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Representation

On the papers

Order

WHEREAS this is an application pursuant to s 41 of the Industrial Relations Act 1979 (WA) to
register an industrial agreement;

AND WHEREAS I, the undersigned, am satisfied that the agreement meets the requirements of the
Act for registration and that it should be registered;

AND WHEREAS the parties consent to this application for registration of the industrial agreement
being determined on the papers;
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NOW THEREFORE, the Commission pursuant to the powers conferred under the Act, and by
consent, hereby orders —

THAT the agreement made between the parties filed in the Registry of the Commission on
30 October 2024 as amended entitled Cemetery Boards (Western Australia) Cemetery
Employees Agreement 2024 attached hereto be registered as an industrial agreement from
the date of this order which is in substitution for the Cemetery Boards (Western Australia)
Cemetery Employees Agreement 2022 which by operation of s 41(8) of the Act is hereby

cancelled.
@ (Sgd.) R. COSENTINO

SENIOR COMMISSIONER R COSENTINO


stee
LS Block


CEMETERY BOARDS (WESTERN AUSTRALIA) CEMETERY EMPLOYEES
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PART 1: APPLICATION OF AGREEMENT
1. TITLE

This Agreement shall be known as the Cemetery Boards (Western Australia) Cemetery Employees
Agreement 2024 and replaces the Cemetery Boards (Western Australia) Cemetery Employees
Agreement 2022.

2. ARRANGEMENT

PART 1: APPLICATION OF AGREEMENT

1. Title

2. Arrangement

3. Definitions

4. Purpose of Agreement

5. Application and Parties Bound
6. Term of Agreement

7. No Further Claims

PART 2: CONTRACT OF EMPLOYMENT
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21. Supported Wage
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PART 6: LEAVE

32. Annual Leave
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36. Personal Leave

37. Family and Domestic Violence Leave

38. Bereavement Leave
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40. Cultural Leave for Aboriginal and Torres Strait Islanders

41. Purchased Leave —42/52 Wage Arrangement



42. Purchased Leave — Deferred Wage Arrangement
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47. Emergency Service Leave

48. Foster Carers Leave

49, Public Health Emergency Leave

50. Compassionate Leave for Early Pregnancy Loss
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PART 7: PARENTAL LEAVE

53. Parental Leave
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55. Consultation
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57. Trade Union Training Leave
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60. Occupational Safety and Health Representatives Records
61. Access to Agreement
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63. Commitments under the Public Sector CSA General Agreement 2022
PART 9: SCHEDULES TO AGREEMENT
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DEFINITIONS

For the purposes of this Agreement the following definitions shall apply.

(a)

(b)

"Agreement" means the Cemetery Boards (Western Australia) Cemetery Employees
Agreement 2024,

"Employee" means a person employed by the employing authority of an employer
party listed in clause 5.1 who is a member of, or who is eligible to be a member of the
Union.

"Employer" means the employing authority of an employer party listed in clause 5.1

(b)-(f).

“Flexible working hours” means ordinary working hours with flexible starting and
finishing times.

“MCB” means the Metropolitan Cemeteries Board.
“Ordinary hours” means working hours that are paid at ordinary rates of pay.
“Organisation” means an employer party listed in clause 5.1 (b)-(f) or its successor.

“Prescribed hours” means the number of hours that are required to be worked in a
day, a week and in a four week settlement period.

"Public Holiday" means a holiday provided in clause 33 of this Agreement.

"Public Sector" means all agencies, ministerial offices and non-SES organisations as
defined in section 3 of the Public Sector Management Act 1994.

“Standard hours” means ordinary prescribed hours that are worked according to a
roster.

“Standard operating hours” means the span of hours in a day and the days of the
week during which ordinary hours can be worked.

“Serious misconduct” occurs when an Employee:

(i) acts corruptly or corruptly fails to act in the course of their duties ; or

(ii) corruptly takes advantage of their position for the benefit or detriment of any
person; or

(iii) commits an offence which carries a penalty of two or more years'

imprisonment.
“Surplus employee" means either a Registrable employee or a Registered employee.
"Union" means the Local Government, Racing and Cemeteries Employees Union (WA).

“WAIRC” means the Western Australian Industrial Relations Commission.
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5.2

6.1

6.2

7.1

7.2

PURPOSE OF AGREEMENT
The parties agree that the purpose of this Agreement is to:

(a) provide wage increases in accordance with this Agreement, for Employees bound by
the agreement; and

(b) provide a core set of employment conditions for Employees bound by this agreement.
APPLICATION AND PARTIES BOUND

The parties bound by this Agreement are:

(a) the Local Government, Racing and Cemeteries Employees Union (WA);

(b) the Albany Cemetery Board;

(c) the Bunbury Cemetery Board;

(d) the Geraldton Cemetery Board;

(e) the Kalgoorlie-Boulder Cemetery Board (MCB); and

() the Metropolitan Cemeteries Board.

This Agreement shall apply to all Employees employed by the Employers who are members of,
or are eligible to be members of, the Union and covered by this Agreement. At the date of
registration, the approximate number of Employees bound by this Agreement is 108.

TERM OF AGREEMENT

This Agreement shall operate from the date of registration in accordance with the Industrial
Relations Act 1979 and will expire on 31 December 2026.

The parties to this Agreement agree to re-open negotiations for a replacement agreement at
least 6 months prior to the expiry of this Agreement with a view to implement a replacement
agreement operative from 1 January 2027.

NO FURTHER CLAIMS

The parties to this Agreement undertake that for the term of this Agreement there will be no
wage increases sought or granted other than those provided under the terms of this
Agreement. This includes wage adjustments arising out of State Wage orders. Such increases
are to be absorbed in the wages set out in Schedule 2 - Wages and Allowances of this
Agreement.

The parties to this Agreement undertake that for the term of this Agreement there will be no
further claims on matters contained in this Agreement except where specifically provided for
in this Agreement.



PART 2:

8.

8.1

8.2

8.3

CONTRACT OF EMPLOYMENT
PUBLIC SECTOR DELIVERY OF PUBLIC SERVICES

The Western Australian Government and Employers prefer the delivery of public services to be
undertaken by Employees.

Only in exceptional circumstances and following the Western Australian Government having
considered the public interest, will work or functions currently undertaken by Employees be
privatised or outsourced. Meaningful consultation will occur with the Union and affected
Employees at the earliest possible opportunity.

If the Western Australian Government identifies work carried out by persons external to the
Public Sector which can be returned to the Public Sector in line with its stated preference the

Union will be consulted at the earliest opportunity.

DIRECT AND PERMANENT EMPLOYMENT

Statements of Government Preference

9.1

9.2

Surplus

9.3

9.4

The Western Australian Government recognises that:

(a) direct employment is the preferred form of engagement, noting this may not be
practicable or financially achievable in all circumstances; and

(b) permanent employment is the preferred mode of employment for Employees
covered by this Agreement.

The Employer recognises that casual employment, labour hire, and other contract for service
arrangements are not the preferred methods for delivery of services, and the Employer will
work towards minimising the use of casual employment, labour hire and other contract for
service arrangements.

Employees

Prior to engaging, or extending the engagement of, a labour hire employee, or otherwise
entering into a new or extended labour hire arrangement, the Employer must first consider
whether any permanent Surplus employees can undertake the role or duties required. All
duties undertaken by labour hire employees will be assessed every three months for the
possibility of a Surplus employee instead undertaking the role or duties. If a permanent Surplus
employee can undertake the role or duties, they will be offered the employment.

Where more than one appropriate permanent Surplus employee exists, the following hierarchy
shall apply for access to the role or duties:

(a) internal Surplus employees are considered first;

(b) if no internal Surplus employees are suitable, Registered employees from other
employing authorities are considered; and



10.

10.1

10.2

10.3

10.4

10.5

(c) if no Registered employees are suitable, Registrable employees from other employing
authorities are considered.

CONTRACT OF SERVICE
Probation

(a) All Employees appointed by the Employer shall initially be employed on a probationary
period not exceeding 3 months.

(b) Prior to the expiry of a probationary period the Employer shall:
(i) confirm the appointment;

(ii) where performance issues have been identified and appropriate support and
training to enhance performance has been provided and documented, extend
the Employee’s period of probation for a further period as determined by the
manager, but shall not exceed a further 3 months; or

(iii) terminate the appointment due to unsatisfactory performance.

Any Employee, other than a casual Employee, who is ready, willing and available for work shall
be provided with a full week’s work by the Employer. If a full week’s work is not provided, the
Employee shall be entitled to not less than the minimum weekly wage prescribed in this
Agreement for their class of work. A full week’s work for a part time Employee shall equate to
the ordinary working hours as agreed between the part time Employee and the Employer under
clause 12 — Part Time Employment.

The Employer shall be under no obligation to pay for any day not worked upon which the
Employee is required to present for duty, except where such absence from work is on account
of holidays or leave to which the Employee is entitled to under this Agreement.

An Employer may direct an Employee to carry out such duties as are within the limits of the
Employee’s skill, competence and training, including work that is incidental or peripheral to the
Employee’s main tasks or functions.

Notice of termination of employment by the Employer

(a) The employment of an Employee, other than a casual Employee, apprentice, trainee,
or fixed term contract Employee as prescribed in clause 12 — Part Time Employment
and clause 13 — Casual Employment, must not be terminated unless the Employer has
given the Employee the period of notice specified in the table below:

EMPLOYEE’S PERIOD OF CONTINUOUS SERVICE WITH THE EMPLOYER AT THE END PERIOD

OF THE DAY THE NOTICE IS GIVEN

Not more than 1 year 1 week
More than 1 year but not more than 3 years 2 weeks
More than 3 years but not more than 5 years 3 weeks
More than 5 years 4 weeks
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10.7

10.8

10.9

The period of notice for an Employee, who at the end of the day the notice is given is
over 45 years of age and has completed at least two years continuous service with the
Employer, is to be increased by one week.

The additional period of notice shall form part of the notice provided under clause
10.5(a) or payment in lieu of notice worked out on the basis of the Employee’s ordinary
hours of work.

The Employee may be terminated by the Employer giving the Employee part of the
required period of notice, with payment in lieu for the remainder of the required period
of notice.

Payment in lieu of notice must equal or exceed the total amount that the Employer
would have become liable to pay the Employee if the Employee’s employment had
continued until the end of the required period of notice.

Payment in lieu of notice must be worked out on the basis of:
(i) the Employee’s ordinary hours of work, even if they are not standard hours;

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

(iii) any other amounts payable under the Employee’s contract of employment.

Notice of termination of a casual Employee’s employment

The employment of a casual Employee must not be terminated unless the Employer has given

the Employee one hour’s notice of termination or payment in lieu of one hour’s notice.

Notice of termination of a trainee’s employment

(a)

Trainees engaged under a traineeship training contract as defined in clause 22 -
Traineeships are not, at the conclusion of the contract, entitled to notice or payment
in lieu of notice.

Although the completion of a traineeship does not guarantee the trainee future
employment in the Public Sector, the Employer will cooperate to assist the trainee to
be placed in suitable employment, should a position arise.

Notice of termination of a fixed term contract Employee’s employment

Fixed term contract Employees as prescribed in clause 11 - Types of Employment are not, at

the conclusion of the contract, entitled to notice or payment in lieu of notice.

Employee notice of termination of employment by the Employee

(a)

The notice required to be given by an Employee is the same as that required of the
Employer. If the required notice is not provided, the Employee will forfeit the same
amount of pay in lieu of notice.
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10.11

10.12

11.

111

11.2

113

(c)

There is no requirement for the Employee to give additional notice based on the age
of the Employee concerned.

A casual Employee shall provide the Employer with 1 hours’ notice of termination or
forfeit 1 hour’s pay in lieu of the required notice.

Termination of an Employee for Serious Misconduct

Where an Employee has been found to have committed Serious Misconduct, the Employer may

terminate the employment of the Employee without notice or payment in lieu of notice where

it is unreasonable to require the Employer to continue the employment of the Employee. In

such cases, wages shall be paid up to the time of dismissal only.

Statement of employment

An Employer shall provide upon request to an Employee who has been terminated, a written

statement specifying the period of employment and the classification or type of work

performed by the Employee.

Job search entitlement

(a)

Where an Employee’s services are terminated by the Employer, an Employee shall be
allowed to take up to 1 day per week for each week of notice without loss of pay for
the purpose of seeking other employment. The time off shall be taken at times that
are convenient to the Employee after consultation with the Employer.

If the Employee has been allowed paid leave for more than 1 day during the notice
period for the purpose of seeking other employment, the Employee shall, at the
request of the Employer, be required to produce proof of attendance at an interview
or they shall not receive payment for the time absent. For this purpose, a statutory
declaration will be sufficient.

TYPES OF EMPLOYMENT

A person may be appointed as a full time or part time Employee:

(a)

(b)

on an ongoing basis; or

for a fixed term.

A person may be appointed as a casual Employee, subject to the provisions of clause 13 Casual

Employment.

Employees will be employed on an ongoing basis except in the following circumstances where

fixed term and casual contracts may be used:

(a)

(b)

special projects;

to temporarily fill vacancies where a decision has been made to fill that vacancy, whilst
the recruitment process is being undertaken:
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12.

12.1

12.2

(d)

to fill vacancies due to:

(i) parental leave;

(ii) long service leave;

(iii) personal leave;

(iv) workers’ compensation;

(V) secondments;

(vi) the substantive occupant temporarily working in another position that may

involve higher duties;
(vii) leave without pay; and
(viii) other forms of leave as prescribed in this Agreement; and

any other situations as agreed between the Employer and the Union, either at an
industry or a local level.

Employees appointed on either an ongoing basis or on a fixed term contract shall be advised in

writing of their terms of appointment and such advice shall specify the date of commencement,

hours of work and, in the case of fixed term contract Employees, the cessation date of the

contract.

PART TIME EMPLOYMENT

A part time Employee shall be entitled to the same entitlements as a full time Employee on a

pro rata basis according to the hours worked by the Employee.

(a)

At the time of engagement, the Employer and the part time Employee will agree in
writing on a regular pattern of work, specifying the hours worked each day, which days
of the week the Employee will work, and the actual starting and finishing times each
day.

Rostered Employees shall be informed of their minimum hours of engagement and the
basis upon which rosters are formulated. An agreement concerning a part time
Employee’s ordinary hours of work shall be consistent with the relevant provisions of
clause 16 - Hours of Work.

The Employer and Employee may agree, in writing, to a temporary variation to an Employee’s

ordinary working hours such that:

(a)

time worked up to 8 hours on any day is not to be regarded as overtime but an
extension of the agreed hours for that day and should be paid at the normal rate of

pay;

additional days worked, up to a total of 5 days per week, are regarded as an extension
of the agreed hours and should be paid at the normal rate of pay;



12.3

13.

13.1

Wages

13.2

13.3

13.4

(c) additional hours worked for which overtime is not paid shall be considered as part of
the Employee’s ordinary working hours; and

(d) any time worked beyond the relevant daily spread of hours and/or days of the week as
prescribed in clause 16 — Hours of Work shall be considered overtime.

Nothing in clause 12 — Part time Employment prevents the Employer and Employee from
agreeing, in writing, to a permanent variation to the part time Employee’s ordinary working
hours as established under clause 12 — Part Time Employment.

CASUAL EMPLOYMENT

When an Employee is appointed on a casual basis and before they are so engaged, they shall
be informed of their casual status and their conditions of employment.

A casual Employee shall be paid for each hour worked at the appropriate classification
contained in Schedule 2 - Wages and Allowances with the addition of casual loading in lieu of
annual leave, personal leave and payment for Public Holidays.

The casual loading payable is 25 per cent.

Notwithstanding the provisions of subclause 13.2, casual Employees are entitled to weekend
and Public Holiday shift penalties for time worked as follows:

(a) Saturdays and Public Holidays at time and one half
(b) Sundays at double time

(c) These penalties are paid in addition to but are not compounded on the casual loading
provided for in subclause 13.3.

Conditions of Employment

13.5

13.6

13.7

13.8

Conditions of employment, leave and allowances provided under this Agreement do not apply
to a casual Employee with the exception of clause 35 - Long Service Leave, clause 37 - Family
and Domestic Violence Leave, clause 38 - Bereavement Leave and clauses 36.46 - 36.50
Unpaid Carers Leave.

Where expenses are directly and necessarily incurred by a casual Employee in the ordinary
performance of their duties, the Employee shall be entitled to reimbursement in accordance
with the Agreement.

The minimum period of engagement of a casual Employee will be 3 hours on each
engagement.

The Employer will determine the appropriate increments for casual Employees by taking into
consideration prior experience within the Public Sector.
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13.10

Nothing in this clause shall confer “permanent” or “fixed term contract” officer status within
the meaning of section 64 of the Public Sector Management Act 1994.

The employment of a casual Employee may be terminated at any time by the casual
Employee or the Employer giving to the other one hour’s prior notice. In the event of an
Employer or casual Employee failing to give the required notice, one hour’s salary shall be
paid or forfeited.

Caring Responsibilities

13.11

13.12

13.13

13A.
13A1

13A2

Subject to the evidentiary and notice requirements in clause 36 — Personal Leave, a casual
Employee is entitled to not be available to attend work or to leave work if they need to care
for members of their immediate family or household who are sick and require care and
support, or who require care due to an unexpected emergency, or the birth of a child.

The Employer and the casual Employee shall agree on the period for which the casual
Employee will be entitled to not be available to attend work. In the absence of agreement,
the Employee is entitled to not be available to attend work for up to 48 hours (i.e. two days)
per occasion. The casual Employee is not entitled to any payment for the period of non-
attendance.

An Employer must not fail to re-engage a casual Employee because the casual Employee
accessed the entitlements provided for in this clause. The rights of an Employer to engage or
not engage a casual Employee are otherwise not affected.

Conversion to Permanency

Preference for Permanent Employment

(a) Permanent employment is the preferred mode of employment for employees
covered by this Agreement.

(b) The Government recognises that fixed term contract and casual employment are
required to allow flexibility in appropriate circumstances for both employers and
employees. The employer will work towards minimising the use of these modes of
employment so far as practicable, including by complying with clause 13A.2 (Fixed
term contract employment) and 13A.3 (Casual employment).

(c) The review mechanisms and processes detailed in clauses 13A.2 and 13A.3 are to be
reviewed over the life of this Agreement.

Fixed Term Contract Employment

(a) An employer may only employ a person as a fixed term contract employee in the
following circumstances:

(i) to cover one-off periods of relief;

(ii) to temporarily fill a vacancy during a recruitment process;
(iii) for periods of traineeships and cadetships;

(iv) if the person is in Australia on a visa with a fixed duration;



(v)
(vi)
(vii)

(viii)

For the

(i)

to work on a project or program with a finite life;
to fill a position that is subject to external funding;

to perform work that is seasonal in nature or subject to demand-driven
fluctuation; or

in any other situation agreed between the employer and union.
purposes of this clause:
an ‘eligible fixed term employee’ is a fixed term employee:

e who has completed two or more years of service in the same or a
similar role under one or more fixed term contracts with the same
employer without a break in service; and

e has a documented record of satisfactory performance in their role;
and

a ‘break in service’ is a break between contracts of more than two weeks,
attributable to fluctuating demand or business need, or taken at the request
of the employee.

Any period between contracts for which payment in lieu of leave has been
made by the employer does not count towards calculating the two-week
period.

If a question arises in a dispute under this Agreement as to whether a break
between contracts constitutes a break in service, it is the responsibility of the
employer to demonstrate the break was attributable to fluctuating demand
or business need, or in response to the employee’s request, and was not
imposed to avoid an obligation to review or permanently appoint an
employee.

An employer must, no later than three months after:

(i)
(ii)

(iii)

the date on which an employee became an eligible fixed term employee;

for an employee who is an eligible fixed term employee on the date of
registration of this Agreement — that date; and

for an employee who continues to be employed on a fixed term contract in
the same or a similar role without a break in service — each second
anniversary of the date referred to in subclause (i) or (ii);

review the contract and the circumstances of the work being performed by the
employee at the time of the review to determine whether the fixed term
employment meets a circumstance listed in subclause (a).

If, after carrying out a review referred to in subclause (c), the employer determines
the fixed term employment does not meet a circumstance listed in subclause (a), the
employer must appoint the employee permanently to the same position at their

current

FTE.

10



(e) The requirement at 13A.2(d) does not apply if the employer certifies in writing that
the role performed by the fixed term employee can no longer be funded from within
the Organisation’s approved salary expense limits.

(f) If, after carrying out a review referred to in subclause (c), the employer determines the
fixed term contract meets a circumstance listed in subclause (a), the employer must
give the employee in writing no later than two weeks after the date of completing the
review:

(i) a statement of the review outcome and the reasons for it; and

(ii) a plain-language summary of an employer’s obligations under this clause to
appoint eligible fixed term employees to permanent employment, and the
actions the employee can take if they disagree with the review outcome.

(g) For the purposes of 13A.2(c), if an eligible fixed term employee is employed under
multiple fixed term contracts with the same employer, each contract and the
circumstances of the work being performed under it is to be reviewed individually.

13A.3 Casual Employment

(a) An employer may only engage a person as a casual employee in the following
circumstances:

(i) if the hours and patterns of work fluctuate substantially and are not
regular or systematic; or

(ii) in any other situation agreed between the employer and union.
(b) For the purposes of this clause:
(i) an ‘eligible casual employee’ is an employee described as a casual

employee who:

e has completed two or more years of service with the same
employer in the same or a similar role without a break in
service; and

e has a record of satisfactory performance in their role;

(ii) a ‘break in service’ is a period of more than 30 days during which a
person is not engaged by the employer to perform work, attributable to
fluctuating demand or business need or taken at the request of the employee.

If a question arises in a dispute under this Agreement as to whether a
break between contracts constitutes a break in service, it is the responsibility
of the employer to demonstrate the break was attributable to fluctuating
demand or business need, or in response to an employee request, and was not
imposed to avoid an obligation to review or permanently appoint an employee.

(c) The employer must review the circumstances of an eligible casual employee’s
engagement to determine whether or not they meet a circumstance described in
subclause (a) no later than three months after:

11



(i) the date on which the employee completes two years of service with the
same employer in a same or similar role without a break in service;

(ii) for an employee who is an eligible casual employee on the date of
registration of this Agreement — that date; and

(iii) for an employee who has continued to be engaged as a casual employee
without a break in service — each second anniversary of the date referred to
in subclause (i) or (ii).

If, after carrying out a review referred to in subclause (c), the employer determines
an employee’s engagement does not meet a circumstance listed in subclause (a), the
employer must:

(i) establish a new permanent position reflecting the duties of the casual role at
the FTE equivalent to the average hours worked by the employee for the
preceding six months, unless the employer certifies in writing that the role
performed by the employee:

e has been wholly or substantially externally funded and the funding
source will no longer be available; or

e can no longer be funded from within the Organisation’s approved
salary expense limits;

(ii) no later than two weeks after the date of the review:

e advise the employee in writing of the review outcome and the reasons
for it; and

e if the employer has established a new position, and unless a
circumstance in subclause (e) applies, offer the employee permanent
appointment to the newly established position.

The employee whose engagement is the subject of a review resulting in the
establishment of a new position is entitled to be appointed permanently to the
position unless the employee is in Australia on a visa with a fixed duration.

If, after carrying out a review referred to in subclause (c), the employer determines the
casual engagement meets a circumstance described in subclause (a), the employer
must give the employee in writing no later than two weeks after the date of completing
the review:

(i) a statement of the review outcome and the reasons for it; and

(ii) a plain-language summary of an employer’s obligations under this clause to
establish permanent positions where employees have been working regular
and systematic hours over a qualifying two-year period, and the actions the
employee can take if they disagree with the review outcome.

If an employee does not accept an offer of permanent employment, the employer
may (at the employer’s discretion) continue to engage the employee as a casual
employee in a different position, subject to the requirements of subclause (a).

12
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14.1

14.2

14.3

14.4

14.5

14.6

14.7

14.8

14.9

14.10

15.

15.1

DISPUTE SETTLEMENT PROCEDURE

Any questions, difficulties or disputes arising in the course of the employment of Employees
bound by this Agreement shall be dealt with in accordance with this clause.

The Employee/s and the manager with whom the dispute has arisen shall discuss the matter
and attempt to find a satisfactory solution, within 3 working days.

If the dispute cannot be resolved at this level, the matter shall be referred to and be discussed
with the relevant manager's superior and an attempt made to find a satisfactory solution,
within a further three working days.

If the dispute is still not resolved, it may be referred by the Employee/s or Union representative
to the Employer or their nominee.

Where the dispute cannot be resolved within 5 working days of the Union representatives'
referral of the dispute to the Employer or their nominee, either party may refer the matter to
the WAIRC.

The period for resolving a dispute may be extended by agreement between the parties.

At all stages of the procedure an Employee may be accompanied by a Union representative or
another person able to provide support.

The parties agree that work will continue throughout the dispute resolution process.

Any questions, difficulties or disputes arising under this Agreement may be referred by either
party to the WAIRC for conciliation and/or arbitration for resolution.

Nothing in this clause constitutes a referral agreement within the meaning of section 12 of the
Employment Dispute Resolution Act 2008.

DISCIPLINE
For the purpose of this clause the following definitions shall apply.

(a) “Improvement action” means any one or more of the following actions by the Employer
in respect of an Employee for the purpose of improving the performance or conduct of
the Employee:

(i) counselling;
(ii) training and development; or
(iii) any other action of a similar nature.
(b) “Misconduct” is when an Employee abuses their authority for personal gain, or to cause

detriment to another person, or acts contrary to the public or the Employer’s interest.

(c) “Misdemeanour” is a minor infringement of the Employer’s policies, practices or codes.
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15.2

15.3

15.4

155

(d)

(e)

“Reprimand” is the issuing of a warning to the employee that certain conduct is
unacceptable or that the Employee’s performance is not satisfactory.

“Serious Misconduct” is as defined in clause 3 Definitions

An Employee who:

disobeys or disregards a lawful order; or

contravenes any provision of the Employer’s Code of Conduct or any public- sector
standard or Code of Ethics; or

commits an act of misconduct; or
is negligent or careless in the performance of their functions; or

commits an act of victimisation within the meaning of section 15 of the Public Interest
Disclosure Act 2003.

may be deemed by the Employer to have committed a breach of discipline.

The discipline process will be conducted pursuant to the policies and practices of the Employer.

Where the Employer seeks to discipline an Employee, the following steps shall be observed:

(a)

In the event that an Employee commits a misdemeanour, the Employee's immediate
supervisor or any other officer so authorised, may exercise the Employer's right to
reprimand the Employee so that the Employee understands the nature and
implications of their conduct.

The first two such reprimands shall take the form of warnings and, if given verbally,
shall be confirmed in writing as soon as practicable after the giving of the reprimand.

Should it be necessary, for any reason, to reprimand an Employee three times in a
period not exceeding 12 months continuous service, the contract of service may, upon
the giving of that third reprimand, be terminable by giving notice in accordance with
clause 10 — Contract of Service.

The above procedure is meant to preserve the rights of the individual Employee, but it
shall not, in any way, limit the right of the Employer to summarily dismiss an Employee
for misconduct.

Disciplinary Action

Disciplinary action in relation to a breach of discipline by an Employee may result in one or

more of the following actions being taken by the employer in lieu of a reprimand:

(a)
(b)

(c)

no action; or
improvement action; or
dismissal.
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15.6

15.7

PART 3:

16.

l6.1

16.2

16.3

16.4

16.5

Performance related matters will be managed by the Employer’s Performance Management

and Sub Standard Performance Management systems.

Serious Misconduct

(a)

(b)

The Employer may terminate an Employee without notice or payment in lieu of notice
if the employee is guilty of Serious Misconduct.

In such cases wages shall be paid up to the time of the dismissal only.

HOURS OF WORK

HOURS OF WORK

Prescribed Hours of Work and Standard Operating Hours

(a)

The prescribed working hours of Employees will be 38 hours per week averaged over
a 4 week settlement period.

Ordinary hours may be worked between 6.00am and 6.00pm Monday to Friday, as
determined by the Employer according to the needs of the Employer.

A standard working day shall be 7 hours and 36 minutes which is calculated as 7.6
hours, for the purpose of standard working hours, leave, public holidays, public service
holidays and full day training.

A maximum of 10 ordinary hours may be worked in any day, unless otherwise approved
by the Employer.

The start and finishing times of Employees will be flexible and responsive to meet:

(i) operational requirements;

(ii) greater customer service needs;

(iii) maximum productivity;

(iv) project and seasonal variances; and

(v) the needs of the Employer and Employee/s.

A morning tea break of 10 minutes duration shall be allowed each day without deduction of

pay and shall be arranged at a time and in a manner to suit the convenience of the Employer

and operational requirements.

An Employee shall not be compelled to work for more than 5 continuous hours without a meal

break of at least 30 minutes.

In exceptional circumstances and at the direction of the Employer, when an Employee is

required for duty during their usual meal break, and their meal break is postponed for more

than 30 minutes due to operational requirements, the Employee shall be paid at overtime rates

for time worked after working 5 continuous hours until the Employee is able to commence their

meal break.

Variations of Standard Operating Hours
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16.6

(e)

Where it is deemed necessary to provide quality client services and meet customer
service and operational requirement in an efficient and effective manner, the Employer
may extend standard operating hours of any work area to operate over a six or seven
day working week.

The Employer may vary the standard operating hours of duty for any work area, to
make provision for:

(i) the attendance of Employees for duty on a Saturday, Sunday or Public Holiday;

(ii) the performance of shift work including work on Saturdays, Sundays or Public
Holidays in accordance with clause 17 - Shiftwork;

(iii) seasonal variations of standard operating hours for summer, autumn, winter
and spring;

(iv) the operation of standard working hours over a 7 day week in exceptional

circumstances to meet extraordinary work demands.

Other than in an emergency or in exceptional circumstances, where the Employer
intends to vary the standard operating hours of duty of the Organisation in accordance
with subclause 16.5(a) or 16.5(b), the Employer shall be required to give Employees
one month’s notice in writing of the intended changes to standard operating hours to
the work areas and Employees who will be affected by the changes. Such notice must
specify the duration and terms of the changes to the standard operating hours,
including the work location, worksite and work areas affected, and the days and hours
during which ordinary hours may be worked.

The requirement for one months’ written notice in subclause 16.5(c) does not apply in
an emergency, in exceptional circumstances, or for temporary variations in working
hours to meet normal peaks and troughs of work.

Employer approval and Union agreement is required where an Employee requests
approval to work ordinary hours on a Saturday or Sunday.

Work Team Roster

(a)

Where it is deemed necessary to meet operational and customer service requirements,
a team roster for each work team shall be developed in consultation with the affected
Employees.

The work team roster shall be made available to all affected Employees no later than
three working days prior to its commencement.

The roster shall indicate the following group requirements for the work team:
i starting and finishing times on a daily, weekly and, if relevant, seasonal basis;
ii. any core hour requirements;

iii. the minimum staffing requirements; and

iv. any other requirements in respect to lunch break coverage and leave.
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16.7

16.8

16.9

(d) Where deemed necessary to meet operational and customer service requirements, a
maximum number of flexi days which can be cleared per Employee per settlement
period may be established for specific work teams as part of the work team roster.

(e) The work team as a whole must ensure that the requirements of the roster are met.

Recording Attendance

(a) All Employees shall be required to accurately record and maintain a timesheet of actual
hours worked, with a continuous total of hours worked over the settlement period.

(b) Time sheets are to be audited and verified fortnightly by the supervisor.
(c) Falsification of time sheets will lead to disciplinary action.
Flexible Working Hours

(a) Employees may, subject to agreement by their supervisor, work flexible working hours
as provided for in this clause.

(b) The continuing operation of flexible working hours will depend on the Employer being
satisfied that the efficient functioning of the organisation is being enhanced by its
operation.

(c) Where the Employer is proposing to vary the flexible working hours arrangements of
any employee or work area, the Employer will give one month's notice in writing to the
Employees and work areas affected by the change. This requirement does not apply
to adhoc changes to meet immediate operational requirements, or where flexitime
arrangements are revoked in accordance with subclause 16.8(e).

(e) Flexitime is not a right but a privilege. The Employer may revoke an Employee's
eligibility to work flexitime:

(i) where it is considered that such an arrangement is contrary to the ability of
the Employer to meet its operational requirements; or

(ii) where flexitime has been misused; or

(iii) as part a result of sub-standard performance; or

(iv) as part of disciplinary procedures action.

(f) Where such approval to work flexitime is revoked, the Employee will work a standard
7.6 hours per day in order to meet the required 38 ordinary hours per week.

Credit Hours

(a) At the end of any 4 week settlement period, credit hours in excess of the prescribed
hours of duty required in any settlement period, up to a maximum of 38 hours are
permitted. Such credit hours shall be carried forward to the next settlement period.
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16.10

16.11

The maximum credit hours is inclusive of any credit hours carried forward from
previous settlement periods and of any flexitime cash outs.

Credit hours in excess of 38 hours at the end of a settlement period shall be lost.

Credit hours can be carried over into a new calendar year but cannot exceed 38 hours
at any time.

It is the responsibility of Supervisors and Employees to ensure that credit hours do not
exceed the maximum permitted.

Overtime hours worked will not form part of an Employee’s flexible working hours
credit for the purpose of calculating the prescribed 152 hours required to be worked
per settlement period under normal conditions.

Where an Employee is required to work for less than 30 minutes more than their
standard 7.6 ordinary working hours on any normal working day, the additional time
shall be added to the Employee’s ordinary accrued hours.

Where an Employee is required to work for more than 30 minutes over their standard
7.6 ordinary working hours on any normal working day, the additional time may be
added to the Employee’s ordinary accrued hours, or, where approved, overtime may
be paid for that additional time in accordance with the overtime clause of this
Agreement.

Debit Hours

(a)

(c)

Debit hours below the prescribed 152 hours per settlement period to a maximum of
7.6 hours (7 hours 36 minutes) are permitted at the end of each settlement period.
Such debit hours shall be carried forward to the next settlement period.

For debit hours in excess of 7.6 hours (7 hours 36 minutes), the Employee shall be
docked pay by taking leave without pay for the period necessary to reduce debit hours
to the maximum permitted in subclause 16.10.

Employees having excessive debit hours may be placed on standard working hours in
addition to being required to take leave without pay to reduce their debit hours.

Payment in lieu of credit hours “cash out”

(a)

Notwithstanding the above, an Employee may apply to receive payment In lieu of credit
hours, up to a maximum of 15.20 credit hours per settlement period. Approval to
convert credit hours to payment is at the discretion of the Employer.

The Employee must have sufficient credit hours existing at the time of application to
cover the "cash out" payment under subclause 16.11(a).

Any credit hours "cashed out" will be deducted from the Employee's total existing
credit hours and will reduce the maximum carry over credit by the amount of the total
“cash out” hours.
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17.

17.1

17.2

17.3

17.4

17.5

Reconciliation of Credit and Debit Hours on Termination

(a) On the termination of an Employee's service with the Employer, there will be a
reconciliation of ordinary hours worked to determine the amount of debit or credit
hours having regard to the nominal average number of hours worked to the date of
termination.

(b) For the purposes of calculating the nominal average number of hours for termination,
a day shall be calculated as 7.6 hours (7 hours 36 minutes).

(c) Where an Employee has credit of hours, the Employer will pay to the Employee, on
termination, an amount equivalent to such credit hours calculated at the ordinary rate
of pay.

(d) Where an Employee has debit of hours, the Employee will have deducted from their

termination payment, an amount equivalent to such debit hours calculated at the
ordinary rate of pay.

SHIFTWORK
The provisions of this clause apply to shift work whether continuous or otherwise.

For the purpose of this clause, the following terms shall have the following meaning:

(a) "Day Shift" shall mean a shift commencing at or after 6.00 a.m. and before 12.00 noon.

(b) "Afternoon Shift" shall mean a shift commencing at or after 12.00 noon and before 6.00
p.m.

(c) "Night Shift" shall mean a shift commencing at or after 6.00 p.m. and before 6.00 a.m.

The Employer may roster Employees to work on shifts, but before doing so shall notify the
Union of the intended starting and finishing times of ordinary working hours of the respective
shifts.

Consecutive Shifts

(a) Where any particular work is carried out on less than 5 consecutive Afternoon or Night
Shifts, overtime rates will be applied.

(b) Provided that where ordinary hours are normally worked on less than 5 days then
overtime rates will apply where any particular process is carried out on less than 4
consecutive Afternoon or Night Shifts.

(c) The sequence of work shall not be deemed to be broken under the preceding subclause
if work on the process is not carried out on a Saturday or Sunday or any other day the
Employer observes a shut down for the purposes of allowing a 38 hour week or on any
Public Holiday.

Where a shift commences at or after 11.00 p.m. on any day, the whole shift shall be deemed
for the purposes of this Agreement, to have been worked on the following day.
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17.10
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17.12

17.13

18.

18.1

A shift Employee working an Afternoon or Night Shift shall be paid 15 per cent more than the
Employee's ordinary rate prescribed by Schedule 2 - Wages and Allowances of this Agreement.

Penalty payment

Work performed during ordinary rostered hours on the following days shall be paid as follows:

(a) Saturday - at a rate of time and one half.
(b) Sunday - at a rate of double time.
(c) Public Holidays - at a rate of double time and one half.

These rates shall be paid in lieu of shift allowances prescribed in subclause 17.8.

A continuous shift Employee, who is not required to work on a Public Holiday which falls on the
Employee's rostered day off, shall be allowed a day's leave with pay to be added to the
Employee’s annual leave entitlement or taken at a time which is agreed between the Employer
and Employee.

Work performed by an Employee on a rostered day off or in excess of an Employee’s ordinary
hours shall be paid in accordance with the provisions of clause 18 — Overtime and Emergency
Duty.

An Employee shall work a 76 hour fortnight, exclusive of meal intervals, for no more than 10
shifts of 7 hours and 36 minutes per fortnight, except:

(a) where agreement is reached between the Employer and the Union that the length
and/or number of shifts worked per fortnight may be altered; and

(b) when the agreed length of a shift extends beyond 7 hours and 36 minutes, overtime
shall be payable only for time worked in excess of the rostered shift.

Unpaid meal breaks shall be for a period of at least 30 minutes, but no greater than one hour
in duration.

Employees may be rostered to work on any of the 7 days of the week, for no more than 6
consecutive days and no more than 10 days in each fortnight. Where mutual agreement has
been reached between the Employer and the Union, shift workers may be exempt from this
provision.

Employees shall be allowed to exchange shifts or days off with other Employees provided the
Employer has approved the exchange of shifts and any excess hours worked shall not involve
the payment of overtime.

OVERTIME AND EMERGENCY DUTY

Where work is performed outside or in excess of ordinary hours Monday to Friday or on a
Saturday, Sunday or Gazetted Public Holiday, the following rates of overtime or time in lieu will

apply:
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18.2

18.3

18.4

18.5

18.6

18.7

DAY TIME WORKED OVERTIME RATE

First 2 hours Time and one half

Monday to Friday
All hours thereafter Double time

For the first 2 hours before Time and one half

12 noon
Saturday
Thereafter and/or after 12 .
Double time
noon
Sunday All work performed on a Double time
Sunday
Gazetted Public Holiday Time and one half
. . All work performed on a . -
as prescribed in clause , . (in addition to a normal
Public Holiday

33 — Public Holidays days pay)

Provided that where any Employee is required to work an amount of overtime that is less than
3 hours, the Employee shall be paid for a minimum of 3 hours’ work at the appropriate overtime
rate.

Subclause 18.2 shall not apply in cases where overtime is continuous (subject to a meal break)
with the completion or commencement of prescribed hours of duty.

In calculating overtime, each day shall stand alone, but where an Employee works overtime
which continues beyond midnight on any day (notwithstanding subclause 17.5, the time
worked after midnight shall be deemed to be part of the previous day’s work for the purpose
of this clause.

Neither the Union nor Employees covered by this Agreement, shall in any way, whether directly
or indirectly, be a party to or concerned in any ban, limitation or restriction upon the working
of overtime in accordance with the requirements of this clause.

Subject to subclause 18.7, an Employer may require an Employee to work reasonable overtime
in accordance with this clause.

An Employee may refuse to work overtime in circumstances where the working of such
overtime would result in the Employee working hours which are unreasonable, having regard
to:

(a) any risk to Employee health and safety;
(b) the Employee’s personal circumstances including any family responsibilities;
(c) the needs of the workplace or enterprise;

(d) the notice (if any) given by the Employer of the overtime and by the Employee of their
intention to refuse it; and
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18.10

18.11

18.12

(e)

any other relevant matter.

Notwithstanding subclause 18.1, an Employee may choose, with the consent of the Employer,

to take time off instead of payment for overtime at a time or times agreed with the Employer

and within a reasonable period of time. This agreement must be in writing.

If an Employee takes time off instead of payment for overtime, the amount of time off is to be

equivalent to the pay the Employee would have otherwise received for working the overtime.

Time Off In Lieu

(a)

Overtime may be paid at the specified penalty rate or taken as time off in lieu as
determined by the Employer.

Payment taken as time off in lieu must be agreed to between the parties prior to the
commencement of the overtime.

Time off in lieu will be calculated at the appropriate overtime rates, or a combination
of time off in lieu and payment calculated at the appropriate overtime rates.

The Employee shall be required to clear accumulated time off in lieu within two months
of the overtime being performed, provided that by written agreement between the
Employee and Employer, or duly authorised officer, time off in lieu of payment for
overtime may be accumulated beyond two months from the time the overtime is
performed so as to be taken in conjunction with periods of approved leave.

If the Employer is unable to release the Employee to clear such leave within two months
of the overtime being performed, and no further agreement prescribed in subclause
18.10(d) is reached, the Employee shall be paid for the overtime worked.

Emergency Recall to Work

(a)

Notwithstanding the provisions of subclauses 18.1 to 18.7 inclusive of this Agreement,
where an Employee is recalled to work for emergency duty after leaving the job, time
reasonably spent in getting to and from work shall be counted as time worked.

This subclause does not cover pre-planned and organised overtime.
Short Notice Burials

The provisions of sub clause 18.10(a) shall apply where an Employee is required to
perform short notice burials on a Saturday, Sunday or Gazetted Public Holiday, and was
not rostered to work overtime, to be on call or given prior notice to return to work.

On Call Provisions

(a)

(b)

Where deemed necessary to meet organisational requirements, an Employee may
receive a written instruction to be on call.

Whilst rostered on call, the Employee:
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18.14

(i) must either remain at the Employee’s residence or otherwise be immediately
contactable by telephone; and

(ii) shall be in a fit state to recall for duty.

(i) The Employee shall receive an allowance per hour, or part thereof, for
each hour rostered on call, as prescribed at Schedule 2 - Wages and Allowances
subclause 4.3.

(ii) This allowance is to be adjusted in line with annual wage increases as provided
for in this Agreement.

There is no minimum period for payment for on call duty.

An Employee recalled for duty during this time, will be paid at the appropriate overtime
rates from the time they report for duty. This does not constitute an emergency return
to work.

On call shall not include situations where Employees carry paging devices or make their
telephone numbers available in the event they may be needed for emergency recall to
work.

Break between Duty

(a)

(c)

Meals

Where practicable, Employees directed to perform overtime should have at least 10
consecutive hours off duty between work on successive days.

If, on instruction from the Employer, the Employee resumes or continues work without
having had 10 consecutive hours off duty, the Employee shall be paid double time until
they are released from duty. The Employee shall then be entitled to be absent until
they have had 10 consecutive hours off duty without loss of pay. Provided that a
minimum of 8 hours shall apply to accommodate mutual swapping of shifts between
Employees, or by mutual agreement to accommodate changeover of rosters.

The Employee shall not lose pay for ordinary working time when observing the
requirement to have 10 consecutive hours off duty outlined above.

Except in the case of emergency, an Employee shall not be compelled to work more than 5

hours” overtime duty without an unpaid meal break of at least 30 minutes. At the conclusion

of a meal break the calculation of the 5 hours limit recommences.
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19. RESPONDING TO WORK-RELATED INFORMATION AND COMMUNICATIONS OUTSIDE OF WORK

HOURS

19.1 In this clause:

19.2

19.3

19.4

19.5

(a) “Business-critical matters” means any situation which is unexpected and requires an
immediate response in relation to which the Employee’s expertise, advice or assistance
is required to enable an agency to perform its primary function.

(b) “Genuine welfare and safety matters” means serious matters likely to have an
imminent effect on the welfare and/or safety of the Employee.

(a) “Work-related communications” include all communication concerning work matters
that are not business critical or genuine welfare and safety matters sent via SMS, teams
messages, phone-calls, or any other means of technological communication, to a
personal or work issued phone, computer or other device.

The Employer is committed to minimising work-related communications to support work/life
balance for employees, whilst ensuring operational needs are met.

Managers and supervisors recognise employees are not required to access or respond to work-
related communications sent outside an Employee’s ordinary or rostered hours, unless there is
a business-critical matter or genuine welfare and safety matter.

Employees cannot be penalised or otherwise disadvantaged for choosing not to engage,
respond or access work-related information or communication technologies outside their
ordinary or rostered working hours.

This clause does not apply where an Employee is in receipt of an ‘On-call Provisions’ allowance
under clause 18 of this Agreement, undertaking reasonable overtime in accordance with clause
18 — Overtime and Emergency Duty of this Agreement, or where an Employee has provided
contact details for the purpose of being notified for available casual or overtime shift work.
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PART 4: WAGES

20.

20.1

20.2

20.3

20.4

20.5

20.6

20.7

MINIMUM ADULT WAGE

No Employee aged 21 or more shall be paid less than the minimum weekly rate of pay as
prescribed by the Minimum Conditions of Employment Act 1993 as amended by State Wage
Case orders.

The minimum weekly rate of pay is deemed to include all State Wage order adjustments from
State Wage Case orders.

Unless otherwise provided in this clause employees aged 21 or more employed as casuals, part-
time employees or piece workers or employees who are remunerated wholly on the basis of
payment by result shall not be paid less than pro rata the minimum weekly rate of pay according
to the hours worked.

The minimum weekly rate of pay shall not apply to apprentices, employees engaged on
traineeships or Jobskill placements or employed under the Commonwealth Government
Supported Wage System or to other categories of employees who by prescription are paid less
than the minimum weekly rate of pay, provided that no employee shall be paid less than any
applicable minimum weekly rate of pay prescribed by the Minimum Conditions of Employment
Act 1993.

Subject to this clause the minimum weekly rate of pay shall:
(a) Apply to all work in ordinary hours.

(b) Apply to the calculation of overtime and all other penalty rates, superannuation,
payments during any period of paid leave and for all purposes of this Agreement.

Adult Apprentices and Trainees

(a) No Trainee or apprentice, 21 years of age or more, shall be paid less than the minimum
weekly rate of pay as prescribed by the Minimum Conditions of Employment Act 1993
as amended by State Wage Case orders.

(b) The minimum weekly rate prescribed by subclause 20.6(a) is payable on
superannuation and during any period of paid leave prescribed by this Agreement.

(c) Where in this Agreement an additional rate is expressed as a percentage, fraction or
multiple of the ordinary rate of pay, it shall be calculated upon the rate prescribed in
this Agreement for the actual year of apprenticeship.

The rates of pay in this clause are to be adjusted in line with relevant determinations of the
WAIRC, and specifically State Wage orders.
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21. SUPPORTED WAGE

21.1  Employees Eligible for a Supported Wage

(a)

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

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

(ii) "Accredited Assessor", means a person accredited by the management unit
established by the Commonwealth under the Supported Wage System to
perform assessment of an individual's productive capacity within the
Supported Wage System;

(iii) "Disability Support Pension" means the Commonwealth pension scheme to
provide income security for persons with a disability as provided under the
Social Security Act 1991, as amended from time to time, or any successor to
that scheme; and

(iv) "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.

21.2  Eligibility Criteria

(a)

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 for receipt of a
Disability Support Pension. (This clause does not apply to any existing Employee who
has a claim against the Employer, which is subject to the provisions of workers'
compensation legislation, or any provision of the Agreement relating to the
rehabilitation of Employees who are injured in the course of their current
employment).

This clause also does not apply to Employers in respect of their facility, programme,
undertaking, service or the like which receives funding under the Disability Services Act
1986 and fulfils the dual role of service provider and sheltered Employer to people with
disabilities who are in receipt of or eligible for a Disability Support Pension, except with
respect to an organisation which has received recognition under s10 or s12A of the
Disability Services Act 1986, or if a part only has received recognition, that part.
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214

215

Supported Wage Rates

Employees to whom this clause applies shall be paid the applicable percentage of the minimum
rate of pay prescribed by Schedule 2 - Wages and Allowances of this Agreement for the class of
work, which the person is performing according to the following schedule:

Assessed Capacity (clause 16.5) % 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 $106 per week).

* Where a person's assessed capacity is 10%, they shall receive a high degree of assistance and
support.

Assessment of Capacity

For the purpose of establishing the percentage of the Agreement rate to be paid to the
Employees, the productive capacity of the Employee will be assessed in accordance with the
Supported Wage System and documented in an assessment instrument by either:

(a) the Employer and the Union, in consultation with the Employee, or if desired by any of
these; or
(b) the Employer and an accredited Assessor from a panel agreed by the parties to the

Agreement and the Employee.
Lodgement of Assessment Instruments

(a) All assessment instruments under the conditions of this clause, including the
appropriate percentage of the Agreement wage rate to be paid to the Employee, shall
be lodged by the Employer with the Registrar of the WAIRC.

(b) All assessment instruments shall be agreed and signed by the parties to the
assessment, provided that where the Union is not a party to the assessment, it shall be
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219

22.

22.1

referred by the Registrar to the Union by certified mail and shall take effect unless an
objection is notified to the Registrar within 10 working days.

Review of Assessment

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 shall be in
accordance with the procedures for assessing capacity under the Supported Wage System.

Other Terms and Conditions of Employment

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

Workplace Adjustment

An Employer wishing to employ a person under the provisions of this clause shall 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 Employees in the area.

Trial Period

(a) 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 4 weeks) may be needed.

(b) During the trial period the assessment of capacity shall be undertaken and the
proposed wage rate for a continuing employment relationship shall be determined.

(c) The minimum amount payable to the Employee during the trial period shall be no less
than $76 per week.

(d) Work trials should include induction or training as appropriate to the job being trialled.

(e) Where the Employer and Employee wish to establish a continuing employment
relationship following the completion of the trial period, a further contract of
employment shall be entered into based on the outcome of assessment under
subclause 21.5 (Lodgement of Assessment Instruments).

TRAINEESHIPS
Definitions

(a) "Trainee" means an employee engaged in a Traineeship as defined in this clause.

28



22.2

"Part Time Trainee" means a trainee who is employed for a minimum of 20 hours per
week (except in the case of school based traineeships), and has regular and stable hours
of work each week, to allow training to occur. Wages and entitlements accrue on a
pro-rata basis.

"Traineeship" means a full time or part time structured employment based training
arrangement approved by the Western Australian Department of Training and
Workforce Development where the trainee gains work experience and has the
opportunity to learn new skills in a work environment. On successful completion of the
traineeship the trainee obtains a nationally recognised qualification.

"Traineeship Training Contract" means the agreement between the Employer and the
trainee that provides details of the traineeship and obligations of the Employer and the
trainee and is registered with the Western Australian Department of Training and
Workforce Development.

"Training Plan" means the plan that outlines what training and assessment will be
conducted off-the-job and what will be conducted on-the-job and how the Registered
Training Organisation will assist in ensuring the integrity of both aspects of the training
and assessment process.

Traineeships

(a)

Trainees are to be additional to the normal workforce of the Employer so that Trainees
shall not replace paid workers or volunteers or reduce the hours worked by existing
Employees.

Training Conditions:

The arrangements between the Employer and the trainee in relation to the Traineeship
are as specified in the Traineeship Training Contract, as administered by the Western
Australian Department of Training and Workforce Development. The Trainee will be
trained in accordance with the agreed Training Plan.

Employment Conditions:

(i) the initial period of employment for Trainees is the nominal training period
endorsed at the time the particular Traineeship is established;

(ii) completion of the Traineeship scheme will not guarantee the Trainee future
employment in the Public Sector, but the Employer will cooperate to assist the
Trainee to be placed in suitable employment, should a position arise;

(iii) trainees are permitted to be absent from work without loss of continuity of
employment to attend off the job training in accordance with the Training Plan.
However, except for absences provided for under this Agreement, failure to
attend for work or training without an acceptable cause may result in loss of
pay for the period of the absence;
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(iv) trainees will receive a mix of supervised work experience, structured training
on the job and off the job, and the opportunity to practice new skills in a work
environment; and

(v) overtime and shift work shall not be worked by Trainees except to enable the
requirements of the training to be effected. When overtime and shift work are
worked the relevant allowances and penalties of this Agreement, based on the
training wage referenced in subclause (d) of this subclause will apply. No
Trainee shall work overtime or shift work unsupervised.

(d) Wages:

The wages applicable for Trainee Horticulturists are prescribed at Schedule 2 - Wages
and Allowances. For all other trainees, the applicable wages are prescribed by the
Public Sector Labour Relations Circular — Pay Rates for Public Sector Trainees.

PAYMENT OF WAGES

The wage increases provided in this Agreement are in full and final settlement of productivity
improvements up to the date of commencement of this Agreement.

The wages provided for by the Agreement shall be those contained in Schedule 2 - Wages and
Allowances which includes:

(a) a 5.0% wage increase on and from 1 January 2024;
(b) a 4.0% wage increase on and from 1 January 2025; and
(c) a 3.5% wage increase on and from 1 January 2026.

An Employee who is employed by the Employer on the date of registration of this Agreement
will, on registration of the Agreement, receive a payment equivalent to the additional wages
that would have been paid had the wages in Schedule 2 - Wages and Allowances been paid on
and from 1 January 2024.

An Employee who resigns or retires or whose employment is otherwise terminated prior to the
registration of this Agreement is not entitled to the retrospective payment provided in
subclause 23.3.

On pay day, Employees shall be provided with access to advice detailing the gross amount of
wages or allowances due, all deductions, and the number of ordinary hours and overtime hours
worked.

Wages shall be paid by direct funds transfer to the credit of an account nominated by the
Employee at a Bank, Building Society or Credit Union approved by the Treasurer or an
Accountable Officer.

Any error in an Employee's wages, on request will be adjusted as soon as practicable.

SALARY PACKAGING ARRANGEMENT
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An Employee may, by agreement with the Employer, enter into a salary packaging arrangement
in accordance with this clause and Australian Taxation Office requirements.

Salary packaging is an arrangement whereby the entitlements and benefits under this
Agreement, contributing toward the Total Employment Cost (TEC), (as defined in subclause
23.3 of this clause) of an Employee, can be reduced by and substituted with another or other
benefits.

The TEC for salary packaging purposes is calculated by adding the following entitlements and
benefits:

(a) the base wage;
(b) other cash allowances;
(c) non cash benefits;

(d) any Fringe Benefit Tax liabilities currently paid; and
(e) any variable components.

Where an Employee enters into a salary packaging arrangement the Employee will be required
to enter into a separate written agreement with the Employer setting out the terms and
conditions of the salary packaging arrangement.

Notwithstanding any salary packaging arrangement, the wage rate as specified in this
Agreement is the basis for calculating wage related entitlements specified in the Agreement.

Compulsory Employer Superannuation Guarantee contributions are to be calculated in
accordance with applicable federal and state legislation. Compulsory Employer contributions
made to superannuation schemes established under the State Superannuation Act 2000 are
calculated on the gross (pre-packaged) wage amount regardless of whether or not an Employee
participates in a salary packaging arrangement with their Employer.

A salary packaging arrangement cannot increase the costs to the Employer of employing an
individual.

A salary packaging arrangement is to provide that the amount of any taxes, penalties or other
costs for which the Employer or Employee is or may become liable for and are related to the
salary packaging arrangement, shall be borne in full by the Employee.

In the event of any increase in taxes, penalties or costs relating to a salary packaging
arrangement, the Employee may vary or cancel that salary packaging arrangement.

Wages as prescribed by Schedules 2 are to be applied for the purposes of subclause 24.3,
regarding TEC, and subclause 24.6, regarding Compulsory Employer Superannuation Guarantee
contributions.

WAGES OVERPAYMENTS
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Wages overpayments will be repaid to the Employer within a reasonable period of time.

The Employee will be contacted as soon as possible after an overpayment has been discovered
to discuss the repayment of monies.

If agreement cannot be reached, the Employer may deduct the amount of overpayment at the
same length of time that the overpayment occurred.

The Employer may not deduct or require an Employee to repay an amount exceeding 20% of
the Employee's net pay in any one pay period.

On compassionate grounds, the Employer may allow an extended period for the recovery of
overpayments, at a rate not exceeding 10% of the Employee's net pay in any one pay period.
This will be agreed to in writing between the Employer and Employee.

ALLOWANCES
HIGHER DUTIES ALLOWANCE

Any Employee required to perform duties at a higher classification level than they are currently
paid, for more than 1 hour, shall be paid the higher rate for the day.

Subclause 26.1 shall not apply where, by agreement between the Employer and the Employee,
an Employee is offered a period of training at a higher classification level than that which they
are substantively classified.

(a) Such a period shall be recorded as training by the Employer with a record being kept
on the Employee's personal file as proof of having undertaken the training.

Partial Higher Duties shall be defined as the difference between the Employee's current
classification and the classification of the position in which they are directed to carry out duties

when:

(a) the Employee is not required to fully undertake the full duties of the higher classified
position; and/or

(b) the Employee does not possess the full range of competencies.

Partial Higher Duties does not cover situations where an Employee is undertaking duties of a
higher classified position for the purposes of training. Prior to commencing Partial Higher
Duties, the Employee will be informed of:

(a) the duties to be carried out;

(b) the proposed period of the arrangement;
(c) the responsibilities to be accepted; and
(d) the allowance to be paid.

The following conditions shall also apply:
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(a) the allowance will be adjusted as the Employee gains more skills at the higher
classification, should these additional skills be required; and

(b) if there is an extension to the initial period of higher duties, the allowance will be
reviewed prior to the additional period of higher duties being commenced.

The proportionate allowance will be the amount paid based on the following calculations:

Duties and responsibilities actually performed

- — - — X Full higher duties allowance
Full duties and responsibilities of the higher position

FUNERAL SERVICES ALLOWANCE

The rates of pay for Cemetery Workers (Burials), Cemetery Workers (Mausoleum Attendants)
and Cemetery Worker (Crematorium Operators) is a supplementary payment as compensation
for working in unfavourable conditions in relation to undertaking burials, internments or
cremations of deceased persons on a daily basis; including

(a) raking and handling of cremated human remains; or

(b) working in a confined space at a depth and/or height of up to a maximum of 4.1m by
0.8m wide; or

(c) working in a confined space where there are dead already interred.

This supplementary payment is provided on the basis that the services provided by the
Cemetery Workers (Burials), Cemetery Workers (Mausoleum Attendants) and Cemetery
Worker (Crematorium Operators) are considered to be essential to the well-being of the
community.

This supplementary payment per hour as prescribed in Schedule 2 — Wages and Allowances
subclause 4.6

Funeral Services Assist Allowance

(a) When other Employees covered by this Agreement undertake relief duties as a
Cemetery Worker (Burials), Cemetery Worker (Mausoleum Attendant) or Cemetery
Worker (Crematorium Operators) for more than one hour they are entitled to this
supplementary payment on the following condition:

(i) the majority of the duties of a Cemetery Worker (Burials), Cemetery Worker
(Mausoleum Attendant) or Cemetery Workers (Crematorium Operators) are
undertaken; and

(iii) the allowance is paid in accordance with the following formula which
calculates the weekly rate:

Days per week relief duties were " 02 8 Funeral Services
undertaken for more than one hour ' Allowance
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EXHUMATION ALLOWANCE

An Employee who fully participates in the opening and/or entering of a grave for the purpose
of an exhumation of human remains shall be paid an allowance per body exhumed as
prescribed in Schedule 2 - Wages and Allowances subclause 4.9.

DEPLOYMENT ALLOWANCE
Employees are employed to work across all work locations of the Employer.

The Employer may permanently or temporarily deploy an Employee to perform duties within
any work area and at any work site of the Employer that are within the limits of the Employee's
skills. Such deployment of Employees will be subject to:

(a) operational requirements of the Employer;

(b) competence and training of the Employee;

(c) safety and health requirements; and

(d) consultation with the affected Employee as per clause 55 — Consultation of this
Agreement.

Temporary Deployment

29.3

294

Temporary deployment will occur when a planned or unforeseen need arises creating the need
for the temporary deployment of an Employee to an alternate position and/or work site.

(a) Employees will be provided notice and an estimate of the length of any temporary
move. It will be expected that an Employee will return to their substantive position
after the temporary deployment.

(b) For temporary deployment, reasonable reimbursement of additional costs are
recognised through the provision of a Schedule 2 Wages and Allowances subclause
4.12.

(c) When an Employee is temporarily deployed to another work site, the Employee will

receive a Deployment Allowance as prescribed at Schedule 2 - Wages and Allowances
subclauses 4.12.

(d) The Deployment Allowance prescribed in Schedule 2 - Wages and Allowances
subclause 4.12 is payable per day, for a maximum of two weeks.

The provision of this allowance is made within the parameters of Schedule 3 - Deployment
Allowance taking account of the following:

(a) the distance travelled to the temporary location is more than 5 kilometres further than
the Employee would normally travel to work (if the distance is less than 5 kilometres
further than the employee would normally travel to work the allowance is not payable);
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(b) motor vehicle allowance is not paid in conjunction with this allowance nor is it an option
to the payment of this allowance;

(c) payment of this allowance is not applicable if travelling on the Employer’s time and in
the Employer’s vehicle; and

(d) the allowance prescribed at Schedule 2 Wages and Allowances subclause 4.12 applies
whether Employees utilise public transport or their own vehicle.

If a break in deployment occurs payment of the Deployment Allowance will recommence for a
further maximum two week period or for the remainder of the deployment (but for no longer
than two weeks)

(a) A break in deployment is defined as returning to another work site to undertake work
for a minimum period of at least two hours.

FARES AND TRAVELLING ALLOWANCES

Where an Employee is required during their normal working hours, by the Employer, to work
outside their usual place of employment, the Employer shall pay the Employee any reasonable
travelling expenses incurred, except where an allowance is paid in accordance with subclause
29.2.

(a) Where an Employee is required and authorised to use their own motor vehicle in the
course of their duties, they shall be paid an allowance not less than that provided for
in Schedule 2 — Wages and Allowances subclause 4.17. Notwithstanding anything
contained in this subclause the Employer and the Employee may make any other
arrangements as to car allowance not less favourable to the Employee.

(b) Where an Employee in the course of a journey travels through two or more of the
separate areas, payment at the rates prescribed in Schedule 2 — Wages and Allowances
subclause 4.17 shall be made at the appropriate rate applicable to each of the separate
areas travelled.

(c) A year for the purpose of this clause shall commence on the first day of July and end
on the thirtieth day of June the following year.

FIRST AID ALLOWANCE
First Aid Allowance

(a) An employee who has been trained to render first aid and who is the current holder of
appropriate first aid qualifications such as a certificate from the St. John's Ambulance
or similar body shall be paid a weekly allowance as prescribed in Schedule 2 subclause
4.15.

(b) The allowance is only payable to an Employee if appointed by the Employer to perform
first aid duty.
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ANNUAL LEAVE

An Employee (other than a casual Employee) is entitled to 4 weeks paid annual leave per
annum. Annual leave accrues on a weekly basis.

The pay rate for annual leave is the Employee’s pay rate at the time the Employee takes annual
leave, plus an annual leave loading of 17.5% of that rate.

Taking of annual leave

(a) An Employee may take annual leave at a time agreed with the Employer within 3
months of the accrual, unless alternative arrangements are agreed. Provided that at
the request of the Employee annual leave may be carried forward and taken within a
maximum period of 2 years from the date of entitlement.

(b) Notwithstanding the provisions of this clause, an Employee may elect, with the consent
of the Employer, to take annual leave in single day (7 hours and 36 minutes) or a part
of a single day, not exceeding a total of 76 hours in any calendar year.

An Employee must take annual leave. The Employer and Employee shall seek to reach
agreement on the taking of annual leave at a mutually convenient time. In the absence of
agreement where more than 8 weeks annual leave has accrued, the Employer may give at least
14 days’ notice of the commencement of leave or part of leave which is due to the Employees.

If the Employee leaves or is dismissed, the Employer must pay the Employee any leave
entitlement for each completed week worked since the Employee began working or last
qualified for annual leave. Such annual leave payment includes 17.5% leave loading. An
Employee who is justifiably dismissed for misconduct shall not be entitled to pro rata annual
leave that relates to a year of service that was completed after the misconduct occurred.

If any gazetted Public Holiday, or the day observed in lieu, falls within an Employee's period of
annual leave and the Employee would not have been required to work that day, the Public
Holiday does not count as a day of annual leave.

Any time when an Employee is absent from work on unauthorised leave shall not count for the
purposes of determining their right to annual leave.

Capacity to cash out annual leave

(a) The parties agree on the importance of Employees taking annual leave for the purposes
of rest and recreation.

(b) This clause, however, recognises that notwithstanding the importance of leave referred
to in clause 32.8(a) some Employees may have excess and overdue annual leave. This
clause at the initiative of the Employee provides for Employees to receive payment in
lieu of some of their unutilised accrued annual leave.
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(c) Subject to subclause 32.8(b), the Employer and Employee may agree that the Employee
forego part of their entitlement to annual leave in exchange for equivalent payment at
the rate which would have applied had leave been taken. The payment is to include
annual leave loading.

(d) The following criteria apply to the cashing out of annual leave:
(i) the Employee initiates a written request, to their Employer, to cash out accrued
annual leave;
(ii) the Employer agrees in writing to a request by an Employee to cash out annual
leave;
(iii) there is an annual leave entitlement that has accrued in previous years;
(iv) no more than 50% of any year's annual leave entitlement of 4 weeks leave can

be cashed out (i.e. 2 weeks’ leave);

(v) the remaining entitlements are not less than two weeks accrued annual leave;

(vi) each instance of cashing out annual leave must be a separate written
agreement between the Employer and the Employee; and

(vii) annual leave accruing in the year the request is made cannot be cashed out in
that year.

(e) It is the Employee's responsibility to seek information on any taxation implications
arising from the cashing out of annual leave.

PUBLIC HOLIDAYS

The following days or the days observed in lieu shall, subject to this subclause, be allowed as
holidays without deduction of pay,: New Year's Day, Day following New Year's Day, Australia
Day, Good Friday, Easter Sunday, Easter Monday, Easter Tuesday, Anzac Day, Labour Day,
Western Australia Day, Sovereign's Birthday, Christmas Day and Boxing Day, provided that
another day may be taken as a holiday by arrangement between the parties in lieu of any of
the days named in this subclause.

Provided that the National Aboriginal and Islander Day of Celebration may be taken as a holiday
in lieu of any of the specified holidays herein. The holiday is to be agreed between the Employer
and the Employee concerned.

With the exception of Easter Sunday, when any of the days mentioned in subclause 33.1 falls
on a Saturday, Sunday or any other day in which the Employee is not normally required to
attend for work, the holiday shall be observed on the next succeeding ordinary work day or
days, as the case may be, and in each case the substituted day shall be a holiday without
deduction of pay.

This clause does not apply to casual Employees.
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EASTER SUNDAY

Permanent and fixed term contract Employees will be provided an additional day of paid leave
for Easter Sunday.

The day of paid leave will be made available to the Employee regardless of whether the
Employee would normally be expected to work on that date.

The day of paid leave accrues on the date that Easter Sunday falls each calendar year.
Employee access to the day of leave is subject to the following:

a
b

is not available to an Employee who is on any period of unpaid leave;

is paid at the ordinary rate;

)
)
c) the day can be added to annual leave or taken individually;
) must be taken in the calendar year in which it occurs;

)

(
(
(
(d
(e) will be forfeited if not taken in the year in which it occurs; and
(

f) is not to be paid out on termination of employment.
LONG SERVICE LEAVE
Definitions

(a) "Accrued entitlement" means a complete entitlement to 13 weeks long service leave
after serving a continuous qualifying period.

(b) "Pro rata entitlement" means an incomplete entitlement to long service leave where a
complete continuous qualifying period has not been served.

Entitlement

Subject to the provisions of this clause, each Employee is entitled to 13 weeks paid long service

leave:
(a) after an initial period of 10 years' continuous service; and
(b) after the first accrual of 13 weeks long service leave, long service leave will be accrued

at the rate of 13 calendar days per year (approximately 9.28 working days). Subject to
the operational requirements of the Employer, this leave may be taken as provided for
in subclause 35.4(e) as it accrues.

For the purposes of determining an Employee's long service leave entitlement, the following
does not count as continuous service, but shall not count as a break in service:

(a) any period exceeding 2 weeks during which the Employee is absent on approved leave
without pay;

(b) any period of unpaid parental leave;

(c) for any period of workers compensation, that portion of the absence in excess of 2
weeks; and
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(d) any period of personal leave without pay exceeding a period of three months in a
continuous absence.

An Employee who has an Accrued entitlement of long service leave may apply to:

(a) be paid in advance, if the Employee provides sufficient notice of the need for pay in
advance;
(b) be paid money in lieu of taking leave in accordance with subclause 35.9. In exceptional

circumstances, by agreement between the Employer and Employee, up to 11 weeks
long service leave may be exchanged for money within each long service leave
entitlement, provided the Employee has an accrued entitlement to 13 weeks long
service leave. In these circumstances, the amount of payment will be the dollar value
of the leave had it been taken at the time payment is received;

(c) clear part or all of one full entitlement on half pay, however, no more than one period
of long service leave shall be approved at half pay;

(d) access any portion of an Accrued entitlement of long service leave on double pay for
half the period accrued. In these circumstances the leave taken is 50 per cent of the
Accrued entitlement accessed; and

(e) clear long service entitlement in minimum periods of one day.

Any Public Holiday occurring during an Employee's absence on long service leave shall be
deemed to be a portion of the long service leave and extra days in lieu shall not be granted.

Long service leave must be taken within 3 years of a full 13 week entitlement becoming due.
The Employer may approve the deferment of long service leave in exceptional circumstances.
Such exceptional circumstances shall include retirement within 5 years of the date of
entitlement.

The Employer may direct an Employee to take accrued long service leave and may determine
the date on which such leave shall commence, provided that at least 2 months’ notice is given
to the Employee.

Long service leave is granted solely for recuperative purposes. No Employee may undertake
any form of employment for hire or reward during long service leave without the written
approval of the Employer. Contravention of this condition will be followed by dismissal.

Payment in Lieu of Entitlement

(a) As outlined in subclause 35.4(b), an Employee may apply to receive payment for
accrued long service leave rather than take leave as time off work. In such
circumstances, the amount of payment will be the dollar value of the leave had it been
taken at the time payment is received.

(b) Approval for payment will be granted by the Employer, based on the financial capacity
of the Employer to fund the payment.
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Application to receive payment for long service leave must be made in writing to the
Employer and once made cannot be revoked.

Where payment is made in lieu of taking long service leave, that portion of the
entitlement paid to the Employee shall be treated as if the Employee had actually taken
long service leave for the purposes of continuous service and calculation of long service
leave entitlement.

Employees may, by agreement with their Employer, cash out any portion of an Accrued
entitlement to long service leave, provided the Employee proceeds on a minimum of
10 days annual leave in that calendar year.

Payment on Termination

(a)

Payment of any Accrued entitlement to long service leave shall be made to an
Employee who resigns, retires, is retired or is dismissed or in respect of an Employee
who dies.

An Employee who resigns or retires shall be paid a lump sum payment for the money
equivalent of any pro rata long service leave entitlement they have at the date of
termination, provided that they have already become entitled to their first accrual of
long service leave.

Any Employee whose contract of service is terminated for any reason (including death),
other than for serious or wilful misconduct after 7 years continuous service, shall be
paid pro rata long service leave according to the number of completed years’ service.

Access to pro rata long service leave

(a)

Employees accessing long service leave on a 10 year basis and being within 10 years of
their preservation age under Western Australian Government superannuation
arrangements, may by agreement with their Employer, choose to access pro rata long
service leave at the rate of 6.5 days per completed 12 month period of continuous
service.

Employees accessing long service leave on a 7 year basis and being within 7 years of
their preservation age under Western Australian Government superannuation
arrangements, may by agreement with their Employer, choose to access pro rata long
service leave at the rate of 9.28 days per completed 12 month period of continuous
service.

Part time and casual Employees have the same entitlement as full time Employees.

(i) For part time Employees their entitlement is calculated on a pro rata basis
according to any variations to their ordinary working hours during the accrual
period.

(i) Forcasual Employees their entitlement is calculated on a pro rata basis according
to the average hours worked during the accrual period.
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(d) Early access to pro rata long service leave does not include access to long service leave
which the Employee has accumulated or become entitled to, prior to being within
seven or ten years of their preservation age.

(e) Under this subclause, long service leave can only be taken as paid leave and there is no
capacity for payment in lieu of pro-rata long service leave.

(f) Employees may by agreement with their Employer,
(i) clear any pro rata entitlement to long service leave in minimum periods of one
day and/or;
(ii) access pro rata long service leave at half, full or double pay.
PERSONAL LEAVE

Introduction

36.1 The intention of personal leave is to give Employees and Employers greater flexibility by
providing leave on full pay for a variety of personal purposes. Personal leave replaces sick, paid
carer's leave and short leave.

36.2  Personal leave is not for circumstances normally met by other forms of leave.

36.3  This clause does not apply to casual Employees.

36.4  An Employee employed on a fixed term contract for a period of 12 months, or more is credited
with the same entitlement as a permanent Employee. An Employee on a fixed term contract
for a period less than 12 months is credited on a pro rata basis for the period of the contract.

36.5 A parttime Employee is entitled to the same personal leave credits as a full time Employee but
on a pro rata basis according to the number of hours worked each fortnight. Payment for
personal leave is only made for hours that would normally have been worked had the Employee
not been on personal leave.

36.6  References toillness in this clause include physical and psychological ill health.

Entitlement

36.7  The Employer must credit each permanent full time Employee with the following personal leave

credits:

Date Grant of Leave
On the day of initial appointment (Anniversary date) 64.6 hours
On completion of 6 months’ continuous service 49.4 hours
On the completion of 12 months’ continuous service 114 hours
On t.he completion of each further period of 12 months’ continuous 114 hours
service
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36.9

36.10
36.11

36.12

In the year of accrual the 114 hours personal leave entitlement can be accessed for illness or
injury, carer's leave, unanticipated matters or planned matters in accordance with the
provisions of this clause. On completion of each year of accrual, unused personal leave from
that year is cumulative and hence added to personal leave accumulated from previous years.

Whilst Employees are able to access personal leave in accordance with clause 36.25 to ensure
compliance with the Minimum Conditions of Employment Act 1993 (WA) a minimum of 76
hours must be available to Employees for the purposes of an Employee’s entitlement to paid
leave for illness or injury, or carer’s leave.

Personal leave cannot be debited for public holidays that the Employee would have observed.
Personal leave can be taken on an hourly basis.
War-caused illness:

(a) An Employee who produces evidence from the Department of Veterans’ Affairs stating that
the Employee has a war-caused illness will be credited special paid leave of 15 working days
per annum.

(b) Paid leave under this clause:
(i) may accumulate up to a maximum of 45 working days;
(ii) is to be recorded separately to the Employee’s normal sick leave entitlement;

(iii) is only to be accessed for sickness related to the war-caused illness; and

(iv) may be accessed despite normal sick leave credits being available.

(c) An application for paid leave under this clause is to be supported by evidence that would
satisfy a reasonable person of the entitlement.

Mental Health

36.13

36.14

36.15

The Employer is committed to providing mentally healthy workplaces. This includes working to
eliminate stigma attached to mental health in the workplace and provide support and
assistance to Employees (e.g. through employee assistance program services and training) to
manage mental health.

Employers must do what is reasonably practicable to eliminate or minimise risks to
psychological health and safety in the workplace. In consultation with the Work Health and
Safety (WHS) Committee, Employers must assess and implement suitable control measures to
eliminate or minimise workplace contributory risks in accordance with legislative requirements.
The WHS Committee updates the JCC on progress as appropriate.

Employers must ensure that managers and supervisors undertake appropriate training to
effectively prevent and manage harm from psychosocial risks identified in the workplace. The
Employer must provide the JCC with data on completed training.

Variation of Ordinary Working Hours

36.16

When an Employee’s ordinary working hours change during an anniversary year, personal leave
credits are adjusted to reflect the pro rata portion for that anniversary year.

42



36.17

36.18

At the time ordinary working hours change, personal leave credits are adjusted to reflect
ordinary working hours up to that point in time as a proportion of the total ordinary working
hours for the anniversary year.

Personal leave is credited pro rata on a weekly basis from the time ordinary working hours
change until the next anniversary date, such that the total hours credited for that anniversary
year is on a pro rata basis according to the number of ordinary working hours for the period.

Reconciliation

36.19

36.20

36.21

Access

36.22

36.23

36.24

At the completion of an anniversary year, where an Employee has taken personal leave in
excess of their current and accrued entitlement the unearned leave must be debited at the
commencement of the following anniversary year/s.

The maximum number of hours debited cannot exceed one third of the employee’s annual
entitlement. The remaining portion of unearned personal leave is to be debited at the
commencement of the subsequent anniversary year/s.

Where an Employee ceases duty and has taken personal leave that exceeds the leave credited
for that anniversary year, the Employee must refund the value of the unearned leave,
calculated at the rate of salary as at the date the leave was taken. No refund is required in the
event of the death of the Employee.

An Employee is unable to access personal leave while on any period of parental leave or leave
without pay. An Employee is unable to access personal leave while on any period of annual or
long service leave, except as provided for in subclause 36.35 and 36.36 (re-crediting leave).

If an Employee has exhausted all accrued personal leave the Employer can allow the Employee
who has at least 12 months’ service to anticipate up to 38 hours personal leave from next year's
credit. If the Employee ceases duty before accruing the leave, the value of the unearned portion
must be refunded to the Employer, calculated at the rate of salary as at the date the leave was
taken, but no refund is required in the event of the death of the Employee.

In exceptional circumstances the Employer can approve the conversion of an Employee's
personal leave credits to half pay to cover an absence on personal leave due to illness.

Application for Personal Leave

36.25

Reasonable and legitimate requests for personal leave are approved subject to available
credits. Personal leave is granted in the following circumstances:

(a) where the Employee is ill or injured;

(b) to provide care or support to a member of the Employee’s family or household who
requires care or support because of an illness or injury to the member; or an
unexpected emergency affecting the member;

(c) for unanticipated matters of a compassionate or pressing nature which arise without
notice and require immediate attention;

(d) for planned matters that cannot be organised outside of normal working hours, or
accommodated by flexible working arrangements or other leave and which are either;
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36.26

36.27

36.28

36.29

i. of a one-off nature; or

ii. of a regular on-going nature in relation to the management of an injury or
illness affecting the Employee or a member of the Employee’s family or
household.

An Employer can grant two days’ unpaid personal leave per occasion to an Employee to provide
care and support to a member of the Employee’s family or household due to the birth of a child
to the member. This entitlement does not of itself limit an Employee’s access to paid personal
leave as provided by clause 36.25 or parental leave as provided for by clause 53.5(d)-
Concurrent Parental Leave of this Agreement. This leave can also be substituted with accrued
annual leave, long service leave, time off in lieu of overtime, flexi leave and/or banked hours to
which the Employee is entitled.

Employees must complete the necessary application and clearly identify which of the above
circumstances apply to their personal leave request.

The definition of family is the definition contained in the Equal Opportunity Act 1984 (WA) for
"relative”. That is, a person who is related to the Employee by blood, marriage, affinity or
adoption, and includes a person who is wholly or mainly dependent on, or is a member of the
household of, the Employee.

Where practicable, the Employee must give reasonable notice prior to taking leave. Where
prior notice cannot be given, notice must be provided as early as possible on the day of
absence. Where possible, an estimate of the period of absence from work is to be provided.

Evidence

36.30

36.31

36.32

36.33

36.34

An application for personal leave exceeding two consecutive working days must be supported
by evidence that would satisfy a reasonable person of the entitlement.

In general, supporting evidence is not required for single or two consecutive day absences.
Where the Employer has good reason to believe that the absence is not reasonable or
legitimate, the Employer can request evidence be provided. The Employer must provide the
Employee with reasons for requesting the evidence. The leave cannot be granted where the
absence is not reasonable or legitimate.

Personal leave is not granted where an Employee is absent from duty because of personal
iliness attributable to the Employee’s serious and wilful misconduct in the course of the
Employee’s employment.

Where there is doubt about the cause of an Employee's illness, the Employer can require the
Employee to submit to a medical examination by a medical practitioner of the Employer’s
choice, which the Employee must attend. Where it is reported that the absence is because of
iliness caused by the Employee’s serious and wilful misconduct in the course of the Employee’s
employment, or the Employee fails without reasonable cause to attend the medical
examination, the fee for the examination must be deducted from the Employee's salary and
personal leave cannot be granted.

If the Employer has reason to believe that an Employee is in such a state of health as to render
a danger to themselves, fellow Employees or the public, the Employee can be required to
obtain and furnish a report as to the Employee’s condition from a registered medical
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practitioner nominated by the Employer. The Employer must pay the fee for any such
examination.

Re-crediting Annual Leave

36.35

Where an Employee isill or injured during the period of annual leave and produces at the time,
or as soon as practicable thereafter, medical evidence to the satisfaction of the Employer that
as a result of the illness or injury, the Employee was confined to their place of residence or a
hospital for a period of at least seven consecutive calendar days, the Employer can grant
personal leave for the period during which the Employee was so confined and reinstate annual
leave equivalent to the period of confinement.

Re-crediting Long Service Leave

36.36

Where an Employee is ill or injured during the period of long service leave and produces at the
time, or as soon as practicable thereafter, medical evidence to the satisfaction of the Employer
that as a result of illness or injury, the Employee was confined to their place of residence or a
hospital for a period of at least 14 consecutive calendar days, the Employer can grant personal
leave for the period during which the Employee was so confined and reinstate long service
leave equivalent to the period of confinement.

Personal Leave Without Pay Whilst 1ll or Injured

36.37

36.38

36.39

Employees who have exhausted their personal leave entitlements and are ill or injured can
apply for personal leave without pay. Employees are required to complete the necessary
application and provide evidence to satisfy a reasonable person. The Employer must not
unreasonably withhold this leave.

Personal leave without pay not exceeding a period of three months in a continuous absence
does not affect salary increment dates, anniversary date of personal leave credits, long service
leave entitlements or annual leave entitlements. Where a period of personal leave without pay
exceeds three months in a continuous absence, the period in excess of three months is excised
from qualifying service.

Personal leave without pay is not available to Employees who have exhausted their personal
leave entitlements and are seeking leave for circumstances outlined in clauses 36.25 (b), (c)
and (d) or 36.26. However, applications for other forms of leave, including unpaid carer’s leave
and leave without pay, can be approved.

Other Conditions

36.40

36.41

Where an Employee who has been retired from the public service on medical grounds resumes
employment, personal leave credits at the date of retirement must be reinstated. This provision
does not apply to an Employee who has resigned from the public service and is subsequently
reappointed.

Unused personal leave is not cashed out or paid out when an Employee ceases their
employment.

Workers’ Compensation

36.42

Where an Employee suffers an “injury” within the meaning of section 5 of the Workers’
Compensation and Injury Management Act 2023, which necessitates that Employee being
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36.43

36.44

absent from duty, personal leave with pay must be granted to the extent of personal leave
credits. In accordance with section 80 (2) of the Workers” Compensation and Injury
Management Act 2023 where the claim for workers’ compensation is decided in favour of the
Employee, personal leave credit is - reinstated and the period of absence is granted as personal
leave without pay.

During any period in which an Employee is receiving income compensation under the Workers
Compensation and Injury Management Act 2023, the Employee will continue to accrue annual
leave, long service leave, and sick leave entitlements as if they were not receiving income
compensation.

Absences related to workers' compensation that extend beyond six months will not be
considered as continuous service for the purpose of salary increments. If the personal leave
without pay extends beyond six months continuously, only the duration exceeding six months
will be excluded from qualifying service for salary increments.

Portability

36.45

(a)

(b)

(c)

36.46

The Employer will credit an Employee additional personal leave credits up to those held at the
date that Employee ceased previous employment provided:

Immediately prior to commencing employment in the Public Sector, the Employee was
employed in the service of one of the following (or their replacements):
i.  the Commonwealth Government of Australia: or
ii. any other State of Australia: or
iii. a department, SES organisation, or non SES organisation, as defined in the Public Sector
Management Act 1994 (WA); or
iv.  statutory authorities listed in Schedule 1 of the Financial Management Act 2006 (WA);
or
V. Houses of the Parliament of the State under the separate control of the President or
Speaker or under their joint control; or
vi.  the Western Australian Board of Nursing and Midwifery Board of Western Australia.

The Employee's employment with the Public Sector commenced no later than one week after
ceasing previous employment, and

The personal leave credited shall be no greater than that which would have applied had the
entitlement accumulated whilst employed by the previous employer.

The maximum break in employment permitted by clause 36.45(b) can be varied by the approval
of the Employer provided that the period in excess of one week does not exceed the amount
of accrued and pro rata annual leave paid out at the date the Employee ceased with the
previous Employer.

Personal Leave without pay for the purposes of carer’s leave

36.47

Subject to subclause 36.48 and 36.49, an Employee, including a casual Employee, is entitled to
unpaid carer’s leave of up to 2 days for each occasion (a “permissible occasion”) on which a
member of the Employee’s family or household requires care or support because of

(a) anillness or injury of the member; or
(b) an unexpected emergency affecting the member; or
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36.48

36.49
36.50

36.51
37.

37.1

37.2

37.3

(c) the birth of a child of the member.

An Employee is entitled to personal leave without pay for the purposes of carer’s leave for a
particular permissible occasion only if the Employee cannot take paid carer’s leave during this
period.

The definition of family is the same as provided in subclause 36.28.

The Employer may grant an Employee personal leave without pay for the purposes of care’s
leave in excess of 2 days. Where a period of personal leave without pay for the purposes of
carer’s leave exceeds 14 days in a continuous absence, the period in excess of 14 days is
excised from qualifying service for all purposes.

Personal leave without pay for the purposes of carer’s leave may be taken on an hourly basis.

FAMILY AND DOMESTIC VIOLENCE LEAVE

In recognition that Employees sometimes face situations of violence or abuse in their personal
life that may affect their attendance or performance at work the Employer has agreed to the
leave which is the subject of this clause. The Employer is committed to providing support to
Employees that experience family and domestic violence.

An Employee will not be discriminated against or have adverse action taken against them
because of their disclosure of, experience of, or perceived experience of, family and domestic
violence.

The Employer does not tolerate Employees perpetrating family and domestic violence in or
from the workplace. Employees must not use work facilities to perpetrate family and domestic
violence. Any such conduct is a breach of employment obligations and any Employees who do
so will face disciplinary action.

Definition of Family and Domestic Violence

37.4

(a) The meaning of family and domestic violence is in accordance with the definition of
“family violence” in the Restraining Orders Act 1997 (section 5A).

(b) For the purposes of this Agreement, this definition includes behaviour that:

(i) is physically or sexually abusive; or

(ii) is emotionally or psychologically abusive; or

(iii) is economically abusive; or

(iv) is threatening; or

(v) is coercive; or

(vi) in any other way controls or dominates the family or household member and
causes that person to feel fear for their safety or wellbeing or that of another
person; or

(vii) causes a child to hear or witness, or otherwise be exposed to the effects of,
such behaviour.

Access to Family and Domestic Violence Leave
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37.5

37.6

37.7

37.8

37.9

37.10

37.11

In accordance with the following subclauses, an Employee, including a casual Employee, may
make application for leave to deal with activities related to family and domestic violence. The
Employer will assess each application and give consideration to the personal circumstances of
the Employee seeking the leave.

Such activities, related to family and domestic violence may include attendance at medical
appointments; legal proceedings; counselling; appointments with a medical or legal
practitioner; relocation or making other safety arrangements; and other matters of a
compassionate or pressing nature related to the family and domestic violence which arise
without notice and require immediate attention.

Subject to clauses 37.5 and 37.6, an Employee experiencing family and domestic violence will
have access to 10 non-cumulative days per year of paid family and domestic violence leave, in
addition to their existing leave entitlements.

Upon exhaustion of the leave entitlement in clause 37.7, Employees will be entitled to up to 2
days’ unpaid family and domestic violence leave on each occasion.

Family and domestic violence leave does not affect salary increment dates, personal leave
entitlements, long service leave entitlements or annual leave entitlements.

Subject to the Employer’s approval of the application, family and domestic violence leave
may be taken as whole or part days off.

Application of the leave entitlement for casual Employees will apply to the extent of their
agreed working arrangements.

Notice and Evidentiary Requirements

37.12

37.13

37.14

37.15

The Employee shall give the Employer notice as soon as reasonably practicable of their request
to take leave under this clause.

Supporting evidence of family and domestic violence may be required to access paid leave
entitlements, however this should not be onerous on the Employee. Leave can be granted
without supporting documentation when the manager/supervisor is satisfied that it is not
required.

Evidence may include a document issued by the police, a court, a legal service, a health
professional, a counsellor, a financial institution, a family and domestic violence support
service or a refuge service. A statutory declaration may also be provided.

Such evidence will be dealt with in accordance with the confidentiality provisions in this clause.
Only the Employee will retain a copy of the evidence and information will not be kept on an
Employee's personnel file, unless otherwise agreed.

Access to Other Forms of Leave

37.16

Subject to the leave provisions of this Agreement an Employee experiencing family and
domestic violence may use other leave entitlements.
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37.17

37.18

37.19

Subject to the Employer’s approval of the application, and sufficient leave credits being
available, leave may be taken as whole or part days off.

Forms of other paid leave include:

(a) personal leave entitlements; and/or

(b) annual leave; and/or

(c) accrued long service leave; and/or

(d) purchased leave; and/or

(e) accrued time off in lieu of overtime, flexi leave or banked hours.

Approval of leave without pay is subject to the provisions of this Agreement.

Confidentiality

37.20

37.21

37.22

37.23

The Employer will take all reasonable steps to ensure any information disclosed by Employees
regarding family and domestic violence is kept strictly confidential. Disclosure will be on a
need-to-know basis only and only to maintain safety. Where possible, disclosure will only occur
with the express consent of the Employee.

Employers will take reasonable steps to ensure any information or documentation provided
by an Employee regarding family and domestic violence is kept confidential. Generally the
Employee will retain a copy of evidence for accessing family and domestic violence leave and
information will not be kept on an Employee’s personnel file.

Subsequent disclosure within an organisation should be on a need-to-know basis, for example
if there is a potential for workplace safety to be impacted and generally with the consent of
the Employee.

This clause does not override any legal obligations to disclose information.

Contact Person

37.24

The Employer will identify contact/s within the workplace who will be trained in family and
domestic violence and associated privacy issues. The Employer will advertise the name of any
family and domestic violence contacts within the workplace.

Individual Support

37.25

Where there is a risk to the personal health or safety of an Employee who is experiencing or
has experienced family and domestic violence, the Employer, where appropriate, may:

(a) facilitate flexible working arrangements, such as changes to hours/days worked,
working different days or length of days, changed shift/rostering arrangements, in
accordance with the provisions of this Agreement; and/or

(b) make workplace modifications including changes to the Employee’s telephone
number and email address and, where appropriate/practicable, the Employee’s work
location.
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37.26

An Employee who is experiencing or has experienced family and domestic violence may access
confidential counselling support via the Employer’s employee assistance program.

Workplace Safety

37.27

37.28

38.

38.1

38.2

38.3

38.4

38.5

38.6

Where an Employee raises issues of family and domestic violence the Employer should
establish with the Employee the level of risk and seek advice from their human resource/safety
specialist to review and implement specific safety and emergency management systems and
plans.

With the exception of access to the Employer’'s employee assistance program which is
available to all Employees, the provisions of this clause are only applicable to Employees who
are victims of family and domestic violence.

BEREAVEMENT LEAVE

Employees, including casuals, shall on the death of:

(a) the spouse or de-facto partner of the Employee;

(b) a former spouse or former de-facto partner of the Employee;

(c) a child, step-child, foster child or grandchild of the Employee (including an adult child,
step-child or grandchild);

(d) a parent, step-parent, foster parent or grandparent of the Employee;
(e) a parent in-law or former parent in law of the Employee;
() a sibling of the Employee; or

(g) any other person who immediately before that person’s death, lived with the Employee
as a member of the Employee’s household;

be eligible for up to 3 days paid bereavement leave.

The Employer will not unreasonably withhold approval to grant bereavement leave to an
Employee in respect of some other person with whom the Employee had a special relationship,
on the request of the Employee.

The 3 days need not be consecutive.

Bereavement leave is not to be taken during any other period of leave including periods of
unpaid leave.

Payment of such leave may be subject to the Employee providing evidence, if so requested by
the Employer, of the death or relationship to the deceased that would satisfy a reasonable
person.

An Employee requiring more than 3 days’ bereavement leave in order to travel interstate or
overseas, in the event of the death interstate or overseas of a member of the Employee's
immediate family may, upon providing adequate proof, in addition to any bereavement leave
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38.7

39.

39.1

39.2

39.3

39.4

39.5

39.6

to which the Employee is eligible, have immediate access to annual leave and/or accrued long
service leave or leave without pay provided all accrued leave is exhausted.

Travelling time for Regional Employees

(a) Subject to prior approval from the Employer, an Employee entitled to bereavement
leave and who, as a result of such bereavement, travels to a location within Western
Australia that is more than 240 km from their workplace will be granted paid time off
for the travel period undertaken in the Employee’s ordinary working hours up to a
maximum of 15 hours per bereavement. The Employer will not unreasonably withhold
approval.

(b) The Employer may approve additional paid travel time within Western Australia where
the Employee can demonstrate to the satisfaction of the Employer that more than two
days travel time is warranted.

(c) The provisions of clause 37.8 (a) and (b) apply as follows:

(i) An Employee employed on a fixed term contract for a period greater than
12 months, shall be credited with the same entitlement as a permanent
Employee for each full year of service and pro rata for any residual portion of
employment.

(ii) An Employee employed on a fixed term contract for a period less than 12
months shall be credited with the same entitlement on a pro rata basis for the
period of employment.

(iii) A part time Employee shall be entitled to the same entitlement as a full time
employee for the period of employment, but on a pro rata basis according to
the number of ordinary hours worked each fortnight.

(iv) For casual Employees, the provisions apply to the extent of their agreed
working arrangements.

CULTURAL/CEREMONIAL LEAVE
Cultural/ceremonial leave shall be available to all Employees.

Such leave shall include leave to meet the Employee's customs, traditional law and to
participate in cultural and ceremonial activities.

Employees are entitled to time off without loss of pay for cultural/ceremonial purposes, subject
to agreement between the Employer and Employee and sufficient leave credits being available.

The Employer will assess each application for ceremonial/cultural leave on its merits and give
consideration to the personal circumstances of the Employee seeking the leave.

The Employer may request reasonable evidence of the legitimate need for the Employee to be
allowed time off.

Cultural/ceremonial leave may be taken as whole or part days off. Each day or part thereof,
shall be deducted from:
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39.7

40.

40.1

40.2

40.3

40.4

40.5

40.6

40.7

41.

40.1

41.2

41.3

(a) the Employee’s annual leave entitlements;
(b) the Employee’s accrued long service leave entitlements, but in full days only; or
(c) accrued days off or time in lieu.

Time off without pay may be granted by arrangement between the Employer and the Employee
for cultural/ceremonial purposes.

CULTURAL LEAVE FOR ABORIGINAL AND TORRES STRAIT ISLANDERS

Employees who identify as Aboriginal or Torres Strait Islanders are entitled to paid cultural
leave which can be accessed to participate in any of the following:

(@) cultural and ceremonial obligations under Aboriginal or Torres Strait Islanders lore,
customs or traditional law; and

(b) community cultural events such as NAIDOC Week activities, Reconciliation Week or
Coming of the Light festivals.

Up to five days of paid cultural leave per calendar year will be available under this clause. The
leave need not be taken in one continuous period. Paid cultural leave will not accrue from year
to year and will not be paid out on termination.

The Employer will assess each application for cultural leave on its merits and give consideration
to the personal circumstances of the Employee seeking the leave.

The Employer may request reasonable evidence of the legitimate need for the Employee to be
allowed time off.

If an Employer requires an Employee to attend to business associated with an Aboriginal or
Torres Strait Islanders organisation, or an organisation that works to facilitate Aboriginal or
Torres Strait Islanders interests, the attendance is considered to be a part of the Employee’s
normal duties and the Employee need not access leave under this or any other clause to enable
it.

Cultural leave granted under this clause is in addition to the leave provided by clause 38 —
Bereavement Leave and clause 39 — Cultural/Ceremonial Leave of this Agreement.

On request, Employers engaging Aboriginal or Torres Strait Islanders Employees shall provide
appropriate cultural training that recognises the diversity of the workforce and shall include
recognition of their indigenous belief and culture.

PURCHASED LEAVE —42/52 WAGE ARRANGEMENT

The Employer and an Employee may agree to enter into an arrangement whereby the
Employee can purchase up to 10 weeks additional leave.

The Employer will assess each application for 42/52-wage arrangement on its merits and give
consideration to the personal circumstances of the Employee seeking the arrangement.

Where an Employee is applying for purchased leave of between 5 and 10 weeks the Employer
will give priority access to those Employees with carer responsibilities.
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41.4

41.5

41.6

41.7

41.8

41.9

41.10

In order to access approved purchased leave, an employee must:

(a) satisfy the Employer’s accrued leave management policy; and
(b) take 1 week annual leave if purchasing 9 weeks’ leave; or
(c) take 2 weeks annual leave if purchasing 10 weeks’ leave.

The provisions of subclauses 41.4 (b) and (c) do not apply to an Employee who purchases less
than 9 weeks leave.

Notwithstanding subclauses 41.4 (b) and (c) the Employer may allow an Employee to access
purchased leave before they have accessed 1 or 2 week’s annual leave, whichever applies,
where the Employee requests it. Any such request may only be refused by the Employer if
there are reasonable grounds to do so.

The Employee can agree to take a reduced wage spread over the 52 weeks of the year and
receive the following amounts of purchased leave:

NUMBER OF WEEKS' WAGES SPREAD OVER 52 NUMBER OF WEEKS’ PURCHASED LEAVE
WEEKS
42 weeks 10 weeks
43 weeks 9 weeks
44 weeks 8 weeks
45 weeks 7 weeks
46 weeks 6 weeks
47 weeks 5 weeks
48 weeks 4 weeks
49 weeks 3 weeks
50 weeks 2 weeks
51 weeks 1 week
(a) The purchased leave will not be able to be accrued. The Employee is to be entitled to

pay in lieu of the additional leave not taken. In the event that the Employee is unable
to take such purchased leave, the Employee’s wage will be adjusted on the last pay
period in February to take account the fact that time worked during the year was not
included in the wage.

(b) Untaken purchased leave will be paid out at the rate at which it was purchased.

(a) Where an Employee who is in receipt of an allowance provided for in clause 26 — Higher
Duties Allowance proceeds on any period of purchased leave the Employee shall not
be entitled to receive payment of the allowance for any period of purchased leave.

(b) Other than when an Employee is on a period of purchased leave, the higher
duties allowance component of an Employee’s salary shall not be affected by
an agreement to reduce the Employee’s salary for purchased leave purposes.

Overtime is paid at the ordinary rate of salary and not the reduced rate. This will also apply
where overtime is referred to as a percentage of salary.
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41.11

42.

42.1

42.2

42.3

42.4

42.5

42.6

In the event that a part time Employee’s ordinary working hours are varied during the year, the
wage paid for such leave taken will be adjusted on the last pay in February to take into account
any variations to the Employee’s ordinary working hours during the previous year.

PURCHASED LEAVE — DEFERRED WAGE ARRANGEMENT

With the written agreement of the Employer, an Employee may elect to receive, over a 4 year
period, 80% of the wage they would otherwise be entitled to receive in accordance with this
Agreement.

The Employer will assess each application for deferred wages on its merits and give
consideration to the personal circumstances of the Employee seeking the leave.

On completion of the fourth year, an Employee will be entitled to 12 months leave and will
receive an amount equal to 80% of the wage they were otherwise entitled to in the fourth year
of deferment.

Where an Employee completes 4 years of deferred wage service and is not required to attend
duty in the following year, the period of non-attendance shall not constitute a break in service
and shall count as service on a pro-rata basis for all purposes.

An Employee may withdraw from this arrangement prior to completing a 4 year period by
written notice. An Employee will receive a lump sum payment of wages forgone to that time
but will not be entitled to equivalent absence from duty.

The Employer will ensure that superannuation arrangements and taxation effects are fully
explained to the Employee by the relevant Authority. The Employer will put any necessary
arrangements into place.

Variation of the Arrangements

42.7

43.

Witness

43.1

As an alternative to subclause 42.5, and by agreement between the Employer and the
Employee, the provisions of the deferred arrangement may be varied subject to the following:

(a) the term of the arrangement will not extend beyond that contemplated by this clause,

(b) the variation will not result in any consequential monetary or related gain or loss to
either the Employer or the Employee, and

(c) the percentage of wage to apply during the 12 months leave as specified in subclause
42.3 will be calculated as 80% of the average ordinary prescribed hours worked over
the previous four years.

WITNESS AND JURY SERVICE

An Employee subpoenaed or called as a witness to give evidence in any proceeding shall as
soon as practicable notify the manager/supervisor who shall notify the Employer.
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43.2

43.3

43.4

43.5

Where an Employee is subpoenaed or called as a witness to give evidence in an official capacity
that Employee shall be granted by the Employer leave of absence with pay, but only for such
period as is required to enable the Employee to carry out duties related to being a witness. If
the Employee is on any form of paid leave, the leave involved in being a witness will be
reinstated, subject to the satisfaction of the Employer. The Employee is not entitled to accept
any witness fee.

An Employee subpoenaed or called as a witness to give evidence in an official capacity shall, in
the event of non-payment of the proper witness fees or travelling expenses as soon as
practicable after the default, notify the Employer.

An Employee subpoenaed or called, as a witness on behalf of the Crown, not in an official
capacity shall be granted leave with full pay entitlements. If the Employee is on any form of
paid leave, this leave shall not be reinstated as such witness service is deemed to be part of the
Employee's civic duty.

An Employee subpoenaed or called as a witness under any other circumstances other than
specified in subclauses 43.2 and 43.4 shall be granted leave of absence without pay except
when the Employee makes an application to clear accrued leave in accordance with Agreement
provisions.

Jury Service

43.6

43.7

44,

441

44.2

44.3

44.4

An Employee required to serve on a jury shall as soon as practicable after being summoned to
serve, notify the supervisor/manager who shall notify the Employer.

An Employee required to serve on a jury shall be granted by the Employer leave of absence on
full pay, but only for such period as is required to enable the Employee to carry out duties as a

juror.
LEAVE WITHOUT PAY

Subject to the provisions of subclause 44.2, the Employer may grant an Employee leave without
pay for any period and is responsible for that Employee on their return.

Every application for leave without pay will be considered on its merits and may be granted
provided that the following conditions are met:

(a) the work of the Employer is not inconvenienced; and
(b) all other leave credits of the Employee are exhausted.

An Employee on a fixed term appointment may not be granted leave without pay for any period
beyond that Employee's approved period of engagement.

Leave without pay for full time study

(a) The Employer may grant an Employee leave without pay to undertake full time study,
subject to a yearly review of satisfactory performance.
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445

44.6

45.

45.1

45.2

45.3

45.4

(b) Leave without pay for this purpose shall not count as qualifying service for leave
purposes.

Leave without pay for Australian Institute of Sport scholarships

Subject to the provisions of subclause 44.2, the Employer may grant an Employee who has been
awarded a sporting scholarship by the Australian Institute of Sport, leave without pay.

Any period that exceeds 2 weeks during which an Employee is on approved leave of absence
without pay shall not, for any purpose, be regarded as part of the period of service of that
Employee, but shall not constitute a break in service.

DEFENCE FORCE RESERVES LEAVE

The Employer must grant leave of absence for the purpose of defence service to an Employee
who is a volunteer member of the Defence Force Reserves or the Cadet Force. Defence service
means service, including training, in a part of the Reserves or Cadet Force.

Leave of absence may be paid or unpaid in accordance with the provisions of this clause.

Application for leave of absence for defence service shall, in all cases, be accompanied by
evidence of the necessity for attendance. At the expiration of the leave of absence granted,
the Employee shall provide a certificate of attendance to the Employer.

Paid leave

(a)  An Employee who is a volunteer member of the Defence Force Reserves or the Cadet
Force is entitled to paid leave of absence for defence service, subject to the conditions
set out hereunder.

(b)  Part-time Employees shall receive the same paid leave entitlement as full-time
Employees, but payment shall only be made for those hours that would normally have
been worked but for the leave.

(c)  Onwritten application, an Employee shall be paid wages in advance when proceeding on
such leave.

(d)  Casual Employees are not entitled to paid leave for the purpose of defence service.

(e)  An Employee is entitled to paid leave for a period not exceeding 106.4 hours on full pay
in any period of twelve months commencing on 1 July in each year.

(f) An Employee is entitled to a further period of leave not exceeding 16 calendar days in
any period of 12 months commencing on July 1. Pay for this leave shall be at the rate of
the difference between the normal remuneration of the Employee and the Defence
Force payments to which the Employee is entitled if such payments do not exceed
normal wages. In calculating the pay differential, pay for Saturdays, Sundays, Public
Holidays and rostered days off is to be excluded, and no account is to be taken of the
value of any board or lodging provided for the Employee.
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45.5

45.6

46.

46.1

46.2

46.3

46.4

47.

47.1

47.2

Unpaid leave

(a)  Any leave for the purpose of defence service that exceeds the paid entitlement
prescribed in subclause 45.4 shall be unpaid.

(b)  Casual Employees are entitled to unpaid leave for the purpose of defence service.
Use of other leave

(a)  An Employee may elect to use annual or long service leave credits for some or all of their
absence on defence service, in which case they will be treated in all respects as if on
normal paid leave.

(b)  An Employer cannot compel an Employee to use annual leave or long service leave for
the purpose of defence service.

BLOOD/PLASMA DONORS LEAVE

Subject to operational requirements, Employees shall be entitled to absent themselves from
the workplace in order to donate blood or plasma in accordance with the following general
conditions:

(a) prior arrangements with the Employer have been made and at least 2 days' notice has
been provided; or

(b) the Employee is called upon by the Red Cross Blood Centre.

The notification period shall be waived or reduced where the Employer is satisfied that
operations would not be unduly affected by the Employee's absence.

The Employee shall be required to provide proof of attendance at the Red Cross Blood Centre
upon return to work.

Employees shall be entitled to 2 hours of paid leave per donation for the purpose of donating
blood to the Red Cross Blood Centre.

EMERGENCY SERVICE LEAVE

The Employer is to grant paid leave to an employee who is a member of, or has a member-like
association with, an emergency management agency as defined by the Emergency
Management Act 2005 (WA), and who is absent from work to participate in an emergency
response as a volunteer for the emergency management agency.

Paid leave for an Employee who is absent to volunteer for an emergency management agency
includes any additional payments or allowances the Employee would ordinarily have received
if they had not been absent.

57



47.3

47.4

48.

48.1

48.2

48.3

48.4

48.5

48.6

48.7

An Employee who intends to be absent from work for this purpose is to ensure the Employer is
advised as soon as possible as to the absence and, where possible, the expected duration of
leave.

An application for Emergency Service Leave is to be supported by written confirmation from
the emergency management agency certifying that the Employee was required for the
specified period.

FOSTER CARERS LEAVE

Foster and short-term care leave is available to an employee who is a foster carer in the state
of Western Australia, to enable them to attend to the care of a child in an emergency or other
out of home care placement. Foster carer includes kinship arrangements and respite care, that
has not been determined to be permanent.

A permanent employee, fixed term contract employee or casual employee will have access to
three paid days of non-cumulative leave per calendar year.

Employees must give reasonable notice prior to taking foster care leave and must provide an
estimate of the period of absence from work.

Employees can, by agreement with their Employer, take foster care leave in minimum periods
of one hour.

Leave credits can be used to attend to training associated with the Employee’s Foster Carer
responsibilities.

Employees must provide the Employer with documentation supporting their eligibility for the
leave.

The entitlement to foster care leave in accordance with clause 48.2 for casual employees
applies to the extent of their agreed working arrangements.

49. PUBLIC HEALTH EMERGENCY ARRANGEMENTS

Definitions

49.1

In this clause:

(a) “Public health emergency” means an incident or emergency that is the subject of Directions

issued under Parts 11 or 12 of the Public Health Act 2016 (WA).

(b) “Diagnosed person” means a person who has a current positive test for a disease the subject

of the public health emergency or an incident that is deemed a serious public health risk by
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way of a testing or diagnostic regime accepted within the WA health system as being a reliable
indicator that the person has the disease.

“Ordinary pay” is to be calculated according to the rostered or ordinary hours the Employee
would have worked, had they not been subject to a government requirement to isolate or
guarantine. For casual Employees, ordinary pay is to be calculated with reference to the
Employee’s rostered future shifts or, if there is no certainty about future rosters, the preceding
four-week average of shifts worked.

Special public health emergency leave

49.2

49.3

49.4

49.5

49.6

The Employer is to credit each Employee with 20 days of non-cumulative special public health
emergency leave on January 1 each year.

An Employee employed on a fixed term contract for a period of 12 months or more is to be
credited with the same entitlement as a permanent Employee. An Employee on a fixed term
contract for a period less than 12 months is to be credited on a pro rata basis for the period of
the contract.

A part time or casual Employee is to be credited with the same entitlement as a permanent
Employee, calculated on a pro rata basis according to the number of hours worked each
fortnight.

Employees absent on special public health emergency leave are to receive their ordinary pay.

Employees who have exhausted their special public health emergency leave can access existing
personal leave entitlements under clause 36 of this Agreement.

Eligibility for Special Public Health Emergency Leave

49.7

49.8

49.9

Special public health emergency leave can only be taken in respect of absences from work

during:
(a) a public health emergency; or
(b) other significant events as agreed between the Union and the Executive Director GLSR.

An Employee who is a diagnosed person or is subject to a government requirement to isolate
or quarantine can access special public health emergency leave before existing personal leave
entitlements under clause 36 of this Agreement.

Employees with caring responsibilities can access special public health emergency leave if they
are caring for, or providing support to a member of the Employee’s family or household
because:

(a) the other person is a diagnosed person or is subject to a government requirement to
isolate or quarantine; or

(b) a child’s school has closed or the person’s other care arrangements are unavailable
because of a public health emergency.
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49.10

49.11

49.12

Compassionate access to special public health emergency leave can be granted in exceptional
circumstances despite not being a reason referred to in subclauses 49.9.

Special public health emergency leave is not debited for public holidays that the Employee
would have observed.

An Employee is unable to access special public health emergency leave while on any period of
leave without pay, parental leave, annual or long service leave except as provided for in clauses
36.35 (re-crediting annual leave) and 36.36 (re-crediting long service leave).

Notice and Access

49.13 Special public health emergency leave can be taken on an hourly basis.

49.14 Reasonable and legitimate requests for special public health emergency leave are approved
subject to available credits. Where practicable, the Employee must give reasonable notice
before taking leave.

49.15 Where prior notice cannot be given, notice must be provided as early as possible on the day of
absence. Where possible, an estimate of the period of absence from work is to be provided.

Evidence

49.16 The Employer can require evidence that would satisfy a reasonable person to support an
application for special public health emergency leave.

50. COMPASSIONATE LEAVE FOR EARLY PREGNANCY LOSS

50.1 An Employee is entitled to up to three consecutive days of paid compassionate leave on each
occasion a pregnancy ends without the birth of a living child up to 20 weeks before the expected
date of birth. An Employee is entitled to leave under this clause if they were pregnant, or if
their partner was pregnant.

50.2 Leave commences from the date the pregnancy ends and is not to be taken during any other
period of leave, including unpaid leave.

50.3 The Employee must provide notice as soon as reasonably practicable indicating the period of
leave sought and anticipated return to duty.

50.4  The Employer can require reasonable evidence that an early pregnancy loss has occurred such
as a medical certificate or a recognition certificate for early pregnancy loss issued by the WA
Registry of Births, Deaths and Marriages.

50.5 The provisions of 50.1 apply to a:

(a) part time Employee on a pro rata basis; and
(b) casual Employee to the extent of their future rostered shifts, or if there is no certainty
about future rosters, the preceding four-week average of shifts worked.

51. STUDY LEAVE
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51.1

51.2

51.3

52.

Employees may apply to the Employer to be granted time off with pay to a maximum of 5 hours
per week (inclusive of travel time) for part-time study purposes.

In every case, approval is at the discretion of the Employer and shall be subject to:

(a) organisational convenience;

(b) the course being undertaken on a part-time basis;

(c) Employees undertaking an acceptable formal study load in their own time;

(d) Employees making satisfactory progress with their studies; and

(e) the course being relevant to the Employee’s career in the Public Sector and being of

value to the Employer.
This clause does not apply to casual Employees.

CHRISTMAS/NEW YEAR CLOSEDOWN

Observation of a closedown

52.1

52.2

The Employer may observe a closedown over the Christmas/New Year period for the whole or
part of the Organisation.

The Employer will as soon as possible in each calendar year, but not later than
30 June, advise affected Employees of the dates of the closedown and the number of working
days involved.

Leave arrangement during the closedown

52.3

52.4

52.5

52.6

Employees may access the following forms of paid leave to cover the closedown period:

(a) flexitime credit hours;
(b) rostered days/hours off; or
(c) time in lieu of overtime.

In the absence of sufficient banked hours or flexitime credit hours the following types of paid
leave will be used to cover the Christmas closedown:

(a) annual leave; or
(b) accrued long service leave.

Employees who do not currently participate in existing flexi-leave arrangements may
alternatively accrue hours throughout the calendar year, for the purpose of the closedown
period, pursuant to clause 16 — Hours of Work.

The days/hours may only be accrued up to the maximum of the number of hours necessary to
cover the period of the closedown.
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52.7  Atthediscretion of the Employer the following Employees may be granted either leave without
pay or annual leave in advance to cover the amount of leave required for the closedown:

(a) Employees engaged during the calendar year immediately preceding the closedown
who have not accrued sufficient hours to cover the period of the close down; or

(b) Employees who have not accrued sufficient hours to cover the period of the close down
and have exhausted their paid leave credits.

Managing debit hours/days

52.8 Employees, who have gone into debit to cover the period of the closedown and whose
employment is terminated prior to accrual of sufficient hours to cover the debit, will be
required to refund the balance of hours outstanding on termination.

52.9  Notwithstanding the provisions contained in subclause 16.9, an Employee who has accrued
hours for the purposes of a closedown and subsequently resigns, transfers to another
Employer or otherwise has their employment terminated without being afforded the
opportunity to clear their credit hours, will be paid for those unused hours that relate only to
the closedown.

PART 7: PARENTAL LEAVE
53. Parental Leave
53.1 In this Clause —
(a)  “adoption” includes the making of a parentage order under the Surrogacy Act 2008 (WA);

(b)  “comparable position” means a position with equivalent classification level, pay,
conditions and status as an employee’s position and that is commensurate with their skills
and abilities;

(c)  “concurrent leave” means unpaid parental leave taken by an employee under clause
53.6(d);

(d)  “flexible parental leave” means unpaid parental leave taken by an employee under clause
53.17;

(e)  “grandparental leave” means leave to which an employee is entitled under clauses 53.30

to 53.32;
(f)  “parental leave” means leave to which an employee is entitled under clauses 53.3 to 53.29;
(g)  “partner” means a person who is a spouse or de facto partner;
(h)  “partner leave” means leave to which an employee is entitled under clauses 53.27 to
53.30;
(i) “primary care giver of a child” means the person who is primarily responsible for the care

and supervision, including day-to-day care and supervision, of the child;
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() “public sector industrial instrument” means this Agreement, the Applicable Award or any
other relevant industrial instrument that applies to the public sector.

53.2 Employees to whom this clause applies
(a)  This Clause applies to —
(i) permanent employees; and
(ii) fixed term contract employees; and
(iii)  eligible casual employees,
whether employed on a full-time or part-time basis.
(b)  For the purposes of this Clause, an eligible casual employee is an employee —

(i) who has been employed in the public sector on a regular and systematic basis over
a period of at least 12 months (or over a sequence of periods of a combined length
of at least 12 months if any break in employment was on the employer’s initiative
and did not exceed 3 months); and

(i)  who has a reasonable expectation (but for becoming a parent) of continuing
employment on a regular and systematic basis.

Parental Leave
53.3 Nature of parental leave
(a)  Parental leave is leave taken by—
(i) a pregnant employee in connection with the pregnancy and birth of a child; or
an employee following the birth or adoption of a child for whom they are the primary care giver.

(b) It does not matter whether the primary care giver is a parent of the child or another
person.

(c)  Only one parent or other person can be the primary care giver of a child during any one
particular period of time.

(d) I different public sector employees are the primary care giver of a child during different
periods of time, their entitlement to paid or unpaid parental leave under this Clause or
under any other public sector industrial instrument can be shared, but the total period of
their combined entitlement to paid parental leave is limited to the paid parental leave
entitlement of a single employee.

(e) If an employee is no longer the primary care giver of the child following the birth, their
entitlement to any further parental leave in connection with the child ends, unless —

(i) the employee is entitled to remain on unpaid parental leave because they share
responsibility for the care and supervision of their child or their partner’s biological
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child under clause 53.5 (Special unpaid parental leave entitlements for employees
who share responsibility for care and supervision of child); or

(i)  the employee is entitled to remain on parental leave under clause 53.11 (Parental
leave where pregnancy ends without birth of living child, the child dies or the child
or employee hospitalised).

An employee who commences parental leave does not have a separate entitlement to
unpaid parental leave under clause 53.5 if they stop being the primary care giver of their
child or their partner’s biological child but continue to share the responsibility for the
child’s care with their partner or another person.

53.4 Period of parental leave to which eligible employee entitled

(a)
(b)

(c)

(h)

An eligible employee is entitled to 52 weeks of parental leave.

The 52 weeks of parental leave comprises 14 weeks of paid leave and 38 weeks of unpaid
leave, except as provided by clause 53.4(c).

The 52 weeks of parental leave comprises only unpaid leave in the case of —
(i) an eligible casual employee; or

(i) any other employee who has not completed the minimum period of service
required by clause 53.6 for paid leave.

The period of paid parental leave to which an employee is entitled can be extended by the
employee electing to take double the amount of leave on half-pay.

An employee has only a single entitlement, and not separate entitlements, to parental
leave for children of a multiple birth or adoption.

Parental leave for a fixed term contract employee cannot extend beyond the term of the
contract.

Any public holiday that falls during parental leave is counted as part of that leave and does
not extend the period of parental leave.

An employee who is on parental leave is not entitled to any days in lieu of public service
holidays.

53.5  Special unpaid parental leave entitlements for employees who share responsibility for care

and supervision of child

(a)

An employee who shares responsibility with their partner or another person for the care
and supervision of their child or their partner’s biological child has the same entitlement
to unpaid parental leave under this Clause as an employee who is the primary care giver
for the child.
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An employee who commences unpaid parental leave under this clause does not have a
separate entitlement to paid or unpaid parental leave if they become the primary care
giver of their child or their partner’s biological child.

It does not matter whether or not the other person with whom the employee shares
responsibility for the care and supervision of the child is—

(i) an employee to whom this Clause applies; or
(i) the primary care giver for the child.
Concurrent leave

(i) If an employee who shares responsibility for the care and supervision of a child takes
unpaid parental leave under this Clause, they can take unpaid parental leave during
the same time that their partner takes unpaid parental leave (concurrent leave).

(i)  The concurrent leave—
. must not be longer than 8 weeks in total; and

. may be taken in separate periods but, unless the employer agrees,
each period must not be shorter than 2 weeks.

53.6  Minimum period of service to be eligible for paid parental leave

(a)

An employee is only entitled to a period of paid parental leave if, on the day parental leave
commences, the employee has completed at least 12 months of continuous service in the
public sector immediately preceding the parental leave, whether on a full-time or part-
time basis.

For the purposes of this clause, continuous service includes any period of authorised paid
leave or authorised unpaid leave not exceeding 14 days. However, continuous service
includes personal leave without pay whilst ill or injured not exceeding three months in
accordance with clause 36.38.

For the purposes of this clause, continuous service includes a period of service as an
eligible casual employee if —

(i) the eligible casual employee has become a permanent or fixed term contract
employee with the same employer; and

(i)  any break between service as an eligible casual employee and service as a
permanent or fixed term contract employee does not exceed 3 months.

An employee who takes parental leave is not required to resume work for the purposes of
taking parental leave in connection with any subsequent pregnancy or birth or adoption
of a child.
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(e)

An employee on leave without pay unrelated to parental leave is required to resume work
before taking paid parental leave.

53.7 Taking Parental Leave

(a)

(b)

(d)

An employee must take parental leave in one continuous period, except as otherwise
provided by this clause.

The period of parental leave may be interrupted by the following —

(i) any period during which the employee substitutes other paid leave or time off as
referred to in clause 53.14 (Interaction with other leave entitlements);

(i)  any period during which the employee engages in special parental leave
employment as referred to in clause 53.16;

(iii)  any period between periods of flexible parental leave taken by the employee;
(iv)  any period between separate periods of concurrent leave taken by the employee;

(v)  any period during which the employee does not take parental leave as referred to
in clause 53.11 because the child is hospitalised after birth.

An employee may, at any time but subject to the notice requirements of clause 53.8 —
(i) cancel or delay the commencement of their proposed parental leave; or
(i) shorten their period of parental leave; or

(iii)  extend their period of parental leave up to the maximum period of leave to which
they are entitled.

If an employee takes less than the maximum period of parental leave to which they are
entitled, the unused balance of leave cannot be banked or preserved in any way.

53.8 Employee required to give notice of parental leave

(a)

An employee who intends to take parental leave must give their employer at least 8 weeks’
written notice of —

(i) the date on which the employee proposes to commence the leave; and
(i)  the period of leave proposed to be taken.

An employee who intends to change or cancel their parental leave must give their
employer at least 4 weeks’ written notice of the change or cancellation.

However, an employee is not required to give notice of the cancellation of proposed
parental leave because the pregnancy ends without the birth of a living child or the child
dies.
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(d)  An employee who fails to give the required period of notice does not contravene this

clause if it was not reasonably practicable for the employee to comply because of an early

birth or placement for adoption or because of other compelling circumstances.

(e)  An employee who has given notice of proposed parental leave is required to give their

employer before proceeding on leave, reasonable evidence detailing —

(i)

(ii)

in the case of a pregnant employee — the expected date of birth (including by the
provision of a medical certificate); or

in any other case — the relationship the employee has with the child and the
employee’s responsibility for the care of the child.

53.9 Commencement of parental leave

(a)

The period of parental leave of a pregnant employee in connection with the
pregnancy can commence up to 6 weeks before the expected date of birth of the
child, but not later than the birth of the child.

However, the period of unpaid parental leave of the pregnant employee can
commence on an earlier date before the birth of the child with the agreement of the
employer and employee.

The period of parental leave of any other employee can commence at any time on or
after:

the day the employee becomes the primary care giver of the child; or

for the purposes of clause 53.5 (Special unpaid parental leave entitlements for
employees who share a responsibility for care and supervision of a child) — the day
the employee begins to share the responsibility with their partner or another person
for the care and supervision of their child or their partner’s biological child.

53.10 Conclusion of paid parental leave

(a)  The period of paid parental leave must conclude within the period of 12 months after the

birth or date of placement for adoption.

(b)  The employer can, in exceptional circumstances, allow an employee to take paid parental

leave after that 12 months’ period.

(c)  An employer can require the employee to provide reasonable evidence that the

circumstances justify the employee taking paid parental leave after that 12 months’

period.
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53.11 Parental leave where pregnancy ends without birth of living child, the child dies or the child or

employee hospitalised

(a)

(b)

53.12

A pregnant employee remains entitled to paid parental leave if the pregnancy ends
without the birth of a living child within 20 weeks before the expected date of birth.

A pregnant employee is entitled to remain on paid parental leave if —
(i) the child dies or is hospitalised following the birth; or
(i)  the employee is incapacitated as a result of the birth.

An employee is not entitled to paid parental leave in those circumstances for any period
that the employee has taken paid personal leave.

If a pregnancy ends without the birth of a living child within 20 weeks before the expected
date of birth, an employee who would have been entitled under this Clause to unpaid
parental leave if the child had been born alive remains entitled to that unpaid parental
leave except when the entitlement would have derived from an adoption.

An employee who has commenced parental leave can return to work by providing their
employer at least 4 weeks” written notice of their return to work if:

(i) the child dies; or

(i) the pregnancy ends without the birth of a living child within 20 weeks before the
expected date of birth.

If an employee has commenced parental leave and the child is hospitalised immediately
following the birth, the employee can agree with their employer not to take parental leave
for a period while the child remains in hospital (the permitted work period).

Only one permitted work period can be agreed and it ends at the earliest of the following:
(i) the time agreed by the employee and employer;

(i) the end of the day of the child’s first discharge from hospital after birth;

(iii)  if the child dies before being discharged — the end of the day the child dies.

The employer can require the employee to provide reasonable evidence that the child has
been hospitalised following the birth and that the employee is fit for work (including by
the provision of a medical certificate).

Provisions relating to payment of paid parental leave

An employee entitled to paid parental leave is to be paid according to their ordinary
working hours at the commencement of parental leave.

In the case of a part-time employee, the employee is to be paid according to the average
hours worked over the period of 12 months immediately preceding the commencement
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53.13

(a)

of parental leave if those average hours exceed ordinary working hours at the
commencement of parental leave.

An employee can elect to be paid in advance for paid parental leave or elect to be paid on
a fortnightly basis during that leave.

Allowances or penalties for shift or weekend work are not payable during paid parental
leave.

An employee who was in receipt of higher duties allowances for a continuous period of 12
months immediately preceding the commencement of parental leave is to continue to be
paid the higher duties allowances during the first 4 weeks of paid parental leave. If the
employee has elected to take parental leave on half-pay, the higher duties allowances are
payable at the full rate for those first 4 weeks of paid leave only.

If the employment of an employee who is being paid parental leave on half-pay is
terminated through no fault of the employee, the employee is to be paid out any period
of unused paid parental leave that is equivalent to the period of leave the employee would
have accessed had they been on parental leave on full pay when their employment was
terminated.

An employee who takes a subsequent period of paid parental leave without returning to
work is to be paid on the basis of their employment when they commenced the original
period of paid parental leave and is not affected by any intervening period of special
parental leave employment under clause 53.16.

For the purposes of determining the amount of paid parental leave of an employee to
whom clause 53.21 applied, the ordinary working hours of the employee are the ordinary
working hours before the modification of or absence from work under that clause.

Extension of period of parental leave

An employee can apply to their employer to extend their parental leave by up to 2 years
of unpaid leave after the end of the period of parental leave to which they are entitled
under this clause.

The period of extended leave is a period of parental leave for the purposes of this clause.

Parental leave can only be extended after the employee has exhausted all other available
paid leave entitlements.

The employer must agree to an application for the extension of parental leave unless the
employer has reasonable grounds to believe that agreeing to the application would have
an adverse impact on the conduct of the employer’s business or operations.

Before a refusal under clause 53.13(d) the employer must give the employee a reasonable
opportunity to discuss the application.
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The employer must, as soon as practicable but not later than 21 days after an application
for the extension of parental leave is made, give the employee written notice of —

(i) the decision of the employer to agree to or refuse the application; and
(i) if the application is refused - the reasons for the refusal.

An employee who believes that their application for the extension of parental leave has
been unreasonably refused may seek to enforce it as a minimum condition of employment
and, in that case, the employer has the onus of demonstrating that the refusal was justified
in the circumstances.

53.14 Interaction with other leave entitlements

(a)

(c)

An employee entitled to unpaid parental leave may take any of the following to which the
employee is entitled instead of any part of that parental leave—

(i) accrued annual leave;

(i)  accrued long service leave;

(iii)  accrued time off in lieu of overtime;

(iv)  flexi leave or banked hours.

The period of any such substituted leave or time off—

(i) forms part of the period of unpaid parental leave otherwise authorised by this
clause and does not extend the period of parental leave; but

(i) s treated as paid leave and not unpaid parental leave for the purposes of clause
53.19 (Effect of parental leave on contract of employment).

An employee is not entitled to personal leave during any period of paid or unpaid parental
leave.

53.15 Communication during parental leave

(a)

(b)

The employer must take all reasonable steps to inform an employee who is on parental
leave of any decision that significantly affects the status, responsibility level, pay or work
location of the employee and give the employee an opportunity to discuss the effect of
the decision on the employee’s position.

An employee on parental leave must notify the employer of any change in their contact
details that might affect the employer’s capacity to comply with this clause.

53.16 Employment during unpaid parental leave

(a)

In this clause —

(i) “keeping in touch day” has the same meaning it has in the Fair Work Act 2009 (Cth)
section 79A;
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“special parental leave employment” means employment of an employee on unpaid
parental leave—

. that is of an intermittent nature or for a limited specified period (special
temporary employment); or

. that is casual employment (other than special temporary employment)
on an hourly basis for a period not exceeding 4 weeks in any period of
engagement (special casual employment).

Despite anything to the contrary in this Clause, an employee on unpaid parental leave can

be employed by their employer in special parental leave employment during that unpaid

parental leave if both parties agree in writing to that employment.

Without limiting this clause, any such parental leave employment can be employment for

the purposes of a keeping in touch day.

The following applies to engagement in special parental leave employment—

(vi)

(vii)

only employees covered by the Government Officers Salaries Allowances and
Conditions Award 1989 can be employed in special casual employment;

an employee can only engage in special parental leave employment during a period
of unpaid parental leave that is not substituted with paid leave under clause 53.14;

in the case of special temporary employment — a public service officer can only be
employed in connection with their substantive position;

in the case of special casual employment —an employee is to be employed at a level
that is commensurate with the level of the available position under this Agreement;

the period of service in special parental leave employment does not break an
employee’s continuity of service or change the employee’s status in regard to their
substantive employment;

in the case of special temporary employment - the period of special parental leave
employment counts as qualifying service for all purposes under public sector
industrial instruments;

in the case of special casual employment - the period of special parental leave
employment counts as qualifying service for the ordinary entitlements a casual
employee would have for engaging in casual employment, but does not count as
qualifying service for all other purposes under public sector industrial instruments.

The following applies to the effect of special parental leave employment on unpaid

parental leave—

(i)

the period of special parental leave employment is taken to be part of the
employee’s original period of unpaid parental leave;
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53.17

(a)

(i) anemployee who immediately resumes unpaid parental leave following a period of
special parental leave employment is entitled to extend their period of unpaid
parental leave by the period of that special parental leave employment (subject to
giving the employer at least 4 weeks’ written notice of the new date on which they
intend to complete parental leave and return to work);

(iii)  an employee who does not immediately resume unpaid parental leave following a
period of special parental leave employment cannot preserve the unused portion
of leave for use at a later date.

Flexible unpaid parental leave

An employee may take up to 30 days of their entitlement to unpaid parental leave in
separate periods of one or more days each as follows (“flexible parental leave”) —

(i) the flexible parental leave may only be taken within the period of 24 months after
the birth or date of placement for adoption of the child;

(i) the flexible parental leave may be taken after the employee takes other parental
leave in connection with the same child.

However, further unpaid parental leave (including any extension of unpaid parental leave
under clause 53.13) cannot be taken by an employee after any flexible parental leave is
taken by the employee in connection with the same child.

If an employee takes flexible parental leave, the maximum period of parental leave to
which the employee is entitled under this Clause is calculated on the basis that the
employee takes all the flexible parental leave days in a single continuous period (on the
assumption that the employee works each day that is not a Saturday or Sunday and there
are no public holidays during that period).

53.18 Return to work on conclusion of parental leave

(a)

An employee who returns to work at the end of their parental leave is entitled to be
employed in—

(i) the same position as the substantive position they held—

(aa) immediately before proceeding on parental leave; or

(bb) immediately before any modification of or absence from work under clause 53.21; or

(i)  acomparable position.

An employee who returns to work at the end of parental leave can work on a basis
modified from the basis on which they worked immediately before proceeding on parental
leave. The modified basis can be part-time work, work on a job-share basis, work on
different days or at different times (or both) or work on fewer days or for fewer hours (or
both).
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An employee who returns to work on a modified basis can be subsequently required by
the employer to resume work on the same basis as they worked immediately before
proceeding on parental leave. Any such requirement can only be made if —

(i) the employer has reasonable grounds to believe that the continuation of work on
that modified basis would have an adverse impact on the conduct of the employer’s
business or operations; or

(i) the child has not reached the compulsory education period under section 6 of the
School Education Act 1999 (WA).

An employee who returns to work on a modified basis can subsequently apply to the
employer to resume work on the same basis as they worked immediately before
proceeding on parental leave. Any such application must be made in writing at least 4
weeks before the employee wishes to resume work on that same basis.

The employer must agree to any such application to resume work on the former basis,
unless the employer has reasonable grounds to believe that agreeing to the application
would have an adverse impact on the conduct of the employer’s business or operations.

The employer must give an employee written notice of the refusal of an application to
resume work on the former basis and of the reasons for that refusal, within 21 calendar
days of an application being received.

An employee who believes that their application to resume work on the former basis has
been unreasonably refused can seek to enforce it as a minimum condition of employment
and in that case the employer has the onus of demonstrating that the refusal was justified
in the circumstances.

53.19 Effect of parental leave on contract of employment

(a)

(b)

Paid parental leave counts as qualifying service for all purposes under public sector
industrial instruments.

The qualifying service is to be calculated according to the number of weeks of paid parental
leave taken at full pay (or the number of weeks that would have been taken if the parental
leave had not been taken at half pay).

Employees who take paid parental leave on half pay do not accrue award, agreement or
other entitlements beyond those that would have accrued had they taken the leave at full

pay.

Absence on unpaid parental leave does not break the continuity of service of the
employee.

In calculating a period of service for any purpose under a public sector industrial
instrument, any single continuous period of unpaid parental leave—

(i) is not to be taken into account if it exceeds 14 calendar days; and

73



(i) is to be taken into account if it does not exceed 14 calendar days.

An employee on parental leave can terminate their employment at any time in accordance
with any applicable provision of a public sector industrial instrument.

An employer cannot terminate the employment of an employee on the ground that the
employee has applied for parental leave or of their absence on parental leave, but
otherwise any right of the employer to terminate employment is not affected by this
Clause.

Special provisions relating to pregnant employees

53.20 Fitness for work in current position

(a)

(b)

If the employer has reason to believe that the continued performance of duties by a
pregnant employee is a danger to the employee, fellow employees or the public, the
employer can require the employee to provide a certificate from a medical practitioner
stating that the pregnant employee is fit for work in their current position for a period
stated in the certificate.

The employer is required to pay for any examination by a medical practitioner for the
purposes of issuing such a certificate.

53.21 Modification of duties and transfer to safe job

(a)

A pregnant employee can work on a part-time basis in accordance with this Agreement
during any one or more periods if the employee provides the employer with a certificate
from a medical practitioner stating that part-time work is, because of the pregnancy,
necessary or preferable.

The work on a part-time basis must be —
(i) work in the employee’s current position or in a comparable position; and
(i)  onterms that are recorded in writing and in accordance with this Agreement.

Unless otherwise agreed with the employer, a pregnant employee must give at least 4
weeks” written notice to the employer of their intention to seek a variation in the terms of
their part-time work or to revert to employment on a full-time basis.

If a pregnant employee is fit for work but it is inadvisable for the employee to continue to
perform the duties of their current position for any particular period (the risk period)
because of illness or risks arising from the pregnancy or because of hazards connected
with their current position, the employer must, during that period —

(i) modify the duties of the employee; or

(i) transfer the employee to a safe job in a comparable position (including a position
with a different number of ordinary hours agreed to by the employee).
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The employer can require the pregnant employee to provide a certificate from a medical
practitioner or other reasonable evidence that it is inadvisable for the employee to
continue to perform the duties of their current position.

If the employer considers that it is not reasonably practicable to modify the duties of the
pregnant employee or transfer the pregnant employee to a safe job —

(i) the employee is entitled to be absent from work during the risk period; and

(i)  the employee is entitled to be paid the amount they would have reasonably
expected to have been paid if they had worked during the risk period; and

(i)  the employee’s leave entitlements are not affected by the absence from work.
Any such entitlement to be absent from work extends to an eligible casual employee.
Any such entitlement to be absent from work ends at the earliest of the following —

(i) the end of the risk period stated in the medical certificate or other reasonable
evidence provided by the employee;

(i) the end of the day on which the pregnancy ends (whether with or without the birth
of a living child).

53.22 Unpaid special pregnancy leave

(a)

A pregnant employee is entitled to unpaid leave (“unpaid special pregnancy leave”) during
any period that the employee is not fit for work because —

(i) the employee has a pregnancy related illness; or

(ii)  the pregnancy ends without the birth of a living child within 28 weeks before the
expected date of birth.

In any such case of unfitness for work, the pregnant employee can take any personal leave
to which they are entitled instead of unpaid special pregnancy leave.

A pregnant employee must give the employer notice of the taking of unpaid special
pregnancy leave. The notice —

(i) must be given as soon as practicable (whether before or after the commencement
of the leave); and

(i) must advise the employer of the period or expected period of the leave.

The employer can require the pregnant employee to provide reasonable evidence that the
employee has become entitled under this clause to unpaid special pregnancy leave
(including by the provision of a medical certificate).

The entitlement of a pregnant employee to parental leave under this clause is not reduced
by any period of unpaid special pregnancy leave taken by the employee while pregnant.
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(f) Special pregnancy leave is not required to be taken in a continuous period with parental
leave.

(g)  Clause 53.19 (Effect of parental leave on the contract of employment) applies to unpaid
special pregnancy leave in the same way as it applies to parental leave, with any necessary
modifications.

Special provisions relating to adoption
53.23 Date of placement of child

(a)  For the purposes of the provisions of this clause relating to parental leave following the
adoption of a child by an employee, the date of placement of a child for adoption means
the earlier of the following—

(i) the date on which the employee first takes custody of the child for adoption;

(i)  the date on which the employee starts any travel that is reasonably necessary to
take custody of the child for adoption.

53.24 Age of adopted children

(a)  An employee is not entitled to parental leave in connection with the adoption of a child
unless —

(i) the child is (or will be) under 16 years of age as at the date or expected date of
placement of the child for adoption; and

(i) the child has not (or will not have) lived with the employee continuously for a period
of 6 months or more as at the date or expected date of placement of the child for
adoption; and

(iii)  the child is not (otherwise than because of the adoption) a child or stepchild of the
employee or the employee’s partner.

53.25 Additional unpaid leave in connection with adoption

(a)  An employee seeking to adopt a child is entitled to 2 days’ unpaid leave to attend
interviews or examinations required as part of the procedure for adoption.

(b)  If the employee works or resides outside the Perth metropolitan area, the employee is
entitled to an additional day’s unpaid leave for that purpose.

(c)  The employee can take any accrued paid leave to which the employee is entitled for that
purpose instead of unpaid leave under this clause.

53.26 Termination of parental leave if adoption does not proceed

(a)  If a proposed adoption for which parental leave has been granted does not proceed, the
parental leave is then terminated.
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(b)

The employee can take any other leave to which they are entitled instead of the
terminated parental leave or return to work.

Partner Leave

53.27 Entitlement to partner leave

(a)

(e)

An employee is entitled to partner leave while not on parental leave in connection with
the birth of a child to, or the adoption of an eligible adoptive child by, the employee or the
employee’s partner.

An eligible adoptive child is a child —
(i) who is under the age of 16 years; and
(i) who has not lived continuously with the employee for 6 months or longer; and

(iii)  who is not (otherwise than because of the adoption) the child or stepchild of the
employee or the employee’s partner.

Partner leave must be taken immediately following the birth or placement of the child for
adoption.

Partner leave is to be taken (subject to available credits) as any combination of the
following —

(i) paid personal leave;

(i)  paid annual or long service leave;

(iii)  paid accrued time off in lieu of overtime, flexi leave or banked hours;
(iv)  unpaid leave.

However, an eligible casual employee can only take partner leave as unpaid leave.

53.28 Period of partner leave to which eligible employee entitled

(a)
(b)

An eligible employee is entitled to 1 week of partner leave.

An eligible employee is entitled to apply to the employer for an extension of their partner
leave.

The period of any extension of partner leave is to be taken as unpaid leave.
The total period of partner leave and any extension of that leave cannot exceed 8 weeks.

An extension of partner leave can be taken in separate periods of at least 2 weeks or, with
the agreement of the employer, of a shorter period.

The period of any extension of partner leave must conclude within the period of 12 months
after the birth or date of placement for adoption of the child concerned.
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The employer must agree to an application for an extension of partner leave, unless the
employer has reasonable grounds to believe that granting the leave would have an adverse
impact on the conduct of the employer’s business or operations.

The employer must give an employee written notice of the refusal of an application for
the extension of partner leave and of the reasons for that refusal.

An employee who believes that their application for an extension of partner leave has been
unreasonably refused may seek to enforce it as a minimum condition of employment and
in that case the employer has the onus of demonstrating that the refusal was justified in
the circumstances.

An employee has only a single entitlement, and not separate entitlements, to partner leave
for children of a multiple birth or adoption.

53.29 Miscellaneous provisions relating to partner leave

(a)

An employee who intends to take partner leave is required to give their employer at least
4 weeks’ written notice of —

(i) the date on which the employee proposes to commence the leave; and
(i)  the period of leave proposed to be taken.

An employee who has given notice of proposed partner leave is required to give their
employer before proceeding on leave —

(i) in the case of a pregnancy — a certificate from a medical practitioner confirming the
pregnancy and the expected date of birth; or

(i) inthe case of a proposed adoption — a statement of the expected date of placement
of the child for adoption.

Partner leave taken by an employee does not affect any entitlement the employee or their
partner can have to parental leave. However, partner leave that is taken by an employee
as unpaid leave counts as part of the parental leave entitlement of the employee in
connection with the birth or adoption of the child concerned.

Any public holiday that falls during partner leave is counted as part of that leave and does
not extend the period of partner leave.

The taking of partner leave as personal leave does not affect an employee’s entitlement
to take more than a week’s personal leave for any purpose for which personal leave can
be taken.

An employee is not entitled to paid personal leave while on unpaid partner leave.

Clause 53.19 (Effect of parental leave on the contract of employment) applies to partner
leave in the same way as it applies to parental leave, with any necessary modifications.
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Grandparental Leave

53.30 Entitlement to grandparental leave

(a)

(b)

An eligible grandparent is entitled to grandparental leave following the birth or adoption
of a grandchild of the employee.

An eligible grandparent is an employee who —

(i) is primarily responsible for the care and supervision of their grandchild on a part
time basis; and

(ii) provides that care and supervision during what would be the employee’s ordinary
hours of work (but for the employee providing care to their grandchild).

An employee is not entitled to grandparental leave in connection with the adoption of a
grandchild unless —

(i) the grandchild is under the age of 5 years; and

(i) the grandchild has not lived continuously with the adoptive parents for 6 months or
longer; and

the grandchild is not (otherwise than because of the adoption) the grandchild or grand-
stepchild of the employee.

An employee has only a single entitlement, and not separate entitlements, to
grandparental leave for grandchildren of a multiple birth or adoption.

An employee is not entitled to grandparental leave if they —
(i) are a casual employee (including an eligible casual employee); or

(i) have taken or are on parental leave in connection with the birth or adoption of the
same grandchild of the employee.

53.31 Period of grandparental leave to which eligible employee entitled

(a)
(b)

An eligible grandparent is entitled to 52 weeks of unpaid grandparental leave.
The period of grandparental leave —

(i) can commence any time within 24 months after the birth or date of placement for
adoption of the employee’s grandchild; and

(i) must conclude within the period of 12 months after the commencement of
grandparental leave.

With the agreement of the employer, an employee can take grandparental leave on a part
time basis, provided they are primarily responsible for the care and supervision of their
grandchild on those days the leave is taken.
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(d)

If an employee takes less than the maximum period of grandparental leave to which they
are entitled, the unused balance of leave cannot be banked or preserved in any way.

53.32 Miscellaneous provisions relating to grandparental leave

54.

54.1

54.2

54.3

(a)

An employee who intends to take grandparental leave is required to give their employer
at least 4 weeks’ written notice of —

(i) the date on which the employee proposes to commence the leave; and
(i) the period of leave proposed to be taken.
The employer can waive the notice period in exceptional circumstances.

The employer can require an employee who has given notice of proposed grandparental
leave to provide reasonable evidence that the employee is entitled to grandparental leave.

Clause 53.15 (Communication during parental leave) and clause 53.19 (Effect of parental
leave on the contract of employment) apply to grandparental leave in the same way as
they apply to parental leave, with any necessary modifications.

SUPERANNUATION ON UNPAID PARENTAL LEAVE

In this clause, “unpaid parental leave” means:

(a)
(b)

unpaid parental leave, under clause 53.3; or

unpaid special pregnancy leave under clause 53.22.

An Employee or eligible casual employee who is entitled to unpaid parental leave is entitled to
have superannuation contributions made in respect of the period of unpaid parental leave
taken to a maximum of 24 weeks.

Superannuation contributions made under this clause are calculated:

(a) in respect of the period of unpaid maternity leave, unpaid adoption leave or unpaid
other parent leave taken or 24 weeks; whichever is lesser;

(b) based on the amount that would have been paid to the Employee had they taken paid
maternity leave, paid adoption leave or paid other parent leave for that period and in
accordance with the following:

(i) for full time Employees — the ordinary working hours at the time of
commencement of parental leave;

(ii) for part time Employees — an average of the hours worked by the Employee
over the preceding 12 months; or their ordinary working hours at the time of
commencement of parental leave, whichever is greater; or

(iii) for eligible casual employees — an average of the hours worked by the eligible
casual employee over the preceding 12 months;

exclusive of shift and weekend penalties;
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54.4  Superannuation contributions will be paid:

(a) to the Employee’s superannuation fund in respect of which superannuation
contributions for that Employee are made; and

(b) at the time that the period of unpaid parental leave in respect of which the
contributions are payable concludes.

54.5  Superannuation contributions will be made in accordance with the State Superannuation Act
2000 and the State Superannuation Regulations 2001.
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PART 8: CONSULTATIVE MECHANISMS AND WORKFORCE MANAGEMENT

55.

55.1

55.2

56.

56.1

56.2

CONSULTATION

The parties recognise the need for effective communication to improve the
business/operational performance and working environment of the Organisation. The parties
acknowledge that decisions will continue to be made by the Employer, who is responsible and
accountable to Government for the effective and efficient operation of the Organisation.

The parties agree that:

(a) Where the Employer proposes to make changes likely to affect existing practices,
working conditions or employment prospects of the Employees, the Union and
Employees affected shall be notified by the Employer as early as possible.

(b) For the purposes of such discussion the Employer shall provide to the Employees
concerned relevant information about the changes, including the nature of the changes
on the Employees, provided that the Employer shall not be required to disclose any
confidential information.

(c) In the context of such discussion the Union and Employees are able to contribute to
the decision making process.

LEAVE TO ATTEND UNION BUSINESS

The Employer shall grant paid leave at the ordinary rate of pay during normal working hours to
an Employee:

(a) who is required to attend or give evidence before any Industrial Tribunal;

(b) who as a Union-nominated representative is required to attend any negotiations
and/or proceedings before an Industrial Tribunal and/or meetings with Ministers of the
Crown, their staff or any other representative of Government;

(c) when prior arrangement has been made between the Union and the Employer for the
Employee to attend official Union meetings preliminary to negotiations and/or
Industrial Tribunal proceedings; and

(d) who as a Union-nominated representative is required to attend joint
Union/management consultative committees or working parties.

The granting of leave is subject to convenience and shall only be approved:
(a) where reasonable notice is given for the application for leave;

(b) for the minimum period necessary to enable the Union business to be conducted or
evidence to be given; and

(c) for those Employees whose attendance is essential.
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56.3

56.4

56.5

56.6

57.

57.1

57.2

57.3

57.4

The Employer shall not be liable for any expenses associated with an Employee attending to
Union business.

Leave of absence granted under this clause shall include any necessary travelling time in normal
working hours.

An Employee shall not be entitled to paid leave to attend to Union business other than as
prescribed by this clause.

The provisions of the clause shall not apply to:

(a) special arrangements made with the Union which provide for unpaid leave for
Employees to conduct Union business;

(b) when an Employee is absent from work without the approval of the Employer; and
(c) casual Employees.

TRADE UNION TRAINING LEAVE

Subject to the Employer's convenience and the provisions of this clause:

(a) The Employer shall grant paid leave of absence to Employees who are nominated by
the Union to attend short courses relevant to the public sector or the role of Union
workplace representative, conducted by the Union or other mutually acceptable
training providers.

(b) The Employer shall grant paid leave of absence to attend similar courses or seminars
as from time to time approved by agreement between the Employer and the Union.

An Employee shall be granted up to a maximum of 5 days paid leave per calendar year for trade
Union training or similar courses or seminars as approved. However, leave of absence in excess
of 5 days and up to 10 days may be granted in any one calendar year provided that the total
leave being granted in that year and in the subsequent year does not exceed 10 days.

(a) Leave of absence will be granted at the ordinary rate of pay and shall not include shift
allowances, penalty rates or overtime.

(b) Where a Public Holiday or rostered day off falls during the duration of a course, a day
off in lieu of that day will not be granted.

(c) Subject to subclause 57.3(a), shift workers attending a course shall be deemed to have
worked the shifts they would have worked had leave not been taken to attend the
course.

(d) Part-time Employees shall receive the same entitlement as full time Employees, but
payment shall only be made for those hours that would normally have been worked
but for the leave.

(a) Any application by an Employee shall be submitted to the Employer for approval at
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57.5

57.6

58.

58.1

58.2

58.3

58.4

least 4 weeks before the commencement of the course unless the Employer agrees
otherwise.

(b) All applications for leave shall be accompanied by a statement from the Union
indicating that the Employee has been nominated for the course. The application shall
provide details as to the subject, commencement date, length of course, venue and the
authority, which is conducting the course.

A qualifying period of 12 months service shall be served before an Employee is eligible to attend
courses or seminars of more than a half-day duration.

The Employer may, where special circumstances exist, approve an application to attend a
course or seminar where an Employee has less than twelve months service.

(a) The Employer shall not be liable for any expenses associated with an Employee's

attendance at trade Union training courses.

(b) Leave of absence granted under this clause shall include any necessary travelling time
in normal working hours immediately before or after the course.

UNION FACILITIES FOR UNION REPRESENTATIVES

The Employer recognises the rights of the Union to organise and represent its members. Union
representatives in the Organisation have a legitimate role and function in assisting the Union
in the tasks of recruitment, organising, communication and representing members' interests in
the workplace, Organisation and Union electorate.

The Employer will recognise Union representatives in the Organisation and will allow them to
carry out their role and functions.

The Union will advise the Employer in writing of the names of the Union representatives in the
Organisation.

The Employer shall recognise the authorisation of each Union representative in the
Organisation and shall provide them with the following:

(a) Paid time off from normal duties to perform their functions as a Union representative
such as organising, recruiting, individual grievance handling, collective bargaining,
involvement in the electorate delegates committee and to attend Union business in
accordance with clause 56 of this Agreement.

(b) Access to facilities required for the purpose of carrying out their duties. Facilities may
include but not be limited to, the use of filing cabinets, meeting rooms, telephones, fax,
email, internet, photocopiers and stationery. Such access to facilities shall not
unreasonably affect the operation of the organisation and shall be in accordance with
normal Organisation protocols.

(c) A noticeboard for the display of Union materials including broadcast email facilities.
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58.5

59.

59.1

60.

60.1

60.2

60.3

60. 4

60.5

60.6

(d) Paid access to periods of leave for the purpose of attending Union training courses in
accordance with clause 57 of this Agreement. Country representatives will be provided
with appropriate travel time.

(e) Notification of the commencement of new Employees, and as part of their induction,
time to discuss the benefits of Union membership with them.

(f) Access to awards, agreements, policies and procedures.

(g) The names of any equal employment opportunity, occupational safety and health
representatives and family and domestic violence contact officers.

The Employer recognises that it is paramount that Union representatives in the workplace are
not threatened or disadvantaged in any way as a result of their role as a Union representative.

UNION MEETINGS
Subject to reasonable notice being provided to the Employer:

(a) Employees will be granted paid time off to attend four meetings per calendar year of
up to one hours duration at the workplace held by the Union;

(b) where a meeting exceeds one hour, any absence will be without pay for that part of
the meeting which exceeds one hour; and

(c) to conduct these meetings the Union, upon written request, will be given
access to a private facility at the workplace for the duration of each meeting, if such a
facility is reasonably available at the workplace.

OCCUPATIONAL HEALTH AND SAFETY REPRESENTATIVES RECORDS

The Employer is committed to providing a safe working environment and acknowledges work
health and safety is a shared responsibility. All employees in should feel confident, safe, and
supported to report matters and take steps to minimise any work health and safety risk in the
workplace.

The Employer will provide Health and Safety Representatives with paid time off from normal
duties to attend training courses as specified in the Work Health and Safety (General)
Regulations 2022 (WA).

Consistent with the WHS Act, the Employer will provide Health and Safety Representatives
with such paid time off from their normal duties as is reasonably necessary to exercise their

powers and perform their functions.

Health and Safety Representatives accessing paid time off in accordance with subclauses 60.2
or 60.3 will receive the pay they would have otherwise been entitled to receive for
performing their normal duties during that period.

The Employer will maintain a Health and Safety Representative Register.
The Health and Safety Representative Register will record the following information for each

representative:
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60.7

60.8

61.

62.

62.1

62.2

62.3

62.4

63.

63.1

(a) name;

(b) department;

(c) site;

(d) job title/occupation;

(e) date of election as a representative;

(f) details of the work group represented; and

(g) training details on completion of relevant health and safety training courses,

including initial and refresher training dates.

The Employer shall provide a copy of the Register to the Union every six months.

The Register is to be submitted to GSLR on 31 January each year, for the previous year.

ACCESS TO AGREEMENT
The Employer will ensure that a copy of this Agreement is accessible to all Employees.
SKILLS AND CLASSIFICATIONS

Each job in the structure shall be determined by reference to the Skills Schedule developed,
agreed and documented between the parties and attached in Schedule 4.

The skills schedule has been determined by assessment of skills and tasks relative to that of the
skills and tasks of a trades person or their equivalent.

Employees shall be classified at a particular level of skills by reference to the highest level skill
they are expected to exercise in their job, this shall not prevent them exercising skills below the
skill point to which they are classified.

Where for any period an Employee is required to perform a skill or skills of a higher skill level
than their own, then they shall be paid in accordance with clause 26 - Higher Duties Allowance,
for such performance.

COMMITMENTS UNDER THE PUBLIC SECTOR CSA AGREEMENT 2022

The parties recognise that commitments contained in clause 58 - Review into a Discounted
Public Transport Scheme of the Public Sector CSA Agreement 2022 may have application to this
Agreement.
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PART 9: SCHEDULES TO AGREEMENT

SCHEDULE 1 - SIGNATURES OF PARTIES

Signely
1 —

i
Andrea Ballantyne

Assistant Secretary
Local Government, Racing and Cemeteries Employzes Union (WA)

Date: < W"éﬁ:’( QDaL{-

Signed

£ T
P S

Alex Lyon
Executive Director, Government Sector Labour Relations
Acting as agent for each employing authority listed in clause 5.1 (b) - (f)

Date: 2th November 2024
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SCHEDULE 2

1. WAGES

WAGES AND ALLOWANCES

Wage increases are payable from the dates specified in this schedule.

Classification 2023 agreement | Increase of 5% on and | Increase of 4% on and | Increase of 3.5% on
rates (S per from 1 January 2024 | from 1 January 2025 and from 1 January
week) (S per week) (S per week) 2026 (S per week)

1.1 $1,064.20 $1,117.40 $1,162.10 $1,202.80

2.1 $1,093.70 $1,148.40 $1,194.30 $1,236.10

2.2 $1,123.30 $1,179.50 $1,226.70 $1,269.60

2.3 $1,152.90 $1,210.50 $1,258.90 $1,303.00

3.1 $1,182.50 $1,241.60 $1,291.30 $1,336.50

3.2 $1,231.70 $1,293.30 $1,345.00 $1,392.10

33 $1,281.00 $1,345.10 $1,398.90 $1,447.90

4.1 $1,330.30 $1,396.80 $1,452.70 $1,503.50

4.2 $1,379.60 $1,448.60 $1,506.50 $1,559.20

5.1 $1,428.90 $1,500.30 $1,560.30 $1,614.90

5.2 $1,478.10 $1,552.00 $1,614.10 $1,670.60

2. APPRENTICES

The weekly wage rate shall be a percentage as hereunder of the Level 3.1 rate.

FOUR YEAR TERM %
First year 42
Second year 55
Third year 75
Fourth year 88
THREE YEAR TERM %
First year 55
Second year 75
Third year 88
3. TRAINEE HORTICULTURISTS
The weekly rate shall be a percentage as hereunder of the Level 3.1.
THREE YEAR TERM %
First year 55
Second year 75
Third year 88




4, ALLOWANCES

The following allowance rates are payable from the dates specified in this schedule.

On Call Allowance

4.1 The On Call Allowance (per hour or part thereof) is payable in accordance with subclause 18.12.

4.2 The On Call Allowance is to be adjusted in line with annual wage increases as prescribed in
Schedule 2 - Wages and Allowances.

4.3 ON AND FROM 1 JANUARY 2024 ON AND FROM 1 JANUARY 2025 ON AND FROM 1 JANUARY 2026

$6.47 $6.73 $6.96

Funeral Services Allowance

4.4 The Funeral Services Allowance (per hour) is payable in accordance with subclauses 27.3 and
27.4.
4.5 The Funeral Services Allowance is to be adjusted in line with annual wage increases as

prescribed in Schedule 2 - Wages and Allowances.

4.6 ON AND FROM 1 JANUARY 2024 ON AND FROM 1 JANUARY 2025 ON AND FROM 1 JANUARY 2026
$0.83 $0.86 $0.90

Exhumation Allowance
4.7 The Exhumation Allowance is payable in accordance with clause 28 — Exhumation Allowance.

4.8 The Exhumation Allowance is to be adjusted in line with annual wage increases as prescribed
in Schedule 2 - Wages and Allowances.

4.9 ON AND FROM 1 JANUARY 2024 ON AND FROM 1 JANUARY 2025 ON AND FROM 1 JANUARY 2026

$308.86 $321.21 $332.46

Deployment Allowance

4.10  The Deployment Allowance (per day to a maximum of 2 weeks) is payable in accordance with
clause 29 — Deployment Allowance.

4.11  The Deployment Allowances are to be increased in line with the September quarter data
immediately preceding the wage increase for the Perth Consumer Price Index percentage
change from the corresponding quarter of the previous year for all groups.




4.12

ON AND FROM 1 JANUARY ON AND FROM 1 JANUARY ON AND FROM 1 JANUARY
LOCATIONS
2024 2025 2026
Alt tive Sit
(a) Alternative Sites $16.65 $17.30 To be determined
b) Baldivis
(b) Baldivi $27.05 $28.10 To be determined

First Aid Allowance

4.13  The First Aid Allowance (per week or pro rata as required) is payable in accordance with
clause 31 — First Aid Allowance.

4.14  The First Aid Allowance is to be adjusted in line with annual wage increases as prescribed in
Schedule 2 Wages and Allowances.

4.15

ON AND FROM 1 JANUARY 2024 ON AND FROM 1 JANUARY 2025 ON AND FROM 1 JANUARY 2026

$16.30 $17.00 $17.60

Motor Vehicle Allowance
4.16  The allowance prescribed in clause 30 - Fares and Travelling Allowance shall be varied by the
parties in accordance with any movement in the allowances in Schedule F — Motor Vehicle

Allowance and Schedule G — Motor Cycle Allowance of the Public Service Award 1992.

4.17  Rates for use of Employee's own vehicle on Employer's business are as outlined below:

Area and Engine Displacement (in cubic centimetres)
Details

Over 2600cc Over 1600cc - 1600cc & under

2600cc

Rate (cents) per Kilometre
Metropolitan 89.5 64.5 53.2
Area
South West 91.0 65.4 54.0
Land Division
North of 23.5° | 98.6 70.6 58.3
South Latitude
Rest of State 94.3 67.5 55.6




4.18  Motor vehicles with rotary engines are to be included in the 1600 — 2600cc category.

Motor Cycle Allowance

4.19  Rate (cents) per Kilometre 31.0



SCHEDULE 3 - DEPLOYMENT ALLOWANCE

Employees deployed (on a permanent or temporary basis) who use their own vehicle or public
transport, may make application to the Employer for payment of the Deployment Allowance as follows:

SITUATION

ENTITLEMENT TO CLAIM

Given less than two days’ notice to work at
another Organisation site; and

Using own car or public transport for a
period of up to two weeks or longer.

Kilometrage Allowance and reasonable time (in excess
of normal) until two days’ notice has been received.
the
Deployment Allowance is payable for the remainder of

Once two days’ notice has been received,

the deployment, or up to a maximum of two weeks.

SITUATION

ENTITLEMENT TO CLAIM

Given two days or more notice to work at
another Organisation site; and

Using own car or public transport for a
period of up to two weeks or longer.

The Deployment Allowance is payable for the
deployment up to a maximum of two weeks. No further
entitlement is to be paid after the Allowance has been

paid for two weeks.

SITUATION

ENTITLEMENT TO CLAIM

Travelling in work time and using an
Organisation vehicle

No entitlement.

Travelling in work time and using own
vehicle

Choice of Kilometrage Allowance or reimbursement of
actual cost.




SCHEDULE 4 - CLASSIFICATION STRUCTURE AND SKILLS SCHEDULE
CLASSIFICATION STRUCTURE

CEMETERY WORKER - LEVEL 1

1. OVERVIEW
This level is the entry level and previous job experience is not required.
At this level:
1. judgement is limited as work is repetitive and generally coordinated by others;
2. work is clearly defined and of a routine and basic nature with established procedures,
guidance and close supervision; and
3. an Employee is required to exercise basic judgement relating to own work and personal
safety as required by relevant legislation and safety procedures.
2. DUTIES

Duties may include:
1.

As directed, assist in the implementation of the works program consistent with operational
and business plans.

Assist in maintaining facilities to a standard that meets customer expectations.

Undertake duties within the limits of the Employee's skill and competence, consistent with
a safe and healthy working environment.

Use a records management system to maintain accurate and up to date records.

As required, assist with core duties and essential corporate activities in other functional
areas.

3.JOB REQUIREMENTS

Job requirements may include:
1.
2.
3.
4.
5.

Perform duties under direct and close supervision.

Perform a limited range of activities which are routine and predictable.
Contribute willingly to the work of the team and learn from other team members.
Communicate appropriately with colleagues and clients.

Demonstrate an awareness of the importance of having a customer focus.

4. GENERAL COMPETENCY REQUIREMENTS

ik W e

Core competencies may include:

Ability to safely operate basic hand tools.

Ability to work in a team.

General communication skills.

Basic interpersonal skills.

The ability to develop an appreciation and awareness of:
a) theteam's operational plans;

b) the Organisation’s policies;

(@)

)
) the Customer Service Charter;
)

o

the importance of safety and health and equal opportunity issues in the workplace
and ability to apply this knowledge.

Optional competencies may include:
1.

Ability to undertake work in other functional areas.




2. Current'C' class driver's licence.

CEMETERY WORKER - LEVEL 2

1. OVERVIEW

Appointment to Level 2 is subject to an Employee achieving the competency requirements of a
Level 1.

An Employee at this level should:

1. have satisfactorily completed structured and/or on-the-job training (including appropriate
safety training); or

2. possess appropriate and relevant equivalent experience; and

3. meet the technical requirements of the job as assessed against the general and specific
competency requirements in this Schedule.

Decision making at this level may require limited personal judgement. Work procedures are already
well established. The individual must apply existing known techniques to the work with decision
making being within existing routines, procedures and practices. Tasks are of a limited complexity
and multi-skilling. General and specialised skills are to be in conjunction with the requirements and
duties of the position.

2. DUTIES

Duties may include:

1. Asdirected, assist in the implementation of the works program consistent with operational
and business plans.

2. Maintain facilities to a standard that meets customer expectations.

3. Operate and undertake basic maintenance of equipment and machinery to ensure safe and
efficient operation at all times.

4. Provide information to customers, consistent with the Customer Service Charter.
5. Use arecords management system to maintain accurate and up to date records.

6. Undertake duties within the limits of the Employee's authority, consistent with a safe and
healthy working environment.

7. Asrequired, assist with core duties and essential corporate activities in other functional
areas.

3.JOB REQUIREMENTS

Core requirements may include:
1. Perform duties under general supervision.
Take responsibility for the quality of own work performed.
Perform a range of varied activities which are mostly routine and predictable.
Work in a range of contexts where the choice of actions are limited and clear.

2
3
4
5. Identify a limited range of predictable problems and apply routine solutions.
6. Actively seek ways to assist other team members.

7

Demonstrate an awareness of the importance of having a customer focus.




4. GENERAL COMPETENCY REQUIREMENTS

A. CEMETERY WORKER (FUNERAL SERVICES) LEVEL 2

Core competencies may include:

Communication and Client Relations

1. Communicate appropriately with colleagues and clients.

2. Accurately record and maintain basic information.

3. Assist with grief and trauma issues as they impact the work situation.

4. Provide services to customers.

5. Deliver services using telecommunications technology (and two-way radio).

Professional Conduct and Workplace Safety

1. Work effectively in the workplace.

2. Carry out duties in grave digging/crematorium/mausoleum in accordance with Safety and
Health Procedures.

Tools, Vehicles and Machinery

1. Assist with workplace measurements and calculations.

2. Use hand tools.

3. Inspect and maintain vehicles and equipment as appropriate to the job.
4. Use and operate small plant and equipment as appropriate to the job.

Administration/ Business Operations

1. Apply Organisation procedures.
Optional competencies may include:

Tools, Vehicles and Machinery

1. Drive registered vehicles.
2. Conduct truck operations.

Administration/ Business Operations

1. Under direction, store and handle hazardous and dangerous substances.
2. Basic First Aid knowledge.

3. An ability to undertake work in other functional areas, e.g. landscaping, grave digging,
mausoleum, crematorium etc.

5. SPECIFIC COMPETENCY REQUIREMENTS

Grave Digger

Core specific competencies may include:
1. Under general direction:
a. Provide general maintenance as appropriate to the job.
b. Take in funerals (attended and not attended).
c. Assist with preparing for grave digging.
d. Perform manual grave digging.

e. Capacity to perform grave digging using machinery.




g.
h

Backfill and 'make good' graves including replacing grass top to Organisation standards.
Assist with performing a grave collapse consolidation.
Perform grave re-opening.

Assist with exhumations, lift and deepening.

Optional specific competencies may include:

1.

Clean and maintain public conveniences and amenities.

Crematorium Operator

Core specific competencies may include:

1.

Under general direction:

o o

- 0o o o

Provide general maintenance as appropriate to the job.

Take in funerals (attended and not attended).

Clean and maintain public conveniences and amenities.

Assist with performing and/or overseeing routine Cremations.
Assist with arranging and overseeing viewings of Cremations.
Pre and post chapel service maintenance.

Assists with attending and monitoring funeral proceedings using equipment in the
chapel, i.e. CCTV, PA/ sound systems, Web-casting and other relevant equipment.

Mausoleum Attendant

Core specific competencies may include:

1.

Under general direction:

o o

- o o o

Provide general maintenance as appropriate to the job.
Take in funerals (attended and not attended).

Clean and maintain public conveniences and amenities.
Pre and post mausoleum service maintenance.

Prepare mausoleum for entombments.

Assist with reinstating crypts.

4. GENERAL COMPETENCY REQUIREMENTS

B. CEMETERY WORKER (LANDSCAPING) LEVEL 2

Core competencies may include:

Communication and Client Relations

1.

2.
3.
4.

Communicate appropriately with colleagues and clients. Accurately record and maintain basic

information.

Assist with grief and trauma issues as they impact the work situation.

Provide services to customers.

Deliver services using telecommunications technology (and two way radio).

Professional Conduct and Workplace Safety




1. Work effectively in the workplace.
2. Carry out duties in Landscaping in accordance with Safety and Health Procedures.

Tools, Vehicles and Machinery

1. Assist with workplace measurements and calculations.

2. Use hand tools.

3. Use power tools (under supervision) and hand held operations.

4. Inspect and maintain vehicles and equipment as appropriate to the job.
5. Use and operate small plant and equipment as appropriate to the job.

Administration/ Business Operations

1. Under direction, store and handle hazardous and dangerous substances.

2. Apply Organisation procedures.
Optional competencies may include:

Tools, Vehicles and Machinery

1. Drive registered vehicles.
2. Conduct truck operations.

Administration/ Business Operations

1. Basic First Aid knowledge.

2. An ability to undertake work in other functional areas, e.g. landscaping, grave digging,
mausoleum, crematorium etc.

5. SPECIFIC COMPETENCY REQUIREMENTS

Core specific competencies may include:

1. Under general direction:

a. Provide general grounds care and maintenance.

b. Plant shrubs and trees.

c. Light pruning of shrubs and small trees.

d. Prepare potting media and fertilisers.

e. Provide general care and maintenance of indoor plants.

f.  Assist with pest and disease control.

g. Assist with irrigation systems maintenance activities.

Optional specific competencies may include:

1. Clean and maintain public conveniences and amenities.

CEMETERY WORKER - LEVEL 3

1. OVERVIEW

Appointment to Level 3 is subject to an Employee achieving the general requirements of previous
levels.

Horticulture stream may require:
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1. 3 years relevant and accumulated experience; and at least a relevant, Trade Certificate
equivalent to a WA Horticulture Certificate Ill; and

2. be able to demonstrate that the job requirements for this level as outlined in this Schedule
are met.

Where an individual does not have formal qualifications including those in the areas of horticulture,
mausoleum, crematorium, irrigation and grave digging streams, the following may be required:

1. 4 yearsrelevant and accumulated experience; and

2. assessed as meeting the job requirements relevant to that stream as outlined in this
Schedule.

Decision making at this level may require personal judgement. Work procedures are already well
established. The individual must apply existing known techniques to the work with decision making
being taken within existing routines, procedures and practices. General and specialised skills are to
be in conjunction with the requirements and duties of the position.

2. DUTIES

Duties may include:
1. Asdirected, implement work programs consistent with operational and business plans.
2. Maintain facilities to a standard that meets customer expectations.

3. Operate and maintain relevant equipment and machinery to ensure safe and efficient
operation at all times.

4. Provide information to customers, consistent with the Customer Service Charter.
5. Use arecords management system to maintain accurate and up to date records.

6. Assists and guides Employees and contract Employees (labour hire) in the conduct of their
work to ensure team outcomes.

7. Undertake duties within the limits of the Employee's authority, consistent with a safe and
healthy working environment.

8. As required, assist with core duties and essential corporate activities in other functional

areas.

9. Assist with the provision of on the job training and/or mentoring for small groups or
individuals.

3.JOB REQUIREMENTS

Core requirements may include:
1. Perform duties under routine supervision with general guidance.

2. Take responsibility for the quality of own work performed in relation to specified
Organisation standards.
3. Perform a variety of roles using a range of well-developed skills, interpreting available

information using discretion and judgement.

4. Work in a variety of contexts with some complexity in the extent and choice of options
available.
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5. Identify and resolve a range of problems and apply appropriate solutions to achieve quality
outcomes.

6. Work co-operatively with other team members and actively participate in developing the
team culture to achieve quality outcomes.

7. Possess relevant theoretical knowledge.

8. Demonstrate the awareness of the importance of having a customer focus.

To be eligible to act as Team Leader, a Cemetery Worker Employee (all streams) needs to have
completed or commenced the Certificate Ill Funeral Services or a qualification deemed relevant, and
have a minimum of one year’s related experience.

A. CEMETERY WORKER (FUNERAL SERVICES) LEVEL 3

4. GENERAL COMPETENCY REQUIREMENTS

Core competencies may include:

Communication and Client Relations

Assist with product and sales services Tools, Vehicles and Machinery.

Carry out workplace measurements and calculations.

w N

Use power tools.

4. Operate and maintain relevant equipment through the application of technical knowledge.
Staff Skills

1. Assist with the provision of on the job training and mentoring.

Professional Conduct and Workplace Safety

1. Within 12 months of attaining this level, attend an approved Occupational Safety and Health
course dealing with safety and rescue procedures, if required.

Optional competencies may include:

Professional Conduct and Workplace Safety

1. Provide first aid in the workplace. Administration/Business operations.

2. An ability to undertake work in other functional areas, e.g. landscaping, grave digging,
mausoleum, crematorium etc.

3. Basic computer literacy and application.

5. SPECIFIC COMPETENCY REQUIREMENTS

Grave Digger

Core specific competencies may include:
1. Schedule burials.
2. Oversee work site preparations and reinstatement.
3. Perform and oversee burials works, including:
a) Ensure that the physical environment is maintained to Organisation standards;

b) Identify and/or check accurately the location of a grave site; and
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c) Assess soil conditions and the installation of appropriate shoring for individual
graves.

4. Qversee exhumations.

Crematorium Operator

Core specific competencies may include:
1. Oversee work site activities.
Apply specialised knowledge of the cremation process.
Ensure that the physical environment is maintained to Organisation standards.

Schedule Cremations.

vk weN

Attending and monitoring funeral proceedings using equipment in the chapel, i.e. CCTV,
PA/sound systems, Web-casting and other relevant equipment.

Mausoleum Attendant

1. Core specific competencies may include: Oversee worksite activities.
Schedule interments.
Prepare crypts for interments.

Reinstate crypts.

vk W

Ensure the physical environment is maintained to Organisation standards.

To be eligible to act as Team Leader, a Cemetery Worker Employee (all streams) needs to have
completed or commenced the Certificate Ill Funeral Services or a qualification deemed relevant, and
have a minimum of one year’s related experience.

B. CEMETERY WORKER (LANDSCAPING) LEVEL 3

1. GENERAL COMPETENCY REQUIREMENTS

Core competencies may include:

Communication and Client Relations

1. Assist with product and sales services.

Tools, Vehicles and Machinery

1. Carry out workplace measurements and calculations.

2. Use power tools.

3. Operate and maintain relevant equipment through the application of technical knowledge.
Staff Skills

1. Assist with the provision of on the job training and mentoring.

Professional Conduct and Workplace Safety

1. Within 12 months of attaining this level, attend an approved Occupational Safety and Health
course dealing with safety and rescue procedures, if required.

Optional Requirements

Professional Conduct and Workplace Safety

1. Provide first aid in the workplace.
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Administration/Business operations

1. An ability to undertake work in other functional areas, eg landscaping, grave digging,
mausoleum, crematorium etc.

2. Basic computer literacy and application.

5. SPECIFIC COMPETENCY REQUIREMENTS

Core specific competencies may include:

1. Oversee worksite activities and ensure that the physical environment is maintained to
Organisation standards.

2. Undertake pest and disease control including the responsibility for the selection and
application of control agents.

3. Undertake various landscaping activities including:

a) Seed sowing and maintenance of records;

O

Collection of plant information prior to planting;

(@)

)
)
) Skilled pruning;
d) Select seedlings; and
e) Supervising gardening maintenance and fertilisation.
4. Assist with installation of irrigation systems.
5. Operate irrigation systems.

6. Participate in the evaluation of grounds maintenance and development activities.

Optional specific competencies may include:
1. Undertake various landscaping activities including:

a) Glasshouse operations; and/or

O

Collection and propagation of cuttings; and/or

(@]

)
)
) Conduct grafting and growth trials; and/or
)

(o

Maintenance of propagation index and records.

To be eligible to act as Team Leader, a Cemetery Worker Employee (all streams) needs to have
completed or commenced the Certificate Ill Funeral Services or a qualification deemed relevant, and
have a minimum of one year’s related experience.

B. CEMETERY WORKER (IRRIGATION) LEVEL 3

4. GENERAL COMPETENCY REQUIREMENTS

Core competencies may include:

Communication and Client Relations

1. Assist with product and sales services

Tools, Vehicles and Machinery

2. Carry out workplace measurements and calculations.

3. Use power tools.
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4. Operate and maintain relevant equipment through the application of technical knowledge.
Staff Skills
1. Assist with the provision of on the job training and mentoring.

Professional Conduct and Workplace Safety

1. Within 12 months of attaining this level, attend an approved Occupational Safety and Health
course dealing with safety and rescue procedures, if required.

Optional competencies may include:

Professional Conduct and Workplace Safety

1. Provide first aid in the workplace.

Administration/Business operations

1. An ability to undertake work in other functional areas, e.g. landscaping, grave digging,
mausoleum, crematorium etc.

2. Basic computer literacy and application.

5. SPECIFIC COMPETENCY REQUIREMENTS

Core specific competencies may include:

1. Oversee work site activities.
Undertake irrigation systems maintenance activities.
Install cemetery/crematoria irrigation systems.
Operate irrigation systems.

Participate in the evaluation of grounds maintenance and development activities.

S T

Establish irrigation systems taking into account the application of a basic understanding of
landscape and garden requirements.

MECHANICAL MAINTENANCE TRADESPERSON — LEVEL 4

1. OVERVIEW

An Employee at this level should have:

1. Arelevant Mechanical trade qualification;
2. Extensive machinery operation and maintenance experience; and
3. Metal fabrication and welding experience.

An MCB Employee at this level works under the direction of the Fleet & Plant Officer and across all
MCB sites.

An Employee at this level may be required to:

1. Work with limited or no direct supervision, and perform tasks independently;
2. Use discretion and provide direction to Employees and contractors on maintenance works;

3. Mentor Employees;
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4. Contribute to advances, improvements and efficiencies in plant, equipment, systems and
processes; and

5. Embrace and adapt to change in the work environment and undertake their duties within the
Organisation’s Values, Code of Conduct, policies/procedures and relevant Government
legislation.

2. DUTIES

Duties may include:
Records
1. Use arecords management system to maintain accurate and up to date records.

Maintenance
1. Organise and/or undertake servicing, maintenance and repairs to vehicles, plant and
equipment.

2. ldentify, liaise with and oversee contractors for the service, maintenance and repair of vehicles,
plant and equipment.

3. Undertake checks, minor services and repairs to workshop equipment.
4. Undertake fabrication, minor welding and general maintenance.

Financial

1. Reconcile and code credit card purchases monthly.
2. Participate in budgeting for vehicles, plant and equipment.
3. Purchase parts, minor plant, tools and equipment.

Asset Management

1. Identify and report maintenance, warranty issues and risks.
2. Attend to work orders and job requests via the Organisation’s asset management system.

3. Maintain and record maintenance information using the Organisation’s document

management system.

4. Ensure the physical work environment (including workshop) is safe, clean and maintained to
Organisation and occupational safety and health standards.

Staff and Contractor Management

1. Liaise with and oversee contractors for the service, maintenance and repair of vehicles, plant
and equipment.

2. Organise demonstrations by the suppliers of their plant and equipment.

3. Train staff on the correct and safe use of vehicles, plant and equipment in accordance with
manufacturer’s instructions.

4. Train staff on minor maintenance and pre-start checks of vehicles, plant and equipment.

3. JOB REQUIREMENTS

Core requirements may include:
Organisational responsibilities
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7.
8.

Contribute to the Vison and Mission of the Organisation.

Participate in the development and implementation of the Organisation’s operational plans
and other corporate initiatives.

Participate in the development and implementation of appropriate work team plans.

Establish and maintain effective working relationships with peers and colleagues to achieve
team and Division operational objectives.

Participate in the Organisation’s performance management system.
Undertake all duties of the position in a manner which is consistent with:

a

b

) Equal Employment Opportunity;

)
c) Public Sector Code of Ethics;

)

)

Occupational Safety and Health;

(o

The Organisation’s Values and Code of Conduct;
e) The Organisation’s policies and procedures; and
f) other relevant Government legislation.

Participate in internal and external committees and working parties.

Other duties as directed, according to Organisational needs.

4. COMPETENCIES

2.
3.

Core competencies may include:
1.

Ability to work in a team environment in a constructive and flexible manner.
Ability to exercise appropriate initiative and work with minimal supervision.
Commitment to honest and ethical work practices, decision making and behaviour.

Demonstrated ability to communicate sensitively with all people, including from diverse
backgrounds, to resolve issues.

Sound interpersonal, written and oral communication skills.
Sound decision making and problem solving ability.

Demonstrated computer literacy, including documenting and maintaining records.

BUILDING MAINTENANCE TRADESPERSON — LEVEL 4

1. OVERVIEW

An Employee at this level should have:
1.

2.
3.

A relevant Building trades qualification;
Extensive experience in buildings and infrastructure projects and general maintenance ; and

The ability to construct minor infrastructure projects (e.g. concreting, landscaping, carpentry
and joinery, paving, welding and painting).

An MCB Employee at this level works under the direction of the Building and Projects Officer and
across all MCB sites.
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An Employee at this level may be required to:
1. Work with limited or no direct supervision, and perform tasks independently;
2. Use discretion and provide direction to Employees and contractors on minor infrastructure
projects and general maintenance works;
3. Mentor Employees;
4. Contribute to advances, improvements and efficiencies in building and infrastructure

maintenance, systems and processes; and

5. Embrace and adapt to change in the work environment and undertake their duties within the
Organisation’s Values, Code of Conduct, policies/procedures and relevant Government
legislation.

2. DUTIES

Duties may include:
Records

1. Use arecords management system to maintain accurate and up to date records.

Maintenance

1. Organise and/or undertake servicing, maintenance and repairs to buildings and infrastructure.

2. ldentify, liaise with and oversee contractors for the service, maintenance and repairs to
buildings and infrastructure.

3. Undertake concreting, landscaping, carpentry and joinery, paving, welding and painting.
Financial

1. Reconcile and code credit card purchases monthly.

2. Participate in budgeting for building and infrastructure maintenance and repairs.

3. Purchase parts, minor building, infrastructure and maintenance supplies.

Asset Management

1. Identify and report building and infrastructure maintenance issues and risks.
2. Attend to work orders and job requests via the Organisation’s asset management system.

3. Maintain and record maintenance information using the Organisation’s document
management system.

4. Ensure the physical work environment (including workshop) is safe, clean and maintained to
Organisation and occupational safety and health standards.

Staff and Contractor Management

1. Liaise with and oversee contractors for the service, maintenance and repairs to buildings and
infrastructure.

2. Resolve complaints and enquiries regarding minor building and infrastructure issues or
contractor works. Report to the Site Coordinator and Building and Projects Officer as
appropriate.

3. JOB REQUIREMENTS

Core requirements may include:

Organisational responsibilities

1. Contribute to the Vision and Mission of the Organisation.
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7.
8.

Participate in the development and implementation of the Organisation’s Operational Plans
and other corporate initiatives.

Participate in the development and implementation of appropriate work team plans.

Establish and maintain effective working relationships with peers and colleagues to achieve
team and Division operational objectives.

Participate in the Organisation’s performance management system.
Undertake all duties of the position in a manner which is consistent with:

a) Equal Employment Opportunity;

O

)

) Occupational Safety and Health;
) Public Sector Code of Ethics;
)
)

(@)

d

e

The Organisation’s Values and Code of Conduct;
Organisation policies and procedures; and

f) other relevant Government legislation.
Participate in internal and external committees and working parties.

Other duties as directed, according to organisational needs.

4. COMPETENCIES

Core competencies may include:

el N

v

Ability to work in a team environment in a constructive and flexible manner.
Ability to exercise appropriate initiative and work with minimal supervision.
Commitment to honest and ethical work practices, decision making and behaviour.

Demonstrated ability to communicate sensitively with all people, including from diverse
backgrounds, to resolve issues.

Sound interpersonal, written and oral communication skills.
Sound decision making and problem solving ability.

Demonstrated computer literacy, including documenting and maintaining records.

To be eligible to act as Team Leader, a Cemetery Worker Employee (all streams) needs to have

completed or commenced the Certificate Ill Funeral Services or a qualification deemed relevant, and

have a minimum of one year’s related experience.

TEAM LEADER - LEVEL 4

1. OVERVIEW

Appointment to Level 4 is on the basis of a position being vacant and an individual being selected for
the position on the basis of merit selection processes.

An Employee at this level should have:

1.

Sufficient experience (generally considered to be 4 - 6 years of varied and accumulated
experience) to enable competent performance of a range of job assignments; and/or

Demonstrated competent performance in a relevant specialist area, e.g. Landscaping,
Reticulation, Grave Digging, Crematoria or Mausoleum.
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Individuals at this level may be required to:

2w e

Use some discretion as to work methods but perform tasks in consultation with Coordinator;
Lead and mentor other Employees;
Perform tasks independently and contribute to advances in systems and processes; and

Embrace and adapt to change in the work environment and undertake their duties within
the Organisation's values, Code of Conduct, policies/ procedures and relevant government
legislation.

2. DUTIES

Duties may include:

1.

L o N o v

Undertakes the duties of Cemetery Worker (Landscaping) or Cemetery Worker (Funeral
Services) or Cemetery Worker (Crematorium Operator) relevant to the Employee's
classification, in accordance with this Classification Schedule.

Mentors and provides leadership and guidance to other team members.

Assists with the day to day coordination of Employees and resources for tasks/projects on a
daily basis.

In consultation with the Coordinator, coordinates and delivers on-the-job training, including
training in relation to safety and health matters.

Assists with the formal induction training of new Employees.

Assists in the resolution of difficult public enquiries and complaints.

Participates in bushfire control and prevention, as required.

Provides assistance to other functional area, e.g. landscaping, grave digging, etc.

Use a records management system to maintain accurate and up to date records.

3.JOB REQUIREMENTS

Core requirements may include:

Organisation Responsibilities:

1.
2.

Contributes to the Vision and Mission of the Metropolitan Cemeteries Board.

Participates in the development and execution of the Organisation’s Operational Plans and
other corporate initiatives.

Participates in the development and implementation of appropriate work team plans.

Establishes and maintains effective working relationships with peers and colleagues to
ensure the achievement of operational objectives.

Participates in the Organisation’s performance management system.
Undertakes duties of the position in a manner which is consistent with:

a) Equal Employment Opportunity;

O

occupational safety and health;

(@)

)

)

) Public Sector Code of Ethics; and

d) The Organisation values and Code of Conduct.

Exercises appropriate initiative and undertakes duties in accordance with Organisation’s
legislation, policy and procedures.
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8. Participates on relevant internal and/or external committees and working parties.
9. Other duties as directed, according to organisational needs.

Customer Services Responsibilities:

1. Productively delivers excellent customer service, in line with the Organisation’s Customer
Service Charter.
2. Handles and resolves complaints and queries, and reports to the Manager and/or

Coordinator, as appropriate.

4. COMPETENCIES
Core competencies may include:

1. Leadership ability, including the ability to motivate and mentor staff, provide on the job
training including induction and safety and health training.

2. Assists in the resolution of difficult public enquiries and complaints.

3. Participates in ensuring appropriate OSH practices and in bushfire control and prevention,
as required.

4. Provides leadership in terms of area of speciality.

SITE TEAM LEADER — LEVEL 5

1. OVERVIEW

Appointment to Level 5 is on the basis of a position being vacant and the Employee being selected for
the position on the basis of merit selection processes.

An Employee at this level should have:
1. completed the Certificate lll Funeral Services or Certificate Ill Parks and Gardens or another

relevant qualification;

2. demonstrated competent performance as a team leader in one or more specialist areas (e.g.
Landscaping, Irrigation, Grave Digging, Crematoria or Mausoleum);

3. demonstrated ability to lead, motivate, mentor and provide on the job training to employees;
and

4. considerable (generally considered to be a minimum of 5 years) experience and demonstrated
competent performance in multiple specialist areas (e.g. Landscaping, Irrigation, Grave
Digging, Crematoria or Mausoleum).

An Employee at this level may be required to:
Liaise with the Operations Coordinator on all operational service areas;

Liaise with internal and external stakeholders;
Work with limited or no direct supervision, and perform tasks independently;
Use discretion, and provide leadership and direction to Employees and contractors;

Mentor Employees;

o v kA W N e

Contribute to advances, improvements and efficiencies in plant, equipment, systems and
processes; and
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7. Embrace and adapt to change in the work environment and undertake their duties within the
Organisation’s Values, Code of Conduct, policies, procedures and relevant Government
legislation.

2. DUTIES

Duties may include:

1.

8.
9.

Undertake the duties of Team Leader providing leadership across multiple specialist areas (e.g.
Landscaping, Irrigation, Grave Digging, Crematoria or Mausoleum).

Ensure all cemetery operations, including irrigation and reticulation systems, are operational.

Monitor the achievement of operational outcomes, and ensure operations are undertaken
effectively and safely, in accordance with legislation, Organisation policies and procedures, and
customer expectations.

Prepare, maintain and audit cemetery operations records to ensure completeness and
accuracy.

Assist with the review of Planning and Operations policies, practices and procedures.

Assist with the coordination and administration of the Planning and Operations Division and
the management of operational programs.

Oversee the security and maintenance of site facilities in consultation with the Operations
Coordinator and the Building and Projects Officer.

Participate in the Emergency Response Team as the Chief Site Emergency Warden.

Participate in bushfire control and prevention, as required.

10. Use a records management system to maintain accurate and up to date records.

Financial
1. Reconcile and code credit card purchases monthly.
2. Assist with the preparation and management of procurement, budget and expenditure for
plant and equipment.
3. Purchase supplies and equipment.
Staff and Contractor Management
1. Ensure a safe working environment for all employees, contractors and visitors.
2. Liaise with and oversee contractors and monitor work performance to ensure Organisation
requirements and standards are being met.
3. Plan and supervise the daily activities and work of employees and contractors, in consultation
with the Operations Coordinator and Team Leaders.
4. Provide leadership, mentoring and guidance to employees.
5. Conduct site induction of new employees and contractors.
6. Deliver on the job training, including site specific health and safety training for employees.
7. Facilitate performance management for employees who are direct reports.
8. Provides assistance to other functional areas, e.g. landscaping, grave digging, etc.

3. JOB REQUIREMENTS

Core requirements may include:
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Organisational responsibilities

1. Contributes to the Vision and Mission of the Organisation.

2. Participate in the development and implementation of the Organisation’s Operational Plans
and other corporate initiatives.

3. Participate in the development and implementation of appropriate work team plans.

4. Establish and maintain effective working relationships with peers and colleagues to achieve
team and Division operational objectives.

5. Participate in the Organisation’s performance management system.
6. Undertake all duties of the position in a manner which is consistent with:

a) Equal Employment Opportunity;

O

)

) Occupational Safety and Health;
) Public Sector Code of Ethics;
)
)

(@)

d

e

The Organisation’s Values and Code of Conduct;
Organisation policies and procedures; and

f) other relevant Government legislation.
7. Exercise appropriate initiative.
8. Participate in internal and external committees and working parties.
9. Other duties as directed, according to organisational needs.

Customer Services Responsibilities

1. Productively deliver excellent customer service, in line with the Organisation’s Customer
Service Charter.

2. Handles the resolution of difficult and sensitive public complaints and enquiries, and report to
the Operations Coordinator as appropriate.

4. COMPETENCIES

Core competencies may include:
1. Experience in promoting safe working practices.

Provide leadership in multiple specialist areas.
Leadership, including the ability to motivate and mentor staff.
Provide on the job training including induction and safety and health training.

2

3

4

5. Ensuring appropriate OSH practices and bushfire control.

6. Commitment to honest and ethical work practices, decision making and behaviours.
7

Demonstrated ability to communicate sensitively with all people, including from diverse
backgrounds, to resolve issues.

8. Manage and resolve difficult and sensitive enquiries and complaints.
9. Sound interpersonal, written and oral communication skills.

10. Sound computer and administrative skills.

To be permanently appointed as a Team Leader a person needs to have completed the Certificate Il
(Funeral Services) or other relevant qualification and have a minimum of four years' experience.
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The requirement for the qualification is subject to it being made available to Employees by the
Employer.

SKILLS SCHEDULE

The parties acknowledge that employees may be required to use the Cemetery Records System or
another records management system as part of their normal duties. The Organisation will provide
technology training to any employees expected to use a records management system.

The MCB CEEA Agreement 2010 indicated the Employer’s commitment to identifying accredited
training in grave digging.

The Employer has identified the Funeral Services Training Package (FSTP) as the accredited training in
the 2013 Agreement for Grave digging and Crematorium employees.

The identified appropriate streams within the Certificate Ill and/or Certificate IV will be provided by the
Employer to Employees as:

e Workplace training provided at no cost to the employee.

e Recognition of Prior Learning (RPL), if appropriate, or as workplace training at no cost to the
employee.

e Enhancing employee’s range of skills.
e Certificate Ill necessary to facilitate the progression from Level 3 into a Team Leader Level 4.

e Certificate IV necessary to facilitate the leadership pathway from Team Leader Level 4 to
supervisory roles beyond the Team Leader.

e  First priority to be offered to Cemetery Workers (Burials) and Cemetery Workers (Crematorium
Operator) to participate in the FSTP training.

e Second priority to be offered to Cemetery Worker (Grounds) wishing to undertake FSTP in
either Grave digging or Crematorium to become Cemetery Workers (Burials) or Cemetery
Workers (Crematorium Operator).

The Horticulture Training Package remains the preferred accredited training for Horticulture (Grounds)
employees.

As a part of the Employer’s leadership strategy, all Employees in supervisory roles are also encouraged
to complete a Certificate IV in Leadership and Management.
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LEVEL1
DEFINITION

A Cemetery Employee (General) Level 1 is a person who is required by the Employer to undertake an
induction/familiarisation which may include, but not be limited to:

(a) an introduction to supervisors and fellow workers; and
(b) being informed as to:

(i) conditions of employment;

(ii) training and career opportunities;

(iii) plant layout;

(iv) work and documentation procedures;
(v) workplace practices;
(vi) occupational safety and health;

(vii) equal employment practices;

(viii)  quality control; and

(ix) workplace numeracy and literacy training if required.
DUTIES AND TASKS

The duties and tasks which an Employee at this level may be required to perform, on a daily or periodic
basis shall include, but not be limited to:

(a) General maintenance and cleaning duties such as;
(i) raking leaves and lawn areas;
(ii) sweeping;
(iii) digging;
(iv) hand watering;
(v) minor pruning (under supervision);
(vi) elementary fence repair; and

(vii) collection of litter by hand.
(b) Use of hand tools such as:

(i) shovels;
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(ii) picks;
(iii) wheel barrows;
(iv) hand saw;

(v) pitch fork; and

(vi) hoe.
(c) Use of motorised hand tools such as:
(i) pedestrian hand mower;
(ii) brush cutter;
(iii) drills;
(iv) hedge trimmer; and
(v) concrete mixer under instruction.

SKILLS AND TRAINING

An Employee at this level shall be classified as a trainee having no formal training in any respect of
Cemetery Industry work.

An Employee at this level will undertake the basic induction training.
An "A" class driving license may be required.
LEVEL OF SUPERVISION

An Employee at this level will work under close supervision/instruction either as an individual or as part
of a team.

Such an Employee will be responsible for the quality of their own work subject to supervision.

It is anticipated that within 6 months, an Employee would progress to level 2, subject to their attaining
the necessary competencies. In the event of an Employee not reaching the necessary level of
competency within this time period their situation shall be reviewed.

LEVEL 2
DEFINITION
An Employee entering this level will have completed the necessary requirements of Level 1 and:
(a) exercise discretion appropriate to their level of skill;

(b) understand and undertake quality control and progressively accept responsibility for
the quality of their work;
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(c) undertake structured training to enable progression/promotion; and
(d) assist with on the job training of Employees at lower levels.
DUTIES/TASKS

An Employee at this level may perform on a daily or periodic basis all tasks listed under Level 1
Employee, and may include, but not be limited to the following:

(a) use of a jack hammer, concrete mixer;

(b) use of hand tools i.e. power drill, pitch forks, electric saw and garden tools;
(c) digging trenches;

(d) lawn mowing, including ride-on i.e. tractor driver (without implements);

(e) fertilising/spraying, including herbicides/pesticides;

(f) carting soils and materials;

(g) removal of tree cuttings;

(h) use of minor equipment i.e. pumps, generators, chain saw, posthole digger;
(i) ability to maintain equipment in proper working order;

() brick paving under supervision;

(k) crematorium duties and chapel duties under supervision.

SKILLS AND TRAINING

An Employee at Level 2 shall have satisfactorily completed the induction training as per Level 1
Employee.

An Employee at this level shall also have:

(a) the ability to use minor and major machinery;

(b) public liaison skills;

(c) basic literacy and numeracy;

(d) knowledge of equitable and safe working practices;

(e) knowledge of the Employer’s Policies and Practices; and
(f) first aid.

A current "B" class license may be required.
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LEVEL OF SUPERVISION

An Employee at this level will graduate from working under close supervision to working under limited

supervision as experience is gained and specialist or structured training is undertaken.

LEVEL 2 CEMETERY OPERATIONS-MAINTENANCE

2.1 Duties/tasks in addition to Level 1 may include, but not be limited to:
(@) Assisting in general maintenance of buildings, workshop areas, roadways,
paths and reserves, incorporating minor:
(i) painting;
(ii) concreting;
(iii) fencing;
(iv) water reticulation;
(v) setting up manual watering systems;
(vi) brick paving;
(vii) preparation of garden beds;
(viii)  collection of seeds;
(ix) driving of utes;
(x) assisting of grave diggers where required;
(xi) top dressing;
(xii) basic potting; and
(xiii)  weeding/hoeing.
2.2. Duties/tasks in addition to Level 2.1 may include but not be limited to:

(a) Routine servicing of vehicles, plant equipment, including but not limited to:
(i) changing and checking of oils, fuel coolants, globes, batteries and air
filters;

(ii) greasing;
(iii) servicing blades and chords, (non-electrical); and
(iv) assisting in grave digging duties where required.
(b) digging/timbering graves under supervision;
(c) carting dirt, placing mats;
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(d) preparing area for funeral including surface preparation i.e. arranging grave
digging boards and spreaders under supervision;

(e) topping up soil and clean up after burial; and
(f) assisting in landscaping work.
2.3 Duties/tasks in addition to Level 2.2 may include but not be limited to:
(a) Driving and operating vehicles/motorised equipment as follows:
(i) light trucks;
(ii) tractor with trailer;
(iii) self-propelled motor;
(iv) tractor/slasher;
(v) road sweeper; and
(vi) other relevant sundry plant.
(b) Driving and operating vehicles/motorised equipment as follows:
(i) trucks up to 6 tonnes requiring "B" class license;
(c) Assisting in landscaping work under limited supervision.
(d) An Employee at this level will assist in on the job training of subordinates.

LEVEL 2 CEMETERY OPERATIONS-GRAVE DIGGING
2.1 Duties/tasks in addition to Level 1 may include, but not be limited to:

(a) Assisting in general maintenance of buildings, workshop areas, roadways, paths and
reserves, incorporating minor:

(i) painting;

(ii) concreting;

(iii) fencing;

(iv) water reticulation;

(v) setting up manual watering systems;
(vi) preparation of garden beds;

(vii) raking lawn areas;

(viii)  sweeping;
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(ix) collection of litter;

(x) top dressing;

(xi) basic potting;

(xii) weeding/hoeing;

(xiii)  assists grave digger where required.

2.2 Duties/tasks in addition to Level 2.1 may include but not be limited to:

(a) Routine servicing of vehicles, plant and equipment, including, but not limited
to:
(i) changing and checking of oils, fuel coolant, globes, batteries and air
filters;
(ii) greasing;
(iii) servicing blades and chords (non electrical); and
(iv) assisting in grave digging duties where required
(b) digging/timbering graves under supervision;
(c) carting dirt, placing mats;
(d) preparing area for funeral including surface preparation, i.e. arranging grave digging

boards and spreaders under supervision; and
(e) topping up soil and cleaning up after burial.
2.3 Duties/tasks in addition to Level 2.2 may include but not be limited to:
(a) identification of specified grave sites;

(b) removal/replacement of memorial slabs, plaques, tablets and accessories
where required;

(c) erection of protective platforms for adjacent sites/memorials;

(d) digging/backfilling grave to specified shape/size by hand;

(e) commence training on mechanical equipment;

(f) setting up/removing of dressing of grave site for burial with limited
supervision;

(g) assisting in consolidating and redressing grave site;

(h) assisting in recovering grave site including exhumation, lift and deepening;
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(i) assisting in the training of subordinates; and
() assisting in landscaping work.
An Employee at this level will assist on the job training of subordinates.
An Employee at this level will carry out these duties under limited supervision.
LEVEL 2 CREMATORIUM OPERATIONS
2.1 Duties/tasks in addition to Level 1 may include, but not be limited to:

(a) Assisting in general maintenance of buildings, workshop areas, roadways,
paths and reserves, incorporating minor:

(i) painting;

(ii) concreting;

(iii) fencing;

(iv) water reticulation;

(v) setting up manual watering systems;
(vi) preparation of garden beds;

(vii)  driving of utes;
(viii)  top dressing;
(ix) basic potting;

(x) weeding/hoeing; and

(xi) assist grave digger where required.
2.2 Duties/tasks in addition to Level 1 may include, but not be limited to:
(a) opening chapel areas in the morning;
(b) assisting undertakers to carry in caskets (if required);
(c) cleaning and securing chapels;
(d) delivering caskets to crematorium (drive in);
(e) attending and monitoring funeral proceedings using minor equipment in the

chapel, i.e. video/sound system;

(f) clearing floral tributes from chapels ready for disposal (put outside chapel);
(g) informing supervisor of need to order religious and cleaning supplies for the
chapels;
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(h)
(i)

setting up coffin on catafalques;

assisting in lounge and associated duties (excluding catering).

An Employee at this level may also be responsible for:

(a)

familiarising chapel users with sound system operational

requirements/procedures;

ensuring services go through as programmed, i.e. recording of services;

putting in place correct religious symbols as per cremation sheet;

informing maintenance personnel if lighting is faulty or if any repairs or

plumbing/maintenance is required;

cleaning exterior of chapels and surrounding paths;

assisting crematorium operator - beginning training in crematorium; and

beginning training in memorials placement.

These duties shall be done under supervision of the crematorium operator.

2.3

Duties/tasks in addition to Level 2.2 may include but not be limited to:

(a)

undertakes further training in crematorium:

assisting crematorium operator in cremator operations, and read
computer screens and equipment;

picking up orders for cremations from office, writing up orders in
books;

ensuring services are programmed and all cards are recorded with
times and temperatures of cremation;

ensuring name tags on coffins match recording cards at the time of
cremation;

assisting cremation operator in minor maintenance of cremators and
ancillary plant;

warming up cremators;
conveying coffin to furnace;

cremating and raking down cremators after automatic system shuts
off;

operating minor crematorium equipment, i.e. the ashes processor;
marking ash containers;
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(xi) placing ashes into containers;
(xii) storing ashes until requested;

(xiii)  cleaning and vacuuming crematorium areas;

(xiv)  liaising with funeral directors in regard to funerals/ cremations and

answering telephone enquires re funerals and cremations;

(xv) keeping appropriate administrative records and authorise paperwork; and

(xvi)  assisting Memorials Officer in memorials duties.

It is envisaged a Crematorium Assistant will carry out the duties of a Crematorium Operator, but under

the direct supervision of the Crematorium Operator.

LEVEL 2 GARDENING/HORTICULTURE

2.1

2.2

(a)

Duties/tasks in addition to Level 1 may include, but not be limited to:

assisting in general maintenance of buildings, workshop areas,
paths and reserves; incorporating:

(i) minor painting;

(ii) concreting;

(iii) fencing;

(iv) water reticulation;

(v) setting up manual watering systems;
(vi) preparation of garden beds;

(vii) collection of seedlings;
(vii) driving of utes;

(viii)  top dressing;

(ix) basic potting;

(x) weeding/hoeing.

Duties/tasks in addition to Level 2.1 may include but not be limited to:

assisting reticulation and sprinkler repairers;

planting trees;

operating minor plant (fertiliser spreader, slab trolley, hand-held blower);
light pruning;
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(e) operating light pruning (vacuuming blower);
(f) mowing/edging;
(g) potting.
2.3 Duties/tasks in addition to Level 2.2 may include but not be limited to:
(@) hand spraying;

(b) fertilising;

(c) operating minor/major equipment, i.e. slasher, tractor;
(d) using ride-on mowers;

(e) sprinkler maintenance;

(f) turf laying and maintenance;

(g) seed collection and preparation;

(h) pruning;
(i) preparation of potting media and fertilisers;
(i) preparation, planting and maintenance of garden beds;

(k) specialised potting;

(h mulching;
(m) removing tree stumps; and
(n) light tractor operation.
LEVEL 3
DEFINITION

An Employee at this level will have completed an appropriate and relevant trade certificate or
alternative forms of accreditation and will work with limited supervision. An Employee at this level will:

(a) exercise discretion appropriate to their level of skill;

(b) understand and undertake quality control techniques;

(c) undertake structured and on the job training to enable regression/promotion;
and

(d) assist with on the job training of subordinates.
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DUTIES/TASKS

An Employee at this level may perform on a daily or periodic basis all tasks listed under Level 1 and 2
and may include but not be limited to the following:

(@) assist in the supervision of subordinates;

(b) operation and maintenance of vehicles;

(c) operation and maintenance of minor and major plant; and
(d) use of horticultural skills.

SKILLS AND TRAINING

An Employee at this level shall have completed an appropriate and relevant trade certificate or
equivalent, and shall also have:

(a) the ability to use minor and major machinery;

(b) public liaison skills;

(c) basic literacy and numeracy;

(d) knowledge of equitable and safe working practices;

(e) knowledge of the Employer’s Policies and Practices; and
(f) first aid.

LEVEL 3 CEMETERY OPERATIONS-MAINTENANCE
3.1 Duties/tasks in addition to Level 2 may include, but not be limited to:

(a) brick paving;

(b) painting;

(c) reticulation;

(d) minor repairs to buildings;

(e) landscape gardening construction;
(f) plant operation including:

Medium Rigid Vehicle: A motor vehicle that has 2 axles and a gross vehicle mass greater than
8 tonnes tractors with implements Class 5 and above

(g) crane operator (limited);
(h) grano work/concrete formation and construction;
(i) pump maintenance.
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Employees at this level are expected to work with limited or no direct supervision, and will assist in on

the job training of subordinates.

LEVEL 3 CEMETERY OPERATIONS - GRAVE DIGGING, CREMATORIUM

REQUIREMENTS FOR CERTIFICATED CEMETERY WORKER (BURIALS):

Demonstrate knowledge and skills in the following:

1. Identifying and/or checking accurately the location of a grave site.

2. Digging graves by hand or using appropriate machinery in full monument and lawn burial areas
in a wide variety of soil conditions.

3. Directing backhoe/excavator in digging graves as per number 2.

4, Assessing soil conditions and the installation of appropriate shoring for individual graves.

5. Preparing gravesite and surrounds for a funeral.

6. Assisting at a funeral including the use of lowering devices/ropes.

7. Backfilling and clean up a gravesite.

8. Exhumation - must be willing to perform this task - as per number 11.

9. Assisting in the training and education of other Cemetery Workers (Burials).

10. Within 12 months of attaining grave digging tradesperson status, attend an approved
Occupational and Safety and Health course dealing with safety and rescue procedure.

11. Where experience in exhumation cannot be gained at a particular cemetery, arrangements
shall be made to carry out an exhumation under supervision at another cemetery, at the
earliest opportunity.

OPTIONAL

An Employee may be required to obtain:

1.

4.

Backhoe/excavator licence.

Medium Rigid Vehicle Licence: A motor vehicle that has 2 axles and a gross vehicle mass greater
than 8 tonnes.

First Aid certificate.

LEVEL 3: CREMATORIUM

3.1

Duties/tasks in addition to Level 2 may include, but not be limited to:
(a) reading computer screens and equipment;

(b) picking up orders for cremations from office, writing up orders in books;
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(c) ensuring services are programmed and all cards are recorded with times and
temperatures of cremation;

(d) ensuring name tags on coffins match recording cards at the time of
cremation;

(e) undertaking minor maintenance of cremators and ancillary plant;

(f) warming up cremators;

(g) conveying coffin to furnace;

(h) cremating and raking down cremators after automatic system shuts off;

(i) operating minor crematorium equipment, i.e. the bone crusher;

() marking ash containers;

(k) placing ashes into containers;

(M storing ashes until requested;

(m) cleaning and vacuuming crematorium areas;

(n) liaising with funeral directors in regard to funerals/cremations and answering
telephone enquiries re funerals and cremations;

(o) keeping appropriate administrative records and authorise paperwork;
(p) performing memorials duties.

LEVEL 3: GARDENING/HORTICULTURE

3.1 Duties/tasks in addition to Level 2 may include, but not be limited to:
(a) liaising with supervisors regarding daily work requirements;
(b) consulting with supervisors regarding safety of plant, equipment and facilities;

(c) skilled pruning;

(d) operating cherry picker;

(e) handling and mixing chemicals;

(f) maintaining spraying equipment;
(g) seed sowing and recording;

(h) selecting seedlings;

(i) pesticide spraying;

(i) glasshouse operations/reticulation;
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(k) supervising gardening maintenance and fertilisation; and
) reticulation installation/repairing.

3.2 Duties/tasks in addition to Level 3.1 may include but not be limited to:

(a) training and supervision of subordinates;

(b) collection and propagation of cuttings;

(c) control and provision of nursery stock;

(d) maintenance of propagation index and records;
(e) conduction of grafting and growth trials;

(f) maintenance and supervision of labelling systems;
(g) supervision of garden bed and planting programs;
(h) collection of plant information prior to planting;
(i) maintenance of seed collection records; and

(i) landscaping.

3.3 Duties/tasks in addition to Level 3.1 may include but not be limited to:

(a) monitoring spraying programs;

(b) allocating and distribution of chemicals, i.e. herbicides/ pesticides;
(c) maintaining and keeping records;

(d) supervising landscaping;

(e) coordinating and allocating chemicals;

(f) coordinating and supervising spraying programs;

(g) maintaining relevant records; and

(h) supervising and training subordinates.

LEVEL 4 TEAM LEADER

Appointment to Level 4 is on the basis of a position being vacant and an individual being selected for
the position on the basis of merit selection processes.

An Employee at this level will have:

(a) completed a Certificate Il in Funeral Services or other relevant qualification; and

38



(b) sufficient experience (generally considered to be 4-6 years of varied and accumulated
experience) to enable competent performance of a range of job assignments; and/or

(c) demonstrated competent performance in a relevant specialist area, e.g. Grounds, Burials,
Crematoria or Reticulation.

LEVEL 5 SITE TEAM LEADER

Appointment to Level 5 is on the basis of a position being vacant and an individual being selected for
the position on the basis of merit selection processes.

An Employee at this level will have:
(a) completed a Certificate Il in Funeral Services or other relevant qualification; and

(b) demonstrated competent performance as a team leader in one or more specialist areas (e.g.
Landscaping, Irrigation, Grave Digging, Crematoria or Mausoleum);

(c) demonstrated ability to lead, motivate, mentor and provide on the job training to employees;
and

(d) considerable (generally considered to be a minimum of 5 years) experience and demonstrated
competent performance in multiple specialist areas (e.g. Landscaping, Irrigation, Grave Digging,
Crematoria or Mausoleum).
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