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BARTTER ENTERPRISES MARSDEN PARK AGREEMENT 
CUSTOMER SERVICE DRIVERS AND STOREMEN 2005 

 
1. TITLE 

 
This Agreement shall be known as the Bartter Enterprises Marsden Park Customer Service 
Drivers and Storemen Agreement 2005. 
 

2. ARRANGEMENT 
 

1. Title 
2. Arrangement 
3. Scope and Parties 
4. Parties Bound 
5. Parent Award  
6. Length of Agreement 
7. Wage Increases 
8. Superannuation 
9. Employing Entity 
10. Public Holiday Commitment to Work & Loading 
11. Rostering 
12. Flexibility of Working 38 Hour Week 
13. Shift and Weekend Work 
14. Shift Allowance 
15. New Technology & Process Improvement 
16. Sick Leave 
17. Disciplinary Policy &Procedures 
18. Resolution of Disputes and Grievances 
19. Consultation and Sharing of Information 
20. Attendance Management Process 
21. Leaving Site  
22. Occupational Health and Safety 
23. Classification Structures 
24. Redundancy Agreement 
25. Signatories 

 
Appendix A - Disciplinary Policy and Procedures 
Appendix B – Redundancy Agreement 

 
 

3. SCOPE AND PARTIES 
 
This Agreement is made by Bartter Enterprises (“the Company”) and the National Union of Workers.   
This Agreement is made in relation to the employees of the company employed at the Marsden Park 
site in the profession of Customer Service Driving and Stores (dry goods). 
 

4. PARTIES BOUND 
 
This Agreement shall be binding upon: 
 
(a) Bartter Enterprises Pty Ltd; 
 



(b) The National Union of Workers; and 
 
(c) All employees of the Company at the Marsden Park plant covered by the Storemen and 

Packers, General (State) Award and the Transport Industry (State) Award.  
 
 

5. PARENT AWARD 
 
This Agreement shall be read in conjunction with the Storemen and Packers, General (State) Award 
and the Transport Industry (State) Award.  The provisions of this Agreement shall override the 
provisions of the relevant Award where so mentioned.  Where this Agreement is silent, the provisions 
of the relevant Award shall apply. 
 
 

6. LENGTH OF AGREEMENT 
 
This Agreement shall come into force from 1st July 2005 and shall remain in force until 30th June 
2008.  The parties agree to enter into discussion no later than 3 months before the expiry date of this 
agreement. 
 
 

7. WAGE INCREASES 
 
Wages for all employees will be with effect from the first full pay period to commence on or after 1 
July 2005 will increase by 4%. 
 
Wages for all employees will be with effect from the first full pay period to commence on or after 1 
July 2006 will increase by 4%. 
 
Wages for all employees will be with effect from the first full pay period to commence on or after 1 
July 2007 will increase by 4%. 
 
 

8. SUPERANNUATION 
 
All Superannuation payments are to be paid to either the Bartter Enterprises nominated fund or the 
nominated Union Fund. The nominated union fund is the fund nominated by the union that is party to 
this agreement. 
 
 

9. EMPLOYING ENTITY 
 
It is agreed by all parties that Festive Foods & Steggles Poultry Processing are the employing entities 
of all employees covered by this agreement, for administrative purposes only. As Festive Foods & 
Steggles Poultry Processing are fully owned subsidiaries of Bartter Enterprises, all current and future 
entitlements will be met by Bartter Enterprises Pty Ltd. 
 
 

10. PUBLIC HOLIDAY - COMMITMENT TO WORK & LOADING 
 
To meet our customer requirements it is recognised that work will need to be performed on some 
public holidays. In the first instance volunteers will be called from the section where the work is 
required. If sufficient numbers are not met the call for work will be extended to other sections across 
the site. All work performed on public holidays by permanent and casual employees will be paid at 
the rate of triple time.  
 
Permanent employees who work a public holiday may elect to take their triple time payment as 
double time pay and a day in lieu to be taken at a later date to be mutually agreed by the employee 
and the supervisor or department manager within six weeks of the public holiday. 



By mutual agreement between the company and employees or groups of employees a public holiday 
may be substituted to another date without deduction of pay.  If by chance, employees are required 
to work on the substituted day, payment will be as for any other public holiday.  
 
Shift allowances will not be paid on public holidays when worked. 
 
 

11. ROSTERING 
 
We will work towards a rostering system based on 7 day operation during the life of this Agreement.  
This may result in some sections working a seven day roster.  
 
Saturday or Sunday work that is performed as part of the ordinary weekly roster will be paid at the 
appropriate ordinary rates as per the relevant award.  
 
Existing employees at 1 July 2005 will not be forced to work a 7 day roster which may include 
Sunday. Existing employees may nominate to work the 7 day roster if they wish. New employees 
from 1 July 2005 will be eligible to work a 7 day roster. 
 
Individual circumstances will be taken into consideration when any changes to rostering are 
proposed. 

 
FLEXIBILITY OF WORKING 38 HOUR WEEK 
 
All parties agree that flexibility of working hours to meet key business peak times and days is vital to 
the ongoing success of the business. We agree to explore all methods of working the 38 hour week 
to suit business and individual needs.  This may result in a number of methods of working the 38 
hour week across the site. 
 
Those employees who have a Rostered Day off as their method of working the 38 hour week shall 
have their RDO determined by way of set roster.  However the Company will grant employees 
RDO’s, provided that they have accrued RDO hours, if pressing personal circumstances exist.   

 
 

13.  SHIFT AND WEEKEND WORK 
 
Saturday or Sunday work that is performed as part of the ordinary weekly hours will be paid at the 
appropriate penalty rates as per the Award.  Shift work that is performed on Saturday or Sunday as 
part of the ordinary weekly hours will not attract shift allowance. 
 
 

14. SHIFT ALLOWANCE 
 
Shift Allowance which is paid as part of ordinary hours worked will continue, as is the current 
practice, to be paid on sick leave, public holidays on which the employee does not work and all other 
leave entitlements other than annual leave. 
 
In the case of annual leave, the employee’s roster shall be projected for the period of leave and a 
comparison of their projected roster earnings including shift allowance and their base rate with 
annual leave loading undertaken.  The employee shall receive the higher of the two calculations for 
the period of annual leave.  Shift Allowance is not paid on overtime 
 
 
 
 
 
 
 
 



15. NEW TECHNOLOGY AND PROCESS IMPROVEMENT 
 
New Technology 
 

The Company agrees that on the implementation of new technology affecting the workplace the 
parties will undertake a review of the work.  If it is agreed that the new work is of greater value, 
discussions will take place on the appropriate level of remuneration for those duties.  

 
Process Improvement 
 

The Company agrees that it will establish a working group involving Union Representatives and 
other employees to address productivity issues. The aim of the group would be to develop 
systems improvement in the workplace. Such improvements may or may not lead to further wage 
increases. 
 
 
16. SICK LEAVE 

 
The following arrangements apply to sick leave: 
 
  Employees are required to notify their Supervisor by telephone of any absence due to 

sickness prior to the commencement of rostered work if at all practicable, but must notify 
within 24 hours.  Circumstances that prevent notification prior to the commencement of 
shift will be taken into consideration. If their supervisor cannot be reached then the 
employee should contact the Department Manager by telephone. A current list of 
contacts will be maintained and made available to all employees.  

 
  Where sick leave is claimed for a day before or after a public holiday or RDO, a medical 

certificate must be provided. 
 

• If an employee is sick a day before or after a weekend then management has the 
discretion to not allow that employee overtime. 

 
 

17. DISCIPLINARY POLICY AND PROCEDURES 
 
See Appendix A. 

 

18. RESOLUTION OF GRIEVANCES AND DISPUTES 
 
1) In the event that a grievance or dispute arises over matters dealt with by this award, as far as 

possible every effort will be made to resolve the issue at the local level. The parties are 
committed to speedy resolution of the issue in accordance with this procedure: 

 
(a) the grievance or dispute should be raised by the employee or employees with their 

immediate manager, who will respond within two working days, unless there are 
circumstances preventing a response in that time; 

 
(b) if the grievance or dispute is unresolved, the union delegate, organiser or other  union 

official is to raise the issue with the senior manager  on site who will respond within two 
working days, unless there are circumstances preventing a response in that time; 

 
(c) if the grievance or dispute remains unresolved, the union may involve the relevant peak 

union council and the issue is to be referred to senior management of the company who 
will respond within two working days, unless there are circumstances preventing a 
response in that time; 

 



(d) If the grievance or dispute remains unresolved it is to be notified to the Industrial 
Relations Commission of NSW for conciliation, and arbitration if necessary. The 
Commission’s decision will be final. 

 
(e) During discussions regarding the grievance or dispute, the status quo shall remain and 

work shall proceed normally in accordance with this agreement and the parent award 
and without stoppage of the imposition of any ban, limitation or restriction.  “Status 
quo”shall mean the situation existing immediately prior to the dispute or the matter giving 
rise to the dispute. 

 
2) If the dispute concerns the dismissal of an employee for disciplinary reasons, at the union’s 

request the company will place the dismissal on hold while the matter is discussed and 
investigated under this clause. The employee will be on paid suspension for the period of the 
investigation. Once the investigation has been completed by the company the period of paid 
suspension will cease. If the parties have not reached agreement and the company decides to 
uphold the termination the following shall apply: 

 
a) The Union or the employee will make application to the NSW Industrial Relations 

Commission with respect to the termination being harsh, unjust or unreasonable. 
b) The employee will be placed on unpaid suspension until the application is heard. 
c) All parties agree to abide by the orders directed by the commission. 
 
If the decision of the commission is reinstatement or re-employment with reimbursement to the 
date of termination  the company shall reimburse all wages owing to the employee. 

 
3) There is to be full continuity of operations without restrictions on normal work or industrial action 

of any kind while the procedures in this clause are followed. This subclause does not require 
employees to continue to work in circumstances where a genuine occupational health and safety 
issue arises. 

 
 

19. CONSULTATION AND SHARING OF INFORMATION 
 
A site stakeholder consultative group will be formed.  The aim of this group is to encourage an open 
forum for 2 –way communication and consultation with respect to general business issues. 
 
 

20. ATTENDANCE MANAGEMENT PROCESS 
 
Non attendance at work can create disruption to the workplace namely: 
 
o Increased OH&S risk on other employees due to increased work load 
o Disharmony amongst the work group  
o Difficulty meeting planned production requirements, product shortages and ultimately customer 

dissatisfaction. This could lead to loss of supply contracts and therefore will impact upon job 
numbers.  

 
All parties agree to the formation of a working party or parties to develop and implement an 
Attendance Management Process to improve attendance at work by 1 October 2005. 
 
The working party will consist of company representatives, employee representatives and union 
representatives where practical.   
 
The working party will: 
 

• Review the current absenteeism rate for the site. 
• Analyse current data – all data will remain anonymous and no individual details will be 

disclosed. 
• Develop and implement an improvement process. 



• Monitor the absenteeism rate. 
• Review the improvement process and change where necessary. 

 
 

21. LEAVING SITE 
 

For Occupational Health and Safety reasons all staff are required to clock on or off using the time 
in attendance system when leaving the site for any reason.   This provision does not apply to 
those employees whose job involves periods of off site work. If and when smoking on site 
becomes an issue this clause will be re-negotiated. 
 

 
22. OCCUPATIONAL  HEALTH AND SAFETY 

 
Employees shall: 
 
• Participate in the site Safety Program and offer suggestions for improvement, 
• Undertake training and re-training in standard work practices and safe work skills, 
• Undertake safety walks and workplace inspections as required, 
• Report all hazards, unsafe practices, unsafe conditions and situations, all injuries and all 

incidents to management, 
• Participate in rehabilitation programs and/or rehabilitation processes if and when required. 
 
 

23. CLASSIFICATION STRUCTURES 
 

Customer Service Storeman Drivers 
       Pay Rate 
 
       1/7/05  1/7/06  1/7/08  

• CSSD in training <3 months   16.80  17.47  18.17 
 
 

• CSSD Level 1    18.00  18.72  19.46 
 – Licensing 

- Competencies   
 

Minimum 12 months including training period 
 
 

• CSSD Level 2     20.00  20.80  21.63 
– HR license when needed 

 - Forklift Certificate 
 - Minimum capabilities of 3 runs 
 - Commitment to any run   
 

A buddy allowance of $20.00 per week would apply to any level when training of a new driver was 
being undertaken. 
 

Pay Rate 
 
       1/7/05  1/7/06  1/7/08  
Storeman 
 

• Storeman in Training  <3 months 17.63  18.33  19.06 
- Forklift License 
- Load and & unload vehicles 
- Numeracy/literacy skills appropriate to tasks 



• Storeman 
As above training completed 19.33  20.10  20.90 
 
 

• Storeman in Charge   21.60  22.46  23.36 
 
- Sole responsibility for all stores excluding finished goods 
- Liaise with National Purchasing 
- Liaise with suppliers 
- Use Oracle/ERP system 
- Perform stocktake and ensure accuracy 
- Maintain minimum and maximum stock requirements 
- Track delivery performance 
- Training and inductions 

 
The company shall determine the numbers required at each level of the classification structure and 
the requirements will be based on business needs.  The company will explore supporting internal 
training with the appropriate external training and qualifications i.e. Certificate 2 /3 in each 
professional discipline. 

 
 Movement through the classification structure will be based on a number of factors; experience, 

seniority, skills required for the role, attendance, performance in current role and merit. Where all of 
these are equal seniority will be the determining factor. 

 
   24.  REDUNDANCY AGREEMENT 
    
 See Appendix B. 
 
 

25. SIGNATORIES 

Signed for AND on behalf of: BARTTER ENTERPRISES  
 
Name Print:  …………………  Witness Name …………………. 
 
Signature …………………  Signature………………………... 
 
Position: ………………… 
 
Date:  …………………  Date…………………………….... 
 
 
 

Signed for AND on behalf of: the Unions ……. 
 
Name Print:  …………………  Witness Name …………………. 
 
Signature …………………  Signature………………………... 
 
Position: ………………… 
 
Date:  …………………  Date……………………………... 
 
 
 
 
 



Appendix A 
 

DISCIPLINARY POLICY AND PROCEDURES 
 

1. SCOPE 
 
 The policy and the procedures contained in it apply to all employees of Bartter Enterprises and 

its associated companies (“the Group”).  Where an industrial award or agreement or contract of 
employment provides more favourable conditions or procedures than apply under this policy, 
then the award or agreement will apply.  Where an industrial award or agreement  or contract 
of employment provides for lesser conditions or procedures than those applying under this 
policy, then this policy shall apply. 

 
 This policy and the procedures contained in it should be exercised in conjunction with the 

training and background notes provided by the Group. 
 
1. OBJECTIVE 

 
 The objective of this policy is to provide a structured process which ensures that employees of 

the Group: 
• are aware of the standards of performance and behaviour required from them in the 

course of their employment. 
 
• can have unsatisfactory performance or behaviour identified in a constructive fashion; 
 
• can be subject to disciplinary procedures up to and including termination of employment; 

and 
 
• to ensure that all activities and procedures associated with these issues are objective 

and procedurally fair. 
 
2. STATEMENT OF POLICY 

 
 The Group is committed to the provision of fair and supportive working environments.  The 

disciplinary procedures contained in this policy are designed to support the achievement of this 
goal.  Any failure to abide by these procedures will in itself be regarded as a severe breach of 
Group standards. 

 
3. PRINCIPLES 

 
 (a) Disciplinary action pursuant to this policy should be educational in the first instance, and 

only corrective where educational steps have failed. 
 
 (b) Punitive action should only be taken when remedial steps have failed. 
 
 (c) As far as practical, similar offences in similar circumstances should be treated  equitably 

through the application of similar punitive action. 
 
 (d) Procedural fairness is of paramount importance in ensuring equitable treatment for 

employees.  This will necessitate the use of time and other resources to ensure a 
satisfactory investigation.  This policy therefore provides the ability to suspend 
employees on full pay whilst any necessary investigation is completed. 

 
4. ACCESS 

 
 Given the Objective, Policy Statement and Principles of this policy, this document is public in 

nature, and should be available to employees on request.  Any employee who is to receive any 
punitive action pursuant to this policy must be provided with a copy of or access to a copy of 
this document. 



PART TWO:   DISCIPLINARY PROCEDURES 
 
1. LEVELS 
 

This policy recognises FIVE levels of disciplinary procedure: 
 
• Counselling 
• Verbal Warning 
• First Written Warning 
• Final Written Warning 
• Dismissal 

 
 The nature, severity  and frequency of the problem will generally determine which level of 

disciplinary procedure will apply in any individual situation.  
 

At each step in the process the individual will be asked if they wish to have union 
representation.  

 
1. COUNSELLING 
 

(a) Counselling is an informal process whereby employees are advised of unsatisfactory 
work performance.  Counselling is an integral part of the management of employees, and 
should be a two way communication process. 

 
The object of a counselling process is to advise the employee of what standards of work 
performance, or behaviour are required; to show where the employee is not meeting the 
required standard; and to ascertain whether there are any requirements for additional 
training or other resources in order that the employee can meet the required standards. 
 

(b) A formal record of a counselling process need not be made, however it may be 
appropriate for a file note to be placed on the employee’s file. 

 
2. VERBAL WARNING 
 

(a) A Verbal Warning is the first punitive level of the disciplinary procedure.  
 

(b) A Verbal Warning is issued in circumstances where one or more counselling sessions has 
failed to modify the work performance or behavioural standards as required;  

 
(c) The individual must be informed that the disciplinary procedure has commenced and that if 

work performance or behaviour continues to not meet the required standard further action 
will be taken.  

 
3. FIRST WRITTEN WARNING 
 

(a) A First Written Warning is the second punitive level of the disciplinary procedure. 
 
(b) A First Written Warning is issued in circumstances where a verbal warning has failed to 

modify the work performance or behavioural standards as required; or where the issue is 
deemed serious enough to have passed counselling and / or verbal warning. 

 
(c) Before a First Written Warning is issued, the employee must be advised that the process 

may eventually result in the employee’s dismissal; and is to be provided with a copy of 
this policy.   

 
(d) The manager or supervisor must explicitly and clearly identify what work performance or 

behavioural standard is unacceptable, and specify what the required standard is. 
 



(e) The employee is to be asked if he/she has any comment in regard to the stated problem.  
Due regard is to be given to the employee’s views, and any mitigating circumstances 
taken into account. 

 
 At this stage, the manager or supervisor may elect not to issue a First Written Warning, 

and revert to a verbal warning. 
 
(f) Once the work performance or behavioural problem has been identified, the manager or 

supervisor is to ascertain whether or not there is any additional training or other 
resources that may be appropriate in correct the problem. 

 
(g) A First Written Warning is to be issued for a specified period of time. 
 
 The appropriate period for a First Written Warning to be in force will be determined by 

the nature of the problem, the employee’s record, and the length of time reasonably 
required to demonstrate improvement. 

 
 The First Written Warning should not be in force for more than 6 months. 
 
(h) The First Written Warning should be recorded as per pro forma document (a) entitled 

“Record of First Written Warning” in Part Three of this Policy.  The employee should be 
asked to sign the Record of First Written Warning.  If the employee refuses to do so, this 
should be noted on the Record.  A copy of the Record of First Written Warning should be 
issued to the employee. 

 
(i) At the conclusion of the period of time that the First Written Warning is in force, the 

employee’s performance is to be formally reviewed.  At that point, the First Written 
Warning may be withdrawn, extended, or a Final Written Warning may be issued. 

 
 The review of the First Written Warning is to be recorded as per pro forma document (b) 

entitled “Record of Review – First Written Warning” in Part Three of this Policy. 
 
4. FINAL WRITTEN WARNING 

 
(a) A Final Written Warning is a punitive level of the disciplinary process. 
 
(b) A Final Written Warning is issued in circumstances where one or more First Written 

Warnings have failed to modify the work performance of behavioural standards as 
require; or as a first step in the disciplinary procedure where the lapse in performance or 
behavioural standard is of an extremely serious nature. 

 
(c) In order that a decision to issue a final warning to an employee can be made, it may be 

appropriate for a detailed investigation to be carried out.  In order to facilitate such an 
investigation, it may be appropriate for the employee concerned to be suspended without 
loss of normal pay and conditions for the duration of all or some of the investigative 
process. 

 
(d) Before a Final Written Warning is issued, the employee is to be advised that the 

disciplinary procedure has commenced and that the process could result in dismissal, 
and is to be provided with a copy of this policy.  The employee is also to be advised that 
they are entitled to be accompanied by a union delegate or co-worker. 

 
(e) The manager or supervisor should have his/her supervisor/manager or the senior 

manager’s nominee present at the final warning meeting. 
 
(f) The manager or supervisor must explicitly and clearly identify what work performance or 

behavioural standard is unacceptable, and specify what the required standard is.  Where 
appropriate, reference should be made to any reprimand or previous relevant disciplinary 
procedure in place. 



(g) The employee is to be asked if he/she has any comment regard to the stated problem.  
Due regard is to be given to the employee’s views, and any mitigating circumstances 
taken into account. 

 
At this stage, the manager or supervisor may elect not to issue a Final Written Warning, 
and may issue a First Written Warning or revert to a counselling sessions; or abort the 
process. 
 

(h) Once the work performance or behavioural problem has been identified, the manager or 
supervisor is to ascertain whether or not there is any additional training or other 
resources that may be appropriate in correcting the problem. 

 
(i) A Final Written Warning is to be issued for a specified period of time. 
 

The appropriate period for a Final Written Warning to be in force will be determined by 
the nature of the problem, the employee’s record, and the length of time reasonably 
required to demonstrate improvement. 
 
The Final Written Warning should not be in force for more than 12 months. 

 
(j) The Final Written Warning should be recorded as per pro forma document (c) entitled 

“Record of Review – Final Written Warning” in Part Three of this Policy.  The employee 
should be asked to sign the Record of Final Written Warning.  If the employee refuses to 
do so, this should be noted on the Record. 

 
The employee is to receive a letter confirming that a final warning has been issued.  The 
letter should be as per pro forma Document (d) entitled “Letter of Final Written Warning” 
in Part Three of this Policy.  A copy of the Record of Final Written Warning should be 
attached to the Letter. 
 

(k) At the conclusion of the period of time that the Final Written Warning is in force, the 
employee’s performance is to be formally reviewed.  At that point, the Final Written 
Warning may be withdrawn, extended, or the employee may be dismissed. 

 
The review of the Final Written Warning should be recorded a per pro forma Document 
(e) entitled “Record of Review – Final Written Warning’” in Part Three of this Policy. 

 
5. TERMINATION OF EMPLOYMENT 

 
(a) Termination of employment is a punitive level of the disciplinary process and the most 

serious application of this policy. 
 

(b) In order to dismiss an employee pursuant to this policy, specific authority from a senior 
manager of the group is required.  A senior manager is a director or direct report to a 
director. 

 
(c) In order that a decision to dismiss an employee can be made, it may be appropriate for a 

detailed investigation to be carried out.  In order to facilitate such an investigation, it may 
be appropriate for the employee concerned to be suspended without loss of normal pay 
and conditions for the duration of some or all of the investigative process. 

 
(d) An employee may be dismissed in circumstances where one or more final Written 

Warnings have failed to modify the work performance or behavioural standards as 
required; or as the first and final step in the disciplinary procedure where the lapse in 
performance or behavioural standard is of such severity as to warrant immediate 
dismissal. 

 
(e) Before an employee is dismissed, the employee is to be advised that the disciplinary 

procedure has commenced and the group intends to terminate the employment of the 



employee.  The employee is to be provided with a copy of this policy.  The employee is 
also to be advised that they are entitled to be accompanied by a union delegate or co-
worker. 

 
(f) The Dismissal meeting is to be attended by the most senior manager on the site. 

 
(g) The employee is to be advised that the group intends to terminate the contract of 

employment and the manager must explicitly and clearly identify what work performance 
or behavioural standard is unacceptable, and specify the required standard.  Where 
appropriate, reference should be made to any final warning or previous relevant 
disciplinary procedure in place. 

 
(h) The employee is to be asked if he/she has any comment in regard to the stated 

problem..  Due regard is to be given to the employee’s views and any mitigating 
circumstances taken into account. 

 
At this stage, the meeting may be adjourned in order  further investigation to be carried 
out.  Subject to the nature of the problem, it may be appropriate for the employee to be 
suspended without loss of normal pay and conditions for the duration of the investigative 
process. 
At this stage, the manager may elect not to dismiss the employee, and may issue a final 
Written Warning, a First Written Warning, or cease the application of the disciplinary 
procedure. 
 

(i) If the decision to dismiss the employee is justified, the employee is to be so advised. 
 
(j) The Dismissal meeting should be recorded as per pro forma document (f) entitled 

“Record of Dismissal” in Part Three of this Policy.  The employee should be asked to 
sign the Record of Dismissal.  If the employee refuses to do so, this should be noted on 
the Record. 

 
The employee is to receive a letter confirming that he/she has been dismissed as per pro 
forma document (g) entitled “Letter of Dismissal” in Part Three of this Policy.  A copy of 
the Record of Dismissal should be attached to the Letter. 
 

(k) If the employee is to be subject to immediate dismissal, there is no requirement for any 
notice period to apply. 

 
In all other circumstances, the appropriate pay in lieu of notice should be paid to the 
employee. 
 

a) PART THREE: PRO FORMA DOCUMENTS 
 
The following pro forma documents should be used as guide in the application of this Policy. 
 
(a) Record of First Written Warning 

 
(b) Record of Review – First Written Warning 

 
(c) Record of final Written Warning 

 
(d) Confirmation Letter – Final Written Warning 

 
(e) Record of Review – final Written Warning 

 
(f) Record of Termination of Employment 

 
(g) Letter of Termination of Employment 
 



PRO FORMA DOCUMENT (a) 
 

RECORD OF FIRST WRITTEN WARNING 
 
 

DATE: _____________________________ 
 
NAME: _____________________________ 
 
SITE: _____________________________ 
 
 
REASON FOR WARNING: 
 
 
 
 
 
 
PERFORMANCE/BEHAVIOURAL STANDARD REQUIRED: 
 
 
 
 
 
 
 
 
 
 
 
 
 
EMPLOYEE COMMENT: 
 
 
 

 
 

 
 
 
 



- 2 - 
 
DATE FOR REVIEW: 
 
This First Written Warning has been issued under the group Disciplinary Policy and Procedures.  
Under this policy, failure to comply with reasonable requirements as to work performance and/or 
behaviour may result in termination of employment.  A copy of the policy has been provided to the 
employee. 
 
 
SUPERVISOR’S NAME: _____________________________ 
 
 
SUPERVISOR’S SIGNATURE:    _____________________________ 
 
 
EMPLOYEE’S SIGNATURE:    _____________________________ 
(If the employee declines to sign, note accordingly) 
 
WITNESS NAME: 
 _____________________________ 
 
 
WITNESS SIGNATURE: _____________________________ 
 
 
WITNESS NAME: _____________________________ 
 
 
WITNESS SIGNATURE: _____________________________ 
 
 
 
 
 
 
Copies: 
Employee 
Union Delegate (where applicable) 
Supervisor 
Personnel Records 
 



PRO FORMA DOCUMENT (b) 
 

RECORD OF REVIEW – FIRST WRITTEN WARNING 
 

DATE: _____________________________ 
 
NAME: _____________________________ 
 
SITE: _____________________________ 
 
 
IS THE REVIEW SATISFACTORY? 
 
 
 
 
 
 
 
PERFORMANCE/BEHAVIOURAL STANDARD REQUIRED: 
 
 
 
 
 
 
EMPLOYEE COMMENT: 
 
 
 
 
 
 
 
 
 
FURTHER ACTION: 

 
 
 
 
 
 
 



SUPERVISOR’S NAME: _____________________________ 
 
 
SUPERVISOR’S SIGNATURE:    _____________________________ 
 
 
EMPLOYEE’S SIGNATURE:    _____________________________ 
(If the employee declines to sign, note accordingly) 
 
 
WITNESS NAME: _____________________________ 
 
 
WITNESS SIGNATURE: _____________________________ 
 
 
WITNESS NAME: _____________________________ 
 
 
WITNESS SIGNATURE: _____________________________ 
 
 
 
Copies: 
Employee 
Union Delegate (where applicable) 
Supervisor 
Personnel Records 
 



PRO FORMA DOCUMENT (C) 
 

RECORD OF FINAL WRITTEN WARNING 
 
 

DATE: _____________________________ 
 
 
NAME: _____________________________ 
 
 
SITE: _____________________________ 
 
 
REASON FOR WARNING: 
 
 
 
 
 
 
 
PERFORMANCE/BEHAVIOURAL STANDARD REQUIRED: 
 
 
 
 
 
 
 
 
 
 
 
EMPLOYEE COMMENT: 
 
 
 
 
 
 
 
 
 



 
DATE FOR REVIEW: 
 
This Final Written Warning has been issued under the group Disciplinary Policy and Procedures.  
Under this policy, failure to comply with reasonable requirements as to work performance and/or 
behaviour may result in termination of employment.  A copy of the policy has been provided to the 
employee. 
 
 
SUPERVISOR’S NAME: _____________________________ 
 
 
SUPERVISOR’S SIGNATURE:    _____________________________ 
 
 
EMPLOYEE’S SIGNATURE:    _____________________________ 
(If the employee declines to sign, note accordingly) 
 
 
WITNESS NAME: _____________________________ 
 
 
WITNESS SIGNATURE: _____________________________ 
 
 
WITNESS NAME: _____________________________ 
 
 
WITNESS SIGNATURE: ____________________________ 
 
 
 
 
 

Copies: 
Employee 
Union Delegate (where applicable) 
Supervisor 
Personnel Records 

 



PRO FORMA DOCUMENT (D) 
 
(DATE) 
 
(NAME) 
 
(SITE ADDRESS) 
 
 
Dear (NAME), 
 

CONFIRMATION OF FINAL WRITTEN WARNING 
 

I refer to our meeting of  (date).  A record of that meeting is attached. 
 
I confirm that you have been issued with a Final Written Warning, pursuant to the Group 
Disciplinary Policy and Procedures. 
 
In the event that you fail to meet the standards required by the Group, your employment with will 
be terminated. 
 
If you do not understand this letter or the Disciplinary Policy and Procedures, please contact me 
immediately. 
 
Yours faithfully 
(employing company) 
 
 
 
 
(Supervisor’s name) 
(SUPERVISOR’S TITLE) 
 
 
 
Copies: 
Employee 
Union Delegate (where applicable) 
Supervisor 
Personnel Records 
 



PRO FORMA DOCUMENT (E) 
 

RECORD OF REVIEW – FINAL WRITTEN WARNING 
 

DATE: _____________________________ 
 
NAME: _____________________________ 
 
SITE: 
 _____________________________ 
 
 
IS THE REVIEW SATISFACTORY? 
 
 
 
 
 
 
 
 
PERFORMANCE/BEHAVIOURAL STANDARD REQUIRED; 
 
 
 
 
 
 
 
 
EMPLOYEE COMMENT: 
 
 
 
 
 
 



 
 
FURTHER ACTION: 
 
 
 
 
 
 
 
 
SUPERVISOR’S NAME: 
 _____________________________ 
 
 
SUPERVISOR’S SIGNATURE: _____________________________ 
 
 
EMPLOYEE’S SIGNATURE:   _____________________________ 
(If the employee declines to sign, note accordingly) 
 
 
WITNESS NAME:    _____________________________ 
 
 
WITNESS SIGNATURE: 
 _____________________________ 
 
 
WITNESS NAME: 
 _____________________________ 
 
 
WITNESS SIGNATURE: 
 _____________________________ 
 
 
 
 
 
 
 
 
Copies:  
Employee 
Union Delegate (where applicable) 
Supervisor 
Personnel Records 
 



PRO FORMA DOCUMENT (F) 
 

RECORD OF TERMINATION OF EMPLOYMENT 
 
 

DATE: _____________________________ 
 
 
NAME: _____________________________ 
 
 
SITE: 
 _____________________________ 
 
 
REASON FOR TERMINATION OF EMPLOYMENT: 
 
 
 
 
 
 
 
 
EMPLOYEE COMMENT 
 
 
 
 
 
 



 
SUPERVISOR’S NAME: 
 _____________________________ 
 
SUPERVISOR’S SIGNATURE:  _____________________________ 
 
 
EMPLOYEE’S SIGNATURE:   _____________________________ 
(If the employee declines to sign, note accordingly) 
 
 
WITNESS NAME: 
 _____________________________ 
 
 
WITNESS SIGNATURE: 
 _____________________________ 
 
 
WITNESS NAME: _____________________________ 
 
 
WITNESS SIGNATURE: 
 _____________________________ 
 
 
 
 
 
 
 
 

Copies: 
Employee 
Union Delegate (where applicable) 
Supervisor 
Personnel Records 

 



PRO FORMA DOCUMENT (G) 
 
(DATE) 
 
(NAME) 
 
(SITE ADDRESS) 
 
 
 
 
Dear (NAME), 
 

CONFIRMATION OF TERMINATION OF EMPLOYMENT 
 

I refer to our meeting of (date).  A record of that meeting is attached. 
 
I confirm that your employment with (employing company) has been terminated pursuant to the 
Group’s Disciplinary Policy and Procedures.  The termination takes effect from (insert date).  You 
will receive (xxx) week’s pay in lieu of notice. 
 
If you do not understand this letter of the Disciplinary Policy and Procedures, please contact me 
immediately. 
 
Yours faithfully 
(employing company) 
 
 
 
(Supervisor’s name) 
(SUPERVISOR’S TITLE) 
 
 
 
 
 
 
Copies: 
Employee 
Union Delegate (where applicable) 
Supervisor 
Personnel records 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



APPENDIX B 
 

BARTTER ENTERPRISES  
Marsden Park 

 
REDUNDANCY AGREEMENT 

 
1 Scope of Agreement 
 
 This Agreement is made between the Company and the Union; and applies to all employees 

of the Company in New South Wales. 
 
2 Definitions 
 
 "All purpose rate" means the rate of pay used to calculate one week's normal pay.  The all-

purpose rate excludes overtime, but includes penalty rates and shift premiums, and all 
allowances. 

 
 "Casual employees" means an employee who is employed on an hourly basis, and who 

has no reasonable expectation of regular work.  A casual employee is not entitled to any 
termination payments pursuant to this Agreement. 

 
 "Part time employees" means an employee whose rostered hours of work is less than an 

average of 36.5 hours per week. 
 
 "Redundancy" means a situation where the Company proposes to permanently cease 

operating all or part of its business; and this cessation results in one or more full time or part 
time employees becoming surplus to the Company's labour requirements.  "Redundancy" 
does not include: 

 
 (a) Termination of employment pursuant to the Company's Disciplinary Policy and 

Procedures, provided that such termination is not directly related to the Company's 
requirement to reduce its labour requirements; 

 
 (b) Termination of employment due to retirement; 
 
 (c) Situations where full time or part time employees become surplus to the Company's 

labour requirements due to industrial action taken by employees which affects the 
Company's ability to continue normal operations; 

 
 (d) Variations to rosters or shifts (as provided for by parent awards or site agreements) as 

a result of restructuring or changes in customer demands or operational requirements. 
 
 Such roster or shift changes shall be made in consultation with the Union and 

employees.  Where employees are genuinely forced to terminate their employment as 
a result of such changes, the employee will be entitled to a redundancy benefit 
pursuant to this Agreement. 

 
  "Genuinely forced to terminate" employment does not include financial disadvantage 

as a result of changed entitlements to shift allowances or overtime; 
 
 (e) Situations where part time or full time employees are not prepared to undertake 

training or redeployment as a result of technological or operational changes which 
require such training or redeployment; provided that the proposed training or 
redeployment is agreed by the Company and the Union to be reasonably within the 
employee's capability; 

 
 (f) Short term reductions in the Company's labour requirements which can be managed 

pursuant to Clause 4 of this Agreement; or 



 (g) The sale or transfer of some or all of the Company's business where continuity of 
employment is offered to employees. 

 
 "The Company" means Bartter Enterprises. 
 
 "The Union" means the United Services Union, New South Wales Branch. 
 
 "Week's pay" means the applicable rate of pay used to calculate the employee's normal 

weekly rate of pay for the pay period immediately prior to the date of termination.  Where 
employees are engaged on annualised salary agreements, a week's pay is determined by 
dividing the annual salary by 52. 

 
 "Work area" means a discrete functional or geographical part of the Company's operations.  

The determination of a work area is by reference to the management structure and 
accountabilities, award/agreement classification and/or union coverage. 

 
3 Consultation 
 Where the Company is of the view that a redundancy situation is likely to occur, it shall 

convene a meeting with the relevant Union or Unions.  The Company will provide as much 
relevant information on the circumstances that may lead to redundancies as is commercially 
prudent.  The Company and the Unions will jointly seek alternatives to redundancies. 

 
4 Steps to Avoid Redundancies 
 
 Where a redundancy situation appears likely, the Company may seek to minimise the 

number of such redundancies by: 
 . reducing the hours worked by casual employees; 
 . reducing the number of casual employees; 
 . requiring full time and part time employees to take accrued RDO's; annual and long 

service level; and 
 . reducing the hours worked by part time employees 
 
5 Selection for Redundancy 
 
 (a) The ideal outcome of a redundancy situation is one where employees volunteer for 

termination of employment, and the Company's operational requirements are met by 
the termination of employment of such volunteers. 

 
 (b) In the event that there are insufficient volunteers, or the Company's operational 

requirements would not be met by the termination of employment of volunteers; the 
Company will determine who is to become redundant using the following criteria: 

 
   Where possible, the work area where redundancies are required will be the area 

in which employees are selected for redundancy; 
 
   Long term operational requirements as to employee skills, experience and 

potential; and  
 
   Considerations of seniority, equity and fairness. 
 
 (c) In the event that there are more volunteers for redundancy than required by the 

Company, the Company will determine who is to become redundant using the 
following criteria: 

 
   Where possible, the work area where redundancies are required will be the area 

in which employees are selected for redundancy; 
 
   The Company's medium and long term skill requirements; and 
 



   Other things being equal, those employees with the longest service shall have 
first preference for redundancy. 

 
 d) Where the relevant Union disagrees with the Company's determination pursuant to this 

Clause, it is entitled to have the Company's determination reviewed pursuant to Clause 
10, of this Agreement, Resolution of Disputes. 

 
6 Notice of Redundancy 
 
 (a) Employees to be made redundant will receive 4 weeks notice of termination of 

employment. 
 
 (b) During the notice period, the employee will be provided with paid leave to attend 

interviews with alternative employers and employment agencies, and to attend 
outplacement support activities, provided that such leave does not cause 
unreasonable disruption to the Company's operations. 

 
 (c) Where an employee has been provided with written notice, and finds alternative 

employment during the notice period, the employee will be able to terminate their 
employment by the provision of 48 hours' notice.  All entitlements arising pursuant to 
this Agreement will be paid to the employee. 

 (d) Where an employee who has been provided with written notice dies during that notice 
period, his or her full entitlements pursuant to this Agreement will be paid to that 
employee's dependants.  Where the Company is unable to locate the employee's 
dependant/s, his or her full entitlements pursuant to this Agreement will be paid to the 
employee's estate. 

 
7 Payment upon Termination of Employment 
 
 On the last day of employment, redundant employees will receive a termination payment 

based on the following formulas: 
 
 (a) 4 weeks' pay. 
 
 (b) a further 4 weeks' pay for each year of service, calculated to completed quarters 

provided the total payment made pursuant to sub-clauses 7(a) and 7(b) will not exceed 
56 weeks' pay. 

 
 (c) accrued annual leave entitlements in accordance with the applicable NSW Legislation 

and/or Award, and 
 
 (d) All payment made pursuant to this clause will be taxed in accordance with the 

applicable law.  The unions may not make any claim on the Company that is based on 
any change to the taxation treatment of termination payments. 

 
8 Assistance to Secure Alternative Employment 
 
 The Company will provide outplacement support to employees who are to be made 

redundant.  The level of outplacement support will vary depending on the number and 
requirements of the employees concerned.  As a minimum, the Company will, through its 
preferred outplacement service provider/s, ensure that those employees who need it receive 
preliminary counselling, assistance in establishing a job search plan, an advise in the 
preparation of job applications. 

 
 The Company and the union/s will discuss the appropriate level of outplacement support 

prior to any program being initiated. 
 
 
 



9 Treatment of Casual Employees 
 
 For the purpose of this clause, a "casual employee" is an employee who receives a casual 

loading. 
 
 Where a part time or full time employee has continuous service with the Company as a 

casual employee prior to commencing their part time or full time employment; such service 
will be treated as part time or full time service for the purpose of sub-clause 7(b) of this 
Agreement. 

 
 A part time or full time employee who has continuous service with the Company as a casual 

employee prior to commencing their part time or full time employment will not have that 
service taken into account for the purpose of calculating entitlements pursuant to sub-clause 
7(c) of this Agreement. 

 
10 Resolution of Disputes 
 
 Where the Union/s have a grievance or claim in relation to the applicant or interpretation of 

this Agreement, it shall be raised in the first instance with the Company's Human Resources 
Manager or their nominee.  If the grievance or claim cannot be resolved by discussion, the 
matter will be referred to the applicable industrial tribunal for resolution. 

  
 Whilst the grievance or claim is being resolved, the Union will not take any form of industrial 

action. 
 


