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NEWCASTLE PERMANENT BUILDING SOCIETY LIMITED

STAFF AGREEMENT

1.

Preamble s

1.1,

INTRODUCTION -

This Agreement (the ‘Agreement’) shall be described as the Newcastle
Permanent Building Society Staff Agreement 1998. This agreement was not
entered into under duress.

Parties Bound

1.2.

This Agreement shall be binding upon the Newcastle Permanent Building
Society Limited and the group of companies listed in Schedule One (the
‘Society’), and all Employees who are employed by the Society (the
‘Employees’), being employees engaged under the Clerks’ (Permanent
Building Societies) (State) Award and employees who are not the subject of any
Award

Representation

1.3.

This Agreement has been made between the Society and a Works Committee
elected pursuant to the Industrial Relations Act 1996, which shall be the sole
representative of the Employees covered by this Agreement.

Application

1.4.

1.5.

1.6.

From the date of approval of this Agreement or 5 January 1998, whichever is
the latter, this Agreement, to the exclusion of all Orders, Awards or Industial
Agreements shall regulate the conditions of employment of the Employees.

This Agreement may be altered in accordance with the /ndustrial Relations Act
1996 (as amended from time to time), or by agreement between the Society and

the Employees, evidenced by a vote taken in accordance with the provisions of
the Industrial Relations Act 1996.

Nothing in this Agreement limits the application to any employee of any of the
provisions of the Annual Holidays Act 1944, the Long Service Leave Act 1955
or the parental leave provisions under Part 4, Division 1 of the Industrial
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Relations Act 1996 and the terms of this Agreement are supplemental to the
provisions of those Acts.

Exclusions

1.7.

2.1

2.2,

2.3.

2.4

L3}
[y

3.2.

3.3

The prowvisions relating to Overtime, Hours of Work and Allowances do nat

apply to Senior Staff and Managers, except where othef! writing
between those Employees and the Society. ,I,' - Registe,-ed
|

“terprise Ag"t’emenr Il
TERM OF THIS AGREEMENT | l
{ rustrial Registrar
This Agreement shall commence on 5 January 1998 or Strseea-thercafier

shall be approved as an Enterprise Agreement pursuant to the [ndusirial
Relations Act 1996.

The term of this Agreement shall be a period of 2 years from the date of its
commencement.

Until it 15 either terminated in accordance with the provisions of the Industrial
Relations Act 1996 or replaced by a further agreement between the parties, the
provisions of this Agreement shall remain in force and shall continue to
regulate the conditions of employment of all the Employees.

Copies of the Agreement will be made available to all Employees.
AIMS AND OBJECTIVES OF THE AGREEMENT

The aim of the Agreement is to:

(@)  specify and record the minimum salaries, wages and conditions of
employment of the Employees;

(b)  specify and record the procedures for the resolution of disputes between
the Society and the Employees; and

(c)  enable the Society and the Employees to receive ongoing benefits from
enterprise bargaining within the Newcastle Permanent Building Society
Limited and its Group of Companies.

The Society has established a reputation for efficiency and service founded on
a solid base of absolute financial security.

Through participation, team work and a shared vision for the future, the Society

and the Employees will continue to achieve real, sustainable and measurable
productivity gains.




3.4

3.5.

3.6.

3.7.
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This Agreement will establish a foundation to allow Employees greater
flexibility and provide more opportunities to become highly skilled in an
endeavour to further the mutual goals of the Society and its Employees.

Together the Society and the Employees aim to enhance thefphllosophy already
adopted by the Society and the Employees. NS

Together the Society and the Employees will:

(a)

(b)

(c)

@

(e)

Create a culture where there is an understandiné‘df the relationship
between productivity improvement and benefits to both Society and
Employees.

Improve all productivity measures such as quality, technology, cost,
work organisation, product and service delivery.

Provide a training facility and education assistance program to improve
career opportunities and job enrichment.

Establish participative and consultative processes which encourage

Employees to overcome any barriers to productivity improvement and
communication.

Implement performance improvement programs which have attainable

standards so that achievable targets can be established, understood and
agreed.

The aim of the Society for the future is to continue to:

(a)

(b)

(©)

(d)

(e)

fulfil people’s aspirations of home ownership by providing a consistent
and affordable source of finance;

promote attractive savings and investment opportunities backed by the
Society’s financial strength and secunty;

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

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,

e B




4.1

4.2.

43

4.4.

4.5

4.6.

4.7.

4.8.

4.9.

4.10.

4-

()  develop a workforce with the necessary skills to provide products and
services on a consistent basis to ensure our continued success and
prospenty;

(g) to achieve these objectives, the Society believes that:

(i)  employees should be involved in making decminp_ tlﬁweﬂ%ﬁ‘k

pPrise Apree
areas & me"t

__JJ

| Industrial Repist |
(i) employees should have opportunities to dn:vq&u:rp their potg%ﬁ;fr J
within the framework of the Society;
(it1) employees should benefit from the success of their efforts;

(iv)  there should be a willingness to endorse flexibility of jobs and
duties. -

DEFINITIONS

In this Agreement, unless the context indicates otherwise:-
‘Agreement’ is defined in Clause 1.1.

‘Cashier’s Performance Allowance’ is defined in clause 8.39.
‘Confidentiality Agreement’ is defined in clause 6.12.

‘Day’ is any calendar day.

‘Employees’ is defined in clause 1.2.

‘Full Time Employee’ is defined in clause 9.2,

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

‘Inconvenience Benefit’ is defined in clause 8.56.

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

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

‘Normal Operating Hours’ is defined mn clause 9.5.




4.12. *Ordinary Hours’ 1s defined in clauses 9.1 to 9.3.

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

4.14. ‘Permanent Employee’ is any Employee who is not a Probationary Trainee, or
a Casual Employee.

4.15. ‘Probationary Trainee’ 1s defined in Clause 7.7.

4.16. ‘Society’ is defined in clause 1.2. -'r"l SWisie: o
4.17. ‘Week’ is a calendar week. 'I.'I It |
4.18. ‘Year’ is a calendar year.

4.19. ‘Productivity Superannuation Fund’ means the Newcastle Permanent Staff
Plan.

4.20. ‘Senior staff’ are employees above the level of Supervisor whose positions
require special knowledge and skills. This may include such positions as Loans
Officers, Retirement Counsellors, Computer Programmers/Shift Leaders,
Collections Officers and Mobile Lenders at the Society’s discretion.

421. “Trainee’ 1s defined in clause 7.11.

422, ‘Job Share’ shall mean a single position which is shared by two(2) employees
(refer clause 7.37).

423. ‘Occasional Employee’ is not covered under this agreement, but are people
who are employed on an irregular basis to perform duties not part of the
Society’s normal functions.

4.24. ‘Continuous Employment’ shall mean unbroken productive service in any
capacity. Parental leave, and any unpaid leave or breaks of service for less than
two months do not disqualify the employee from this meaning. However such
absences do not count towards the total employment period

5. SOCIETY EXPECTATIONS OF ITS STAFF

Product Knowledge

5.1.  Every Employee is required to meet certain mintmum standards of product and
Job knowledge as described in his or her career path and job structures.




5.2. These standards will form part of regular evaluations and performance
appraisals. The Society will provide formal trainung and on the job expenience
which will assist in helping Employees achieve these standards.

Customer Service Standards

5.3. The Society prides itself on offering a very high standard of customer service.
As part of the team, Employees will be expected to ensure that this excellent

record is maintained and enhanced.  ——— —
.I' - Rt‘gigtered I|
5.4. At all times Employees will be expected to:- [| “TerPrise Agreemen J

|||' Industriaf Registrar |I
I

(a)  Display a warm and friendly attitude

(b) Dasplay their name badge and to introduce themselves over the
telephone.

(c)  Be attentive to customer requirements
(d)  Use customers’ names
(e)  Be positive in everything they do
(f)  Refer when unsure
(g) Have patience
(h) Listen
(i) Smile - (it costs nothing)
Personal Qualities
5.5. Personal qualities required of all Employees include:-

(a)  Dress and Appearance - Must be clean and neat at all times. Where

provided, the uniform is to be worn in accordance with Society
guidelines.

(b) Communication - should be clear, pleasant and without slang or
offensive language.

(¢}  Punctuality

(d)  Reliability and dependability




(e)  Enthusiasm and hard work

(f) A deswre to perforrn to the best of their ability in all aspects of

employment

(g) Diligence S
] S 1
I EnteRt'g]Stered II

(h) Loyalty Il Tprise ALreoment |
, .
I} I PrRPRR. |

(1) Honesty Il AU Resmcirgy

()  Confidentiality
Personal Skills
5.6. Employees will be required to display those skills which ensure that the

customers of the Society receive the best service the Society is able to offer.
These include:-

(a)  The ablity to form a rapport with both customers and fellow Employees.

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

(c) The ability to work as part of a team, accepting appropriate
responsibilities and being accountable.

(d) The willingness to not only handle the quantity of work set, but to
maintain a high standard of quality in the performance of their duties.

(e)  The desire to show inttiative and to strive for continual improvement.
(f)  The ability to accept constructive criticism, and to respond accordingly.

(g) The ability to communicate with customers, fellow Employees and
superiors.

(h)  The willingness to follow directions, policy decisions and Society
guidelines as required.

Customer Skills

5.7.  Every position within the Society requires a high degree of customer skills.
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5.8.  Where specific skills are required as an integral part of the job, such skills will
be explained and levels of expertise will be determined as part of that position.

5.9. Competence in the care and use of Society equipment is expected of every
Employee. Traimng will be available to ensure Employecq-iuﬁhum NECCSSATY
skills for this purpose. . R d T

General Product & Society Knowledge

5.10. Each Employee will be required to have some general knowledge of the |/
Society, 1ts history, predominant investment and loan products, and its internal

staff structure. Training will be available in these areas.

5.11. Other activities, incluoding internal mail procedures, stationmery usage and
telephone techniques need to be understood and followed by each Employee.

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

Security & Emergency Procedures

5.13. Once trained, Employees are expected to know, understand, and follow the
Society’s policies in the areas of:-

(a)  Hold up and Robbery
(b)  Blackouts or power failures

(c)  Emergency evacuations (eg earthquakes, fire drlls, bomb threats etc.)
and assembly areas

(dy  Cash handling

(e)  Customer information and privacy

(f)  Society records and files

(g)  Telephone usage

(h)  Entry, Lockup and Alarm requirements

(1) Emergency numbers

5.14. Special consideration will be paid to enhancing security arrangements. In
particular, Employee safety during robberies or attempted robberies will be




9.

given the highest prionity. Security measures such as silent alarms, automatic
cameras and security codes as well as appropriate traming will be provided
I e,

—

| Registoreq |
6. GENERAL CONDITIONS of EMPLOYMENT _}! aterye e

Labour Flexibility

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

6.2. Every Employee shall attend at any place of work determined to be in the best
interests of the Society, but the Society agrees to consider the personal
preferences and abilities of each Employee in making any such determination.

Amenities

6.3. The Society agrees to provide ingredients (including coffee, tea, milk, sugar
and boiling water) and utensils and where practicable, a suitably equipped staff
room with a refrigerator for Employees’ use during meal and tea breaks.

Training

6.4. The Society acknowledges its obligation to train Employees and places great
importance on this. Training is, and will continue to be, a major strategic tool
of the Society. Acquiring technical skills as well as job and product knowledge
1s a central focus of Human Resources, and Personal Development courses,

particularly for Supervisors, Managers and other Senior Employees will
continue.

Education Assistance Program

6.5.  The Society recognises the importance and value of further training and while it
offers an extensive range of “in-house” programs, it is acknowledged that

certam appropriate external studies may also benefit both the Society and
individual Employees.

6.6. In support of this the Society will reimburse course fees and provide subsidies
for text book purchases under the following conditions:-

(@ The Employee must have a minimum of 2 year’s service or at the
Society’s discretion.




-10-

(b)  The course must be relevant to the needs of the Society, as determined

by the Society and must also be relevant to the !ﬁﬁn?ﬁ?@r‘:’?‘mmm.’

and/or career path. epistorad

IIlf Enterprise Agreement

(¢) Reimbursement of fees will be made only *I([‘Emdl'}?ﬁ-j aJchc_essfuI
completion of the year or term for which the fees nﬁpzlf “Gistrar

(d)  Text book subsidies are based on 50% of cost and when those texts are
no longer required by the student they become the property of the
Society. These texts will form part of the Society library and may be

made available to any Employee.

6.6.1 Examination leave of one (1) day per exam shall be granted refer to clause
10.16.

6.7. Participation in this Education Assistance Program will only be agreed to
where:-

(a)  the Employee’s level of work performance remains high;
(b)  the Employee passes the appropriate examinations and assessments; and

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

Affirmative Action, Equal Employment Opportunity and Anti-Discrimination

6.8. The Society has long regarded itself as an equal opportunity employer.
Employment and promotion will be given to the best person for the position,
regardless of sex, race, religion or political persuasion, martial status,
homosexuality, age, disability or transgender identity. The Society will not
tolerate any form of discrimination from any Employee towards any fellow
Employee or towards any customer nor from any customer to Employee. The
parties agree to interpret and apply the provisions of this agreement in a manner
which is not in breach of the Anti-Discrimination Act 1977.

6.9. The above includes any form of Sexual Harassment. An employee who feels

that they are subject to sexual harassment has a right to complain and state their
case without fear of any victimisation.

All complaints will be taken seriously and confidentially by Management and
resolved. Matters of this nature should be referred to the Human Resources
Manager in all instances.
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The Society will not tolerate sexual harassment and any employées who
engaged in sexually harassing conduct can and may be digmisséd —A-person
sexually harasses another if:

If "'-M.-p..,_

(a) he or she makes and unwelcome sexual advance or mequest for sexual |
favours or engages in unwelcome conduct of a sexual m'rurc with ' that |
other person AND/OR =t f

(b)  the other person has reason to believe that resistance would in any way
lead to a disadvantage in his or her employment.

Security

6.10.

6.11.

Security 15 crucial to the Society’s existence. Security relates to all facets of
Society work including cash resources, premises, assets, property of members,
member information and company details.

Breach of Society Security can result in instant dismissal as well as legal
proceedings.

Privacy and Confidentiality

6.12.

At the time of their induction Employees are required to sign a ‘Confidentiality
Agreement’ designed to protect the Society, its members and their dealings
from any unauthorised disclosure. This Confidentiality Agreement will
continue to be enforceable even after an Employee leaves the Society’s employ:.
The Society will pursue all options available to ensure complete compliance
with this Confidentiality Agreement.

Cash Handling Responsibilities

6.13.

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

Evaluations and Performance Appraisals

6.14.

Reviews of Employee performance, skill levels and job knowledge forms an
integral part of monitoring Employee training requirements, assessing standards
of customer service, highlighting an individual’s strengths and weaknesses as

well as being an invaluable aid in determining career paths and disciplinary
Teviews.




6.15.

6.16

6.17.

6.18.

-12-

Evaluations are conducted at least annually for all Employees. More frequent
appraisals are conducted during probationary and trainee periods as well as for
those Employees undergoing an employment review. [

During the initial probation period a Probationary Trainee”wpi‘ff"ﬁ’e‘; regularly
evaluated and his or her performance appraised. Failure to meet Society
expectations will require a review to determine whether that Probationary

Trainee will be accepted as a permanent Employee. e

— 1

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

The successful completion of the appropriate performance evaluations and
reviews, together with consultations with managers, Regional Manager and
Head Office Executive, will play a large part in any future consideration for
promotion, salary review or merit payment.

Uniforms

6.19.

6.20.

6.21.

6.22.

6.23.

The Society agrees to provide a set uniform issue to those Employees who are
deemed appropriate, at no charge to the Employee.

A once only $50 deposit 1s required from all Employees who receive such an
issue. This is refundable upon leaving the Society’s employ. At the discretion
of the Society, the amount of the refund is dependent on the number of items
returned, their condition and cleanliness. The amount of the refund will not be
affected by damage ansing from fair wear and tear. The $50 deposit will be
deducted from the Employee’s salary at the rate of $10 per week.

Probationary Trainees will receive one of each item of the standard uniform
issue. They will be eligible to purchase additional items, should they wish,
following the successful completion of their probationary period.

The uniform will be reissued at approximately 12 to 15 month intervals. The
nature of the reissued items will be left to the individual Employee’s decision,
however such free reissues will be limited to the listed number of items set by
the Society. Additional items sought by Employees above that limit must be
purchased by the Employee. Purchases will be deducted from the Employee’s

salary at the rate of $20 or $40 per fortnight or a full payment at the choice of
the Employee.

All uniform purchases are made under a lease arrangement and all items of
uniform remain the property of the Society and must be returned when an




NicH

Employee leaves the Society’s employ. Where an item purchased is less than
12 months old, unused and of current issue, the Society will reimburse the
Employee at a proportional rate for the remaining period of time up to the
maximum of 12 months providing the item is returned in a clean, reusable
condition.

6.24. Care and maintenance of uniforms is the responsibility of E*ndf_Fr_n'ﬂmTE The
Society cannot accept responsibility for items darnager.l iy | Thf_ﬂh}'tts not
following the manufacturer’s care instructions. ]

III Industria] Regi
Uniform Dress Code I

.

1Stra;

=

6.25. Branch and Departinent managers are responsible for ensuring that their
Employees wear the comrect uniform in accordance with the Society Dress
Code. Employees are required to wear the correct uniform during working
hours. If Employees wear the uniform to and from work or during their meal
breaks then they must wear the full uniform in accordance with the dress code.
An exception to this would be the wearing of appropriate walking shoes for
those who walk to work and appropriate inclement weather protection.

6.26. Appropriately toned underwear must be worn at all times.

6.27. Shoes worn with the female uniforrn must be of a plain black court style with a
sensible heel height. Plain black shoes must be worn with the male uniform.

6.28. Inappropnate or outlandish accessories are not permitted.

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

Termination/Resignation

6.30. The Society requires a minimum of two(2) weeks written notification of
resignation for all staff, however from the level of Senior Advanced Branch and
Sentor Advanced Clerical Assistant and above the following will apply:

3 to 4 years Service 3 weeks

5 years and over 4 weeks.

6.31. The Society recognises that once the decision to terminate has been made it is
often appropriate to make the break as quickly as possible. Accordmg]y, the
Society at its discretion may pay the appropriate weeks’ salary in lieu of notice.

6.32. Where the introduction of mechanisation or technological change will result in
an Employee, of more than twelve months® service, being no longer required,




6.33.

6.34.
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and where retraining i1s not possible the Society agrees to provide that
Employee with a minimum of 3 months’ notice or the equivalent pay in lieu.

In accordance with the provisions of thus Agreement and the appropnate
legislation the Society shall on the retwn 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 finalisation of staff
accounts and renegotiation of staff loans, provide the following:-

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

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

Regiay,
TPhnse 4
L

(¢}  Certificate of Service. I
|"I Ente

(d)  Social Secunity Separation Certificate if required.
Redundancy S

The Society will observe the provisions of the New South Wales Employment
Protection Act 1982.

Grounds for Instant Dismissal

6.35.

The Society may instantly dismiss an Employee who engages in:
(a) Criminal Misconduct

(b) Intentional breach of Society secunty

(¢)  Unseemly behaviour

(d)  Dishonesty or dishonest behaviour

(¢)  Intentional breach of a fundamental term of this Agreement

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

Employee Assistance Programs

6.36. The Society recognises the importance of such programs and will endeavour to

mmvestigate and where appropriate expand the level of services available to its
staff.




-15-

Counselling Services
6.37. The Society:

(a)  acknowledges the trauma and emotional stress which may result from
involvement in an armed holdup, robbery or similar situation, and agrees
to provide the necessary counselling and support services to assist a staff
member to return to normal active duty as soon as possible; and

(b)  recognises that Relief Staff who relieve in Branches following holdups
may require specialised training in regard to Custgmer Enmuiss.and Staff
Relations.  This training may include inpuf Eﬁrgﬁ%‘h@e@ﬁﬁ?
Contracted Councillor and Society Senior Persongiel. Prise 4,

ags D II ndush‘]af R ) |
Worker Rehabilitation Programs i €Bistrar l
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who are unable to carry out their nommal duties due to an accident or illness
which is unrelated to Workers Compensation. Such programs may include
alternative positions, light duties or less hours depending on the employee’s
reduced abilities and the availability of such alternatives. While the Society
will do whatever it can to assist, no guarantees can be made in this regard in
any particular case.

7. SOCIETY CAREER PATH STRUCTURES

7.1. In an endeavour to provide Employees with the incentive to develop and to
progress further through the organisation, a career 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 clanfy the career paths of its Employees so as to provide performance
benchmarks by which Employees can judge their own achievements. This will

also provide certainty for those Employees who wish to advance their careers
within the Society

7.2, Under this Agreement there may be up to eight levels which will apply to

Employees (up to and including Manager level), whether in head office or the
branches.

7.3.  Additional merit/performance payments may be paid on a personal and or
positional basis to individuals up to and including the level of Supervisor,

whose responsibilities, talents, achievements, performance or status make it
appropriate




7.4

7.5.

7.6.
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All promotion will be based entirely on merit and subject to the successful

completion by the Employee of an appropriate assessment and performance
evaluation.

All positions within the Society’s career path rely on continued proven
performance and ability at each level. Any failure to ~required

minimum could result in an Employee moving back to a lower lewd i§H€h e

move would see all associated recogmtion, salary agﬂ”r’ﬁe ts.. altér
accordingly.

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

Probationary Trainees

7.7.

7.8.

709.

7.10.

Upon joining the Society all Employees undergo a minimum 3 month
probationary period. During this period their skills, abilities and potential
suitability to the position are assessed. The Employee engaged in this
probationary peniod is known as a ‘Probationary Trainee’.

Probationary Trainees will be issued with a trainee 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 senes of evaluations and performance appraisals to determine their
suitability to the position.

Probationary Traineces may cease employment at any time during their
probationary period, by their own choice or if they fail to meet the Society’s

expectations concerning their behaviour, attitude, job skill levels or any other
mafter.

Trainee Branch or Clerical Assistant

7.11L

7.12.

7.13.

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

Trainee Branch or Trainee Clerical Assistants, while regarded as Permanent
Employees, will still be required to continue their training and will have their

performance and skills regularly monitored and assessed.

Trainee Branch Assistants will be held accountable for cash in their keeping.

f
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7.14. By the end of their first year of service Trainee Branch and Trainee Clerical
Assistants will be expected to undergo a complete evalu;nljl.nwd performance
appraisal. it ——

.II n”e[‘,;eé,lstp“ d _I'T
I T
Branch or Clerical Assistants ff € Agrecnier |
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7.15. On completon of the appropriate evaluation and pcrfdggan:: appri’l?.dl -
following the expiration of the first 12 months of employment o saeh-ath
peniod as deemed necessary by the Society, an Employee may be promoted to a
Branch or Clerical Assistant.

7.16. Dunng this phase of his or her career path, Employees are expected to
consolidate his or her basic job and product knowledge and to demonstrate his
or her willingness to progress.

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

Advanced Branch or Advanced Clerical Assistants

7.18. Upon the satisfactory completion of an appropriate evaluation and performance
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 may be promoted to Advanced Branch Assistant or Advanced
Clerical Assistant.

7.19. The attainment of the level of Advanced Branch or Advanced Clerical Assistant
1s an eventual minimum requirement of all Employees. At this level the
Employee will be acknowledged as possessing the necessary skills and product
knowledge required for this position.

Senior Advanced Branch or Senior Advanced Clerical Assistants

7.20. Upon the satisfactory completion of the appropriate accreditation / performance
evaluation, an employee who has served a minimum of 2 years employment
with the Society and has obtained the level of Advanced Branch or Advanced
Clencal Assistant, shall be eligible for promotion to the position of Senior
Advanced Branch or Clerical Assistant.

7.21. Promotion to the level of Senior Advanced Branch or Clerical Assistant is
based completely on performance and merit as well as a potential ability to
appropriately manage the work of others.
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7.22. It is envisaged that Semior Advanced Branch or Senior Advanced Clerical
Assistant will only exist where there is no resident Supervi ﬁcu' and where the
Society deems such a position necessary. R e

e ks L B ES [ S }]'

Branch or Department Supervisors o r <en M

7.23. Upon the satisfactory completion of an appropriate performance evalustion, fm,-"
Employee who has served a minimum of two years' employment-with the
Society, and has obtained the level of Senior Advanced Branch or Advanced
Branch or Senior Advanced or Advanced Clerical Assistant, shall be eligible

for promotion to the position of Branch Supervisor or Departmental Supervisor.

7.24. Promotion to the level of Supervisor is based completely on performance and
merit as well as a potential abality to appropriately manage the work of others.

Assistant or Trainee Branch or Department Managers and Managing Supervisors

7.25. Promotion to the level of Assistant or Trainee Manager or Managing Supervisor
is based completely on performance and mert as well as an ability to
appropriately manage the work of others.

7.26. It is expected that staff of the level of Supervisor would be among the
candidates for such positions, however the Society reserves the right to
consider and if appropriate appoint any Employee whom it considers meets the
necessary criteria for this management position.

7.27. Where appropriate external applicants may also be appointed.
Branch or Department Managers

7.28. Promotion to the level of Branch or Department Manager is based completely
on performance and merit as well as an ability to appropriately manage the
work of others.

7.29. Itis expected that staff of the level of Managing Supervisor, Trainee Manager,
Assistant Manager or Supervisor would be among the candidates for such
positions. The Society, however, reserves the right to consider, and if
appropriate, appoint any Employee whom it considers meets the necessary

criteria for this management position. Where appropriate external applicants
may also be appointed.

Internal Advertisements
7.30. Internal advertisements will be placed for all Senior Advanced Branch or

Senior  Advanced Clerical Assistants, Trainee/Cadets, Supervisors,
Assistant/Trainee Managers, Managing Supervisors, Mobile Lenders, Managers
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and Regional Manager positions. However the Society reserves the right to
consider and if appropriate appoint Employees whom it considers meets the
necessary criteria for these positions. This is not envisaged as a frequent
occurrence, but it would be inappropniate to ignore any special skills or
previous experience held by a more recently acquired Employee.

. |
Staff Promotions I e ———
a_[f I|I . Rengtered |I
' . ||II nterpfise. ¥ Il
7.31. Upon promotion all salary and benefit entitlements /shall “be rﬁ!ﬂ‘i‘ﬁﬂﬁm_l#r
payable however, a 6 month probationary period I'ﬂr“h“'-lﬁF'FHE?}-’.IE- p
appropriate letter to confirm appointment is to completed at the cfid Of the

—

probationary period and forwarded to the staff member. |

7.32. All salary increases relating to a promotion will absorb any pre existing
personal and positional merit payments relating to the employee’s previous
position .

Transfers Between Society Departments and Branches

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

Conversion between Full-time, Part-time, Jobshare and Casual

7.34. Where a Permanent Full-Time Employee, by mutual agreement with the
Society reduces his or her normal weekly hours to less than thirty eight (38), he
or she shall be able to do so without loss of service in regard to long service
leave and may continue to belong to the Productivity Superannuation Fund

7.35. The preceding clause will also apply to Employees who convert from
Permanent Part-Time/Jobshare to Permanent Full-Time employment.

7.36. Because of the differences in the employment structure of Casual Employees,
any Permanent Employee seeking to change to a casual position will be
required to formally resign from the Society. Such a resignation will affect
long service provisions although Productivity Superannuation Contributions
may be allowed to continue. Any further contributions will be in accordance
with the Employee’s new status.

Job Sharing

7.37. It is 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




7.38.

7.39

8.1.

8.2.

8.3.

3.4.

8.5

8.6.

8.7

8.8.
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which positions are suited for such an arrangement and what those shared
arrangements will be.

The hours of work must be suitable to all parties aup'.i cach “Strarer il he
responsible to relieve or cover the absences of the Ilpﬂ'.l.:{ peglﬁﬁlrwdl be i
permanent position and each sharer shall be entitled to/the norma] ﬁﬂmﬂts,.ﬂﬁ' a
part-time Employee.

|I| Iﬂd il
:_ - Ustria} Regis trar I|:III
On resignation, parental leave or termination of one of the shirers4he Sodlety
will seek to replace that sharer. The remaining job sharer will be consulted in
seeking a suitable replacement. If no switable replacement can be found, the

provisions of the Job Share Agreement will apply.
GENERAL INFORMATION ON RATES OF PAY

Upon approval of this agreement or 5 January 1998, whichever is the latter,
base salaries shall reflect a 3% increase. At the expiration of 12 months a
further 3% increase will apply. Unless specifically provided for in this
agreement, there will be no general increases during the currency of this
agreement.

In reaching these agreed increases the Society is acknowledging the increased

productivity of staff as well as the future predicted CPI increases during the life
of the agreement.

Rates detailed in this agreement relate to the initial 3% increase and the future
increases are detailed in schedule 2. Any National or State Wage Case
decisions or award variations handed down prior to the approval of this
agreement will be absorbed into the initial 3% increase.

The rates of pay set out in schedule 2 of this Agreement apply to Permanent
Employees whose Ordinary Hours average 76 per fortnight.

The Young Adult rates of pay set out in clause 8.11 of this Agreement apply to
Permanent Employees whose Ordinary Hours average 76 per fortnight

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

Jobshare Employees shall be paid at hourly rates calculated by dividing the
equivalent full time Employee’s fortnightly rate of pay by 76.

Casual Employees shall be paid at hourly rates calculated by dividing the
equivalent Full Time Employee’s fortnightly rate of pay by 76 plus 20%
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8.9.  All additional salary Allowances do not apply to Employees of the Society
above Supervisor level, except where otherwise agreed in writing between the
Employee and the Society.

8.10. Wages will be paid to Employees on a fortmightly basis butgill be calculated
on a four weekly basis. The purpose of this is to enalle thg time TH

.- . . eglsteI- ,d
rovisions dealt with in clause 9.13 to apply. {| Enterpp € .
p p I EIPrige Agreemem/
II
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Young Adult Rates of Pay 'I|' UStrial Regigy
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8.11. On approval of this agreement the following rates of pay shall appR
Time Employees below the level of Advanced Branch or Advanced Clerical
Assistant and who are less than 21 years of age.

(a)  Under 18 years $476.50 per fortnight
(b) 18 years 5576.00- per fortnight
(c) 19 years $651.50 per fortnight
(d) 20 years $760.50 per fortnight

Probationary Trainee - Pay Rates

8.12. ‘Probationary Trainee’ means an Employee 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 Society may decide.

8.13. Probationary Trainees employed Full Time aged 21 years or over shall be paid
$873.50 per fortnight.

8.14. Probationary Trainees employed Full Time aged 20 years or younger shall be
paid the same pay rates as those detailed in schedule 2.

8.15. Probationary Trainees employed Part Time shall be paid in accordance with the
provisions of clause 8.6.

8.16. Probationary Trainees employed as Casuals shall be paid in accordance with
clause 8.8.

8.17. Probationary Trainees shall not be entitled to receive a Cashiers Performance
Allowance.
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Trainees - Pay Rates

8.18

8.19.

8.20.

8.21.

‘Trainee’ means an Employee, of whatever age, scmng ;_n the. furs e
months of his or her employment with the Society)/ haviﬁg sufbésd:ul]v
completed his or her probationary period, but who his gt 1o sudfv.‘:\'aﬁ;l,lg.r‘
complete his or her Branch or Clerical Assistant evaluatign.

For Full Time Trainees 21 years or older the basic rate of pay 5h41II hrﬁgjq 0
per fortnight. Trainees employed Part Time shall be paid in accordance with
the provision of clause 8.6. Trainees employed as Casuals shall be paid in
accordance with the provisions of clause 8.8.

For Full Time Trainees under 21 years of age the Young Adult pay rates set out
in schedule 2 shall apply.

Trainees shall be entitled to receive a Cashier’s Performance Allowance where
their responsibilities include the management of a cash float of the Society.

Branch and Clerical Assistants - Pay Rates

3.22.

8.23.

8.24,

8.25.

8.26.

A Branch or Clerical Assistant means an Employee, of whatever age, who has
successfully completed the Society’s Branch or Clerical Assistant evaluation

and appraisal, and who has been appointed a Branch or Clerical Assistant by
the Society.

For Full Time Branch or Clerical Assistants aged 21 years or older the basic
rate of pay shall be $973.50 per fortnight.

Branch or Clerical Assistants under the age of 21 years shall be paid $788.00
per fortnight.

Branch and Clerical Assistants employed Part Time shall be paid in accordance
with the provisions of clause 8.6

Branch and Clerical Assistants employed as Casuals shall be paid in
accordance with provision of clause 8.8.

In addition to the base rate, 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 Assistants - Pay Rates

8.27.

An Advanced Branch or Advanced Clerical Assistant is an Employee, of
whatever age, who has successfully completed the Society’s Advanced Branch




8.28,

3.29.

8.30.

8.31.

8.32.

931

or Advanced Clerical Assistant evaluation and appraisal, and has been
appointed an Advanced Branch or Advanced Clerical Assistant by the Society

Advanced Branch or Advanced Clencal Assistaél_ts 21 years or older shall be
paid a base rate of $985.50 per formight. [ ——

Advanced Branch or Advanced Clerical A551lamm~f “Hifides Ehl: EEF 4,'rf 21 years
shall be paid $802.50 per fortmight. | Ind

II|II m '-'|'|:
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Advanced Branch or Advanced Clerical Assistants employed Part Time shall be
paid in accordance with clause 8. 6.

Advanced Branch or Advanced Clerical Assistants employed as Casuals shall
be paid in accordance with clause 8.8.

In addition to the base 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.

Senior Advanced Branch and Senior Advanced Clerical Assistant

8.33.

8.34.

Senior Advanced Branch or Senior Advanced Clerical Assistants 21 years or
older shall be paid a base rate of $1,035.00 per fortnight.

In addition to the base rate, Senior 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.

Branch and Departmental Supervisors - Pay Rates

8.35.

8.36.

A Branch or Departmental Supervisor shall be paid a base rate of $1,130,50 per
fortnight.

In addition to the base rate, Supervisors shall be entitled to receive the
Cashier’s Performance Allowance where their responsibilities include the
management of a cash float of the Society.

Senior Staff and Managers

8.37.

8.38.

Management, Senior staff and Executives salaries are by negotiation. Each

Employee is treated individually and his or her salary determined purely on the
basis of skill, knowledge and performance.

When determining such salaries the loss of overtime, travel expenses, Cashier
Performance Allowances and other such additional payments and merits
appropnate to the position will be taken into account.
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8 38a The Society will endeavour to provide a system of salary sacrifice in relation to

Cashier’s Performance Allowance If
If

8.39.

I

superannuation dunng the term of this agrecmeit. [t 1}‘ finy Lh__e}t at this
stage this facility will only apply to the Newcast]e er "Ilr!'iié-h'riimﬁ Plan
] e A Ll g e ey
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A ‘Cashier’s Performance Allowance’ in the sum of $30-pez_formight in the
case of a Full Time Employee, $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 Employee has responsibility. Loss of a
Cashier’s Performance Allowance may be accumulative. In other words, if in a
given week the money under the responsibility of an Employee is short by an
amount in excess of the Cashiers Performance Allowance, the Employee will
forgo the Cashier’s Performance Allowance until such time as that shortfall has
been replaced from that Employee’s Cashier’s Performance Allowance.

Cash shortfalls in excess of 3250

8.40.

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

Personal Merit Payments

8.41.

842

In addition to the base rates outlined above, the Society may elect to pay
individual Employees amounts in excess of the above rates. Any such amounts
shall be negotiated between the Soctety and the individual concerned. These
shall be known as a “Personal Merit Payment”.

There shellll be no entitlement to receive any such Personal Merit Payment and
it may be withdrawn by the Society, with notice, where an Employee
demonstrates, by his or her behaviour or level of performance, his or her

ineligibility to continue to receive the payment, It may also be withdrawn
subject to clause 7.32.

Positional Merit Payments

8.43.

8.44,

In addition to the base rates outlined above, the Society may elect to pay
individual employees working in a specialised area amounts in excess of the
above rates. These shall be known as a “Positional Merit Payment”.

There shall be no entitlement to receive any such Positional Merit Payment and
it may be withdrawn by the Society with notice. This may occur where an
employee demonstrates by his or her behaviour or level of performance, his or
her ineligibility to continue to teceive the payment in addition this may also
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occur where an employee transfers to a different position that does not warrant
such a Positional Merit Payment as per clause 7.32.

Superannuation

8.45. In accordance with the Commonwealth’s Ocv:upaFimn.L _Superannuation
legislation the Society shall contribute a percentage of afl me}g}'eﬂ riawk rite
of pay into the Newcastle Permanent Staff Plan f Stegy, B "Stere '

| 'I|
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8.46. The Society shall, where appropriate, pay all Employees’ Travét Expenses at
the following rates.

8.47. Where an Employee undertakes travel of a casual or incidental nature, at the
request of and on behalf of the Society; the Society shall pay the Employee the
appropriate fare or an amount of $0.44 per kilometre where that Employee uses
his or her own vehicle. The distances upon which the travel expense is
calculated will take into account either the place of work or Employee’s home
address, which ever is appropriate.

8.48. Where an employee whose principal duty is to travel from their home branch at
the request of and on behalf of the Society on a regular basis, using his or her
own vehicle, the Society shall pay the employee:-

(a)  $60.00 per fortmight On Call Allowance; and

(b}  When travelling from the employees designated Home branch a relief
allowance will be paid as follows:-

Up to 10k $10/day
Up to 30km $17/day
Up to 50km $25/day
Over 50km  $30/day

When a relief staff member is rostered to one branch and after arriving at that
branch is then sent to another, the distance travelled in the second instance will

be added to the original distance travelled and the daily relief allowance will be
calculated on the total of the two distances.

8.49. Travel expenses shall not apply to Managers and Senior staff who have had
factored into their salary package a recognition for the requirement of some
travel associated with their position. The Society will however pay travel

expenses where the Society deems that excessive travel costs have been
incurred.
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Living Away from Home Expenses

8.50. When Employees, in the course of their duty, are required to work temporarily
away from their usual place of employment, and are required to sleep away
from their usual place of residence, they shall be entitledjtn e [easonable
expenses actually incurred for accommodation and mfatgj:-' Eni Ry

First Aid Allowance g Uty

8.51. The Society shall pay Employees a first aid allowance af fhe-sate af $6.60 per
week where:-

(a)  ltis required by the Occupational Health and Safety Act;

(b) The Employee has been appointed as the Occupational Health and
Safety First Aid Officer at a particular place of work by the Society: and

(¢)  The Employee holds the requisite qualifications.

Higher Duties Allowance

8.52. The Society shall pay Employees a Higher Duties Allowance where the
Employee performs such duties of the level of Supervisor and above.

8.53. To qualify for a Higher Duties Allowance:

(1)  Staff performing the higher duties of a Supervisor are required to
perform such duties for a minimum of two(2) consecutive work days
(excluding Saturday mornings).

(1)  Staff below the level of Supervisor who perform the higher duties of a
Manager are required to perform such duties for a minimum of two (2)
consecutive work days (excluding Saturday momings).

(i1}  Staff performing the duties above the level of Supervisor are required to
perform such duties for a minimum of five(5) consecutive work days.

The Society 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 not restrict payment to the period after the first five days (in
the case of a Supervisor position, the first two days), for that higher position.

To obtain a Higher Duties Allowance the Employee will need to demonstrate to
the satisfaction of the Society that he or she not only filled the position of an
absent Employee, but performed his or her duties and was appropriately
qualified and accredited to do so. In addition, a Higher Duties Allowance will
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only be paid where application has been made by the !" : ployg '
approved by the approprniate Regional, Divisional or E ‘{EFLHJ.]-E "{hﬁdgu. f
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8.54. The Higher Duties Allowance shall not exceed $80 ]-u:f fﬂi‘rmmht i
R i

Meal Allowance = |

8.55. A Meal Allowance of $7.50 shall be paid to Employees where clause 9.23
applies, unless the Society provides an appropnate meal to the Employee.

Inconvenience Allowance

8.56. At the discretion of the Society, any Employee who regularly works outside
Normal Operating Hours may be paid an Inconvenience Allowance of 17% of
his or her normal hourly rate for those hours worked outside Normal Operating
Hours.

Inconvenience Benefit

8.57. At the discretion of the Society, an Inconvenience Benefit such as a taxi fare
may be paid to an Employee who has, at the request of the Society, worked on
a day other than his or her rostered days and has not received at least seven
days’ notice of the requirement to do so. An Inconvenience Benefit shall not
be paid where there is no real inconvenience, as for example where the
Employee has worked an extra hour but has his or her own transport and does
not require a taxi home,

After Hours ATM Callout

8.58. The Society provides a fully maintained vehicle (the ‘Vehicle”) for the purposes
of servicing the Society’s ATMs and as a security monitor for the Society’s
plastic card base, outside Normal Operating Hours.

8.59. The Vehicle will be manned by a callout team which will operate from 6am to
9pm Monday to Friday and from 6am to 10pm each Saturday, 6am to 9pm each
Sunday and Public Holiday. Employees rostered as part of this callout team for
the week must ensure that they are available at all times during those hours. It
is Employees’ responsibility to arrange cover with other members of the callout
team should they not be able to fulfil their roster commitments. No
unauthorised person may accompany an employee on callout in the callout
vehicle or into any office or premises of the Society.

8.60. A mobile phone is available for the purpose of receiving calls, confirming enter
and departure times and as an additional security measure.
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8.61. The agreed hourly rate for Employees rostered for work on the callout team,
and who are actually called out for work, is as follows:- [P —

I e

II| .II » %
(a)  Monday to Friday $15.50 per hour .-":f Er h i ISterey .
II:.I r A & LSS mcn ¢ _'I.I
(b) Saturday $20.00 per hour - ndyg,. if
= Rf"‘_"“fﬂ?r /.'I
(c)  Sundays $30.00 per hour T h““‘*m\f,?
(d)  Public Holidays $40.00 per hour.

8.62. A minimum half hour payment will be made for each callout, providing the
Employee returns home before the next callout.

8.63. In addition to the above hourly rate each callout team member shall receive a
weekly standby payment of $100 for each full week on standby.

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

8.65. Nothing in this clause will prevent the Society from using external contractors
or from changing its security arrangements.

After Hours Loans Service

8.66. The Society provides an after hours Loans Service which will operate between

5pm to 9pm Monday to Friday, 12pm to 9pm Saturday, 9am to 9pm Sunday
and Public Holidays.

8.67. Employees rostered as part of this service in addition to their normal hours,
must ensure their availability during those times. A mobile telephone linked to
the Society’s Loan Hot Line will be provided.

8.68. Each employee rostered to perform such duties will receive:

(a)  aStandby Allowance of $110 per week; and

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

8.69. Where an employee conducts loan interviews during the hours mentioned in
Clause 8.66, he or she will be paid:

Monday to Saturday $15.50/hour

Sunday $30.00/hour
Public Holidays $40.00/hour




229

8.70. A mmimum of half hour payment will be made for each such int Jﬂﬁ?ﬁh

8.71. Incidental trave] expenses as defined in clause 8.47 will apply,ll.-':-' Mhero S = €T

i |
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Accident Pay f!

8.72. Under the provisions relating to Workers Compensation a recipient of Warkers
Compensation is entitled to only his or her base salary. The Society agrees that
it will make up the difference to an Employee’s normal gross forinightly salary.

Payment of Salaries

8.73. Salaries will be paid into an account(s) held with the Society in the name of the
Employee, as nominated by the Employee. Such accounts must have the
appropriate parameters to accept such direct credits.

9. HOURS OF WORK

Ordinary Hours

9.1.  The Society employs Fuil 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, Jobshare and permanent Part-Time Employees’ Ordinary Hours shall
be determined by agreement with the Society from time to time. The “Ordinary
Hours” of Part-Time Employees shall not exceed the “Ordinary Hours” of Full-
Time Employees.

9.4.  As far as possible the Society will give its Employees seven days’ notice of a
change in their rostered hours. Where a change is necessary within seven days
the Society shall take full account of any inconvenience such change may cause
the Employee and, if appropriate, shall provide the Employee with a benefit
under the Inconvenience Benefit provisions of this Agreement.

Normal Operating Hours

9.5. The ‘Normal Operating Hours’ of the Society are from 6am to 7pm on every
Monday, Tuesday, Wednesday, Friday, Saturday and Sunday and from 6am to
9pm on every Thursday. These hours do not apply to public holidays.

e
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9.6. The unlikely event of the Society operating on a Sunday would only be in
response to the actions of its competitors in the financial market

9.7. If the Society were to operate on a Sunday, permanent staff would only be
required to work a maximum of one Sunday per month with the provision for 2
consecutive days off within the following week. Notification of one month
would be provided to all permanent employees requifrs=taawork a Sunday

I e
i |.I ' o

9.8.  The provisions outlined in the preceding clause may &tilw e, waived by mutual
consent and shall not apply to employees empln#e:j]__hefme 5" Janilfry| 1996
unless mutually agreed by each staff member. i1 "Pdustry o sistrar |

e ol

9.9. Employees who work on Sunday as part of their normal hours shatFbelnaid at
the rate of 150% of their normal hourly rate for those hours worked.

9.10. Employees’ Ordinary Hours are those rostered by the Society from time to
time.

9.11. Employees are required to be ready to fully serve any customer from the
moment their branch or office is opened for business, even if that means
armving at their branch or office before opening times.

Overtime

9.12. All Employees are required to work reasonable overtime when requested.

9.13. The Society may, at its discretion, grant the Employee ordinary time off in lieu
of overtime.

9.14. Overtime shall only be payable if, in any four week period, the Employee
works more than 152 hours and the Society did not grant ordinary time in lien
of overtime in accordance with clause 9.13.

9.15. Overtime wil] only be recognised where the overtime worked by the Employee
exceeds 15 minutes on any day.

9.16. Where Overtime is paid it shall accrue at the rate of one and a half times the
Normal Hourly Rate for the first 2 hours of overtime and at the rate of twice the
Normal Hourly Rate for each further hour.

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

9.18.

When overtime 1s necessary it shall, wherever reasonably practicable, be so
arranged that the Employee has at least ten consecutive hours’ break between
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work on consecutive days. If time in lieu cannot be provided then the Employee
shall be paid at double rates until he or she can be relieved from duty.

Training/Staff Meetings

9.19. The Society and Staff recognise that staff training and meetings are a necessary
part of their normal duties and acknowledge the need for these to be held
outside normal operating hours. It is agreed that up to 1 hour per month for

t1 dtr fi art of the cintragt of em for which
Slcl)ChameZnIt]%ss rin ulr::inm Bl e cid %eglqtered
DO paym q “Nerprise Agreement II

Meal Breaks : |

9.20. Ordinanily Employees shall be granted a meal break of 1 hour per d.ay.

9.21. 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 1 hour unless mutually agreed.

9.22. Meal breaks duning Ordinary Hours shall not be paid.

9.23. If an Employee works more than 10 hours in any Normal Day a minimum of 2
meal breaks of 30 minutes shall be allowed, one of which will be paid for as a
Meal Allowance.

9.24. Ordinanly the Society will not expect Employees to work more than 6 hours
without a meal break, unless by mutual agreement.

Tea Breaks

9.25. The Society will ordinarily allow Employees one ten minute break during the
morning of a Normal Day, to be taken at the discretion of the Society and at a
time directed by the Society. A second 10 minute break may also be provided

durning the afternoon at the discretion of the Society and at a time directed by
the Society.

9.26. Tea Breaks are not cumulative, nor can they be forgone as time in lieu.

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

Saturday Morning Rosters

9.28. The Society recognises that Employees who work every Saturday wish to see
more flexible rostering which would result in some Saturdays being made
available as days off. The complexity of the days off rosters only allows for a




9.29.

10.

10.1.
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limited level of flexibility. However the Society will review all submissions
from individual Branches detailing their proposals so as to provide a structured
system to allow for Saturday rosters. Each Branch request will be judged on its
merits and subject to provisions of adequate staffing and compliance with
clause 9.29. This may involved the provision of Casual and Permanent Part
Time Staff who may be offered Saturday work. Any suggested rostering
submission will be prepared by the Branch Manager concerned in conjunction
with the Regional Manager and will be submitted to The Human Resources
Manager for consideration and approval.

Any such alteration to the rosters can only be achieved where the Society 1s
assured that its standards and level of customer service are not compromused.

LEAVE

The Society will pay its Employees for one rostered day off for each calendar
month, or their two half day equivalent. It will also pay for, a half-day show
day leave and a full-day picnic leave. These leave days will now be known as
Recreation Leave.

Accordingly, the following leave provisions apply:- ! siered |

P
i ol eement |
Ill_ pnlerprse Agr [

(a) Annual Leave )
incustrial Registis

(b)  Compassionate leave \ —

(¢)  Recreation Leave

(d) Discretionary leave

(¢)  Examination leave

(f) Extended leave

(g) Jury duty leave

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

§); Unpaid leave

(k)  Paid sick leave

M Parental leave




Annual Leave

10.2.

10.3.

10.4.

10.5.

10.6.
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(m)  Public holidays i

atrial Registrak

There shall be four weeks paid Annual Leave granted to every permanent
Employee. In the case of a full ime Employee payment will be made at a rate
equivalent to 152 hours (4 x 38hrs), and for permanent part-time and Job Share
Employees at an equivalent rate proportionate to their Normal Hours worked.

Annual Leave shall ordinarily be taken in blocks equivalent to whole calendar
weeks. The purpose of this provision is to ensure that, wherever possible,
Employees return to work on the first working day of the week after their leave
1.e. on a Monday during a normal week, or a Tuesday where the Monday is a
public holiday.

Annual Leave shall be granted at a ime agreed between the Employee and the
Society, or if there is no agreement, then at a time directed by the Society. The
immediate concerns of the Society in this regard are that it will need to ensure
the availability of relief staff when Employees are absent on Annual Leave.

Annual Leave may not be cancelled if less than four week’s notice of

cancellation 1s given by either the Society or the Employee unless otherwise
agreed.

Ordinarily no Annual Leave shall be granted by the Society until an Employee
has completed not less than 11 months’ employment with the Society.

Compassionate Leave

10.7.

§0.8.

The Society shall grant each Employee two days Compassionate Leave in the
event of the death of any member of the Employee’s Immediate Family.
Compassionate Leave must be taken within a reasonable time of the Employee
being made aware of the relative’s death.

The Immediate Family shall include the following;:-

Spouse or Defacto Spouse

Parent, Parent-in-law, Step-parent, Foster-parent
Grand Parent

Child, Step-child, foster-child, grandchild
Sibling, Step-sibling, Foster-sibling




Recreation Leave

10.9. Full time Employees shall receive up to thirteen and one half days’ Recreation
Leave per annum including a picnic day and one half day leave to attend the
appropriate regional show.

e 7=-'r__-'- -;=_-
10.10. To be eligible for the half day show day an Employee miust hpye edmmimenced)
employment prior to the relevant show date. | gaterprst _f.l
10.11. The full day picnic day is available to all Employees with & minimum three |
months’ service and may be taken at any time during the year.

10.12. The picnic day and the half day show day are not cumulative and must be taken
in the year in which they accrue.

10.13. The Society shall grant each Employee-up to one full day’s Recreational Leave
for each full month of that Employee’s employment with the Society.

10.14. Recreation leave may only be taken by Employees at a time convenient to the
Society. This means that rostered recreation leave may be postponed without
notice.

Discretionary Leave

10.15. Discretionary Leave is any leave allocated at the discretion of the Society to
any Employee not falling into any of the other leave categories.

Examination Leave

10.16. Examination leave of up to one day per examination shall be granted to any
permanent Employee who has served a minimum of 1 year with the Society,

and who has been accepted as part of the Education Assistance Program
outlined in clause 6.5.

Extended Leave

10.17. The Society may grant Employees the right to take accumulated Annual Leave
and Long Service Leave in 1 block up to the balance of their accruals.

10.18. This Extended Leave will only be considered for those Employees who:-

have a mimmum of 2 years’ continued service at the time of seeking
such leave;

. have given sufficient notice of their desire to take such leave in an
extended form; and
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. where it does not inconvenience the Society to grant the leave.

10.19. The Society’s policy 15 to agree to no more than lﬁl Em?%&%%ng%:ended

Leave in any calendar year, where relief is requirgd, . Eifiployees.wishing to
apply for Extended Leave should therefore provide the Society with & much
notice as possible.

Jury Duty

10.20. The Society will pay to an Employee called up for Jury Duty 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

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

Long Service Leave

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

Unpaid Leave

10.23. Unpaid leave will be subject to the Society’s discretion and must be approved
by Human Resources Department prior to the leave being taken.

10.24. Any request for unpaid leave is to be forwarded in writing to the Human
Resources Department. Each case will be individually assessed on its merits.
Consideration will also be given to length of service, attendance record, job
performance, length of time the employee has requested and the effect this will
have on staffing requirements within the organisation.

10.25. Whilst on unpaid leave all benefits such as sick, annual and long service leave
will not accrue.,

Paid sick leave

10.26. The Society shall grant to all full time Employees after a qualifying period of 3
months the equivalent of 38 hours paid sick leave in the first twelve months of
an Employee’s employment. Part time Employees shall receive the equivalent




10.27.

10.28.

10.29.

10.30.

10.31

10.32.

10.33.

10.34.

10.35.

10.36.
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of 1 week’s Ordinary Hours paid sick leave during the first 12 months of their

employment. h
Il =

The Society shall grant 61 hours® paid sick leave fof any fulktime T ee
during the second and subsequent years of his or hier nm’ﬁ!‘nymcnf:_“!‘an e
Employees shall receive an equivalent period hasc;lf ploporoonately dtithis or
her Ordinary Hours. b, il i
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To the extent permitted by law the Society will allow 1ts Employees -allor part
of granted sick leave to care for their Immediate Family which is defined in
clause 10.8.

Sick leave shall be accumulative for the whole of an Employee’s employment.

Notice of sick leave shall, wherever possible, be given to the Human Resources
Department prior to 8am on the day on which the leave is to be taken. The
purpose of this provision is to enable the Society to conveniently provide a
replacement for the sick Employee during that day.

. The Society will not pay for any sick leave of more than 2 consecutive working

days, or where a sick day is either side of a public holiday, if a medical
certificate is not produced. The Society reserves the right to require a medical
certificate for any period of sick leave taken.

Probationary employees are entitled to unpaid sick leave. After the
probationary period, each full time employee is entitled to 38 hours’ paid sick
leave in the first year of service and in the case of Job Share and part time
employees pro rata depending upon the hours worked.

Where an Employee suffers a serious or incapacitating illness for a minimum
period of 2 weeks whilst on annual leave and produces a medical certificate
covering that period of illness, the Society may, at its discretion, treat such a
period as sick leave and adjust the Employee’s Annual Leave accordingly.

The Society will not accept post-dated medical certificates.

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

Where medically supported, some provisions can be made for Employees to
return to work on light duties. Wherever possible the Society will attempt to
provide duties similar to the Employee’s normal range of duties, however
where this is not possible other duties will be assigned.



Parental Leave Il A
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10.37. Parental Leave will be granted in accordance with the, provisions of Rarf 4

Division 1 of the Industrial Relations Act 1996 (NSW). In order to avail
themselves of these provisions, Employees:- '

(a)  Are encouraged to give notice as soon as a pregnancy is confirmed,

(b)  Are required prior to the commencement of their parental leave to give
the society a minimum of 6 weeks’ written notice or as much notice as
possible; under normal conditions will commence leave not less than 6
weeks prior to confinement; On provision of a medical certificate
employees may work up to 4 weeks prior to confinement; where
possible the society will endeavour to meet any special conditions noted
in the medical certificate.

Public holidays

10.38. Permanent Employees shall be entitled to take all public holidays, including the

11.

11.2,

11.3.

traditional Easter Saturday, and where such holidays fall on their normal
rostered day they shall be paid for all such public holidays taken. Should a
public holiday occur during an Employee’s absence whilst on annual leave, the
Society shall pay the Employee an additional day in lieu of the Public Holiday.

DISCIPLINE PROCEDURE

. The Society prides itself on the high quality of its staff; the standard of service

they deliver; their loyalty, integrity, honesty, and willingness to give their very
best.

Competition in the finance industry is strong. The major difference between
the Society and its competitors is the quality and efficiency of the service we
provide. Our standards are high and we can accept nothing less.

Our Employees are fully aware of this expectation and meet the requirements
with both skill and enthusiasm. However, some isolated incidents have
required us to develop a discipline procedure, outlined below, to inform all

staff of their rights, what the Society expects and what outcomes are likely in a
particular situation.

Step 1 Verbal counselling
Step 2 Recorded waming
Step 3 Final warning (placed on assessment)

Step 4 Employment review




-38-

Step 1 - Verbal Counselling

11.4. This is issued to an Employee by the Supervisor or Managqr “on Fhe job”. The
Supervisor’s or Manager’s diary will be noted and no witmess 1s necessary.

The Employee is advised that his or her actions, behaviomde are

unacceptable and that improvement is required immediately.#75 hope that if
a verbal warning needs to be given that should be lﬁfﬁ‘fa;ﬂj;-‘l,hb‘h‘mhm:* 1
. W gaere™® ]
Step 2 -Recorded Warning R S
| qoaused 5T

11.5. Where there has been a failure to respond to verbal c&:uns.:lj L0 &iﬁnag:r or
Supervisor may require a recorded interview with~The Employee. The
Employee may seek the attendance of another Employee. A witness nominated
by the Society may also attend. A written account of the interview will be
supplied to both the Employee and the Human Resources Manager.

Step 3 - Final Warning (placed on assessmen)

11.6. When Steps 1 and 2 have not led to any satisfactory resolution, a further formal
recorded interview, similar to the step 2 procedure, will take place. At this
interview a final warning will be given to the Employee and a signed
acknowledgment of receipt of that written warning will be required. The
Employee is then placed on “Formal Assessment”. Formal Assessment
involves the Employee being given a timetable during which he or she will
have to show immediate and continuing improvement in behaviour or

performance with regular performance reviews being carmied out durning that
time.

11.7. All loan concessional rates, ment payments and other discretionary payments
may also be reviewed at this Final Wamning stage.

Step 4 - Employment Review

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

12. GRIEVANCE PROCEDURE

12.1. Any Employee who 1s likely to be or who is aggrieved or is in dispute on any

matter arising under this Agreement or on any industrial matter shall institute
action as follows:-

(a)  Raise the matter with the appropriate Branch or Department Manager or
the Employee’s immediate Supervisor.




12.2.

13.

(b)

(€)

(d

(e)

-30.

If this does not resolve the issue, raise the matter and discuss it with the
appropriate Manager for the area where the Employee works.

If this does not resolve the matter, refer the matter lo_the E-n:ltr:.,r 5
Human Resources Department. #’ I

| 1™
1

If this does not resolve the matter, the issue or 1ssL"a shall be referred to

a trained mediator recommended by the Australian| L ommercial Eh:.pulc!-_

Centre Limited to mediate the dispute. ! P
e

If after mediation in accordance with the above clause, the issue remains

unresolved, the matter may be referred to the New South Wales
Industrial Commission.

Employees agree they will ensure that at all times work will continue and
consideration of the needs of the Society will remain a priority, and agree they
shall not take any industrial action, whether strikes, work bans, go slow tactics,

picketing or secondary boycotts, until all the processes of this clause have been
exhausted.

STAFF DISCOUNTS

Home Insurance

13.1. The Society will forego its commission entitlement on the insurance policies of
staff homes through NZI Insurance. Other policy types may also see the
commission watved. This benefit will be retained whilst a staff member is on
parental leave.

Mortgage Insurance

13.2. The commission on this product through Swann Insurance will also be
foregone.

Travellers Cheques and Foreign Cash

13.3. The normal sales or purchase commission will not be charged on staff
transactions.
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14.1. Concessional interest rates are available on personal and home
approved Employees:-

(a) toreward loyalty and good performance;
(b) to provide an incentive to grow and prosper within the Society.

14.2. This concept is not an automatic right, but a privilege administered and
approved on a case by case basis by the Society.

The Concept

14.3.
(a)  All proposed loans to staff of the Society will be specially submitted by
the Chief General Manager to the Board for approval showing details of
the proposed loan, security, concessional rate of interest and term.

(b)  Staff Lending conditions will be the normal conditions approved by the
Society for ordinary borrowers unless otherwise specified.

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

(d) Itis a condition of any loan approved under the terms of the Agreement
that the repayments will be up-to-date at all imes. Arrears will not be
tolerated other than in extenuating circumstances and may result in the

removal of the concessional rate or the requirement of repaying the loan
in full.

14.4. In order to qualify for any concessional loan, a Permanent Employee must be
an employee of the Society for a continuous period of not less than 2 years.
This may be shortened to 1 year where the Employee converted from an

existing Casual Employee status, where that status was for a period of at least
12 months.

14.5. In order to qualify for any concessional loan, a Casual Employee must have
worked on a casual basis for a period of not less than 5 years. This may be
shortened where the Employee converted from an existing Permanent
Employee status, where that status was for a period of at least 2 years. Casual




14.6.

14.7.

14.8.

14.9.
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Employees not meeting this latter requirement will haye them spguest _;-.]dgeﬂl. an
its ments. dL 1! ;

In addition a Casual Employee must work a minimum"nii' five hundred ($00)
hours in each financial year. The Society reserves the-nght to withdraw the
concessional loan rate if the casual employment falls below this minimum.”

The granting of a concessional loan to any Employee will be entirely at the
discretion of the Society. The rates applicable to any concessional loans will
be entirely at the discretion of the Society. A concessional loan granted to an
Employee by the Society may be withdrawn without notice at any tume.

Only one concessional loan of each type shall be allocated to an Employee at
any one time. A special register of all loans bearing the concessional interest

rate is to be maintained under the direction of the General Manager
Administration.

If before repayment of his or her concessional loan an Employee:
(a)  shall have ceased for any reason to be in the employ of the Society; or
(b) shall not, in the case of a 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 will cease immediately and the Employee concerned
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 the predominant Personal Loan rate with a ceiling of
$25,000.

14.11. Appropriate loan security will be required at the Society’s discretion.

14.12. The Employee concessional rate shall apply in accordance with the provisions

of the Employee loan agreement signed at the time of loan acceptance.
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Staff Concessional Rate on Home Loans

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

(a)

®)

(c)

(d)

The Society is entitled to vary the rates of interest payable in respect of
any advance or loan made to the Employee, such variation being
pursuant to Rule 50 of the Rules of the Society.

The approval of the concessional loan rate and its continued application
is at the sole discretion of the Society.

6 broad categories for concessional loans will apply. The categories and
the interest expressed as a percentage of the ordinary borrowers’ rales
applicable to the amount of the particular loan a:?r;,__ﬁs—’ﬁb d

|I Re?;\:;\':‘:ie ment I
33.3% - Senior Executives | Enterprst &b |
\ . istral
55.0% - Middle Management [ inustial ReBZ
' IE‘—;::L—:J:-ﬁ::-
65.0% - Assistant Managers, Relief Managers, Senior Staff, Managing
Supervisors and Supervisors
75.0% - Other Staff
85.0% - Part-Time Staff
90.0% - Casual Staff

The Board may at its discretion at any time change the participants from
one category to another, or strike a different rate.

Approval of a loan at a concessional rate of interest to 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;

. purchasing vacant land on which a house to be used as the

applicant’s residence is to be built;

making alterations to a residence in which the applicant will
reside or is residing;



-43-

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

(¢)  The loan will only be approved on the basis that the home is, or is to be
the Employee’s personal residence.

Maximum Loan

14.14.

The concessional rate of interest applicable to staff home loans shall only apply
to all first mortgage loans made on the security of an Employee’s private
dwelling to a maximum of two and one-half times annual salary or $60,000,
whichever is the higher, providing that such maximum does not exceed the
amount provided by legislation. Any Employee who has previously been
granted a loan in excess of this amount, may apply for an increase in the
maximum amount allowed pursuant to this clause. In considering any such
application, the Society may take into account the Employee’s salary at the
time of the original loan, the inflation rate since the Mﬂl 1nmh and amy; other
matters the Society thinks fit. .

Special Consideration

14.15.

14.16.

If an Employee with a concessional housing loan dies before repayment &f 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
deceased Employee under the age of 21 years (if occupying the residence

concerned), shall have the night to continue to repay the loan at the
concessional interest rate.

The Society recogmises that an Employee’s circumstances may change in
various ways and their present home may no longer be suitable. In such
circumstances, the Society may allocate 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

14.17.

The Society has agreed to allow staff who take parental leave to retain the staff
concessional loan rate providing:

(a)  The employee has had five (5) years’ continuous employment as defined
in clause 4.24

(b)  The employee applies in writing for this option



14.18.

14.19.
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(c) The employee returns to work for a time equivalent to the length of
parental leave taken

(d)  The employee returns to his or her original or equivalent position

If a staff member who takes parental leave and who is receiving the benefit of
the concessional staff loan rate does not meet the requirements set out in clause
14.7, the concessional interest rate will be withdrawn and will revert to the
current variable interest rate.

All benefits received 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 rewntten to include such forfeited benefits at interest rates
equivalent to those determined variable rates applying during the period.

I Registered
Enterprise Agreement

Midushrial Registrar
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SCHEDULE 1

Newcastle Permanent Building Society Limited



46-

SCHEDULE 2

Base Salary Rates Applying after each Percentage Increase

Staff On Approval After 12 mths
Category 3.00% 3.00%
Age <18yts $476.50 $491.00
Age 18y1s $576.00 $593.50
Age 19yrs $651.50 $671.00
Age 20 yrs $760.50 $783.50
Inr Branch Assist $788.00 $812.00
Jnr Advanced III '

Branch Assist $802.50 {4 e g_rucn-uﬁﬁ'?.(}o
Probationary

Trainee $873.50 )
Trainee Branch of

Clerical Assist $939.50 $968.00
Branch or Clerical

Assistant $973.50 $1,003.00
Advanced Branch

or Clerical Assist $985.50 $1,015.00
Snr Adv Branch or

Clerical Assist $1,035.00 $1,066.00

Supervisor $1,130.50 $1,164.50



THE COMMON SEAL of
NEWCASTLE PERMANENT
BUILDING SOCIETY LIMITED

(A.R.B.N. 059 192 175) was affixed to

this Agreement in accordance with its
Rules:-

Office held

This Agreement is signed on

behalf of the employees of
NEWCASTLE PERMANENT
BUILDING SOCIETY LIMITED

by the members of the
Works Committee elected in

accordance with the
Industrial Relations Act 1996
and it is declared that this
agreement was not entered

into under duress by any

party to it.
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)
)
)
)
)

gnature of authorised person

f:.f’-ﬁ*:? Vi miitc st Ve -.-,..:.r_

Prmt Name of authorised person

Office held

NIGEL SYDNEY TAYLOR




