


B Australian Government

Australian Institute of Family Studies

Australian Institute of Family Studies

Certified Agreement 2006 — 2008

(as amended 3 March 2009)






CONTENTS

PART A PURPOSE........ooooiiieiiieieesssssssss s s s ss s s sss s ss s s ss s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s snnnnsnnnnnnnnnnns 1
1 111 O SPSR 1
2 Purpose Of The AQre@mMeNt .......ccoo oo 1
B PHINCIPIES e e e eaaas 1
PART B SCOPE OF THE AGREEMENT .......ccoiiiiiiiiieeenssssssssssssssssssssssssssssssssssssssssssssssnnns 2
4 COVEBIAGE it 2
L = T4 1= Y= = T T o 2
6  Operation Of The AQreemMeNnt .......cccoo oo 2
ClOSEA AGIEEMENT ...ttt r e s b r e r e s a e sae e e st e et e b e e sbesreesreesheesaneenneereenreens 2
Variation Of The AGreemMENT .........o.ei it r e r e sr e e sneesneenas 2
Supplementation Of CONAItIONS .....c..eiiiiiiie e e e see e sbee e 2
Relationship To Other Awards, Agreements And Legislation..........cccccoveeriniiiiiiesecsceseeee e 2
Directors’ Instructions And GUIEIINES...........ooviiiiiiieeeire e 3
[DT= =T T 1o DT PP P PRSP 3
Effect Of Institute Policies ANd GUIAEIINES ........ieeiiiiii e 3
N O - 1oV 1= 3
PARTC APS VALUES AND CODE OF CONDUCT .......cccisirsmmmmrrrrrsssssssssssss s sssssssssnnnes 5
8 Employment In The Australian Public Service ... 5
PART D EMPLOYMENT STRUCTURE .......coiiiiiiiieiiernssssssssssssssssssssssssssssssssssssssssssssssssnnns 6
9 Employment Structure And Arrangements .......ccooeeieeiiieeeeeeee e 6
PARTE REMUNERATION .....cooiiiiiiiieiieissssessssssssssssssssssssssssssssssssssssssssssssssssssssnsssnsnssssnnnns 7
10 Salary RAeS ....ccoooiiiiiiiie 7
11 Salary Advancement Through Performance Development And Review Program (PDR) 7
Salary Advancement Within A ClassifiCation ...........cocveiiiiiniiii s 7
Salary Advancement Within A Broadband .............cooiiiiiiiiiii e 7
12 Temporary Assignment Of DULIES .........ccoviiiiiiiiiiiie 7
13 Salary On COMMENCEMENT........coiiiiiiiiiiiii e 8
14 Salary On TranSfer ... 9
15 Salary On RedUCHION.........cooiiiiiiiiii 9
16 Salary On PromoOtion ........coooviiiiiiiiiiee e 9
17 Supported Salary Payments For Employees With A Disability ...........cccccovviiiiiiiiiiinnnnnn. 9
18 Irregular Employment — Loading In Lieu Of Other Entitlements............ccccccvviiiiiiinnnnnnnn. 9
1O JUNIOE RAES ... ettt e et e e e e e e e eaa s 9
20 New Apprenticeships And TraiN€eShIPS.....couuuuiiii i 10
P2 I - To [ = 1 1= 10
22 SAIAIY INCIEASES ... 10
23 Method Of PaymeEnt ... ..o 11
24  Flexible Remuneration Packaging.........ccoooeieieiiiieiieeeeeeeeeee e 11
P2 IS 10T oY= = o] 11 =[] o 11
PARTF ALLOWANCES AND EXPENSES........cccoiiiiimimmimnrnsnsssssssssssssssssssssssssssssssssssnnn 12
26 DOMESHC TraVEel....c.u i et e e e e e 12
27  Travel EXPENSES ... e 12
Australian Institute of Family Studies Certified Agreement 2006 — 2008 i

(as amended 3 March 2009)



28 Part Day Travel AlIOWANCE........couuruiiiie e 13
P2aS I O A=Y 1= T I - L= RN 13
30 Frequent FIyer POINtS ... e e 13
31 Airline Lounge CIub Membership .....ccoooeoeeoeeeeeeeeeeeee e 13
32 MOotor VEhICIE AlIOWANCE........ccuuiieiiiiie e e e et e e e e e e e et e e e e et e e e e eaa e aaees 13
33 Overtime Meal AlIOWANCE .........uiiiiiiiii et e e e e e et e e e e et e e e e et eaaees 13
1 VLo [0 ) (== g o | (oY= U g o= 14
35 Relocation ASSISIANCE ......cccvuiiii e 14
36 Loss, Damage And INAEmMNItY ......ccooeieiiieee e 14
PARTG HOURS OF DUTY AND FLEXIBLE WORKING ARRANGEMENTS................ 15
37 Flexible WOrk Patterns..........ccuuiiiiiiiii et e et e et e e et e e e eaa e eeees 15
ST T=ToT 1= To [ Lo U = PSRRI 15
S =Yg le F=T o I o[0T USSR 15
=T aTe VAo 11 g TN o (o T ] SRR 15
BUSINESS HOUIS ... ..ttt e e et e e e et e e s e ae e e e e e tteessteeeeennneeesensaeaeannrananns 15
WOIKING PAEINS ...ttt r b b e sr e sr e e sre e sareeneeneenreen 15
REQUIAN HOUTS. ...t e et e et et e e e e e e e e eea e e ea e e eea e eenn e aeenaeennae 15
1 T =] 0 TS 16
ReCOrdiNg FIEXHME .....coieiieeeee et r s nneas 16
WOIKING FIEXTIME ...ttt ettt r e sb e sr e sr e e saeesaresneeneenreen 17
TAKING FIEX LEAVE ...ttt ettt sttt r e b e b eb e sh e e sreesaresaneeneeneens 17
Managing Flex Credits ANd DeDItS. ....... e e e 17
39 Reversion To Standard HOUIS............i it e e e e e eaa e e e 17
Operational REQUIFEMENTS ........oi ittt st e et e e s be e e st e e snee e saneeeane 17
Compliance REQUITEMENTS .....uiiiiiiiiie ittt et e e e e e e e e e e e e e e eaeeaaennaees 18
40 Overtime And Time Off In Lieu (AIFS Bands 1 — 3)...cceuiiuiiiiiieiiieie e 18
1= 1011 o TSRSt 18
[N [0] 11 To= i o 1RSSR 18
R T=TeTo] g o T=T g TSTC T 1 | TR 18
RECOMPENSE: PAYMENT ... ceei it e e e e e e e et e e e e e e e e e ea e e e e aeenaaennnaes 19
41 Time In Lieu: Executive Level Staff (AIFS Bands 4-5) .......cooooiiiiiiiiiiiee e 19
42 RESt BreakK....oou i e 19
43 EMErgenCy DULY .....ooomriiiiii e e 19
i I o=\ = 1 e T T o = PP 20
T S = 1 Gl T 1= YA o G 20
Employee-Initiated Part-Time WOIK .........oooiiiiiie e 20
Part-Time Work - General Matters .........ccciiiiiii e e e e 20
LI o ToTa TR = F= 1T =To BT o] o QRN 21
47 PUDIC HONAAYS ... 21
48 Christmas ClOSEAOWN .........ccciiiiii et e e e e e et e e e eata e e e e aeaaeaeens 21
L 2 I T I 22
49  Portability Of LEAVE ....ccceeeeeeeeeeeeeeeeeeeee e 22
50 Notification Of ADSENCE ......cciiiiiiiiiici e e e e e e e e rt e e e e eea e eeens 22
L B =T 0] g = 1 == N Y 22
Personal Leave — ENtIEMENT.........oo e e e e e 22
Personal Leave — Method Of ACCIUAL ..........ooi ittt e e e e nrae e 22
Australian Institute of Family Studies Certified Agreement 2006 — 2008 ii

(as amended 3 March 2009)



Personal Leave Management...........uoiiiiiiiiieieiee ettt r e r e e e nnee 22

Personal Leave - APPHCALIONS .....cooueiiiiiieieit et st et e beesbee e saneas 23
Personal LEave — EVIAENCE ........ooiiiiiieeei ettt sttt e e e e e s be e e sanee s 23
Personal LEAVE — REVIEW ......couuiiiiiiiie ettt ettt ettt bttt et e e bt e e at e e st sabe e e aeeeeanee s 23
Personal Leave — LIMITAtiONS .......ooiii et 23
Personal Leave And Other APProved LEAVE ........cceuiiiuiiiiiiiiiiii et 24
52 CompasSioNate LEAVE ......cooeeiiiieeei e 24
B3 ANNUAI LEAVE. ... it ettt e et e et e e e e e 24
01 11 ( =T 01T o | RSO RR 24
ManNageMENT Of LEAVE ........eoiiiiiieiieiee et er e n e e n e nb e 25
o4 0T=T o L PP 25
B4 PUIChASEA LEAVE......oeeiiiii ettt e e e et e e e e e e e et a e 26
55 MiISCEllan@OouUS LEAVE ......... i 27
56  LONG SEIVICE LEAVE ... 27
57 Leave To Care For Newborn Or Newly Adopted Children ..., 28
INAIVIAUAI LEAVE PIANS ...ttt ettt bt e ettt e s be e e aeeeeanee s 28
MEALEINITY LEAVE ...ttt s e s b e bt et e b e b e nneesneenns 28
PArENTal LEAVE ...ttt ettt e a e et e e et et ebe e e eate e sne e e ae e e ene e e anreeneeas 28
AOPEVE LEAVE ..ceuieiiiti et e e 29
58 War ServiCe SICK LEAVE ... ..o e 29
59 Leave For Intermittent, Irregular And Non-Ongoing Employees ..., 30
60 Effect Of Leave Without Pay On Accrual Of Leave CreditS.........coovviiiiiiiiiiiiiiiiiinee. 30
61 Effect Of Leave On Half Pay On Accrual Of Leave CreditS .........coovviiiiiiiiiiiiiiiiiieeee. 30
62 Death Of EMPIOYEE ..o 30
63 Reimbursement Of Costs On Cancellation Of Leave ........ccooveviiiiiiiiiiiiiiieiiieiee e 30
PART I PERFORMANCE DEVELOPMENT AND REVIEW. .........cccvviiiimimnnnsnnnnsssssssnnnnns 31
64 Performance Development And Review (PDR) Program ...........ccooiiiiiiiiiiiiiiiiiiieeeee, 31
Application Of PDR PrOGram ...ttt st s ae e saee e e ne e e satesmneesaneeens 31
INAIVIAUAI PDR PLANS ...ttt ettt ettt ettt ettt et e et e e e saee e see e sabe e eneeeenreeeanea s 31
PerformanCe ASSESSMENT ... ..o ittt e e bt e s bt e e ae e e et e be e e nae e e eanea s 31
Performance RAtiNG.........oouoiiiiiiieie et s 32
Salary AAVANCEMENT .....c..eiiii ittt r e e s e s e e e e e r e et e re e ane e sne e saeennne s 32
Eligibility FOr ADVanCemMENT ........iiei et e e e e e e e e e e e e e 32
65 Learning And DevelopmMENTt ... 32
B6  SUAY ASSISTANCE ... 33
67 Managing Poor Performance .........ccooooo oo 33

PARTJ COMMUNICATION, CONSULTATION, EMPLOYEE PARTICIPATION AND

REPRESENTATION.....cciiiiiiiiiemsrs s ssisssssssss s s s s ss s s s s s s s e e e n s mnn e e e e nnn s 35
68 Communication, Consultation And Introduction Of Change..............ccceeeeeieiiieeeeeeeeeen 35
69 Workplace Relations Committee ........coooiiiiiiiii e 35
70 Procedures For Preventing And Settling DiSPUES ........ccooeeiiiiiieiiieeeeeeeeeee 36
71 WOrKPIacCe DIVEISITY .....veeiii i e e 37
72 Health ANd Safety.....cccoo e 37
73 Promoting Good HEaltN ... 37
74 Employee ASSIStance Program ...........oooviiiiiiiiiiieeeeeee e 38
75 NOUCE BOAIUS ... 38
76  Freedom Of ASSOCIATION ......cccoiiieeeeee e 38
Australian Institute of Family Studies Certified Agreement 2006 — 2008 iii

(as amended 3 March 2009)



77 RiIGht Of ENTIY .o 38

PART K RESIGNATION, RETIREMENT, REDEPLOYMENT AND REDUNDANCY...... 39
78 Resignation Or Retirement ..o 39
79 Redeployment And REAUNAANCY ......coooieiiieeieeeeeeeeee e 39
SO 7= 1014 o o 1= 39

EXCESS EMPIOYEE ...ttt s e bbbt an e n et n e neenneas 39

EXCIUAEA EMPIOYEE .. .ceeieee et ee ettt e et et et e e e et s e e e e e e e e e e e e en e aenaaeennaes 39
81 Excess Staffing Situations, Discussions With The Employee..........ccccooveviriiiiiiiiiinneen. 40
82 Voluntary RetrenChmeEnt ..... ..o 40
83 Retention Periods, Redeployment And Involuntary Retrenchment....................oooo. 40
84 Redundancy Pay And Notice Of Termination............coooooeeieiieeieeeeeeeeeeeeeeeeeee e 41

Minimum And Maximum PaymMeENtS.........cccoiiiiiiieiie it 42

Pro-Rata EntiIEMENt ......cee e e e ea e 42
85 Service For Redundancy Pay PUIPOSES.........ccooeiiiiiiieieeeeeeeeeeeeeeee e 42
86 Rate Of Payment — RedundancCy Pay ... 43
87 Offer Of Voluntary Retrenchment Before Involuntary Retrenchment ............................ 43
88 Leave And Expenses To Seek Employment ... 44
89  Use Of Personal LEAVE........ccooiieeeeeeeeeeeeeee s 44
90 Reduction In ClasSifiCatioN..........coooieoeeeeeeeeee e 44
PARTL REVIEW OF EMPLOYMENT ACTIONS ......coiiiiiiiiinssens s nsssssssssss s 45
91 Internal Review Of Employment ACHIONS .......ccoooeiiieiieeeeeeee e 45
92 External Review Of Employment ACHIONS .......ccoooiiiiiiieeeeee e 45
93 Managing MISCONUUCT .........ccoiiiiiieeee e 45
94 Review Of Decisions To Terminate Employment ... 45
PARTM FORMAL ACCEPTANCE OF THIS AGREEMENT .......cccccmiiiiiniiiinmennnn s 46
F Y o] o 1= e [ AN = 1= g - 47
Appendix B Supported Salary Payments for Employees with a Disability..........ccc.............. 49
Australian Institute of Family Studies Certified Agreement 2006 — 2008 iv

(as amended 3 March 2009)



Part A Purpose

2.2

2.3

3.2

TITLE

This Agreement shall be known as the Australian Institute of Family Studies
Certified Agreement 2006-2008 and is made pursuant to Section 170LJ of the
Workplace Relations Act.

PURPOSE OF THE AGREEMENT

The purpose of this Agreement is to enable the Australian Institute of Family
Studies (hereafter referred to as the Institute) to better fulfil its vision of
contributing to family wellbeing in Australia by undertaking high-quality research,
that informs and influences policy and practice.

The Agreement establishes terms and conditions of employment for Institute staff
which will enable the Institute to achieve the key outcomes contained in its
Strategic Plan and subsidiary plans.

This Agreement aims to provide a safe and healthy working environment where
the individual differences, skills, talents and views of all staff are valued, and
where people are encouraged to learn and develop and share their knowledge
through:

(a) enabling staff to develop and demonstrate their capacities;

(b) ensuring that individual remuneration and advancement are tied to formal
assessment of performance, skills and value of work performed;

(c) providing flexibility in workplace arrangements, working hours and leave;
(d) promoting a consultative and co-operative approach to workplace issues;

(e) promoting adherence to the APS Values and the APS Code of Conduct set
out in the Public Service Act 1999; and

(f) valuing and respecting diversity.

PRINCIPLES

It is intended that the principle of equity of treatment should govern interpretation
of clauses in this Agreement. A number of clauses are designed with inbuilt
flexibility to enable managers to better meet the operational requirements of the
Institute while ensuring a productive and supportive working environment that
meets the professional, personal and family needs of staff. Principles of equity
and procedural fairness should underpin decision-making in cases where a
manager is required to exercise discretion in determining employees’ working
arrangements.

Ensuring the effective implementation of this Agreement requires the continuing
involvement and cooperation of all employees and, where they choose, their
representatives who have been key elements in the development of this
Agreement.

Australian Institute of Family Studies Certified Agreement 2006 — 2008
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Part B Scope of the Agreement

6
6.1

COVERAGE

This Agreement applies to employees within the Australian Institute of Family
Studies, but does not apply to:

(a) employees of the Institute who are members of the Senior Executive Service;
(b) employees of the Institute whose salary is paid by another APS agency;

(c) employees acting in the SES will continue to be subject to this Agreement,
with any additional entitlements determined by Australian Workplace
Agreements and/or binding instructions of the Director.

PARTIES BOUND

The parties to this Agreement are:

(a) the Director of the Australian Institute of Family Studies;
(b) the Community and Public Sector Union; and

(c) employees of the Australian Institute of Family Studies, consistent with clause
4,

OPERATION OF THE AGREEMENT

This Agreement will operate from the date of certification by the Australian
Industrial Relations Commission, for a period of three years from that date.

Closed Agreement

6.2

6.3

Subject to clause 6.5, this Agreement exhaustively states the terms and conditions
of employment of the Institute’s employees other than terms and conditions
applying under a Commonwealth law.

For the duration of this Agreement, no further claims may be pursued in respect of
terms and conditions of employment by a party to the Agreement or an employee
whose employment is subject to the Agreement, whether or not those terms and
conditions relate to a matter that is expressly covered by this Agreement.

Variation of the Agreement

6.4

This Agreement may only be varied in accordance with s170MD of the Workplace
Relations Act 1996.

Supplementation of Conditions

6.5

Notwithstanding anything else in this Agreement, the Director may supplement
remuneration and terms and conditions of staff employed by the Institute under
this Agreement. Approvals under this clause will supplement and form part of the
terms of the Agreement and not disadvantage an employee against the terms as
contained in this Agreement.

Relationship to Other Awards, Agreements and Legislation

6.6

While there is no relationship with the APS Award 1998, this Agreement operates
in conjunction with other Commonwealth laws, including the:

(a) Public Service Act 1999;

(b) Workplace Relations Act 1996;

(¢) Long Service Leave (Commonwealth Employees) Act 1976;
(d) Maternity Leave (Commonwealth Employees) Act 1973,

Australian Institute of Family Studies Certified Agreement 2006 — 2008
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6.7

(e) Superannuation Act 1976,

(f) Superannuation Act 1990;

(9) Superannuation Act 2005;

(h) Superannuation Productivity Benefit Act 1988,

(i) Superannuation Benefits (Supervisory Mechanisms) Act 1990;

() Public Employment (Consequential and Transitional) Amendment Act 1999,
(k) Safety Rehabilitation and Compensation Act 1988;
(

(

(

(

(

(

«Q =

~— =

—

I) Occupational Health and Safety (Commonwealth Employment) Act 1991,
m) Racial Discrimination Act 1975;

~

n) Sex Discrimination Act 1984,
0) Human Rights and Equal Opportunity Act 1986;
p) Disability Discrimination Act 1992; and

q) Financial Management and Accountability Act 1997.

Should legislative change or other special and extraordinary circumstances affect
staff members' conditions of employment under this Agreement, the Institute, its
staff, and where they choose, their representatives agree to consult on any action
that might be appropriate to ensure that the objectives of the Agreement continue
to be achieved.

Directors’ Instructions and Guidelines

6.8 The Director may issue or vary Instructions to facilitate administration of powers
and functions under this Agreement.

6.9 The Director may issue or vary Guidelines to facilitate administration of powers
and functions under this Agreement in consultation and agreement with
employees and the Workplace Relations Committee.

Delegation

6.10 The Director may, in writing, delegate or authorise to a person within the Institute
any powers or functions under this Agreement. Staff will be advised of any
delegations made pursuant to this clause.

6.11 Where the Agreement implies that approval is necessary, specifies that payment

will be made, or leave will be granted but a head of power is not specified, the
Agreement should be read as meaning the Director or delegate will provide
approval prior to the action occurring.

Effect of Institute Policies and Guidelines

6.12

Where any provisions of this Agreement are inconsistent with Institute policies or
guidelines, then the terms of this Agreement shall prevail.

DEFINITIONS

In this Agreement, unless a contrary intention is clear, the following definitions
apply:

Act means the Public Service Act 1999 as amended from
time to time.

Agreement means the Australian Institute of Family Studies Certified
Agreement 2006-2008 (as amended 3 March 2009).

APS means the Australian Public Service.

Bandwidth hours 7.00am to 7.00pm, Monday to Friday.

Australian Institute of Family Studies Certified Agreement 2006 — 2008
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Business hours
Consultation

Delegate

Director

Documentary Evidence

Employee

Family member

Institute
Irregular or Intermittent
Employment

Manager

Regular hours
Settlement period
Specified hours
Standard hours

Union
Work Level Standards

9.00am to 5.00pm, Monday to Friday.

means providing relevant information to employees, and
where they choose, their representatives, genuinely
seeking their contribution to the decision making process
and providing feedback on that contribution.

means an employee authorised by the Director to
undertake or approve a specified function under the
terms of this Agreement.

means the person for the time being performing the
duties of the office of the Director of the Institute.

means for personal leave purposes:

* a medical certificate from a registered health
practitioner;

* a medical certificate from a certified alternative health
practitioner recognised by a registered health fund
(except in cases involving workers' compensation); or

® a statutory declaration made by the employee.

an employee of the Australian Institute of Family Studies,
whether full-time or part-time, ongoing or non-ongoing,
who is employed under and within the meaning of the
Public Service Act 1999.

means a person who is related by blood, marriage,
adoption or kinship and/or stands in a bona fide domestic
relationship with the employee. Family includes a spouse
(including a former spouse, a de facto spouse or a former
de facto spouse), a child or an adult child, parent,
grandparent, grandchild or sibling of the employee.

means the Australian Institute of Family Studies.

means employment under section 22 (2)(c) of the Public
Service Act 1999.

means an employee who has operational and/or
supervisory responsibility for another employee or a team
of employees within the Institute, which may include
another manager and/or may be a Work Unit, or
Research Program Area.

means the agreed pattern of an employee’s attendance
at work.

four weeks (two fortnightly pay periods).

For full-time employees: 7 hours and 30 minutes per day.
For part-time employees: as set out in the employee’s
part-time work agreement.

8.30am to 12.30pm and 1.30pm to 5.00 pm, Monday to
Friday.
means the Community and Public Sector Union.

means the Work Level Standards by which the Institute
determines the appropriate classification level for duties
performed by employees.

Australian Institute of Family Studies Certified Agreement 2006 — 2008
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Part C APS Values and Code of Conduct

8 EMPLOYMENT IN THE AUSTRALIAN PUBLIC SERVICE
8.1 The Institute will engage employees under the Public Service Act 1999.
8.2 Employees acknowledge the need to comply with the Australian Public Service

(APS) Values and Code of Conduct as defined by the Public Service Act 1999.

Australian Institute of Family Studies Certified Agreement 2006 — 2008
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Part D Employment Structure

9 EMPLOYMENT STRUCTURE AND ARRANGEMENTS

9.1 The Institute Employment Structure is based on the eight APS classification levels
as established by the Public Service Classification Rules.

9.2 The Institute Employment Structure allots the six APS1-6 classifications into three
AIFS Bands and retains the EL1 and EL2 classifications as separate Bands, as
follows:

AIFS Level APS Classification
AIFS Band 1 APS 1

APS 2
AIFS Band 2 APS 3

APS 4
AIFS Band 3 APS 5

APS 6
AIFS Band 4 (EL1) | Executive Level 1
AIFS Band 5 (EL2) | Executive Level 2

9.3 Each of the three AIFS Broadbands contains a soft barrier (between APS
classifications 1-2; 3-4 and 5-6, indicated by a dotted line in the table at clause
9.2).

9.4 Each of the eight classifications within the five AIFS Bands has attached to it an

Institute Work Level Standard, determined by the Director, that defines the type of
work done at that level. The applicable Work Level Standard is reflected in each
employee’s PDR plan (under clause 64).

9.5 Each of the eight classifications within the five AIFS Bands has attached to it a
salary range and a number of pay points within each salary range.

Australian Institute of Family Studies Certified Agreement 2006 — 2008 6
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Part E Remuneration

10
10.1

11

SALARY RATES

Salary rates for Institute employees under this Agreement are set out in Appendix
A.

SALARY ADVANCEMENT THROUGH PERFORMANCE
DEVELOPMENT AND REVIEW PROGRAM (PDR)

Salary Advancement Within a Classification

11.1

Salary advancement to a higher pay point within a classification will be based on
the result of an employee’s end-of-cycle performance assessment within the PDR
program.

The Director will advance a staff member to a higher pay point if they have been
assessed as performing their current duties at a standard which meets or exceeds
the performance expected, as per the following table:

PERFORMANCE RATING
Exceeds Meets Requires Does Not Meet
LEVEL Expectations | Expectations | Development Expectations
APS1-6 Advance 1 pay | Advance 1 pay | No salary No salary advancement.
point point advancement. | Action as per clause 67.
EL1&2 Advance 1 pay | Advance 1 pay | No salary No salary advancement.
point point advancement. | Action as per clause 67.

Salary Advancement Within a Broadband

11.3

11.4

11.5

12

12.1

12.2

12.3

Salary movement between the classifications occurs as a consequence of each
employee’s Performance Rating (under clause 64).

Performance-based salary advancement beyond a soft barrier is at the discretion
of the Director. The Director can determine that an employee in the lower range of
a broadband who is rated “exceeds expectations” for the purposes of salary
progression may progress beyond the attainment point if sufficient work is
available consistent with the AIFS Work Level Standards and the work area’s
business plan.

When an employee progresses beyond a soft barrier, the employee will be paid at
the lowest point in the next level of the broadband, unless a higher point is
approved by the Director.

Movement within a broadband is not a promotion.

TEMPORARY ASSIGNMENT OF DUTIES

To ensure that the Institute's work is done effectively, it may be necessary for
Institute employees to temporarily perform work other than their usual work for
fixed periods of time, or for the duration of a defined event.

Temporary assignment directions will be made in accordance with clause 4.7 of
the Public Service Commissioner’s Directions 1999.

For temporary performance of work for a period of up to six months, the Director
should consider the claims of all employees in the Institute who are at the same

Australian Institute of Family Studies Certified Agreement 2006 — 2008
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12.4

12.5

12.6

12.7

12.8

12.9

12.10

12.11

12.12

12.13

12.14

13
13.1

classification level as the level of the work to be performed, or at a lower
classification level.

For a temporary assignment of six months and over, an internal merit selection
process will be held to determine which employee is to fill the job.

If an internal merit selection process does not find a suitable Institute employee,
the Director may advertise the position for temporary filling from outside the
Institute.

Where an employee is temporarily assigned duties at a higher classification, for a
continuous period of three months or more or a shorter period which is then
extended to or beyond three months, remuneration will be paid at the minimum
rate applicable to the higher classification, unless otherwise determined to be at a
higher rate by the Director.

Such an employee shall be entitled to receive the rate applicable for the higher
position during a period of paid leave or public holiday, provided that the employee
would have received the rate applicable for the higher position if he or she had not
been absent from the workplace for the period of the paid leave or the public
holiday.

The Director may approve payment for a temporary assignment for a period of
less than three months.

Where an employee is on temporary assignment for longer than 12 months they
will be entitled to pay point advancement in accordance with the progression
arrangements outlined in clause 11.

An employee may be paid at a pay point below the work level of the temporary
assignment job where the employee will not be performing the full range of duties
of the job.

Subject to work requirements in the Institute, the Director can approve a
temporary reassignment of duties by mutual agreement between an employee
and a manager as a learning and professional development opportunity for the
employee.

To ensure employees temporarily assigned duties at a higher classification level
are assessed for advancement, the employee’s PDR plan will be reviewed and
amended, where the temporary performance is for three months or is extended
beyond three months.

An employee who has been temporarily assigned duties at a higher classification
level and been assessed under the Institute's Performance Development and
Review program to receive a salary increase within the higher classification level
will retain that salary point on promotion if the new position is identical to the
temporary one.

Where an employee is required to work temporarily in a Senior Executive Service
(SES) job, an appropriate loading commensurate with the salary range for SES
employees and other benefits will be determined by the Director for the period of
temporary performance.

SALARY ON COMMENCEMENT

Where an employee commences work with (or is promoted within) the Institute,
salary will be payable at the minimum point of the salary range applicable to the
classification of the job. The Director may authorise payment of salary above the
minimum point in that salary range, having regard to the experience, qualifications
and skills of the employee and his or her likely corporate contribution to the job at
that level.
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14
141

14.2

15
15.1

16
16.1

16.2

17

17.1

18

18.1

18.2

19
19.1

SALARY ON TRANSFER

An employee who transfers to the Institute from another APS agency (under s26
of the Australian Public Service Act 1999) or who is assigned new duties within
the Institute in an arrangement that does not involve a merit selection process, will
be paid their current substantive salary.

Where an employee transfers to or within the Institute having been selected from
a merit selection process following notification of a vacancy in the Gazette the
Director may authorise payment at a higher salary point within the classification
having regard to the criteria in clause 13.1.

SALARY ON REDUCTION

Where an employee transfers to a lower classification, salary will be payable at
the top of the Institute’s salary range for the new classification unless otherwise
agreed by both parties.

SALARY ON PROMOTION

Where an employee is promoted, salary will be payable at the minimum of the
salary range attached to the promotion classification. However, where an
employee's salary prior to the promotion was equal to or exceeded the minimum
salary of the promotion classification, salary will be payable at the next higher
point within the salary of the promotion classification.

The Director may authorise payment of salary on promotion at a higher pay point
applicable to the work value where the experience, qualifications and skills of the
new employee warrant payment of salary above the minimum rate.

SUPPORTED SALARY PAYMENTS FOR EMPLOYEES WITH A
DISABILITY

Employees covered by this clause will be those who are unable to perform the
range of duties to the competence level required within the class of work for which
the employee is engaged under this Agreement, because of the effects of a
disability on their productive capacity and who meet the impairment criteria test for
a Disability Support Pension. Appendix B sets out the detail of supported salary
payment arrangements.

IRREGULAR EMPLOYMENT — LOADING IN LIEU OF OTHER
ENTITLEMENTS

A non-ongoing employee who is engaged to do work that is intermittent or
irregular in nature will receive a 20% loading in recognition of the irregular nature
of such work.

Where an employee is in receipt of a 20% loading in recognition of the irregular
nature of their work, the employee is not entitled to any payment under this
Agreement in relation to annual leave, personal leave, maternity leave, or public
holidays not worked.

JUNIOR RATES

Employees who are younger than 21 years of age and who are employed at the
classification of APS 1 will be paid an annual salary calculated to the nearest
dollar by applying the percentages specified below to the adult annual salary for
the relevant classification as provided under this Agreement.
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20
20.1

20.2

20.3

20.4

21
21.1

21.2

22
22.1

22.2

Under 18 years 60%
At 18 years 70%
At 19 years 81%
At 20 years 91%

NEW APPRENTICESHIPS AND TRAINEESHIPS

The Director may engage a person as an apprentice or Trainee APS
(Administrative).

Where an employee undertakes an approved traineeship, the salary level
applicable shall be the percentage provided for in the Workplace Relations Act
1996 of the salary level which would apply under this Agreement for the work
being performed by the employee if the employee was not undertaking the
traineeship.

The employee will be allocated an operational classification at or above the
minimum pay point for the APS Level 1 classification determined by the Director.

For the purposes of this clause "approved traineeship" has the same meaning as
in section 170X of the Workplace Relations Act 1996.

GRADUATES

The Director may engage a person as a Graduate Administrative
Assistant/Graduate APS.

Graduate Administrative Assistants/Graduate APS employees will be required to
undertake a course of training determined by the Director. Salary on
commencement will be at the first pay point of the AIFS Band 2 classification level.
When the Director is satisfied that the course of training has been successfully
completed, the employee will be allocated an operational classification at or above
the minimum pay point for the AIFS Band 2 classification determined by the
Director.

SALARY INCREASES
Pay increases for 2009-2012 are based on our agreement that:

(a) all employees will be provided with the opportunity to contribute to the
planning, achievement and evaluation of the Institute’s operational goals, and
by doing so, improve the organisation’s capabilities and performance;

(b) all employees will be given the opportunity to develop and use new
capabilities by participating in learning and development as part of the PDR
program; and

(c) employees and managers will work together to offset the pay increases by
increasing operational efficiency with more streamlined administrative
processes and more effective use of resources to increase productivity.

Additional productivity savings will be gained from a number of
new/complementary initiatives, including:

(a) continuing evaluation of our functions, structure and processes, with a view to
streamlining administrative systems and processes;

(b) development of Annual Workplans linked to employee PDR plans and
relevant Institute Plans;

(c) information management and technology improvements and efficiencies;

Australian Institute of Family Studies Certified Agreement 2006 — 2008 10
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22.3

22.4

23
23.1

24
241

24.2

24.3

25
25.1

25.2

25.3

25.4

(d) property operating cost savings through accommodation rationalisation and
environmental management;

(e) a 10% per annum reduction in travel costs; and
() improved management and reporting of unscheduled absences.
Eligible employees will receive:

(a) anincrease of 5% in base salary effective from the beginning of the first pay
period that starts after certification of this Agreement;

(b) a further increase of 2% in base salary with effect from the beginning of the
first pay period that starts six months after certificate of this Agreement;

(c) afurther increase of 4.5% in base salary with effect from the beginning of the
first pay period that starts on or after the first anniversary of certification of this
Agreement; and

(d) a further increase of 4.5% in base salary with effect from the beginning of the
first pay period that starts on or after the second anniversary of certification of
this Agreement.

Staff will also be eligible for salary advancement for the completed assessment, in
accordance with the scale outlined at clause 11.

METHOD OF PAYMENT

Employees will have their fortnightly salary paid, in arrears, by electronic funds
transfer into an Australian financial institution account of their choice.

FLEXIBLE REMUNERATION PACKAGING

Access to the Institute’s Flexible Remuneration Scheme as varied from time to
time will be available to all employees covered by this Agreement.

Any fringe benefits tax and administrative costs incurred as a result of the salary
sacrificing arrangement will be met by the staff member on a salary sacrifice
basis.

Where an employee takes up the option of remuneration packaging on a salary
sacrifice basis, the employee’s salary for purposes of superannuation, severance
and termination payments (and any other purposes) will be determined as if the
salary sacrifice had not been entered into.

SUPERANNUATION

Employees who are eligible to join the Public Sector Superannuation
Accumulation Plan (PSSap) have the option under the Superannuation Guarantee
(Administration) Act 1992, to choose an alternate superannuation fund.

A choice made in accordance with subclause 25.1 is subject to the chosen fund
being an approved fund, which can accept employer contributions by electronic
funds transfer and for which there are no fees and costs to be borne by the
Institute.

The Institute will provide information to eligible employees regarding the
respective contribution rates for the default fund (PSSap), and for other funds,
prior to the employee making a decision regarding superannuation choice.

Where an employee who is eligible for membership of the Public Sector
Superannuation Accumulation Plan (PSSap) exercises superannuation choice, the
Institute will pay an employer contribution to the employee’s eligible fund based on
the employee’s fortnightly contribution salary. The employer contribution will be
the same as that applicable in the PSSap scheme as set out in the Trust Deed,
currently 15.4%.
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Part F Allowances and Expenses

26
26.1

26.2

26.3

27
271

27.2

27.3

27.4

27.5

27.6

DOMESTIC TRAVEL

Economy class travel will normally be used where an employee is required to
travel by air on official business, except where the Director determines otherwise
for reasons of, but not limited to, employee health or disability, distance travelled
and time changes involved. The class of travel on official business in Australia will
be economy class.

The Institute will provide Cabcharge or similar facilities for business related ground
transport.

An employee who is required to work beyond 8.00 pm, and who does not have
their own transport, will be given paid access to a taxi for their trip home.

TRAVEL EXPENSES

An employee who is required to be absent overnight from their usual place of work
on official business within Australia will have costs of reasonable hotel/motel
accommodation met by the Institute. Where possible all accommodation will be
booked and paid for by the Institute using a corporate credit card. Limitations on
accommodation costs and the payments of travel expenses will be as per the
rates set by the Institute’s travel guidelines.

In situations where it is not possible to pay for accommodation as per clause 27.1,
staff will receive an accommodation allowance as set and advised from time to
time by the Institute’s travel guidelines. Documentary evidence of expenditure on
the accommodation component of the allowance will be required in order to acquit
payment of the allowance.

Where an employee is absent overnight on official business and does not stay in
commercial accommodation, a non-acquittable allowance of $40.00 will be paid.

Additionally, an employee who undertakes overnight travel on official business
away from their usual place of work and who is absent for one or more meal
periods is entitled to receive a non-aquittable meal allowance as specified below
except if the meal has been provided at official expense (eg meals provided during
training courses):

On Commencement | At 1* anniversary At 2™ anniversary
of Agreement of commencement | of commencement

Breakfast $15.75 $16.55 $17.35
Lunch $21.00 $22.05 $23.15
Dinner $31.50 $33.10 $34.75
Incidentals $21.00 $22.05 $23.15

Where the Director is satisfied that the allowance is insufficient, an alternative
amount equal to reasonable expenses incurred will be paid.

Where practicable, payment will be made:
(a) at least two days prior to travelling, if paid by electronic funds transfer; or
(b) at least five days in advance, if paid by cheque.

Australian Institute of Family Studies Certified Agreement 2006 — 2008 12
(as amended 3 March 2009)



28
28.1

28.2

29
29.1

29.2

30
30.1

30.2

31
31.1

31.2

32
32.1

32.2

33
33.1

PART DAY TRAVEL ALLOWANCE

An employee who is required to be absent from their usual place of work on
official business for a period longer than 10 hours but is not absent overnight will
be paid an allowance of $40.00.

The payment of this allowance will be made through the salaries payment system.

OVERSEAS TRAVEL

Where an employee is required to travel overseas on official business, he or she
will be:

(a) reimbursed for reasonable costs associated with preparations for overseas
travel including passport, visas, inoculations, etc.;

(b) eligible to travel at the relevant class of air travel set out in clause 26.1;

(c) provided with a corporate credit card to meet acquittable costs, e.g.
accommodation and any unforeseen work related expenses, where these
expenses cannot be directly billed to the Institute; and

(d) paid an Overseas Travelling Allowance for meals and incidental expenses as
per the Institute’s Overseas Travel Guidelines.

The Director may, subject to the presentation of receipts or other satisfactory
evidence, and appropriate justification, authorise an additional payment in
circumstances where an employee has incurred additional reasonable costs.

FREQUENT FLYER POINTS

Frequent flyer points accrued by Institute employees as a result of official travel
must be recorded separately from points accrued as a result of private travel and
redeemed for official travel at the earliest opportunity when sufficient points are
available.

Subject to the provisions of clause 26.1, the Director or delegate may approve the
use for frequent flyer points accrued under clause 30.1.

AIRLINE LOUNGE CLUB MEMBERSHIP

Airline lounge club membership will be provided by the Institute to employees who
are likely to be travelling regularly by air (a minimum of eight domestic trips or four
international flight sectors annually) on official business.

Where an employee has paid for their own airline lounge club membership and
later meets the requirements of clause 31.1, the Institute may reimburse the
employee for some or all of the cost of that membership.

MOTOR VEHICLE ALLOWANCE

A manager or delegate may authorise an employee to use a private vehicle,
owned or hired by the employee at the employee's expense, for official purposes,
where the manager or delegate considers that it will result in greater efficiency or
involve less expense for the Institute.

Authorised employees will receive a motor vehicle allowance of 70 cents per
kilometre. The allowance shall not exceed the amount that would have been
payable to otherwise transport the employee by the most efficient means.

OVERTIME MEAL ALLOWANCE

An employee who works approved overtime after the end of ordinary duty for the
day, or on a weekend or Public Holiday, to the completion of or beyond a meal
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period, without a break for a meal, will be paid a meal allowance in addition to any
overtime, as follows:

On Commencement | At 1% anniversary At 2™ anniversary

of Agreement of commencement | of commencement
$21.00 $22.05 $23.15

33.2 A meal period will mean the following periods: 7.00 a.m. to 9.00 a.m.; 12 noon to
2.00 p.m.; 6 p.m. to 7.00 p.m.; and midnight to 1.00 a.m.

34 VOLUNTEER ALLOWANCES

341 Where an employee possesses a current first aid certificate and continuing ability
commensurate with that qualification, the Director may assign incidental first aid
responsibilities to the employee. Such an employee will be paid an allowance of
$21.00 per fortnight. This allowance will increase in line with salary increases
outlined in clause 22.3 (b) (c) and (d).

34.2 The Institute will try to ensure that there will be two appropriately qualified staff
available to undertake the responsibilities of first aid officers.

34.3 Employees appointed as Harassment Contact Officers or Health and Safety
Representatives will be paid an allowance of $10.00 per fortnight. This allowance
will be increased in line with salary increases outlined in clause 22.3 (b) (c) and
(d).

34.4 Where the Health and Safety Representative is on leave for a period in excess of
ten working days, payment of the allowance will be suspended and paid to the
Deputy Health and Safety Representative for the duration of the leave.

34.5 An employee will only be eligible to receive one allowance under clause 34.
Where an employee holds more than one volunteer position, they will be entitled
to receive the higher allowance.

35 RELOCATION ASSISTANCE

35.1 Employees who are engaged on an ongoing basis, or for a specified term of 12
months or more, who have been moved, redeployed or promoted to the Institute
from a different geographic location within Australia will receive the following forms
of assistance where applicable:

(a) payment or reimbursement of reasonable transport and removal costs (as
agreed with the Director); and

(b) reimbursement or payment of reasonable temporary accommodation costs
(as agreed with the Director); and

(c¢) in circumstances where the period of assignment is not less than 12 months,
reimbursement of other expenses up to $1000.

36 LOSS, DAMAGE AND INDEMNITY

36.1 The Director may reimburse an employee for loss or damage to clothing or
personal effects, which occurred in the course of his or her work.
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Part G Hours of Duty and Flexible Working Arrangements

37 FLEXIBLE WORK PATTERNS

37.1 These provisions will enable employees and their managers to cooperatively
design flexible attendance arrangements to balance business requirements and
personal needs. An employee's pattern of working hours under this Agreement
must ensure that operational needs are met.

37.2 Managers have a responsibility to minimise the extent to which employees work
excessive hours. Strategies to reduce the need to work excessive hours will be
approached on a consultative basis and include planning for and regularly
reviewing workloads, priorities, work practices and monitoring the number of hours

worked.

37.3 Remuneration for employees at the Executive Levels reflects that hours of work
for this group are not regular or limited for the purposes of overtime and ordinary
duty.

37.4 Where operational requirements are such that Executive Level employees must

work additional hours, the employee may negotiate appropriate time off in lieu with
the relevant manager. It is desirable that employees be able to access time off in
lieu as soon as possible, subject to operational requirements.

37.5 These provisions take effect from the beginning of the first settlement period after
the date of certification of this Agreement.

Specified Hours

37.6 For full-time employees the specified hours are 150 hours per four weeks (7 hours
and 30 minutes per day).
37.7 For part-time employees, the specified hours are the hours included in the

employee's part-time work agreement.

Standard Hours

37.8 The standard hours are 8.30am to 12.30pm and 1.30pm to 5.00pm, Monday to
Friday.

Bandwidth Hours
37.9 The bandwidth for normal working hours is 7.00am to 7.00pm, Monday to Friday.

Business Hours

37.10 Staff whose work requires that they be available for direct contact with the public,
may be asked to design their regular hours around standard business hours,
being 9.00am to 5.00pm Monday to Friday.

Working Patterns

37.11 The Institute encourages employees and managers to design individual
attendance patterns to balance Institute business requirements and the
employee’s personal needs.

Regular Hours

37.12 Regular hours are a pattern of work attendance agreed between an employee and
their manager that meets the business requirements of the Institute and
accommodates the employee's personal needs.

37.13 Regular hours:
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37.14

37.15

37.16

3717

37.18

37.19

37.20

37.21

37.22

38
38.1

38.2

38.3

38.4
38.5

(a) must not exceed 10 hours in a single day;
(b) operate in conjunction with flextime; and
(c) can be changed by agreement.

Regular hours will fall within bandwidth hours. An employee may request to work
outside the bandwidth hours and may do so with the agreement of his or her
manager. Agreed regular hours that are worked outside the bandwidth hours will
not attract overtime rates.

A manager may require an employee to work all or part of their regular hours on a
day where there are clear operational requirements. A manager cannot require an
employee not to work regular hours due to lack of work on any day.

Personal, special and annual leave will be deducted on the basis of an employee's
specified hours. Full-time employees have the option of changing their regular
hours to 7 hours 30 minutes per day for the settlement period/s in which they take
annual leave in order to ensure access to 20 days annual leave per annum.

Compensation leave determined by Comcare will be based on 7 hours 30 minutes
per day (full-time employees) and for part-time staff the relevant hours are the
specified hours in part-time work agreements.

Miscellaneous leave will be recorded on the basis of regular hours at the time the
leave is taken.

When an employee takes long service leave, maternity leave or purchased leave,
they will be deemed to have worked regular hours, and a part-time employee will
be deemed to have worked the hours specified in their part-time work agreement.

When long-term home-based work has been approved for an employee, the
employee may negotiate regular hours outside the limits specified in this
subclause.

If an employee and a manager are unable to agree on a pattern of regular hours,
resolution of the disagreement will be attempted in the first place through the
procedures for preventing and settling disputes under clause 70 of this
Agreement. If the matter cannot be resolved through that process, then the
Review of Employment Actions provisions at clauses 91 and 92 will apply.

All employees covered by this Agreement are required to record their working
hours. Employees not covered by Flextime provisions may record their hours of
work in a diary.

FLEXTIME

Flextime is a system enabling employees to flexibly manage their attendance at
work.

Flextime allows an employee to average their regular hours in a settlement period
over a period of time. Flextime enables employees to flexibly manage their
attendance at work subject to the provisions of this Agreement. Flextime applies
to full-time and part-time employees.

Flextime applies to:
(a) all full-time and part-time employees at APS 1 — 6 classification levels; and

(b) employees at Executive Level classification levels by agreement with their
manager.

The Institute’s settlement period is four weeks.
The following flextime arrangements will apply:

Recording flextime
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(a) Employees covered by flextime arrangements will each day record their actual

time of commencement and cessation of duty, any breaks and leave
absences on an approved timesheet;

(b) Approved timesheets must be held by the employer within the workplace for

two years after completion and be produced for review as required.

Working flextime

(¢) Employees shall not work more than ten hours flextime in any one day and
must not work more than five hours without a meal break of at least thirty
minutes.

(d) An employee, other than an Executive Level employee, may choose to work

more than their regular hours in any single day but will not be compelled to do

so without the payment of overtime.

(e) A manager may require an employee not to work hours in addition to their
regular hours where there is insufficient work.

Taking flex leave

(f) Flex leave is where an employee works less than their nominated regular
hours on any day and is not on another form of leave.

(g) Prior approval and reasonable notice is required, where practicable in writing,

for any flex leave of a day or more or for part days where predetermined
operational requirements would be affected.

(h) The manager will consider operational requirements and the needs of
employees when determining whether or not to approve flex leave.

() Employees may utilise up to five days of consecutive flex leave.

Managing flex credits and debits

39

(j) [Itis the responsibility of employees and managers to take positive steps to

allow flex leave to be taken.

(k) A flex credit is the accumulation of flextime worked in excess of specified
hours. A flex credit of 25% of specified hours (pro-rata for part-time) in a

settlement period is an acceptable credit and may be carried over indefinitely.

()  Where an employee has in excess of 25% of specified hours flex credit at the
end of the settlement period, the manager and employee will ensure that the

excess hours are cleared during the next settlement period.

(m) A flex debit occurs when the time worked is less than the specified hours. A

flex debit of up to 15% of specified hours in a settlement period is an
acceptable debit and can be carried indefinitely.

(n) The method of clearing any excess debit may include the working of
additional hours or the use of leave without pay, and will be determined in
consultation with the employee. Where it is not possible to clear the debit

within the next settlement period because of personal circumstances, such as

sickness or other approved leave, a debit may be carried into a subsequent

settlement period.

REVERSION TO STANDARD HOURS

Operational Requirements

A manager may, where it is necessary to do so because of essential work
requirements, cause an employee or group of employees to revert to standard

39.1
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39.2

hours for a period or to enter into a local agreement to temporarily vary the
existing flextime arrangements.

Where flextime arrangements no longer apply due to work requirements,
employees will work their specified hours during regular hours as negotiated with
their manager.

Compliance Requirements

39.3

39.4

39.5

39.6

40

A manager may, where it is reasonable to do so because an employee has failed
to comply with the provisions of flextime, remove that employee from flextime for a
specified period.

Where flextime arrangements no longer apply due to employee non-compliance,
employees will work their specified hours (7 hours 30 minutes) unless otherwise
agreed with the employee’s manager.

Prior to removal of flextime, the employee will have the right of review of the
decision by the Director.

Prior to an employee’s cessation of employment with the Institute, managers and
employees should take all reasonable steps to balance flex credits or debits.

(a) Where any flex credits are outstanding at cessation of employment these will
be paid to the employee at ordinary rates.

(b) Where any flex debits are outstanding at cessation of employment, these will
be recovered from the separation payment at ordinary rates.

OVERTIME AND TIME OFF IN LIEU (AIFS BANDS 1 - 3)

Definition

40.1

40.2

For full-time employees other than those at the Executive Level (or equivalents),
overtime is work performed at the direction of management that is:

(a) in addition to specified hours and falls outside of Bandwidth hours (7am —
7pm, Monday to Friday) specified in clause 37.9;

(b) on a public holiday (clause 47); or

(c) in excess of 10 hours on any one day.

For part-time employees other than at the Executive Level (or equivalent),

overtime is work performed at the direction of management which is not

continuous with the employee's specified hours of work, and/or is beyond the total

hours of work over the settlement period (four weeks) specified in the employee's
part-time work agreement.

Notification

40.3

40.4

Overtime is to be worked by prior written direction, or if circumstances do not
permit prior written direction, verbal approval can be given with subsequent
approval in writing. Overtime can only be approved by the Director or delegate.

The manager will give reasonable notice about the requirement to work overtime.

Recompense: TOIL

40.5 Time Off in Lieu (TOIL) is the standard form of recompense for overtime.
40.6 Where overtime is worked, time off in lieu is calculated at the following rates:
(a) Monday to Saturday: Time and one half for the first three hours and double
time thereafter;
(b) Sunday: Double time;
(c) Public Holiday: Double time and a half.
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Recompense: Payment

40.7

40.8

40.9

40.10

40.11

40.12

40.13

40.14

41
411

41.2

42
42 1

42.2

43
43.1

Payment for overtime will be considered if:
(a) requested by the employee; or
(b) in special circumstances, eg. where it is unlikely that an employee will be

able, or has been unable, to take TOIL within three months of the overtime
having been worked.

Payment for overtime must be authorised by the Director or delegate in advance
of the work being undertaken.

The Institute will reimburse employees for child care and other family care
arrangements made necessary as a result of travel or working overtime with less
than 48 hours notice.

The Director or delegate may authorise reimbursement for costs incurred directly
as a result of having to work overtime with appropriate supporting documentation.
Where payment for overtime is authorised, the payment will be calculated using
the rates set out in Appendix A.

Payment for non-continuous overtime will include payment for reasonable
travelling time and there is no minimum payment.

For the purposes of determining whether an overtime attendance is or is not
continuous with regular hours, or is or is not separate from other duty, meal
periods will be disregarded.

Where practicable, payment of overtime is to be made no later than the following
payday.

TIME IN LIEU: EXECUTIVE LEVEL STAFF (AIFS BANDS 4-5)

Managers of Executive level staff will cooperate to ensure that, at times when
heavy workloads have been experienced, Executive level staff take time away
from work without deduction from leave credits.

Payment will not be made for time off in lieu or overtime.

REST BREAK

An employee who works so much overtime as to have not had at least eight
consecutive hours off duty plus reasonable travelling time:

(a) between the termination of ordinary duty on any day or shift and the
commencement of ordinary work on the next day or shift; or

(b) on a Saturday, Sunday or a public holiday, not being a regular working day; or

(c) on a rostered day off, in the 24 hours preceding commencing time on the
employee's next regular day or shift;

will be granted time off.

Where the provisions of rest break apply, an employee will be allowed to leave

work after such overtime for a period of eight consecutive hours off duty, plus

reasonable travelling time and will suffer no loss of pay for regular working time
occurring during the employee's absence.

EMERGENCY DUTY

Where an employee is called on duty to meet an emergency at a time when the
employee would not ordinarily have been on duty, and no notice of such a call was
given to the employee prior to ceasing regular work, the employee will be paid for
such emergency duty at the rate of double time.
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43.2

43.3

44
44.1

44.2

44.3

45
45.1

45.2

The time for which payment will be made will include time necessarily spent in
travelling to and from duty.

The minimum payment under this subclause will be two hours at double time.

TRAVELLING TIME

Where an employee is required to travel for the purposes of work, and travel
commences or concludes outside the bandwidth hours, the time spent travelling
can be claimed as time off in lieu on a one for one basis. Generally, the time off in
lieu claim will match the claim for travel allowance in respect of the day of
departure and day of return.

Time off in lieu is to be taken as soon as practicable following the conclusion of
travel to ensure that the employee is adequately rested before recommencing
duty. Time off in lieu should not be used to accumulate flextime or leave.

This clause complements flextime provisions but works to the exclusion of
overtime provisions.

PART-TIME WORK

The specified weekly hours for part-time employees can be any number of hours
less than 37 hours 30 minutes.

The minimum number of hours for any one attendance is two.

Employee-initiated part-time work

45.3

45.4

45.5

45.6

45.7

A manager will not unreasonably oppose applications from full-time employees for
part-time work arrangements.

An employee returning to duty from maternity leave, will on application by the
employee be given access to part-time employment for a period of up to two
years.

The basis for employee-initiated part-time work arrangements will be conversion
of the employee's working arrangements rather than conversion of a particular
position.

Part-time work arrangements will be set out in a part-time work agreement which
will include the employee's specified and regular hours, the duration of the
agreement and details of any specific arrangements that are necessary to
facilitate the part-time work.

At the end of the part-time work agreement, the employee can either return to full-
time employment or apply for a further period of part-time work.

Part-time work - general matters

45.8

45.9
45.10

Regular hours included in part-time work agreements must be within the
bandwidth hours specified in clause 37.9.

There is no limit to the duration of a part-time work agreement.

The terms of a part-time work agreement can be varied at any time by agreement
between the employee and the manager. This includes reversion or conversion to
full-time arrangements before the originally agreed date. Part-time work
agreements may be reviewed by the manager at any time where operational
requirements might significantly affect the viability of the agreement or where
requested by the employee. Any request for review by the employee will be
considered within one month. Part-time hours can be varied on a short-term basis
to facilitate access to training or other developmental opportunities.
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45.11 Managers will be responsible for ensuring that part-time employees have
performance agreements.

45.12 Leave will be accrued on a pro-rata basis for part-timers.

46 HOME-BASED WORK

46.1 An employee cannot be compelled to work from home.

46.2 Home-based work will be managed in accordance with the Institute’s Working
from Home Policy.

46.3 A manager may approve a request from an employee to work from home
occasionally for a short period and that approval will cover the employee's
absence from their usual workplace.

47 PUBLIC HOLIDAYS

47 1 Employees are entitled to observe the public holidays in each calendar year,
which are declared under State law and observed by the whole of the community
in the State. Advice on the public holidays to be observed is provided to
employees as it comes to hand.

47.2 Employees in the State of Victoria are entitled to observe up to one local public
holiday each year when:

(a) the day is declared under State law and gazetted in the Government Gazette;
and

(b) it is to be observed by the whole of the community in the State (or relevant
part of the State).

(c) two half-day public holidays equal one public holiday for the purpose of this
subclause.

47.3 Employees are entitled to observe an additional day during the Christmas/New
Year period — 29 December in each year of this Agreement.

47.4 The Director may issue an Agency Head determination under the Public Service
Act 1999 to address any anomalies that may arise under these provisions.

47.5 Where the Director or delegate and the employee agree, a cultural or religious day
of significance to the employee may be substituted for any prescribed holiday.

48 CHRISTMAS CLOSEDOWN

48.1 The Institute will be closed for business during the period between the Christmas
Day and New Year’s Day public holidays, or days declared as public holidays in
lieu of those days.

48.2 Employees will be granted paid leave without deduction from leave credits for the
two working days in this period that are not public holidays.

48.3 Where an employee is directed to work or be available for work on either or both
of the two days covered by clause 48.2 above in order to meet unavoidable
business requirements, those days will be treated as Sunday for the purposes of
the overtime and restriction provisions of this Agreement.

48.4 Executive Level staff directed to work on either or both of the two days covered by
clause 48.2 will be eligible for time off in lieu in accordance with the provisions of
clause 41.
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Part H Leave

49
49.1

49.2

50
50.1

50.2

51
51.1

PORTABILITY OF LEAVE

Where an employee joins the Institute from an agency staffed under the Public
Service Act 1999, the Parliamentary Services Act 1999 or the ACT Public Service,
accrued annual leave and personal/carers leave (however described), subject to
clause 53.14 will be transferred, provided there is no break in continuity of service.
Future entitlements and access to leave will be as per this Agreement.

If an employee moves to employment in another APS agency, the Parliamentary
service or the ACT Government, the employee’s full personal leave credit, if any,
will be transferred to that agency.

NOTIFICATION OF ABSENCE

Generally, employees must obtain prior approval for all leave and provide
reasonable notice of the intended period of leave.

If an employee is unexpectedly unable to attend work, the employee or his or her
representative should make a reasonable effort to notify the relevant manager (or
if unavailable, an alternative senior employee or manager) before 9:30 a.m.

PERSONAL LEAVE

The Institute recognises that employees will need time away from work because of
personal iliness or injury or to care for a family member.

Personal Leave — Entitlement

51.2

51.3

51.4

Personal leave is based on a rate of 20 days per annum for full-time employees.
Personal leave is calculated on a pro-rata basis for part-time employees.

Personal leave is calculated at the same rate for ongoing and non-ongoing
employees.

Existing personal leave credits will be maintained. These will be debited for all
absences on approved personal leave.

Personal Leave — Method of Accrual

51.5
51.6

51.7

51.8

Personal leave is accrued in advance.
Ongoing employees accrue:
(a) 12 months of personal leave entitlement from the date of engagement; and

(b) 12 months of personal leave entitlement on each subsequent anniversary of
engagement.

Non-ongoing employees accrue:
(a) three months of personal leave entitlement from the date of engagement; and

(b) three months of personal leave entitlement at the start of each subsequent
three-month period of engagement.

Personal leave cannot be credited for a period that extends past the termination
date of a contract of employment.

Personal Leave Management

51.9

An employee is entitled to paid personal leave for an absence:

(a) if the employee’s manager is satisfied that the absence is for genuine non-
work related personal iliness or injury; or
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(b) to care for family members who are ill or injured and for whom the employee
has caring responsibility (but not simply to undertake normal caring
responsibilities); or

(c) for other emergency reasons considered appropriate.

51.10 Leave under this provision cannot be granted in relation to an iliness or injury that
has been recognised for the purposes of the Safety Rehabilitation and
Compensation Act 1988.

Personal Leave - Applications

51.11 An employee who wants personal leave must advise their manager in addition to
the requirements of clause 50, of the:

(a) category of personal leave being requested; and
(b) expected length of the absence.

Personal Leave — Evidence

51.12 In respect of an application for personal leave for a period of three consecutive
days or longer, the employee is required to supply his or her manager with
documentary evidence to support the application.

51.13 In circumstances where an employee’s Manager and the Human Resources
Manager identify that the employee has:

(a) taken repeated and frequent single day or short term absences; or
(b) exhibited a pattern of absenteeism; or

(c) along absence (the manager’s action is discretionary for an absence of up to
13 weeks, and will be mandatory if the absence is 13 weeks or longer);

the employee may be instructed in writing to:

(d) provide evidence from a registered health practitioner (but the request cannot
be made retrospectively); or

(e) attend a registered health practitioner for medical examination (for personal
illness or injury).

51.14 The manager may treat an absence of an employee as leave without pay if the
employee:

(a) falsely claims personal leave for the absence; or

(b) does not comply with clauses 51.11, 51.12, or 51.13 in relation to the
absence.

51.15 Leave without pay under clause 51.14 does not count as service for any purpose.

Personal Leave — Review

51.16 If an employee is absent on long term personal leave through illness or injury, the
manager must regularly:

(a) review the leave and the reasons for it; and

(b) consider whether the employee:
® can return to work for normal or alternative duties; or
* should have a graduated return to work.

Personal Leave — Limitations

51.17 The maximum continuous period of personal leave to count as service that can be
granted for absences due to personal iliness or injury is 78 weeks, of which no
more than 52 weeks can be with pay. After 78 weeks of continuous absence, any
further personal leave will not count as service, excluding long service leave.
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51.18

51.19

51.20

51.21

51.22

Paid war service sick leave or compensation leave granted during a continuous
absence on sick leave does not break continuity for calculating the maximum
period of personal leave but does not count toward the 78 week period.

Where an employee has been on continuous paid personal leave for 52 weeks
and they have been assessed by a medical officer nominated by the Director, they
may be granted at their request annual or long service leave. The grant of leave
under this provision does not break continuity for the purpose of determining the
maximum period of personal leave.

Employees will not be entitled to take personal leave while also entitled to paid
leave under the Maternity Leave (Commonwealth Employees) Act 1973.

Personal leave for a non-primary care giver in association with the birth, adoption
or fostering of a child may be approved for a maximum period of six weeks,
subject to the accrual of sufficient personal leave credit to cover the absence.

Where the employee and their manager anticipate that absences as per clause
51.9(b) may be regular or for extended periods, the manager and the employee
should explore alternative means of balancing business requirements and carer’s
responsibilities, including through home-based work or part-time work.

Personal Leave and Other Approved Leave

51.23 Where an employee’s manager is satisfied that an employee meets the
requirements of clause 51.9(a) or 51.9(b) for one day or longer while on annual
leave or long service leave:

(a) that employee may apply for personal leave;
(b) the manager may approve personal leave where satisfactory medical or other
evidence is supplied.

51.24 Where personal leave is approved pursuant to clause 51.23, the annual or long
service leave will be re-credited to the extent of the personal leave granted.
Payment for personal leave granted under clause 51.23 would be at the same rate
as that applying to the annual or long service leave.

51.25 In all cases where employees have been on long-term leave due to illness or
injury, their return to work should be managed in accordance with the Return to
Work policy for compensable and non-compensable injury and illness.

52 COMPASSIONATE LEAVE

52.1 An employee may take up to two days’ paid compassionate leave each time a
member of the employee’s family or household or a person for whom the
employee has a close personal relationship contracts or develops a personal
illness that poses a serious threat to his or her life; sustains a personal injury that
poses a serious threat to his or her life; or dies.

52.2 Paid compassionate leave will count as service for all purposes.

53 ANNUAL LEAVE

Entitlement

53.1 Employees are entitled to an annual leave credit of 20 days per year. Annual
leave credits accrue fortnightly.

53.2 Managers and employees will ensure that annual leave is managed so that no
employee will accrue over 50 days leave.

53.3 Part-time employees accrue 20 days annual leave per annum calculated on a pro-

rata basis.
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53.4 Annual leave is paid in lieu on separation from the Institute.

Management of Leave

53.5 Where an employee has an annual leave credit of 50 days and the Director is
satisfied that exceptional Institute business circumstances prevent the employee
from being granted annual leave, the Director may approve the accrual of
additional credits by the employee for a specified period based on the duration of
the exceptional business requirements.

53.6 Where an employee has accrued 40 days annual leave, both the manager and
employee must address the taking of at least 10 days annual leave within the next
six months. A manager cannot refuse a grant of 10 days of recreation leave in
these circumstances.

53.7 If an employee has been credited more than 50 days of annual leave, the Director
may direct the employee to take such annual leave as is necessary to reduce the
employee’s leave credits to 40 days, or to such other larger credit as directed.

53.8 At the date of certification of this Agreement, employees who have accrued more
than 40 days annual leave must reduce their leave using the following options:

(a) within 3 months, make a once only election to cash out leave in excess of 40
days; and/or

(b) agree with their manager to take leave in excess of the 40 days within six
months of the date of certification of this Agreement.

53.9 Employees can only access the once-only cash out of annual leave in conjunction
with the taking of at least 10 consecutive days annual leave. Employees who
elect to cash out annual leave may only cash out leave down to the equivalent of
40 days.

53.10 Managers must ensure that employees be given the opportunity to take at least
50% of their accrual of annual leave every calendar year.

53.11 Employee accrual of annual leave will be monitored through a reporting system
which will advise employees and managers when annual leave entitlements reach
40 days.

53.12 Absence on annual leave counts as service for all purposes.

Payment
53.13 Employees will have the option of taking annual leave at half pay.

53.14 Employees commencing with the Institute who have portability of annual leave
credits and have in excess of 40 days leave will have any annual leave in excess
of 40 days leave cashed out on commencement, unless the Director approves the
taking of any leave in excess of 40 days within six months of commencement with
the Institute. Where it is agreed that an employee may take leave in excess of 40
days within six months of commencement, they will continue to accrue annual
leave during that six months.

53.15 An employee on another form of paid leave, which prevents the taking of annual
leave, will continue to accrue annual leave beyond 50 days. On resuming duty,
such an employee will be required to discuss with their manager the taking of
annual leave to reduce their credit to 40 days within the next six months. Annual
leave will continue to accrue during this six-month period.

53.16 Where any designated public holiday for which the employee is entitled to
payment occurs during any period of annual leave, the period of the holiday is not
deducted from the annual leave entitlement.
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54
54.1
54.2

54.3

54.4

54.5
54.6

54.7

54.8

54.9

54.10

54.11

54.12

54.13

54.14

54.15

54.16

PURCHASED LEAVE
Employees may purchase additional leave.

Purchased leave is where an employee (including non-ongoing employees) has
planned absences of up to eight weeks of unpaid leave that are funded by salary
deductions spread evenly over the year. This allows the employee to continue to
receive pay during such leave.

An employee may be granted from one to eight weeks’ additional leave without
pay per year. The cost of this leave will be deducted from salary evenly over the
course of the 12-month period in which it is taken.

An employee may apply for between one and eight weeks, purchased leave in any
continuous 12-month period.

Purchased leave must be used in the 12-month period in which it is purchased.

The minimum period of purchased leave that can be taken at any one time will be
one day.

Absences on purchased leave counts as service for all purposes. Purchased
leave and salary deductions will be based on the regular hours of the employee.

Salary deductions will have regard to an employee’s actual salary (including
temporary performance allowance and other allowances in the nature of salary). If
an employee has a salary advancement, is promoted or assigned duties on
reduction, deductions will increase or decrease accordingly.

A manager’s approval of purchased leave will be based on operational
requirements.

Priorities to be taken into account in considering the granting of purchased leave
are the needs of the individual staff member, the maintenance of workflows and
the meeting of project/contract deadlines.

Once a period of purchased leave has been approved, it may only be revoked by
the manager where exceptional circumstances exist. |If leave is revoked, the
employee may be eligible for the reimbursement of reasonable costs incurred in
accordance with clause 63.

Where, due to exceptional circumstances, an employee requests cancellation of
purchased leave before the leave has been taken and this is agreed by the
manager, a refund of the salary deductions made will be paid as a lump sum as
soon as possible and within two pay periods.

Where an employee leaves the Institute’s employment during the 12-month period
in which purchased leave has been approved, final payment will be adjusted to
take account of deductions not yet made or for deductions made and leave not
taken.

Where appropriate, funds saved by staff taking purchased leave, less all costs,
should be made available to the program involved. The Institute may find it
difficult to backfill given the shortage of extra staffing funding and the
preponderance of single function positions.

There is no automatic right of continuation in the scheme. Applications will be
received and considered with preference given to those who have not previously
accessed the scheme or those whose access is the least recent. This will
promote Institute wide access to the scheme.

Staff participating in the scheme who are selected to act in positions of a higher
classification will review their participation in the scheme with their supervisor and
a recommendation to vary or cancel participation in the scheme will be referred to
the delegate for consideration. Staff acting in higher positions for periods in
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excess of three months will have their HDA salaries as the basis for the
purchased leave deduction.

5417 Staff members are not entitled to sick leave during absences on the purchased
leave scheme. Staff may use purchased leave in conjunction with annual leave,
long service leave, maternity leave or other leave without pay. It cannot be taken
to break a period of long service leave or during the mandatory maternity leave
period.

55 MISCELLANEOUS LEAVE

55.1 The purpose of miscellaneous leave is to increase flexibility for the Institute and its
employees in relation to approved absences not covered by other leave types in
this Agreement.

55.2 Leave may be granted:

(a) forthe period requested or for another period agreed with the employee;
(b) with or without pay; and
(c) subject to conditions.

55.3 The Director or delegate may grant discretionary leave for a purpose not covered

by:

(a) this Agreement; or

(b) the Maternity Leave (Commonwealth Employees) Act 1973; or

(c) the Long Service Leave (Commonwealth Employees) Act 1976; or
(d) the Safety, Rehabilitation and Compensation Act 1988.

55.4 Examples of situations where miscellaneous leave may be granted include, but
are not limited to:

(a) leave to undertake employment considered to be in the interests of the
Institute;

(b) leave to donate blood;

(c) jury service;

(d) emergency service duty (e.g. State Emergency Service);

(e) Defence Force Training, the minimum period of which is 20 days per financial
year which may be accumulated and taken over two years;

() other Defence Force requirements — including deployment;

(g) cultural or religious days of significance to the employee;

(h) attendance at international sporting events as a competitor or accredited
official;

(i) voluntary community work;

() to attend proceedings in the Australian Industrial Relations Commission;

(k) to undertake training with professional or representative organisations;

() for other purposes considered appropriate by the Director.

55.5 Where an employee is granted Miscellaneous Leave without pay in accordance
with clause 55.2 for not less than 12 months, the Director may declare the position
occupied by the employee vacant and the employee will not have a right of return
to that particular position.

56 LONG SERVICE LEAVE

56.1 The entitlement in the Long Service Leave (Commonwealth Employees) Act 1976
is three months long service leave on full pay (or six months on half pay) to
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56.2

57
57.1

employees after 10 years qualifying service with a rate of accrual at 3/10 month
per year of service.

Eligible employees may access long service leave for a minimum period of seven
calendar days at any one time.

LEAVE TO CARE FOR NEWBORN OR NEWLY ADOPTED CHILDREN

To enable an employee to care for a newborn or newly adopted child, he or she
will be entitled to Other Leave with or without pay as per the following clauses.

Individual Leave Plans

57.2

In seeking to retain the skills and expertise of employees who take leave to care
for newborn or newly adopted children, the Institute will encourage the negotiation
of individually tailored leave and return to work plans for staff who utilise these
forms of leave. Plans may include any combination of full-time or part-time leave;
home-based work; project work; or any arrangement deemed to be mutually
beneficial to the Institute and the employee.

Maternity Leave

57.3

57.4

57.5

57.6

57.7

57.8

57.9

Maternity leave will apply to employees covered by this Agreement, to provide a
measure of employment protection to employees who become pregnant, to
safeguard the health of the mother in the period before and after confinement and
to enable an employee to be absent for child care.

Eligibility and entitlements will be as described in the Maternity Leave
(Commonwealth Employees) Act 1973, and its attendant regulations.

Under the terms of this Agreement, Institute employees in receipt of paid maternity
leave will be entitled to additional paid leave such that the total amount of paid
leave is 16 weeks.

Should the Maternity Leave (Commonwealth Employees) Act 1973 be amended
such that the paid leave component equals or exceeds 16 weeks, the entitlement
to additional payment under clause 57.5 ceases.

Employees may elect to have their salary payments spread over a period of no
more than 32 weeks. In this case, employees would receive a reduced payment
in respect of each day of both periods.

Periods of paid leave during maternity leave, including any additional paid leave
granted under clause 57.5 will count as service for all purposes. Where an
employee elects to spread payments as per clause 57.7, the first 16 weeks counts
as service for all purposes.

For employees with less than 12 months’ qualifying service, the first 12 weeks of
maternity leave will count as service for all purposes, whether or not the leave is
with pay. Otherwise, periods of unpaid maternity leave will not count as service
for any purpose but do not break an employee’s continuity of service.

Parental Leave

57.10 An employee is entitled to parental leave. Parental leave is leave with or without
pay which may be taken during the 66 weeks immediately following the birth or
adoption of a child.

57.11 Either parent may be able to take a maximum of 52 weeks of parental leave.
Employees can take parental leave in several periods interspersed with duty, or in
a continuous period.

5712 Eligibility and entitlements will be as described in the Workplace Relations Act
1996, and its attendant regulations.
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57.13

57.14

57.15

57.16

5717

57.18

57.19

Employees, who are the non-primary care-givers, will be entitled to two weeks
paid parental leave which can also be taken as four weeks at half pay, within three
months following the birth or adoption of a child.

Non-primary care givers may have up to six weeks of their parental leave as paid
leave, pursuant to clause 51.21 of this Agreement.

Leave taken under clause 57.10 can be concurrent with any period of paid leave
taken by the primary care-giver.

The entitlement under clause 57.14 may be taken as either 12 weeks leave on
half pay, or 12 weeks half-time hours.

Where an employee has been granted maternity leave without pay under the
Maternity Leave (Commonwealth Employees) Act 1973 (“the Act”), the maximum
period of leave which may be granted for parental leave will be such that the
aggregate period of leave granted under the maternity leave provision of the Act
(not including the period of required absence under that Act) and the period of
leave granted for parental leave does not exceed 40 weeks.

Where an employee whose spouse or partner is also a Commonwealth employee
is granted leave by virtue of this clause, the maximum period which may be
granted to the employee for parental leave will be such that the sum of the periods
of:

(a) leave granted to the employee for parental leave;

(b) leave granted to the employee for adoptive leave;

(c) leave granted to the spouse or partner of the employee for parental leave; and
(d) leave without pay granted under the maternity leave provisions of the

Maternity Leave (Commonwealth Employees) Act 1973 (but not including the
period of required absence under that Act where this has been granted
without pay)

does not exceed 66 weeks.
A period of unpaid parental leave does not count as service for any purpose.

Adoptive Leave

57.20

57.21

57.22

57.23

57.24

57.25

58
58.1

This leave is non-gender specific and counts towards any parental leave that is
taken in conjunction with the adoption of a child.

Adoptive leave can comprise up to a maximum of 16 weeks full pay leave, for the
primary caregiver, and is available from the date one week before the date of

placement of a child who has not previously lived with the employee for a
continuous period of six months or more.

The adoptive child must not be a child or step-child of the employee or the
employee's partner unless that child had not been in the custody and care of the
employee or the employee's partner for a significant period.

An employee with less than 12 months continuous service in the APS is eligible
for adoptive leave, but only as leave without pay.

Documentary evidence of approval for adoption must be submitted when applying
for leave.

Adoptive leave with pay counts as service for all purposes.

WAR SERVICE SICK LEAVE

Employees may be granted war service sick leave only when unfit for duty due to
a war-caused condition as determined under the Veteran’s Entitlements Act 1986.
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58.2

59

59.1

59.2

60
60.1

60.2

61
61.1

62
62.1

63
63.1

63.2

Eligible employees will accrue a credit of nine weeks war service sick leave on
commencement in the APS and an annual credit of three weeks for each year of
APS service. Unused credits will accumulate to a maximum of nine weeks.

LEAVE FOR INTERMITTENT, IRREGULAR AND NON-ONGOING
EMPLOYEES

Non-ongoing employees engaged to do work that is intermittent or irregular and in
receipt of the 20% loading on salary in recognition of the irregular nature of such
work, are not entitled to any payment in relation to any leave type under this
Agreement, nor to payment for public holidays not worked, (but service will count
for Long Service Leave accrual where continuity is maintained).

Non-ongoing employees will be entitled to payment of pro-rata credit for any
additional calendar days of service, where an employee has had more than one
period of engagement since the last accrual date and there exist periods of
service of less than 30 calendar days in the previous engagements which have
not already been taken into consideration in the computation of payment in lieu of
annual leave for the preceding engagements.

EFFECT OF LEAVE WITHOUT PAY ON ACCRUAL OF LEAVE CREDITS

Annual leave credits will be reduced to reflect absences which do not count for
service totalling 30 or more calendar days in a calendar year.

Personal leave credits will be deferred to reflect absences which do not count as
service totalling 30 or more calendar days taken during the accrual period.

EFFECT OF LEAVE ON HALF PAY ON ACCRUAL OF LEAVE CREDITS

Leave, which counts as service, taken at half pay for 30 days or more will accrue
entitlements at 50%.

DEATH OF EMPLOYEE

Where an employee dies, or is presumed to have died on a particular date,
payment may be made to the dependents or partner or the legal personal
representative of the former employee of an amount that would have been paid if
the employee had otherwise ceased employment on resignation or retirement.
Any monies owing to the Commonwealth as a result of advanced annual leave
credits will be waived.

REIMBURSEMENT OF COSTS ON CANCELLATION OF LEAVE

Where an employee has leave cancelled by the Institute or is recalled to duty and
will incur additional or unrecoverable costs as a direct result, the Institute will
reimburse reasonable costs on submission of proof of expenditure.

An employee will not be entitled to reimbursement under clause 63.1 if the costs
incurred are otherwise recoverable.
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Part| Performance Development and Review

64 PERFORMANCE DEVELOPMENT AND REVIEW (PDR) PROGRAM

64.1 The Institute is to operate a Performance Development and Review (PDR)
program. Details of the operation of the PDR are set out in the Institute’s PDR
Guidelines.

64.2 The PDR program will operate on a 12 month cycle.

Application of PDR Program

64.3 Institute employees on temporary assignment, secondment, ongoing and non-
ongoing employees who join the Institute for six months or longer, will participate
in the PDR program.

64.4 Irregular and intermittent employees are not required to participate in the PDR.

Individual PDR Plans

64.5 The PDR program incorporates an annual Performance Development and Review
plan made between each employee and the employee’s manager.

64.6 The PDR plan sets out the employee’s:
(a) contribution to the Institute’s goals and strategic plan;
(b) individual responsibilities;
(c) contribution to achievement of the team’s performance goals; and
(d) learning and development plan (as set out in clause 65).

64.7 The PDR plan should be a fair and accurate reflection of the performance required
at the employee’s classification, taking into account the employee’s duty
statement, level of experience and Work Level Standards.

64.8 Managers must ensure that a current PDR plan is in place for each participating
employee within one month of:
(a) the employee commencing at the Institute; and/or

(b) a significant change in the employee’s duties or work plan taking effect for
three months or longer.

64.9 Management of employee annual leave entitlements will be an element of
managers’ PDR plans.

64.10 The employee’s manager must provide PDR plans for each employee to the
Human Resources Manager within two weeks of sign-off.

Performance Assessment

64.11 Performance assessments will take place at the mid-point and end point of the
PDR cycle.

64.12 At the mandatory mid-cycle performance review, each employee’s work
performance is assessed in discussion between the employee and the employee’s
manager. The mid-cycle review may result in adjustment to the employee’s PDR
plan, Duty Statement, or performance management arrangements.

64.13 A mid-cycle progress performance assessment is to be discussed and
documented in the PDR plan.

64.14 The employee’s manager must provide amended PDR plans to the Human
Resources Manager within two weeks of sign-off.
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64.15 In an end-of-cycle performance assessment, each employee’s work performance
is reviewed in discussion with the employee’s manager and a provisional
performance assessment and rating is made by the manager.

Performance Rating

64.16 The manager assesses the employee’s annual performance in relation to the
following rating scale:

(a) exceeds expectations;

(b) meets expectations;

(c) requires development (to meet expectations); or
(d) does not meet expectations.

64.17 The Director establishes the final performance rating for each employee based on
PDR documentation provided by the Human Resources Manager and senior
management advice.

64.18 If an employee with more than six months of service receives a rating of “requires
development” at the end-of-cycle assessment, the manager and employee will
implement an action plan as outlined in clause 65, in consultation with the Human
Resources Manager.

64.19 Three months after the implementation of the action plan referred to in clause
64.18, the employee will receive a further performance assessment and rating.

64.20 If, at the assessment outlined in clause 64.19, the employee receives a “meets
expectations” or “exceeds expectations” rating, the employee will receive a salary
advancement as outlined in clause 11. The salary advancement will be effective
from the first full pay period after the conclusion of the action plan.

64.21 If, at the assessment outlined in clause 64.19, the employee receives a “requires
development” rating, following consultation with the Human Resources Manager,
the performance processes at clause 67 may be invoked.

64.22 A rating of “does not meet expectations” invokes mandatory performance
management processes outlined in clause 67.

Salary Advancement

64.23 An employee’s performance rating forms the basis of any salary advancement
(clause 11, Part E of this Agreement).

Eligibility for Advancement

64.24 Employees on non-ongoing contracts of less than 12 months who participate in
the PDR program will not be eligible for salary advancement.

64.25 To be eligible for salary advancement an employee must have been:
(a) present in the workplace for at least six months of the performance cycle; and

(b) at the classification level to which the salary advancement applies for at least
six months in the performance cycle.

64.26 Where an employee is ineligible for salary advancement due to absence during
the performance cycle, the Director has the discretion to decide that the employee
will be eligible for salary advancement upon completion of six months in the

workplace.
65 LEARNING AND DEVELOPMENT
65.1 The Institute recognises that learning and development can enhance employees'

potential to contribute to the Institute's goals and to assist in furthering employees’
career aspirations. The Institute is committed to all employees having the
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65.2

65.3

65.4

65.5

66
66.1

66.2

66.3

67
67.1

67.2

67.3

67.4

opportunity to participate in relevant job-related training and professional
development activities.

The Institute will identify training and development needs of employees annually
through the Performance Development and Review program. Induction, training
and development programs will be prepared, drawing on the work level standards,
public sector competencies and other relevant material.

Individual learning and development plans for new employees must include
attendance at a training session on the APS Values and Code of Conduct.

Progress against learning and development plans will be tracked through
performance assessment discussions.

Employees rated as “requires development” through the mid-year or end-of-cycle
performance assessment will be provided with support and assistance to identify
and implement an action plan that outlines objectives for improvement,
professional development, mentoring or formal training to facilitate learning and
build competence.

STUDY ASSISTANCE

The Institute encourages its employees to undertake formal study in fields which
link to the achievement of its corporate goals or which meet their career
development needs.

Study assistance will be available to all eligible employees in accordance with the
Study Assistance Guidelines, from the date of certification.

Assistance under the Institute's Study Assistance Guidelines may be provided to
an employee to undertake formal courses of study at tertiary and higher education
institutions and other vocational education courses, where the study is agreed as
part of an employee individual learning and development plan.

MANAGING POOR PERFORMANCE

If, at any time, a Manager or Supervisor believes that an employee's work
performance does not meet expectations they will raise the issue with the
employee to identify the reason for performance expectations not being met. The
employee and manager will jointly instigate corrective action as set out in the PDR
Guidelines.

If action taken under clause 67.1 or 64.18 does not lead to improved performance
a formal review of the employee’s performance will be established. The
performance review will:

(a) be established by a formal meeting where expected performance standards
are agreed. The employee will have reasonable notice of this meeting and
may at their request, be represented by a person of their choosing;

(b) be supervised by a manager who was not previously the employee’s
supervisor;

(c¢) include consideration of learning and development options to improve the
performance of the employee.

The period of the performance review will be three months with at least two
meetings to review progress during the review.

If, at the end of the three month period, the employee's performance is still rated
as “does not meet expectations”, the Director may issue a notice of intention to:

(a) terminate the employment of the employee;
(b) assign different duties to the employee; or
(c) reduce the employee's classification.
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67.5 The employee will have seven days to show cause why this action should not be
taken.

67.6 At the end of the seven days, the Director, having considered any statement
submitted under clause 67.5, may terminate the employment of the employee, or
effect the assignment of different duties to the employee, or reduce the
employee's salary and/or classification.
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PartJ Communication, Consultation, Employee
Participation and Representation

68

68.1

68.2

68.3

68.4

68.5

68.6

69

69.1

69.2

69.3
69.4

COMMUNICATION, CONSULTATION AND INTRODUCTION OF
CHANGE

The Institute and its employees acknowledge that change in the workplace is
ongoing and that good change management is necessary to achieve efficiency
and productivity.

The Institute is committed to establishing and maintaining an effective means of
communicating and consulting with its employees. The Institute is committed to
communicating and consulting with employees and, where they choose, their
representatives on matters that may or will affect them in the workplace.

Consultation means providing relevant information to employees and, where they
choose, their representatives. Consultation will provide employees with the
opportunity to express their views on matters listed in clause 68.5 with the aim of
reaching agreement with employees, and where they choose, their
representatives.

The Institute will provide employees and, where they choose, their representatives
with all relevant information in a timely manner about proposed changes that may
or will impact on employees and/or their employment, and keep employees
informed of progress and the possible impact on employees of changes to
organisational structure, technology, the composition, operation, size or location of
the workforce, or required workplace capabilities.

Institute management will consult with employees, and where they choose, their
representatives at a workplace level on a regular basis about any matters which
will directly:

(a) impact on their employment;
(b) have implications for their employment; or
(c) affect the way their work is to be performed.

The Institute recognises the right of employees to choose to be or not to be
members of a union, and for union members to have their interests represented by
that union or not, as the individual employee chooses.

WORKPLACE RELATIONS COMMITTEE

A Workplace Relations Committee, chaired by the Director or delegate, and
comprising representatives nominated or elected by:

(a) Employees (3 representatives);

(b) the CPSU (represented by an organiser or delegate); and
(c) and the Director (3 representatives);

will be established.

The Workplace Relations Committee will have the primary responsibility for
monitoring the implementation of this Agreement. The Workplace Relations
Committee may at any time make recommendations to the Director regarding
workplace issues not explicitly dealt with in this Agreement.

The Workplace Relations Committee will be able to establish sub-committees.

Meetings will take place at least quarterly, and as frequently as considered
necessary by the parties involved.
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69.5

69.6

70
70.1

70.2

70.3

70.4

70.5

70.6

70.7

70.8

70.9

70.10

70.11

70.12

70.13

Access to appropriate facilities (including communication systems, office
equipment and notice boards) will be available to members of the Workplace
Relations Committee and members of working groups established by the
Committee.

Minutes will be kept of each meeting and circulated to Committee members for
agreement and promulgated to all staff as soon as practicable. A Workplace
Relations Committee central file shall be maintained for the recording of meeting
minutes and associated papers.

PROCEDURES FOR PREVENTING AND SETTLING DISPUTES

The objective of these procedures is the avoidance and resolution of any disputes
over matters covered by this Agreement, by measures based on the provision of
information and explanation, consultation, cooperation and negotiation.

Employees who are aggrieved by a decision or circumstance may choose to
approach the relevant Manager for further advice and/or consideration of the
issues raised. If this approach fails to resolve the matter, employees may choose
to raise the matter at higher levels within the Institute, up to and including the
Director.

Employees may, at their request, be represented by a person of their choosing, in
discussions. Employees have right to representation at any time. If an employee
requests representation, no meetings on the matter in dispute will be held with that
employee unless the employee's representative is also present.

Without prejudice to either party to the dispute, and except where a bona fide
safety issue is involved, parties to the dispute shall ensure the continuation of
work and that work practices applied during the operation of these procedures are
in accordance with this Agreement and established custom and practice at the
workplace. Where a bona fide safety issue exists, an employee shall not work in
an unsafe environment but, where appropriate, accept reassignment to alternative
work in the meantime.

Management will provide relevant information and explanation and consult with
employees, and where they choose, their representatives.

In the event of any disagreement between the parties to the dispute, or between
management and an employee or employees, as to the interpretation or
implementation of this Agreement the following steps will be applied.

Matters arising will be resolved at the lowest practicable level by management and
employees, and where they choose, their representatives.

Initially disputes should be discussed by the employee who is party to the dispute,
and where they choose, their representative, with the immediate Manager.

Where this does not resolve the concern, the dispute shall be referred to more
senior levels of management (up to the Director or their nominee) and the
employee, and where they choose, their representative for resolution.

If the matter is not resolved after the above steps have been undertaken, it may
be notified to the Australian Industrial Relations Commission.

Submission of the matter to the Commission does not prejudice the right of parties
to the dispute to make appropriate submissions in support of their position.

Unless the parties to the dispute agree to the contrary the Commission shall in
responding to notifications, have regard to whether the parties have, in good faith,
undertaken the previous steps of these procedures.

The parties to the Agreement agree that under Section 170LW of the Workplace
Relations Act 1996, the Commission is empowered to settle the matters in dispute
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70.14

71
711

72
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72.2

72.3

73
73.1

73.2

73.3

73.4

73.5

by conciliation and/or arbitration and that they will accept and implement the
decision of the Commission.

Nothing contained in this procedure will prevent parties to a dispute from entering
into negotiations at any level if it seems likely to help resolve the problem. Where
a party to the dispute does this, they must advise all the other parties involved in
the dispute.

WORKPLACE DIVERSITY

Parties to the Agreement agree that the Institute will continue to implement the
Workplace Diversity Program.

HEALTH AND SAFETY

The Institute is committed to the health and safety of its employees. Health and
safety responsibilities are shared between parties to the Agreement. The Institute
acknowledges its employer responsibilities under the Occupational Health and
Safety (Commonwealth Employment) Act 1991 and seeks to meet them by:

(a) creating and maintaining a safe and healthy working environment free from
work related injury or disease;

(b) creating management and employee awareness of health and safety issues
and a culture that integrates health and safety into everyday business; and

(c) striving to achieve best practice in health and safety.

The Institute’s Health and Safety Management Arrangement 2008 sets out the
commitment to health and safety and the infrastructure and strategies designed to
promote and deliver a healthy and safe workplace to Institute employees.

Reasonable resources will be provided to promote and maintain health and safety
obligations.

PROMOTING GOOD HEALTH

The Institute recognises that employees who are in good health are likely to be
more productive in the workplace.

To assist in the promotion of good health, the Institute will reimburse up to $150
each calendar year for the cost of an eligible employee’s participation in
appropriate health promotion activities.

Health promotion activities may include (but are not limited to) one or more of the
following:

(a) fithess programs,

b) quit smoking program,
c) stress management,

d) gym membership,

e) weight loss programs,

f) fitness equipment, and
g) therapeutic massage.

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

Ongoing employees and non-ongoing employees with continuous service of at
least six months are eligible to receive the health promotion allowance.

The allowance will not be payable during a period of probation.
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74 EMPLOYEE ASSISTANCE PROGRAM

74.1 The Institute is committed to providing its employees with access to confidential
professional counselling to assist with work or personal issues through provision
of an external Employee Assistance Program (EAP).

74.2 The parties to the Agreement will consult and agree upon a suitable EAP provider.
74.3 The Institute will ensure that all employees are informed of the EAP and provided
with the EAP phone number for direct confidential contact by employees.

75 NOTICE BOARDS

751 Employees and, where they choose, their representatives, including the union will
have access to notice boards (including electronic notice boards) for the display of
information. However, the Institute reserves the right to remove inappropriate or
offensive materials from these notice boards.

76 FREEDOM OF ASSOCIATION

76.1 The Institute will recognise the freedom of association provisions of the Workplace
Relations Act 1996.

77 RIGHT OF ENTRY

771 The Institute will recognise the right of entry provisions of the Workplace Relations
Act 1996.
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Part K Resignation, Retirement, Redeployment and
Redundancy

78 RESIGNATION OR RETIREMENT

78.1 Where practical an employee should give the Director at least two weeks notice in
writing of their intention to resign or retire. The letter of resignation or retirement
should include the date and time of effect.

78.2 Where an employee submits a resignation which takes effect from close of
business on a public holiday, the resignation will be deemed effective from close
of business on the working day immediately prior to the public holiday.

79 REDEPLOYMENT AND REDUNDANCY

791 The Institute is committed to taking all reasonable practical steps to avoid the use
of compulsory redundancy or redeployment. The Institute will consider
redeployment within the organisation. However, it needs to be recognised that
due to its size the Institute will be limited in its capacity to redeploy potentially
excess employees.

79.2 In consultation with employees, and where they choose, their representatives, the
Institute will organise and fund as necessary, independent professional
counselling on financial and vocational options.

79.3 Employees subject to these provisions, will be kept informed of, and provided with,
all information pertaining to their potential redeployment or retrenchment.
79.4 The Institute will use the facilities of an agreed redeployment service provider in

assisting employees explore other options for redeployment.
80 DEFINITIONS

Excess Employee
80.1 An employee is an excess employee if:

(a) the employee is included in a class of employees employed in the Institute,
which class comprises a greater number of employees than is necessary for
the efficient and economical working of the Institute; or

(b) the services of the employee cannot be effectively used because of
technological, skill requirements or structural or other changes in the work
methods of the Institute or changes in the nature, extent or organisation of the
functions of the Institute; or

(c) the duties usually performed by the employee are to be performed at a
different locality, the employee is not willing to perform duties at the locality
and the Director has determined that the provisions of this clause apply to that
employee.

Excluded Employee

80.2 These provisions will not apply to:
(a) an ongoing employee who is on probation; or
(b) an employee who is a non-ongoing employee.
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81.1

81.2

81.3

81.4

81.5

82
82.1

82.2

82.3

83

83.1

EXCESS STAFFING SITUATIONS, DISCUSSIONS WITH THE
EMPLOYEE

Where it appears to the Director that an employee is likely to become an excess
employee, the Director will, at the earliest practicable time, provide all relevant
details to the employee, and if the employee chooses, their representative.

Discussions with the employee, and where they choose, their representative will
include discussion of:

(a) the method of identifying an employee as excess, having regard to the
efficient and economical working of the Institute and the relative efficiency of
employees;

(b) measures that could be taken to remove or reduce the likelihood of an
employee becoming excess;

(c) whether the employee wishes to seek redeployment, and any redeployment
avenues available to the employee concerned, including referral to an agreed
redeployment service provider; and

(d) whether voluntary retrenchment might be appropriate and whether the
employee wants to be offered voluntary retrenchment.

The employee may choose to be represented by a person of his or her choice
during these discussions.

The discussion period will be limited to one month from the date of notification in
clause 81.1 unless otherwise agreed by the Director.

The Director may, prior to the conclusion of these discussions, invite employees
who are not potentially excess to express interest in voluntary retrenchment,
where those retrenchments would permit the redeployment of the employee who
is potentially excess.

VOLUNTARY RETRENCHMENT

Where the Director invites an excess employee to be retrenched, the employee
will have one month in which to elect for voluntary retrenchment. The Director will
not give notice of termination under Section 29 of the Public Service Act 1999
before the end of the one month period or until such election is received (in
circumstances where the election is received before the end of the period).

To allow the excess employee to make an informed decision on whether to submit
an election to be retrenched, prior to or within the one month period, the employee
must be given information on:

(a) the amount of severance pay, pay in lieu of notice, and pay in lieu of leave
credits;

the amount of accumulated superannuation contributions;

the options open to the employee concerning superannuation;

the taxation rules applicable to the various payments; and

the availability of financial assistance for career and financial counselling.
employee is only entitled to receive one formal offer of voluntary retrenchment.

b
c
d
e
A

—~ o~ o~ o~
~— ~— ~— ~—

)

RETENTION PERIODS, REDEPLOYMENT AND INVOLUNTARY
RETRENCHMENT

Except with the consent of the employee, an excess employee who does not
accept an offer of voluntary retrenchment will not be involuntarily terminated under
Section 29 of the Public Service Act 1999 until the following retention periods have
elapsed:

Australian Institute of Family Studies Certified Agreement 2006 — 2008

40

(as amended 3 March 2009)



83.2
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83.5

83.6
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83.8

83.9

83.10

84
84.1

84.2

(a) seven months where an employee has 20 or more years of service or is over
45 years of age; or

(b) four months for other employees.
The retention periods will commence on the earlier of the following:

(a) onthe day the employee is advised in writing by the Director that the
employee is an excess employee; or

(b) one month after the day on which the Director invites the employee to elect to
be retrenched.

During the retention period the Director must continue to take all reasonable
steps, consistent with the interests of the efficient administration of the Institute, to
move an excess employee to a suitable vacancy of equal classification within the
Institute.

The Director will consider an excess employee in isolation from and not in
competition with other applications for an advertised vacancy, at or below level, to
which an excess employee seeks to move.

During the retention period, the Institute:

(a) will continue to take all reasonable steps to find alternative employment for
the excess employee, including the referral of the employee to an agreed
redeployment service provider; and/or

(b) may, with four weeks notice, reduce the excess employee's classification as
a means of securing alternative employment for the excess employee.

During the retention period the employee:
(a) will take reasonable steps to find alternative employment; and

(b) will actively participate in learning and development activities, trial placements
or other agreed arrangements to assist in obtaining an ongoing placement.

The excess employee is entitled to necessary leave with pay to attend interviews
for alternative employment. Where expenses to attend interviews are not met by
the prospective employer, the employee will be entitled to reasonable travel and
incidental expenses incurred.

Where the Director believes there is insufficient productive work available for an
excess employee during the retention period, the Institute may, with the
agreement of the employee, terminate the employee under Section 29 of the
Public Service Act 1999 and pay the balance of the retention period as a lump
sum.

An excess employee will not be retrenched involuntarily if the employee has not
been invited to elect to be retrenched.

An excess employee will be given four weeks notice (or five weeks notice for an
employee over 45 years of age with at least five years of continuous service)
where it is proposed that the employee will be "involuntarily terminated under
Section 29 of the Public Service Act 1999." Wherever possible, this notice period
will be concurrent with the retention period.

REDUNDANCY PAY AND NOTICE OF TERMINATION

Where the Director approves an election to be terminated and gives notice of
termination under Section 29 of the Public Service Act 1999, the period of notice
will be four weeks. In the case of an employee over 45 years with at least five
years continuous service the period of notice will be five weeks.

Where the Director directs or the employee requests an earlier retrenchment date
within the period of notice, the excess employee will be retrenched on the date
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84.3

84.4

and the employee is entitled to receive payment instead of notice for the
unexpired portion of the period.

The amount of the payment instead of notice must equal or exceed the total of all
amounts that, if the employee's employment had continued until the end of the
required period of notice, the employer would have become liable to pay the
employee because of the employment continuing during that period. The amount
must be worked out on the basis of:

(a) the employee's current ordinary hours of work (even if they are not standard
hours);

(b) the amounts payable to the employee in respect of those hours, including, for
example, allowances, loadings and penalties; and

(c) any other amounts payable under the employee's contract of employment.

An employee terminated under Section 29 of the Public Service Act 1999 on the
grounds that the employee is excess to the requirements of the Institute under
clause 84 is entitled to be paid a sum equal to two weeks salary for each
completed year of service, plus a pro-rata payment for completed months of
service.

Minimum and Maximum Payments

84.5

The minimum sum payable as redundancy pay on termination will be four weeks
salary and the maximum will be 48 weeks salary.

Pro-rata Entitlement

84.6

85
85.1

85.2

Redundancy pay will be calculated on a pro-rata basis where the employee has
worked part-time hours during the period of service and the employee has less
than 24 years full-time service.

SERVICE FOR REDUNDANCY PAY PURPOSES
For the purpose of calculating redundancy pay entitlement, service means:
(a) Service at the Institute;

(b) Government service as defined in section 10 of the Long Service Leave Act
1976;

(c) service with the Commonwealth (other than service with a joint
Commonwealth-State body corporate in which the Commonwealth does not
have a controlling interest) which is recognised for long service leave
purposes;

(d) service with the Australian Defence forces;

(e) APS service immediately preceding deemed resignation under the repealed
Section 49 of the Public Service Act 1922 if the service has not previously
been recognised for severance pay purposes; and

(f) service in another organisation where an employee was moved from the APS
to that organisation with a transfer of a function; or an employee, engaged by
that organisation on work within a function is appointed as a result of the
transfer of that function to the APS; and such service is recognised for long
service leave purposes.

For earlier periods of service to count there must be no breaks between the
periods of service, except where

(a) the break in service is less than one month and occurs where an offer of
employment with the new employer was made and accepted by the employee
before ceasing employment with the preceding employer; or
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85.4

86
86.1
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87.1

(b) the earlier period of service was with the APS and ceased because the
employee was deemed to have resigned from the APS on marriage under the
repealed section 49 of the Public Service Act 1922.

Any earlier period of service which ceased:

(a) through termination on the following grounds, or on a ground equivalent to
any of the following grounds;

= the employee lacks, or has lost, an essential qualification for performing his
or her duties;

= non-performance, or unsatisfactory performance, of duties;
= inability to perform duties because of a physical or mental incapacity;
= failure to satisfactorily complete an entry level training course;

= failure to meet a condition imposed under subsection 22(6) of the Public
Service Act 1999; or

= a breach of the Code of Conduct; or

(b) on a ground equivalent to a ground listed in clause 84.3(a) under the repealed
Public Service Act 1922; or

(c) through the voluntary retrenchment at or above the minimum retiring age
applicable to the employee; or

(d) with the payment of a redundancy benefit or similar payment or an employer-
financed retrenchment benefit

will not count as service for severance pay purposes.

Absences from duty which do not count as service for long service leave purposes
will not count as service for severance pay purposes.

RATE OF PAYMENT — REDUNDANCY PAY
For the purpose of calculating any payment, salary will include:

(a) the employee's full-time salary, adjusted on a pro-rata basis for periods of
part-time service; or

(b) the full-time salary of the higher position, adjusted on a pro-rata basis for
periods of part-time service, where the employee has been acting in a higher
position for a continuous period of at least 12 months immediately preceding
the date on which the employee is given notice of retrenchment; and

(c) shift penalties, where the employee has undertaken shift work and is entitled
to shift penalties for 50% or more of the pay periods in the 12 months
preceding being given notice of retrenchment. A weekly average of penalties
due over the 12 months will be included in the salary; and

(d) other allowances in the nature of salary which are paid during periods of
annual leave and on a regular basis, excluding allowances which are a
reimbursement for expenses incurred, or a payment for disabilities associated
with the performance of duty.

OFFER OF VOLUNTARY RETRENCHMENT BEFORE INVOLUNTARY
RETRENCHMENT

Where:

(a) aredundancy situation affects a number of employees engaged in the same
work at the same level and in the same location; and

(b) employees have been invited to elect to be retrenched under clause 82,
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(c) the Director will not involuntarily retrench any employees if there remain
employees engaged in that work at that level in that location who have elected
to be retrenched, been refused, and still wish to accept voluntary

retrenchment.

87.2 The Director may invite employees who are not in a redundancy situation to
express interest in voluntary retrenchment under clause 82 where those
retrenchments would permit the redeployment of employees who are in a
redundancy situation who do not wish to accept voluntary retrenchment and who
would otherwise remain excess. The Director will allow a maximum of one month
for these discussions.

88 LEAVE AND EXPENSES TO SEEK EMPLOYMENT

88.1 An employee will be entitled to reasonable leave with full pay to attend necessary
employment interviews, from the date the employee is:

(a) advised that the Director has approved an election by the employee to be
retrenched under clause 84, or
(b) advised in writing by the Director that the employee is an excess employee.

88.2 Where expenses to attend interviews are not met by the prospective employer, the
employee will be entitled to reasonable travel and incidental expenses incurred.

88.3 Where it is necessary as a result of transfer or reduction in classification for an
excess employee to move the employee's household to a new locality, the
employee will be entitled to reasonable expenses as if the employee were being
promoted.

89 USE OF PERSONAL LEAVE

89.1 The retention or notice periods under clause 83 will be extended by any periods of
certified personal leave taken during these periods.

920 REDUCTION IN CLASSIFICATION

90.1 Where, after an offer of voluntary redundancy, the Director proposes to reduce an
excess employee's classification:

(a) the employee will be given the same period of notice as the employee would
have been entitled to receive if employment had been terminated; or

(b) the Director may pay an amount to maintain the level of salary received by the
employee at the date of notice of reduction in classification for the number of
weeks of notice still owing. Such payments will be calculated in accordance
with the provisions of this clause.

90.2 Where before the end of a retention period an excess employee is reduced in
classification the employee will be eligible to receive payments to maintain the
level of salary received by the employee at the date of reduction for the balance of
the retention period.
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Part L Review of Employment Actions

91 INTERNAL REVIEW OF EMPLOYMENT ACTIONS

91.1 In accordance with Section 33 of the Public Service Act 1999 and Part 5 of the
Public Service Regulations 1999, an employee is entitled to request an internal
review of decisions or actions that relate to their employment. Additional
information can be found in the AIFS Review of Employment Actions Guide.

92 EXTERNAL REVIEW OF EMPLOYMENT ACTIONS

92.1 Employees have a right to seek external review of an employment-related
decision or action at any time in accordance with section 33 of the Public Service
Act 1999.

93 MANAGING MISCONDUCT

93.1 Suspected breaches of the Code of Conduct will be dealt with under procedures
established in accordance with section 15 of the Public Service Act 1999.

94 REVIEW OF DECISIONS TO TERMINATE EMPLOYMENT

941 The sole and exhaustive rights and remedies of an employee in relation to
termination of employment are:

(a) Division 4 of Part 12 of the Workplace Relations Act 1996;
(b) other Commonwealth laws (including the Constitution); and
(c) at common law.

94.2 Termination of, or a decision to terminate employment, cannot be reviewed under
the dispute prevention and settlement procedures/review of action procedures
addressed in clauses 70, 91 and 92 of this Agreement.

94.3 Nothing in this Agreement prevents the Director from terminating the employment
of an employee for serious misconduct, without further notice or payment in lieu, in
accordance with section 661(1)(c) of the Workplace Relations Act 1996, subject to
compliance with the procedures established by the Director for determining
whether an employee has breached the Code of Conduct under section 15 of the
Public Service Act 1999.
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Part M Formal Acceptance of this Agreement

This Agreement is made and approved under section 170LJ of the Workplace Relations Act
1996.

By signing below, the parties to this Agreement signify their agreement to its terms.

Professor Alan Hayes
Director
Australian Institute of Family Studies

Nadine Flood

Deputy Secretary

for and on behalf of

the Community and Public Sector Union, PSU Group
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Appendix A  Salaries

A.1 Salary Scales

The following annual salary rates will apply to Institute employees employed in the
classifications listed in the first column below.

5% on 2.0%-6 4.5% -1% 4.5% - 2™
certification | months from | anniversary | anniversary
APS certification of of

AIFS Level Classification | Pay Point certification | certification
AIFS Band 1 APS Level 1 1.1 35,280 35,986 37,605 39,297
1.2 36,464 37,194 38,867 40,616

1.3 37,449 38,198 39,917 41,713

1.4 38,992 39,772 41,561 43,432
APSLevel2 | 15 41027 |  atsa7| 43730 | 45,698

1.6 42,102 42,944 44,876 46,896

1.7 43,197 44,061 46,044 48,116

1.8 44,274 45,160 47,192 49,316

AIFS Band 2 APS Level 3 2.1 45,474 46,384 48,471 50,652
2.2 46,855 47,792 49,943 52,190

2.3 47,842 48,799 50,995 53,290

24 49,979 50,979 53,273 55,670
APSLevels | 25| 50,681 | 51,695 | 54021 | 56,452

2.6 51,561 52,593 54,959 57,432

27 53,655 54,728 57,191 59,764

2.8 55,029 56,130 58,656 61,295

AIFS Band 3 APS Level 5 3.1 56,902 58,040 60,651 63,381

3.2 58,302 59,468 62,144 64,941

3.3 59,942 61,141 63,893 66,768

34 61,348 62,575 65,391 68,334
APSLevel6 | 35| 62909 | 64,167 | 1 67,054 | 70,072

3.6 64,288 65,574 68,525 71,609

37 66,213 67,537 70,576 73,752

3.8 70,133 71,535 74,754 78,118

AIFS Band 4 Executive Exec 1.1 78,269 79,834 83,427 87,181
Level 1 Exec 1.2 84,516 86,206 90,085 94,139

Exec 1.3 86,434 88,163 92,130 96,276

AIFS Band 5 Executive Exec 2.1 90,273 92,078 96,222 100,552
Level 2 Exec 2.2 95,733 97,647 102,041 106,633

Exec 2.3 102,345 104,391 109,089 113,998

Exec 2.4 105,767 107,882 112,737 117,810
| Exec25| 107,565 | 100,716 | 114,654 | 119,813

Notes: Advancement beyond Pay Points indicated by dotted lines is subject to work
availability and merit criteria outlined at clause 11 of the Agreement.
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A.2 Calculation of Fortnightly Pay

The fortnightly pay shall be based upon the following formula:

Fortnightly pay = Annual salary x 12
313

A.3 Overtime Rates
The hourly rate for overtime will be calculated using the following formulae:

Time and a Half Rate:
Annual Salary X 6 X
313 37.50 2

Double Time Rate:
Annual Salary X 6 X 2
313 37.50 1

Double Time and a Half Rate:
Annual Salary X 6 X 5
313 37.50

Monday to Saturday:

Overtime worked Monday to Saturday will be paid at time and a half for the first three hours
each day and double time thereafter.

Sunday:
Overtime worked on Sunday will be paid at the rate of double time.

Public Holiday:

Overtime worked on a public holiday as provided for in this Agreement will be paid at the
rate of double time and a half. For duty within regular hours, payment will be at time and a
half additional to the single time being paid for the public holiday.

Part-time Employees:

Overtime for part-time employees will be paid at single rate for hours worked between the
employee’s regular hours and the standard 7 hour 30 minute day, and thereafter at the rate
applicable to employees working full-time.
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Appendix B Supported Salary Payments for Employees with a Disability

B.1 Workers Eligible for a supported wage

B.1.1

This clause defines the conditions which will apply to employees who because of the
effects of a disability are eligible for a supported wage under the terms of this
Agreement. In the context of this clause, the following definitions will apply:

(a) Supported wage system means the Commonwealth Government system to
promote employment for people who cannot work at full award wages
because of a disability, as documented in “Supported Wage System:
Guidelines and Assessment Process”.

(b) Accredited assessor means a person accredited by the managing unit
established by the Commonwealth under the Supported Wage System to
perform assessments of an individual’s productive capacity within the
Supported Wage System.

(c) Disability support pension means the Commonwealth pension scheme to
provide income security for persons with a disability as provided for under the
Social Security Act 1991, as amended from time to time, or any successor to
that scheme.

(d) Assessment instrument means the form provided for under the Supported
Wage System that records the assessment of the productive capacity of the
person to be employed under the Supported Wage System.

B.2 Eligibility Criteria

B.2.1

B.2.2

B.2.3

Employees covered by this clause will be those who are unable to perform the range
of duties to the competence level required within the class of work for which the
employee is engaged under this Agreement, because of the effects of a disability on
their productive capacity and who meet the impairment criteria test for a Disability
Support Pension.

The clause does not apply to any existing employee who has a claim against the
Institute, which is subject to the provisions of workers' compensation legislation or
any provision of this Agreement relating to the rehabilitation of employees who are
injured in the course of employment.

The clause also does not apply to employers in respect of their facility, programme,
undertaking, service or the like which receives funding under the Disability Service
Act 1986 and fulfils the dual role of service provider and sheltered employer to
people with disabilities who are in receipt of or are eligible for a Disability Support
Pension, except with respect to an organisation which has received recognition under
s10 or s12A of that Act, or if a part only has received recognition, that part.

B.3 Assessment of capacity

B.3.1

B.3.2

For the purpose of establishing the percentage of the agreement rate to be paid to an
employee under this Agreement, the productive capacity of the employee will be
assessed in accordance with the Supported Wage System and documented in an
assessment instrument.

All assessment instruments under the conditions of this clause, including the
appropriate percentage of the agreement rate to be paid to the employee, will be
lodged by the Institute with the Director of the AIRC.

B.4 Review of assessment
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B.4.1 The assessment of the applicable percentage should be subject to annual review or
earlier on the basis of a reasonable request for such a review. The process of review
will be in accordance with the procedures for assessing capacity under the
Supported Wage System.

B.5 Other terms and conditions of employment

B.5.1 Where an assessment has been made, the applicable percentage will apply to the
salary rate only. Employees covered by the provisions of this clause will be entitled
to the same terms and conditions of employment as all other workers covered by this
Agreement paid on a pro-rata basis.

B.6 Workplace adjustment

B.6.1 An employer wishing to employ a person under the provisions of this clause will take
reasonable steps to make changes in the workplace to enhance the employee's
capacity to do the job. Changes may involve re-design of job duties, working time
arrangements and work organisation in consultation with other workers in the area.

B.7 Trial period

B.7.1 In order for an adequate assessment of the employee's capacity to be made, an employer
may employ a person under the provisions of this clause for a trial period not exceeding 12
weeks, except that in some cases additional work adjustment time (not exceeding four
weeks) may be needed.

B.7.2 During that trial period the assessment of capacity will be undertaken and the
proposed salary rate for a continuing employment relationship will be determined.

B.7.3 The minimum amount payable to the employee during the trial period will be no less
than $61 per week.

B.7.4 Work trials should include induction or training as appropriate to the job being trialed.

B.7.5 Where the Director and the employee wish to establish a continuing employment
relationship following the completion of the trial period, a further contract of
employment will be entered into based on the outcome of assessment under this
clause.

B.8 Supported wage rates

B.8.1 Employees to whom this clause applies will be paid the applicable percentage of the
relevant salary rate of pay prescribed by this Agreement for the class of work which
the person is performing according to the following schedule:

B.8.2
Assessed Capacity % of prescribed agreement rate
10% 10%
20% 20%
30% 30%
40% 40%
50% 50%
60% 60%
70% 70%
80% 80%
90% 90%

Provided that the minimum amount payable shall be not less than the applicable Supported Wage
minimum rate as determined by the AIRC or such other organisation that may be authorised by
legislation to determine this rate from time to time.
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