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Fair Work Act 2009 
s.185—Enterprise agreement

Shire of Cranbrook
(AG2017/3514)

SHIRE OF CRANBROOK ADMINISTRATION STAFF COLLECTIVE 

AGREEMENT 2017

Local government administration

DEPUTY PRESIDENT COLMAN MELBOURNE, 2 MARCH 2018

Application for approval of the Shire of Cranbrook Administration Staff Collective Agreement 
2017.

[1] An application has been made for approval of an enterprise agreement known as the 
Shire of Cranbrook Administration Staff Collective Agreement 2017 (the Agreement). The 
application was made pursuant to s.185 of the Fair Work Act 2009 (the Act). It has been made 
by Shire of Cranbrook. The agreement is a single enterprise agreement.

[2] The Applicant has provided written undertakings. A copy of the undertakings is 
attached in Annexure A. I am satisfied that the undertakings will not cause financial detriment 
to any employee covered by the Agreement and that the undertakings will not result in 
substantial changes to the Agreement.

[3] Subject to the undertakings referred to above, and on the basis of the material 
contained in the application and accompanying statutory declaration, I am satisfied that each 
of the requirements of ss.186, 187, 188 and 190 as are relevant to this application for approval 
have been met.

[4] Pursuant to s.205(2) of the Act, the model consultation term prescribed by the Fair 
Work Regulations 2009 is taken to be a term of the Agreement.

[2018] FWCA 1264

DECISION
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[5] The Agreement was approved on 2 March 2018 and, in accordance with s.54, will 
operate from 9 March 2018. The nominal expiry date of the Agreement is 9 March 2021.

DEPUTY PRESIDENT

Printed by authority of the Commonwealth Government Printer

<AE427496  PR600800>



[2018] FWCA 1264

3

ANNEXURE A

IN THE FAIR WORK COMMISSION 

FWC Matter No.: 
AG2017/3514 Application for approval of the Shire of Cranbrook Administration Staff 
Collective Agreement 2017 

Applicant: 

Shire of Cranbrook 

Section 185-Application for approval of a single enterprise agreement 

Undertaking- Section 190 

I, Peter Bruce Northover, Chief Executive Officer of the Shire of Cranbrook give the 
following undertakings with respect to the Shire of Gran brook Administration Staff 
Collective Agreement 2017 ("the Agreement"): 

1. I have the authority given to me by the Shire of Cranbrook to provide this 
undertaking in relation to the application before the Fair Work Commission. 

2. No employees covered by the Agreement are currently remunerated by way of an 
annualised salary. 

3. In the event that staff covered by the Agreement express a desire for their rates of 
pay to be converted to an annualised salary as provided for under clause 16 of the 
Agreement, I agree and will ensure, that employees on annualised salaries will 
receive the following rates of pay that guarantee they will be better off overall under 
the annualised salaries than under the terms of the Agreement. 
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Administration Staff- Annual! sed Wage Salary Structure 

Le11el Increment Description 
Annual Rate 

Annuallsed Salary 

4. This undertaking has been discussed and agreed to by the appointed bargaining 
representatives. 

5. These undertakings are provided on the basis of Issues raised by the Fair Work 
Commission in the application before the Fair Work Commission. 

Signature 

Date 
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Section 1: Application and Operation 

1. Title 

This Agreement shall be known as the Shire of Cranbrook Administration Staff Collective 

Agreement 2017 (Agreement). 
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3. Operation of the Agreement 

3.1 This Agreement will commence operation from the start of the first pay period on or 

after the date that is at least 7 days after the date of approval of the Agreement by Fair 

Work Australia, and will operate for a period of three (3) years. Not less than 3 months 

prior to the expiration of this agreement the employer and employee representatives 

shall commence discussions regarding the replacement agreement. 

3.2 The parties to this Agreement acknowledge that this agreement can be varied by 

consent of both parties, and subject to approval by the Fair Work Australia, at any time 

during its currency. 

3.3 The Parties to this Agreement shall be: 

3.3.1 The Shire of Cranbrook, 19 Gathorne Street, Cranbrook, Western Australia 6321 

(Employer); and 

3.3.2 All administration employees of the Council who are employed under a 

classification within the Shire of Cranbrook Administration Staff Collective 

Agreement 2014. 

3.4 The Agreement does not cover the Chief Executive Officer, Senior Management or 

"outside workforce" employees. 
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3.5 If any provision of this Agreement is declared or determined to be illegal or invalid by 

final determination of any court or tribunal of competent jurisdiction, the validity of the 

remaining parts, terms or provisions of this agreement shall not be affected, and the 

illegal or invalid part, terms or provision shall be deemed not to be part of this 

Agreement. 

4. Definitions 

In this Agreement: 

Act 

Agreement 

Award 

Base Rate of Pay 

Casual Employee 

CEO 

Employee 

Employer 

Manager 

Minimum Weekly Rate 

Ordinary Hours Rate 

Outside Workforce 

Permanent Employee 

Shire Premises 

Fair Work Act 2009 

Shire of Cranbrook Administration Office Collective Agreement 

2017 

Local Government Industry Award 2010 

Employee's base hourly rate for the employee's classification as 

prescribed in Schedule 1 of this Agreement and which excludes 

ordinary hours loadings/penalties and overtime or other penalties 

Employee engaged on an hourly basis with no guarantee of 

conditional or additional employment 

Chief Executive Officer of the Shire of Cranbrool< 

A Person employed on a contract of employment by the Shire of 

Cranbrook, except for a person employed in the position of 

Manager or Chief Executive Officer 

Shire of Cranbrook 

A line Manager of the Shire of Cranbrook 

An employee's base weekly rate of pay of the employee's 

classification as prescribed in Schedule 1 of this Agreement and 

which excludes ordinary hours loadings/penalties and overtime or 

other penalties 

Minimum rate of pay per hour, week or annum as specified in 

Schedule 1 of this Agreement, exclusive of any loading or penalty 

Employees engaged in trades, truck driving, horticultural, 

gardening, construction, maintenance and labouring activities 

who are members of or who are eligible to be members of 

LGRCEU and who are covered by a different Enterprise 

Agreement 

A person employed by the Shire of Cranbrook on the basis on an 

ongoing contract of employment and without a defined finishing 

date 

Any premises owned or leased by the Shire of Cranbrook within 

which or from employees ofthe Shire work 

5. Relationship to Awards 

5.1 This Agreement operates to the exclusion of any modern Award or other industrial 

instrument to the extent permitted by law. With the exception of the National Employment 
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Standards and the Local Government Long Service Leave Regulations, this Agreement is 

intended to reflect the entirety of the Employees' terms and conditions of employment. 

6. Individual Flexibility 

6.1 The employer and the employee covered by this Agreement may agree to make an 

individual flexibility arrangement to vary the effect of the terms of the agreement if: 

6.1.1 The Agreement deals with one or more of the following matters; 

• Arrangements about when work is performed; 

• Overtime rates; 

• Penalty rates; 

• Allowances; 

• Leave loading; and 

6.1.2 the arrangement meets the genuine needs of the Employer and Employee in 

relation to one or more of the matters mentioned in subclause 6.1.1; and 

6.1.3 the arrangement is genuinely agreed to by the Employer and Employee 

6.2 The Employer must ensure that the terms of the individual flexibility arrangement: 

6.2.1 are about permitted matters under section 172 of the Fair Work Act 2009; and 

6.2.2 are not unlawful terms under section 194 of the Fair Work Act 2009; and 

6.2.3 result in the Employee being better off overall than the Employee would be if no 

arrangement was made. 

6.3 The Employer must ensure that the individual flexibility arrangement: 

6.3.1 is in writing; and 

6.3.2 includes the name of the Employer and Employee; and 

6.3.3 is signed by the Employer and Employee and if the Employee is under 18 years of 

age, signed by a parent or guardian of the Employee; and 

6.3.4 includes details of; 

• the terms of the enterprise agreement that will be varied by the arrangement; 

and 

• how the arrangement will vary the effect of the terms; and 

• how the Employee will be better off overall in relation to the terms and 

conditions of his or her Employment as a result of the arrangement; and 

6.3.5 states the day on which the arrangement commences 

6.4 The Employer must give the Employee a copy of the individual flexibility arrangement 

within fourteen (14) days after it is agreed to. 

6.5 The Employer or Employee may terminate the individual flexibility arrangement: 

6.5.1 by giving no more than twenty eight (28) days written notice to the other party to 

the arrangement; or 

6.5.2 if the Employer and Employee agree in writing- at any time. 

6.6 An employee(s) is/are entitled to be represented by a person or organisation of their 

choice at any time during the negotiation of an individual flexibility agreement. 
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Section 2: Consultation and Dispute Settlement 

7. Consultation 
7.1 This term applies if: 

7.1.1 the Employer has made a definite decision to introduce a major change to the 

production, program, organisation, structure or technology in relation to its 

enterprise; and 

7.1.2 the change is likely to have a significant effect on Employees ofthe enterprise. 

7.2 The Employer must notify the relevant Employees of the decision to introduce the major 

change. 

7.3 The relevant Employees may appoint a representative for the purposes of the 

procedures in this term. 

7.4 If: 

7.4.1 a relevant Employee appoints, or relevant Employees appoint, a representative for 

the purposes of consultation; and 

7.4.2 the Employee or Employees advise the Employer of the identity of the 

representative; the Employer must recognise the representative. 

7.5 As soon as practical after making its decision, the Employer must: 

7.5.1 discuss with the relevant Employees: 

• the introduction ofthe change; and 

• the effect the change is likely to have on the Employees; and 

• measures the Employer is taking to avert or mitigate the adverse effect of the 

change on the Employees; and 

7.5.2 for the purposes of the discussion- provide, in writing, to the relevant Employees: 

• all relevant information about the change including the nature of the change 

proposed; and 

• information about the expected effects of the change on the Employees; and 

• any other matters likely to affect the Employees. 

7.6 However, the Employer is not required to disclose confidential or commercially sensitive 

information to the relevant Employees. 

7.7 The Employer must give prompt and genuine consideration to matters raised about the 

major change by the relevant Employees. 

7.8 In this term, a major change is likely to have a significant effect on Employees if it results 

in: 

7.8.1 the termination of the Employment of Employees; or 

7.8.2 major change to the composition, operation or size of the Employer's workforce or 

to the skills required of Employees; or 

7.8.3 the elimination or diminution of job opportunities (including opportunities for 

promotion or tenure); or 
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7.8.4 the alteration of hours of work; or 

7.8.5 the need to retain Employees; or 

7.8.6 the need to relocate Employees to another workplace; or 

7.8.7 the restructuring of jobs. 

7.9 In this term, relevant Employees means the Employees who may be affected by the 

major change. 

8. Consultative Committee 

8.1 The current Consultative Committee, consisting of the CEO or a representative of the 

CEO and a Manager or Supervisor, along with at least one (1) elected representative 

from the workforce, shall continue to meet as required during the term of this 

Agreement. 

8.2 Should the need arise either party may call a meeting, to be held within 14 days, at a 

time that is mutually satisfactory to both parties. 

8.3 Where a vacancy occurs for an employee representative, an election shall be called and 

conducted at the direction of the Consultative Committee, subject to this Agreement to 

fill the vacancy for the remainder of this Agreement. 

8.4 The nominated employees representing the Administration Office must be employees of 

the Shire. 

9. Dispute Resolution Procedure 
In relation to any Agreement or National Employment Standard matter that may be in dispute 
between the parties to this Agreement, the parties will attempt to resolve the matter at the 
workplace level in accordance with the following process. 

9.1 The parties are committed to resolving workplace disputes by discussion between the 
employer and employees concerned, and, where necessary between the parties to this 
agreement. Any dispute should, if possible, be resolved promptly by direct informal 
discussion, using the Shire's grievance procedure. In the event that the issues or disputes 
cannot be resolved informally, the following process shall apply: 

Step 1. (i) The affected employee(s) shall raise the matter verbally with their immediate 

supervisor. 

Step 2. 

Step 3. 

(ii) The immediate supervisor shall act and respond within three (3) calendar 

days to the employee(s) matter. 

(i) If the matter cannot be resolved at this level then the employee shall be 

entitled to refer the matter to the Chief Executive Officer or the authorised 

representative of the Chief Executive Officer. 

(ii) The Chief Executive Officer or their authorised representative shall respond 

within seven (7) days to the employee(s) matter. 

(i) Where the matter is not resolved at Stage 1 or Stage 2, either party may refer 

the matter to Fair Work Australia for mediation and or resolution by conciliation 
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and or arbitration. If arbitration is necessary, Fair Work Australia may exercise 

the procedural powers in relation to hearings, witnesses, evidence and 

submissions, which are necessary to make the arbitration effective. 

9.2 The parties An employee(s) may be represented by a person of their choosing at any 

stage of the above process to assist and advocate their matter with the employer. Such 

representative shall be entitled to be present at any meetings involving the matter(s) 

raised by the employee(s) and shall have adequate time to consult with affected 

employee(s). This in no way confers a right of entry for officials of an organisation of 

employers or employees to enter the premises for other purposes except as provided by 

the Fair Work Act. 

9.3 While the parties are attempting to resolve the dispute employees will continue to work 

in accordance with this Agreement and their contract of employment unless the 

employee has a reasonable concern about an imminent risk to his or her health and 

safety. Subject to the provision of any relevant occupational health and safety law, the 

employee must not unreasonably fail to comply with a direction by the employer to 

perform other work, whether at the same location, or another location, which is safe and 

appropriate for the employee to perform. 

9.4 Where a dispute has been raised by an employee(s), the employee(s) has/have the right 

to withdraw from the process at any stage and where the employee(s) withdraw, the 

matter(s) in dispute will be deemed to have been resolved. 

Section 3: Types of Employment, Termination of Employment and 

Redundancy 

10. Employment Categories and Probationary Period 
10.1 Employees may be employed in one of the following categories: 

(a) full-time; 

(b) part-time; or 

(c) casual. 

10.2 Full time Employees: 

A fulltime employee, for the purposes of this Agreement works an average of 38 ordinary 

hours per week. 

10.3 Part time Employees: 

10.3.1 A part-time employee is an employee who works less than 38 hours per week. Part­

time employees shall be guaranteed a minimum number of hours per week 

averaged over a 12 month period or the contract term, whichever is the lesser 

period. The number of hours guaranteed, and where practicable the days of the 
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week and number of hours each day to be worked, shall be stipulated in the 

employee's written Contract of Employment. 

10.3.2 An employee appointed as a part-time employee shall be remunerated at the hourly 

rate prescribed at Schedule 1 for the classification to which they are appointed, for 

all ordinary hours worked. 

10.3.3 Unless provided otherwise by a term of this Agreement, an employee appointed 

part-time will receive, on a pro rata basis in accordance with the number of ordinary 

hours worked, equivalent pay and conditions to those full-time employees who do 

the same kind of work. 

10.3.4 Where a part time employee is required to work additional hours in excess of their 

minimum part time weekly hours, all additional hours worked within the span of 

ordinary hours for a full time employee engaged in a similar position, up to a 

maximum of 76 hours per fortnight, will be paid at the employee's ordinary rate of 

pay plus any applicable ordinary hours loading. For the purposes of this paragraph, 

"ordinary hours loading" does not mean an "overtime penalty". 

10.4 Casual Employees 

10.4.1 A Casual Employee is an employee who is engaged on an hourly basis for a specific 

project or program, to cover for employee(s) who are on leave or where there is a 

temporary increase in workload. 

10.4.2 An employee employed on a casual basis will be paid, in addition to the ordinary 

time rate for the classification in which that they are employed, a loading of 25%. 

10.4.3 Penalties, including ordinary hour's penalties, public holiday penalties and overtime 

for casual employees will be calculated on the hourly ordinary time rate for the 

classification in which they are employed exclusive of the casual loading. 

10.5 Term Employment Contacts 

10.5.1 Term employment contracts will continue to be used by the employer for the 

purposes, where required, of replacing employees on long service leave, annual 

leave, maternity leave, extended sick leave and worker's compensation and for 

specific projects where employee numbers above the existing permanent workforce 

are required. 

10.5.2 Any Term Employment Contract for an employee shall be renewable. 

10.5.3 Term Employment Contracts shall clearly specify the purpose and duration of the 

Contract and the expiry date. All employees employed under a Term Employment 

Contract shall receive the benefits of the provisions contained within this 

Agreement. 

10.6 Probationary Period 

10.6.1 Appointment to a position on a permanent basis or on a term contract extending 

beyond three (3) months will be subject to an employee successfully completing a 

probationary period. 

10.6.2 The term of the probationary period is for three (3) months of continuing service, 

commencing on the date of the employee's first day of attendance at work. 

10.6.3 Employment during the probationary period is on a weekly basis and should the 

employment arrangement prove unsatisfactory for any reason, either the Shire of 
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Cranbrook or the employee may terminate the employment by providing one 

weeks' notice to the other party in writing. 

10.6.4 Prior to the completion of the probationary period a performance assessment of 

the probationary employee's performance will be conducted by the employee's 

Supervisor or Manager. 

10.6.5 The Supervisor or Manager will then make a recommendation to the Chief Executive 

Officer that: 

a) The employee be confirmed as a permanent employee, or in the case of a 

temporary fixed term contract employee, for the period of the temporary 

contract; or 

b) The probationary period be extended for a period up to three (3) months; or 

c) The contract of employment be terminated. 

10.7 Negotiated Salaries 

10.7.1 The Shire may appoint employees on a "negotiated salary" that is excess of the 

salary for the Administration Office Level7 Classification. 

10.7.2 An employee appointed on a negotiated salary may re-negotiate their salary once 

per annum but is not entitled to any salary increases that may be provided by 

Clause 15 "Salary & Wage Increases" ofthis Agreement. 

10.7.3 The negotiated salary takes into account the requirement for the employee to, on 

occasions, work in excess of 38 hours per week and to perform work outside of 

normal working hours, including attendance at Council meetings. 

10.7.4 The following provisions of this Agreement will NOT apply to employees appointed 

on a negotiated salary; 

11. Termination of Employment and Phased Retirement 

11.1 Termination of Employment 

11.1.1 The Termination of Employment provisions contained within the Fair Work Act 2009 

shall apply to the Employer and Employees covered by this Agreement. 

11.1.2 The contract of employment of a casual employee may be terminated by the 

employer or employee by the provision of 1 hours notice in writing to the other 

party. 

11.2 Phased Retirement 

11.2.1 Provision will exist to accommodate an employee who seeks to reduce their hours 

of work to enable phasing-out of the workforce prior to their retirement, provided 

their request for reduced hours is both beneficial and acceptable to the Shire. 

11.2.2 Any arrangements for reduced hours will be made on the basis that all conditions 

and benefits will be on a pro-rate basis that reflects the hours worked. 

12. Employment Security 

The employer and the employee are committed to the quality and security of employment for 

the Shire of Cranbrook. 
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An employee who is redeployed to an alternative position at a lower classification level shall 

retain the rate of pay (for their level immediately prior to redeployment) until the rate of pay 

for their new classification exceeds that of their existing rate. From that time the rate of pay for 

their new classification will apply. 

This clause is to apply provided that the employee is willing to utilise the full range of skills 

required at that level and participate fully in any retraining or redeployment programs. 

Nothing in this Agreement shall prevent the Shire from offering voluntary redundancy to the 

staff on terms no less than favourable than those set out in Clause 13. 

The employee will be provided with the opportunity to undertake appropriate training and 

development. Career counselling will be available as part of the transition process. 

If Major organisational changes are resolved by the Council then the employer and the 

employee agree to openly discuss 'in good faith' any major staffing changes with the aim, where 

practical, to manage any job loss initially though the use of natural attrition, retraining, re­

skilling, redeployment and/or voluntary redundancies where the skills are of a similar nature. 

13. Redundancy Provisions 

The employer and the employee agree that if an employee's position is to be made redundant 

then the following three-stage process will be initiated: 

Stage 1. 

When there is to be an introduction of change, possible reclassifications or redundancies, all 

affected employees including those on leave must be notified and included in discussions. 

Stage 2. 

The employer, the employee, their nominated representative, and other affected 

employees shall enter into discussions to identify suitable alternative opportunities for 

redeployment, enabling continued employment within the organisation. 

Stage 3. 

Where suitable alternative employment opportunities have not been identified then the 

employer shall put into place a genuine redundancy scheme. Under this Scheme the 

employees filling the redundant positions shall be paid the following compensation. 

Employee's period of continuous service 

At least 1 year but less than 2 years 

At least 2 years but less than 3 years 

At least 3 years but less than 4 years 

At least 4 years but less than 5 years 

At least 5 years but less than 6 years 

At least 6 years but less than 7 years 

At least 7 years but less than 8 years 

Redundancy pay period 

4 weeks 

6 weeks 

7 weeks 

8 weeks 

10 weeks 

11 weeks 

13 weeks 
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At least 8 years but less than 9 years 

At least 9 years but less than 10 years 

At least 10 years 

Section 4: Wages and Allowances 

14. Salary and Wages 

14 weeks 

16 weeks 

16 weeks 

14.1 The salary and wages rates payable to employees under this Agreement are prescribed 

in Schedule 1, payable from the start of the first pay period commencing on or after 1 

January 2017 and commencement of this Agreement. 

14.2 The parties to this Agreement undertake that, for the duration oft his Agreement, there 

shall be no further wage or salary increases sought or granted except for those provided 

under the terms of this Agreement. 

15. Salary Increases 

15.1 During the term of this Agreement the following salary increases will be available to 

employees: 

15.1.1 On the date which is the start of the first pay period commencing on or after the 

commencement date of the Agreement, the salaries specified in Schedule 1. 

15.1.2 The wage increases will come from an increase of 3% on document lodgement with 

the Office of the Fair Work Australia and then an increase of 3% payable on 1 

January, 2018; and 1 January, 2019. The initial 3% increase is factored into those 

salary levels reflected in Schedule 1. 

15.1.3 Increments for years of service will be paid in accordance with Schedule 1. An 

employee on the top step within a range will not automatically progress to the next 

level unless approved by the CEO + Manager. This progression will be subject to 

proof of skills development and the attainment of additional qualifications. 

15.1.4 On occasion when the Shire has not been able to attract potential employees with 

appropriate skills but has received expressions of interest from employees with 

some skills, the Shire may engage those potential employees on a wage rate 

commensurate with their level of experience in the workforce. On satisfactory 

completion of competency levels the employees will then move to the same levels 

as existing employees 

16. Annualised Salary 

16.1 Where it is proposed to convert the rate of pay of a position (or the allowances/penalty 

payments regularly made to the occupant of a position) to an annualised rate and it is 

agreed between the employer and the employee, the proposal may be approved if: 
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16.1.1 the proposal is supported by at least two years' of wages, allowances and other 

entitlements that have been received by the occupant(s) of the position over the 

period; and 

16.1.2 the annualisation does not reduce the overall average income of the employee 

subject to the no disadvantage test; and 

16.1.3 the annualised rate is to be paid on all periods of leave; and 

16.1.4 the employee genuinely agrees to the conversion; and 

16.1.5 the terms and conditions of the annualisation are clearly identified and 

documented. A copy of the terms and conditions are to be made available to the 

employee. 

16.2 The annualised salary shall not restrict the right of the employer to request the 

employee to work additional hours outside the parameters of the terms and conditions 

of the annualised salary. Such additional time is to be approved by the Chief Executive 

Officer and paid in accordance with the overtime penalty provisions applicable to the 

position as provided by the terms of this Agreement. 

17. Use of Own Private Motor Vehicle 

17.1 An employee may only use their private motor vehicle for work related purposes at the 

specific direction of a member of the Senior Management team, if a Shire vehicle is 

unavailable. 

17.21n all instances where an employee is required to travel for work purposes an automatic 

Shire vehicle will be provided wherever possible. 

17.3 An employee required to use their own private motor vehicle for work related purposes 

will be paid an allowance in accordance with the State Government rate. 

17.4 An employee using their own private vehicle for work related purposes shall ensure that 

the vehicle is registered and insured at their own cost. 

17.5 An employee has the right to refuse to use their own vehicle for work purposes that 

they deem to cause a high level of wear and tear to the vehicle e.g. towing, rough 

conditions etc 

18. Higher Duties Allowance 

18.1 An employee directed or appointed to relieve in a higher position where the employee 

is required to perform the substantive functions of the role for at least one day or more, 

will be paid a higher duties allowance. 

18.2 The employee's Manager and/or the Chief Executive Officer will determine the value of 

the higher duties allowance to be paid, taking into account the proportion of the full 

duties and responsibilities of the higher position that are performed by the employee 

while undertaking the higher paid role. 
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18.3 The higher duties allowance will not be payable on periods of leave. 

19. Rent Subsidy /Housing Allowance 

In the pursuit of salary attractiveness and equity a housing subsidy will be offered to all 

permanent employees of the Shire of Cranbrook in accordance with Council Policy. 

19.1 Council owned housing will be rented to employees at $40 per week (or pro-rata for 

part time employees) below the gross rental value of the property. 

19.2 Staff providing their own housing will be paid $40 per week (or pro-rata for part time 

employees) to encourage staff to provide their own accommodation. 

20. Reimbursement of Driver's Licence Fees 

20.1 On provision of documentation, the Shire will pay for the renewal of the administration staff 

member's driver's licence. The period of payment will only cover one year in any one year. 

21. Uniform Allowance 

21.1 Uniform allowance of $450 per year will be payable to full time employees and pro-rata 

for part time employees, purchased though Duggins Menswear Mount Barker from the 

business attire range and embroidered with the Shire logo, in accordance with Council 

Policy. 

21.2 The CEO will determine when and if a Casual employee will be paid a uniform 

allowance. This will be dependent upon their term of employment. 

22. Payment of Wages 

22.1 Wages shall be paid fortnightly by electronic funds transfer into an account nominated 

by the employee held at any major bank, building society or credit union. Any costs 

associated with the establishment and operation of the account shall be borne by the 

employee. 

22.2 Upon termination of employment, the Shire shall pay to the employee all monies 

earned by or payable to the employee by electronic funds transfer into the employee's 

nominated account. 

23. Superannuation and Salary Sacrificing 

23.1 Superannuation 

23.1.1 For the purposes of this clause the default fund will be the Local Government 

Superannuation Fund. 

23.1.2 In addition to the guaranteed superannuation 

Superannuation co-contribution scheme is accessible 

contribution, a sliding 

by all employees. If an 
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employee contributes an amount it will be matched by the employer, capped at 5%, 

as follows: 

Employee Contribution 

1% 

Or2% 

Or3% 

Or4% 

Or 5% 

23.2 Salary Sacrifice 

Employer Contribution 

1% 

2% 

3% 

4% 

5% 

Total (Excluding SGC) 

Total of 2% plus SGC 

Total of 4% plus SGC 

Total of 6% plus SGC 

Total of 8% plus SGC 

Total of 10% plus SGC 

23.2.1 An employee may elect to salary sacrifice their voluntary superannuation 

contributions and will receive details of contributions on their fortnightly pays lips. 

23.2.2 Overtime, penalty rates and loadings will be calculated and applied using the pre­

sacrifice wage amount. 

23.2.3 The Shire shall make available to all employees information relating to salary 

sacrifice and implement such an opportunity, in accordance with taxation and other 

relevant laws, at the written request of an employee. However, the Shire cannot 

provide financial advice to employees concerning salary sacrifice and employees are 

encouraged to seek advice from a professional advisor. 

23.2.4 The Shire may make other salary sacrifice options available to employees during the 

life of this Agreement. However, any such arrangement will be in accordance with 

Council Policy. Employees may request approval for one fringe benefit tax free item 

per year to be purchased through salary sacrifice provisions providing that: 

1. The rules of the Australian Taxation Office recognise the item as being 

allowable as a non fringe benefit taxable item; 

2. There is no financial impost on the Shire of Cranbrook, other than 

administration costs related to payroll processing; 

3. For any item costing more than $5,000 the applicant is to provide written 

confirmation from a certified financial planner or certified public 

accountant, to the satisfaction of the Chief Executive Officer, that they 

understand and acknowledge the financial ramifications of the salary 

sacrificing arrangement; 

4. The employee takes 100% responsibility for all associated payments, 

including any that may be outstanding following departure of the employee 

from the Shire of Cranbrook; and 

5. The Shire of Cranbrook is repaid in full within 12 months. 

Section 5: Hours of Work and Related Matters 

24. Hours of Work 

24.1 Administration Office Employees 

24.1.1 Unless provided otherwise by a term of this Agreement, the ordinary hours of work 

for an Administration Office full-time employee shall not exceed 76 hours per 
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fortnight and shall be worked between the hours of 8:00am and 4:30pm Monday to 

Friday. 

24.1.2 Flexible work arrangements (19 Day Month) will continue to apply and employees 

shall arrange their work pattern to meet the objectives of the employer. 

24.2 Rostered Day Off 

24.2.1 Employees working a nineteen (19) Day Month agree to work eight (8) ordinary 

hours per day Monday to Friday. Employees are entitled to take one day off per 

month after day 19, or the required hours have been accrued. The day shall be 

taken off at a mutually agreed time between the employee and the relevant 

Manager/Chief Executive Officer. 

24.2.2 Accumulation of RDO's is at the discretion of the Chief Executive Officer and 

Manager, and is to be taken at a time mutually agreed between both parties. 

24.2.3 All unused RDO's are to be paid out to the Employee upon termination of 

employment. 

24.3 Flexible Working Arrangements 

24.3.1 An employee and their Manager may agree to flexible working arrangements which 

include flexitime, banked hours, make-up time, accrued and rostered days off, 

seasonal working arrangements and working from home arrangements. Agreement 

by the CEO to any such arrangement will be subject to the arrangement being of 

minimal cost to the Shire and satisfying Occupational Health and Safety 

requirements. 

25. Meal Breaks 

25.1 Employees are required to take an unpaid meal break of at least 30 minutes, after 

working no more than five hours. 

25.2 In the case of unforeseen circumstances, the meal break may be delayed and will be 

taken as soon as reasonably practicable, subject to the observance of appropriate 

occupational health and safety standards. 

26. Overtime and Call Out 

26.1 Overtime 

26.1.1 Unless specified otherwise by a term in this Agreement, overtime means all work 

performed at the direction of the employer: 

(i) In excess of the employee's ordinary 76 hours per fortnight; 

(ii) On days other than the employee's ordinary working days specified in the Hours 

of Work Clause of this Agreement; 

(iii) In excess of the employee's maximum ordinary hours on any day specified in 

the Hours of Work Clause of this Agreement. 

26.1.2 Managers and Employees in receipt of a salary in excess of classification Level 7 are 

not entitled to the overtime provisions of this Agreement. 
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26.1.3 An employee shall not work overtime without the prior authorisation of the 

employee's Manager or the Chief Executive Officer. 

26.2 Payment For Overtime 

26.2.1 Except as otherwise provided, overtime will be paid at the rate of time and a half for 

the first two hours and double time thereafter. 

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

26.2.3 The payment for overtime rates is calculated on the employee's hourly ordinary 

time rate. 

26.3 Time Off Instead of Payment For Overtime (Time in Lieu) 

26.3.1 An employee may elect, subject to the approval of their manager, to take time off 

work instead of receiving payment for overtime worked within the following 

parameters: 

(i) Overtime taken as time off during ordinary time hours must be taken at the 

ordinary time rate, that is an hour off for each hour of overtime worked. 

(ii) Time off instead of payment for overtime must be taken at a mutually agreed 

time and within four weeks of the overtime being worked. Such time off must be 

authorised in advance by the employee's Manager or the Chief Executive Officer. 

(iii) Unless otherwise agreed, the employer will provide payment at the employee's 

ordinary hourly rate for any accrued time in lieu that has not been taken within 

four weeks of the overtime being worked, or upon termination of employment. 

26.4 Rest Period After Overtime 

26.4.1 Wherever reasonably practicable, working hours should be arranged so that an 

employee has at least 10 consecutive hours off duty between the work on 

successive days or shifts. 

26.4.2 An employee, other than a casual employee, who works so much overtime between 

the termination of their ordinary hours on one day and the commencement of their 

ordinary hours on the next day that the employee has not had at least 10 

consecutive hours off work between those times must, subject to the other 

provisions of this clause, be released until the employee has had 10 consecutive 

hours off duty without loss of pay of ordinary hours occurring during such absence. 

26.4.3 If on the instructions of the employer, an employee resumes or continues work 

without having had the 10 consecutive hours off the employee must be paid at the 

rate of double time until the employee is released from duty for such period. The 

employee is then entitled to be absent until the employee has had 10 consecutive 

hours off duty without loss of pay for ordinary hours occurring during the absence. 

26.4.4 Notwithstanding paragraphs 25.4.1 to 25.4.3 above, this clause will not apply where 

an employee works for less than three hours on call, call-back or remote response 

on any one day. 

26.5 Call Out 

26.5.1 When an employee is recalled to work overtime where the employee was not 

notified in advance of the requirement to work overtime, the employee shall be 

paid for a minimum of 3 hours work at the appropriate rate for each time the 
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employee is recalled. Where the overtime worked extends beyond the minimum 

period of 3 hours, payment shall be made for the actual time worked at overtime 

rates. 

26.6 Travelling Time 

26.6.1 All employees other than officers not normally working within or from Shire 

premises shall start and finish duties at the Shire Premises. Travel to and from a 

Shire premises that is not the employee's usual workplace outside of ordinary hours 

will be paid at the appropriate penalty rates. 

26.6.2 Employees required to travel for purposes required by the employer, shall do so 

during the normal hours of duty. Where this is not possible, an alternative 

agreement may be reached between the employer and the employee for the travel 

time to be taken as time in lieu at a mutually agreed time. 

Section 6: Leave and Public Holidays 

27. Annual leave 

27.1 Annual Leave Entitlement 

27.1.1 For each year of service with the Shire an employee, other than a casual employee, 

is entitled to 4 weeks annual leave that will accrue in accordance with the 

provisions of the National Employment Standard. 

27.1.2 All leave is to be paid at the employee's base rate of pay for ordinary hours of work 

excluding ordinary hour's penalties. 

27.2 Annual Leave Loading 

27.2.1 An employee will be paid an annual leave loading of 17.5%, calculated on the 

employee's minimum weekly rate of pay excluding penalties and loadings. 

27.3 Taking Annual leave 

27.3.1 Annual Leave shall be taken at a time or times mutually agreed between the 

employee and the employee's Supervisor/Manager or the Chief Executive Officer, 

taking into account the need to ensure continuity of essential services and the 

maintenance of realistic productivity levels and levels of service. 

27.3.2 The period of notification by an employee of the intention to take leave shall 

normally be one month, unless a lesser notice period is agreed between the 

employee and the employee's Manager or the Chief Executive Officer. 

27.3.3 Unless otherwise approved by the Chief Executive Officer, Annual leave must be 

taken within 12 months of the date upon which the leave accrued and a minimum 

of 10 days are to be taken each year. 

27.3.4 The Shire may restrict the taking of annual leave during periods of peak demand 

due to seasonal or other factors, and will provide reasonable notice to employees 

about the requirements of the Shire where practicable. 
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27.4 Christmas Shutdown 

27.4.1 The Shire may organise a Christmas shutdown over the Christmas/New Year period 

during this time the majority of employees will be required to take leave. Where an 

employee does not have sufficient annual leave or accrued ROO's to cover the 

period, the employee will be required to take leave without pay. 

27.4.2 The Chief Executive Officer will determine the services, if any, that are to be 

maintained during the Christmas shutdown period. 

27.4.3 Where it is necessary to maintain an essential service over the Christmas shutdown 

period the Supervisor/Manager shall coordinate, by achieving mutual agreement 

with the affected employees, those who shall work and those who are to be on 

leave. 

27.4.4 Where employees are required to work around or during the times of public 

holidays, they shall be given first option to take leave during the same period in the 

next year. 

27.5 Cashing Out Annual Leave 

27.5.1 By agreement between the employee and the Chief Executive Officer, an equivalent 

cash benefit may be taken as a cash payment by the employee instead of taking 

accrued annual leave. This will only be approved if the employee retains an accrued 

annual leave balance of at least 4 weeks and the employee has taken or will take at 

least 2 week's leave in the previous or following 12 months. 

27.5.2 Where agreement is reached to cash out annual leave the agreement is to be in 

writing and the employee must be paid the full amount that would have been 

payable to the employee had the employee taken the leave that the employee has 

forgone. 

27.5.3 Leave loading, as applicable to the component of leave taken as a cash payment 

shall be paid at the time of making the cash payment provided that an alternative 

arrangement in relation to leave loading has not been entered into between the 

Shire and the employee. 

27.5.4 The Shire cannot direct or unduly influence an employee to cash out any portion of 

their accrued annual leave. 

28. Community Service leave and Participation 
28.1 Employees are entitled to Community Service Leave in accordance with the provisions 

of the National Employment Standard except that: 

28.1.1 Employees shall be granted leave at their ordinary rate of pay for the purposes of 

jury service. 

28.1.2 To receive payment for jury service employees shall present to the Chief Executive 

Officer evidence that they attended jury service for the hours claimed. 

28.1.3 An employee, upon receipt of a lawful summons to attend to give evidence on 

behalf of the Shire in any court having jurisdiction in the Commonwealth of 

Australia, shall be permitted time to do so provided that proof of such summons is 

given to the employer in accordance with Council Policy. 
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28.1.4 The Shire recognises the valuable contribution employees make to Community 

based organisations that work towards the well-being of the Shire of Cranbrook 

community. For example, the Bush Fire Brigade and StJohn Ambulance Volunteers' 

who give their spare time to ensure the well-being of their community. At the end 

of each full year of service the Shire will give each volunteer a reward payment of 

$100 on proof of membership. 

The maximum payment amount is $100 irrespective of the number of community 

groups a staff member is attached to. 

29. Parental Leave 

29.1 Employees' entitlements to unpaid parental leave are in accordance with those 

provided by Division 5 "Parental leave and related entitlements" of the Fair Work Act 

2009. 

30. Public Holidays 
30.1 Employee's entitlements concerning Public Holidays are as provided by the National 

Employment Standard. 

30.2 Where an employee is required to work on a Public Holiday they will be paid at the rate 

of double time and a half for the actual hours worked. 

30.3 Where an employee is required to work on the observed Public Holiday they will be paid 

at the rate of double time and a half for the actual hours worked. An employee who 

works on an observed and actual Public Holiday will be paid the penalty rate for working 

on the observed holiday but not both. Public holidays will be in accordance with those 

set down by the Western Australian State Government as follows: 

New Year's Day Australia Day Labour Day 

Good Friday Anzac Day Christmas Day 

WADay Queen's Birthday Boxing Day 

Easter Monday 

31. Personal Leave 

31.1 Personal/Carer's and Compassionate Leave 

31.1.1 Paid personal leave is available to an employee when they are absent from work: 

a) Due to personal illness or injury (sick leave); 

b) For the purposes of caring for an immediate family member or member of the 

employee's household who is sick, injured or experiences an unexpected 

emergency and requires the employee's care and support (Carer's Leave); or 

c) Because a member of the employee's immediate family or household contracts 

or develops a personal illness or injury that poses a serious threat to his or her 

life, or dies (Compassionate Leave) 
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31.1.2 The term "immediate family" includes: 

a) The spouse (including de facto spouse) or partner, including a same sex partner, 

ofthe employee: and 

b) Child or an adult child (including an adopted child, a step child or an ex-nuptial 

child), parent, grandparent, sibling, niece, nephew of the employee or spouse of 

the employee. 

31.1.3 Additional Leave may be granted at the discretion of the Chief Executive Officer. 

31.2 Amount of Personal/Carer's leave 

31.2.1 For each year of service with the Shire an employee, other than a casual employee, 

is entitled to 10 days paid personal leave that will accrue in accordance with the 

provisions of the National Employment Standard. 

31.3 Payment for Paid Personal/Carer's leave 

31.3.1 The employee will be paid at the employee's base rate of pay for the employee's 

ordinary hours of work in the period that the employee is absent from work on paid 

personal/carer's leave. 

31.3.2 If the period during which the employee takes paid personal/carer's leave includes a 

day or part day that is a public holiday, the employee is taken not to be on paid 

personal/carer's leave on that public holiday. 

31.4 Notice of Absence Required 

31.4.1 An employee shall notify their immediate supervisor of an absence due to sickness 

or to provide care to a member of their immediate family or household prior to the 

commencement of the employee's next rostered starting time, or as soon as it is 

reasonably practicable. Notification shall be by personal telephone voice call; text 

message or email notification will only be acceptable in circumstances where the 

supervisor does not answer their phone or where it is impracticable. In the event 

that the employee is unable to comply with this requirement because of the nature 

of the illness, injury or family member care requirement, the employee should 

arrange for a member of their family or household to notify the employer. 

31.4.2 The notice should include details of: 

a) The nature of the illness or injury or family member care requirement; and 

b) How long the employee expects to be away from work. 

31.5 Evidence Required to Support Applications for Personal/Carer's leave 

31.5.1 Evidence supporting a claim for personal leave due to the sickness or injury of the 

employee 

The employee must, for absences of more than 2 days, or in all other circumstances 

if directed by the employer, establish by production of a medical certificate or other 

medical documentation specified by the employer that the employee was unable to 

attend work because of injury or personal illness. Failure to comply with such a 

requirement will result in the employee not receiving payment for the period of 

absence. 

31.5.2 Evidence supporting a claim for personal leave due to the requirement to care for a 

member of the employee's immediate family or household. 
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The employee must, if directed by the employer, establish by production of the 

evidence or documentation specified by the employer that the employee was 

unable to attend work because of the requirement to care for a member of their 

family who suffered an injury, personal illness or unexpected emergency. Failure to 

comply with such a requirement will result in the employee not receiving payment 

for the period of absence. 

31.6 Unpaid Personal/Carer's Leave 

31.6.1 An employee who is sick or injured and has exhausted their paid personal leave 

entitlement, and casual employees, may request unpaid personal leave subject to 

the employee complying with the notification and evidence requirements specified 

in clause 31.5.1 above. 

31.6.2 An employee is entitled to 2 days of unpaid carer's leave for each occasion when a 

member of the employee's immediate family or household requires their care and 

support because of the member's personal illness, injury or unexpected emergency. 

The employee must comply with the notification and evidence requirements 

specified in clause 31.5.2 above when taking unpaid carer's leave and must also 

have exhausted their paid personal/carer's leave entitlement. 

31.7 Compassionate Leave 

31.7.1 An employee, other than a casual employee, is entitled to 2 days of paid 

compassionate leave (in addition to their Personal/Carer's leave) for each occasion 

when a member of the employee's immediate family, or a member of the 

employee's household: 

a) Contracts or develops a personal illness or suffers an injury that poses a serious 

threat to his or her life; or 

b) Dies 

31.7.2 Paid compassionate leave may be taken as a single continuous 2 day period, or as 2 

separate periods of 1 day each, or in any other arrangement as agreed between the 

employee and the Shire. 

31.7.3 The employee will be paid at the employee's base rate of pay for the employee's 

ordinary hours of work in the period that the employee is absent from work on paid 

compassionate leave. 

31.7.4 The employee must comply with the notification and evidence requirements 

specified in clauses 31.5.1 and 31.5.2 above when taking compassionate leave. 

31.7.5 A casual employee is entitled to 2 days unpaid compassionate leave on each of the 

occasions referred to in paragraph 31.7.1 above. 

32. Personal {Sick) Leave Benefit 

The following proposal has been developed to reward Shire's permanent workforce who, 

by their continued presence on a day to day basis, contribute to the smooth running of 

routine tasks by providing the person power and expertise without exploiting sick leave 

provisions and thereby the good will of fellow workers' united commitment to team 

objectives. 
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The scheme provides for a graduated entitlement to the unused sick leave as per the 

following model: 

Unused Sick Entitlement 

Leave 

1 - 200 hours 20% 

201 - 400 hours 40% 

401- 600 hours 60% 

601 hours+ 80% 

On resignation, retirement or redundancy, an employee is entitled to a bonus in 

accordance with the following formula: 

(LR- LC) x EP x RP 

Where 

LR =Sick leave entitlement on resignation/retirement 

LC =Sick leave entitlement at the commencement of the scheme 

EP = Entitlement percentage 

RP = Hourly rate of pay at resignation/retirement 

The proposal only pays out for sick leave accumulated in addition to the balance at the 

start of the scheme and so does not create any sudden liability for the Shire. Past good 

performance is recognised by the credits helping to put up the entitlement percentage. 

32.1 Example 1 

JB employed since 1986. At commencement of scheme, he had 650 

hours of accrued sick leave. He resigned in 2006 with 860 hours accrued 

and a rate of pay of $18.62 per hour. 

Bonus = (860- 650) x 80% x $18.62 

32.2 Example 2 

= 210 X 80% X $18.62 

= $3,128.00 

RT employed since 1989. At commencement of scheme, she had 320 

hours accrued. She resigned in 2004 with 740 hours accrued and a rate of 

pay of $14.00 per hour. 

Bonus 

32.3 Example 3 

= (740- 320) X 80% X $14.00 

= $4,704.00 

LG employed since 1998, (i.e. after scheme commenced), and left in 2002 with 220 

hours accrued and a rate of pay of $13.50 per hour. 
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Bonus 

32.4 Example 4 

= (220- 0) X 40% X $13.50 

= $1,118.00 

ST employed in 1991. At commencement of scheme, he had 260 hours 

sick leave accrued. He retires in 2020 with 940 hours accrued and a pay 

rate of $21.50 per hour. 

Bonus 

33. Short leave 

= (940- 260) X 80% X $21.50 

= $11,696.00 

33.1 Employees may seek short leave up to one day deducted from Annual Leave, 

Accumulated Time or Leave Without Pay. 

33.2 Wherever possible, leave must be pre-approved prior to taking and at the very least, by 

8 (eight) o'clock in the morning on the day oftaking short leave. 

33.3 Short leave is only available for personal emergencies and management reserves the 

right to terminate this benefit for individual employees who appear to be abusing the 

clause. Employees may access the dispute settlement resolution provided by this 

Agreement should they wish to challenge any decision removing or restricting their 

entitlement to Short Leave. 

34. leave Without Pay 

34.1 The Chief Executive Officer may authorise special leave without pay where the Chief 

Executive Officer is satisfied that the applicant has stated and substantiated good reason 

for such leave. 

34.2 Unless provided otherwise by a term of the NES, periods of leave in excess of one 

month shall not be counted as service for the purpose of calculating sick leave, annual 

leave, long service leave and other service based calculations. 

3S. long Service leave 

35.1 Employees are entitled to long service leave in accordance with the Local Government 

(Long Service Leave) Regulations. 

24 



36. Easter Tuesday and the Day after New Year's Day- Days in lieu 

36.1 This agreement provides for two extra days leave to be provided to administration staff 

whom are employed at the date of which they occur, in lieu of the New Year and Easter 

public holidays awarded to State Public Servants. These two extra days are to be taken 

during the Christmas I New Year close down period in the year in which they are 

accrued. 

37. Employee Opportunities 

37.1 Study & External Training Leave 

37.1.1 A permanent full-time or part-time employee may apply for "Study/External 

Training Leave"; the approval of this application is at the sole discretion of the Chief 

Executive officer. The Chief Executive Officer may place a limit upon the number of 

employees receiving study assistance taking into account the Shire's operational 

requirements and budget. 

37.2 Training 

37.2.1 Multi-skilling is viewed by both parties as an essential aspect of working in a team 

situation where a multitude of tasks need to be performed and as such shall be 

adopted wherever it is beneficial to the services provided. 

37.2.2 Administration employees are expected to show an acceptance to carry out any 

alternative duties within the skill base and the classification level of the employee. 

37.2.3 In House Training- The Shire recognises the need for the multi-skilling ability of its 

entire staff. In house training by the team members will be undertaken in times of 

need to suit individual requirements and generally speaking in non-peak periods 

where the organisation would incur a significant disruption. The appropriate team 

members will give this training. A record of all training undertaken will be kept on 

the employees personnel file. 

37.2.4 Vacancy Assessment- Should a vacancy occur the responsible manager will assess 

opportunities for career progression or reorganisation prior to a vacancy being 

posted. It may be after this process takes place that a different position is 

advertised. 

37.2.5 Vacancy Advertisement - As far as practicable, at the discretion of the Chief 

Executive Officer in consultation with the appropriate manager, all staff vacancies 

will be advertised internally and an internal appointment sought prior to external 

advertising of vacancies in the Shire's operations. 

38.0ccupational Health and Safety 

38.1 Employee and Worker Responsibilities 

Occupational health and safety legislation in Australia requires employers to provide and 

maintain, as far as is practicable, a working environment that is safe and without risk to health. 

This is the employer's general duty of care. 

Workers are required to comply with instructions given by their employer for reasons of health 

and safety and take responsible precautions to protect themselves and others at work. 

25 



Workers should report any problems in achieving compliance to their employer. 

Employers should consult with workers and /or worker representatives (such as health and 

safety representatives) on matters directly affecting their health and safety. In this case it 

should involve assessment of exposure to solar UV radiation, the development and 

implementation of safe working procedures and other control measures. 
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Schedule 1: Administration Staff Wage Salary Structure 

See Schedule 1.1 for Administration Staff Classification Descriptors 

Annual Rate 
Level Increment Description 

1/1/2017 

Levell 1 Level1.1 

2 Level1.2 49,365.72 

3 Level1.3 $ 51,609.61 

4 Level1.4 $ 52,731.56 

Level2 1 Level2.1 $ 53,853.51 

2 Level2.2 $ 54,975.46 

3 Level2.3 $ 56,097.41 

4 Level2.4 $ 57,219.35 

Level3 1 Level3.1 $ 57,780.33 

2 Level 3.2 $ 58,341.30 

3 Level3.3 

4 Level3.4 59,463.25 

Level4 1 Level4.1 $ 60,024.22 

2 Level4.2 $ 60,585.20 

3 Level4.3 $ 61,146.17 

4 Level4.4 $ 61,707.15 

LevelS 1 Level5.1 $ 62,268.12 

2 Level5.2 $ 62,829.09 

3 Level5.3 $ 63,390.07 

4 Level5.4 63,951.04 

Level6 1 Level6.1 

2 Level6.2 $ 65,072.99 

3 Level6.3 $ 65,633.96 

4 Level 6.4 

Level7 1 Level7.1 78,536.37 

2 Level7.2 $ 79,658.32 

3 Level7.3 $ 80,780.26 

4 Level7.4 $ 81,902.21 
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Schedule 1.1: Administration Staff Classification Descriptors 

LEVEL 1 

a. Characteristics oft he level 

This level is an introductory level for employees with no previous 
experience in the position to be filled. 

• At this level, Officers work under close direction and undertake routine 
activities that require the practical application of basic skills and techniques in a 
support role. 

• 
• 

General features at this level consist of performing clearly defined activities. Officers' 
duties at this level will be closely monitored with instruction and assistance always 
available. 

Freedom to act is limited by standards and procedures . 

Positions at this level will involve Officers in extensive on the job training including 
familiarisation with the goals and objectives of the work section. 

Supervision of other staff is not a feature at this level. 

b. Requirements ofthe job 

Some or all of the following are needed to perform work at this level. Skills, knowledge, 
experience, qualifications and/ortraining: 

• 
• 
• 
• 

developing knowledge of the position policy and practices; 

no formal qualifications required at this level; 

it is desirable that Officers are studying for an appropriate certificate; 

accurate numeracy and written and verbal communication skills; 

at this level, employers are expected to offer substantial on the job training . 

c. Responsibilities 

To contribute to the operational objectives of the work area a position at this level 
may include some of the following inputs or those of a similar value: 

• 
• 
• 

undertake routine activities; 

become familiar with established practices and procedures; 

learn basic interpersonal skills . 

d. Organisational relationships 

• works under direct supervision 

e. Extent of authority 

work outcomes are closely monitored; 

freedom to act limited by work practices relevant to the area, and to specific 
instructions; 

• assistance readily available when problems arise; 

• no scope for interpretation . 
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LEVEL2 

a. Characteristics of the level 

At this level, Officers work under close direction and undertake routine 
activities that require the practical application of basic skills and techniques. 

General features at this level consist of performing clearly defined activities with 
outcomes being readily attainable and clearly defined. Officers' duties at this level 
will be closely monitored with instruction and assistance being readily available. 

Freedom to act is limited by standards and procedures. However, with experience, 
officers at this level may have sufficient freedom to exercise judgment in the 
planning of their own work within those confines. 

• Positions initially at this level will involve Officers in extensive on the job training 
including familiarisation with the goals and objectives of the work section. 

Officers will be responsible for the timeliness of their work and required to have 
accurate numeracy, written and verbal communication skills. 

b. Requirements of the job 

Some or all of the following are needed to perform work at this level. Skills, knowledge, 
experience, qualifications and/or training: 

• developing knowledge of the section/department function and operation; 

• adequate knowledge of work practices and policies of the relevant work area; 

• basic knowledge of procedures and equipment relevant to the work area; 

• accurate numeracy, written and verbal communication skills; 

• no formal qualifications required at this level; 

• at this level, employers are expected to offer continuing on the job training; 

• it is desirable that Officers are studying for an appropriate certificate or undertaking 
either internal or external training. 

c. Responsibilities 

To contribute to the operational objectives of the work area, a position at this level may 
include some of the following inputs or those of a similar value: 

• undertake routine activities of a support nature; 

• undertake straightforward operation of office equipment; 

• perform tasks of a sensitive nature including the provision of routine 
information, the receiving and accounting for monies and assistance to 
client/ratepayers; 

• apply established practices and procedures; 

• perform general duties. 

d. Organisational relationships 

• works under direct supervision. 

e. Extent of authority 

• work outcomes are regularly monitored; 

freedom to act limited by standards and procedures; 

• solutions to problems found in established procedures and instructions, assistance 
readily available. 
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LEVEL3 

a. Characteristics of the level 

At this level, Officers work under regular direction within clearly defined 
guidelines and undertake a range of activities requiring the application of 
acquired skills and knowledge. 

• General features at this level consist of performing functions that are defined by 
established routines, methods, standards and procedures with limited scope to 
exercise initiative in applying work practices and procedures. Assistance will be 
readily available. 

• Officers may be responsible for a minor function and/or may contribute specific 
knowledge and/or specific skills to the work of the employer. In addition, 
Officers may be required to assist Managers with specific projects. 

• Officers will be expected to have an understanding of work procedures 
relevant to their work area and may provide assistance to others. In addition 
Officers at this level may be required to assist in establishing procedures to meet the 
objectives of a minor function. 

• Officers will be responsible for managing time, planning and organising their 
own work. 

Officers at this level could be required to resolve minor work procedural issues in 
the relevant work area within established constraints. 

b. Requirements of the job 

Some or all of the following are needed to perform work at this level. Skills, knowledge, 
experience, qualifications and/or training: 

• enhanced skills in oral, written and interpersonal communication with clients and 
other members of the public; 

knowledge of established work practices and procedures relevant to the work area; 

knowledge of policies, regulations and statutory requirements relating to the work 
area; 

• understanding of clear but complex rules; 

• application of techniques relevant to the work area; 

c. Responsibilities 

To contribute to the operational objectives of the work area, a position at this level 
may include some of the following inputs or those of a similar value: 

undertake a range of activities requiring the application of established work 
procedures and may exercise limited initiative and/or judgement within clearly 
established procedures and/or guidelines; 

• achieve outcomes that are clearly defined; 

• operate general workplace equipment, initiate corrective action at an 
elementary level; 

• operate and be conversant with relevant workplace equipment and utilise the 
functions of those systems and be proficient in their use; 

• provide support requiring the exercise of sound judgement, initiative, 
confidentiality and sensitivity in the performance of work; 

perform tasks of a sensitive nature including the provision of more than routine 
information, the receiving and accounting for monies and assistance to 
client/rate payers; 
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• provide support to Managers; 

• take charge of a minor function within the Local Government; 

• undertake routine duties involving the enforcement of general by­
laws/regulations, assist Senior Officers with special projects; 

• perform tasks reqUinng knowledge of established work practices and 
procedures relevant to the work area; 

d. Organisational relationships 

where relevant, supervise minor projects; 

works under regular supervision; 

e. Extent of authority 

• work outcomes monitored; 

• freedom to act within established guidelines; 

• solutions to problems may require the exercise of limited judgment, with 
guidance to be found in procedures, precedents, guidelines. Assistance available 
when problems occur. 
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lEVEl4 

a. Characteristics oft he level 

At this level Officers work under general direction in the application of 
procedures, methods and guidelines which are well established. 

• General features of this level involve solving problems of limited difficulty using 
knowledge, judgment and work organisational skills acquired through qualifications 
and/or previous work experience. Assistance is available from Managers. Officers 
may receive instruction on the broader aspects of the work. In addition, Officers 
may provide assistance to lower classified employees. 

• Positions at this level allow Officers the scope for exercising initiatives in the 
application of established work procedures. 

Officers will be responsible for managing and planning their own work. 

b. Requirements of the job 

Skills, knowledge, experience, qualifications and/or training: 

• thorough knowledge of work activities performed within the work area; 

• sound knowledge of procedural/operational methods of the work area; 

• may utilise professional, specialised or technical knowledge; 

working knowledge of statutory requirements relevant to the work area; 

ability to apply computing concepts; 

c. Responsibilities 

To contribute to the operational objectives of the work area, a position at this level 
may include some of the following inputs or those of a similar value: 

• undertake responsibility for various activities in a specialised area; 

• exercise responsibility for a function within the work area; 

assist in a range of functions and/or contribute to interpretation of matters for 
which there are no clearly established practices and procedures although such 
activity would not be the sole responsibility of the Officer; 

• regularly undertake general inspections to enforce compliance with various Acts, 
Regulations, Local Laws and Policies; 

• advise and inform landholders, local authorities and others of their obligations 
under the relevant legislation; 

• provide advice on requirements for compliance with the relevant Acts, Codes, 
Regulations, Standards, Local Laws and Council policies; 

• undertake minor development assessment duties; 

coordinate elementary community service programs or a single 
program at a more complex level; 

• plan and coordinate elementary community based projects/programs; 

• provide support reqUinng a high degree of judgment, initiative, 
confidentiality and sensitivity in the performance of work; 

• proficient in the operation of equipment to enable modification or correction of 
and/or the identification of operational problems; 

• where prime responsibility lies in a professional field, Officers at this level would 
undertake at least some ofthe following: 

• undertake some minor phase of a broad or more complex assignment; 

• provide assistance to Managers; 

perform duties of a specialised nature; 
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d. Organisational relationships 

• works under general supervision; 

• operate as a member of a professional team . 

e. Extent of authority 

• may set outcome/objectives for specific projects; 

• freedom to act within defined established practices; 

• problems can usually be solved by reference to procedures, documented 
methods and instructions. Assistance is available when problems occur. 

33 



LEVEL 5 

a. Characteristics of the level 

• At this level, Officers work under general direction in functions that require the 
application of skills and knowledge appropriate to the work. Guidelines and work 
procedures are generally established. 

• General features at this level require the application of knowledge and skills which 
are gained through qualifications and/or previous experience in the discipline. 
Officers will be expected to contribute knowledge in establishing procedures in the 
appropriate work related field. In addition Officers at this level may be required to 
supervise various functions within a work area or activities of a complex nature. 

Positions may involve a range of work functions or require Officers to provide 
specialist expertise/advice in their relevant discipline. 

• Work at this level requires a sound knowledge of program, activity, 
operational policy or service aspects of the work performed within a function or a 
number of work areas. 

• Officers require skills in managing time, setting priorities, planning and 
organising own work to achieve specific objectives. 

• Officers will be expected to set outcomes and further develop work methods where 
general work procedures are not defined. 

b. Requirements of the job 

Some or all of the following are needed to perform work at this level. Skills, knowledge, 
experience, qualifications and/or training: 

• knowledge of statutory requirements relevant to work area; 

• knowledge of section procedures, policies and activities; 

sound discipline knowledge gained through previous experience, training or 
education; 

• lmowledge of the role of departments within the Local Government and/or service 
functions; 

• specialists require an understanding of the underlying principles in the relevant 
disciplines; 

c. Responsibilities 

To contribute to the operational objectives of the work area, a position at this level may 
include some of the following inputs or those of a similar value: 

• undertake activities that may require the Officer to exercise judgment and/or 
contribute critical knowledge and skills where procedures are not clearly 
defined; 

• exercise responsibility for various functions within the work area; 

• identification of specific or desired performance outcomes; 

contribute to interpretation and administration of matters for which there are no 
clearly established procedures; 

• provide support of a complex nature to Managers; 

• ensure plans, permits, applications comply with appropriate legislation; 

• undertake a wide range of activities associated with program, activity or service 
delivery; 

• where the prime responsibility lies in a professional field, Officers at this level, 
would undertake at least some of the following: 
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• liaise with other professionals at a technical level; 

• discuss techniques, procedures and/or results with clients on straight 
forward matters; 

• provide a reference, research, and/or technical information service including 
the facility to understand and develop technologically based systems; 

carry out a variety of activities requiring initiative and judgment in the selection 
and application of established principles, techniques and methods; 

• perform a range of planning functions exercising knowledge of statutory and 
legal requirements; 

• assist Managers with the planning and coordination of a community program of 
a complex nature; 

• undertake duties in the relevant disciplines utilising knowledge of procedures 
and statutory requirements relevant to the work area; 

d. Organisational relationships 

• works under general direction 

e. Extent of authority 

• required to set outcomes within defined constraints; 

provides specialist technical professional advice; 

freedom to act governed by clear objectives and/or budget constraints; 

• solutions to problems generally found in precedents, guidelines or instructions. 
Assistance usually available. 
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LEVEL6 

a. Characteristics ofthe level 

• At this level Officers are subject to general direction from Managers. Officers 
undertake a range of functions requiring the application of a high level of 
knowledge and skills to achieve results in line with departmental and/or the 
employer's goals 

• 

• 

• 

• 

• 

Officers adhere to established work practices. However, they may be required to 
exercise initiative and judgement where practices and direction are not clearly 
defined. 

General features at this level indicate the involvement in establishing 
sectional/departmental programmes and procedures. Positions will include a range 
of work functions. Work may span more than one discipline. In addition, Officers 
at this level may be required to assist in the preparation of or prepare the 
departmental budget. Officers at this level will be required to provide expert 
advice to lower Classified Officers. 

Positions at this level demand the application of knowledge that is gained 
through qualifications and/or previous experience in the discipline. In addition, 
Officers will be required to set priorities and monitor workflows in their area of 
responsibility. 

Officers are required to set project priorities, plan and organise their own work 
and establish the most appropriate operational methods for the 
section/department. In addition, interpersonal skills are required to gain the 
cooperation of clients and staff. 

Officers responsible for projects and/or functions will be required to establish 
outcomes to achieve departmental/Local Government goals. Specialists may be 
required to provide multi disciplinary advice. 

b. Requirements of the job 

Some or all of the following are needed to perform work at this level. Skills, knowledge, 
experience, qualifications and/or training: 

• knowledge of departmental programmes, policies and activities; 

• sound discipline knowledge gained through experience; 

• sound knowledge of the role of the employer's structure and service; 

• specialised skills sufficient to perform at this level, attained through previous 
appointments, service and/or study; 

• an equivalent level of experience and expertise to undertake the range of 
activities required. 

c. Responsibilities 

To contribute to the operational objectives of the work area, a position at this level may 
include some of the following inputs or those of a similar value: 

• responsible for a range of functions within the section and/or department 
requiring a high level of knowledge and skills; 

• undertake responsibility for a moderately complex project; 

undertake a minor phase of a broader or more complex professional assignment; 

• assist with the preparation or prepare departmental or section budgets; 

• set priorities and monitor workflow in areas of responsibility; 

• provide expert advice to lower Classified Officers; 

• exercise judgement and initiative where procedures not clearly defined; 

36 



• 

• 

operate as a specialist Officer in the relevant discipline where decisions made 
and taken rest with the Officer with no reference to a Senior Officer; 

undertake analysis/design for the development and maintenance of projects 
and/or undertake programming in specialist areas: may exercise responsibility 
for a specialised area of the employer's operation; 

understanding all areas of equipment operation to enable the provision of advice 
and assistance when non-standard procedures/processes are required; 

where the prime responsibility lies in a professional field, Officers at this level, 
would undertake at least some of the following: 

under general direction undertake tasks of a specialised and/or detailed 
nature; 

• provide reports on progress of project activities including 
recommendations; 

• exercise professional judgement within prescribed areas that may include 
supervision of the function; 

• carry out planning studies for particular projects including aspects of design, 
formulation of policy, implementation procedures and presentation; 

exercise a high level of interpersonal skills in dealing with the public and other 
organisations; 

• plan, develop and operate a community service programme of a 
moderately complex nature; 

• exercise responsibilities for various functions within a work area 
including compliance with regulations, codes and procedures; 

• where prime responsibility lies in a technical field: 

• leads teams on moderatelycomplextechnical projects; 

• exercise significant initiative and judgement in the selection and 
application of established principles, techniques; 

• supervise the work of other staff; 

• provide reports to management and/or recommendations on technical 
suitability of equipment procedures, processes and results. 

d. Organisational relationships 

• works under general direction; 

e. Extent of authority 

• exercise a degree of autonomy; 

• control projects and/or programmes; 

establish priorities and monitor workflow in areas of responsibility; 

• solutions to problems can generally be found in documented techniques, 
precedents and guidelines or instructions. Assistance is available when required. 
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LEVEL 7 

a. Characteristics of the level 

• 

• 

• 

• 

• 

• 

• 

At this level, Officers operate under limited direction from Managers and undertake 
a range of functions for which operational policies, practices and guidelines may 
need to be developed. 

General features at this level allow Officers the scope to influence the 
operational activities of the section, department and/or Local Government. 

Officers at this level will be expected to contribute to the management of the section 
and/or department, assist/prepare budgets, establish procedures and work 
practices. In addition, Officers at this level will be required to provide expert advice 
to lower Classified Officers. 

Positions at this level may be required to have responsibility for decision making 
in their particular work area and the provision of expert advice. Officers will be 
required to provide consultation and assistance relevant to the work section 
and/or department. Officers will be required to set outcomes for the work area 
for which they are responsible so as to achieve the objectives of the department 
and/or Local Government. 

Officers may exercise managerial responsibility for a work area, a large work 
programme, work independently as specialists or may be a Senior member of a 
single discipline project team or provide specialist support to a range of 
programmes/activities. 

Impact of activities undertaken or achievement of stated outcomes/objectives for 
the work area may identify positions at this level. 

Managing time is essential so outcomes can be achieved. A high level of 
interpersonal skills is required to resolve organisational issues, negotiate 
contracts, develop and motivate subordinate staff. Understand and implement 
effective human resource management practices. 

b. Requirements of the job 

Some or all of the following are needed to perform work at this level. Skills, knowledge, 
experience, qualifications and/or training: 

• 

• 
• 
• 

discipline/specialist skills and/or supervision/management abilities exercised within a 
multi disciplinary or major single function operation; 

discipline knowledge gained through experience, training or education; 

appreciation of the long term goals of the organisation; 

detailed knowledge of programme activities and work practices relevant to the 
work area; 

• knowledge of organisation structures or functions; 

• comprehensive knowledge of the employer's policies relevant to the 
section/department; 

• comprehensive knowledge of statutory requirements relevant to the 
discipline; 

• Degree with substantial experience; or 

• Associate Diploma with substantial experience; or 

• lesser formal qualifications with a combination of experience, expertise and 
competence sufficient to perform the duties required at this level. 
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c. Responsibilities 

To contribute to the operational objectives of the work area, a position at this level 
may include some of the following inputs or those of a similar value: 

• undertake significant projects and/or functions involving the use of 
analytical skills; 

• provide advice on matters of complexity within the work area and/or 
discipline; 

undertake a range of duties within the work area, including problem 
definition, planning and the exercise of judgement; 

• provide advice on policy matters and contribute to their development; 

• negotiate on matters of significance within the section and/or department, with 
other bodies and/or members of the public; 

control and coordinate a work area within budgetary constraints; 

• exercise a degree of autonomy, within budgetary constraints, in establishing the 
operation of the work area; 

• undertake duties that involve more than one discipline; 

provide a consultancy service for a range of activities; 

• where prime responsibility lies in a professional field an Officer at this level, would 
undertake at least some of the following: 

• 
• 

provide support to a range of activities or programmes; 

control and coordinate projects; 

contribute to the development of new procedures and methodology; 

• provide expert advice/assistance relevant to the discipline; 

• supervise/manage the operation of a work area; 

• supervise on occasions other professional staff within the discipline; 

• provide consultancy services for a range of activities; 

• where the prime responsibility is in a technical field, Officers at this level: 

• undertake duties that involve more than one discipline; 

• contribute to the development of new techniques and methodology; 

• provide a consultancy service for a range of activities. 

d. Organisational relationships 

• works under limited direction; 

e. Extent of authority 

• may manage a work area; 

• exercise a degree of autonomy (advice available on complex or unusual 
matters); 

• manage significant projects and/or functions and/or works programmes. 
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Schedule 2: Clauses Pertaining to Administration Staff 

1. BEHAVIOUR OF STAFF 

There is an expectation on the part of Council and Management that all administration staff will: 

• Treat all staff, customers and stakeholders with dignity and respect and display courtesy 
at all times; 

• At all times act in an honest and legal manner and carry out duties in line with community 
values and expectations; 

• Ensure that there is no intimidation, bullying or harassment in the workplace; 
• Discharge their work obligations in a safe and healthy manner; 
• Not demand a gift before carrying out any municipal work; 

(Accepting a gift may be legal but not in the best interests of the Shire, the stakeholders 

or the staff member. It is acknowledged and accepted that some customers offer staff 

the occasional refreshment throughout the year and/or the traditional drinl<s at 

Christmas time. However, the acceptance of any financial reward on a regular or "one 

off" basis is not condoned by the Shire and constitutes serious misconduct) 

• Consider the welfare, and assist where possible, all residents in the Shire; 
• Take pride in their work; 
• Turn up for work ready to start work at the designated time; 
• Be dressed in business attire at all times (other than approved pre-arranged days), 

including when attending training or representing the Shire, to the equivalent of the 
standard depicted in the Local Government Corporate Wear catalogue; 

• Wear the corporate uniform purchased with the uniform allowance provided for in clause 
21 whenever possible; 

• Complete Hazard and Incident Reports as required; and 
• Not be under the influence of drugs or alcohol at any time in the workplace. 

1.1 Fair Treatment of Council Property 
There is an expectation on the part of Council and Management that all administration staff will: 

• Treat all Council equipment properly; 
• Keep work areas and equipment clean, tidy and free from hazards at all times; 
• Report any faults and I or concerns in relation to work areas and equipment to 

supervisory staff immediately; 
• Ensure that computers and office equipment is 'logged off' each night; and 
• Ensure the office is locked and secure at night. 
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1.2 Non-compliance with Code of Conduct 

In accordance with Section 2- Consultation and Dispute Settlement, non-compliance with the 

Code of Conduct will be subject to a thorough investigation by the Chief Executive Officer in 

accordance with the Award and Statutory requirement. Should the circumstances warrant it 

and taking into account the principles of natural justice and equity, a staff member not working 

in an ethical framework or refusing to work within an ethical framework may be counselled in 

the first instance, redeployed or should the circumstances be of such a serious nature, may have 

his or her services terminated. 

2. LOGICAL TASK COMPLETION AND FLEXIBILITY IN WORKING HOURS 

If employees believe that the task they are working on can be completed with an additional hour 

or so of work may, after consultation with their supervisor, elect to finish the project with self­

authorised overtime. 

This overtime may be taken as time-in lieu as specified in clause 26 of this agreement. 
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Section 7: Signatories 

Enterprise Agreement made under the Fair Work Act 2009. 

Signatures: 

For The Shire of Cranbrook: 

Signed: 

Peter Northover 

Chief Executive Officer 

Shire of Cranbrook 

19 Gathorne Street 

Cranbrook, Western Australia, 6321 

And 

Dated: 

For ardon behalf of the Employees of the shire of Cranbrook 

~ 3hln 
Signed: Dated: 

Jodi Vitler 

Enterprise Bargaining Negotiation Group Employee Representative 

37 Orient Road 

Mt Barker, WA 6324 
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Schedule 2.3—Model consultation term 
(regulation 2.09) 
   

Model consultation term 

 (1) This term applies if the employer: 

 (a) has made a definite decision to introduce a major change to 

production, program, organisation, structure or technology in 

relation to its enterprise that is likely to have a significant 

effect on the employees; or 

 (b) proposes to introduce a change to the regular roster or 

ordinary hours of work of employees. 

Major change 

 (2) For a major change referred to in paragraph (1)(a): 

 (a) the employer must notify the relevant employees of the 

decision to introduce the major change; and 

 (b) subclauses (3) to (9) apply. 

 (3) The relevant employees may appoint a representative for the 

purposes of the procedures in this term. 

 (4) If: 

 (a) a relevant employee appoints, or relevant employees appoint, 

a representative for the purposes of consultation; and 

 (b) the employee or employees advise the employer of the 

identity of the representative; 

the employer must recognise the representative. 

 (5) As soon as practicable after making its decision, the employer 

must: 

 (a) discuss with the relevant employees: 

 (i) the introduction of the change; and 

 (ii) the effect the change is likely to have on the employees; 

and 

 (iii) measures the employer is taking to avert or mitigate the 

adverse effect of the change on the employees; and 
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 (b) for the purposes of the discussion—provide, in writing, to the 

relevant employees: 

 (i) all relevant information about the change including the 

nature of the change proposed; and 

 (ii) information about the expected effects of the change on 

the employees; and 

 (iii) any other matters likely to affect the employees. 

 (6) However, the employer is not required to disclose confidential or 

commercially sensitive information to the relevant employees. 

 (7) The employer must give prompt and genuine consideration to 

matters raised about the major change by the relevant employees. 

 (8) If a term in this agreement provides for a major change to 

production, program, organisation, structure or technology in 

relation to the enterprise of the employer, the requirements set out 

in paragraph (2)(a) and subclauses (3) and (5) are taken not to 

apply. 

 (9) In this term, a major change is likely to have a significant effect on 

employees if it results in: 

 (a) the termination of the employment of employees; or 

 (b) major change to the composition, operation or size of the 

employer’s workforce or to the skills required of employees; 

or 

 (c) the elimination or diminution of job opportunities (including 

opportunities for promotion or tenure); or 

 (d) the alteration of hours of work; or 

 (e) the need to retrain employees; or 

 (f) the need to relocate employees to another workplace; or 

 (g) the restructuring of jobs. 

Change to regular roster or ordinary hours of work 

 (10) For a change referred to in paragraph (1)(b): 

 (a) the employer must notify the relevant employees of the 

proposed change; and 

 (b) subclauses (11) to (15) apply. 

 (11) The relevant employees may appoint a representative for the 

purposes of the procedures in this term. 
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 (12) If: 

 (a) a relevant employee appoints, or relevant employees appoint, 

a representative for the purposes of consultation; and 

 (b) the employee or employees advise the employer of the 

identity of the representative; 

the employer must recognise the representative. 

 (13) As soon as practicable after proposing to introduce the change, the 

employer must: 

 (a) discuss with the relevant employees the introduction of the 

change; and 

 (b) for the purposes of the discussion—provide to the relevant 

employees: 

 (i) all relevant information about the change, including the 

nature of the change; and 

 (ii) information about what the employer reasonably 

believes will be the effects of the change on the 

employees; and 

 (iii) information about any other matters that the employer 

reasonably believes are likely to affect the employees; 

and 

 (c) invite the relevant employees to give their views about the 

impact of the change (including any impact in relation to 

their family or caring responsibilities). 

 (14) However, the employer is not required to disclose confidential or 

commercially sensitive information to the relevant employees. 

 (15) The employer must give prompt and genuine consideration to 

matters raised about the change by the relevant employees. 

 (16) In this term: 

relevant employees means the employees who may be affected by 

a change referred to in subclause (1). 
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IN TH E FAIR WORK COMMISSION 

FWC Matter No.: 
AG2017/3514 Application for approval of the Shire of Cranbrook Administration Staff 
Collective Agreement 2017 

Applicant: 

Shire of Cranbrook 

Section 185 -Application for approval of a single enterprise agreement 

Undertaking- Section 190 

I, Peter Bruce Northover, Chief Executive Officer of the Shire of Cranbrook give the 
following undertakings with respect to the Shire of Cranbrook Administration Staff 
Collective Agreement 2017("the Agreement"): 

1. I have the authority given to me by the Shire of Cranbrook to provide this 
undertaking in relation to the application before the Fair Work Commission. 

2. No employees covered by the Agreement are currently remunerated by way of an 
annualised salary. 

3. In the event that staff covered by the Agreement express a desire for their rates of 
pay to be converted to an annualised salary as provided for under clause 16 of the 
Agreement, I agree and will ensure, that employees on annualised salaries will 
receive the following rates of pay that guarantee they will be better off overall under 
the annualised salaries than under the terms of the Agreement. 
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Administration Staff- Annualised Wage Salary Structure 

Level Increment Description Annualised Salary 

4. This undertaking has been discussed and agreed to by the appointed bargaining 
representatives. 

5. These undertakings are provided on the basis of issues raised by the Fair Work 
Commission in the application before the Fair Work Commission. 

Signature 

Date 
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