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SCHEDULE B – ROSTERED DAYS OFF
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SCHEDULE D – SSTUWA PROFESSIONAL DEVELOPMENT
POLICY AND GUIDELINES

3. DEFINITIONS

3.1 “Union” will mean the “The Australian Municipal, Administrative, Clerical & Services 
Union of Employees W.A. Clerical & Services Branch”

3.2 “Employer” will mean the State School Teachers’ Union of Western Australia (Inc.)

3.3 “Employee” will mean a person engaged in work of an administrative/Clerical and 
technical nature and will relate to the following employees:- Secretaries/Personal 
Assistants, Accounts and Payroll Personnel, Membership Personnel, Member Benefits  Co-
ordinator, Member Assist Personnel, Receptionists, Information Technology Personnel, 
Document Management Personnel and  Office Administrator.

“Family” will mean a spouse of the “employee, a child or an adult child (including an 
adopted child, a step child, a foster child or an ex-nuptial child), parent (including a foster 
parent and legal guardian), grandparent, grandchild or sibling of the employee or spouse or 
defacto spouse of the employee.
A partner who lives with the employee as the de facto partner of that employee on a bona 
fide domestic basis including partners of the same sex.

3.4        The “parties” will mean the Union and the Employer.

4. AREA

This Agreement will have effect over the area comprised within the State of Western Australia. The 
approximate number of employees covered by this agreement is 20.

5. SCOPE

This Agreement will apply to the employer in respect of their employees as defined in Clause 3 hereof.

6. TERM

The term of this Agreement will run for 3 years from date of certification.

7. PARTIES BOUND

This Agreement will be binding upon:
The Australian Municipal, Administrative, Clerical & Services Union of Employees W.A. Clerical and 
Services Branch” and the State School Teachers’ Union of W.A. (inc.)

8. TERMINATION OF SERVICE

The employment contract will not be terminated unless the relevant notice in accordance with the following 
provision is given:

8.1 Period of Continuous Service

Period of Notice

Not more than 1 year.........................................................2 weeks
More than 1 year ...............................................................4 weeks
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8.2 By arrangement between the employee and the employer, an employee will be entitled to 
up to eight hours time off during the notice period for the purpose of seeking other 
employment.

8.3 Notice of termination of employment may also be effected by the  payment or forfeiture of 
salary for the relevant notice period, providing that employment may be terminated by part 
of the period of notice specified and part payment or forfeiture of salary in lieu of that 
notice.

8.4 Payment or forfeiture of salary in lieu of notice will be calculated on the basis of the salary 
the employee would have received for the ordinary time the employee would have worked 
during the period of notice had the employee’s employment not been terminated.

8.5 The employer may dismiss an employee without notice for misconduct which justified 
summary dismissal and in such cases, salary will be paid up to the time of dismissal only.

8.6 Nothing in this clause prevents the employer and the employee agreeing to a lesser period 
of notice than that otherwise required by this clause.  Permission to do so will not 
unreasonably be withheld.

8.7 The employee must notify the employer at least two weeks prior to termination of service.

9. GENERAL

9.1 A record of service and duties performed will be given on request to an employee on 
termination.

9.2 This agreement will replace “State School Teachers’ Union of WA Clerical Staff 
Agreement of 2001 – 20th August 2001” and all previous agreements which had application 
to the parties to this agreement prior to the registration of this agreement.

9.3 In the event of the death of an employee, the cash equivalent to all leave due at the time of 
death will be paid to the estate of the deceased.

10. REDEPLOYMENT AND REDUNDANCY

         10.1 In the case where the employer has an employee who is to be declared redundant, the 
employer will notify the UnionsWA and the Union, of the impending redundancy and the 
UnionsWA will be requested by the Union and the employer to notify all its affiliates with 
a request that any affiliate with a vacant position to inform the UnionsWA.  This 
information will then be provided by the employer to the employee being declared 
redundant.

 10.2 Any employee being declared redundant by the employer and who obtains a position in 
another Trade Union within three months of ceasing their employment with the employer 
declaring them redundant, will be entitled to have their sick leave credits transferred from 
the employer to the prospective Trade Union employer. The prospective Trade Union 
employer must agree to the transfer of the employees sick leave credits and the details of 
how this is done will be the subject of negotiations between the employer, prospective 
employer, employee and Union on a case by case basis.

10.3  Any employee being made redundant under this agreement will be entitled to:

10.3.1 Leave to seek alternative employment:

The employer will facilitate redeployment by granting redundant 
employees reasonable leave to attend job interviews without loss of pay.
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     10.3.2 Notice:

An employee made redundant will be given four weeks’ notice or the 
notice period prescribed by the Western Australian Government 
Employees’ Redeployment, Retraining and Redundancy General Order 
No. 1329 of 1988, as varied from time to time, which ever is the greater, 
of any impending redundancy.

10.3.3 Severance pay:

Four (4) weeks for every year of service or pro rata for part thereof. 
Payment of any pro-rata annual leave entitlements. Payment of leave 
loading on accrued annual leave Payment of Pro-Rata Long Service 
Leave entitlements.

11.      EMPLOYMENT ARRANGEMENTS

                 11.1       Probation
                             

Upon appointment an employee will be placed on probation for a period not exceeding six (6) 
months.

                11.2      Full Time Employees
                               

A full time employee is one who is engaged as such and is employed Monday to Friday 
inclusive, working normal hours of 35 hours per week.

     11.3     Casual, Part-Time and Temporary Employees

Part-time Employee:
              

11.3.1 A part-time employee is one who is engaged as such and is employed 
Monday to Friday inclusive for less than Thirty five (35) hours per week 
and is entitled to all other benefits of the agreement on a pro-rata basis.

11.3.2 A part-time employee will receive payment for salary as provided for in 
this Agreement for annual leave, leave loading, holiday sick leave and 
long service leave on a pro-rata basis in the same proportion as the 
number of hours regularly worked each week bears to thirty five (35) 
hours.

11.3.3 By agreement with the General Secretary Office Administrator, staff 
members may be allowed to access part-time work arrangements, for 
either a defined period of time or on an ongoing basis.

    11.4       Casual Employee:

11.4.1 A casual employee is one who is engaged as such and is on an hourly 
basis. Such employee will be entitled to receive a minimum payment of 
three hours in any one day, but will not be entitled to annual holidays, sick 
leave & long service leave. 

11.4.2 The casual rates of pay will be no less than the minimum rates provide 
from time to time by the Department of Consumer and Employment 
Protection, plus 20%.  

11.4.3 Casual employment should be for a maximum for a period of 3 months.
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   11.5 Temporary Employee:

A temporary employee is one who is engaged as such and only be employed for:

- peak work load needs or to provide specialist skills for periods of up to 3-months which 
may be extended where necessary.

- to cover employees on periods of leave either with or without pay. 

12. RATES OF PAY 
 

         12.1         Salary Rates will be paid as per Schedule A

12.2 The minimum rates of pay per year payable to employees covered by this Agreement will 
be in accordance with Schedule A – Classifications and Rates of Pay.

12.3 The Rates of Pay contained in Schedule A “Classification and Rates of Pay” will be 
effective from 30/4/2006

13. STAFF DEVELOPMENT/PERFORMANCE 

13.1 Upon the completion of a probationary period and being granted permanency, all 
employees will be required to engage in the Staff Development/Performance Process (see 
Schedule C).

13.2 At the conclusion of the twelve month Performance Cycle employees eligible under the sunset 
clause (see Schedule A) will access an incremental progression, within their classification 
level, subject to the following:

13.2.1 The employee having demonstrated satisfactory performance over the 
preceding twelve months.

13.2.2            The acquisition and satisfactory utilisation of new or enhanced skills as 
identified by the Staff Development/Performance Review Process.

14. PAYMENT OF SALARY

14.1 Employees will be classified and paid in accordance with this Agreement, provided that 
nothing contained in this Agreement will prevent the employer from paying rates above 
those specified in Schedule A – Classifications and Rates of Pay.

14.2 Payment of salaries will be made fortnightly.

14.2.1 For the purpose of the calculation and payment of salaries, the fortnightly 
salary will be calculated 1/26 of an annual salary.

14.2.2 Salaries will be paid directly into a bank account(s) or other account(s), 
nominated by the employee and capable of receiving credits by way of 
electronic funds transfer. 

Nothing in this paragraph will prevent the employer and an employee 
from adopting an agreed alternative method of paying salaries.

14.3 Where agreed between the employer and an employee, the employer may introduce 
remuneration packaging in respect of salary (including any negotiated salary allowable) 
and the terms and conditions of such a package will not, when viewed objectively, be less 
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favorable than the entitlements otherwise available under this Agreement and will be 
subject   to the following provisions:

14.3.1 The structure of any agreed package comply with taxation and other 
relevant laws.

14.3.2 Upon appointment the employer will confirm in writing to the employee 
the classification level and current salary payable as applicable to that 
employee as provided for in this agreement.

15. TIME AND SALARY RECORD

15.1 The employer will keep or cause to be kept a time and wages record containing the 
following particulars:

15.1.1    the name and address of the employee;

15.1.2    the classification of work performed;

15.1.3   the hours worked each day; 

15.1.4    the wages and overtime paid;

15.1.5   the date of commencement of service with the employer;

15.1.6 the name of the superannuation fund and the amount of contributions 
being paid on behalf of each employee; 

     15.1.7    the amount of leave for any reason;

15.1.8 leave entitlements to be made available on a regular basis.

15.2 Any system of automatic recording of the above information by means of machine will be 
deemed to comply with this clause to the extent of the information recorded.

15.3 A duly authorised representative of the Union will be entitled to inspect the employer’s 
time and wages records provided that:

15.3.1  the employer may refuse the representative access to the  records if -  

15.3.1.1 the employer is of the opinion that access to the records 
by the representative of the Union would infringe the 
privacy of persons  who are not members of the Union;
and the employer undertakes to produce the records  to  
an Industrial Inspector within 48 hours of being 
notified of the requirement to inspect by the Union 
representative;

15.3.1.2 the power of inspection may only be exercised by a 
Union representative of the Union authorised for the 
purpose in accordance with the rules of the Union; and

15.3.1.3 before exercising a power of inspection, the  Union 
representative will give notice of not less than 24 hours 
to the employer.

  
16. HOURS

16.1 The normal hours of employment will be 35 hours per week, to be worked Monday to 
Friday at an average of 7 hours per day between 7.45am and 6.00pm.
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16.2 The normal hours of employment will exclude a lunch break of not less than 30 minutes 
and no more than one hour between 12 noon and 2pm.

16.3 Commencing and finishing times within the daily spread of hours may not be altered unless 
by agreement between the parties or by the employer giving not less than one fortnight’s 
notice in writing to the employee.

16.4 Notwithstanding the provisions of sub-clauses (1), (2) and (3), a system of flexible working 
hours may be worked by agreement (See Schedule B). 

17. MEAL ALLOWANCE

An employee required to work overtime before 7.45 am and after 6.00pm on any day or after 12 noon on a 
Saturday, Sunday or Public Holiday will be paid, in addition to any overtime payment as required by Clause – 
19 Overtime, provided with a meal or a meals allowance varied automatically from time to time to the 
Government Employees Salaries, Allowances PSA Award of 1992, No PSAA 4 of 1989 Award.

18. MORNING TEA BREAK

Employees have access to a 10 minute tea break during mid morning and before noon.

19. OVERTIME

19.1 Overtime must be authorised by the employer prior to being worked.

          19.1.1  All time worked before or after the usual starting or
finishing time, Monday to Friday inclusive, will be paid for at the rate of time and 
one-half for the first two hours and at the rate of double time thereafter.

          19.1.2 Payment will be made at the rate of time and a half for the first two hours, and 
double time thereafter for time worked on Saturday and at double time for time 
worked on a Sunday.

          19.1.3 Payment will be made at the rate of double and a half time for all time worked on 
a public holiday.

19.2 An employee required to work overtime on a Saturday, Sunday or public holiday will be 
entitled to a minimum payment of three hours.

19.3 When an employee is directed to work overtime at a place other than the normal workplace 
where the time spent in travelling to and from that place is in excess of the time which an 
employee would ordinarily spend in travelling, the excess time will be deemed to form part 
of the overtime worked.

19.4 When an employee is directed to work overtime at a place other than the normal workplace, 
and outside the area within a radius of fifty (50) kilometers from their workplace and where 
the time spent in travelling to and from that place is in excess of the time which an 
employee would ordinarily spend in travelling to and from usual headquarters, then the 
employee will be granted time off in lieu of such excess time spent in actual travel.

20. HIGHER DUTIES

An employee relieving another employee engaged on a higher class of work carrying a higher rate of pay for 
a period of 3 consecutive days or more shall be paid the higher rate of pay that the employee being relieved 
receives. 

21. PUBLIC HOLIDAYS
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 21.1 New Year’s Day, Australia Day, Labor Day, Good Friday, Easter Monday, Anzac Day. 
Foundation Day, Sovereign’s Birthday, Christmas Day. Boxing Day and any other gazetted 
public holidays will be allowed as holidays without deduction of pay. 

21.2 Where Christmas Day or New Year’s Day fall on a Saturday or a Sunday such holiday will 
be observed on the next succeeding Monday and where Boxing Day falls on a Saturday 
such holiday will be observed on the next succeeding Monday and where Boxing Day falls 
on a Sunday such holiday will be observed on the next succeeding Tuesday; in each case 
the substituted day will be deemed a holiday without deduction of pay in lieu of the day for 
which it is substituted.

22. ANNUAL LEAVE

22.1 A period of four weeks annual leave with pay will be granted to an employee after each 
period of twelve months continuous service.  For the purpose of this clause the first period 
of continuous service commences from the date of engagement and subsequent periods 
commence from the anniversary of the date of engagement.

22.2 In addition to this annual leave entitlement employees shall receive full pay for any period 
of closure over the Christmas/New Year period. 

22.3 Should any of the public holidays in this Agreement occur during the period of the 
employees’ annual leave and is observed on a day which would have been an ordinary 
working day, a day in lieu thereof will be added to the period of annual leave.

22.4 Annual leave will be taken at a mutually convenient time to the employee and the 
employer.

22.5      An employee may elect to receive their pay for the period of annual leave in advance, or on 
their regular pay day.

22.6 An employee who ceases employment for any reason whatsoever during any twelve 
monthly qualifying period will be paid pro-rata annual leave.

22.7 An employee with accrued sick leave entitlements who falls sick while on annual leave and 
produces a satisfactory medical certificate confirming that:

22.7.1 the employee is confined indoors as a result of illness, and

22.7.2 the illness is of at least one week’s duration will be reinstated in their 
annual leave for the period of their confinement and granted  sick leave 
as provided for in this Agreement. 

             22.8 A loading of 17½% on Annual Leave entitlements will be paid annually.  An employee 
who is entitled to pro-rata payment for annual leave on termination will be paid a loading of 
17½% on such pro-rata payment.

    
12.8.1 The loading will be paid in the last pay period prior to the Christmas 

break or if an employee terminates their employment or their employment 
is terminated by the employer the loading will be paid on termination. 

       22.9  Employees will be required to clear accrued annual leave following the accrual of 8 weeks 
annual leave.  Where an employee wishes to accrue in excess of 8 weeks they are required to 
seek the permission of the employer.  In granting permission for accruing leave beyond 8 
weeks the employer can require the employee to schedule and take this leave at the agreed 
time. 

            23.  SICK LEAVE
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23.1 An employee is entitled to 12.5 working days per annum sick leave on full pay. - 50% of 
annual sick leave entitlement will commence from the first day of service and thereafter 
will accrue accordingly to the entitlement.

23.2 An employee is required to produce a medical certificate as follows:

23.2.1 Absence in excess of 3 continuous days.

23.2.2 Any absence in excess of six days in any one year.

23.3 The requirement to produce Medical Certificate may be waived where the employer accepts 
the employee has an ongoing medical condition.

24. LONG SERVICE LEAVE

24.1 An employee will be entitled or deemed to be entitled to long service leave as provided for 
in this clause.

24.1.1 On completion of seven (7) years continuous service the employee accrues 
thirteen (13) weeks long service leave. In respect to each subsequent seven years 
continuous service an employee will be entitled to a further thirteen (13) weeks 
long service leave. 

24.1.2 By agreement with the employer this leave may be taken as twenty-six (26) 
weeks at half pay.

24.1.3 Any authorised period of leave without pay will not break continuity of service, 
but will not be treated as continuous service for the purpose of calculating long 
service leave entitlements.

24.1.4 Public holidays falling due during periods of long service leave will be added to 
the period of long service leave.

24.1.4.1  In these long service leave provisions, employees will mean all 
persons in full or part time employment of the employer.

24.1.4.2  Part-time employees will be entitled to long service leave on a 
pro-rata basis in accordance with the above provisions. 

24.1.4.3 The employer will grant to any employee entitled to long service 
leave, the monetary equivalent of such leave in lieu of such leave 
in any case where, owing to circumstances beyond their control, 
such employee has not taken their long service leave prior to the 
employment being terminated other than for reasons of  
misconduct.

(a) An employee upon resignation will be entitled to the following:

Pro-rata long service accruals upon completion of 12 years 
service.

Further long service pro-rata accruals upon the completion of the 
13th year and further entitlements upon the completion of the 14th 
year.

After the completion of 19 years all pro-rata long service leave 
accrued entitlements.
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(b) An employee upon retirement from the workforce will be 
entitled to pro rata long service leave entitlements.

24.1.4.4 An employee with accrued sick leave entitlements who falls sick 
while on annual leave and produces satisfactory medical 
certificate  confirming that:

24.1.4.5 the employee is confined indoors as a result of illness, and

24.1.4.6 and the illness is of at least one week’s duration will be 
reinstated in their annual leave for the period of  their 
confinement and granted  sick leave as provided for in this 
Agreement. 

24.1.4.7 Upon the death of an employee who at the date of their death 
was eligible for long service leave, or upon the employer, after 
consideration of all the circumstances directing that the death of 
an employee, or, at the discretion of the employer, the 
dependents of the employee will be entitled to receive a sum 
equivalent to the remuneration with respect to long service leave 
which would have been granted to the employee had they retired 
immediately prior to the date of their death, or in any case where 
the employer has directed that the death of an employee be 
presumed, a date determined by the employer.

25. PORTABILITY OF LONG SERVICE LEAVE CREDITS

25.1 An employee who prior to termination of employment arranges a new engagement with 
another Trade Union which is also a respondent to the Clerks’ (Trade and Industrial Unions 
Clerical Staff) Agreement may, at his or her discretion, claim portability of service for long 
service leave purposes, provided that:

25.1.1  Portability will not apply where long service leave has already been taken 
or payment in lieu of long service leave has been made to the employee 
by the current employer as part of a termination payment.

25.1.2 Service between the current employer and the new employer is 
continuous as defined in the Clerks’ (Trade and Industrial Unions Clerical 
Staff) Agreement.

 
25.1.3 For the purposes of this sub-clause, portability of service means that the 

period of service with the first employer will, for long service leave 
purposes only, count as service with the new employer.

25.1.4 An employee who intends to claim portability of service will notify 
his/her current employer of the claim prior to terminating his/her services 
with that employer.

25.1.5 On receipt of such a portability claim, the current employer will pay to 
the new employer when the entitlement date is reached an amount equal 
to payment in lieu of long service leave proportionate to the length of 
service of the employee concerned.

25.1.6 A payment as prescribed in sub-clause (b)(iv) above will be payable 
notwithstanding that the employee may not have completed seven years 
continuous service as required under sub-clause (a)(i)(a) above, and will 



2006 WAIRC 05445

11

be in lieu of any amount otherwise payable to the employee under that 
sub-clause.

25.1.7 The provisions of this clause will apply in like manner to any subsequent 
terminations and engagements of employees, providing that both 
employers involved are respondents to the Clerks’ (Trade and Industrial 
Unions Clerical Staff) Agreement and the new/intended employer is 
in agreement.

26. URGENT SHORT LEAVE

26.1 On sufficient cause being shown, an employee shall, on request be granted leave of 
absence for a period or periods not exceeding in the aggregate three days in any one 
calendar year, without deduction of pay.

26.2 An employee who commences employment during any one year shall be entitled to such 
leave on a pro-rata basis.

26.3 Such leave shall include leave urgent personal business.

26.4 If a part-time employee commences employment during any one year he or she shall be 
entitled to pro-rata urgent short leave.

27. FAMILY LEAVE

Subject to the terms of this clause, Employees are entitled to maternity, paternity and adoption leave and to 
work part-time in connection with the birth or adoption of a child.

Part A – Maternity Leave

27.1 Maternity leave consists of paid and unpaid elements.

27.2 Provided an Employee has been employed for fifty-two (52) weeks prior to commencing 
maternity leave, the Employee is entitled to:

27.2.1 a period of fourteen (14) weeks paid maternity leave;

27.2.2 a period of up to three (3) years unpaid leave. Applications on annual 
basis up to 3 years.

27. 3 The Employee will give twelve (12) weeks notice of intention to take maternity leave, and 
four (4) weeks notice of intention to return to  work following maternity leave.

27.4 An Employee will not be in breach of this clause as a consequence of failure to give the 
stipulated period of notice in accordance with this clause, if such failure is occasioned by 
the confinement occurring earlier than the presumed date.

27.5 Maternity leave, applied for but not commenced, will be cancelled when the pregnancy of 
an Employee terminates other than by the birth of a living child.

27.5.1 Where the pregnancy of an Employee then on maternity leave terminates 
other than by the birth of a living child, it will be the right of the 
Employee to resume work at a time nominated by the employer which 
will not exceed four weeks from the date of notice in writing by the 
employee that one desires to resume work.

27.6 Where an Employee not then on maternity leave, suffers illness related to her pregnancy, 
she may take such paid sick leave as to which she is then entitled and such further unpaid 
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sick leave (to be known as special maternity leave) as a registered medical practitioner 
certifies as necessary before her return to work, provided that the aggregate of paid sick 
leave, special maternity leave and maternity leave will not exceed the period to which the 
Employee is entitled under sub clause (2) hereof.

27.7 Provided the aggregate of any leave, including leave taken under Part A – Maternity Leave 
of this clause, does not exceed the period to which the Employee is entitled under sub-
clause (2) and (3) hereof, an employee may, in lieu of or in conjunction with maternity 
leave, take an annual leave (if applicable) or long service leave or any part thereof to which 
she is entitled.

26.7.1 Paid sick leave or other paid authorised award absences (excluding 
annual leave [if applicable] or long service leave) will not be available to 
an Employee during her absence on maternity leave except for 
exceptional circumstances.

27.8 Maternity leave – 

27.8.1 does not count as service; and

26.8.2 does not break the continuity of service in relation to entitlement to sick 
leave or long service leave.

Part B – Parental Leave

27.9 Parental leave consists of paid and unpaid elements.

27.10 Provided an Employee has been employed for fifty-two (52) weeks prior to commencing 
parental leave, the Employee is entitled to:

27.10.1 An unbroken period of up to one (1) weeks paid leave at the time of 
confinement of the partner:

27.10.2 A further unbroken period of one (1) weeks paid leave and a further forty 
(40) weeks unpaid leave in order to be the primary care-giver of the child 
provided that such leave will not extend beyond the child’s first birthday. 

26.10.3 An Employee who is eligible for parental leave following the taking of 
leave as found under sub clause (a) and (b), will be entitled to a further 
period of leave which is to be treated as leave without pay.

27.11 The Employee will give twelve (12) weeks notice of intention to take parental leave and 
four (4) weeks notice of intention to return to work following parental leave.

27.11.1 An Employee will not be in breach of this clause as a consequence of 
failure to give the stipulated period of notice in accordance with this 
clause if such failure is occasioned by the confinement occurring earlier 
than the presumed date.

27.12 Parental leave, applied for under sub clause (2) hereof but not commenced, will be 
cancelled when the pregnancy of the Employee’s partner terminates other than by the birth 
of a living child.

27.13 Provided the aggregate of any leave, including leave taken under Part B – Parental Leave of 
this clause, does not exceed the period to which the employee is entitled under sub clause 
(2) hereof, an Employee may, in lieu of or in conjunction with parental leave, take any 
annual leave {if applicable} or long service leave or any part thereof to which the employee 
is entitled.
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27.13.1 Paid sick leave or other paid authorised award absences (excluding 
annual leave) [if applicable] or long service leave will not be available to 
an Employee during absence on parental leave.

27.14 Parental leave-

27.14.1 does not count as service; and

26.14.2 does not break the continuity of service in relation to entitlements to sick 
leave or long service leave.

Part C – Adoption Leave

27.15 Adoption leave consists of paid and unpaid elements.

27.16 Provided an Employee has been employed for fifty-two (52) weeks prior to commencing 
adoption leave, the Employee is entitled to:

27.16.1 A period of fourteen (14) weeks paid adoption leave;

27.16.2 A further period of up to three (3) years unpaid adoption leave upon 
application.

27.17 The Employee will give four (4) weeks notice of intention to take adoption leave, and four 
(4) weeks notice of intention to return to work following adoption leave.

27.17.1 An Employee will not be in breach of this clause as a consequence of 
failure to give the stipulated period of notice in accordance with this 
clause if such failure is occasioned by the adoption occurring earlier than 
the presumed date.

27.18 Adoption leave, applied for but not commenced, will be cancelled should the placement of 
the child not proceed.

27.18.1 Where the placement of the child for adoption purposes with an 
Employee then on adoption leave does not proceed or continue, the 
Employee will resume work at a time nominated by the employer which 
will not exceed four weeks from the date of notice in writing by the 
Employee that one desires to return to work.

27.19 The employer will grant to any Employee who is seeking to adopt a child, such paid leave 
not exceeding two (2) days, as is required by the Employee to attend any compulsory 
interviews or examinations as are necessary as part of the adoption procedure.

27.19.1 Provided the aggregate of any leave, including leave taken under Part C – 
Adoption Leave of this clause, does not exceed the period to which the 
employee is entitled under sub clause (2) hereof, an Employee may, in 
lieu of or in conjunction with parental leave, take any annual leave {if 
applicable} or long service leave or any part thereof to which the 
employee is entitled:

 27.19.2 Paid sick leave or other paid authorised award absences (excluding annual 
leave [if applicable] or long service leave will not be available to an 
Employee during absence on adoption leave.

27.20 Adoption Leave – 



2006 WAIRC 05445

14

27.20.1 does not count as service; and
.

27.20.2 does not break the continuity of service in relation to entitlements to sick leave or 
long service leave.

Part D – Part-Time Work

27.21 An Employee is entitled to the following:

          27.21.1 In relation to Parental leave, an Employee may work part-time in one or 
more periods at any time from the date of birth of the child until its 
second birthday or, in relation to adoption, from the date of placement of 
the child until the second anniversary of the placement. 

         27.21.2   In relation to maternity leave, a female Employee may work part-time in 
one or more period while she is pregnant where part-time employment is, 
because of the pregnancy, necessary or desirable.

27.21.3 An Employee may work part-time in one or more periods at any time 
after the date of birth of the child, until its second birthday. 

27.22 An Employee has the right to return to their former position at the expiration of the period of 
part-time employment approved in accordance with this clause.

27.22.1 nothing in paragraph (a) hereof will prevent the employee returning to 
their position after a second or subsequent period of part-time 
employment.

27.23 Commencing on part-time work under this clause, and return from part-time work to full-
time work under this clause, will not break the continuity of service or employment.

27.24 Part-time employees will be entitled to the provisions as found in Clause 11 (i) – Part time 
Employees.

28. BEREAVEMENT LEAVE

28.1 An employee will be entitled to up to five (5) days bereavement leave upon the death of a 
partner or member of the employee’s family.

28.2 The right to such paid leave will be dependant on compliance with the following 
conditions:

 28.2.1 The employee will give the employer notice of the intention to take such 
leave as soon as reasonably practicable after the death of such a relation, 
and in respect of a death overseas and evidence of attending the funeral.

 28.2.2 Satisfactory evidence of such death will be furnished by the employee to 
the employer.

28.2.3 The employee will not be entitled to leave under this clause in respect of 
any period which coincides with any other period of leave entitlement 
under this Agreement or otherwise.

29   CULTURAL LEAVE

29.1 An employee who is legitimately required to be absent from work for their 
tribal/ceremonial/cultural purposes will be entitled to take Annual. Long Service Leave 
without pay.
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29.2 Cultural leave will include leave to meet the employee’s customs traditional law and to 
participate in tribal/ceremonial/ cultural activities.

29.3 The employee will give the employer reasonable notice prior to the absence of the intention 
to take such leave and the length of the leave required.

29.4 Cultural leave will be available but not limited to Aboriginal and Torres Strait Islanders.

29.5 The employer may request reasonable evidence of the need for the employee to be allowed 
time off.

30 STUDY LEAVE

30.1 The Professional Development Committee guidelines (attached), subject to Executive 
approval, may grant paid or unpaid study leave to an Employee of the Union for the 
purpose of acquiring a qualification or studying a subject which is relevant to the Union’s 
objectives.  Time off on full pay for courses will not exceed two (2) hours per week for the 
duration of the course.

30.2 Part time employees will be entitled to study leave on the same basis as full time employees 
but on a pro-rata basis except for sub clause 28.4 where they will be entitled to the same 
benefits as a full time Employee.

30.3 Time off with pay may be granted up to a maximum of two (2) hours a week including 
travelling time, where subjects or approved courses are available during normal hours or 
where approved study by correspondence is undertaken in remote locations lacking 
educational facilities.

30.4 Employees will be granted sufficient time off with pay to travel to and sit for the 
examinations of any employer approved course of study.

30.5 In every case the approval to attend lectures and tutorials will be subject to:

30.5.1 the employer’s convenience

30.5.2 the course being taken on a part time basis

30.5.3 employees making satisfactory progress with their studies

30.6 An employee may make application to the Professional Development Committee to cover 
costs associated with the course to a maximum contribution of $500 pa for the payment of 
incidental receipted fees including text books.

31 LEAVE WITHOUT PAY

31.1 The General Secretary of the employer, in consultation with the employee, may grant leave 
of absence without pay for any period provided that:

31.1.1 the work of the employer is not inconvenienced, and

31.1.2 all other leave credits of the employee are exhausted

31.2 Any period of leave of absence without pay will not for any purpose be regarded as part of 
the period of service of that employee.

31.3 The General Secretary of the employer may grant an employee leave without pay to 
undertake full-time study, subject to a yearly review of satisfactory performance. Unless the 
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employer otherwise determines any leave granted under this sub-clause will not count as 
qualifying service for leave purposes.

32. VISUAL DISPLAY UNITS (V.D.U.s)

32.1 Prior to engagement on such work, employees required to use V.D.U.’s for any significant 
period of their daily working hours will be given the opportunity of having an eyesight 
examination by a qualified ophthalmologist or optometrist nominated by the employer. 

32.2 Employees covered by a health fund will utilise such fund where practicable.  The employer 
will, however, meet the cost of examinations for those employees not covered by health 
funds.  In addition, the employer will meet the reasonable cost of frames and lenses 
(maximum $200) upon prior application should the examination determine that it is 
necessary for the employee to wear spectacles in order to work V.D.U.’s.

32.3 Follow-up tests will be arranged for employees at the expiration of 12 months following 
their engagement on V.D.U.’s.

32.4 An employee operating V.D.U. equipment will be afforded a break without loss of pay in 
the employer’s time of 10 minutes after each period of fifty minutes continuous operation. 
Alternative work may be provided by the employer. 

33. NOTIFICATION OF CHANGE

The employer will consult with the employees prior to implementing change or introduction of office systems 
or equipment.

34. AMENITIES

34.1 The employer will provide a suitable lunch room and dining facilities for employees. The 
lunch room must not adjoin any toilet.

34.3.1 Where practicable, the employer will provide suitable toilets in the ratio of one to every 
four persons for the exclusive use of employees.

34A   UNIFORM

34A.1 A clothing allowance of $3.50 per week shall be paid to each employee unless the employer 
provides a corporate uniform.

35. CAR PARKING

Employees may be provided with a car parking bay on the premises. 

36. TRANSPORT

36.1 An employee will not be required to use his/her own vehicle on the employer’s business.

36.2 Where an employee agrees to use his/her own vehicle the employer will pay an allowance 
in accordance with the Public Service Award 1992, No. PSA AA4 of 1989 as amended and 
replaced from time to time.  

37. JURY SERVICE

An employee called to jury service during working hours will be paid the difference between payments 
received from the State and the employee’s usual wage.
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38. BANKING

The employer will provide transport, where necessary, other than public transport, for an employee carrying 
cash to and from a bank.

39. EMPLOYEE REPRESENTATIVES

Where there are three or more employees employed, one will be entitled to represent the staff on matters 
relating to working conditions and staff welfare.

40. ATTENDANCE AT UNION MEETINGS

Employees will be entitled to attend meetings called in their interest by the Union without deduction of pay 
provided that such meetings will not be held prior to 3.00pm and will not be held more than four times each 
calendar year, unless otherwise agreed by the employer.

41. TRAINING

Employees will be provided with the necessary training to assist them in fulfilling their duties and for their 
development.  Training will be provided in line with the SSTUWA Professional Development Policy and 
Guidelines.  The employer will reimburse approved training costs incurred by the employee. 

(See Schedule D – SSTUWA Professional Development Policy and Guidelines)

42. TRADE UNION TRAINING LEAVE

Subject to the employer’s approval as to the nature of the training course, an employee will be entitled to 
leave with pay to a maximum of five days each year to attend a course or courses of trade union training.  
Additional leave will be at the discretion of the employer.

43. BLOOD DONATION

Employees will be entitled to donate blood at the closest recognised blood receiving centre to the SSTUWA, 
during working hours without loss of pay.

44. OFFICE GRIEVANCE PROCEDURE

Principles:

The grievance resolution procedures set out in this clause cover grievances over decisions, which affect one or 
more employees at the place of work and questions, disputes or difficulties arising under this agreement. The 
resolution of a grievance under these procedures should be capable of being implemented by action at the 
work site.

The grievance resolution procedures set out in this clause do not apply to:
 Issues related to equal employment opportunity and occupational health and safety which are 

covered by specific Acts and Regulations;
 Issues which arise through staff disagreements and/or interpersonal conflict, and which do not have 

their basis in a workplace decision or process.

Procedures:

The procedures to be followed when as Employee wishes to lodge a grievance are: 

 The Employee may raise the dispute with the person concerned and seek to informally resolve the 
matter. Such an attempt at resolution must be made as soon as possible.
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 If a grievance cannot be resolved informally between the parties the employee will attempt to resolve 
the grievance with the assistance of the Office Administrator or the General Secretary and will be 
entitled to have a Union representative present.

 If the grievance remains unresolved the aggrieved party may lodge a formal grievance in writing 
with the employer represented by the General Secretary.

 On receipt of grievance a meeting between parties will be convened within 7 days.

 Nothing in this process precludes the right of any employee to seek redress in the Western Australian 
Industrial Relations Commission provided the parties use all reasonable endeavors to resolve any 
grievances before referring any such matter to the Commission,

45. EMPLOYEE COUNSELLING AND DISCIPLINARY PROCEDURES

When the employer has serious concerns about an employees work performance or conduct the employer will 
establish and notify the employee as early as possible, a procedure for counselling and disciplining the 
employee. Such procedures will incorporate the following steps and be consistent with other relevant 
provisions of this Agreement:

45.1 The General Secretary, Office Administrator or nominated representative will notify the 
employee in advance of any proposed counselling session. Subject to sub clause (43.2), the 
General Secretary or Office Administrator will then conduct a counselling session with the 
employee, on a one to one basis.

45.2 In the event of a dispute concerning the procedure outlined in sub clause (43.1), or where 
the procedure would not be appropriate, an equal number of employer and Union 
representatives will meet instead to attempt to resolve the matter, provided this is formally 
requested by the Union.

45.3 Where, after following adoption of the procedure in sub clause (43.1) and (43.2) above, the 
employer believes work performance or conduct justifies dismissal, the employer will give 
the employee a written warning outlining the employer’s reasons for coming to that 
conclusion and giving the employee a reasonable opportunity to improve his/her 
performance or conduct. A copy of this clause of this Agreement will be provided with the 
written warning.

45.4 Where such a written warning has been provided to an employee, the employer will give 
the employee reasonable opportunity to meet and discuss any concerns relating to the 
warning before dismissal action is taken provided employer decision-making on dismissal 
is not unduly delayed. Such a meeting will normally comprise of an equal number of 
employer and Union representatives. At that meeting the parties will make a genuine 
attempt to resolve the issue other than by dismissal.

Nothing in this procedure will restrict the employer’s right to summarily dismiss an employee where this is justified.

46. INDUCTION OF NEW EMPLOYEES

46.1 All new employees will be entitled to induction training during the first 4 weeks of their 
contract.

46.2 The induction program will include:

 Introduction to all staff and explanation of their roles.
 Familiarisation with the SSTU Building.
 Emergency Evacuation Procedures.
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 The mentoring by an appropriate member of staff.
 The provision of an induction handbook (to be developed).
 Training in regard to all relevant office information and communication technology and 

administrative procedures.
 Introduction to the Australian Services Union Office Representative

47. OCCUPATIONAL SAFETY AND HEALTH

47.1 The Employer, recognises that it has a legal responsibility to provide a safe and healthy 
workplace, safe systems of work and to provide such information instruction and training as 
is necessary to enable employees to perform their work in such a manner that they are not 
exposed to hazards.  Where is it not practicable to avoid the presence of hazards at the 
workplace, employees will be provided with the appropriate protective clothing, equipment 
or preventative medical treatment, e.g. Vaccination.

47.2 The Employer will, in consultation with the elected Occupational Safety and Health 
Representative(s) formulate a written Occupational Safety and Health Policy.

48. LIFE INSURANCE

The Union undertakes to provide Group Life Insurance to cover employees up to sixty-five (65) years of age. 
(as per policy document) This insurance is to the extent of $100,000 and covers twenty-four (24) hours a day, 
seven (7) days a week.  Employees will be entitled to take over the insurance when their employment ceases.

Employees will have access to all documents relating to the policy.

49. SUPERANNUATION

Employees will be eligible to join the State School Teachers’ Union of Western Australia Superannuation 
Investment Fund in the terms provided by the appropriate Deeds and laws governing superannuation will 
apply.  Relevant information will be made available to the employees. 

In the event that employees choose to leave the nominated Employers Fund, the employer will only pay the 
SGC contributions and will not pay administration and management costs.

For the extent of this Agreement employees governed under this agreement will be entitled to an additional 
1% Employer Superannuation Contribution.

50.       SALARY PACKAGING GUIDELINES

DISCLAIMER

Salary Packaging Guidelines does not contain any financial or investment advice nor make any 
recommendations to any individual as to the merits of Salary Packaging for any particular individual. No 
individual should act on the basis of any matter contained in this publication without taking appropriate legal, 
financial and other professional advice about their own particular circumstances. It is recommended that 
individuals seek independent, professional advice so that particular circumstances relating to Salary 
Packaging can be examined and given appropriate consideration. 

The actions of the SSTU WA in paying employment benefits from a staff members salary package does not 
in anyway imply a transfer of responsibility of liability to the SSTU WA in relation to any agreement, 
understanding, obligation or contract between the staff members and a third party.

The SSTUWA disclaims all liabilities for any loss or damage of whatsoever kind (whether foreseeable or 
not) which may arise from any person acting or relying on any statements contained in this publication and 
notwithstanding any negligence, default or lack of care.
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This disclaimer does not limit or alter those statutory rights, which cannot be excluded.

Introduction

The objective of Salary Packaging is to maximize individual financial flexibility while at the same time 
ensuring that the benefit arrangements comply with all relevant taxation legislation and rulings.

Salary Packaging offers a range of advantages to employees, including:

 Choice in selecting cash and non-cash benefits; and
 Allocating cash and non-cash benefits to suit individual financial and personal situations

A maximum of 50% of an eligible staff member’s salary may be taken as benefits in lieu of salary. It should 
be noted however, that Fringe Benefits Tax (FBT) will apply to some items, and this must be included in the 
calculations. That is, the total value of benefits available and fringe benefits tax must not exceed 50% of the 
total remuneration due to that employee.

In addition, from time to time, underlying legislation (such as Fringe Benefits Tax) may change. At all times. 
Salary Packaging must be taken in accordance with the Income Tax Assessment Act 1936, Income Tax 
Assessment Act 1997 and the Fringe Benefits Tax Assessment Act 1986 and any other legislation that may 
come into force. It is possible that changes in legislation may have an impact on Salary Packaging 
arrangements. It remains, at all times, the responsibility of the employee to ensure that salary-packaging 
arrangements are monitored and kept up to date.

How Salary Packaging Works

A staff member is paid remuneration as set out in the ASU/SSTU Clerical Agreement in accordance with 
their classification and level. A minimum 50% of the total remuneration must be taken as salary. A maximum 
of 50% of remuneration will be available to the staff member as benefits in the form of:

 Financial counselling;
 Novated motor vehicle lease;
 Mortgage expenses;
 Notebook Computer;
 School fees excluding private school fees;
 HECS payments, University fees;
 Financial products:

- Life cover;
- Trauma cover for self and partner if applicable;
- Health Insurance;
- Disability insurance/income protection;

 Self education;
 Superannuation; and
 Other items as agreed to by the SSTU WA Executive

Administration

The Salary Packaging Scheme represents a contractual arrangement between the SSTU WA and the staff. To 
this end, an offer to participate in Salary Packaging is made in writing to the employer.

Acceptance of this offer by the employer must also be in writing.
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Currently the Teachers Investment Planning Services has been appointed by the SSTU WA to administer the 
employee Salary Sacrifice Arrangements.
Employees are responsible for all administrative fees related to the Teachers Investment Planning Services.
The exception is when an employee salary sacrifices only their superannuation contributions. The SSTUWA 
will directly administer this arrangement with no administration fees applicable.

51. RELATIONSHIP TO EXISTING AWARD

This agreement will be read and interpreted wholly in conjunction with the Clerks’ (Unions & Labor 
Movement) Award 2004 or any successor award provided that where there is any inconsistency the terms of 
this agreement will prevail to the extent of any such inconsistency.

52. RENEWAL OF AGREEMENT

The parties to this agreement will commence negotiations of a new agreement three months prior to the 
expiration of this agreement.  The parties agree that this agreement will continue in force until a new 
agreement has been registered.
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SCHEDULE A – CLASSIFICATIONS AND RATES OF PAY

OFFICE 
ADMINISTRATO
R

Current 
Salary

30/4/06
4% 

Parity
Increase

30/4/06 
5% 

Increase 
2006

30/4/07
 5%

 Increase 
2007

30/4/08
 5%

 Increase
2008

4 49.554.60 51,536.78 54,014.51 56,715.24 59,551.00

 Employees will move to the next increment within their level on their anniversary date of employment 
(subject to Clause 13)

 Progression to a higher level will be through a selection process subject to a position being available.

 % increase is separate and apart from incremental progression

 Level 2 - Receptionists/Junior Clerical
Other positions as determined by the General Secretary

Level 3 - Secretaries/Personal Assistants
Accounts and Payroll Personnel
Membership Personnel 
Member Benefits Co-ordinator
Member Assist Personnel 
Information Technology Personnel
Document Management Personnel
Other positions as determined by the General Secretary

Level 4 - Office Administrator

Employees on the ‘CURRENT STAFF Schedule A – Classifications and Rates of Pay’ of the WA Clerical 
Staff Agreement of 2001 will be re-classified on the WA Clerical  Staff Agreement of 2006 as follows:- 

Job Title Level
Current 
Salary

30/4/06 
5% 

Increase 
2006

30/4/07
 5%

 Increase 
2007

30/4/08
 5%

 Increase
2008

2 under 25,449.90 26,722.39 28,058.51
2.1 18 years 28,579.95 30,008.95 31,509.39

ADMINISTRATI
ON

EMPLOYEES
LEVEL 2

2.2 30,552.11 32,097.71 33,702.60 35,387.73

2.3 31,427.91 32,999.31 34,649.28 36,381.74
2.4 32,552.87 34.180.51 35,889.54 37,684.02
3 32,552.87 34,180.51 35,889.54 37,684.02

3.1 34,369.39 36,087.86 37,892.25 39,786.87
3.2 36,185.92 37,995.22 39,894.98 41,889.73
3.3 38,002.44 39.902.56 41,897.69 43,992.57
3.4 39,818.96 41,809.91 43,900.40 46,095.42

ADMINISTRATI
ON

EMPLOYEES
LEVEL 3

 
 
 3.5 41,635.49 43,717.26 45,903.13 48,198.28
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2001 Classification 2006 Classification
Level 3 Level 3.4
Level 3.1 Level 3.5
Level 3.2 Level 3.5
Level 3.3 Level 3.5

Classifications will remain the same for Employees on the ‘New Staff Schedule A – Classifications and 
Rates of Pay’ of the WA Clerical Staff Agreement of 2001 with the exception of Level 2.5 which will be 2.1 
of the WA Clerical Staff Agreement of 2005.

 Increments in each level through on employee’s anniversary date of employment annual progression (subject to 
Clause 13).

 Progression from a lower level to a higher level is through selection process subject to position being available.

 Level 2  - Receptionists/Junior Clerical
Other positions as determined by the General Secretary

 Level 3   - Secretaries/Personal Assistants
Accounts and Payroll Personnel
Membership Personnel
Member Assist Personnel
Information Technology Personnel
Document Management Personnel
Other positions as determined by the General Secretary

 Level 4 - Office Administrator
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SCHEDULE B – ROSTERED DAYS OFF

Employees will be entitled to twelve (12) rostered days off per year.

Employees will schedule their rostered days off with their work teams in consultation with their supervisor at the 
beginning of each year.  The schedule will be developed recognising that employees should avoid taking rostered days 
off during known busy periods.  The schedule should therefore be worked out taking into account:

- Seasonal factors
- Peak workloads times
- Team members work patterns

Any alteration to the schedule will be applied for in advance.

The daily patterns of attendance required are as follows and subject to a one hour lunch break for each working day 
when twelve (12) rostered days off are taken

7.45am – 4.05pm 9.00am – 5.20pm
8.00am – 4.20pm 9.15am – 5.35pm
8.15am – 4.35pm 9.30am – 5.50pm
8.30am – 4.50pm 9.40am – 6.05pm
8.45am – 5.05pm

Sunset Clause

Current employees retaining 24 rostered days off (RDO’s) per year may choose to take twelve (12) rostered days off 
per year and receive a one off lump sum of $3000.

The daily patterns of attendance required are as follows and subject to a one hour lunch break for each working day 
when (24) rostered days off are retained

7.45am – 4.30pm 8.45am – 5.30pm
8.00am – 4.45pm 9.00am – 5.45pm
8.15am – 5.00pm 9.15am – 6.00pm
8.30am – 5.15pm

Employees in consultation with the employer can choose the work pattern they prefer, acknowledging that the office 
needs to be staffed by an adequate number of staff until 5.00p.m. each day.

The Roster Calendar will be drawn up at the beginning of the year.

RDO’s must not be accumulated or taken consecutively.

Changing of RDO’s will only be permitted for urgent or unforeseen circumstances.

Calculations of RDO’s will commence on an accrual basis beginning 1 January 2006 for both employees on monthly 
and fortnightly RDO’s. On accessing any accrued leave, no accruals for RDO’s will be calculated.

If at the end of the year and RDO credits are available it will be forwarded to the subsequent year.
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SCHEDULE C – STAFF DEVELOPMENT/PERFORMANCE 

 Training

Staff will be provided with the necessary training to assist them in their participation in Performance 
Development.

(i) It is agreed that SSTUWA employees are entitled to access quality support and training, during their 
time as an employee.

(ii) This will be achieved by the employees of the organisation (SSTUWA) ensuring that their work is 
focussed on achieving the best outcomes for the members within available resources.

(iii) To support this, the SSTUWA recognises that:

(a) it is responsible for ensuring that employees have access to relevant professional 
development/training to assist them carry out their work.

(b) Professional development/training for employees will be consistent with the 
Organisations Strategic Plan.

(iv) Employees are required to participate in a performance management process for the purpose of 
achieving identified goals. 

 Performance Manager
The Performance Managers will be the General Secretary, or his/her nominee, and the Office Administrator.

 Confidentiality
Performance management matters will be confidential between the employee and the Performance Managers
(General Secretary/Office Administrator).

 Process 

The Process will commence from the first day an employee is made permanent; and thereafter on the anniversary 
date of employment.

1. Planning (Meeting with the Performance Managers)

2. Review   (2nd meeting with the Performance Managers)

3. Reflection (3rd meeting with the Performance Managers)

Note: During training employees will be encouraged to do self-reflection (goal setting) in preparation for 
cycle.

 Documentation
Documentation arising from participation in the Performance Development cycle will be retained in 
a confidential file accessible to the employee and the employer.
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SCHEDULE D – SSTUWA PROFESSIONAL DEVELOPMENT
POLICY AND GUIDELINES

1. POLICY

1.1 Where necessary each employee will be given professional development to acquire specific short 
term skills to help undertake their duties and, where considered appropriate employees will have the 
opportunity to maximise their full potential by developing additional long term skills.

1.2 The SSTUWA will comply with the training components of employee Industrial Agreements.

1.3 All employees will be provided with induction programs to ensure that they are able to meet the 
requirements of their duty statement on appointment.  These will be by agreement with the line 
manager.  These programs are separate from discretionary professional development programs.

1.4 All professional development for SSTUWA employees will be consistent with the SSTUWA 
Strategic Plan.

1.5 Professional development will be approved within budget constraints and on the basis of 
organisational needs and personal professional development needs.

1.6 In considering applications for professional development and study leave the Professional 
Development Committee will take into account equity and fairness.

1.7 Approval of such leave will be at the convenience of the SSTUWA in terms of the employees duties 
and responsibilities and staffing levels.

1.8 Employees will be made aware of suitable professional development opportunities that become 
available.

1.9 Employees may be required to give a verbal or oral report upon completion of professional 
development to other employees or Executive.  Employees will be advised of this requirement on 
notification of approval.

1.10 This policy and associated guidelines will be reviewed every two years in May of that year.

1.11 This Policy will apply to all SSTUWA employees.

2. COMMITTEE STRUCTURE AND OPERATION

2.1 The Professional Development Committee will consist of:

 The General Secretary of his/her nominee and;
 Two elected Industrial Staff and;
 Two elected Administrative Staff;

2.2 Three members of the Committee will constitute a quorum and one of those must be the General 
Secretary or his/her nominee, one elected industrial staff member and one elected administrative 
staff member.

2.3 The term of the Professional Development Committee will be for a period of twelve (12) months 
from January 1 to December 31.

2.4 The Professional Development Committee will meet bimonthly with the first scheduled meeting 
occurring in February.  Additional meetings will also occur as required to deal with requests for 
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professional development approval within five (5) days of such a request being lodged with the 
Administrative Officer.

2.5 The October meeting of the Committee will be a budget meeting to decide on an appropriate budget 
for professional development for the following year.

2.6 Employees should submit an outline of their professional development needs for the following year, 
where practicable, by September 30.

2.7 Executive will make available to the Professional Development Committee whatever resources 
Executive feels are necessary for the proper functioning of the Committee.

2.8 The position of Chairperson and Minute Taker of the Committee will be on a rotational basis.

2.9 The minutes of the Committee will be placed on the Administrative Committee for information.

2.10 To assist the Professional Development Committee in the decision making process a spreadsheet 
detailing the costs associated with professional development will be maintained for each employee 
and the organisation as a whole which can be referred to in the decision making process.

3. GUIDELINES FOR APPROVAL OF PROFESSIONAL DEVELOPMENT

3.1 Applications by employees for professional development will be made in writing to the Chairperson 
of the Professional Development Committee stating the reasons for the application, the benefits both 
to the Union and the employee, as well as the proposed costs associated with the professional 
development applied for, where known.

3.2 In considering such applications by the Committee consideration will be given to the following 
matters:

 Equity and fairness
 Whether the professional development is relevant to the employee’s work and whether it will 

be beneficial to the employee’s future development and whether it is consistent with the 
strategic direction of the organisation.

 Whether the employee has a genuine need of such professional development.
 The availability of such professional development.
 Whether it is within the current budgetary constraints.
 Whether it is convenient for the organisation to release the employee to attend at that particular 

time.

3.3 Any request which is outside of the current budgetary constraints but is considered by the 
Committee to be worthy of consideration will be referred to the Administrative Committee for a 
final decision.

3.4 Where an application is made by any member of the Professional Development Committee the 
applicant will take no part in the discussion or approval of that application.

3.5 Attendance at functions as a representative or nominee of the SSTUWA or at meetings of the AEU 
or ACTU which are a normal part of that employee’s role will not be considered as discretionary 
professional development.

3.6 Study leave may be granted by the Professional Development Committee on the same basis as other 
professional development in accordance with the relevant Industrial Award.

3.7 Any employee aggrieved by a decision of the Professional Development Committee may lodge a 
grievance in accordance with the relevant Industrial Award.
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State School Teachers’ Union of WA
Clerical Staff Agreement of 2006

SIGNATURES TO AGREEMENT

Signed for and behalf of “The Australian Municipal, Administrative, Clerical Services Union of 
Employees W.A. Clerical and Services Branch.

WITNESS

DATE DATE

Signed for and on behalf of the State School Teachers’ Union of W.A. (INC)

PRESIDENT WITNESS

GENERAL SECRETARY WITNESS

DATE DATE
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WESTERN AUSTRALIAN INDUSTRIAL RELATIONS COMMISSION

PARTIES THE AUSTRALIAN MUNICIPAL, ADMINISTRATIVE, CLERICAL 
AND  SERVICES UNION OF EMPLOYEES, W.A. CLERICAL AND 
ADMINISTRATIVE BRANCH

APPLICANT
-v-

THE STATE SCHOOL TEACHERS UNION OF 
W.A.(INCORPORATED)

RESPONDENT
CORAM COMMISSIONER S J KENNER
DATE WEDNESDAY, 20 SEPTEMBER 2006
FILE NO/S AG 64 OF 2006
CITATION NO. 2006 WAIRC 05445

Result Order issued

Representation

Applicant Mr E Schnell

Respondent No appearance

Order

HAVING heard Mr E Schnell on behalf of the applicant and there being no appearance on 

behalf of the respondent the Commission, pursuant to the powers conferred on it under the 

Industrial Relations Act, 1979 hereby orders –

THAT the State School Teachers Union of WA Clerical Staff Agreement 2006 

as filed in the Commission on 11 August 2006 and as amended by the 

Commission on 14 September 2006 in the terms of the following schedule be 

and is hereby registered as an industrial agreement.
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COMMISSIONER


