To enable this ro be achicved our Occupadonal Health and Safery policies,
pracrces and systems must be condnually monitored and reviewed o ensure the
achievement of highest satery standards possible.

71.3  Wollongong City Council is fully commirred o the following principles:

. Safery is everrone’s responsibilitv, we are all accountable;
. All injunes are preventable,

. All operanng exposures can be minimised;

. All employees should be trained to work safely;

714 Tf at any ume you have any enquires or concerns please raise them with your
supervisor, manager, safcty commirtee representaove or any member of the
Human Resources Division.

71.5 Itis only through working together, with 2 commitment 1o preventng injury and
illness, will we be able to create a safe and healthy working environment.

72 CODE OF SAFETY PRACTICE

Introduction

72.1 The objectves of the Wollongong Ciry Council’s Code of Safery 15 of a bwo-fold
nature,

. Firsdy, success will reduce the extent of pain and suffering o ies
emplovees.

. Secondly, because the costs of injurics are carried by Councll, as the self-
assurer, effective cost reducuons can be achieved.

Note

722  This document will ac all imes be used in conjuncoon wirh Council’s Pesticide,

Rchabilitadon, Chemical and other Safety policies exisung at the nme.




723

Amendments 1o this document will only be made after joint consultadon with
safety Commuttees, Management and the relevant Unions.

Purpose

72.4

725

2.6

The Wollongong City Council, its employees and their unions, recognise the need
to accept and do accept the responsibility of safety and health of its emplovees in
their work sinnadon.

Management recognises the importance of developing and mainraining healthy
and safe working conditions in all workplaces and the imporance of kecping the
health and safery policy and standards in chese workplaces, under constant review.
This goal can best be achieved through the joint participation of management,
employees and their unions at all levels.

‘The purpose of this agreement is to ser out the responsibilives of all parties; and

10 establish 2 structural framework for the Council within which all parties may be
mnvolved in protecting employees’ health and safery.

Management — Funcrion, Role and Responsibiliry

123

728

Management recognises that it has a legal responsibility 10 provide a healthy and
safe place of work and thar this responsibility is not diminished in any way by this
agrecment.

The Council, in consultation with employecs and their unions, will develop and
formulaie occupadonal health and safety policics, which among other things will:

. State the responsibilities for occupational health and safety for all levels of
management, employees and contractors in Council workplaces.

. Implement such Commonwealth or State legislation and regulations as are
mandatory and idenufy guidelines, codes of practice and standards that will
assist in meenng Council’s policies.

. Plan the provision of sullicieat resources to implement this agreement.

Supervisors — Function, Role and Responaibility

72.9

For the purpose of this code “will mean™ and include any employee who is
charged with direction, conuol and supervision of any one or more employces.

72,10 In order 10 attain Council’s policy objecuves Supetvisors will, within their level of

authonty, and in accordance with Council's procedures insdtute any means
necessary for the eliminadon of any potental source of injury or darnagc 1]
persons or equipment under his/her control and will:
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Carry our inspectons and make observations to ensure that sale working
practices and conditions are being maintained.

Armange for the prompr investigation (as per Secrion 4) of all accidents
which result in or could have resulted 1n either injury o persons or damage
to property so that remedial acdon may be effecred prompaly.

LEnsurc that all employees under the supervisors conuol receive adequare
instrucrion for the safe and efficienr performance of their dunes.

Ensure, where necessary, the jssue and correcr use of personal protecuve
equipment as required by Council.

Observe and apply all rules, repuladons and accident preventon functons
that pertain to Council’s activides.

Employecs — Function, Role and Responsibility

72.11 Consistent with management/safety committees and unions formation of healthy
and safe wotking environmenrs, policies and procedures and health and safety
training, cach employee will:

To the extent of his/her conuol or influence over working condidons and
methods, will accepr responsibility for working safely and rendering the
work area safe when leaving it

Make propet use of all appropriate safeguards, safety devices and personal
protecive equipment provided by the Council in mecting Commonwealth
and State legislaton and repulations and, in addidon, as agreed by joint
consultative processes in the Council will follow agreed safe working
practices and rules.

Right Toe Refuse Unsafe Or Unhealthy Work

7212 Where an employee believes work involves a risk to safety or health, cven if that
belief is in fact mistaken then the right to refuse work exists. This right is based
on the common law principle that it is not a lawful command to require
cmployees to work in a situation where their health and safety would be adversely
affected.

7213 A worker may also have the legal right to refuse work if 2 complant about a
workplace hazard has nor produced satisfacrory results, or if the problem is too
urgent to be dealt with only by way of a complaint.

72.14 The procedure for handling the refusal ro work will be:
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‘The emplovee reports the snuanon te the supervisor or other appropriace
mandagement sraff,

The supervisor or other management siaftf member nvestipares the
simation in the presence of the worker and an elecred employee
representauve of the relevant Safery Comminee.

1f the investgaoon results in improvement or clarficabon satsfactory ro
the worker, he or she returns to work. 11 there 1s insuflicient improvement
or clarificanon and the emplovee stll has reasonable grounds o refuse, the
supervisor s o notify Couancil’s Salery Officer and a representanve of the
relevani Union.

Invesagatons will then he carded our by rthis Group.

Il the investdgation results in improvement or clanfication sadsfactory to
the worker, he or she returms 1o work.

[T there is insufficient improvement or clanficanon and the employvee srill
has reasonable grounds o refuse, the employer is 10 notfy the relevane
SLAIULOTY INSPCCIOL.

The inspector examines the situation in the presence of the persons named
in Step i “The inspecitor either gives an onder reyuirting improvements or
recemmends that the employee reen 1o work,

72.15 The necessity of reporung the danger o health and safery to management is vilal.
Without a clear report 16 management, management will not know what it is they
are supposcd 1o mvesrgare.

Accident Prevenuon Coordination

7216 Responsibility for the coordination of accident prevention acuvities wathin
Council’s workforce will be delegated to the Salew Officer.

7217 The duties of this Ofhcer will include:

1

u

T

Lstablishment and application of planning and procedures in order 10
obrain the Council's safery policy objecrives,

Advice o all levels of mamagemenr on accident prevention marrers.

Regular inspeciions of work locations, obsetvaions of work methods and
the subsequenr reporting e the ;lp]:-rf;prialc officers of any unsafe
conditons and acrs observed, "" ———
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v Maintain records of all personal injures, property damage and compilation
of an annual reporr.

v Study and disseminaton of relevant accident prevention techniques from
sources both inside and ourside Council’s service.

i To laise with Qccupational Health and Safery Commttee and relevant
unons, where necessary on marrers of healch and safery,

Inspection Systems
72.18 The purpase of the inspections is 10 identify arcas of porennal danger.

72.19 A system of regular inspecdons by Safery Commirtees, Safery Officer and Senior
Officers will be instruted ac all permanent work areas.

7220 Such inspections will embrace work areas, plant, buildings and equipment.

7221 Inspectons will identify possible accident causes and make tecommendations as
to appmpriate COITECUYE MEeASUres.

Accident Investigation

7222 All accidents that involve personal injury or damage to property, or near misses
having that potendal, wall be invesugated and analysed 10 assess the extent of
NCCessary Corrective acuon.

7223 The person directly in charge of the injured employee, ot responsible for damaged
property, will participate in rhe invesdgation.

7224 In an accident where an employee is hospitalised, or any other accident as deemed
necessary by the Safety Officer, the Chairman of the relevant Safery Committee
and the relevant Unuon will be nodfied.

General Promoton

7225 As the role of an employee is © conform to the requitements of his/her
engagement, 5o the safety performance is dependent on the cfficiency of
commurucating the desired safery standards.

7226 This may, depending on circumstances, involve the following acuvites:

Publicising Council's policy.
Mounting safery posters,
Recognidoen.

Group safety meetings,
Safery film screenings.
Safcty suggesdon provisions.

= X % ¥ X X
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Emergency Care

72,27 Council recognises the need for immediate first aid for all injuries, including minor
cuts and scratches.

Suilable first aid kits will be made available ar all worksires in accordance with the
requirements of the Occupanonal Health & Satery Act. At no ume is the kit to
leave the worksne.

~ 1
-2
-J
-]

7229 The srarurory requirements for the supply of wrained first aid personnel will be mer
at all permanent worksites. Where necessary employees will he trained 10 1he
necessary first aid ucket requiremnents.

Joinr Consuliation

7230 Council will continue to ser up and maintain the strucrure, dudes and
responsibilides of the Occupadonal Health & Safery Commirtees as amended in
Council’s separate documem “Formanon of Occupmional Health & Safeey
Commitiees™.

Protective Equipment

7231 In any rask where the nature of work 15 such that the nsk of injury can be
mirimused by personal protective cquipment being issucd, then approptiare
sunable equipment wall be provided.

72.32 Where such equipment is issucd, it is mandatory that each employee provided
with such equipment will use and mainrain it in the manner intended.

7233 In the selection of protective equipment, the approvals of the appropriare
authomnties, the opinion of the Safery Commitree and the proposed user, wall be
taken into consileration.

Protecuive Clothing

72.34 Council will provide prorective clothing and footwear for staff engaged in field
work and to those staff who work on or around industrial equipment, machinery,
equipment, plant and vehicles.

72.35 Where this clothing is provided, it must be wom ar all imes and remains the
property of the Council. For general provisions regarding clothing, ‘refer 10
Council’s policy concemning Protective Clothing,.

Safery Training

72.36 Safery trainming of each Council employee should be to theextent necessary fod the
sale performance of his/her duties.
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72.37 Pargcular emphasis will be placed on those with specific safery responsibibines and
new emplovees.

7238 Where special skills are required, more specific training may also be necessary.

73 PEAK AND SITE OCCUPATIONAL HEALTH & SAFETY
COMMITTEES CHARTER

73.1  This consurnon does not in any way warve or absolve commirtees from fulfilling
their duty as deflined by the NSW Oceuparional Health & Safery Act

Table Of Contenis
1.0  Objectives
20 Code Of Conduct

30 Roles And Responsibiliucs
31 Management

32 Peak Safery Commitrce

33  Sie Saley Commutice

34  Supervisors

3.3  Employees

40  Meeungs

5.0 Funcien Of Commiuee Members
5.1 Chairperson

52  Scerelary
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1.0 Objecuves

. To encourage a safe place of work

. To assisl management in the development and implementadon of safc
working praclices

. To reduce wark related events thar may produce injury, illness or loss.

. Promore safery within the workplace
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3.0

3.1

To provide a consultanve body ro the management of occupadonal health
and safery marrers.

Provide a strucrural framework (ot acove participation and cooperation of
management, supervisors and emplovees in regard to occupadonal health
and safety 1ssues

Code Of Conduct

Agreed dumdon of meedng will be observed

Tum up on ame, every ume, where possible

Send apology and a proxy if you cannot attend

Carry out all assigned tasks

Read all documentadon prior 10 meeling

Respect the leadership of the chairman )

Respecr the views of others \ "\
Listen actively 10 the views of others N etk |
Focus on the issue under discussion Eaterpres 8

Be aware of and comply with OH&S policy \

Repoet back o consdruents promptly ' o
Represent the views of everyone | :

No mobile phones/pagers allowed

Apply the principles of quality

A “cease all discussion” can be called by any member for the purposes of
returning the meeting ro the agenda

Roles And Responsibilides

Management {Executive /Divisional Management/Assistant

Managers)

Provide leadership and promote Occupational Health and Safery within
and outside the workplace,

Fstablish Occupatonal Health and Safety performance targets for Council
and its Divisions.

Select and ensure accountability for QOH&S with supervisors and safl for
underntaking specific OHA&S activites.

Support and assist employee involvement in OH&S program (Safety
committecs).

Develop and implement, in conjunction with safety committees,
occupational health and safety policies, procedures, systems and standards
into Divisional Business Plans

Ensure employce involvement in OQccupadonal Health and Safety by
supporting traimng Iniadves, safery committee and workplace
tmprovernents (as identified in sire assessments and audits).
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3.2  Pcak Salety Committee

The Peak Salery Commirtee is comprsed of the charpersons from each Sie
Salety Comnmirtee, four Managemenl representaoves and a representamve from the
Human Resources Division. The posiwwon of charperson of the Peak Safery
Commitee will be elecced by and from the chairpersons of the Sie Safety
Commirrees.

The roles and responsibilities of the Peak Safery Commitree are ro:

» Assist 1n the srrategic dircenion and implemenrardon of Occupational
Health and Safery iniuadves

. Review Occupatonal Health and Safery policies, procedures and systems

» Assist in the integration of Occuparonal Health and Safety into work
practices

. Monitor and evaluare Councils  Occupavonal Health and  Safeqy
performance

. Promote Occupational Health and Safery throughour Council

. Provide an advisory, policy, consultative and support rok

. Assist in the development of Counal OH&S Program

- Make recommendations w management on martters of occupanonal health,
safery and loss preventon.

- Develop a wnden consututon to cnsure char clear puidelines are ser on the
commiltees scope, lunction and methods of operation.

- Acdvely participate in the Qccupadonal Health and Safery program and
support Council’s objecuves in this regard.

. Review Qccupatonal Health and Safery Statistics and analyse incident /
accident injury rrends.

. Perodically review cxisung Occupational Health and Safety Rules, Codes

of Practce, Procedures and Regulations and recommend their updating
where necessary.

. Assist in accessing Occupadonal Health and Safety implications to propose
changes in work operations, processes and tasks,

. Assist in the compiling and disttiburtion of Occupational Health and Safety
communications to employees, supervisors and management.

. Assist by invesogating high frequency and potendal high severty incidents
and making recommendatons 1o management on how these can be
eliminated or reduced.

. Evaluate Occupational Health and Safery developments within Local

Government and other appropriate m¢lusrry’s and review possible benefirs
ro the workplace.
Have complered appropnaie and accredited traming,

33  Site Salety Commitices

Site Safery Commitees will have representatives of emplovees {elected by
employees} and representauves of the employer (appointed by management) with



agreed representadon from management and emplovees or as otherwise agreed
according 1w the N3YW Occupational Health and Safery Act. Alanagement
representadves will now exceed the emplovees’ represenradves. The chairpersons
[or Sie salery Commitces will be clected in accordance wath the NHW
Occupatonal Health and Salety Ace.

Elecuons are o be held every two- (2) vears. I 1 member resigns from rhe
commitee, an elecdon or an appointment shall take place in accordance with rhe

ArL

The roles, responsibiltiies and activities of the Site Safety Commiitee are to:

. Cacry out workplace inspecrions with managers and supervisors

. Review incident/accident reporis and investgate major incidents and
accidents

. Invesngate any mateer considered by emplovees as a dsk ro health and
safery

- Review the effecuveness of corrective actions implemented

. Derect unsale acrs and unsafe eondilions

. AMake recommendations ro managemient to improve health and safery

. Assist in the inegraton of Occupational Health and Safeny into work
pracaoces

. Assist in the implementation of OH&S objecuves of Divisional Business
Plans and Councils Occupatonal Health and Safery Propram

. Acuvely participate in the (ccupational Health and Safery program and
suppo Council's objecuves in this regard

. Review Occupational Health and Safery Sratisucs and anmalyse incidene /
accident injury trends

. Agsist in accessing Occupational Fealeh and Safety implications o propose
changes in work operarions, processes and tasks

. Assist in field testing of personal protective clothing; equipment and

devices and make recommencdalions for their vse or non-usc bascd on the
results of the resong

. Assist by investgating high ftequency and potential high severty incidenrs
and making recommendations o management on how these can be
eliminared or reduced.

34  Supervisors (Coordinators, first linc supervisors, leading hands)

. Provide leadership and promote Occupanonal Health and Safery within
and outside the werkplace.

. Ser a good example,

. Being aware of their responsibilities in regard to OH&SR

. Follow and apply standards and adherence to Occupanonal Health and

Safety procedures and sysiems.
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. Apply  Occupadonal Health and Safery prevendon techniques and
principles, Including regular site inspections, 1o all areas of council
inchiding contraclors operations.

. Ensure all accidents and near misses are rcported promptly and
documented to assist in idenafying cause and o eliminate recurrence.

. Recommend and implemenrt correcrive actions

. Ensure that themselves and their employees are adequately trained and
instructed in safety systems of work and are competent to perform the jobs
assigned,

. Organise the workplace 1© ensure work is carded our o the required
standard with minimum risk ro personnel, equipment and marecal.

. Ensure safe work methods, practices, systems and techniques are followed
in the workplace.

. Ensure machinery/equipment is adequately maintained.

35 Employees

Employee involvement and responsibiliues include:

. Follow work Instructons, pmcmiurcs and codes of pracdce.

- Report hazards in the workplace.

- Participate in improving the safery of the workplace

. Werking wathin defined WorkCover regulations

. Support the safery committee,

. Undertake training to improve comperency-

. Report Incidemts/accidents and injuries immediately using Council’s
Incident/ Accident Reporting Sysiem.

. Wear protecuve equipment.

. Cooperate [ully in accident mvesuganon,

4.0 Meeungs

Meetings will commence al an advised time as agreed by the commitee. An
agenda will be circulated ptior to the meetings to all members of the commitiee.

Frequency of the Site Safety Commiiree and Peak Safery Committee meetings will
generally be monihly, but is left 10 the discretion of the respective Safery
Committees. Flowever, Site Safety Committee meetings must be held at least once
every ™wo- {2) months and Peak Safety Committiee meetings must be held ac lease
once every three- (3) months

A quorum of threc members, two (2) staff and one (1) management, for the Site
Safery Commirttees and five members, three (3) staff and two (2) management, lor
the Peak Safety Commitiee will be necessary to conduct mecdngs.

Formal minutes will be taken at every meeting. After being read and adopted at
the following committee meeting, they will e signed by the chairperson. At least



seven (7) days prior 10 the next meedng, a copy will be issued to cach member and
a summary placed on the respective work area notice boards.

A copy of all minuics, agendas, letrers and ather matcnal presented at commitree
meeungs will be rerained in an official file held by the commitree secreiary. The
Human Resources Division will arrange distribudon of minutes to other
COMrmittees.

The commirtee has the power to request or invite other people with pardcular
expenience or knowledge 10 any of its meetings.

Dembers of commitices will not disclose any information relating to any work
process(es), which have been obtained by the exercise of the person’s function as

a member ol the commitree.

5.0 Funcdon of Committee Members

The functions of the various members of the commiuee arer= ]1' .. yorol }hi
\ WL arpenWPt |
51  Chairperson || Enterprs T "\
\ . enisital

- . ipdustrial BEST

. I'o control the meeting. l e

. To be assertive, sincere and o keep an open mind. g G

. To encounage partcipadon, but also protect the meeting from domination.

. To assist in publishing the wotk of the Committce to all employees.

- To be familiar with the format of the meetng and committee’s
consurudon.

. To compile the agenda and ensure the minutes are properly produced in
associauon with the Secrerary.

. To start the meeang on dme and follow the agenda.

. To certfy the minutes of the previous mecting.

. To ensure discussion is proceeding towards a decision.

v To review the progress made at the conclusion of the meeting.

. To sct the time, date and place for the next meeting.

- To close the meeting on time.

. Maintain records and files of correspondence.

. If no secretary allocared then the duties lisced below will be performed by
the Chaiperson.

5.2 Secretary (if nominated or required by Commiuee)

. Allocauon of Seccretary responsibilitics will by roration unless otherwise

agreed by the Commitree.

. To be omganised and prepared for the mectng,

. To compile the agenda and ensure the minures are properly produced and
circulared {in associadon with the chairperson).
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6.0

Arrange the meeting room and ensure commirtee members have copies of
the Commitree Constitution and Company Occupationa) Health and Safery
Standards.

Distribure the copies of minutes to the Human Resources Division for
information.

Members

To attend the meetng on ume.

If unable 1o anend, forward apologies 1o the Sccretary and/or chairperson.
To prepare for the meedng by reading the previous meeting’s minutes and
to study the agenda before attending the meeting,

To present the views and opinions of the employees he or she represents
and not just personal views.

To repont back to emplovees on irems discussed at the comminee
meetings.

To be constructive in their comments and during the meeang allow the
chairperson 1o tun the meeting in a formal manner.

To speak on the basis of facts presented and not on the basis of pre-
conceived ideas.

To updare her / his knowledge on Occupadonal Health and Safery matrers
and bt willing o underrake formal Occupational Health and Safery
training.

Training of Safety Comnmittee Members

Training is considered imponant for the effecrive workings of the committee. All
Peak and Site Safery Comminee members will attend accredired safety commines
courses as required by the NSW Occupanonal Health & Safery Act

7.0

7.1

Appendices
Occupadonal Health & Safery Committees Agenda
Agenda
Agenda for the Meeang to be held at ...
On the...
In the...

Committee Members
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1 Apologies

2 Conflirmation of minutes of Previous Meering held...

3 Marlers Arising our of Minultes of Previous Meeling

4 Current Business
Minuare (1 Action By

Minuge 002 Acron By

5 Correspondence (In and Our)

6 General Business

7 Date of Next Mceting
72 Occupatonal Health & Safety Committeec Minutes
Minutes

For the Occupational Health & Safery Committee Mecting
Held on...

Present

Apologies

Mmutes of last meering held . were read and accepted as a true and
accurate record of rhar meeting,

1 Matcers arising from the Minuies of the Previous Meeting

Minute 002
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2 Correspondence

3 General Business
Minuee 003

4 Date of Next Meeting

There being no further business, the Chairperson closed the meeting ac ...
am/ pm.

Chairperson...

Dalc._..

74 SUPERVISOR INCIDENT/ACCIDENT  REPORTING &
INVESTIGATION PROCESS

Purpose

74.1 The purpuse of this procedurc is to provide instruction in the method of,
recording, reporting, investigation and implementadon of correcnve action of
workplace reported incidenrs/ accidents in order to implement appropnate
preveniative measurcs.

74.2  lixvery incident/accident investigation should result in:

. The identification of the true cause

. Development and application of corrcctive measures necessary to prevent a
feCUrrence:;

. Evaluation of cxisting procedures, systems, planning or other activities that

may have caused the pardal or complere failure that contnbured to the
incident / accident.

Scope
74.3 This procedure shall apply 1o any incident which an employee or contrac
personnel or visitor is involved, thar results in personal injury, damage to propetty

ot dangerous occurrence.

744 All Managers/Supervisors and Leading Hands responsible for the daily
opcrational activities of their Work Area shall follow this procedure.




References

74.5  Austalian Srandard AS 1885 | Warkplace Injury and Disease Recording Standard
and Resource Kit.

746 Reporting Requirements under NSW OFI&S Act.

747 WorkCover Authorn; Qualin OHS&R Sysrems Model and Svstem  Audit
Cruidelines.

Definitions
Lost Time Injuries/Diseases

748 ‘Those occurrences resuldng in a fawlity, permancene disability or aime lost from
work of one whole shift or day, after the day of the Acciden.

No Lost Time Injunies/Diseases

74.2  “Those occurrences which were not a Lost Time [njury or Discase (as defined
abeve) and for which fiest aid and/or medical weamment was administered.

Near Miss {(incidenr)

74.10 Any unplanned incidents that occur at the warkplace which had the porential to
injure, hurt, maim or kill.

Minot Incident/ Accident

74.11 Those occurrences thal require, or may have required, only first aid weatment ar
the workplace with no fumher medical treatment necessaty and no losr time
mcurred as a result.

Major Incident/ Accident

74.12 ‘Those occurrences that require, or may have required, outside medical services,
regardless of lost ume or no lost ime to a person {cg. Worker’s Compensation
Clam).

Dangerous Occurrence

74.13  As per WorkCover Guidelings.

177




Requirements

Reporting of Inddents/Accidents

74.14

74.15

74.16

74.17

All Incidents/ Accidents shall be reported to the immediate Supervisor/Leading
Hand as soon as practicable after the occurrence.

If loss of life or scrious personal injury occurs, the Work site shall be left “as is”
undl advice is received from WorkCover. This does nor apply where incterference
is necessary to aid or revive any person involved in any such Accident or to
prevent further injury (o person or property

The Supervisor shall be responsible for taking prompt and appropnare action and
shall:

. Amange for the provision of first aid and/or orther medical treamment

. Ensure any immediate hazards are recnhied

. Where this Incident/Accidemt is of a major nature, notify the Safety
Committee or Represeniauve as soon as possible

. Inidate an investgaoon into the full circumstances of the occurrence

. Record the informadon on the “Supervisor's Incident/Accident Report
and Investigation Form™ with the injured person or independendy where
the injured person is unable to do so.

All injury or disease occurrences shall be recorded against the Division where it
OCCurs,

Documentadon

74.18

74.19

74.20

74.21

74.22

All Incidents/ Accidents/Injuries shall be recorded and reported on the
“Supervisor’s Incident/ Accident Report and Investigadon Form™.

If firsr aid provided on site, all reported injuries shall be recorded in “Register of
Injuries Form™ located near First Aud facilides,

The First Aid Attendant for all injuties or discases requiring creatment or referral
for medical teatment shall complewe the *“Register of Injuries Form™.

A “Supervisor’s Incident/Accident Report and Investigation Form™ completed by
the Supervisot shall be mandarory for all repored incident/accidents or dangerous
occurrences as defined by this procedure.

WorkCover “*Dangerous (Qccurrence Report” must be completed and forwarded
1o WorkCover, refer 5.6 Notificadon to LExtemal Authonnes of Supervisor
Incident/ Accidenr Reporting and Investdgadon Procedure.
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Use Of Supervisor's Incident/Accident Report Form

74.23

74.24

74.25

7426

Details of all incidenrs and accidents shall be recorded using Council’s
“Supervisur’s Incident/ Accident Report and Tnvestigation Liorm”. This form shall
be completed by the Supervisor/Leading Hand with addidonal analysiz and
cormment from Assistant Managee /Divisional AManager.

The Supervisur  shall  complete  all  quesiions on  the  "Supervisor's
Incident/ Accident Report and [nvesdgation Form™.

The Assistant/Divisional Manager shall review all the derails conmained in the
“Supervisor’s Incident/Accident Report and [nvesnganon Form™ and make
specific comment in regard to:

. Idenuificadon of specific causcs
. Correctuve acoon proposed or taken
. [uture follow up acuon 16 be raken

The orginal of the Supl‘:n'isnr [ncideon/ Acadent Reporr Form shall he
distributed 1n the following manner

. Assisiant Manager

. Divisional Manager

. Simulianeously, capies are 10 be forwarded o 1he Site Salery Commirree
. Occupatdonal Health Safery and Rehabilitation Officer

Human Resources shall review the “Supervisor’s Incident/Accident Report and
Tavesungadon Form™ 10 ensure thar it is completed properly prier o entering
analysis data in computer system.  YWhere inconsisrency s idendfied, the
Supervisor is 1o be contacred and deiails verified.

Cotrective Action

714.28

74.29

14.30

1431

The Assistant Manaper, Divisional Manager and Human Resources shall review
cortective action taken or proposed 10 prevent recurrence.

Where proposed correcrive acton is identificd, 1the Assistant Manager shall closely
monitor with the Supervisor unril corrective acdon is fully implemented in the
Workplace and will involve the appropriate Sice Safery Commitice.

Human Resources shall, where deemed necessary, follow up the Assistant
Manager in repard to the implementation of correcrive action.

Frequency (No.), Seventy (Hours lost) and Cosrs (Claims) of Incidenrs/ Accidents
idendiied within Secrion 5.3 of Supervisor Incident/Accident Repordng and
Investigation Procedure.  This  proceclure will_form pacc_of the Monthly
P ,._' + ) ..:-,L-! III
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Management Report prepared by Human Resources on the performance of the
Division’s OHS&R Program.

Management Review

74.32

74.33

74.34

74.35

74.36

74.57

Each Assisrant Manager shall be informed of all Incidents/Accidents by the
Supervisor Incident/Accident Report Form together with a copy of Register of
Injuries Form whete firsr aid or medical rreatment is involved.

Both reports shall be completed and made available 16 the Assistant Manager
within nvenoy-four hours of occurrence or being naotified.

Interim corrective action taken by rthe Supervisor will be supported by the
Assistant Manager wirh final correctve action being murually agreed with the Sire

Safecy Commitcee.

The Assistant Manager shall forward all Reports 10 Human Resources who wall:

. ensure deuils are coded into the compuler system consistentdy and
accuraiely

. arrange for the compilatdon and analysis of repors and the production of
statistical data

. ensure starisdcal dara and reports are disutibured to Assistant/Divisional
Manager.

. check specific causes identfied and cotrective action taken or proposed for
derail and accuracy

. produce Branch/Divisional Performance Repons.

Human Resources will monitor and review wends for sradstical reports and advise
Assistant Managers/Divisional Managers on possible comrective measures to
reduce the frequency of Incidents and Accidents 10 the workplace.

All Supervisor Incident/Accident Repor Forms shall be tabled at Stafl Meetngs
and Site OH&S Commiwee Meetngs for further review, monitoring and
comments.

Noiification To External Authorities

7438

74.39

Narficadon of Incidents/Accidenrs or dangerous occurrences as required under
the NSW OH&S Act, shall be undertaken by the Assistant Manager or delegated
representative by means of telephone (serious) and/or by complerng the
prescribed Notificarion Form for dangerous occurrence.

"The original copy of the Presenbed Notiication Form for dangerous occurrence

shall be filed with a copy of the Supervisor Incident/ Accident Report Form by the
Assistant Manmager or delegated authoriny..
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7440 Work relared injuries resuling in outside medical expenses or loss of time from
work, shall require the submission of o Worker’s Compensation Claim by the
mpured worker.  Such claims shall be lodged using the appropdate Worker's
Compensation Claim Form, submitted as soon as possible after the mjury,
rogether with a WorkCover medieal certificare supporting their claim.

74.41 The Supervisor shall be responsible for issuing and instructing the injured worker
m compledgon and lodgement of the Workers” Compensatuoen Claim.

Regisiration, Recording And Analysis Of Incident Dawa

7442 All incident Sacerdent dara <hall be recorded and preserved in such a manner that i
can be of the greatest possible value in the Accident Prevention Program.

74.43 Incident Dara shall be transferred 0 permanenr Accident records for cfficient
accident conrrol adminisiration. A centml register exisis, using a Figrree
Computer System 1o store and retrieve information, which will be used 10 analyse
common causes and promote safery improvernent in the workplace.

Endorsements

This procedure has been reviewed and endorsed by:

Name | Position | Daie

Issue

7444 Conrrolled copies of this procedure shall be issued to the following positons
within each area of Council:

. Assisrant General Manager
. Drvisional Manager
. Coordinators, Supercvisors, Leading Hands,

7445 The controlled 1ssues list of this procedure be mamained by the Manager Human
Resources in accordance with Wollongong City Council procedures for the
preparavion, amendment and issue of standard operadonal procedures.

7446 "The incumbent occupying the above suated position shall sipn off cach conrrolled
copy ol this procedure.
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74.47 The record of revisions and amendments o this procedure are as follows:
Revision | Section/ | Revision Descriprion Aurhor | Authonsed | Dare
o 1Rdee | |

W i . -

|

75 HAZARDOUS MATERIALS POLICY

Policy

75.1 Wollongong City Council recognises that it has a responsibility ro prorect us
employees, the environment and the communire from any chemical hazards which
are within its conirel.  Council also recognises itz responsibiity o establish
procedures to ensure maintenance of health, safely and cuvironmental srandards
during stcrage, wansport, use and disposal of hazardous matenals.

Information

75.2  Council acknowledges its oblipation w» employees who handle or may be affected
by hazardous matenals, to fully inform them of rthe narure of those hazards, and
recognises that the provision of this informaton will assist individuals wo minimise
their exposute to chemical hazards.

75.3  Council believes that rthe responsibiliy for providing informanon on potental
hazards of matcnals, and procedures to be followed for sale transport, handling
and storage rests firstly with the suppliers of those materals. At the same nme
Council has the responsibility to ensure the avatlabiliry of this informanon and all
employees have a responsibility to follow the health and safeey procedures devised
in the light of this information.

75.4  Council and its employces recognise and adhere ro as a minimum the regulations
and codes of practce sct out in the Occupational Health & Safery {(Hazardous
Substances) Regulation 19906,

Procedure

75.5 The least hazardous material will be uvsed 1aking into account the range of

materials and method of operations available,. The sclection of the material, the
degree of risk and the operatonal cifect of subsritution of less hazardous maredals
will be taken Into account.
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Purchasing Hazardous Materials

75.6  All new hazardous produces will be invesdgared for known porendal hazards prior
o purchase. Information will be in the torm of approved “Marerial Safery Dara
Sheets”. Hazardous products may not be purchased without the matetial safecy
data sheet.

Training

757  Information on hazardous marterials and safe handling procedures will be
disseminated o employees via proup and individual training, mareral safery dara
sheers, manuals and other aids. The aim is thau safe handling procedurcs are
known and understiood by all concerned,

75.8  Employees will be fully informed of the hazards, procedures for safe handling,
first aid and emergency procedurcs.

Safery Equipment

5.9 Where 1he nse of a hazardous matedal 1s essential, employee exposure and release
10 the environment of those matenals or associated cfflucnes, will be kept as Jow
as pracocable by engineering means. Kelevant Statutory limits will be regarded as
a mimmum standard of achicvemenr in this respeci.

7510 Al personal protective equipment will be checked regularly 0 maintain the
highest standards of protecrion by the user.

Handling Pracedures

75.11 Safe handling procedures consistent with the best available knowledge will be
developed and implemenred to cover transportation, storage, use and disposal of
hazardous marerials. These procedures will be based oa supplier information,
technical and research lireraruree, user expericnce and local conditons.

Storage

7512 All storage areas will satisfy all srarurory requirements as a minimum standard.

Health and Envitonmental Assessment

7313

Regular revision of occupational hygiene and environmenal effect of hazardous
materials will be undertaken, All hazardous materials will be used in accordance
with statutory and label requirements. Medical surveillance of all employees using
hazardous material on behalf of Council will e undertaken on a regular basis,

- —— o ——1

| Registered
| Enterprise Agrecment

|
|
‘I. Inlustrial Reypslrar |,
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76 PROTECTIVE CLOTHING

Policy

76.1 Council issues the necessary protective clothing and foorwear to employees as
approprate to the nature of the work involeed or the condidons under which they
are emploved. Under the Occuparional Health & Salew Act Council is required to
pravide protective clolung and employees are obliged o wear .

76.2  Protective Clothung Entritlement

TIremm Quanticy

Shirts 5
Shorts, T'rouscrs, Overalls, Bib & Brace (or a combinadon) 5
Sloppy Joe 3
Spray Jacket/Pilot Jacker 1
Socks 5 pairs every year
Safery Foorwear 1 pair
Broad Broimmed Hat 1 every 4 years
Personal Prolective Bag 1
Procedure

76.3 Replacement of Protective Clothing

76.4  Replacement of protectve work clothing shall be by fair wear and tear exchange.
This will enable emplovees 1@ have clothing in good repair ar all umes.

77 SMOKE FREE WORKPLACE
Policy

77.1 The objectve of this policy is to ptovide a safe and healthy working environment
in line with Council’s obligations under the Occuparional Health and 3afery Ace
{NSW) 1983 and the Smoke Free Enviconment Acr 2000, Aecordingly:

All Council premises be classified as non-smoking arcas.
All Counctl vehicles be identified as smoke-free zones.

MEDICAL EXAMINATION

78
Policy

78.1 This policy is designed 1o cnsure thar Council meets its obligations under the
Occupational Health and Safewy Act, 1983 (NSW), to ensure the Health, Safety
and Welfare ol its emplovees whilse ar work.



-
s
L

Any emplovee whom the Divisional Manager direcrs will awend a medical
examination for the purpose of ascerraining their fitness to perform their normal
dudes.  Such examinanon will be conducred by a qualified medical pracddoner
nominated by Council and will be ar Council's expense. Where the manager iias
reason 16 believe that an emplovee is in a state of healdh which poses a danger to
fellow emplovees or the pablic thar employee may also be reguired to underpo
exarmninadon. This examinanion, by a qualificd medical practinoner av Councils
expense; of obtain and furnish Counal wil a report on thelr condidon from a
gualified medical pracadoner.

78.3  On receipt of the medical report and discussion between the Divisional Manager
and the croployee the Divisional Manager may:

i Direet the emplovee 1o take sick leave from dury,

1l Dircct the emplavee, if alrcady on leave; to conunue on sick leave for a
specified penod: or,

i Dhrect the employee 1o undertake “allernanve restricied duties™ for a

speabied penexd.

79 WORKERS COMPENSATION - CLAIMS
Policy

79.1  Council as a Self Insurer will ensure that irs procedures are in accordance with the
requiremnents of the Workers Compensation Act 1987, as amended.

Procedure
79.2  Notice of Injury
a Compensadon may not be recovered under the Acr (section 613 uvnless
notce of the injury has been given o the employer (supervisor) as soon as

practicable after the injuey happened.

b The above does not negare the supervisor from taking the appropriate
steps should they hear of the accident from another souree.

C All incidents must be reporied to the relevant supervisor/manager.
793 Claim for Compensation

a Compensarion may not be recovered under the Acr (section 65) unless a
claim has been made by the employee.
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b A claim for workets compensation should be accompanied by such medical
ceruficares and reports as required under the Act (secton 65) or as
amended.

c Approprate papersvork telating o claims will be available ar all depors.

No claim will be tejected on the basis of “dme delay” as long as the
incident has been formally reporred {section 65) and the “Supervisors
Incident/accident reportng and investgaton” is completed m accordance
with Council Policy. Notwithsranding this, all claims will be assessed in
accordance with the provisions of the Workers Compensation Act, 1998.

80 WORKERS COMPENSATION - ACCIDENT PAY
Policy

80.1 To provide continuity ol rates of pay during workers compensation in accordance
with Council’s Enterpnse Agrecment.

Procedure

80.2  In the event of an emplovee being absem from duty owing 1o circomsrances
which give a nght to paymeni of compensadon under the Workers” Compensadon
Act 1987 as amended, the empioyee will be pmd the difference benveen the
amount of their compensation endrement and the rate of pay o which the
employee would have been entitled for the period of absence {rom duty, provided
such payments will not extend bevond two years from the date of acadent
Should cicumstances necessiale an absence from dury in excess of two years, the
rates of pay will be as determined by the Workers' Compensadon Act 1987, as
amended.

80.3  1n the event of compensation ¢laims not being recognised an employee will not be
catitled o accident pay but may claim sick pay for such absence.

80.4 In the event of a claim being brought before the Court, Council will seek refund
of all accidene pay as part of any successful seudement.

80,5 Notwithstanding the above entilernents, Council’s Injury Management Program
will be implemented.

81 TRAUMA MANAGEMENT

Inreducton
Detinitions

A Ttraumaric Event or Crrical Incident
2.2 Traumaric Stress Reacuons

[N o ]
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23 Defusing

24 Debrefing

2.5  Employee Assistance Program (EAP), if appropnate
26  Accredited Provider

3 Procedure

3.1 Mandatory Nodficadon

4 Responsibilines

4.1 Managers and Supervisors

4.2  Employees

43 Appropnate Divisional Manager

5 Detusing, Debriefing and Individual Counsclling Sessions
5.1  Arendance

52  Conduct of Defusing and Debnefing Sessions

6 Monitoring, Reporting and Confidendaliry

6.1 Monitonng

6.2 Reporung

6.3  Confidentialty

7 Educavon and Informadon
L, Review

Introducton

Wollongong City Council recognises that in conducting irs business, employees
may be ar risk of involvement in simadons which may have the potental to
produce traumatic suess reactions. It also recognises thar ineffecdve management
of these reactions may lead ro significant longer term psychological and/or other
health problems.

This policy seeks 10 provide comprchensive guidelines for the prevention and
reduction of these racdons. In addidon, this policy provides guidance to all
Wollongong City Council staff conceming their roles in the management of
trauma reactions with respect to both intervention and follow-up, subscquent to a
traurmatic event or critcal incident which may occur in the workplace. It is
recognised that appropriate educadon and training will be required to meer the

aims of this policy. e
Il Reptstered
Definitdons | Enlerprse Agreement

‘Traumadc Evenr or Critical Incident || Industrial Registrar

L
— =T ——

A traumauc ¢vent or crideal incident can be defined as “an emotionally evocarive
cvent or sitvation outside the range of notmal cxperience, where life or its basic
premises are threatened. Such evenrs can dramadcally shater or gradually crode
our normally held beliefs including our sense of self, our sense that we have
control of our lives and our sense that the world is a fair, mcaningful and
comprehensible place.”
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Examples of events that may precipimre a traumadc swress or similar reaction
which have been referred to as Adjustment Disorder, include.

. “sitvatons where the person has experienced, winessed or was confronted
with an cvent or events thar involved acrual or chteatened deacdh, serous
injury or a threat ro the physical inlegrity of selt or others, including serious
vehicle accidents, serious personal assavlr, narural or man-made disaseer,
viclent come, diapgnosis of lif¢ threatening lness or war and irs associated

acts”

. “situations involving exrended periods of danger where the person is
confronted by a threat to their or others physical or psychological inregrry.,
and

" frequent exposure to difficult, interpersonal, ne of duty events chat

involve human sufferng, distzess or confrontation interactions.”

2.2 Traumatic Stress Reactions

Traumatic stress tcacdons are sets of psychological and physiclogical reacunons,
which are normal responses 10 diswarbing cvents. These reactions enable people o
cope with such experience and, under favourable condinens, allow the individual
to assimolate the expenence and re-establish their equilibrum. Although the
responses ate normal to the siruation they can be very unpleasant, even rernfiing.

Traumatic stress reactions can be grouped inte four broad cawgories:

. cmobdonal reactons.

. psycho-physiclogical reactions.

. cognitve effects;. and

. behavioural and interpersonal effects.

2.3 Delusing

Defusing is the first pan of the set of psychological processes applied to assist in
managing rauma. It tzkes place in the period, berween the occurtence of the
traurnatic incident and the sccond parr of the peocess, that is the debrefing
scssion.

In this intedm period, individuals involved in a critical incident may have shock.
The object of defusing is 1o make some personal sense of emplovees’ percepoons
about the incident and to reduce the immediate emotional impacet of the event. It
has an educative role that allows the individual to undersiand, and thus accepr, the
symptoms they may display in the 24 1> 72 hours afrer the event



2.4

2.5

2.6

31

Suitably trained peesonnel from an acceredited provider should only underrake
defusing.

Debreling

Debricfing is 1he process where employees who have experienced a traumarc
incident are given a non threatening and non-judgmental environment, 1o express
their feelings and reactions 1 an incident. This iz wsually conducted with
homogenous groups ol employees who have the same experence of the event, e
same work team vs rescue ream ere. The process is highly srrucrured, explains the
reasons for their reaction and assists in how they can best deal with them,

Debriefings are nat ordinunly conducted unul 24 to 72 hours after an incident has
occurred. 1F conducred carlier, employees involved may <ull be experiencing
shock, therefore may e able 10 fully benefis from the process.

Proflessionally qualified personnel from an accredited provider should only
conduct debriefings. This is to mimpuge the nsk of cxacerbadng traumatc
reacuons and 1o assist in identifving srafll who may require the third srep in rthe
process, individual counselling.

Employee Assistance Program (EAP), if appropriate

Lmployees can receive ongoing cou nselling theough the Wollongong City Council
AP,

Acecredited Provider

‘The provider is the supplier of suitable qualified personned o conduct defusing,
debrefing and individual counselling sessions. “The provider contracted to provide
services to Wollongong Ciry Couneil is IPS mployee Assistance.

IPS Trauma Managemenr- Toll Free Phone: (24 hrs) 1800 45 1138,
Procedure
Mandatory Notificarion

To ensure that defusing and debricling can be organised withour delay,
supervisors must, immediately upon being informed of an occurrence, notify their
approprare Divisional Mapager. It the Divisional Manager cannot be conracred,
supervisors should then contact e Manaper Human Resources. The Divisional
Manager, in laison and Mlanager Human Resources, will determine che
appropoaleness of the Trauma hManagement suppott process. "This is to be done if
Wallongong City Council employees are involved in or wiress the following
CVCNTED
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. death of a member of stafl of Wollongong Cin Council in the workplace;

. senious injury or threar to the ife of a member of st of Wollongong Ciry
Council,.
. death of a member of the public where a sinaton involves Wollongong

City Council stll whilse on dury, either through witnessing or actual
invohrernent in the event, and 4 natural or man-made disaster.

4 Responsibilittes
41  Managers and Supervisors

Supervisors who have had an incident reporred o them should contact themr
Divisional Manager. If the Divisional Manager cannot be conrtacted, supervisors
should then contact the Manager Human Resources. Supervisors should provide
whatever details of the incidenc that arce avalable including names of the seaff
involved in the incident. Manager Human Resources will arrange for the defusing,
debriefing and other support as required.

When supetvisors have been nonfied of a possible incident, they need to ascertain
basic [acts about the incident, (ie what happened and who was involved). This can
be achieved by conductng an informal interview/s with the staff reporming the
incident.

When in a supervisor's judgemenr, it may be demmental to the employee
concerned for the supervisor ta artempr 1o obrain this informanon, the supervisor
may refrain from making these inquiri¢s. In additen, where a supersisor believes
that an employee may be suffering from rraumatic stress reactons, but there has
not been any report of an incident, the appropriate Divisional Manager should be
contacted.

Supervisors may also need o empotarily adjust an employee’s workload following
a critical incident. ‘This could be the case particularly in the period when the
impact of an incident on the staff member/s are is sdll being assessed. Longer
rerm adjustments o work loads should be subject to advice received from eithet
the accredited provider responsible for debricling and/or individual counselling,
and other pariies such as the [njury Management Coordinator ordinarily involved
in the standard return o work process,

Other responsibiliics may include:

ensure that wherever possible. staff arend defusing, debnefing and
mndividual sessions;

. advising employees of the support mechanisms available;

. moniloring employees (or traumalic stress reactions and when necessary,
reporting these to the Manager Fluman Resources;




4.2

4.3

Employees

It is the responsibiliry of all Wollongong Cigy Council statf to assist in identifying
and reporang possible traumatic incidents that involve Wollongong City Council
sraff. Sraff should inform either their supervisor, the affected staff member's
supervisor or contact the appropriare Divisional Manager or Manager Human
Resources directly,

Staff should ensure thar they attend all defosing, debnefing and  individual
counselling scssions as direcred, parncularly if their abilicy to carry ourt their work
role Is affected.

Appropriate Divisional Manager

When advised of an incident that requires mandatory notificaon, the appropriate
Divisional Manager will liaise with the Manager Human Resources to:

. Determine whether the trauma management suppori process 1s required;

. asccrraining, which employees shouvld atend defusing and  debriefing
sessions. Thus may not only be the emplovees direcily affecied by an
incident, but also inchwde supervisor's, peers or other parties less or
indirectly affected;

. maintaining records of employees who have arended defusing, debriefing
or individual counselling sessions;

. monitoning an employees atendance at any individual counselling that has
been recommended as a resulr of a debriefing session; and

. follow up on any ¢mployees who did not anend the required defusing or
debnefing session.

- The Manager Human Resources will

. organise defusing and  debriefing  sessions including  contacdng  the
approprate personn¢l 1o undertake the sessions, (ic TPS Employee
Assistance) arranging suitable accommeodation for the session and notifying
relevant employees of derils concerning where and when the sessions will
be held;

. nontying the Workers Compensation Olficer as required,
The approprate Divisional Manager, in consultation with the Manager Human

Resources, will mform Execuve Management of all incidents reported 25 scon as
notificanon has been received.
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5.2

6.1

Defusing, Debriefing and Individual Counselling Sessions
Arntendance

When staff are advised 10 autend a defusing, dehdefing or indrridual counselling
scssion, supervisors must release stafl 1o ¢nable them 1o attend. If an employee
refuses to participate in a defusing or debnefing they have that nght. However, if
rheir ability 1o carry out their work role is affected, discussion with that individual
will be undertaken by the Divisional Manager.

Supervisors will be informed of rthe requirement for an employee to attend a
session so that adjustments can be made to operational demands. This advice
should be treared confidentially.

LEmployees attending defusing, debriefing or individual covnselling in relabon o a
rraumadc incident shall be deemed to be an duty.

Conduct ol Delusing and Debnefing Sessions

Professionally gualified persennel from an accredimed provider shall conduct
SESSIONS.

Parncipabon in these sessions is resiricied only o those emplovees who have been
advised o atend.

Sessions should be conducted in a quict, secure area. This may enrail Wollongong
City Council providing an off-site venue for rhis session.

Monitoring, Reporting and Confidenrialiry
Monitoring

Employees involved in a iraumatic incklent should be monirored for evidence of
traumatic stress reactions for approximarely three months after an incident has
occurred. This includes monitoring o employecs whe may not have required
defusing or debriefing at the dme of the original incident. Trzining will be
provided to all supervisors to assist them in identdfying possible traumatic seeess.

Where stafl themselves, their supervisors or their peers believe there are signs of
traurnatic siress, they should contacr the appropriate Divisional Manager.

Where an staff member fails ro attend 2 defusing or debnehng session as directed,

the appropriate Divisional Managet will tecord this and take the necessary sieps to
enable, wherever possible, that staff member o attend a rescheduled session.
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6.2

6.3

Three months after this session, the approphate Divisional Manager will conduct
confidennal follow-up interviews of all sraff who arrended defusing or debriefing
sessions. Where required, further appropnatc assistance for the salf member will
be organised. 1n some cases it may be appropdare for the aceredited provider o
perform the follow up interviews.

Reporting

When an incident is reporred, the appropriare Divisional Manager, in consulartion
with the Manager Human Resources, will conducr an investigaton of the incidenr
and report 1o Execurive Management,

Whete 2n incident requires WorkCover invesugaton, Wollongong Ciry Counci!
will provide the investgaror with the assistance reguired.

Copies of all reports relaring 10 an incident will be forwarded o the Manager
Human Resources. The issue of conlidenualicy will be considered in reporrs
submired.

Conflidenuality
The Manager Hluman Resources will hold all reports regarding an incidene.

Advice to managers or supervisors that a member of their sraff is required to
artend defusing, debrefing or individual counselling sessions, 15 0 remain
confidennal.

Where a staff member/s arcends a defusing, debricting or counselling session, they
are bound to respect any undertakings of confidentality given at the session (e
not disclose the contents of a session to others).

Education and Information

Implementation of appropriate cducational measures and the provision of
information prior o waumadc incidenrs about rthe likely reactons 1o an incident
may ass1s1 in reducing the severity and dmeframe of symptoms.

Wollengong Ciry Council will provide appropriate training, including the
distribution of an infermation package on traumatic stress, to all stafl.

Review

The effectveness of rthis policy will be reviewed after each cridcal incident.
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82 WORKPLACE INJURY MANAGEMENT

Policy Statement

82.1 Wollongong Ciry Council is commitied to providing efficient workplace injury
management for its injured employees. Accordingly, Council is aware of irs
obligatdon o make every effort 1o ensure any injured employee is resored w
his/her fullest physical, psychological, social, vocadonal and economic capahility,
consisterit with their pre-mjury srarus.

82.2  Council aims to assist all ernployees o retutn to work [ollowing injury, whether
that injury is work related or nor. Councii however will only offer rehabiliravon in
non-work related cases where there is evidence thar the employee will be able to
return (o Lheir pre-injury position or another producdve positon with minimal
retraining,

823 Coundl is commitied to the prevenuon of injury or illness through Workplace
Injury Prevention and Management Program. However, in the unformanate evenc
that mjury or illness occurs, clficient Workplace Injury Management will be
provided as soon as possible after injury and wall be in line and consistent wath
medical yudgement.

B24 Councils commitment extends 1o :

Aiming o prevent all workplace injuries

. Prompt first atd and medical rearment

. Every endeavour will be made o ensure the employee 1s remumed 1o pre-
injury dures’

. Individual ‘rerurn to work” needs asscssment and programs

. Provision of meamnglul alternare dunies within medical guidelines

. Regular monitoring of return 10 work plans for the individual

. Provision of re-training where appropnare

. Pardcipation in each step of the process by the employee is a normal
expectanon

Introducton

825 This policy has been negotiated in conjuncnion with the appropnate Trade Union
bodies and Council in an anempr to develop an efficient Workplace Injury
Management Program.

82.6 This policy has been designed to meer Council’s requirements in relaton to injury
management, as prescribed by rthe Wotkplace Injury Alanagement and Workers
Compensation Act 1998, and the Workers Compensaton Act 1987, (as amended).
In designing the policy, consideration has also been given o EEQ legishidon and
Counal’s recruitment and disciplinary policies. Workplace Injury Management 15
central to our Workplace Injury Prevention and Management Program.



Definidons

Work refated imjury means a personal injury arsing ow of or in the course of
employment. Tt includes a disease conwracted by a workers in the course of
employment, where the employment was a contoburng facror 0 the disease or
the aggravapon, acceleration, exacerbawon or detetioration of any disease, where
the employment was a conrributng f(actor o the aggravadon, acccleration,
exacerbaton or deredoration. Tt does not inclucde a dust discase or agpravadon,
acceleration, exacerbartion or deterioraton of a dust discase. Any dust diseases will

be dealc with in the manner ourined in the Workers' Compensaton (Dust
Diseases) Act 1942,

Injured Empioyer means an employee who has received a workplace or non-work
related njury,

Infury Management means the process that compnses activities and procedures that
arc undertaken or established (or the purposc of achieving a umely, safe and
durable rerurn o work for the employee.

Irpary Management Plan means a plan for a coordinated and managed program that
mtegrales all aspecrs of injury management thar concern the treamment,
rehabiitation and retraining of an injurcd employee, for the purpose of achieving a
nmely, safe and durable recarn o work for the employee.

Infury Managemeni Program means a coordinaied and managed program that
inregrates all aspecrs of injury management (including treatment, rehabilitation,
remaining. Claim management and employee management practices) for the
purpose of achieving optimum results in terms of a dmely, safe and durable return
to work for all injured employees,

Tesurer means a beensed insurer or 3 self insurer.

Norminated treating doctor means the treating doctor nominared by an employee for
the purposes of negotating an injury management plan for the employee,

Signtficant infury means a workplace injury that is likely fo result in the employee
being:

. mcapacitated for a continueus period of more than 7 days, whecher or not
any of those days are work days and whether or not the incapacity is total or
partial or a combinadon of hoth. Council understands thau this means thar if
an employee is unable to perform their pre-injury duties for a period of more
than 7 days following the injury, irrespective of whether they are scheduled
to work m that ume, the injury is significant.
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Suttable duties As per the Secoon 433, Workers Compensation Act (1987), suitable
dutes are defined as employment in work for which the worker 15 swred, having
regard o the following:

'The narure of the worker's incapacity and pre-injury employment:

The worker's age, educrion, skills and work expenence;

The worker’s place of residence;

The details given in the medical certificare supplied by the worker
Informarion in the Workplace Injury Management Program, Injury
Management Plan or rehabilitanon plan designed by a provider,

The length of ame the worker has been secking swtable employment;

Any other relevant circumstances

h Must not be demeaning in natre

4 B =T R =

|

1 Must not be wken in nature,

Commirments

B27

82.8

R2.9

82.10

8211

Prevendon of Occupational Injunes and Hiness

Council is commurted to preventng injury and illness through providing a safe and
healthy working cnvironment in accordance with the New South Wales
Occepatonal Health and Safery Act 1983 as amended, orher relevant statutory
requirements and Council’s OH&S Policy.

Early Commencement Of Workplace [njury Management

Council is required to establish and implement a Workplace Injury Management
Plan, tailored to an individual’s specific needs. This plan will commence as soon as
possible afrer an mjury or illness in a mannct consistent with medical jpdgement.
Harly Retuen To Work

Council is commirted to ensuting that the normal expecratien of any Injury
Management Plan is the eatly and sale return to work by the mnjured employee,
consistent with medical judgement,

Provision of Suitable Dudes

Council is commirtted 10 making all efforts 10 provide suitable duties for an injured
employee as an inlegral part of its overall Workplace Injury Managemenrt process.

Consulmaton with Employees
Council is commined to negonating the developmenr of and changes to the

Rerurn to Work program with all employees and the relevant Industrizl Unions
representing them.  Consultation with employees and rheir representauves will
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82.13

assist with the smoeoth and responsible operanon of the Workplace fnjury
Alanapement Program and implemenranion of the Return 1o Work Plan.

Fairness, Equin and without Praudice

Counal is commurred 160 ensuring that the inured emplovee is tweated Ffairly,
equirably and experiences no prejudice as a result of participadon in their
Workplace Injury Management Plan.

Workplace Injury Management Program Tnformadon

Council 15 commirred ro the display and explanadon of the contents of Workplace

Injury Management Program at the workplace and consultaton with relevant
Industrial Unions,

Employee Commitments

82.14

82.15

82.16

Prevennon ot Occupanonal Tnjuries and Hiness

The prevendon of acadents and injunes ac work in line with the New South
Wales Occupanonal Health and Safety Act, 1983 and Council's OH&S Paolicy and
Code of Safety Practices is a pome responsibility of each emplovee when
pertforming their dunes.

Parncipadon in Workplace Injury Management Programs

The employees of Council are commiited to cooperadng in the development and
implementation of Workplace Injury Management Programs so that the moral and
statutory oblipanons of Couneil can be meu

Notificadon of Injury or Nness

The employees are commirred 10 the noufication to their supervisor of any injury
or llness as soon as pracical,

Cooperarion in Workplace Chanpe
The employees of Countil are commirted to cooperadng in any reasonable

workplace changes designed ro assist the rehabilitatiosef fellosemployees.

Registered

Roles and Responsibilities ! Fpterprss A gecement

B218
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The General Manager is responsible and accountable for the safery of all
employees, and standards of the occupational health, safety and workplace injury
MANAZEMCNE PIOErames.

Creneral Nanaper
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The General Manager 15 also responsible for ensuning Councll meets its
responsibilities and achicves the sel objecuves as set our in the Workplace Injury
Management Program, which deternmunes success or faihare of the program.

82.19 DDirecrors

The Directors are responsible for ensuring Council’s Workplace  Injury
Management program is implemented, monitored and maintamed 1o achieve
results of Lost Time Injury mimimisation. Specific responsibilides are:-

. Within the framework of the Workplace Injury Management Program
establish systems and procedures ro achieve program objecoves.

. Ensure Divisional Managers and line managers have their Workplace Injury
management responsibilides, duries and authority derailed in wrdng.

. Delegate responsibility and authoriry for Workplace [njury Management o
Divisional Managers.

. Ensure there are adequate and effective management conlrels to monitor

performance, including Workplace Injury Managemcenl as an agenda ilem
at senior and divisional management meetngs and regular audits.

. Ensure that training plans arc in place to provide adequate training for line
managers and cmployees in relation ro Workplace Injury Management.

82.20 Dreisional Managers
. Responsible for the implementation of Workplace Injury Management

systems and procedures into their Division and menitorng of such systemns
including those of contracrors and suppliers,

. Ensure systems and accoumability is in place 1o enable objecdve
monitonng of Injury Management performance.
. Ensure Workplace Injury Management, as part of an overall OH&S

prevention Program is included as an agenda itern in all management,
communication and employec meetings.

Assess line managers and employee injury management training needs as
part of the T'raining Needs Analysis process, and arrange such training:
Assist in the dispute resolution process as required.

Liaise with the Tnjury Management Coordinator regarding general issues
related to return to work of injurcd workers,

L ]

B2.21 Assistant Managers

Monilor the performance of work wams through effective management to

ensure Workplace Injury Managemenr, condnuous mmprovement and

performance are 10 an acceprable level.

. Armange coordinator/supervisor and employee Wraining, including formal
workplace induction to Workplace [njury Management policies and

procedures are cartied our



. Faosure the implementation of return 10 work recommendanons.
. Moniror the provision of sullable duties 1o injured amplovees and assist in
the idendfication of such duties.

£2.22 Coordinator/ supervisor

. Ensure claim forms are complered accurately and forwarded, with the
docrer’s certficate, o Workers Compensation within 48 hours of the
Injpury.

» It an employee 18 unable ro complere a claim form within the umeframe,

inform the Injury Management Cootdinatot within a maximum of 48 hours
of a significanr injury.

. Ensure rewrn to wotrk srandards are implemenred, mainained and
improved throvgh example and personal involvernent with leading hands
and employees.

. Responsibie tor workplace induction of all new employees, specifically in
regards  to  incident/accident and  Workplace  Injury  Management
procedures.

- Assist in the idendhicadon of suitable dudes [or injured emplovees.

. Liaise with the Injury Management Coordinator regarding individual’s

rerum lo work plan and mjury management plan if required.
$2.23 Leading hands
. Persomally supervise the work acinvities of employees.
. Ensure the dudes outlined in the rewumn to work plan of rthe injured

employce are adhered to.

§2.24 Emplovees

. Ensure they inform their supervisor as soon as possible afrer suffering an
injury or illness.

. Be actvely involved in the development of their Injuty Management Plan,
including their rerurn to work plan,

. Underzake the agreed acrivities in their Injury Management Plan,

. Participate 1n changes to the workplice or work praciices to assisc the

return 10 work of other injured employecs.
8225 Injury Managemenr Coordinalor

. Wollongong City Council is required to appoint an Injury Management
Coordinator. The Tnjury Management Coordinaror can be contacted on
4227 7473. If the Tnjury Management Coordinator is unavailzble, then the
OH&S Coordinator should be contacied on 4227 7068.

. The designated Injury Management Coordinator musc have the support of
management and unons,
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82.26 The Injury AManagement Coordinator will:

. Prepare and develop the [njury dManagement Program (incorporaong the
Return to Work Program) in consulraion with Workers Compensation,
management and employees, including relevant unions.

. Coordinare the implementason of the Warkplace Injury Managemen:
Program.

. Develop and facilitate wraining programs,

. Provide advice in the development of systems, procedures and standards.

. Provide specialist and rechnical advice in reladon to injury management.

. Act as Council’s conmct poinr with WorkCover and other specialist
agencies on injury management and rehabilitation issues.

. Carry our stausdcal analysis of the performance of the Workplace Injury
Management Program and teporr this information to the JCC.

. Be tesponsible for the organisaton and implementation of Council’s

“Return to Work Plans", ensuring its practical and responsible functioning
including its administration on a day 1o day basis.

. Is the focal point in the Workplace Injury Management process, ensuring
clear and prompt communicadon herween and haison with all parties
involved including employees, medical personnel, rehabilitation providers,
unions’ representatives and supervisors,

. Undertake early assessmenr of the injured emplovee’s needs as a prooriry.
This may require the iniuation of prompt and approprarte refemral by the
Injury Management Coordinaror. Contacting the inyured employee at home
or in hospital, for example, may be necessary and should therefore be a
normal expectation.

B2.27 The role of accredited Rehabilitarion Providers
Council’s nominated rehabilitaton providers are:

Injury & Occupadonal Health

32 Swan Street

Wollongong NSW 2500

Ph: 02 4229 8439

Contact Mr Brendan Delaney (Manager)

And

IRS Toral Injury Management
T.evel 3, 8385 Marker Sreer
Wollongong NSY 250{)

Ph: 02 4229 8439

Contace: Mr Stephen Lum (Manager)



82 28 Whilst these are the providers nrpically used by Council, it is recognised that the
injured employee has the right 10 choose their own aceredited rehabilitadon
provider. The role of the provider includes:

. Pomarily providing extra assistance to the Injury Mblanagement Coordinator
in the rehabihanoen of an injured employee.
. Acring as a consultatve body who can offer advice in liaison with medical

and treaong professionals, Injury Managemen: Coordinaror, supervisor,
employee and their union body.

. Covering risk management, preventative advice, and educabon regarding
injury management, workplace analysis, and return to work procedures.

. Involvemnent as requested in any or all occupadonal rehabiliadon services
covered under WorkCover guidelines,

- Being commirted 1o early intervention and will be available to the Peak and

Wortksite Occupatonal Health and Safety Comminees and cooperate fully
in the developmenr of prevenlatve contols and strategies in the
workplace. The communication channel between committee and provider
will be via the Injury Management Coordinator or the OH&S Coordinarar.

Procedures

82.29 In order to assist implementaton of Council's Workplace Injury Alanagement
Program, there are a number of procedures oullined below. The aim of the
procedures is to clearly define the implemenraton process of the Program. They
are essendally a dewiled ser of instructons o be followed once an injury has
occurred. See Appendix One for a reference chant of procedures relating o
Workplace Injury Management.

82.30 Mcihods for Developing Individual Injury Management and Reum o Work
Plans

i Eardy notificabon of an injury is essenual to ensurdng that injury
management can be organised as quickly as possible. When an incident
occurs, the “Supervisors incidenr/accident repott and 1nvestigation” form
is completed by the supervisor and sent through divisional management.
After investgations have occurred, the completed form is given to the
Human Resources Department. 'The dme frame standard for this o occur
Is 7 working days. { Pleasc refer o the OH&S Manual for a full descripdon
of definidons and procedures).

i Referral to the teadng docior should oceur as soon as possible after injury or
iliness to allow for early assessment of the siluation. [t must be remembered chac
the employec has the right o select their own doctor.

it II' an employee suffers an injury requiring medical arendon, a doctor’s
cerificate must be obramed. AL this time the employee is required to

nomimate the docror they wish 10 be their @& 3 octor fpr thi purpose
On

L
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ot developing their Imjury Management Plan. The nominated treating
doctor can only be changed following discussion with the Injuory
Alanagement Coordinator or Claims Manager. The emploree should give a
copy of the docior's certificate 1o their supervisor as soon as possibie. The
supervisor should assist the emplovee in complenng a claim form. This
torm is then submirted, with a copy of the doclor's certficate, o Workers
Compensagon within two working days. 1f chis process is unable o be
followed, the supervisor is to call the Injury Managemenr Coordinator as
soon as possible withun the 48-hour penod 1o inform them of the imjury.

w Claims Management then receive the claim. If the injury is noted o be
significant, Claims  Management  will  immediarely  inform  Injury
Management Coordinator. A copy of the doctor's cernficate and contact
derails for the injured emplovec and their supervisor will be issued. The
Injutry Management Coordinator will be responsible for inidadng conrace
with the injured employee and nomunated weatdng docror o develop the
employee’s Injury Management Plan. This will occur within 3 working days
of nooficadon of a signilicant injury.

v Clams Management review the claim and/or make invesbngadons to
determine liabilicy. This may include gaiming a copy of the incompleie
"“Supervisor’s incident/accident report and investgation” form. Liabiliry 1s
determined within 10 working days, or the employee is sent a letter stating
why liability has nor yer been accepted. The employee uses sick leave undil
the claim is accepred. Payment of other benefits to the injured employee
may commence immediaicly the ¢laim is received, on a “without prejudice”
basis. The employee also receives a WorkCover informagon sheet outlining
their obligadens under the Scheme and penalties if they do not cooperate.
In the event of an employce underiaking a “Return to Work Plan™ and
their claim to workers” compensarion being disputed, the costs of this
initial rehabilitabon up to the rime of dispuradon will be met by Council

vi The employee musr be offered suirable duties where these are reasonably
pracucal or have rthe opportunity 10 undergo a staged rewrn to normal
dudes in line with medical and rehabilitadon provider recommendations.
This should occur as early as possible. The employee can also request
suitable duties. Council again must provide suvitable duties where it is
reasanably pracucal to do so.

82.31 Armngements for provision of suirable duces
i The employee is o be re-assured thar ir is Council's expectaton that cither

their previous position will be held open or selected alternare dudes will be
[ound in accordance with medical advice.
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vi

i

As far as possible the inidal emphasis will be on modifving the employee’s
previous job to minimise problems for all concemed. If thas is not possible
suitable alcemadve dutes will be invesugaed.

If the employee is unable 10 return 1o their previous duties, eicher
temponarnily or permanendy, prior consullation conceming suitable duties
should include, where applicable:

. The Injuty Management Cootdinator

. ‘The employee and union (if requested)

. The employee's supervisor(s) both previous and proposed
. The treating doctor(s}

v The rehabilindon provider(s) if nvolved

This consultation with applicable parties need nor take place with all parties
present at the same time. However, it must be ensured thar any of these
pardes who are involved are consulted prior to any change in dudes.

When amranging altemnarive dudes the following issues should be
considered:

. The dubdes must be carefully sclected to suit the employee's
capabilives.

. The dutes should always be regarded as remporary unless othernwise
specified.

. The duties should be approved by the nominated readng docror if
not clearly within the defined medical restrictons.

. The duties identified in “Retum o0 Work Plans” should be useful
for the employee and for Council.

. A realisdc but flexible time limit is necessary for the review process.

. Any appropriate training must be piven to rthe employee il the
alternative duries are unfamniliar

. Any other factors as outlined in Section 43A of the Workers
Compensadon Act (1987) (quoted in the definitions at the
begnning of this document.)

In locating suitable dutes, it should be ensured that the employee would
not suffer any aggravation of rheir injury or illness. An employce is also not
to be financially advantaged or disadvantaged as a result of participation in
a retwm o work program via provision of suitable dutics.

In che event of temporary selected alietnaiive duties being required and
available, notificadon of such, subsequent to consulatdon as outhned
above, will be made 10 the relevant supervisor(s), union tepresentadve and
cmployee and will list the following:
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82.32

vii

™

v Proposed alternative dury

. Commencement dare

. MNarere of injury

. Qutline of physical resuicdons oy be observed

. Dyerails of any other workplace change, such as working hours

Council recogruses that if reruen to work is nor possible, referral o
approprate vocaaonal services and/or rehabilitation provider may be
required to assist in fnding rhe emplovee allemadve employment or a
meaningful fulfilling and vocauonal role In the commumry. Vocational
retraining /redeployment must have a real opportunity for employment or
APProOpriate INCrease in camings.

Where permanent alternare duties are required as a result of occupartional
injury and illness, consultauon wirth and noufication of all parues 1avolved
will take place. The procedure for this situaton is ocurined in Appendix 2.

Injured employecs must actvely participate in their Injury MManagement
Plan. Failure to comply may effect their entidements 16 weekly payment of
compensadon. The undertaking of an Injury Management P’lan should not
jeopardise the employment of the injured employee in any way. All nghrs
under the Enterpnse Agreement will be maintained.

Mechanisms for consulnng with employecs

i

v

v

vi

il

Council will conanue to facilitate the functdon of the Occupadonal Healdh
and Safery Commitees both worksire based and Peak.

A summansed document will he made available 1o all employees outlining
the agreed Workplace Injury Management Program.,

A copy of this policy is to be macle available at each workplace and musr be
accessible o all employees.

The Injury Management Coordinator will Liaise with Indusinal Union
Representadves and Supervisors te cnsure thar employees are adequarely
informed regarding the program’s policies and procedures.

The Injury Management Coordinator may be called upon from dme ro
trme to arrange for worksire information sessions regarding che funcuon of

the program.

A flow chart will be developed and displayed in the workplace oullining the
steps involved in the Workplace Injury Management process.

Council 18 to ensure that preventarive reaining is organised [or employees in
areas where there has been an identified need for training. For example,
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where there is a high rale of accidenrs and/or Workers” Compensation
¢claims.

82.33 Mechanisms for resolbving dispures

82.34 Dispures concerning rehabiliration will be handled in the following manner:

82.35

#2.36

82.37

c

the Injury Management Coordinator wall convene a workplace discussion
involving the employce, therr supernvisor and the appropnaie Unien
representadve. The emphasis of this meedng is to reach agreement on the
dispured marer.

if untesolved, the dispute will be referred to the Manager Human
Resources and appropriaic Umion officials. Assisiance may be soughe by
the use of an Injury Management Consultant regarding return ro work and
treatrnent issucs, or from an Approved Medical Specialist regarding liabiliry
1SSUCS.

1€ required, the marter wilt be referred to the General Manager

if sall unresolved, the Workers Compensation Resoluton Service may be
asked to arhitrate on the matter al hand.

if unresolved, the marter will be ceferred 10 the Compensaton Court.

It should be noted thar Council is commiried 10 making all e(foris to resolve
disputes and rhat ourside assistance should only be considered as a last resort.

Council, its emploeyees and the Indusitial Unions representing them are commirted
1o reaching agreement in the development, implementadon and progress of this
Workplace Injury Management Program.

‘These policies and procedures will come into cffect as of the 1 November 1999,
The program will also be reviewed subjecr ro legisladve changes and discussion
and agreement with relevant parties,
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Appendix Two: Assietance to Permanently Injured Employees

PURPOSE:
To design a fair, equitable and cfficient process of identifving and placement to
permanent dudes for injured cmployees who are unable to retum to pre-injury dutics.

APPLIES TC:
Employees with work relared injurnies that have been working in aliemare duties for less

than 1 vear as of 1 Auguse 1999.

RELEVANT DOCUMENTATION:

Workers Compensation Act {1987}

Injpury Management and Workers Compensation Acr (as amended 1998)
Equal Empleyment Opportunity

Ang-discnminaton Act

Council’s Enrerprise Agreement

IMPLEMENTATION

This process will be implemented in linc with the enrire injury Management Program. In
line wirh this, employees on more long term ahemare duries will have their case
reassessed in order to assist in finalisadon of their employment in 10 2 permanent
position. This process will be reviewed in 6 months 1o evaluawe the cffecuvencss of the

process.

PROCLSS

1

(58]

Once ir is determined, by appropriate and agreed medical advice, that the injured
employce is permanently unfit for their full pre-injury duties 2 meetdng will be held
with the cmployee, their supervisor, the Divisional Manager, union delegate and
the Injury Management Coordinator. The purpose of the meeting will be to
determine whether the division is able to absorb the reduction in the employee’s
firness on a permanent basis. IF ir can, the matter will be finalised in writing and
the employee’s duty starement amended accordingly.

If the division is unable ro effectvely [uncuon with the employee’s reduced
fitness, then the employee will be informed of the need for them ro undenake job
secking within Council in order (0 obtain a permanent position Lased on merir,
that is also within their medical restricions.

The employee is then assigned o an Injury Managemenr Placement Committee
consisting of the Injury Management Coordinator, represeruative/s from the
cmployee’s Division and 2 Union representatve,  The objective of the Injury
Management Placement Comminee is to provide assistance, job knowledge, and
coaching for the employee to obuain a suirable funded positi ithin the
Crganisaton e




§

|

10

‘The emplovee will undergo a vocatonal assessment o determnine presenr and
capable skill: and abihties rhus focussing the employee into specific areas of
emplovment. Human Resources shall determine if the asscssment will be carded
out nternally or by an external third parry. The Injury Management Placement
Commirtee, after clarificarion of what jobs are approprate for the injured
employee, will draw up a list of powential jobs. In plaang the emplovee,
consideration will be given 10 the pre-injury eamings, Lraining requiremnents, the
medical restictons, the desirability of the posidon and any other factor agreed ac
the dme to be relevanr according to the emplovee, the local union representatve,
the Imury Management  Coordinater  and  the  approprate  divisional
representative/s. Discussion will also include agreement to any change in work
ﬂmngﬂmenrﬂ DECESSQI}'.

Training and development is to be made available 1o the employee, by the
prAgmatng Division, (o assist them in obraining che appropmate skills and abilities,
in line wich che results of the wvocational assessment, o provide the highest
opportunides for redeployment.

The employee will also be counselled thar obuining employment in a different
classificanon will not financially disadvantage or advantage them. At this point, a
dme frame will also be determined as to how long the emplovee will be asked 10
job scek for. Unless waining #s being undertaken, the ome frame will be no more
than 6 mondhs.

The Placement Committee will form part of the recrunment requisition process in
analysing all vacant positons, including laicral wansfers, for their suitability in
matching a position for qualifying cmployees.  This marching process is carded
our in line with medical advice, 2 vocational assessment and an analysis of skills
possessed and required against appropnate posiions. When an approprate
posidon is idendfied and mawched, a recommendation for placement 1s made 1o
the appropdare receiving Divisional Manager for approval.

The employee will be required over the nexe 6 months 1o apply for any positon
within their medical restrcdons. They will be monitored and supported in these
activities. Where possible, the employee will be placed on a list for propesed
positons and may have preferendal access 10 work tnal expenience on a temporary
basis when thev are avalable.

[f they are successfully recruited o a posidon, then they will be classified
accordingly and paid the wage/salary of the new positon. If there is a decrease in
pay compared with the pre-injury carnings, liaison will eccur with Human
Rescurces Division and the pre-injury Division to ensure that the employee is not
financially disadvantaged as a result of the mjury.

Tl the employee is unsuccessful in their job seeking in the agreed perod, the

pacties will re-convene. Consideration will be given to preferendally placing the
injured employee in an appropriate position. In  placing the employee,
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consideradon will be given 1o the pre-injury earnings, the medical restricdons, the
desirability of the position and any other factor agreed ar the ume to be relevant
according to the emplovee, the local union representatve, the Injury Management
Coordinator and rthe appropriate divisional representadyve/'s.

IT there are some concerns about the recommendadon made by the Injury
Management Placement Committee 10 place or not place an cmplovee, the
receving Divisional Manager may bring these concerns firsty ro the auention of
the Placement Panel for discussion and resoludon. IF after discussion a resolution
cannol be reached, the concerns will then be brought o the arteanon of the HR
Manager who shall discuss them wirh the Deputy General Manager. The [Depury
(seneral Manager has the pghr ro overmrn the receiving [Divisional Manager's
decision not o place an employee.

‘The employee will then enter into an 8-weck wotk trial, unless otherwise agreed.
The pre-injury division will be required to pay the employee’s wages for the work
trial period. The employee will have the opportunity to trial the position. The
management of the new arca will have the opportunity to evalnate the employee's
ability to perform the desipnared crireria of the posidon, as ontlined in the job
analysis. It is understood that the employee may not be able to perfomm 1000 of
the components of the job. This issuc will be noted and agreed to by all pardes
prior to commencement of the trhal. A review alter 4 weeks or earlicr if required,
shall be carned out and performance management panciples emploved if a gap
exists between the expected and obrained outcomes

At compictdon of the work trial periad (the pardes will reconvene. If the trial has
been successtul, the employee will be designated in thar posioon wndl they choose
1o vacate it. Continual training and development shall be progressed through the
LEDR process and performance management principles shall be employed ur all
nmes 10 achicve the maximum efficiency and ourcomes from all partes

[t the tral is unsuccesstul, despite attempis o address issues arising in the course
of the tral, a new position will necd 1o by idendfied.

If the posidon they are appointed ro is a lesser grade, haison will occur with
Human Resources [hvision and the pre-injury Division w ensure 1that the
cmplovee is not bnancially disadvantaged as a resule of che injury. The extra cost
s the responsibility of the receiving Division.

If the position they are appointed to is a higher grade, the employee will remain
on the salary they were receiving before they were injured for a period of 12
months.  After 12 months an annual Employee Development Review is carried
out.  Tf it is decmed that the employee is meedng all requirements and key
performance indicators of the position, the employee shall receive the salary
applicable to the job grade of the positon being performed. Il the employee
does nor mecet the requiremuents and key performance indicators of the position,

pall




16

17

performance management principles shall be emploved o idendfy improvements
required to close the gap berween the expected and obrained outcomes.

Afrer the appoinunent is finalised the employee condnues in the appoired
position and is managed by the receiving Division under the guidelines set out in
the Enterprise Agreement.  All furure applicadons for promoton or lareral
transfer by the emplovec shall be assessed on mene.

‘The employee, having gained a posidon will receive a letter confirming them in
the position on a permanent basis for the purposes of cononued employment at
Council due 10 their inability to petform their pre-injury dubes.

Wrinten confirmabon of placement will be forwarded o the relevant union
Comimiuee. This shall consdtute agreemient on this placement whilst the employee
is unable o perform pre-injury duties, or until they are successful in gaining
employment clsewhere in the organisation through the merit based appointment

{ILOGCCSS.
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VI INDUSTRIAL RELATIONS ,’ dustrial Ropistrar
83 UNION REPRESENTATION -
Policy

#3.1 Wollongong Ciry Council recognuses the impornance of maintaining good reladons
and communicatons with urions and professional associatons representng its
employees. The benefit of such is to promore a producdve and stable working
cnvironment with 2 minimal level of industrial disputation.

832 Wollongong City Council acknowledges the contribution required of union full-
ume officials, branch officers, Wollongong Ciny Council stalf committees and
their job delegares in order 10 achieve good industrial reladons.

83.3 Wollongong Ciry Council management shall acknowledge the key role of the
employees positons who hold office within their Union or Professional
Associaton. Management shall recognise representauves in their performance of
their combined responsibilines as union officers and employees including the
ability of Branch officers and other delegates to artend accredired union waining
days and the ability of Branch officers 1o atiend Branch mecungs and Branch
Committee of Management meeangs. (Branch officers refers to union members
clecied 10 a posidon involving representation above the local level.)

83.4 Lxccudve members have a right to pursue issues relevant o Council/Union
business withour recriminagon,

B3.5 Requests for secondment of Council union members as union officials will be
considered by the General Manager and assessed upon operational requiremenrs.
Service with Council will be unaffecred as long as all costs associated with the
secondment are reimbursed to Council by the relevant union.

Procedure

83.6 Full-time officials of any union or professional associadon with members
employed by Council will have unrestricted access to their members, the General
Manager and the Managet Hurnan Resources following notificadon.

837 Tlecred union delegates shall have direcr access to the General Manager and
Manager Human Resources in marters of an urgent narure. Prior ro such meetng,
the Manager Human Resources shall be nodfied as ro the nature of the request
and a time, dare and venue for the meedng shall be armanged.

83.8 Norwithstanding 83.7, management will convene a monthly meetng of the
relevany Wollongong City Council staff committee to disseminate information and
tor discuss policy and direcrion matters arising from Council and union meetings.
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83.9 Council management will conduct regular divisional forums for the purpose of
encouraging an improved method of communicagon of workplace change cre.

These meedngs will be attended by the employces of the respective division and
the relevant Wollongong City Council staff comrnirtee representatves will be
cncouraged ro participate.

Norowithstanding the above, meetings of employees other than those arranged by
Management may occur. However, such arrangements must be discussed between
danagement and Unions prior to the meeang occurring in respect of agendas.
Paymen for such meedngs must be agreed to by Managemene prior to the cvent.

83.10 Elecred union delegares shall have untestricred access 1o mect with full dme uruon
officials in the performance of their dudes.

83.11 In matters that may be before the Industrial Relations Commission, the Unions
and Associations may be represenrced by up 1o four (4) representatives.

83.12 In all of the above, the nature of the activity underaken shall be entered on the
employee’s dmesheet and, wherever possible, the appropriate manager given prior
noace. (Wages Branch)

83.13 The role of job delegates in represendng scctons of the work force shall be
recognised upon nodfication to the Council.

83.14 Elected union delegates shall be granted reasonable dme to discuss with members
and supervisors of their division, martters of immediate industrial concem in
accordance the Gricvance Procedure in the Enterprise Agreement.

83.15 Elecred union delegates shall be granied one half day per annum 1o permit
canvassing of membership of their union.

83.16 Elected union delegates shall no leave their place of work to ¢onduct union
business without first attempung 10 noaofy their immediate supervisor.

83.17 Al union representatives in compliance with the procedute shall nor suffer a
reduction in pay or enttlements.

84 UNION MEMBERSHIP
Policy

841 All employees have the opportunity to become a member of the appropriare
union covering their occupation.  Union membership is nor required for
employment.
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Procedure

84.2  Inthe event of a person remaining in Council’s employ following the campletion
ol an apprentceship, steps will be raken to ensure they are made aware ol the
appropriate union(s} covering their occupation which is parry o Counal’s
Lnterpise Agreement.

Payment of Union Subscriptions

H4.3  Umplovees may have union subscrptions deducted from their pay on a formighedy
basis. Council requires written authonry before such deduction may commencee.

844 An emplovee who wishes to become 2 member of a union which covers their
occupavon and s parry 1o Counal’s Lnterpose Agreement can arrange for
deducdon of union subscriprions from their wage/salary by providing the Payroil
secrion with written authonsation.

85 ABSENCE TO ATTEND ANNUAL UNION CONFERENCE

Palicy

85.1  bris Council’s policy to grant accredited annwal conference union delegates leave
with pay 10 attend their Annual Union/ Association Conference as follows:

. Up tw three representatives from the MELD Wages (Southern Branch
TCPTCSC NIEUVES)

. Up to mwo representatives from the MEU Saladed Staff Comminee
{Merropolitan Salanied O fficers Branch)

. One¢ representadnve from all other unions and associations fepresented

within the organisaion
Procedure
85.2  An accredired annual conference union delegale who wishes to obtain leave with
pay o attend their annual Union/Association Conference should submit an

“Application for Leave” to their SUPErVIsor.

853  Once sighred and authorised by the supervisor and/or Divisional Manager, the
“Application for Leave Form™ will be processed in the nomal manner.
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1IX CODE OF CONDUCT FOR STAFF
86 PRIVATE WORK BY EMPLOYEES

Policy

86.1 Emplovees of Council wishing w underiake private work will comply with section
353 of the Local Governmene Acr 1993 which stares:

86.2 Member of Staff (subsection 2)

“A member of staff must not engage, ot remuncration, in private employment or
contract work outside the service of the Counctl thar relares 160 the business of
Council or that might conflice with the member’s Council dunes unless he or she
has notified and has obmined approval from rthe General Manager 1o writdng of
the employment or work.”

BG.3 Conilict of Duties (subsection 3}

"“The (eneral Manager may prohibit 2 member of sratf from cngagng, for
remuneration, in privaie employment or contract work ourside the scrvice of the
Counc that relates to the business of the Council or that might conflict with the
member’s Council duties.”

86.4 Prohibition of $1all 10 Engage in Private Work (subsecuon 4)
“A member of staff must nor cngage, for remunerarion, in private employment or
contract work outside the service of the Council if prohibired from doing so

under subsecuon (3).” (Conllict of Dudces).

86.5 In order to ensure that cmployees comply with the Acr the following council
procedure shall be observed.

Procedure

86.6  In the event that an employee wishes o engage in privare work they must gain the
written approval of the General Manager,

86.7 An application form can be obmined from the Human Resources Division. The
form should be completed in consuliation wirh the supervisor and Divisional
Manager prior to being given 1o rthe General Manager.

86.8 The employee will receive written notificatdon of the outcome of the application
from the General Manaper.
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R6.S Approval for undermaking privare work as defined by this policy may be affected
when an emplovee is absent from work due to sick leave, caret’s leave or workers
compensadon, iF there s oa conflicn of mteresr arising from fulfilling  che
responsibilily (o the primary ernplovimend with WC,

87 CODE OF ETHICS - COUNCIL CONTRACTORS

Pulic}'

87.1 A Code of Iithics w1l e enforced for conrracrors underraking work  for
Wollongong City Councail. This Code will set out conditions in accordance wath
legmslatve and Counel reguirements with FCSPeCT T

. Rares of pay

. Condigons of emplovment

. Cecupatonal Heahlh and Safer

. LEmplovment

. Tools, equipment and amenities

. Specificanons

. Quality principles

. Sanslacrory indusrrial relations performance

which the contractor must agree 16 comply with prior o commencement of work
with Counell.

Procedure

87.2  The [ollowing is a Code of Ethics which the vontracior undernaking work for
Wollongong Ciry Council is required to undertake prior w0 commencemenr of
work. A breach of the Code of Erhics will be viewed as a sedous breach of
conteact and may result in che Contracy being cancelled.

Union Membetship

87.3  tThe Conmacror will acknowledge the rght of union officials 1w carry out
iegiumate union business,

7.4 The Contractor Is aware dhar s anlawtul o discriminate apaimst an emplovee by
reason ol the Facr thar the employee is 2 member of the union.,

B7.5  The Concracros will further  alscle v the procedures  For cmploymenr in
accordance witlt the Contracror, workforee and loduserial Reladons clause (Special
C.ondidony).




Rates and Conditons

87.6 The Conuactor will ensure thar rheir employecs are paid not less than the
appropriate Award/Agreement rate applicable to rthe respecdve classifications
and/or other agreements reached between the unions and Conuactors for thae
Contract.

Safery

877 The Contractor will comply wath all relevant safety legisladon, procedures and
standatds and, in partcular, the Qccupational, Health and Safery Act 1983, as
amended.

878 The Contractor agrees to comply with any direction grneen by Wollongong Ciry
Council in respect 1o safety. (Safety Regulations for Coniraclors, Appendix B).

Employment

879 The Contractor undertakes that it is net engaged in the pracace of employment of
labour known as “body hire”. To chis end, the Contractor will ensure that

i The nominated person will be paid as an employee and the appropoare
deduction will be made from wages and salaries according o the Australian
Federal Income Tax Assessment Act 1936, as amended, and the New
South Wales Payroll Tax Act 1971, as amended.

ii The nominared person is free 10 be employed and is nor engaged in
another conoract of employment.

iii The nominated person is nor concurrendy receiving any benefits such as
employment benefits which should have ceased or being reduced upon
engagement wath the Conwactor.

B7.10 The Contactor undercakes:

i To engage weckly hired cmployces wherever practicable in peeference o
casuals.
i Not 1o substitute casual employees [or weekly hired employees during a

contract where the nature, size and duration of the particular conmract has
not been substandally alrered.

jii That Contractors who have a cusrom or practice of predominantly or
exclusively hiring casuals, undertake to advise the approprate unions of
that practice prior to commencement of work for Wollongong City
Council.
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Tools, Equipment and Amenirics

ni11

Conrcactors will provide their own transport, tools, cquipment, safety equipment
and amenides needed o praperly and safely conclude their contract

Application of Code

712

87.13

B7.14

The above Code will apply 1 contract work underraken for Wollongonpg Ciry
Couneil,

The Unions pany 1w Wollongong City Council's Enrerprise Agreement, on
request, will be provided wih information relating ro vhe Conrracror’s compliance
with the Code of Lithics.

‘The Code is endorsed on the undersianding thay the Code 15 not 1o prejudice their
contracang arrangeiments on orther sites and will not be used against them in
proceedings relaring 10 work owside the contracts with Wollongong Cirr Council:

Special Conditions of Contract

3715

B7.16

B7.17

8718

719

87.20

Paymem of Stamp Durty

The amount of any stamp duy required at the executon of the Formal
Instramenr wiall e pavable by the Conracror,

Laient Condirions

Uf, during the execution of the work under the Contracr, the Conuractor
encounters on the site or irs surroundings, physical condidons (other than climadc
condinons or conditions arsing therefrom) including ardficial obstructions, which
he considers:

a Differ materally from those which would have been ascertainable by the
Contractor il he had done thar which by Clavse 12 of the General
Conditions of Contract he is deemed o have.,

b Could not reasonably have been andcipated at the date of the Contractor’s
tender by a Contractor experienced and comperent in carrying out work of
the type with which the Contract is concerned.

The Contractor will, as soon as practicable thercafter and where possible belore
the physical conditions ace disturbed, pive written notice heteof o the contract
manager.

It required by the contract manager, the Comractor will provide to the eontract
MANager a STATCMent in wridng specifying:




a The physical condiuons encountered.

b The addidonal work and additonal resources which the Contractor
considers necessary 10 deal with the physical conditons.

C The ame the Contractor antcipates will be required to deal with the
physical condidons and the expected delay in the completion of the works.

d The Contracior's csumate of the cost of the meagures necessary 1o deal
with the physical condidons.

¢ Such other derails as may be required by the contract manager.

87.21 After receipt from the Conmacror of a notice under the first paragraph of this
Special Conditon and of a statement under the second paragraph of this Special
Condition {if required by the contract manager), the conwact manager will, if
satisfied thar the physical conditons o which the first paragraph of this Speaal
Condition applies, determine whether any vanation to the work under the
Contract is necessary.  1f the contract manager so decermunes thar a vanarion o
wotk under the Contract is necessary, the Supernrendent will thereupon order a
variation under Clause 40 of the General Condiuons of Conrract.

88 COMPLAINTS AGAINST EMPLOYEES
Policy

#88.1 It is Council policy thar the General Manager consider and determine any
complain(s received against employees of the Council.

Procedure
88.2 All complaints against employees will be in wniting and signed.

88.3 Notice will not be taken of any complainr nor made in accordance with the above
provision.

88.4 Al such complaints should be addressed o the General Manager who will
investigate 1he matter and initiate appropriare action.

88.5 However, allegations of fraud and cormupron are overruled by ICAC Act 1993, as

amended, where the prncipal officer of Council has a duty to report all such
allegations whether they are wrirten or verbal complaints,
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X  MISCELLANEOUS e
89 BLOODBANKDONATION .~
Policy

89.1 That stall be allowed tme off withour loss of pay 1o artend the Blood Bank for
the purposes of donating blood, provided the donor 15 working within a 3.5km
radius of a blood bank or mobile blood bank and provided the donor makes their
OWN LFANSPOTT AHaNgeMeEnts.

Procedure

89.2  In the event of visits by the Blood Bank ro Council, an employee complying with
the above provisions and having obrained prior consent of release from their
Supervisor will be allowed two (2) hours off work without loss of pay for the
purposes of donatng blood.

90 CARE OF COUNCIL PROPERTY
Policy

90.1  All employees will be held responsible for the carcful use and preservation of all
Council property in their custody or care. No part of Council’s buildings, office
fumniture or equipment will be misused or abused. Offices and work areas should
be maineained in an orderly and tdy condidon ar all dmes.

Procedure

892 Any employee found in breach of this policy will be subject o the provisions of
Council’s Disciplinary Procedures.

81 EMPLOYEE HEALTH PROMOTION SCHEME

Purpose

91.1 To provide employees with the information facilides, 10 modify unfavourable
health practices to the initial benefit of cmployees and the organisaton, and o
generally improve the health of cmployees.

Policy
91.2  As ir is well recognised that our health status can affect our ability to work

cffecavely, Wollongong City Council will maintzin an Employee Health
Promogon Program to modify unhealthy lifestyle practices of employees.

219




91.3 Partcipaden by employees is voluntary and the benefits 1o them individually
include increased general wellbeing, improved levels of health and fitness, reduced
blood ptressure and scress levels as well as the opportunity o make a regular
commuimnent to exercise. The benefics to Council are reduced abscnceeism and
accidents, reduced staff urnover, improved worker performance and coping
capabilitics.

91.4 The program is seen as a prevennve strategy to complement the programs already
established in the areas of workers compensation, safety and welfare.

915 Parameters
The Employee Health Promoton Scheme will include
1 Healch & fitness testing,

1 On-site Beness faciliues.

iii Health awareness program.

v (iroup participadon in activities related o health and fitness.
v Home programs.

vi Rehabilitation therapy.

91.6 Condilons
i Partcipadon is voluntary.

1 All partcipants will requre a Ffitness assessment before entering the
program.
iii All participanrs will be medically screcened by questionnaire which will
ascertain the need flor a medical assessment.
v Council employees will use the gym facilities in their own tme.
v An individual work out program will be prepared for each participant.
vi FFirst and second visits to the gym facilicy must be under the direcdon of a
qualified instrucroe.
vii  Each partcipant’s program will be upgraded on a regular basiz and a fimess
assessment will be conducred every three (3) monrchs to gauge progress.
There 15 no charge [or re-assessments.
Procedure
91.7 To join the Employee Health Promotion Scheme, employees should contact in

the first instance the Environment & Recreaton Division.




91.8  The Btness supervisor will notify employees if chey require a medical assessment
and will also make an appointment for their firness assessment.

91.9  If a medical assessmenr 1s required the emplovee should acrange it with his or her
own docror.

91.10 Tnidal visits 10 the fitness facility will be under the directdon of the supervisor unl
they advise the paraocipane they may anend in unsupervised hours.

91.11 Payment will be made by payroll deducdon or in advance for ouwside
Organisafons.

91.12 To withdraw from the scheme a letter should be addressed o che Paymaster
advising of withdrawal date. This daie cannol be backdated.

92 HIGHER GRADE PAY
Purpose

92.1 Higher grade payments are intended to faitly temunerate employees when acting
in posigons at 2 higher level which is vacant or the holdet is on leave or on
secondment.

Policy

92.2  Where an employee has relieved in a higher position conunuously for a period of
three (3) calendar months or more, all approved leave, ie. Annual Leave, Sick
Leave, Carers Leave, Long Service Leave and  paid Parental Leave will be paid ac
the higher grade rare.

92.3 1 in 4 three (3) monch period 2 ronal aggregate of not more than five (5) working
days are worked at the lower classificarion this wall be deemed not to have broken
continuity.

924  1f whilst an employce is acdng in a higher grade positon a public holiday oceurs,
the public holiday is to be considered as a normal work day for the purpose of
payment,

92.5 LEmployees relieving in a lugher posidon will be paid up ro two days sick leave at
the higher rate during a four (4) week period.

92.6 Employces acung in positions that have becn through the evaluation process will
be remuncrated ar the enery level for the position, unless otherwise agreed.
Payments in excess of the entry level will only be made if the employee can
demonsirate that they meet the competency levels for the position via an
ASEESSTNENT PIOCESS.
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927 Employees acung in positions thar have not been through the evalvation process
will be remunerarted in accordance with the following condidons:

Saladed Staff
Fixed Classifications

92.8  Higher grade pay will be paid 10 an employee who is directed to pertorm the
normal dunes of a fixed classification, cg, secnior  draftsperson, graded
stenographer, erc.

Fixed Classification — Three Grades

929 Any emplovee directed 10 perform the norma! duties of fixed classificadons 10
which three grades are attached will receive higher grade pay as follows:

i where current salary is less than Grade 1 of 1he higher grade posidon then
higher grade pay will be at Grade I;

u where current salary is at least equal 1o the salary applicable w Grade |
then higher grade pay will be at the grade of the person being relieved.

Graded and Incrememual Salary Scales

92.10 Any employee directed to act in a higher grade posinon will be paid higher grade
pay of at least the minimum grade of the appropriate graded salary scale. For
example, an employee is directed ro act in a higher posidon will be paid higher
grade pay as follows:

i Clerk Grade 1 to Clerk Grade 4, ac the rare of Clerk Grade 4;

ii  Clerk Grade 1 1o Senior Clerk Grade 6, at the mte of Senior Clerk Grade 1;

i Clerk 8™® Year to Clerk Grade 2, at the rare of Clerk Grade 1;

iv  Clerk 14% Year to Senior Clerk Grade 6, at the rawe of Senior Clerk Grade 1.

952.11 Non-Eligibility

Higher grade pay will not be paid to employces in the following siwanen:

a Any employee who is directed to perform work in a higher grade for the
purposcs of training, provided chat the work performed is less than the
notmal dudes of che lugher grade positon.

b During periads of telief for an employee absene on flex leave.

C Apprentces, cadets and wainees are employed in training positions and are
not eligible for higher grade pay.

222




22,12 1n making the decision on rthe placement of personnel for relief work and
determination of the grade of pay, the following should be considered:

i Is the person being uolised on a (alning progeram?
ii Is the incambent person enjoving a rate of pay which is higher than normal
for thelr posinon?

92.13 These two factors have to be deermined as it should be made clear ro the relief in
cases where the higher grade pay will noc be the same as the mcumbenc person,

Wages Stalf

92.14 If an employee is direcwed 10 work at a prade higher than their normal
classification for a period of more than four {4) houts they will be paid the higher
grade for the whole eight (8) hours.

Salaried Stafl
92.15 Where an employee is required 1o perform normal duries of a higher grade than
classifred for a period of ar least one (1) full working day they will be paid higher

grade pay at the appropnate grade as prescnbed in the Enterprse Agreement.

92.16 No higher grade pay 15 1o apply for less than once (1) full working dav, or for
penods of flex leave.

Procedure

Wages Stafl

92.17 An cmployee working at a higher prade should note or inform his or her
supervisor to note in the non-standard classificadon column on their dmesheer

the approprate higher rare they should be paid.

92,18 The Supervisor should gign rthe rimesheer and forward o the Payroll section for
processing.

Salaried Stall

92.19 An employee required (o perform the duties of a higher grade is to be so directed
Ly the Divisional Manager,

92.20 Where an employee is ditecred ro perform higher grade dudes the emplovee’s
supervisor will submic an application for higher grade pay to the Divisional
Manager [or approval. Thiz will detail the person who is relieving and the person
bemng relieved, the period of relicf and recommendation for.gradetee paid,

v farypahes
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92.21 Once approval by Divisional Manager is obmined the applicadon should be
forwarded to the Human Resources Division 1o process payment.

93 PUBLIC COMMENT ON COUNCIL BUSINESS

Policy

93.1 Except in the course of official dury, no information concerning Council business
will be given directly or indircerly by an employee withour the express direcion or

approval of the Lord Mayor or General Manager or relevant Divisional Manager.

93.2  Anemployee will not:

i Publicly comment upon the administration of any Division of the Council;
Gr
i Use [or any purpose, other than the discharpe of ther official dunes,

informadon gained hy or conveyed o them through their connecnon wath
the Council,

93.3  Press starcments will not be issued excepr by the (eneral Manager or by such
cfficer as may be depuled by the General Manager.

93.4 Falure to observe this policy will result in disciplinary acion being raken.
Procedure
93.5 Any employee found in breach of this policy and is not able o demonstrate

reasonable cause as Lo why such breach has occurred, will be subject 10 the
provisions of Council’s Disciplinary Procedures.

94 RECOGNITION OF SERVICE

25 years service

94.1 Thar Council recognise 25 years” service by an eraployee through:

i an Annual Dinner for all employees wath more than 25 years' service as ar
1 January;
i ptesenting at the annual dinner an award to rhose petsons whom a long

service award has not been previously presented, the award being ro the
value of $200 (to be indexed for cost of living adjustments);

that all resigned employces with more than 25 years® service are invired to
artend the dinner;




ir the Lord Mayor and General daniger o officiate at the presenration.

94.2  These long service awardy supersede any previously approved awards.
Procedure
94.3  An annual dinner and presentadon will be organised by the Human Resources

Dhvision in accordance wirh the abwonve policy.

10 years service

94.4  Any emplovee who reminares their service with Counal after ten years' service be
invired ro morning /afrernoon ea with the General Manager.

Policy

5.1 Reimbursement of Driver’s Licence

93.2  Thosc employees required o drive a Council vehicle as the pnmary responsibiline
ol their employmenr wirh Couneil will be eligible 10 recetve reimbursement for
their Maotor Vehicle Dnver’s Licence.  No pavment will be made 10 those
employees provided with Councit vehicles on a privale use basis.

95.3 Suspension of Licence

95.4  Iris Council's policy that where employees need a licence for iheir position and
have their licences suspended for periods in excess of one month, thev be
reclassified 10 the position in which they are employed during the peniod of
suspension.

Procedure

95.5  Where an employee’s licence s suspended they will immediacely advise (heir
supervisor and divisional Manager.

95.6  The employee will thereafrer be placed i alicrnate employmenr for the period of
suspension. The nature of such employment will be determined by the needs of
the Division and positions vacant at that point in time.  The Enrempdsc
Agreement provisions for performance if higher and lower grade positions will
apply.

95.7  Where the suspension extends beyond one month the employee will be

reclassified to the position which they have occupied thraughout the suspension.
Wage will be in accordance with Bntetprise Agreemenr provisions for this
positon.
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96 PAYMENT IN EVENT OF DEATH

96.1 In the circomstance where an employee passes away whilst employed and the
employee would have been entitled 10 payment in respect of accumulated leave
cntitlements, or any part thercof, then the amount ro which the employee would
have been enutled will be paid to the employec’s esiate or legal beneficiary (s).

96.2 Lach case will be assessed ndividually 10 determine the appropsiare recipient.

97 OVERTIME AND PENALTY RATES
Policy

971 Sanirday and Sunday and Public Holiday Penaley Rarces
] ] ¥ Ty

97.2 Each ecmployee who is neanally roswered 1o work on Saturday, Sundays and Public
Holidays will be paid as follows:

- Sarurday - time and one half;
. Sundayv - double ume.
. Public Holidays - double nme

97.3  Council may require any employee 10 work reasonable overtime on any day.

97.4 Except as otherwise prescnbed by this Agreement, any employee who is direcred,
by the Divisional Manager or other employee authonsed by the Council, to work

. in excess of their ordinary hours of work | will be paid for all dme at the
rate of dme and one half for the first rvo hours wotked double ome
thereafter.

. Overume wotked on Sundays or an a public holiday will be paid for at the

rate iof double ame.

97.5 When an employee, after having unplanncd worked overtime, finishes work at the
time when reasonable means of transport are not available and where an employee
does not have their own vehicle at work, the Council will provide a conveyance o
their place of residence. lailing the provision of this rranspon, the employee will
be paid ordinary tates of pay for the time it would reasonably rake them to reach
their home, together with any reasonable travelling cxpenses incurred.

An emplovee recalled to work overrdme afeer leaving the place of work will be paid
a minimum payment of four hours pay ar the appropriate overtime rates of pay.
Subsequent call outs within thar four hour period will not artract an additonal
payment. When calculating the hours worked on a call out, travelling tme, using
the most direct route from and to an employee's home will be taken into account.




977

97.8

97.9

N7.10

97.11

97.12

9713

97.14

97.15

97.16

The Recall of Employee provisions do not apply for overime worked of less than
three hours duraton under the following circumstances.

. For the purpose of changing shift rostets; or

. Where a shifr worker does not teport for dury and a day worker or a shifi
worker 1s required (o replace such shift worker; or

. Where a shift s worked Dby arraingement between the employees

themselves.

Meal Breaks

An emplovee who works mwo or more hours overtime immediaely afrer the
completon of a normal day is enttled 10 a 30 minute paid meal break. The meal
break may be waken at the commencement of the overnme period or later by
mutual agreement.

An employee is endtled to another 30 minute paid meal break afrer each pedod of
four hours overtime, provided that they work a further haur, Meal breaks may be
of up to one hours duranon by agreement but a maximum of 30 minues will be
paid.

Saturday, Sunday and Public Holidays

If an employee works 5 hours or more but not exceeding 9 hours 2 30 minute
meal break will be paid.

Meal breaks are paid breaks in these circumstances. The approprate meal
allowance will aiso apply.

Meal Allowances

Overime continuous with the Ordinary Day’s Work

Where an employee s instrucred ro work overdme for two hours or more
ittespective of whether these hours are worked continuously or are broken by the

taking of a meal break, the employee will be paid

1 A meal allowance at the appropriate rate where the emplovee works rwo
hours or more and less than five hours’ overtime:

i An allowance for meals ar the appropriate rate where the employee works
five hours or more and less than nine hours' overnme;

ui An allowance for meals at the appropriare rate where - the employee works
: . e L
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97.17 These provisions apply irrespectdyve of whether the overdme is worked pror o or
following the commencemenr of ordinary duties.

97.18 Overnime not continuous with the ordinary day’s work
97.19 YWhere an cmployee 18 instructed w work overtime for four or more hours
urespectve of whether such bouts are wotked condnuously or are broken by the

taking ol a meal break, the employce will be paid

i A meal allowance ar the appropriate rate where the employee works five
hours or more and less than nine houts” overtime;

i An allowance for meals at the approprate rate where the employee works
nine hours or more and less than thirreen hours” overome;

i An allowance for meals ar the appropnate rate where the employee works
thirteen or more hours’ overtime.

Procedure

97.20 Saladed: An overume fonm must be completed by the employee siatng reason
for overame and hours worked, to be approved by the Divisional Manager.

97.21 Wapes: Onertime must be included on the emplovee’s nmesheer and authoased
by the cerufying olficer.

97.22 Overume will then be paid ar the appropriare rates in the next payroll.

98 HOURS OF WORK

98.1 All working hours exisung prior 16 the commencing date of this Enerprise
Agreement, including those for employees whaose normal working hours of work
are worked between Monday o I'riday inclusive or Monday to Sunday inclusive,
will continue undl such time as agreement has been reached o change them.

98.2 The ordinary hours for all employees will nor exceed on average, thinty-five hours
per week, within the hours of 6:00 am ro 6:00 pm,

Vardadon to working houes will only occur through due processes which may
include job redesign, needs analysis and evaluation and change in community
expectadons. Any vadation is ©» be made only after consulradon, involvement
and agreement of employees, unions and management,

Any apreement 1o alter an employec’s hours of work must be genuine with no
compulsion to agree. Any dispute or difficulty relating to the applicadon of this
hours clause must be pursued through Council’s Grievanee Procedure.



98.4

YB.5

98.6

98.7

OR.8

D8.9

98.10

98.11

98.12

985.13

O8.14

Short Term 5Shift Work

Where special projecis require wocek o be perfornied outside of the usual spread
of hours determined {or that waork, short term shift work acrangements will be
developed following consulmdon berween management, employees and relevane
UK s.

Morming tea and Meal Breaks

a Morning rea for all employees will be aken a the emplovee’s place of work
or where not pracricable, the nearesi safe and pracucable place of work.

. Council wall provide coffee, rea, milk, sugar and iscuits lor salaned
employees.
. Level nwo of the Administraion Building will be retained for sraff
facilinies.
b A meal break oof ac least thirty minutes should be taken following five hours

confinuons work, ¢xcept i unavoidable cases such as  breakdown,
emplovees engaged in conerete finishing, or other reasons bevond rhe
organisarion’s control.

BRest Breaks

An employee will be required to have a rest break of wn hours duradon after
concluding ordinary duties ar overtime and prior o recommencing ordinary dudes
on the nexr day,

Norwithstanding this provision, it is agreed and accepred that alternative rest
break arrangements can be negotiated berween Council and Unions in conjuncton
with negotiadons in relaton to hours of work,

Hours of Work - Wages Staff
General Wages Staff

Lixcepr as orther wise provided, rthe ordinary working hours for wapes employees
will not exceed thirty-five hours per week and will be worked in five days or shifts
of 7 hours 46 minutes each Monday ro Friday inclusive between the spread of
hours of 6:00 am o 6:00 pm,

Wash-Up Time

A wages employees will nol commence to wash-up more-than 10 minutes hefore
the end of the working day.
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98.15 Nine Day Working Period

98.16 Council operates a mine day working period arrangement for its wages saff in
accordance with the Shorter Working Weck undermakings endorsed by the
Industdal Commission on 17 June 1982 and introduction of the thirry-five hour
week in July 2001.

98.17 Where an employee is required o work on whar would have ordinarily been a
Rostered Day Off and where it is agreed, they will be able to possess a maximum
accrual at any onc time of thirty-five hours. These arrangements will be subject

[

. Council providing the employee with notice char they will be required o
work their rostered day prior w the conclusion of rhe shifr immediarely
preceding the scheduled Rostered Day OFf;

. Employees providing 2 minimum of 48 hours notice prior to taking an
accrued rostered <lay. In cases of emergency rhe simanan will be viewed on
its merts.

= If a holiday occurs on an employee's roster day under a roster system an

employee will be pad for their ordinary rate of pay for this roster day or
another day off wall be allowed.

08.18 Senior Ocean Lifeguards or Ocean Lifeguards

98.19 Thirty-five hours per week, 10 be worked in six days, including Saturday and
Sunday and public holidays, as required.

8.2 Cleaners

98.21 Hours will not exceed thirty-five per week or more than 7 hours per day, Monday
to Frday inclusive, between the spread of hours of 4 am to 7 pm and not more
than four hours on Saturday beoween the spread of hours of 4am to 1 pm;
provided that there will not be more than rwe shilts on any one day.

98.22 Supervising Impounding Officer, Impounding Officer and Park Ranger

9823 Will not exceed thitty-five hours per weck including Saturday, Sunday and public
holidays as tequted; provided that the employee will be allowed rwo full days off
each week.

Mechanical Broom Operators - Shift Work

Mechanical Broom Operators engaged in streer cleansing services may be
employed on shift wark subjecr to the following condinons:-




98.26 The ordinary working hours will neither exceed 7 hours 46 minutes per day nor,

08.27

98.28

a8.249

98.30

48.31

98.32

98.33

98.34

98.35

subject o shift arrangements:

- 35 hours per week;

. 70 hours per foremghe;

. 1005 hours in three weeks,
. 146 hours in four wecks

and will be worked under either day shift or nighe shift acrangemens.
Storepersons, Tradespersons and Tradespersons Assistants - Shift Work

Hours will neicher exceed 7 hours, lortv-six minures per day nor 35 hours per
week, or 70 hours per fortnight and will be worked as follows:

. Day Shift - Berween the spread of hours of 6.00 am 10 6.00 pm Monday to

Triday.

. Afternoon Shift - Finishing afier 6.00 pm and before 12.00 am Monday 1o
Friday.

. Night Shift - Finishing afrer midnight and at or before 8.00 am Monday ro
Ericay.

Pool Superintendents, Assistant Pool Superintendents and Pool Attendanis

Hours will not exceed seventy per formight o be worked as rostered, Monday o
Sunday, including Public Holidays, provided that at leasr rwo days are allowed off
cach formight,

Toilet Cleaner - Mobile

Hours will not exceed thiry-live per week w© be worked on Monday o Sarurday
inclusive, between the spread of hours of 6.00 am to 6.00 pm cach day.

Hours Of Work - Salaried Staif
General Salaried Sralf

Liscepr as otherwise provided, the ordinary weekly working hours will not exceed
thirey five hours per week or seven hours per day and will be worked in
continuous periods (except for a meal break not exceeding one hour) berween the
spread of hours of 6:00 am to 6:00 pm Monday e Frday.
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98.36 Library Staff
i Day Workers:

The ordinary working hours for day workers will be thirry-five (35) hours
per week and will be worked on five days, Monday ro Friday Inclusive
berween the spread of hours of 6.00 am and 6.00 pm each day. The
Council may at its opdon require such ordinary working hours e be
worked between the spread of hours of 6.00 am to 6.00 pm Monday to
Friday inclusive, and benween the hours of 9.00 am and 12 noon on
Saturdays.

1 Shilt Workers

‘The ordinary working hours for shuft workers will not be more than thirty-
five (35) hours per week and will be worked in accordance with a regular
roster beoween the spread of hours of 8.00 am and 9.00 pm Monday 10
Friday inclusive, from 8.00 pm to 12 noon on Saturday in straighe shifts not
exceeding eight consecurive hours per day inclusive of a meal break of not
more than one hour.

98.37 Maintenance Security Officers, Civic Adaendanis and Community
Infringement Officers

98.38 The ordinary working hours will nor exceed thirgy-frve (35) hours per week,
including Saturday, Sunday and public holidays as required, provided that the
employee will be allowed two full days off each week.

98.39 Commencing and Ceasing Times

98.40 The commencing and ceasing dmes within the spread of hours mentoned above
and meal period applving will be by mutual agreement between the Council and
the Unicn{s) concerned.

93 USE OF COUNCIL EQUIPMENT BY EMPLOYEES

Pohcy

99.1  Council plant, equipment and tools (cxcept those items defined in 99.10) will be
available for personal use by Council employees subject 1o approval by the
respecdve Divisional Manager.

.2 Approval

i Approval for personal use is the responsibility of the Divisional hanager
controlling the asser 1o be used.
i Delegation of approval may be extended o Divisional Engineer, Plant

lingineer, Assistant Manager and Coordinaror level only,
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093

09,4

99.5

L6

99.7

i Approval s nowa mghrt and each case will be considered on its meris.
v The Divisionat Manager conrrolling the asset will be the arbiter in any
approval process and his/her deaision will be final.

Povate (IPersonal) Use

Items of equipment, plant and wools horeowed may be only used for prvate
YLip 2 S
(personal) use. Use of items for private business use is forbidden.

Special Licences /Salery

Where an item of equipment requires a special licence 1o aperate (eg. Ramset
Gun) 1t 18 the responsibiliy of 1he emplovee @ produce such licence before
approval will be considered. The emplovee must also demonstrare that he/she
has the skills necessary o safely operare the cquipment ro be borrawed {eg. chain
and concrete saws). Where an emplovee is not provided with personal safery
issue, it will be the responsibiliey of the borrower o provide his/her own safery
equipment as appropriaie.

Council Use

All jeems of equipment, plant and 1ools will be available for Council use al all
dmes, ic. emplovee nse will be restncled 10 weekend or overnighr use only. Any
irem borrowed musr be returned by the normal starting nme of the nexe working
day.

IDiisciplinary Procedures

Any employee found guilry of abusing the system will be subjeer 10 the following
disciplinary action:

. 1st Offence - Warning
. 2nd OHence —  Denied aceess 1o future hurrowing.
Damage/Thef(/Loss

Any employee bomrowing equipment, plant or wools is required 1o recurn the item
in the same conditon as when borrowed.  Any damage, theft or loss will be the
responsibility of the employee ©  teimburse Council the costs  thereof,
Reimbursement will be caleulared on the depreciated value of the iem so
damaped or lost.
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99.8 Consumables

‘The cimployee will be responsible for all consumables involved in the borrowing,
te. fuel, oils, blades cic. Any fremn wsing fuel wall be issved with a full fuel rank and
will be returned in the same condition. Blades will be sharpened or replaced ar the
employees cost.

Procedure
999 i The employee will complere the “Applicadon - Borrowed Itemns”
ii The Divisienal Manager or his delegared officer will complete the approval
SECHOT.
1i ‘The borrower shall cerufy as to the condinon of the item borrowed.
v When returned, the item will be inspected and form completed indicaung if
item has been returned in good or poor conditon
" Where charges are payable by the employee, the employee wall authorise
deducnon from nexst payvroll for costs thereof.
ri Each hanager will monitor usage pattems for their staff and equipment.

2.10 Exemptions

The following cquipment, plant or tools will not be available for privare vse of

employees:

i Vchicles, trucks, regstered plant, compressors, welders and poison spray
cquipment.

1 Survey equapment, specialised workshop tesong equipment

i (hher items as determined by the relevane Divisional Manager.

99.11 Collection/Retum

It 1s the emplovee’s responsibality to collect and reram itlems o be borrowed
under no circumstances are Council resources, ep. trucks, 10 be used o ransport
such items.

100 REIMBURSEMENT TO EMPLOYEES OF PERSONAL
PROPERTY LOSS/THEFT OR DAMAGE

Policy
100.1 Employees will be compensated financially by Council for property loss, thefc or

damage arising out of the performance of work dutes. In cases of thefr, where
appropriate, a completed police report form may need w be submiteed.
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Tools of Trade

1002 Where an emplovee is required as a conditon of employment to provide his/her
own 1wols and such 10ols are Inst, stolen or damaged the relevant Division will
financially compensate legiumate claims. The division will replace or 1epair the
tools which have been losi, siolen and/or damaged with rools of an equivalent
standard.

100.3 Each employee 15 required to mainrain an up-ro-date list of his/her tocls of rade
and submit a copy of this list to the relevant Divisional Manager for reference in
the event of loss, thefr and/or damage of any of those tools.

Personal Property

100.4 Personal property remains the responsibility of the employee. However, the
relevant Division will reimburse the employee at the amount(s) indicated within
this policy for the loss, thefr and/or damage to items of personal property arising
from the pecformance of work duties.

$ Claim
1/7/01 (5%) [1/7/02 (4%) [1/7/03 (3%)
Work bag {(maximum claim) 69.50 72.30 74.45
Street clothes — shitt/blouse {per item) | 46.35 48.20 49.65
Trousers/ skirt/slacks 69.50 72.30 74.45
Pullover - 57.90 6020 62.04)
Wacch 81.05 84.30 86.80
Shoes - 69.50 72.30 7445
Sunglasses (non optcal sighe 92.65 96.35 96.25
correction) ) _
Towel 12315  [2400 2470
Lunch box 5.60 5.80 5.95
Thermos flask 11.55 12.00 12.35
(pucal prescoption sight correcton net cost only | net costonly | net cost only
glasses, including appropniate tint
Wertsuits 173.75 180.50 185.90
Wer weather clothes — coat/ rousers 40.55 | 42.15 43.40

Note: These ammonnis are fo be increased in acoordance with % enferprise agrecrmend iRareases,

100.5 Where a Council Ocean Tnspector incurs the theft of sunglasses, sight correcdon
glasses, watch, towel or sueer clothes, evidence of forced enry will not be
required o be cstablished in order for the claim to be aceepred. Claims for thefi
of wetsuns from Ocean Lifeguards will only be accepred when those officers are
authorised by their Divisional Manager tv operate Coundfs inflatable rubber
boats.

Noger Al claims fn exvess of $250 are 1o &;__fgj}gjg{_f_rf_@mﬂ’f Chatras Officer, Eixctension

7030, | Regy
|{ . hegistered
'I Enterprise Agreement

||( Industiial Registrar
| -
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Special Circumsrtances

100.6 Employees may be required to possess pardcular items of personal propertry
and/or 1ools to enable them 1o effectvely underrake work dutes. Where such
special drcumstances exist and loss and/or damage of such properny occurs, then
subject to the determinadon of the relevant Divisional Manager, claims for loss
and/or damage of such special properry will be reimbursed or propetry replaced
by that Division.

Procedure

100.7 Claims for loss must be submitred 1o the Divisional Manager.

100.8 The Divisional manager will assess the claim and determine reimbursement
according to the above schedule,

100.9 Payment will be made to employees by cheque, funded from the divisional budgec.
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Xl GRIEVANCE PROCEDURES

101 GRIEVANCE PROCEDURES
Policy

101.1 The following procedure is designed 10 assist management and emplovees to
avoid and settle any grievance, complaint or dispute at the workplace.

Procedure

101.2 Anv emplovee should in the first instance discuss any mater affecting their
employment with their immediare supervisor.

101.3 When requested by the employee or supervisor, the union delegate will discuss any
matter affecdng the cmployee with the employee’s immediate supervisor.

101.4 Grievances should be resolved at their lowest possible level. Each level of
supervision will be consulted in an artempt to resolve the marer before ir
proceeds to the nexe level. No matter will proceed above the divisional manager
level unil all reasonable attempts ro resolve the gnevance have been explored and
applied.

101.5 Any conferences required will commence within 24 hours or ar a ame agreed by
the parties.

101.6 Should the matter not be resolved ar the above levels, the union should request
the Manager Human Resourees to be involved. In the event of the prievance sall
being unresolved, the relevant Director or General Manager should be requested
to arrange approprate conferences to discuss and consider the grievance with the
affecred pardes.

101.7 Without prejudice to either parry, all work will continue in accordance with the
erms of this Agreement while the mauces in dispute are sall in the course of
ncgotadons.

101.8 At any stage of .the proceedings, however, the pames may seck the assistance of
the Industtal Relavons Commission. Recourse to this procedure, however, should
not take place unal every endeavour has been made ro resobve the issue in
accordance with this Gnevance Procedure.
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PART G

DEFINITIONS

le.'d‘_i ce

Provide informadon and/or counsel

Agree 1o negouare

Commitment 1o discuss with intention to a murual scttlement

Agrecments

A mutual settlement

All affecred unions

All unions partes to the agreement

Altemative outcomes

Outcomes which may have indirect impact in areas other than those

specifically identfied

Analyse

Examine crotcally , so as bring out the essenual elements

Analysis of target

Cnucal examinanon of idendfied markets.

markers

Andcipare Foresee and be ready

Approvals Process thar Council is responsible [or approving
Assessing performance Examination of performance

Assistance Help

Audit effecavencss

Structured examination of performance against identified standards

Benchmark Identfication of compatible organisations and the process of
companng Council performance against those organisations

Benchmarking The process applied in the identfication of compatible organisations
and the process of comparing Council performance against those
OrgaNisatons

Best pracuce Idendfication of organisations who are ** best™ in a particular process

and analysing for possible adopdon of such best pracdces

Breach of contmact

condibons

Action which is contrary to defined contractual requirements

Briefing strategies

Communicadeon of direcdons, plans and processes

Business

Business like acovities

Business needs

The identified requirements of a business unit in order to rneet

customers needs

Business process reviews

The review of and examination of the way in which a work area

processes are performed.
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Casual staff

Employees who are engaged 1o meer shorr term demands on an

irregular or infrequent mannce

Closer to the customer

Ensuring thar delivery of processes meet the identfied and specific

nceds of the customer

Commionent to

satisfaciory performance

Agreement, support and collaberanon wwards providing

performance to agreed performance specificarions

Commirred and skilled

people

Moovated, empowered and appropriately competenty trained people

Commireed Agreement

A shared and motvated approach 1o achicve agreed surcomes

Common vision

An undemsianding and agreement 10 a shared long term objective

Communicy

Ratepayers and cizens of the Wollongong Ciry local Government

arca

(Communiry and

cusiomer necds

ldenaficanion, collation and documentaton of the end users needs

Communiry's lifestyle

“The Wollongong Ciry local arcas standard of existence, activiry and

cffecdveness consistent with idendhed needs

(comnparison of cosis for

the provision of the

Cruical analysis of the financial and non-financial advantages of

providing a particular service

service

Competencies The specification of knowledge and skills and s applicadon across
Council w idenufied standards of performance

Competency ‘The process for the idenufying and applying comperencies which

development mcasure the standards of performance for processes and jobs

Compedve Following analysis of all factors and in accordance with the idenafied

specification, the final costs for the provision of a service is

comparable

Compeudve analysis

Process applied for the analysis of factors that contribute to the costs
and quality of the service according to the identdfied process and

specification.
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Compedrive basis

Comparadve costs in providing the setvices and produces in

accordance with the idennfied specificadon

Compedave gap

The difference in costs in providing the services and products

compared to ather providers

Competitive market

The services and producrs available in the marker

Competuave
performance / service and

provisions

The provision of services and products in accordance wath idendfied
customer specifications which is comparable with other providers in

costs, qualiry and tirneliness

Compedrive units

Work units which can provide services and products in accordance
with identified customer specificatons which is comparable wath

other providers in costs, qualiry and tmeliness

Compentveness

Able to provide services and producrs in accordance with identified
customer specificatdons which 1s comparable with other providers in

the marker place in terms of costs, quality and timeliness

Competitor analysis

Ctical analysis of othet providers in the market and an
understanding of their ability to provide products and services in

terms of costs, quality and timeliness.

Competitors

Identificadon of other providers in the marketplace.

Complerely or

substanually bndged

Movement towards meeong idendfied standards of performance

Compliance

Sabsfying ot meel requicements or standards

Compulsery competitive

tendering

Calling for renders as 2 means for determining the best price and

service for meeting a determined specificadon

Confixm ongoing

Employment security for the life of this agreement

employment secunty
Constructve Positive, progressing forward
Consultation Process for shanng information with stakeholders

Consultative process

An agreed process for the shating informadon with stakeholders

Condnual performance

reviews

Ongoing repular performance reviews, review of results on an

ongoing basis
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Conrinuous learning

Learning on an ongoing basis 10 meet the needs of individuals and

Council (o achieve idenuficd objecuves

Contracring of services

Corporate Plan

5 vear, rolling | vear plan of Council’s dircerion 1o mect customer

needs

Carporate process

A process for the collation and documentauon of corporate business

activities in accordance with policy and procedures

Cost ellective

best possible price

Costing comparison

Comparison of costs with other comparable providers

Councils overall healith

and well being

Councils’ overall performance against its vision and mission

Cuarrene and future

Products and services currently being provided by Council and ¢ould

service be provided in the future
Customer Process of interaction with idennficd cusromers
COTNIMUNicATIon

{Customer focus

Centenng on the customer and cheir needs

(ustomer focused

The culrure of centening on the customer and rheir needs

(ustomer responsive

Centenng on the customer and respanding 10 their specilic needs

Customer service

The provision of services within customer specificarions

Cusmomer service

delvery

The pracess of actual provision of services w the customer

. uslomer §ervice

standards

‘The idenrificarion and decumentarion of customer specilications

Customer-ogented

The cullure of focussing and understanding the customers needs and

providing products and services within their specifications

Customers

To those whom a product or service 15 provided

Define specificatons

The process for klen lif}'i}l_g.:ﬂ;d documenrting a standard of

performance

Definiuons

Asszist in understanding the inlent

Delermine coss

The process for undcmimﬂ:&;gﬂiﬂtﬁmhf acrual costs
- » u 1
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Development

To bring out the possibilities and bring to an advanced sure

Development of
prrformance

specifications

Identificadon of entena for measurement

EEO 1ssues

Equal opporrunity as defined in the And-Discriminadon Act

Eftective consultanve
strucrure and

arrangements

Consultatve processes that enables positive and advancing ourcomes

Efficiency improvement

Advancement of 2 PrOCEss

Efficient

Eftfective use of resources ro meet product/setvice specificadons

Employee accountabiliry

To be called to aecount for the results of work provided an the ethic

appled

Employee involvemnent

Positive contribudon and pardcipation

Employce rotaton and

interchange

dMovement of employees from one job to another

Employce understanding

Knowledge and awatreness

Employment security

No forced redundancy for redundant posidens but alternadve

employment

Empower employees

Enable employess to become more autonomous in the decision

making process for the provision of a product and/or service

Encouraging Support

Encouraging and Supporting and encouraging ideas for making improvements
rewarding innovation and

creativity

Enforcement Comply with

Enhance Improve, make better

Ensute our services are
efficient, on-time and
cost effective and

compehdve

Develop and apply products and services which meet defincd

specifications

Enoulements

A right ro ¢laim something
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Environmental issues

Issues that affect the aggregate of surrounding rthings, conditions or

influences

“nvironmental scan

Secking to collate issues that may impact on the environment

Equal emplovmeni

GPPOCTUrI Y

| Policies and procedures which meer requirements of the Anri-

Discomanadon Act

LEguirable, fair and safc

The application of faimess and equiry and removal of Ask

workplace
listablishing Serup
Evaluate Analyse and examine

Facrors limuring

Issucs thay place resinicunns

Farmnily fricndly working

Arrangemenes

Arrangemenrs that facror in impact on emplovees and their familics

lamily responsibilitics

Responsibilitics that are recognised as which employvees have w cheir

farmilies.

Flexibility

Abiliny and willingness 1o undertake a variery of rasks, jobs, roles and

funcrons

Flexible and responsive

working arrangements

Conditions of work which support the abilire 1o move quickly 10

meet chanping customers needs

Flexible hours

Hours of work which are structured 1o support the ability 10 move

quickly 1o mect changing customer and individual needs

Feamework of the

Enterpose Agreement

Structure or framework which enalsles the application of the intent

and objecuves of the enterprse agreement

l*unure secunty

No forced redundancy for redundant positions bur alternarive

employment

Gap

The difference 1n costs in providing the services and preduces

compared 1o other providers

(yap analysis

Analysis of the reasons for the differences in providing the scrvices

and products compared 10 other providers

Grow/expand our ‘To maximise the ¢conamic porenrial \
'
busincss h
Harassment issucs Removal of unwanted advances, O
Y o
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Idendfy

Recognise or establish

Identifying

The process applied in recognising or establishing

Immediate nooficadon of

Advising the appropriare stakeholders immediately prior 1o

commencement

Impiement qualiry

SETVICES

To put into effecy, apply 1o the provision of products/services

Implement workplace

reform

To put into effect changes 1o improve the wotkplace

Implementauon

To put into effecr

Improved delegarion

Improved system rhar allows decision making

Improved rewards

Better means for recognising

Individual and team
performance

mandgement Systems

Process to assess individual and tearn performances against agreed

standards

Individual

divisions/areas

Specific work arcas, Divisions of Council

Individual pay/wage

QUICOIMES

Changes to an employees pay ot wage

Individual reams

Specified and idendficd teamns

Informal local

Eg.I.'EE [ments

Waorking arrangements which have become institutionalised but are

not written or supportng exising policy and procedures

Inlommadon and analysis

Drara which enables critcal examinadon

Inidation

To begin or commence

Innovabgve and customer

focuscd approach

Progressive, contemporary that is tarpeted to customers

Integrated

Linking of the parts rhat meet a specific objecave

Integrated basis

Intent of process to linking of the parts that meet a specific objectrve

Inregrared customer

service delivery

Intent of process ro linking of the parts of a process to meet the

provision of a product and service to the custemer

Integrared customer

service for telephone and

Intent of process to linking of the parts of a process to meet the

provision of a product and service to the customer through
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COUNIET SCIVICCE

interacdon with welephone and face 16 face contact.

Integrity

Honesty, upnght, prabiy

Interesting and

challenging work

The process of providing work that increases the atention and

cunosine 1o emplovees.

Inrernal communications

(:ommunicauon [ramework rthat enhances the knowledge and

understanding of employees

jcc

Joint Consultative Commurtee

Job evaluartion

Svsrematc process ro establish intemal pay relauviry to jobs 1n

Council

Job redesipn process

Process tor the review and development of jobs that meet customers

idendfied needs

Jab roles

Poncipal function of a job

Joob sharning

When a full ime posilien is shared by rwo or more emplovees

Performance indicarors

Pecformance indicators that measure the progress of Counail or s

process towards mecting idenulied outcomes.

Knewledpe and skills

Understanding, ability and competency

[.eadership

{uide the direcrion, course, acnon or culure of Councll

Learning

Acquire the knowledpe of or skill in by instruction, training or

expencnce

Learning organisation

Providing a culture of Council which ¢ncourages and supports the
acquisition of the knawledge of or skill in by instrucdon, waining or

experience

[.caming reams/ strucrure

Providing a culrure of a team or strucrure which encourages and
suppons the acqusition of the knowledge of or skill n by

INSIFUCHON, 1AININE Or cxperience

Level playing ficld

lqual fooling or basis for compaason

Life of the agteement

Agreed period of the registered enterpnse agreement

Farcal Area Agreemenes

Agreemnent reached at the work sire/ Business unit that may vary the

main registered agreement

Local Areas A specific work sire, funcrion or group of employpes
= —

Local work arcas Specific work site or work drea  peoistored ‘
1 - L szesenprt
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Localised service debvery

Provision of services o the specific needs and locadon

Manage the process

Plan, direct, organise and control a process

Market requirements

Specifications or crirerion rhat exists in the marker place

Ahlarket research

Gaining an understanding of the charactensucs, history and

influences of 2 marker

Market 1esang

Comparison with those operanng in a pardcular marker

Markedng plans

Stratemcally planning the interaction within the market place

Meer customer and

community needs

Satisfying cusromer specification and standards

Monitor

On going review

Monitoning of

Agreement

Review of the operaton of the agreement

Narural work eams

Those teams that can be clearly defined and separated by the narure |

of the work

On-tme Delivery of scrvices wathin the time specified in the service
specificanon

Organisatdon change An agtreed process of reviewing the organisation strucrure to meet

the needs of the customer

(Jrgarusation structure

The organisadon strucrure which enables the provision of a quality

service and product to the customer

Organisational objecdves

The identified objectives o meer Councils’ Coamrarc Plan

Organisagonal

performance

The performance of the organisation as measured against

performance indicarors.

Organisational structures

Otganisation scrucrures which enables the provision of a quabry

setvice and product ro the customer

(Other resources

Resources such as rechnology, finances, informaton et

Cur-sourcing

arrangernenits

Established arrangements for the engagement and management of

external providers to meer identified outcomnes.

Participation

Involvement

Participauve analysis

Involvement in the crirical examinadon

Partciparive skills

Involvement in the development and applicauon of skills
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Reduction in work

telared mjurics

The number of work relared impuncs s lowered

Reprular reportng

Standard amelrame for providing information

Relevant division

nanagement

Management of Cooncil division directly effecied

Removal of barners

Take away impedimenrs

Responsive emplovees

Emplovees who react guickly and posidvely o situations

Resuicove demarcations

Work practices that prevent effective provision of service/producrs

Rewraining process

Acuvides to pive employees different skills and infermarion

Review

Examine and evaluate

Revicw and assessment

Examinaaon, evaluaton and detcmuning againse a cotena

Review of the rvpes of

sCrvices

Examination and evaluation of the range of services provided

Review policies and

pracrices

Lxamination and evaluation of Counal’s gaidelines and acrivities

Reviewing

Examination and evaluarion processes and procedures

Reviews of business

processcs

Examinadon and evaluaton of the way Council does is husiness

Reward and recogniuon

SLUCIUrcs

Procedures for identifying, asscssing and benefiting, sraff activides

Rewarding

F.erums o salT

Safc work pracdces

Working processes to ensure patential for accidents is reduced

Seeking shared soludons.

Pursumng answers te problems thar al! parties panicipate in and agree

upon

Self assessment

Process of examination and evaluarion underntaken by Council

Sclf managed work teams

Groups of siaff responsible and accountable for all aspects of their

work

Service level agreements

Agreements berween providers and customers defining service range

Shaning/comparing of

imformanon

Izxchange and examinarion of information
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Skills based classificanon

structures

A classificadion of pasidons that is based on skills required o do 2

particular job

Skills development

Acquisition, improvement and change of an employees skills

Skills development

Opportanides

Access to and pan:icipm:inn n acovines thar develop skills

Specific purpose reams

Teams established for providing a speafic function

Stakeholdcrs Those people who have an interest and interacuen with Council
operations
Standards A level to which products/.services are provided

Serategically planned

workplace agreement

Establishment of agreement that meets current and furure objectives

of Council

Sereamlining the

Analysis and rationalisation of processes to improve efficiency and

processes effecoveness
Suppliers Providers
Support Encourage and assist

Support communications

Improve and enhance communications

Technelogical Contemporary issucs and improvements in a particular functien
developments
"Technology Applicadon of pracucal, mechanical sciences to Council business

‘T'empotary statf

Staff employed for 2 fixed penod of tme

Toral organisation

Council as 2 whole

Training Transfer of knowledge and skills
Training of staff Process for transfer of skills and knowledge to seaff
Tmnsfer Pass on to others

Unified commionent

Combined approach

Unscheduled absences

Unplanned or unanticipated absence

Unscheduled

absenteeism

Trend in unscheduled absences

Use of exrernal

resoutces/ support

Engagement of resources outside of Council

250




Value for money

Cosr effecuve assessment of product/service

Yalues

Principies applicd by Council in its interacnon wath siaff and

CUsIEOMICTS

Volumary redundancy

Acceprance by an employee 1o exit rhe organisation in accordance

with Council’s policy

WCC Wollongong City Council
Whaole of job Assessment of performance considenng all aspecets of the position
performance

Wholesale privatsation

Complete removal of arganisarion from pubilic w povare ewnership

Winning emplovment

seeurry for all employees

Through comperitive pecformance enabling staff to secure posigon

Waork alongside Council

staff on a projecr basis

Peaple emploved by organisations other than Council working with

Council sraff

Work pracrices

Actons and processes that constirure how work is underiaken

Work processes

Step by step methad of how a sk is underaken

Work related mjunes

[njunes susrained ar work

Working condidons

IZstablished erms and conclivions that apply in the workplace

Waorkplace healch and

safery repuladions and

requirements

Defined statutory requirements and standards thnt-applj.' to

warkplace OOHS
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