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STAFF AGREEMENT

INTRODUCTION

Preamble

1.1 This Agreemenr (the ‘Agreement’} shall be described as the Newcastle
Permanent Building Sociely Sialf Agreement 2003. This agreement was nol
entered into under duress,

Partiey Bound

1.2 This Agreement shall be binding upon rhe Newcastle Permanent Building
Seciety Limired and the group of companies listed in Schedule One (the
‘Society’), all Employees who are employed by the Soeicty (the ‘Employees”
and the I'ederated Clerks Union of Australia New South Wales Branch. The
Sociely and the employees holding the positions referred to in Schedule 3 may
make individual contracts .  Staff employed in a Call Cenire will negotiate a
scparate agreement, ‘Lhe condilions of employment of empioyees on individual
contracts will not be less advantageous to employees than the current
agreement.

Representation

13 This Agreement was negotiated between the Society’s Management
Commiltee, an employee clected staff committee, and the Federated Clerks
Union of Australia New South Wales Branch.

Application

1.4 From the date of approval of this Apreement by the Industrial Relations
Commisston of New South Wales , this Agreement shall regulate the condilions
ol employment of the cmployees, w the exclusion of all Orders, Awards of
Indusirial Agreemenis.

1.5 This Agreement may be altered in accordance with the Indusirial Refarions At
{996 (2s amended from time to time), or by agreement between the Society and
the Employees, evidenced by a vote taken in accordance with the pravisions of
the Industrial Relations Aet 1996,

1.6 Nothing in Lhis Agreement limits (he application to any employee of any of the
provigsions of the dnmual Holidays Act 1944, the Long Service Leave Act 1955
or the parental ieave provisions under Part 4, Division 1 of the Indusirial
Relations Act 1996 and the terms of this Agreement arc supplemental to the
provisions of those Acts.

Registered
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FExclusions

1.7

2.1

2.2

2.3

24

J.1

32

3.3

The provisions relating to Overtime, lours of Work and Allowances do not
apply to the persons holding the positions identified in Schedule 3. other than
for Loans Officcrs, Office Muanagers, Assistant Managers, Reliet/Trainee
Managers and Managing Suporvisors, excepl where otherwise apreed in
writing between those Employces and the Socicty.

TERM OF THIS AGREEMENT

This Agreement is intended to have effect from 5 January 2003 and any
additional benefits conferred by this agrecment shall be provided with
retrospectiviry from 5 January 2003,

‘The term of this Agreement shall be a period of | year from the dace of ils
commencement

Until it is etther terminated in accordance with the provisions of the Industrial
Relanions Act 1996 or replaced by a further agreement behween the paries, the
provisions of this Agrecment shall remain in force and shall continue to
regulate the conditions of employment of all the limployees.

Copies of the Agrecment will be made available to all Employecs
AIMS AND OBJECTIVES OF THE AGREEMENT

The aim of the Agreement 15 to:

(a}  specify and record the minimum salaries, wages and conditions of
employment of the Employees;

(b)  speeify and record the procedures for the resolution of disputes between
the Socicty and the Employees; and

(¢)  enable the Sociely and the Employees to receive ongoing benefits from
enterpnise bargaining within the Newceastle Permanent Building Society
Limited and its Group of Companies,

The Soctety has established u repuration for efficiency and service founded on a
solid base of absalute financial security.

Through participation, leam work and a shared vision for the fuinre, the Society
and the Emplovees will continue o ac and measurable

IVily gains. ;
productivity gains Reglﬁtered
RIPre Agceement
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34 This Agrcement will establish a foundation to ailow Employees greater
ﬂexibﬂityandprwidcmnupparhmiﬁestubmmhighlyskﬂledinm
endeavour to ﬁnﬂlerthemhmlgualsufmeSucictymdﬂnEmployeem

a5 TugcﬂwrﬂleSocietymdﬂ:eEmployeulhnm:nhanoeﬂmphﬂosnphynhmdy
adopted by the Society and the Employees. ‘
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3.6

3.7

Together the Society and the Employees will:

(a)

{b)

(c)

(d)

(c)

Create a culture where there is an undersianding of the rslationship
between productivity improvement and benefits to both Society and
Employees.

Improve all produclivity meusures such as quality, technology, cost,
work organisation, product and service delivery.

Provide a maining facility and cdueation assistance program o improve
career opportunilics and job enrichment.

Establish participative and consuhative processcs which cncourage
Employees to overcome any barrers Lo productivity improvement and
COmMinICation.

Implement performance improvement programs which huve attainable
standards so that achievable targets can be eslablished, understood and
apgreed.

The aim of the Society for the future is Lo continue lo:

(a)

(b)

()

(d)

(e)

@

(g)

[ulfil people’s aspirations of home ownership by providmg a consistent
and affordable source of finance;

promole attractive savings end investment opportunitics backed by the
Society’s finapcial strength and security;

continue to provide the highest quality and convenience of customer
scrvice;

generate a level of profit capable of ensuring a strong independent
regional financial corporation;

proudly accept our social responsibility as a caring and concerned
corporate citizen;

develop a workforce with the neccssary skills 1o provide products and
serviccs on a consistent basis to ensurc our continued sucecss and
Prospenty;,

to achieve these ohjectives, the Society believes fhat:

(ty  cmployees should be involved i in their work

areas Registered
Enlerprise Apgro:ment
|
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4

(ii)  employees should have opportunilies lo develop their potential
withm the framewotk of the Socicty;

(iii) ecmployees should benefit [rom the success of their efforls;

(v}  ‘There should be a willingness 10 endorse flexibility of jobs and
duties.

DEFINITIONS

In this Agreement, unless the context indicates otherwise:-

4.1
42
4.3
44
4.5
4.0

4.7

43

4.9

4.10

4.12

4.13

4.14

4.15

4.16

*Agreement’ is defined in Clause 1.1,

‘Cashier’s Performance Allowance’ is defined in clause 8§ 46.
*Confidentielity Agreement”® is defined in clause 6.12.

‘Day’ is any calendar day. Registered
Enterpnse Agreement

‘Employees’ is defined in clause 1.2,
Industnal Repgstrar
‘Full 'l lme Empiloyee’ is defined in clause 9.2,

‘Casual Employce’ is an Employce who is not a Part Time, nor a Job Share
nor a Full Time nor a Permanent nor n Occasional Employee,

‘Inconvenlence Benefit’ is defincd in clausc 8.65.

‘Normal Day’ is any period of seven hours or more worked by an Employee
dunng one calendar day.

‘Normal Hourly Rate’ is the rate of pay of an Fmployee determined by
dividing his or her normal rate of pay by his or her Ordinary Hours.

‘DNormal Operating Hours’ is defined in clause 9.5.
‘Ordinary Hours’ is defined in ¢lauses 9.1 to 9.3,

‘Part TIme Employee’ is one whose Ordinary Hours are less than 38 per week
and who is not a Casual Employee

‘Permanent Employee’ is any Employvee who is not a Probationary Trainee. or
a Casual Employec.

‘Probatlonary Trainee’ is defined in Clause 7.7.

‘Society’ is defined in clause 1.2,



4.17
418

4.19

4 20

421

4.22

4.23

424

4.25

4.26

4.27

4.28

“Week’ ig & calendar weck.

‘Year' is a calendar year.

‘Productivity Superannuation Fund® means the Newcastle Permancnt Staff
Ilan,

“Speclalist Stafl” are employces whose positions require special knowledge
and skills. This may include such positions as Loans Officers,[.oans Assessors,
Computer Programmers/Shifi Leaders and Collections Officers as determined
by the Society.

‘Senlor S¢all" are cmployees who require special knowledge and skills and
hold senior positions within the organisation. Senior Staff are listed 1n Schedule

3 of this Agrecment.
“I'ralnee’ is defined in clavse 7.11.

“Job Share’ shall mean a single position which is shared by two(2) employees
{(refer cleuse7.39).

“Occaslonal Employee® is not covered under this agreement, but arc people
Who are¢ employed on an irregular basis o perform durties not part of the
Socicty's normal functions.

*Continuous Employment” shall mcan unbroken productive scrvice in any
capacity. Parental leave, and any unpaid Icave or breaks of service for less than
two months do not disqualify the craployee from this meaning, However such
absences do not count towards the total employment period,

"An Employee’s Ordinary Pay’ {s, [or the purposc of calculating lcave
entftlernents upon termination, the total of the cash component plus the value of
any salary sacrificed superannuation and does not include the value of a
concessional staff laan and motor vehicle.

For the purpose of calculating salary increments and concessional housing loan
entitlements, an employee's salary is the total of the cash component plus the
value of any salary sacrificed superannuation and does not include the value of
a concessional staff loan and motor vehicle.

“Unlon™ shall mean The Fedemted Clerls Union of Ausralin New South
Wales Branch

“Award” shall mean the Clerical and Administrative Employces in Permancnt
Building Socictics (State) Award,

Registered
Enterprise Agreemant
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5 SOCGIETY EXPECTATIONS OF ITS STAFF

Product Knowledge

5.1  Every Cmpioyee is required to meet certain minimom standards of product and
job knowledge as described in his or her career path and job siructures,

5.2 These standards will [orm part of regular evaluations and perfonnance
appraisals. The Socicty will provide formal training and on Lhe job experience
which will assist in helping Employees achicve these standards.

Customer Service Standards

5.3 The Saociety prides itself on offering a very high standard of customer service.
As parl of the team, Cmployees will be expected to cnsure that this excellent
record is maintamed :and enhanced.

5.4  Atall times Employees will be expected 10:-
(a)  Display a warm and friendly attitude

(b} Display iheir name badge and to infroduce themselves over the
tclephone.

(¢)  Bc atientive lo cusiomer reguirements
(d}  Usc customers’ names

{e)  Be positive in cverything they do

(f)  Refcr when unsure

(g)  Have patience

(hy Listen
_ Registered
(i)  Smile Enterpase Agreement
Personal Qualities Indusirial Registrar

5.5  Perscnal qualities required of all Employees include:

(a2}  Dress and Appearance - Must be clean and neat ar all times. Where
provided, the uniform 15 o be wom in accordance with Society
glidelines.
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(b) Communication - should be clear, pleasant and withoul slang or
oflensive lanpuage.

()  Punctuality

(d)  Reliability and dependability

{¢)  Enthusiasm and hard work

(), A desire to perform to the best of their ability in all aspects of
employment

(® Diligence

{h} Loyalty

{0) TTonesty

(i3 Confidentiality

Personal Skifly

56 Employees will be required to display those skills which ensure that the
customers of the Sociely receive the best service the Socicty is able to ofler.

These include:-

(a)  The ability to form a rapport with both customers and fellow Employces.

(b)  The ability lo handle problems, competently within the guidelines of
Society policy.

{c¢) The ability to work as part of a r1eam, acccpting appropriate
responsibilities and being accountable.

(d) The willingness to mot only handle the quanbty of work set, but lo
maintain 4 high standard of quality in the performance of their duties.

(¢)  The desire Lo show initiative and o strive for continual improvement.

{{)  The ability to accept constructive criticism, and to respond accordingly.

{g) The ability to commumecate with customers, fellow Employess and
SUPETIOTS.

{h)  The willingness 10 follow directions, policy dcaisions and Society
guidelines as required.

Customer Skills

5.7  Every position within the Sogiety requires a high degree of cusfomer skills.



3.8

3.9

Where specific skills are required as an integral part of the job, such skills will
be explained and levels of expertise will he determined as part of that position.

Competence in the care and usc of Socicty equipment is cxpeeted of every
Employee, Training will be available to ensure Employees have the necessary
skills for this purpose.

General Product & Society Knowledge

310

512

Hach Fmployce will be required to have some gencral knowledge of the
Sociely, its history, predominant investment and loan products, and its internal
siafT struclure. Training will be available in (hese areas.

Other activities, mcluding internal mail procedures, stationery usage and
telephone technigues need to be undersiood and followed by cach Employee.

The role and function of each Department and Branch will need to be
understood and followed by each Employes.

Security & Emergency Procedures

513

.14

Once trained, Employees are expected to know, understand, and follow the
Society's policies in the areas of?-

(2)  lold up and Robbery
{b)  Blackouts or power lailures

(¢c)  Emergency evacualions (e.g. enrthquakes, fire drills, bomb threats etc.}
and asscmbly areas

(d)  Cash handling
{e}  Customer information and privacy

() Society records and files Registered
Entesprise Agreement
{g)  Tclephone usage
Industrial Registrar

(h)  Enty, Lockup and Alarm requirements
{1) Emergency numbers

Special consideration will be paid to enhancing security amapgements  In
particular, Employce safety during robberies or attempted robberics will be
given the highest priorily. Sccurity measures such as silent alarms, automatic
cameras and security codes as well s appropriate training will be provided.



6

GENERAL CONDITIONS of EMPLOYMENT

Labour Flexibility

6.1

(.2

This Agreement will enable the Society to continue to offer its services and
products ag required by the market in which we operale. Our conlinued success
1n this endeavour is largely dependent an our ability to meet swiftly all changes
as and when they occur. Flexibility of work conditions is an integral part of that
ability,

Every imployee shall attend al any place of work determined to be in ihe best
interests of the Society, but the Society agrees to comsider the personal
preferences and abilities of cach Employee in making any such determination.

Amenifies

6.3

The Society agrees to provide ingredients {including coffee, (ea, milk, sugar
and boiling water) and utensils and where practicable, a suitably equipped staff
room with a refrigerator for Employces' use during meal and tea brenks,

Training

.

The Soctety acknowledges its abligation to train Employecs and places great
importance on this. Training is, and will continuc to be, a major strategic ool of
the Society. Acquiring technical skills as well as job and product knowledge is
4 cemral focus of Human Resources, and Personal Develapment courses,
particularly for Supervisors, Managers and other Semior Employees will
continue. Delegates of the Federated Clerks Union OF Australia NSW Branch
will be able to attend delegate training conducted by the Union without loss of
income. The Sociely will be provided with a minimum 4 weeks notice prior to
datc of training. Time allocaled will be two days per annum per delegate with a
maximum of four delegatcs to atfend at any one Lime.

Registered

Enterpnse Agreement

Education Assistance Program

6.5

6.6

iTar
The Society recognises the importance and
it offers an extensive range of “in-house”
certuin appropriate external studics may
individual Employees.

Tn support of this the Society will reimburse course fecs and provide subsidies
for text book purchases under the following conditions:-

(a} The Employee must have a minimum of 2 year's service or at the
Sociery’s discrenon.

{b)  The course must be relevant to the needs of the Socicty, as determined

10



6.7

0.8

by the Socicty and must also be relevant 1o the Employee’s pesition
and/or career path.

(¢) Reimbursement of fecs will be made only after the successful
completion of the year or term for which the fees apply.

(dy  Textbook subsidies are based vn 50% of cost and when those texts are
no lomger required by the student they become ihe property of the
Society. These exts will form part of the Society library and may be
made available to any Employee.

(e} Requests for the Education Assistance Program are (o be submitted to
the rclevant Regional Manager or Department head who will make an
appropriatc recommendation before suzbmithng the request to the Human
Resources Manager.

The Socicty will granl study Leave of one(l) day per subject for a course
relevant to the nceds of the Society, as determined by the Society and must also
be relevant to the Employee's posiion and/or career path in eddition to
Examination leave of one (1} day per cxam shall be granted refer to clause
10.16.

Participatton in this Education Assistance Program will only be agreed to
where:-

(a)  thc Employee’s level of work performance remains high;
{b}  the Employee passes the appropriatc examinanons and assessments; and

(¢)  the coursc of study is of relevance to both the Employee’s career path
and the interests of the Society.

Affirmative Action, Equal Employment Opportanity and Anti-Discrimination

6.9

The Society is committed o providing a workplacc which is free tfrom all
forms of Harrassment and Discriminalion For morc information refer to the
Society's Policy and Procedures on the Sociely’s Intranct for copics of Policics
relating to Sexual Harrassment, Fqual Enp and

Harrassment Policies. . Registered
Fnterprise Agreement
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€.10 Security 1s crucial lo the Sociely’s existence. Sec ts of

6.11

Socicty work inchuding cash resources, premises. asscts, property of members,
mcmber information and company defails.

Breach of Society Securiry can result in instanl dismissal as well as legal
Proceedings.

11



Privacy und Confidentiality

6,12

At the time of their induction, Tmployees arc required Lo sign a ‘Confidentiality
Agresmenl’ designed 1o prolect the Society, 11s members and their dealings
from any unauthorised disclosure. This Confidentiality Agreement will
continue to be enforceable even after zn Employee leaves the Society’s employ.
The Society will pursue all oplions available to ensure complcte compliance
with this Confidentiality Agreemeni

Cash Handiing Responsibilities

6.13

Security of cash and the following of proper cash handling procedures 15 of the
utmost importance. ‘The Socicty has strict guidelines with regard to this maller
and any failure or deviation from these gmdelines will be viewed as very
serious and may result in termination of employment.

Evaluations and Performance Appraisals

6.14

615

6.16

6,17

6.18

Reviews of Employee performunce, skill levels and job knowledge forms an
integral part of menilermg Employee training requirements, assessing siandards
of customer service, highlighting an individual’s strengths and weaknesses as
well as being an invalnable aid in detenmining career paths and disciplinary
Teviews.

Evalvations arc conducted at lcast annually for all Employces. Morc frequent
appraisals are conducted dunng probationary and trainee periods as well as for
those Employees undergoing an cmploymenf review.

During the initial probation period a Probationary Trainee will be regularly
evaluated and his or her performance appraised. Failure 1o meel So¢iely
expectations will require a review, to determine whether that Probarionary
Traince will be accepted as a permanent Employee.

Where Society expectations are not met in any nommal appraisal, the Employee
may be required to undergo additional training with a Ruther cvaluation
required to measure improvement. Where the required level of improvement is
not evident the Employee’s suitability to this form of employment will he
reviewed.

The successful completion of the appropriate performance evaluations and
reviews, fogether with consultations with man Regional Manager and
Head Office Executive, will play a large parl i any@gg?ew bon for

promoticn. salary review or ment paymen! Enterprise AgTeement

Uniforins Industrial R egistrar

6.19

The Sociery agrees to provide a set uniform issue sharge to
the Employee.

12



5.20

621

6.22

6.23

6.24

A once only 350 deposit is required from all Emplovees who receive such an
issue. This is refundable upon leaving Ihe Society’s employ. At the discretion
of the Socicty, the amount of the refund is dependent on the number of items
returned, therr condition and eleanliness. The amount of the refund will not be
affected by damage ansing from fair wear und tear. The $50 deposit will he
deducted from the Employee's salary at the rate of $10 per week,

Probationary Trainees will receive onc of each item of (he standard uniform
issue. They will be eligible to purchase additional items, should they wish,
following the successful complction of their probalionary period.

The uniform will be reissucd at approximately 12 to [5 monih intervals. The
nature of the reissued items will be left o the individual Employce’s decision,
however such frce reissucs will be limited to a dolar value as determined in the
Socicty’s Uniform policy. Additional items sought by Employees above thet
limit must be purchased by the Employee. Purchases will be deducred from the
Employee’s salary ut the rale of $20 or $40 per [ortnight or a full payment at the
choice of the Emplovyee.

All uniform purchases are made under & Jease arrangement and all items of
uniform remain the property of the Sociely and must be rctumed when an
Employee Ieaves the Society’s employ. Where an ilem purchased is less than
12 months old, unuscd and of current issue, the Sociely will retmburse the
Employee at a proportional rate for the remaining period of time up Lo the
maximum of 12 months providing the item is returned in a clean, reusable
condition.

Care and maintenance of uniforms is the responsibihty of each Employee, The
Society cannot accept responsibility for items damaged by Employees not
[ullowing the manufacturce’s care instructions.

Uniforin POLICY

6.25

Branch and Deparment managers are responsible for ensuring that their
employees wear the correct uniform in accordance with the Society Uniform
Policy. Emplovees are required to wear the correct uniform during working
hours. 1f Employees wear the uniform (0 and from wotk or during their meal
breaks then they must wear the full uniform in accordance with the Unifonm
Policy. An exception (o this would be the wearing of appropriate walking shoes
for those who walk to work and appropriale inclement weather proicction.

6.26  Appropriately toned underwear must be worn at all times.

6.27

Shocs worn with the female uniform must be of a plain black court style or such
style that the loes and heels are not exposcd. Shoes are to be of a senwible
heelisole height. Plain black shoes must be worn with the male uniform.

Registered
Enterpnige Agreement
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6.28 Inuppropriate or oullandish accessories are not permilied.

6.29 When an Employee requires matcrmity wear, the Socicty will supply the
appropriate maternity uniform No other stylc or combination will be accepted.

Termination/Resignation

6.30  The Society requires a minimum of two (2) wecks written nolificalion of
resignation for all staff, however from the level of Senior Advanced Brimch
and Senior Advanced Clerice] Assistant and above the following will apply:

3 to 4 years Service 3 weeks
3 years and over 4 weeks.
# Excepl in the case of dismissal upon the grounds referred to in clause 6.38 or

redundancy, subjecl to the unfawr dismissal provisions of the Industrial Relations Aci
the Society may terminate an employee upon 2 week’s notice.

6.31 The Society recogmses that once the decision to terminate has been made it 1s
often appropriate to make Lhe breek as quickly as possible. Accordingly, the
Seciety &t iis discretion may pay the appropriate wecks' salary in licu of notice.
Employees who arc terminated for reasons outlined in Clause 6.38 will not be
entitlcd o receive paymenis in lieu of notice.

632 Where the introduction of mechanisation or technological change will result in
an Employee, of more than twelve months® scrvice, being no longer required,
and where retraining is not possible the Society agrees to provide thar
Employee with 4 minimum of 3 menths' notice or the equivalent pay in lieu.

6.33 In accordance with the provisions of this Agreement and the appropriate
legislation the Society shall on the return of all keys, passes, items of uniform,
security codes, combinations, motor vehicles, cash shortage payments and any
other items of property belonging to the Society, and the Gnalisation of staff
accounts and renegohation of staff loans, provide the lollowing:-

(a) A Termination Salary Statement fully detailing all monies owed

(b) A cheque or direcr credit to a nominated Society account for all salary
owed after allowing for any outstanding deductions,

{c) Certificate of Service. Registered
Enterprise Agreement

(d)y  Social Securily Separation Certificate if requircd. Industrial Rewi

Redundancy

6.34 The Society will obscrve the provisions of the New South Wales Employment
FProection Aot 1952

14



6.35 For the purposes of this clausc, “continuous service” is defined ds a period of
unbroken productive service in any capacity. Periods of umpaid leave or breaks
of service for less than 2 months and periods of parenial leave do not disqualify
any employee from having continuous service. However, such abscnces are
excluded for the purposcs of calculating the total employment pedod.

6.36 The provisions set out below will apply to those employees with grealer than
pne year's conbinuous service and only i the event of a bona fide redundancy.

LLENGTH OF

CONTINUOUS SERVICE

Lcss than 1 year

! year but less than 2 years
2 years but less than 3 years
3 veara bt lesa than 4 years
4 vears bul less than 5 years
3 years but less than 6 years
6 years but less than 7 years

AGE

Nil
4 wecks pay
7 weeks pay
10 weeks pay
12 weeks pay
14 weels pay
16 weeks pay

LNDER 45 YEARS OF OVER 45 YEARS CF

AGE

Nil
5 weeks pay
8.75 weeks pay
12.5 weeks pay
15 weeks pay
17.5 weeks pay
20 weeks pay

6.37  Stadl with any length of service greater than 7 years will receive an additional 2
week:]s pay for each completed year of service grealer thin 7 years (including
the 7% year). The maximum redundancy payable under any circumstences will

be 40 weeks salary.

Grounds for Instant Dismissal

6.38 The Society may instantly dismiss an Employee who engages

(a) Criminal Misconduct

(b)  Intentional breach of Society security

(c)  Unsccmly behaviour

{d)  Dishonesty or dishonest behaviour

- Registered
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(¢)  Intentional breach of a fundumentul term of this Agreement

() Working while intoxicated or under the effects of drug abuse,

The Socicty may suspend on full pay any emplovee the subject of an allegation of
engaging in conduct of the kind referred to in this clause, while the
investigation of such allcgation takes place.

Employce Assistance Programs



6.39  The Saciety recogmses the importanee of such programs and will endeavour to

investigate and where appropriate expand the level of services available to its
sta{l. i.e. Counselling for social problems.

Counselling Services

6.40 The Society:

(2)  acknowledges the trauma and emotional stress which may result fiom
involvement in an armed holdup, robbery or similar situation, and agrees
to provide the necessary counselling and support services to assist a staff
member 1o retuin to noemal active duty as soon as possible: and

(b)  rccognises that Relicf Stall who relieve in Branches following holdups
may require specialised training in regard to Customer Enquiry and Staff
Relations.  This training may include input from the Socicty’s
Contracted Counsellor and Society Senior Personnel.

Worker Rehabllitation Proprams

6.41  The Society agrces to provide a rchabilifation program, where possible, for staff

7.1

7.2

7.3

who ure unable to camry out their nommal duties due to an accident or illness
which is unrclated to Workers Compensation.  Such programs may include
altcrmative positions, light duties or Icss hours depending on the employce’s
reduced sbilitics and the availability of such alicrnatives. While the Society
will do whatever it can lo assist, no guaramiees can be made in this regard in
any particular casc

SOCIETY CAREER PATH STRUCTURES

In an endeavour to provide Employees with the mcentive to develop and to
progress further through the organisation, a carcer path structure has been
implemented up to and including the level of Branch/Department Manager.
The Society’'s specialist positions beyond that level make career path
description difficult and complex. The Society has decided it should simplify
and clarify the career paths of its Employees so as to provide performance
benchmarks by which Employees can Judge their own achievements, This will
also pravide certainty for those Fmployees who wish to advancs their careers
within the Society,

Under this Agreemcnt there may be up to nine levels which will apply to
Employees (up to and including Munager level), whether in head office or the
branches.

Additional merit/performance payments may be paid on a personal and or
pasitional busis to individuals up w and mcluding the level of Supervisor,

Registered
Enterprise Agrooment
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7.4

7.3

7.6

whose responsibilitics, talents, achievements, performance or status make jt
dppropriale.

All promotion will be based entirely on merit and subject to the successful
completion by the Employes of an appropriate assessment and performance
evaluation.

All positions within the Sociely’s career path rely on continued proven
performance and ability at cach level. Any failure to meet the required
minimum could result in an Employee moving back to a lower level. Such a
move would see all associated recognition, salary and benefits alter
accordingly.

The Society wishes to acknowledge those Employees who have added their
valuable contribution to the Socicty’s success over many years. Accordingly the
Socicty will preseni Certificates of Service for any Employee with continuous
employment exceeding 10 years, Such recognition will be confirmed for each 5
year period thereafter,

Probationary Trainees

7.7

1.8

7.9

7.10

Upon joiming the Socicty all Employees underpo a minimum 3 month
probationary period. During this period their skills, abilities and potential
suitability lo the posttion arc assessed. The Employee cngaged in this
probationary period 1s known as a 'Probationary Trainec’.

Probationary Trainees will be issued with a trmnee name badge however will
not be expected to be responsible for any cashiering shortages during this time.

During their probationary period, Probationary Trainees will be required to
undergo a series of evaluations and performance appraisals to determine their
suitability to the position.

Probationary Trainces may ccase employment at any time during their
probaucnary period, by their own ¢hoice or if they fail to meet the Society's
expectations conceming their behaviour, attitude, job skill levels or any other
matter.

Trainee Branch or Clerical Assistant

711

7.12

Following the successful completion of their probationary period. Probationary
Trainces may be appointed as Trainee Branch or Trainee Clerical Assistants.
An Employee so appointed shall be known as a ‘Trainee'.

Trainec Branch or Tramee Clerical Assistants, while 1eparded as Petmnanent
Employees, will still be required to continue fheir trzining and will have their
performance and skills regularly monitored and assessed.

Registered
Enterprise Agreement
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7.13
7.14

Trainee Brunch Assisiants will be held accountable for cash in their keeping

By the end of their firsl year of service Trainee Branch and Tramee Clerical
Assistants will be expected to undergo a complete evaluation and performance

appraisol.

Brunch or Clerical Assistants

7.15

7.16

7.17

On the satisfactory compiction of the appropriatc gvaluation and performunce
appraisal, and following the expiration of the first 12 months of cmployment or
such other peniod as dccmed necsssary by the Society, an Employee will be
promoied (o a Branch or Clerical AssistanL

During (his phase of his or her carcer path, Employees are expected to
conselidate his or her basic job and product knowledge and to demanatrate his
or her willingness to progress

By the end of his or her seccond year of service all Employees will be expected
to undergo a complete evaluation and performance appraisal.

Advanced Branch or Advanced Clerical Assistants

7.18

7.19

Upon the satisfactory completion of an appropriale evaluation and performence
appraisal, and following the expiration of a twelve month period as a Branch or
Clerical Assistant, or such other period as deemed necessary by the Society, an
Employee will be promoted to Advanced Branch Assistant or Advanced
Clerical Assistanl

The attainment of the level of Advanced Branch or Advanced Clerical Assistant
is an eventual mnimum requirement of all Employees. At this level the
Employee will be acknowledged as possessing the necessary skills and product
knowledge required for this position.

Advanced Branch or Advanced Clerical Assistant Grade One

7.20

7.21

After the attainment of the lcvel of Advanced Branch or Advanced Clerical
Assistant and together with satisfactory commpletion of the appropriate
performance evaluation sta(l will be considered for promotion to Grade One.
Promolion to the level of Advanced Branch or Advanced Clerica)l Assisiant
Grade One is based completely on performance and merit as well as a potential
ability to appropriately manage the work of others.

This position is by appointment only, following recommendation by
Branch/Department Manager and upon approval by the relevant Gensral
Manager

Senior Advanced Branch or Senior Advanced Clerical Assistanfs

Registered
Enterprise Agreement
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7.22  Upon the satisfactory completion of the appropriale accreditation/ performance
evaluation, an employee who hay served a nunimum of 2 years employment
with the Sog¢iety and has obtmined the level of Advanced Branch or Advanced
Clerical Assistant, shall be cligible for promotion to the position ol Senior
Advanced Branch or Clerical Assistanl,

7.23  Promotion to the lgvel of Senior Advanced Branch or Clerical Assistant 1s
based completely on performance and merit as well as a potential ability to
appropriately manage the work of others.

724 It i5 envisaged that Semior Advanced Branch or Scnior Advanced Clcrical
Assistant will only exist where there is no resident Supervisor and where the
Society deems such a position necessary.

Branch or Departnient Supervisors

7.25 Upon the satisfaclory completion of en appropriale performance evaluation, an
Employcc who has served a minimum of two years® employment with the
Soctety, and has obtained the level of Advanced Branch or Advanced Clerical
Assislant, or above, shall be eligible for promotion to the position of Branch
sSupervisor or Departmental Supervisor,

7.26  Promotion to the level of Supervisor is based completcly on performance and
merit as well as a polenhal ability to appropriatcly manage the work of others.

Loans Offtcers

7.27 Promotion to the level of Loans Qfficer is based completely on performance
und merit.

7.28  Where appropriate, external applicantls may also be appeinted,
Office Manager, Managing Supervisor, Trainee/Relief Manager, Assistant Manager

7.23  Promotion (o Lhe level of Officc Manager, Managing Supervisor, Traince/Reliel
Manager and Assistant Manager is based completely on performance and merit
as well as an ability to appropriately manage the work of others,

7.30 1t is expected that staff of the level of Supervisor would be among Lhe
candidates for such positions, however the Socicty reserves the right to consider
and if appropriate, appoint any Employee whom it considers meets the
necessary critena for this management position.

731 Where approprate, external applicants may also be appointed.

Registere
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7.32

7.33

Promotion to the level of Branch or Depariment Manayer is based completely
on performence and merit as well as an ability to appropriatcly manage the
work of others,

It is expected that siafl of the level of Supervisor, Loans Officer Managing
Supervisor, Traince/Relicl Manager and Assistant Manager would be among
the candidates for such positions. The Society, however, reserves the nght o
consider, and if appropriate, appoint any Employce whom it considers meets
the necessary cnitena for this management posilion. Where appropnate external
applicants may also be appointed.

Irniernal Advertisements

7.34

Intemnal advertiscments will be placed advertising available positions for all
Scnior Advanced Branch or Senior Advanced Clerical Assistants, through to
and including Regional Manager positions. However the Sociely reserves the
righl 1o consider and if appropriate appoint Employees whom it considers meets
the necessary criteria for these posilions. This is not envisaged as a frequent
occurrence, but it would be inappropriate Lo ignore any special skills or
previous experience held by a more recently acquircd Dmplayee.

Staff Promotiony

7.35

7.36

Stafl promoted up to the level of Managing Supervisor, Traince/Relief Manager
and Assistant Manager will have all salary and benefit enalements payable
immedzately, bowever, a 6 month probationary period will be applicable. An
appropriate letter to confirm appointment is to be completed at flic end of the
probationary period and forwarded to the siafl member,

All salary increases relaling to & promotion will absarb any pre exisiing
personal and positional merit payments relating 1o the employee's previous
posihon

Transfers Between Society Departments and Branches

7.37

Although not all positions are immediately inicrchangeable, nothing in this
Agreement should prevent an appropriate Employee with the requisite skills
and experience from being able 1o change positons between these areas. In Tacl
the carcer path structure provides for level tiers to facilitate such career moves.

Conversior between Full-fime, Part-time, Jobshare and Casual

7.38

Permancnt cmployees do not need to resign to convert to casual stalus. Lpon
CONVErs1on to casual status an annual leave entitlements will be paid out and
sick leave entitlements will be forfeited. Long Service will continuc to accrue

from the employees criginal hire date.
Repistered
Enterprise Aigrecment
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Jaob Sharing

7.39

7.40

7.41

8.1

8.2

83

8.4

8.5

8.6

It 13 acknowledged that where possible and appropriate the Society will allow
“Job Sharing’. Under this Agreement such arrangements will be available only
for sharing a full 38 hour week. 'The Society reserves the right to determine
which posiliens arc suted for such an arrangement snd what those shared

arranpcments will be.

The hours of work must be suitable to all partics and each sharer will be
responsible to reheve or cover the absences of the other. Planned absences for
the purpose of holidays must be taken as annual leave, This will be a permanent
position and cach sharer shall he entitled (o the normal benefits of a part-time

Employee.

On resignation, parental leave or termination of onc of the sharers the Socicty
will seek to replace thar sharer. The remaining job sharer will be consulted in
sccking a suitable replacement If no suitable replacement can be found, the
pravisions of the Job Share Agreement will apply.

GENERAL INFORMATION ON RATES OF PAY

Upon approval of this agreement or 5 Junuary, 2003, whichever is the latter,
base salanes shall reflect a 4.00% increase with retrospectivity to January 3,
2003.

The salary review in clavse 8.1 will apply to all salaries. Tn addition o the
increase in clause 8.1, Scrior Staff (as per schedule 3) will have their salarics
reviewed seperately. The review will be conducicd annually, on an individual
basis and will comeide with the dates specified in clause 8.1. Increments in
salary for senior staff (as per schedule 3} will reflect individual performance
over the preceding 12 months as outlined in clanscs 8.42 & § 43,

In rcaching these agreed increascs the Society is acknowledging the increased
productivity of staff as well as the furure predicted CPI inereases during the life
of the agresment.

Rates detailed in this ayreement relate to the 4.00% ineresse, Any National or
State Wage Case decisions or awerd variations hunded down prior 1o the
approval of this agrecment will be absarbed into the 4.00% increase.

The base rates of pay sef out in schedule 2 of this Agreement apply to
Permanent Employces whose Ordinary Hours average 76 per fortnight

The Young Adult base rates of pay set cut in clause 8,12 of this Agreement
apply to Permanent Employees whose Qrdinary Hours average 76 per fortnight
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8.7

8.8

89

8.10

8.11

Part Time Employees shall be paid at hourly rates calculated by dividing the
equivalenr full time Employee’s fortnightly base rate of pay by 76.

Jobshare Employces shall be paid at hourly rales calculaled by dividing the
cquivalent full ime Employee’s formightly base rate of pay by 76.

Cusual Emplovees shall be paid al hourly rates calculated by dividing the
equivalent Full Time Employee’s fortnightly base mate of pay by 76 plus 20%.
On top of ther ordinary pay, cach ¢asual employee will at cach pay interval be
paid & 8.33% of the amount of his or her ordinary ime earnings for that pay
period in licu of an providing an annual leave entitlement.

All additional salary allowences do not apply to Employces of the Society
above Supervisor level, except where otherwise agreed in wniing between the
Employec and the Society.

Wages will be paid to Employees on a fortnight!ly basis but will be caloulated
on a four weekly basis. The purpose of this is to enable the time in lieu
provisions dealt with in clause 9.13 to apply.

Young Adult Rates of Pay

2.12

On approval of this agreement (he base mtes of pay applying to Full Time
Employees below the level of Advanced Branch Assistant or Advanced Clerical
Assistant and who arc less than 21 years of ape are detailed in Schedule 2.
L'pon reaching the level of Advanced Branch/Clerical Assislant statf under the
pge of 21 will be paid at the adult rate of pay detailed in schedule 2.

Probationary Trainee - Pay Rates

8.13

514

8.15

8.16

8.17

8.18

*Probationary Trainee” means an Employze of whatever age, serving in the first
three months of his or her employment with the Society, or serving in such
extended period of probation as the Socicty may decide.

Probationary Trainees employed Full Time aged 21 years or over shall be paid a
base rate as detailed in Schedule 2.

Probationary Trainces employed Full Time aged 20 years or younger shall be
paid a base rate as delailed in schedule 2

Probationary Trainees employed Part Time shall be paid in accordance with the
provisions of clauseR.7.

Probalionary Trainecs employed as Casuals shall be paid in accordance with
clause8.Y.

Probationary Tramees shall not be entitled to receive a Cashier’s Performance
Allowance.

Registered |
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Trainees - Pay Rates

B. 1V

8.20

B.21

8.22

"I'raince’ means an Emplovee, of whatever age, serving n the first twelve
months of his or her employment with the Socicty having successfully
completed his or her probationary period, but who has yet o successfully
complele his or her Branch or Clerical Assistani evaluation.

For Full Time Tramees 21 years or older the base rate of pay shall be as
detailed in Schedule 2. Trainees employed Part Time shall be paid in
a¢cordance with the provision of clause8.7. Trainees cmployed as Casuals shall
be paid in accordance with the provisions of clausc8.9.

For Full Time Trainees under 21 years of age the Young Adult basc ratc of pay
us detailed in Schedule 2 shall apply.

Trainees shall be cntitled to receive a Cushier’s Performance Allowance where
their responsibilities melude the management of a cash float of the Socicty.

Branch end Clerical Assisianss - Pay Rates

8.23

8.24

8.2

8.26

8.27

A Branch or Clerical Assistant means an Employce, of whatever age, who has
successfully completed the Sociely's Branch or Clerical Assisiant evaluation
and appraisal, and who has been appointed a Branch or Clerical Assistant by
the Society.

Full Time Branch or Clencal Assislants aged over 21 years or older shall be
paid Lhe base rate of pay as dctailed in Schedule 2.

Branch or Clerical Assistants under the age of 21 years shall be paid the junior
buase ruie of pay as detailed in Schedule 2,

Branch and Clerical Assistants employed Pert Time, shall be paid in accordance
with the provisions of clause8.7,

Branch and Clerical Assistanis employed as Casuals, shall be paid in
accordance with provision of clausc8.9.

In addition to the base rate, Branch Assistants shall be entilled to receive the
Cashier’s Performamce Allowance where their rcsponsibilitics include the
manogement of a cash float of the Society.

Advanced Branch and Advanced Clerical Assistanits - Pay Rates

8,28

An Advanced Branch or Advanced Clerical Assistant is an Employes, of
whatever age, who has successfully completed the Society’s Advanced Branch
or Advanced Clerical Assistunt evaluation and appraisal, and has been
appointed an Advanced Branch or Advanced Clerical Assistant by the Society.
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8.29 Advanced Branch or Advanced Clerical Assistants, shall be paid a basc rate of
pay as detailed in Schedule 2.

8.30 Advanced Branch or Advanced Clerical Assistants employed Part Time shall be
paid 1n accordance with clauseB.7.

8.31 Advunced Branch or Advanced Clerical Assistanis employed as Casuals shall
be paid mn accordance with clause 8.9,

8.32 In addition to the basc rate, Advanced Branch Assistants shall be entitled to
receive the Cashier’s Performance Allowance where their responsibilities
include the management of a cash float of the Society,

Advanced Branch and Advanced Clerical Assistant Grade One

B.33 Advanced Branch Assislanl and Advanced Clerical Assistant Grade One shall
be paid a hase rate of pay as detailed in Schedulc 2.

834 In addition o the base rate, Advanced Branch Assistanl Grade One, ghall be
eutitled to receive the Cashicr's Performance Allowance where the
responsibilitics include the management of a cash flogt of the Soctety,

Senior Advanced Branch and Senior Advanced Clerical Assistant

835 Senior Advanced Branch or Senior Advanced Clerical Assistants shall be paid a
base rate of pay es detailed in Schedule 2.

8.3¢ Tn addition 1o the basc ratc, Senior Advanced Branch Assistants shall be
enlitled to recetve the Cashier's Performance Allowance where their
rcsponsibilities include the mamagement of a cash float of the Society

Branch and Departmental Supervisors - Pay Rates

8.37 A Branch or Departmental Supervisor shall be paid a base rule of puy as
detatled in Schedule 2.

838 In addition o the base rale, Supervisors shall be cntitled to rcceive the
Cashier’s Performance Allowance where their responsibilities include the
management of a cash float of the Society.

Senior Staff (as per Schedule 3) and Specialist Staff

839 Salary reviews will bc held anpually and will coincide with the Staff
Agreemem salary increases.

8.40 Senior Staff (us per Schedule 3) and Specialist Staff will receive a minimum
incrcase cach year in accordance with clause 8.1.

Registered
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8.41

8.42

8.43

8.44

Cntenia for Senior (Branch)} Staft salary and performance reviews will include:

{a)  Responsibility, development, control and initiative using the funclion of
the branch and staflf members

{(b)  Target achievements
(c)  Business developmeni
(d) Accuracy of documentation

Criteria for Senior (Hcad Office) Siaff salary and performance reviews will
include:

(a)  Responsibilily, development, control and initiative using the function of
the department/area and staff members

(b) Volume and productivity improvements
(c)  Accuracy of documentation

These reviews will be carried out by (he Remuneration Commitice which
congists of execcutive management.

When detcrmining such salaries, the loss of overtime, travel cxpcnses, Cashier
Performance Allowances and other such additional payments and merits
appropnate to the position will be taken into account

Salary Sacrifice

8.45

An employece may Salary Sacrifice into the Newcastle Permanent Staff Plag
Superannuation Fund or such other [und as the Society may approve. However,
the amoun! ‘sucrificed’ shall not be taken into account in determining the
amount which the Society must contribule under the Occupational
Superannuation Scheme.

Cashler’s Performance Aifowance

3.46

A “Cashier’s Pecformance Allowance' in the sum of $40.00 per fortnight in the
casc of a Full Time Employce, $20 per fortnight in the case of a Part Time, Job
Share or Casual Employee will be paid only where there is no shortage of cash
from a cash float for which that Employce has responsibility. Loss of a
Cashier’s Performance Allowance may be accumulative. In other words, if ina
given week, the money under the responsibility of an Employee is short by an
amount in excess of the Cashier’s Performance Allowance, the Employee will
forgo the Cashier’s Performance Allowance until such time as that shorifall has
been replaced from that Employee's Cashier’s Performance Alowance.

Registered
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847

Scnior staff who are required to maintain a cash float will not be cntitled 1o
receive a Cashier Performance Allowance, however, errors up to a total of
$260.00 per financial year will be paid by the Society through a centralisced
account. The siall member will be responsible for repayment of any
discrepancies greater than $260.00 as per clavses 8.47 and $.48.

Cash shortfalls in excess of §250

5.48

Where any cash for which an Emplayee has responsibilily is short by more than
$250, that Employce shall reimburse the Sociely for the full amount of that
shortfall or reduce the amount outstanding to the maximum $250 balance.

FPersonal Merit Paymenis

8.49

.50

Tn addition lo the base rates owtlined above, the Society may clect to pay
individua! Employees amounts in excess of the above rates. Any such amounts
shall be negotiated between the Socicty and the individual concermned. These
shall be known as a “Personal Merit Payment”.

T'here shali be ne entitlement to receive any such Personal Merit Paymenr and i
may be withdmwn by the Sociely, with notice, wherc an Employee
demonstrates, by his or her behaviour or level of pcrformance, his or her
incligibility to continue to reccive the payment. It may also be withdrawn
subjeet 10 clause 7.36.

Posirional Merit Payments

8.51

§.52

In addilion to the base rates outlined above, the society may elect to pay
individual employces working in a specialised area amounts in cxcess of the
above rates, These shall be known as a “Positional Meril Payment”,

There shall be no entitlement to receive any such Positional Meril Payment and
it may be withdrawn by the Society with notice. This may occur where an
cmployee demonstrates by his or her behaviour or level of performance, his or
her mcligibility to continuc to receive the payrmnent in addition this may also
occur where an employee transfers 1o a different position that docs not warrant
such a Positional Merit Payment as per clause7.36.

Superannuation

B.53

In meccordance with the Commonwealth’s Occupational Superannuation
legislation the Society shall contribute a percentage of an Employee’s basic rate
of pay into the Newcastle Permanent Staff Plan Superanouation Fund. Jf
requested the Society will allow an employee to nominate a fund of their
choice. This fund must be a complying Superannuation fund.

Travel Expenses Registered
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8.54 Thc Socicty shall, where appropriate, pay all Employecs’ [tavel Expenses at
the following rates.

8.55 Where an Employee underlakes travel of a casual or incidental nature, at the
request of and on behalf of the Society, the Society shall pay the Hmployee the
eppropriale fare or an amount of $0.53 per kilometre as per award, as veried,
where that Employee uses his or her own vchicle. The distances upon which the
travel expense 1s calculated will take into account cither the place of work or
Cmployee’s home address, which ever is appropriale.

8.56 Wherc an employee whose principal duty is to travel from their home branch
{that is the branch closest fo their residential address) at the request of and on
behalf of the Socicty on a regular basis, using his or her own vehicle, the
Society shall pay the employee:-

(&) $80.00 per formight On Cull Allowance; and

(b)  When Iravelling from the cmployee’s home branch a relief allowance
will be paid as follows;-

Up o 10km $10/day
Up to 30km $17/day
Up to S0km $25/day
Up 1o 70km $30/day
Over 70km 540/day

When a relief staff member is rostered to one branch and after arriving at that
branch is then sent 1o another, the distance tavelled in the second instance will
bo added to the original disiunce travelled and the daily relief allowance will be
calculated om the total of the two distances.

8.57 Truvel expenses shall not apply to Senior Staff (as per Schedule 3) who have
had lactorcd inlo their salary Package a recognilion for the requirement of some
travel associated with their posiion The Society will however pay travel
expenses where the Society deems that excessive travel costs have been
mcurred. Excessive mavel is deerned to be cvery kilometre over 80 kilometres
per week travelled on Society business,

Living Away from Home Expenves

8.58 When Employees, in the course of their duty, arc required to work temporarily
away from their usual place of employment, and arc required to sleep away
from their usual place of residence, they shall be emitled to reccive reasonable
expenses aclually incurred for ace
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First Aid Allowanee

8.59

The Society shall pay Employees a fimst aid allowance sl the ratle of $8.10 per
week s per award as vaned where:-

(a)  Itis required by the Occupational Health and Safely Acl

(b)  The Employee has been appoinied as the Qccupational Health and Safety
First Aid Officer at a particular place of work by the Society; and

{(c)  The Employee holds the requisite qualifications.

Higher Duties Allowance

8.60

8.61

8.62

The Society shall pay Employees a Higher Dutics Allowance where the
Employee performs such dutics of the level of Supervisor and above,

To qualify for a Higher Duties Allowance:

(1) Staff performmg the higher dutics of a Supervisor are requircd to
perform such duties for a minimum of two (2) consccutive work days
(excluding Saturday momings).

(ii)  Swff below the level of Supervisor who perform the higher dulies of a
Manager are required to perform such duttes for a minimum of two (2)
consceutive work days (excluding Saturday mormings).

{u1) Stfl perdorming the dutics above the level of Supervisor are required lo
perform such duties for a minimum of five {5) consceutive work days.

The Socicty recognises that where higher duties are performed, an allowance
should be made for the whole of the period when the higher duties are
performed and will nol restrict payment to the period after the first five days (in
the case of 4 Supervisor position, the first two days), for that higher position.

To obtain a Higher Duties Allowance, the Employee will need 1o demonstrate
to the satisfaction of the Society that he or she not anly filled the position of an
absent Employee, but performed his or her dulies and was appropriately
qualified and aceredited to do go. In addition, a Higher Duiies Allowance will
only be paid where application has been made by the Employee and has been
approved by the appropriate Regional, Divisional or Executive Manager

The higher Dutics allowance shall be the differcnce between the officers
current salary and the base ratc for the position being relieved.

Meal Alowance

Registered
L:nterprise Agreememnt
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863 A Meal Allowance of $9.85 as per award, as varicd. shall be paid to
Employees where clause 923 applies, unless the Society provides an

appropnate meal to the Employee.
Inconvenience Alowance

8.64 Any Employee who regularly works cutside Normal Operating Hours will be
paid an Inconvenicnee Allowance of 17% of his or her normal hourly rate for
those hours worked outside Normal Operating Hours.

Inconvenicnce Benefit

8.65 An Inconvcnience Benefit such as a taxi [are may be paid 1o an Employee who
has, at the request of the Socicty, worked on a day other (han his or her rostered
days and has nol received at least seven days’ notice of the requirement to do
s0. An Inconvenience Benefit shall not be paid where there is no real
inconvenience, as for example where the Emplovee has worked an cxira hour
but has his or her own transport and docs not require a taxi home.

After Hours ATM Callout

B.66 The Socicty provides a firlly maintained vehicle (the ‘“Vehicle') for the purpescs
ot servicing the Society’s ATMs and as a security monitor (or the Society’s
plastic card base, omtside Norma] Operating Hours.

8.67 The Vehicle will be manned by a callout tearn which will operate from 6am o
9pm Menday to Friday and from 6am to 10pm cach Satirday, 6am to 9pm each
Sunday and Public Holiday. Fmployees rostercd as part of this callout team for
the week must cosure thar they ure availuble at all times during those hours. Tt
15 Employees’ responsibilily to arrange cover with other members of the callour
tcam should they not be able to fulfil their roster commitments, No
unauthorised person muay accompany an cmployee on callout in the callout
vehicle or 1n1o any office or premises of the Society.

B.6B A mobile phonc is available for the putpose of receiving calls, confirming enter
and departure times and as an additional security measure.

8.69 The agreed hourly mate for Employees rostered for work on the callout team,
and who are actually called out for work, is as follows:-

() Monday to Friday $15.50 per hour Registered

(b) Saturday 520100 per hour Enterprise Agreement
(t) Sundays $30.00 per hour f Indusirial Registrar
(d) Public Holidays $40.00 per hour. !

8.70 A minimum hall hour payment will be made for each callour, providing the
Employee returns home before the next callout.
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B.71

B.72

8.73

Each employee rostered to perform such duties for a full week will receive:
(a) A standby allowance of $110.00 per week; and

(b) A day off o bc taken during the following [ortught on e mutually
acceptable day

The time taken to cxchange possession of the Vehicle shall not be regarded as a
call out,

Nothing in this clanse will prevent the Socicty from using external contractors
or from changiny its security arrangerents.

After Hours Loans Service

8.74

8.75

8.70

8,77

8.78

B.79

The Society provides an afier hours T.cans Service which will operate between
5pm to 9pm Monday to Friday, 12pm to 9pm Saturday, 9am to 9pm Sunday and
Public Holidays,

Employees rostered as part of this service in addition to their normal hours,
mmust ensure their availability during those times. A mobile telephone linked 1o
the Society's Loan Hoi Line will be provided.

Each employee rostered to perform such duties for a full week will receive:
(a) & Standby Allowancc of $110 per week; and

(b) a day off to be taken during the following fortnight on a mutually
acceptable day.

Where an employee conducts loan interviews during the hours mentioned in
Clause8,74, he or she will be paid:

Monday to Saturday $15.50/hour
Sunday $30.00/hour
Public Holidays $40.00/hour
A minimum of half hour payment will be made for each such interview.

Incidental travel expenses as defined in clause §.55will apply,

Accident Pay

8.80

Under the provisions relating to Workers Compensartion a recipicat of Workers
Compensation is enfitled to only his or her base salary. The Society agrees Lhat
it will make up Lhe difference to an Employee's normal gross fortnightly salary.

Payment of Salaries
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8.81 Salarics will be paid into an account(s) held with the Society m the name of the
Employee, as nominated by the Employce. Such accounts must have the
appropriate parameters to acccpt such direct credits.

3 HOURS OF WORK

Crdinary Hours

9.1 The Society employs Full Time Employees, Part Time Employees, Job Share
Employees and Casual Employees.

9.2  ‘Full Time Employees’® are those who work an average of 38 hours per Week,
averaged over 52 working weeks These hours of work shall be known as the
“‘Ordinary Hours” of the Full Time Employee.

9.3 Casual, Jobsharc and pcrmanent Part-Time Employees® Ordinary Hours shall be
determined by agreement with the Socicty from time to time. The “Ordinary
Tlours” of Part-Time Employees shall not exceed the “Ordinary Hours™ of Full-
Time Employees.

9.4  As far as possiblc, the Sociery will give its Employccs seven days notice of a

change in therr mostered hours. Where a change is necessary within seven days,
the Society shall take full account of any inconvenience such change may cause
the Employce and, if appropriate, shall provide the Fmployec with a benefit
under the Inconvenience Benefit provisions of this Agreement,

Normal Operating Ilours

9.5

9.6

9.7

9.8

9.9

The *‘Normal Operating Hours' of the Society arc from 7.30am to 6pm every
Monday, Tuesday, Wednesday, Friday, Saturday and from 7.30am to 9pm cvery
Thursday, These hours do not apply to public holidays.

If the Society decided to operate specilfic areas on a Sunday it would only do so
in response Lo the actions of its competitors.

If Specific areas of the Society were to operate on a Sunday, permanent staff
would only be required to work one Sunday per month with the provision for
two conseculive days off wilhin the following week unless mutunlly agrecd by
cach staff member.

The provisions outlined in the preceding clause may only be waived by mutual
consent and shall not apply to employees employed before 5 January 1996
uniess mutually agreed by cach staff member.

Employees who work on Sunday, as part of their normal hours shall be paid at
the rate of 175% of their normal hourly mte for those hours worked,

Registered
Enterpnse Apreement
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9.10  Tmployees' Ordmary Hours are those rosiered by the Society from time to time.

9.11  Employees are required lo be teady o fully serve any customer from ihe
moment their branch or office is opened for business, even if that means
arriving at their branch or office before opening times,

Overtime

9.12  All Employees are required to work reasonable overlime when requesied.

9.13  The Society may, through consultation, grant Lhe Employee ordinary time of[ in
heu of overtime. Employees entitled to overtime shall have the option to
nominate payment of avertime or time in licu at the time of approach.

9.14  Overtime shall be calculaied on a daily basis and will only be recogmsed where
the overtime worked cxeceds 15 minuies on any dav.

915 Where Overiime 1s paid it shall acerue at the ratc of onc and a half times the
Normal [Tourly Rate for the first 2 hours of overtime and at the raie of twice the
Normal Hourly Rate [or each further hour. Overtime worked afier 12 noon on a
Saturday will be paid ar twice the normal hourly rate.

916 Overume worked on a public holiduy will be paid at double time and a half.

9.17 No overtime shall be worked or paid unless the Employee has obtained
appropriate authonsation from their manager verifying the need for and
detaling the amount of overlime to be worked.

9.18  When overtime is necessary it shall, wherever reasonably prachicable, be so

arranged that the Employee has at least ten consecutive hours' break berween
work on conseculive days. I time in licu cannot be provided then the Employes
shall be paid at double rales until he or she can be relieved from duly.

Training/Staff Meetings

9.19

The Saciety and Staff recognise that staff training and meerings are a necessary
part of their normal duties and acknowledge the need for these to be held
outside normal operating hours, Tt is agreed that up to 1 hour per month for
such meetings and training form part of the contract of employment for which
no payroenl 1s required.

Meal Breaks

9.20
9.21

Ordinarily Employees shall be granted a meal break of 1 hour per day.

The Society shall grant each Employee a minimum of 1 meal break of thirty
minutes for each Normal Day worked, at any time convenient to the Society,
with a maximum of | hour unless mumally agreed.

Registered
Enterprise Agreemerd
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9.22
9,23

9.24

Meal breaks during Ordinary Hours shell not be paid.

It an Employee is required to work more than onc hour before or after their
normal commencing or ceasing time respectively for the day, a meal allowance
shall be paid as srated in clavse 8.63.

Ordinarily the Scciety will not cxpect Employees to work more than 6 hours
without a meal break, unless by mutual agrecment

Tea Breaks

4.25

2.26
9.27

The Soctely will ordmarly attow Employees one ten minute break during the
moming of a Normal Day, to be taken at the discretion of the Socicty and at a
lime directed by the Society. A second l0-minule break may alsa be provided
duning the aflermoon at the discretion of the Society and at a hme dirceted by

ithe Society.
Tea Breaks are not cumulative, nor can they be forgone as time in licu.

Each 10 minute Tea Breuk shall count towards the Ordinary Hours of the
Employee.

Satarduy Morning Rosters

9.28

929

10

10.1

The Socicty recognises that Emplovees who work every Salurday wish to sce
mote flexible rosiering, which would resull in some Saturdays being made
available as days ofl. The complexity of the days off rosters onty allows for a
limited level of flexibihity, However the Society will review all submissions
from individual Branches delailing their proposals so as to provide a structured
system to allow for Salurday rosters. Each Branch request will be tudged on its
metits and subject to provisions of adequate staffing and compliance with
clause 9.29. This may involve the provision of Casual and Permanent Part
Time Siaff who may be offered Saturday work. Any suggested rostering
submission will be prepared by the Brunch Manager concerned, in conjunetion
with the Regional Manager and will be submirtted to The Human Resources
Manager for considerabion and approval.

Any such alleration to the rosters can only be achieved where the Socicty is
assured that its standards and level of customer service are not compromscd

LEAVE

I'he Soctety will pay its Employees for one rostered day off for each calondar
month. or their two half day cquivalent. It will also pay for, a half-day show
duy leave and a full-day picnic leave. Thesc leave days will now be known as
Recreanon Leave,

Registered
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Accordingly, the following leave provisions apply:
(@) Anpual Leme

(b) Compassionatc leave

{c)  Recreation Leave

(d) Discretionary leave

(¢}  Examination lcave

{(F) Extended leave

(g)  Jury duty leave

(h)  Leave pursuant to the Workers Compensation Act
(1) Long-service lcave

()  Unpaid ieave

(k)  Paid sick leave

M Parental leave E‘éefiifmdw
(m)  Public holidays Industrial Regiegear
Annual Leave
10.2  There shall be four weeks paid Annual Leave granied to every permunent

10.3

10,4

10.5

Employee. Tn the case of a full time Employee, payment wiTl be made at a rate
equivalenl lo 152 hours (4 x 38hrs), and for permanent pari-time and Job Share
Employees at an equivalent rate proportionate to their Normal Hours worked.

Casual employees are not entitled to paid annual leave, Lo compensarc for this
they receive an additional payment on top of their normal hourly rate as detailed
m clause 8.9.

Annual Leave shall ordinarily be taken in blocks equivalent to whele calendar
weeks. The purpose of this provision is to cnsure that, wherever possible,
Employeea return to work on the first working day of the week after their leave
i.e. on & Monday during a normal week, or a Tucsday where the Monday is a
public holiday.

Annual Leave shall be pranted at a time agreed between the Cmployee and the
Society, or if there is no agreement, then at a bme dirccted by the Society. The
immediate concerns of the Socicty in this regard are that 1t will need 1o ensure
the availability of relicf staff when Emplovees are absent on Annual Leave.
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10.6

This clause also apphes to Casual employecs Annual Leave may not be
cancelled if less than four week's notice of cancellation is given by either the
Sacicty or the Employee unless otherwise agreed.

Ordinarily, no Annuval Leave shall be granied by the Socicty uniil an Employee
has completed not less than || months’ employment with the Society.

Compassionate Leave

10.7

The Sociely shall grant each Employee, other than a casual employee, two days
Compassionatc Leave in the event of the death of a person as prescribed in
clause 10.28. Compassionate Leave must be laken within a reasonable time of
the Employee being made aware of the death.

Recreation Leave

10.8

1609

10.10

10,11

10.12

10.13

Full time Employees shall receive up to thiricen and onc half days’ Recreation
T.eave per annum including a picnic day and one half day leave to attend the
appropriate regional show,

To be eligible for the half day show day an Proployvee must huve commenced
employment prior to the relevant show date, and must have completed their
probationary period.

The full day picnic day is available to all full time Employees with a minimum
three months® service in a calender year and may be taken at any time during
the year, excepl during their probationary period

The picnic day and the half day show duy are noi cumulative and must be taken
n the year in which they acerue.

The Sociery shall grant each full time Employee up to one full day’s
Recreational Leave for each full month of that Employee's employment with
the Society. One full day will be either onc weckday or two Salurday momings.

Recreation leave may only be laken by Employees at a time convenient to the
Seciety. This means that rostered recrealion Ieave may be postponed wilhout
notice.

Discretionary Leave

10:.14

Discretionary Leave is any leave allocaled at the discretion of the Society to any
Employee not failing into any of the other leave categories.

Examination/Study Leave

10.15

Examination leave of up to one day per examination and study leave on onc day
per subject shall be granled to any p o has served a

Registered
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minimumn of | year with the Society, and who has been accepted as part of the
Education Assistance Program outlined in clause 6.5.

Extended Leave

10.16 The Society may grant Employees the right to take accumulared Annual Leave
and Long Service Leave in 1 block, up to the balance of their aceruals,

10.17 This Extended Leave will only be considered [or those Employees who:-

» have a minimum of 2 years' continued service at the time of sesking such
[eave:

have given sufficient notice of their desire to take such leave in an extended
form;

» and where il does not inconvenience the Sociely to grant the leave,

10.18 The Socicty’s policy is to agree lo ne more than 12 Employees taking Extended
Leave in any calendar year, where rolicf is roquired. Fmployees wishing to
apply for Extended Leave should therefore provide the Society with as much
nolice as possible

Jrry Duty

10.19 The Sociely will pay to an Fmployee called up for Jury Duly and who provides
satisfactory evidence of his or her attendance, the difference between that
which the Employee would have received had he or she remained at work, and
that which he or she actually received for attending for Jury Duty,

Workers® Compensation

10.20 Leave and other benefits 1o which an Employee is entitled pursuant 1o the
Workers Compensation Act, shall be

of that Act. Registered
Enterprise Agyeement
Long Service Leave Industral Reglstrer

10.21 Leave and other benefits to which an Employee is entitled pursuant to the Long
Service Leave Act shall be granted in accordance with the provisions of that
Agt,

Unpaid Leave

10.22 Unpuid leave will be subject to the Society’s discretion and must be approved
by Human Resources Department prior to the leave being taken.
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10.23 Any request [or unpaid leave is w0 be forwarded in wrniting to the ITuman
Resources Department. Each case will be individually assessed on its merits.
Consideration will also be given to length of service, atlendance record, job
performance, length of time the employee has requested ard the effcer this will
have on staffing requirements within the organisation.

10 24 Whilst on unpaid [eave all benefits such as sick, annual and long service Jeave
will nol accrue.

Paid sick Ieave

10,25 The Society shall grant to 2l full time Employees afler a qualifying period of 3
months, the equivalent of 38 hours paid sick lcave in the first twelve months of
an Employee’s employment, Part time Employees shall reccive the equivalent
of | week's Ordinary Hours paid sick leave during the first 12 months of their
cmployment.

1020 The Socety shall grant 61 hours® paid sick leave [or any {ull time Employee
during the second and subscquent years of his or her employment. Part time
Employees shall receive an equivalent period based proportionately on his or
her Ordinary Hours.

10.27 To the extenl permitited by law, the Society will allow ils Employees all or part
of granted sick lcave to care for a person as prescribed in Clansc 10.28.

10.28 The entiticment to use sick leave i accordance with Clause 10.26 s subject lo:

(i) The employee being responsible for the care of the person
concerned; and

(11) The person concemned being:
{a) A Spouse (fncluding defacto and same scx partner)

(b} a child (including an adopied child, a siep child, a foster child,
or an ex nuptial child), perent {including a foster parent and legal
guardian), grandparent, grandchild or sibling of ithe employee or

Registemd spousc or defacto spouse of the employee; or
Fnterprise Agreement

Ind I Registrar (c) a relative (somcone who is related to the employee by blood
marnage or affiniry) who lives in the same househokd.

10.29 Sick leave shall be accumularive for the wholc ol an Employee’s employmen.

10.30 Notice of sick leave shall, wherever possible, be given to the Human Resources
Department prior to 7.435 am on the day on which the leave is to be taken. The
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1031

10,32

10.33

10,34
10.35

10.36

purpose of this provision is to enuble the Society to convenienty provide
replacement for the sick Employee during that day.

The Society will not pay for any sick leave of morc than 2 consecutive working
days, or where a sick day is cither side of a public holiday, if a medical
certificate is not produced. The Society reserves the right to require a medical
certiftcate for any peniod of sick leave taken. If a certificale is requested and not
provided then the absence will be treated as unpaid lcave.

Probationary cmployees are entitled lo unpaid sick leave. After the probationary
period, each [ull fme employee is entitled 10 38 hours’ paid sick leave i the
first year of service and in the case of Job Share and part time emplayces pro
rata depending upon the hours worked,

Where an Employee suffers a serious or incapacilating illness for a minimum
period of 2 wecks whilst on annual leave and produces a medical certificate
covering that period of 1llness, e Soctety will treat such a period as sick leave
and adjust the Employee’s Annual Leave accordingly.

The Society will not acecpt post-dated medical certificales.

There shall be no entitlement to payment in lieu of sick leave not Laken at the
termination of an Employee’s employment.

Where medically supported, some provisions can be made for CEmployees to
retum 1o work on light duties. Wherever possible the Society will attempt o
provide duties simmilar to the Employee’s normal range of duties, however
where this is nol possible other duties will be assigned.

Parenral Fegve

10,37

Parenlal Leave will be granted in accordance with the provisions of Parr 4
Division 1 of the Industrial Relarions Act 1996 (NSW), Parentu! leave includes
maternity leave, palemity leave or adoption leave. In order to avail themselves
of these provisions, Employecs:-

(1) A cneouraged to give notice as soon as a pregnancy or pending
adoption is confirmed;

(b}  Arc required prior to the commencement of their parental leave, 1o give
the Society a minimum of 6 weeks’ writlen nobice or as much notice as
possible. Under normal conditions leave will commence not less than 6

Registeﬂ!d , Wweeks prior to confinement. On provision of a medical comificate

Enterprive
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mployecs may work up to 4 weeks prior to confinement. Where
ossible the Society will endeavour 1o meet any special conditions noted
the medical certiAcate,

(

L)

) An employee may shorten the pernod of parental leave with the
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agreement of the employer and by giving (he employer notice in writing
of the shortened period of a( feust four wecks before the leave is Lo come
10 an end.

Public holidays

10.38 Permanent Employees shall be entitled to take all public holidays, , and where
such holidays fall on their normal rostered day they shall be paid for gll such
public holidays taken, Should a public hohday occur during an Employee's
absence whilst on annual leave, the Society shall only deduct the actual
working days takcn [rom their annual leave entitlement..

11 DISCIPLINE PROCEDURE

1.1 The Society prides itself on the high quality of its staff: the standard of service
they deliver; their loyalty, integrity, honesty, and willin gness to give their very
best,

1.2 Competition in the finance industry i sttong. The major difference between
Lhe Society and its competitors js the quality and efficiency of the service we
provide. Qur standards arc high and we can acccpt nothing less.

11.3 Our Employces are fully aware of this expectation and meet the requircments
wilh both skill and enthusiasm, However, somc isolated mncidents have
required us to develop a discipline procedure, outlined below, 1o inform all staff
of their rights, what the Socicty expects and what outcomes are likely in a
particular situation.

Step 1 Verbal counselling
Step 2 Recorded warning
Sicp 3 Final warning (placed on asscssment)
Indugtriyg Registray
Step 4 Employment review

Step I - Verbal Counselling

114 This is issued to an Employee by the Supervisor or Manager “on the job". The
Supervisor’s or Manager’s diary will be noted and no witness is necessary. The
Employee is advised ihat his or her actions, behaviour, or attitude are
unacecplable and that improvement is requircd immedialely. 1t is hoped that if
a verbal warning needs to be given that should be the end ol the marter.

Step 2 -Recorded Warning



11.5  Where therc has been a [ailure to respond to verbal counsclling, the Manager or
Supervisor will require a recorded interview with Lhe Employee, The Employee
may seck the attendance of a witness of their choice. A wilness nominated by
the Sociely may also aitend. A writlen accoum of (he inmterview will be
supplied to both the Employee and the Human Resources Manager.

Step 3 - Final Warning (placed on assessment)

11.6 When Steps 1 and 2 have nol led to any satisfaclory resolution, a further formal
recorded interview, similar to the step 2 proccdure, will tzke place. Af this
interview a final warming will be given to the L:mployee and a signed
acknowledgment of receipt of thar written warning will be required. The
Employee is (hen placed on “Formal Asscssment”. Formal Assessment
involves the Employce being given a timetable doring which he or she will
have o show immediate and continuing improvemcnt in behaviour or
performance, with regular performance reviews being carried our during that
time.

11.7  All loan concessional rates, merit payments and other discretionuary payments
may also be revicwed at this Final Waming stage.

Step 4 - Employment Review

11.8  Where the preceding 3 steps do not achieve Lhe requircd response a final
interview is amanged, to provide the Employce with an opportunity to show
cause why he or she should not be dismissed.

12 GRIEVANCE PROCEDURE

12.1  Refer Annexurc One. . The policy explains what to do if you have & grievance
about anything to do with work.

13 STAFF DISCOUNTS Fnterprive. Agrecment

Home Insurance

13.1  The Bociety will forega its commission cntitlement on the insurance policics of
staft homes through CGU Insurance. Other policy Iypes may also sce the
commission waived. This benefit will be retained whilst a sraff member {5 on
parcnial leave.

Staff Account
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13.2 Each employee, on the satisfactory complction of therr imitial probationary
period, shall be entitled to one card based account which will have 35 frce
transuctions per month. This account may either be in a single or joint name

Morngage Insurance

133 The commission on this praduct through Swann Insurance will also be
foregone.

Travellers Chegues and Foreign Cash

13.4 The nommal sales or purchase commission will not be charged on stafl
ransactions.

14 STAFF LOANS - GENERAL

Introducrion

141 Concessional interest rales are available on personal and home loans to
approved Employees:-

(a)  toreward lovalty and good performance;
{b)  toprovide an incentive to grow and prosper within the Society

142 This concept is not an automatic tighl, bul a pdvilege administered and
approved on a case by case basis by the Society.

megistered
The Concept 'Prise Agreement
14.3 ndustrial Regisirar

()  All proposed Toans to staff of the Society will be submitted 1o the Board
for approval showing details of the proposed loan, security, concessional
rate of interest and term.

(b)  Suaft Lending conditions will be the nomal conditions approved by the
Sociely for ordinary borrowers unless otherwise specified.

{c)  Before a loan is madc to an Employee at a concessional rate of interest,
that Employee is to acknowledge that he or she has read, tully
understands and accepts the guidelines under which the loan is
approved.

{(d}  Itisa condition of any loan approved under the terms of the Agreement.
that the repayments will be up-to-date at all times. Arrears will not be
toleraled other than in extenuating circumstances and may result in the
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144

14.5

14.6

14.7

14.8

49

removal of the concessional rate or the requircmeat of repaving the loan
in full.

In order to qualify for any concessional loan, a Permanent Employee must be an
employce of the Society for a conlinuous period of nof less than 2 vears. This
may be shortened fo 1 year, where the Employee converled from an existing
Casual Employee status, where that status was for a period of at Teast 12
mortths.

In order to qualify for any concessional lean. a Casual Emplovee must have
wotked on a casual basis for a period of not fess than 5 vears. This may be
shortened where the Employce converted from an existing Permanent
Employee status, where that status was for a period of at lcast 2 years Casual
Employees not meeting this latter requirement will have their request judged on
1ts metils.

In addition, a Casual Employee must work a minimum of five huadred (500)
hours m each financial year. The Socicty reserves the night to wiihdraw the
concessional loan rate if the casual employment falls below this minimum.

The granhing of a concessional loan to any Employee will be entircly at the
discretion of the Society. The ratcs applicable to any concessional loans will be
entirely at the discrclion of the Society. A concessional loan granted fo an
Emplayee by the Socicty may be withdrawn without notice at any Hme.

Only one concessional loan of cach type shall be allocaled to an Employee at
any onc ume. A special register of all loans beanng the concessional interest
rale is to bc maintained under the direction of the General Manager
Admimistration.

If before repayment of his or her concessionnl loan an Employee:
(a)  shall have ceased for any reason to be in the employ of the Society; or

(b)  shall not, n the case of & housing loan, be living in the property for
which the loan was advanced, or shall have let, leased or parted with
possession of the whole or any part of the property without Society
approval;

then the concessional rate wil] cease immediately and the Employee coneemed
will be charged the rate applicable to ordinary borrowers.

Staff Concessional Rate on Personal Loans

14.10 The Society will offer Employees concessional rates on personal loans. The

rate will be 2% below ihe highest secured Personal Loan rate with a ceiling of

$25,000. )
Registered
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14.11 Appropriate loan security will be required at the Society’s discretion.

[4.12 The Employee concessional rate shall apply in accondance with the provisions
of the Lraployee loan agreement signed at the lime of loan aceeptance.

Staff Concessional Rate on Home Loans

14.13 Home loans may be available on the following further terms:

(a)

(b)

(€}

td)

The Society is entitled to vary the rates of intcrest payable in respect of
any advance or loan made to the Employce.

The approval of the concessional loan ratc and rts continued application
18 at the sole discretion of the Society,

6 broad categorics for conecssional loans will apply to staft employed
pror to the 5" JTanuary 2000. The categorics and the intorest cxpressed
as a percentage of the ordinary borrowers’ mtes applicable to the amount
of the particular loan are:

33.3% Senior Executives
55.0% Senior Managers
65.0% Specialist Staf¥, Supervisom, Office Managcrs, Managing
Supervisors, Relief/Trainee Managers and Assistant
Managees
75.0% Other Staff ”V[ REg'iSfEI'Ed
Bnterprise Agreement
B5.0% Part-Time Staff
Industriaj Registrar
90.0% Casual Staff

All staff employed on or after the 5% J anuary 2000 may be eligible under
the current qualifying period of 2 years [or a siaff loan up to a maximum
of § 80,000.00 at 90% of the "Permstart” variable rate,

The Board may a: its discrefion at any (ime change the participants from
one calegory o another, or strike a different rate.

Approval of a loan at a concessional ric of interest lo Employees will
only be given for the following purposes:

purchasing a house or home unit already built;
purchasing a house partly built and completing it;

building a new house:
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purchasing vacant land on which a house 10 be used as the applicant’s
residence 1s to be built;

making altcrations o a reeidence in which the apphcan will reside or 1s
residing;

the repayment of an existing morigage on the Employee’™s personal
residence.

(g)  The loan will only be approved on the basis thai the home is, or is to be
the Employee's personal cesidence.

Maximum Loan

14.14 All siall will be eligible for a concessional interest rate on all first mortgage
loans made on the security of an Employee’s private dwelling. Staff employed
prior to the 5™ January 2000 will be eligible for a minimum loan of $ §0,000.00
or two and one half imes annual salary , whichever is the higher, providing that
such maximum does not exceed the amount provided by legislation. From the
commencemenl of this agreement all new apphications for stafl concessional
loans to employees employed prior to the 5™ January 2000 will be capped at a
maximum of § 125,000.00. All slaff employed on or after the 5" January 2000
will be eligible for a loan as derailed in ¢lause 14.13 (d)

14.15 Any Employce who has previously been grantcd a loan may apply for an
increase up to the maximom amount allowed pursuanl to clause 14.14. In
considering any such application, the Society may take inio account the
Employee's salary ar the time of the original loan, the inflation rate since the
original loan, and any other matters the Society thinks [it.

Spectal Consideration

14.16 If an Employee with a concessional housing loan dics before repayment of the
loan in full and the deceased Employee had completed 10 years' continuous
service prior to his or her death, any spouse or dependent children of the
deccased Employee onder the age of 21 years (if occupying the regidence
concemed), shall have the right to coniinue to repay the loan at the concessional
interest rate.

14.17 The Society recognises that an Employee’s circumstances may change in
various ways and thewr present home muy no longer be suitable. In such
circumstances, the Society may allocale a subsequent loan to purchase a new
personal residence. Such a subsequent loan would be in accordance with these
guidelines. The Board would require detailed reasons for the change of
residence and would need to be fully convinced that the change was for
necessary personal reasons and not for monetary gain.

Staff Loans and Parental Leave Reoi

Bnterprise Areement

Wdustrial Regisrar 4



14.18 The Socicty has agreed to allow staff who (ake parental leave (o roimin the staff

14.19

14,20

concessional loan rate providing:

(2)  The employee has had five (5) years’ continuous cmployment es defined
in clause 4.25

(b)  The crployee applics in writing for this option

(¢}  The employce returns to work for a time equivalent to the length of
parcntal leave taken

{d} The employee returns to his or her original or equivalent position

Il & staff member who takes parental leave and who is recciving the benefit of
the concessional staff loan rate does not meet the Tequirements set out in clauge
14.4, the concessional interest rate will be withdmwn and will revert to the
currcnt variable interest rate,

All benefits recerved from the concessional loan rate {including any Fringe
Benefits Tax incurred by the Society that cannot be redeemed from the
Australian Taxation Office) while on parental leave will be forfeited. The loan
amount will be rewritten to include such forfeited benefits at interest rates
equivalent to thase determined variable rates applying during the period.

Indugtia) Registrar
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SCHEDULE 1

Newcastle Permanent Building Society Limited

Registered
Knturprise Agreement

Imtustrial Registrar

T o
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SCHEDULE 2

Base Salary Rales Applying after each Parventage Increase

per fortnight

Stall
Category

Ape 18 years
Age |8 years
Ape 19 years
Ape 20 years

Jumior Branch? Clerical Assistant

Probaticnary Tramnee Branch/Clerical
Asmistami
Trainee Branch/Clencal Assistani
Branch/Clerical Assistant

Advanced Branch/Clerical Assistant
Advanced Branch/Clerical Asaistomt
Cirade One

Senior Advanced Branch/Clerical Assistant

1 1
Supervisor

14.1

On Approval

4,00%

568.09
686.24
775.80
9%05.82

938.74

1040.70

111946
1159.92

117395
1196.07

1340.00
1460.00

Registered
Enterprise Agreement

Industrial Registrar

141 ' Supervisor and Sermor ADA/ACA e of pay has been adjusted inclivadually to maintain merket rat

m Ime with competivors.

47



SCHEDULE 3

Brunch Managers

Regional Managers

Execubive Assistant

Advertising Managcer

Compliance Officer

Markeling Manager

Chief Internal Auditor &

Andit Team

Company Secretary

Electronic Services Manager
Informahon Technology Manager
Information Technology Sysiems Manaper
[nformation Technology Operations Manager
Customer Services Manager
Advances Manager

Securities Manager

Chiel Accountant

Financial Accountani

Manager — Opcrahons Administration
Loans Processmg Manager
Insurances Manager

Collections Manager

Ireasury Manager

Assistant, Relief Managers and Managing

SUPCrvVISOrs

Administration Support Manager
Flcctronic Funds Manager
[Human Resources Manager
Personnel Manager

Staff Developmenl Manager
Fund Administrator Managcer
Superannuation Manager
Financial Advisers

Loans Manager

Assistant Loans Manager
Personal I.oans Manager
{Office Manager

Community Manager

This list may be amended as required, at the discretion of Senior Management.

Registered

"rprise Agreement
Industrial Registrar
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THE COMMON SEAL of
NEWCASTILE PERMANENT
BUILDING SOCIETY LIMITED
(A.C.N. 087 651 992) was affixed 1o
this Agreement in accordance with jts
Rul

Print Name of authorised persan

Qffice held

This Agreement is signed by the
members of the Siaff Committee

NEWCASTLE PERMANENT

)
)
on behalf of the employees of )
)
BUILDING SOCIETY LIMITED )

This Agreement 1s signed on behalf of
The Federated Clerks Union of Australja
WNew South Wales Branch

i S ST S A

7 aBMN N
g5 097 861 9%

'Eﬂmmﬂﬂ
geal

Signature of authorised person
Y 41 L Y Y

Print Name of authorised person
Digscrar |

[ELR TR TR e L N N T PR T ]

Office held

LETGH CULLEN

CHERYL BALD

SHANE ROBINSO:

PAUTL SANSOM

Registered
‘Aterprge Agreameant

ndustrial Reistrar
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Newcastle Permanent Building Society

GRIEVANCE PROCEDURFE

When fo use this grievance procedure

This procedure explains whar to do if you have a grievance ahout anything to do with work, 4
grievance means any rype of problem, concern or complaint about work or the work
environment For example, vou could haye s grievaace abour:

* trensfer or promotion,
stall development or trainmg availabiliry,
rosters or hours of work,
wage or salary levels;
* leave allocanon:
* the work environment,
safery in the workplace,
the nature of supervision;
performance appraisal:
discriminstion or haragsment.
We recognise thar vou can’t do » good jab, or be fully Productive, if you feel management or

anyone else at Newcastle Permanent Building Sociery (VPBS/ Is treating you unfairly,
discriminating against you or harassing you,

ymplaint about work or the work environment,
0 We can sort it out as quickly as possibie,
to  Don't let anyone gel away with unfair or

fmportant points about our grievance procedure
Easy te use and trustworthy - our grievance procedure was developed through wide

consultation to make sure we ser up the begr possible grievance piocedure, Because of thig
we believe that all emplovees will find our grievance procedure easy Lo use and truarworthy

L2206 | KER-A 1430 Fan



Confidential - only the peaple directly imvolved in the grievance, or in sorting it out, can
have access o mformahon about your grievance, [nformation only goes on an employes’s
personnel file if they are disciplined as part of sorting out the grievance

Impartial (fair) — all sides get a chance to tell their side of the story. No-oue makes any
assumptions or takes any action until all relevant information has been collected and
considered. All gides have access to support or representation if they want or need ir,

Free of unfair repercussions or victimfsat

any of our policies or standards, then we wi
consistently

Sorted out with a minimum of fuss — we s to sort our all enevances al the lowesi [evel
possible with ihe minimum of fuss. Tn many cases grievances can be sorted our by agreement
between the people involved wilh no need for disciplinary action

Seasitive — the people who help sort oul srievances have been specially trained to irear all
grievances sensitively  You won't be laughed at or treated badly for making a Emieviance, or

for explaining your side of the story
Timely — we atm to deal with all grievances as quickly as possible There are time limits for

the drfferent stages. We aim 10 sort owt al) Buevances within four weeks if at all pogsible.
Muost grievances can be soried out even faster than this

Registered
Enlerprise Agreement

Indusirial Repjistrar



What to do if you have a grievance

What io do

Step1 ¥f you can, try to sort it out yourself with the person or
people involved You may find that they didn't maan to

Step 2

Step 3

Step ¢4

Step 5

do what they did,
If

* you aren’t sure how to handle the problem yourself,

or

*  youjust want to talk confidentielly abomnt te prablem
with someone and get some mere information abous

what you can do,

talk to any cne of the grevance centaet/support officers

See below for more about what they do. See page § fora

list of contacy’support officers

To get the grevance sorted Qut, go to sea

= YOur supervisor, ot if you don't want g see them,

® Yyourmanager, or «f you don’t wanr to see them,

¢ any other supervisor or manager who s at a hugher
level than you, or anyone in hutnan resowrces

Forwhat they wilf do see belone.

If you are unhappy with the way the grievance is bemny,
or has been, sorted out, you can appesl o

* the manager of the person who wasfis sormng out
yout complaini, ot if you don't wunt 1 ses tham

¢ any other mors senior manager or member of human

TEECUTCRs

For what they will dao see bejow.

If you are still unhappy, you can get advice from any
relevant external agency, for exarmple:

* the NSW Ann-Disenmination Board

w  he
Commesion

Human Rightis and

Equal  Opportumty

= the NSW Indusinal Relations Commissign
* the Australian Indusmiat B.elanens Commsuion

See below for contzer numbers

Do this as s00n as passible

Do ths as seon as possble,

The contact/ support officer
mwst speak with you as soon
as they can and preferably on
the same day you ask to see
them.

Do tus as soon as possible

The person you see must pet
full information from you as
5000 as passible Unlass
there 15 a very pood reasen
they must do dus wathin two
working days.

They must then sort oot the
grievance as fast as possible
— sec below for more
wnformation oo pur  Gme
Lims,

Do this as soon as possible.

We aim o have any appeal
sorted our as quickly as
passible,

Do tlus as soou as pessuble,

Each agency will tell sou
what thejr ame limits are,

Registered
Enterpnise Agreement

Industrial Registrar



What will a grievance contact/support officer do?

Grievance conlact/support officers are ordinary employees wha volunteered for Lhis job. They
have been specially trained to help anyone who has, or thinks they may have, a grievance.

eatial advice about the best way to tackle vour
more help. A contact/support officer is not
wce. However, they can go with you to see

For a list of contact officers see page 8.
What will the person I ask to sort out my grievance do?

Wherever practical, within fwo working days of you approaching them they will:

1. get full information from you abour yaur grievance and what will sort it out as far as
¥YOu are concerned

2 explain how the rest of the grievance procedure works (jncluding what will be done to
protect you from victimisation); they will also refer you to peaple wha can provide you
with support or representation, if you need cither of these.

3. decide if they are the appropriate persor
be too junior in the hierarchy, too bi
grievance. I they can't handle it
supervisor/manager/grievance handler.
continue the process ag described below.

Wherever praciical, withm nve working days of your interview with them the il

4. Pui the information they've received from you fo the person/people you'rs
comnplaining about and ger therr side of the STOrY.

Wherever practical, within one weeik of interviewing the person‘people pou're complaining
about, and no later than four weeks from the date you first approached the grievarce handler
they will:

3. work out whether the matter(s) alleged in your grievance are sericus enough to be
disciplinary” see ‘Whar are the possitle outcomes?" below

8. work out whether they now have enough information to know whether the matter(s)
alleged in the grievance did or didn’t bappen.

7, If they don’t have enaugh information to know whether the matter(s) alleged in the

grievance did or didn’t happen, and the allegetion or counter-allegarion is ssrious
enough to be diserplinary, they may nsed 1o speak io

| XA 24000 1-KBB- 40411 TAR



-5-

witnesses, they may need ro refer the grievance Lo senior manapgement to decide what
to do aboul it

g, if they decide to speak to witnesses, they will do this very carefilly, so as not to breach
confidentialiry. They won’t speak to any more wilnesses than they nead to speak to.

9. decide how the grievance should be resolved and let everyone involved know. They
will do this in the following way:

when the grievance mvolves an allegation of a non-disciphnary or omunor
disciplinary nainre, and the main facts are noi in dispute, they will mediate it. This
means they will help you and the other person or people involved come to a joint
agreement aboul how the grisvance should be resclved,

when the grievance involves an ellegaton of a non-disciplinary or minor
disciplinary nature, and the main facts are in dispute, they will.

— tell you and the other person/people involved about what might have bappened
had the grievance been provesn one way o1 the other,

- wam you and the other person/people involved abour ihe disciplinary
consequences of any further vicrimisation:

tell you and the other person/people invohwed about your right to appeal;
consider the need for s1aff training in panticular policies or standards;
momict developments,

¢ when the grievance involves an allegation of a more serious nature they (or a mors
senior manager) will work out whether, on the ‘balance of prabability’, the
unjustified treatment, discrimination ot harassment did ot dido’t happen, They will
then make a management decision aboul how the complaint should be resolved,
This will usually involve a disciplinary measure against one or more employses.
The type of discipline wiil obviously depend on the level of breach/problem that
has happened. Discipline ¢ould range from a verbal apology for a less serious
incident, through to dismissal for a very sertous incident or series of incidents
Dizcipline will be imposed in a fair and conswtent manner across the organisation:
see ‘disciplinary action’ below for more abouf what type of discipline fo expect,

10.  consider if there is a need lo use a mediator to help everyone readjust 1o working
effectively 1opether

For the next few months they will:

11.  monitor the outcome to make sure there are no further repercussions

| 12200 |-KEB- A543 LTAH
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Discipline could involve one or more of the following!

a written apology;

¢counselling,

an official waming,

loss of promotion righta or wage/salary increases for a specified period;
transfer or demotion,

dismissal

Several of our policies specify the Lypes of behaviour that can lead to dismissal ¥ou can read
about this in our EEQ Policy and Harassrment Policy.

A record of the grievance and the resulting disciplinary action will be placed on the persannsi
file of the person whe is disciplined The contact/support otficer and grievance handlers will
also send all their notes and a copy of the record of the grievance ro the person in charge of
the confidential grievance filing svstem wilhin human resources

How will the appeal work?

The person who handlea an appeal will generally 'rehear” Lhe gricvance, by going through the
same gieps as the person who handled the onginal grievance. However, they may decide to
interview more wimesses if they think they will be able 10 help.

They may confirm the onginal decision or avertum it

In addinen, if thev believe any contact/support officer or the ongmal grievance handler
mishandled the grievance in a way that breaches this grievance procedurz, they may
recommend disciplinary action against that person,

Who else can help?

At any time during # gnevance you are involved in you can get [egal advice ffom your union
representative or any other legal representative. If you want to brng a union or legal
répresentative to any gnevance meetng you can do this,

You can also ger confidential support and advice from any of the contact or suppart officers at
any ume during the grievance You can get advice from one of these people if you are the
person who has the grievance or if you are the person who has been “accused” of doing

something wrong

In addition, at any rime during your gnevance you have the right to contact an external agency
for advice or help You can also do this if you are unhappy with the way the gnevance has
been resolved. Agencles that may be able to help are:

Registered
Enterprise Agreemunt

Industrial Registrar

LA IE00L-KED-A 431/ TATT



NSW Anti-Discrimination Board
Level 17, 201 Elizabeth St Wollopgong Gov't Offices  Level 1

SYDNEY 2000 84 Crown St 414 Hunter St

(PO Box A2122 WOLLONGONG 2500 NEWCASTLE WEST 2302
Sydney South NSW 1235)  Ph (02) 4226 8190 Ph (02) 4926 4300

Ph (0Z) 9268 5555 Fax (02} 4226 1190 Fax (02) 4926 1376

Fax (02) 9268 5500 *TTY (02) 4229 4143 *TTY (02) 4929 1489

*TTY (02) 9268 5522

*TTY — telephone typewriter for deaf or hearing impaired persons
Enguiries Line/Employers Advisory Service — Ph: (02) 5268 5544
Toll free number 1800 670 812 if you ere calling from outside the Sydney area

World wide web address — hitp./Awwrw lawlink.nsw gov.au/adb

Human Rights and Equal Opportunlty Commission

Picadilly Towers

B/133 Castleveagh St
Sydney 2000

Ph (02) 9284 9600
Fax (02) 9284 9611
Taoll free 1300 656 419

TIY 1800 620 241 Registered
~ntefprise Apreement

NSW Industrial Relations Commbssion Industrial Resist

50 Phillip 5t

Sydney 2000

Fh (02) 9258 0080
Fax {02) 9258 0058

Australian Indosirial Relations Commission

Level 8, Terrace Towers
80 Wilham St

East Sydney 2011

Ph {02) 9332 0724

Fax (02) 9380 6990

World wade web address — http://sww girc.gov.au

List of contact/support officers
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