
Clerks' (Grain Handling) Award, 1977 
 

 
1. - TITLE 

 
This award shall be known as the "Clerks' (Grain Handling)" Award, 1977 and replaces Award No.  6 of 1975. 
 

 
1B. - MINIMUM ADULT AWARD WAGE 

 
 

(1) No employee aged 21 or more shall be paid less than the minimum adult award wage unless otherwise 
provided by this clause. 

 
(2) The minimum adult award wage for full-time employees aged 21 or more is $569.70 per week payable 

on and from the first pay period on or after 1 October 2009. 
 
(3) The minimum adult award wage is deemed to include all State Wage order adjustments from State 

Wage Case Decisions. 
 
(4) Unless otherwise provided in this clause adults employed as casuals, part-time employees or piece 

workers or employees who are remunerated wholly on the basis of payment by result shall not be paid 
less than pro rata the minimum adult award wage according to the hours worked. 

 
(5) Employees under the age of 21 shall be paid no less than the wage determined by applying the 

percentage prescribed in the junior rates provision in this award to the minimum adult award wage. 
 
(6) The minimum adult award wage shall not apply to apprentices, employees engaged on traineeships or 

Jobskill placements or employed under the Commonwealth Government Supported Wage System or to 
other categories of employees who by prescription are paid less than the minimum award rate, provided 
that no employee shall be paid less than any applicable minimum rate of pay prescribed by the 
Minimum Conditions of Employment Act 1993. 

 
(7) Liberty to apply is reserved in relation to any special category of employees not included here or 

otherwise in relation to the application of the minimum adult award wage. 
 
(8) Subject to this clause the minimum adult award wage shall – 
 

(a) Apply to all work in ordinary hours. 
 

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

 
(9) Minimum Adult Award Wage 
 

The rates of pay in this award include the minimum weekly wage for employees aged 21 or more 
payable under the 2009 State Wage order decision.  Any increase arising from the insertion of the 
minimum wage will be offset against any equivalent amount in rates of pay received by employees 
whose wages and conditions of employment are regulated by this award which are above the wage 
rates prescribed in the award.  Such above award payments include wages payable pursuant to 
enterprise agreements, consent awards or award variations to give effect to enterprise agreements and 
over award arrangements.  Absorption which is contrary to the terms of an agreement is not required. 

 
Increases under previous State Wage Case Principles or under the current Statement of Principles, 
excepting those resulting from enterprise agreements, are not to be used to offset the minimum wage. 

 
(10) Adult Apprentices 
 



(a) Notwithstanding the provisions of this clause, an apprentice, 21 years of age or more, shall not 
be paid less than $497.60 per week on and from the commencement of the first pay period on 
or after 1 October 2009. 

 
(b) The rate paid in the paragraph above to an apprentice 21 years of age or more is payable on 

superannuation and during any period of paid leave prescribed by this award. 
 

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

 
(d) Nothing in this clause shall operate to reduce the rate of pay fixed by the award for an adult 

apprentice in force immediately prior to 5 June 2003. 
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2A. - STATE WAGE PRINCIPLES - JUNE 1991 
 

It is a term of this award (arising from the decision of the Commission in Court Session in Application No.  704 
of 1991) that the Union will not pursue prior to 1st November 1991 any extra claim, award or overaward, except 
where consistent with the State Wage Principles. 
 

 
2B. - AWARD MODERNISATION 

 
(1) The parties are committed to modernising the terms of this award. 
 
(2) The employer and employees covered by this award may reach agreement at the Company level to 

provide for more flexible working arrangements, improved quality of working life, enhanced skills and 
job satisfaction.  Such agreement may involve a variation in the application of award provisions in 
order to meet the requirements of Company and its employees.  Agreements may be negotiated and 
consequential award variations processed in accordance with subclause (3) of this clause. 

 
(3) The Union will discuss all matters relating to increased flexibility that are raised by the employer.  Any 

such discussion with the Union shall be on the premise that: 
 

(a) The majority of employees of the Company must genuinely agree. 
 
(b) No employee shall receive less than their current award rate of pay as a result of change. 
 
(c) The Union must be party to the agreement, in particular, where enterprise level discussions are 

considering matters requiring any award variation, the Union shall be invited to participate. 
 
(d) The Union shall not unreasonably oppose any agreement. 
 
(e) Agreements are to be submitted for ratification by the Commission. 
 

(4) Notwithstanding the above, any matter of disagreement between the parties may be referred to the 
Western Australian Industrial Relations Commission for arbitration. 

 
 

3. - AREA 
 

This award shall have effect over the whole of the State of Western Australia. 
 

 
4. - SCOPE. 

 
This award shall apply to all employees employed by Co-Operative Bulk Handling Limited, male or female 
engaged in clerical work which shall include telephonists, ledger machinists, typists, stenographers and 
operators of any office machines. 
 

 
5. - TERM. 

 
The term of this award shall be a period of two years from the date hereof. 
 

 
6. - DEFINITIONS. 

 



Unless the context indicates to the contrary - 
 
(1) "Employer" shall mean the Co-Operative Bulk Handling Limited. 
 
 (2) "Union" shall mean the Federated Clerks' Union of Australia Industrial Union of Workers, W.A.  

Branch. 
 
(3) "Adult" shall mean an employee twenty-one years of age or over. 
 
(4) "Junior" shall mean an employee under twenty-one years of age. 
 
(5) "Commission" shall mean the Western Australian Industrial Commission. 
 

 
7. - CONTRACT OF SERVICE. 

 
(1) Except as hereinafter provided the contract of service shall be terminable by not less than two weeks' 

notice on either side given on any day, or if such notice is not given, by payment of two weeks' salary 
in the case of the employer, or the forfeiture of two weeks' salary in the case of an employee. 

 
(2) This clause does not effect the right to dismiss an employee for gross misconduct when wages will be 

payable to the time of dismissal only. 
 
(3) The employer shall be entitled to deduct payment for any day or portion of a day on which an 

employee cannot be usefully employed because of any strike by the employees employed under this 
award. 

 
 

8. - WAGES 
 

(1) The rates of pay of adult employees shall be as prescribed by this clause and the rates of pay of junior 
employees shall be the following percentages of the prescribed adult rate for the work upon which the 
junior employee is engaged: 

 
Under 18 years of age 60% 
At 18 years of age 70% 
At 19 years of age 80% 
At 20 years of age 90% 

 
(2) The weekly rate of pay for adult employees shall be as follows: 
 

 $ ArbitratedSafety Net$ Total$ 
Level 7:    
Base 519.90 244.30 764.20 
Increment 1 532.20 244.30 776.50 
Increment 2 544.50 244.30 788.80 
Increment 3 556.80 244.30 801.10 
Increment 4 569.10 244.30 813.40 
    
Level 6:    
Base 479.10 244.30 723.40 
Increment 1 487.20 244.30 731.50 
Increment 2 495.30 244.30 739.60 
Increment 3 503.50 244.30 747.80 
Increment 4 511.70 244.30 756.00 
    
Level 5:    
Base 422.90 246.30 669.20 
Increment 1 434.10 246.30 680.40 



Increment 2 445.30 246.30 691.60 
Increment 3 456.50 246.30 702.80 
Increment 4 467.80 244.30 712.10 
    
Level 4:    
Base 392.00 244.30 636.30 
Increment 1 402.30 244.30 646.60 
Increment 2 412.60 244.30 656.90 
    
Level 3:    
Base 369.50 244.30 613.80 
Increment 1 377.00 244.30 621.30 
Increment 2 384.50 244.30 628.80 
    
Level 2:    
Base 359.50 244.30 603.80 
Increment 1 364.50 244.30 608.80 
    
Level 1    
Base 350.40 244.30 594.70 
    

 
(3) The rates of pay in this award include arbitrated safety net adjustments available since December 1993, 

under the Arbitrated Safety Net Adjustment Principle. 
 

These arbitrated safety net adjustments may be offset against any equivalent amount in the rate of pay 
received by employees since 1 November 1991 above the rate prescribed in the Award, except where 
such absorption is contrary to the terms of an industrial agreement. 
 
Increases in rates of pay otherwise made under the State Wage Case Principles, excepting those 
resulting from enterprise agreements, are not to be used to offset arbitrated safety net adjustments. 
 

(4) No employee shall, as a result of the implementation of this classification structure, suffer any 
reduction in wages or conditions which the employee was receiving as at 11 October, 1991. 

 
(5) (a) Promotion to an employee’s next and subsequent increments shall be based on a combination 

of performance, qualifications and experience. 
 

(b) Reclassification to another level shall be subject, but not limited to, the employee satisfying 
the relevant criteria, training requirements and competency standards for that level. 

 
(c) Application for progression to the employee’s next increment or for reclassification may be 

made by the employee or by the employee’s Section and/or Department Head. 
 

(6) The employer may direct an employee to carry out such duties as are within the limits of the 
employee’s skill, competence and training. 

 
 

9. - PAYMENT OF WAGES 
 

(1) Wages shall be paid by weekly electronic funds transfer to accounts as nominated by the employee. 
 
(2) Weekly wage rates shall be rounded off to the nearest 10 cents.  If the weekly rate contains the amount 

of 5 cents it shall be rounded off to the next whole 10 cents.  For example, 5 cents becomes 10 cents. 
 

 
10. - HOURS 

 
(1) Subject to the provisions of this clause, the ordinary hours of work shall not exceed an average of 38 

per week, to be worked Monday to Friday inclusive, between the hours of 7.00 a.m.  and 6.00 p.m. 



 
(2) Subject to the provisions of this clause, a 38 hour week shall be implemented as follows: 
 

(a) During a work cycle of 28 consecutive days (that is, four consecutive weeks) an employee's 
ordinary hours shall be arranged on the basis that for three of the four weeks the employee 
works 40 ordinary hours each week and in the fourth week the employee works 32 ordinary 
hours. 

 
(b) An employee shall work for eight ordinary hours each day, Monday to Friday inclusive, for 

three weeks and eight ordinary hours for four days only in the fourth week, a total of 19 days 
during the work cycle. 

 
(c) The weekly wage rates for ordinary hours of work applicable to an employee shall be the 

average weekly wage rates set out for the employee's classification in Clause 8. - Wages of 
this award and shall be paid each week even though more or less than 38 ordinary hours are 
worked that week. 

 
(d) An employee shall accrue a credit for each day he/she works actual ordinary hours in excess 

of the daily average, which would otherwise be seven hours 36 minutes.  Consequently, for 
each day an employee works eight ordinary hours he/she shall accrue a credit of 24 minutes 
(0.4 hours).  Such credits shall be carried forward so that in the week of the cycle that an 
employee works only four days, the employee's pay will be for an average of 38 ordinary 
hours even though that week he/she works a total of 32 ordinary hours. 

 
(e) An employee shall not accrue a credit for any day that the employee is absent from work. 
 

(3) The rostered day off shall be taken in accordance with a schedule supplied by the company and shall be 
paid for at ordinary rates. 

 
(4) If the employer requires an employee to work on a rostered day off, such employee shall work as 

required with such work being paid for in accordance with subclause (8) hereof, and the employee shall 
accumulate a day in lieu of the rostered day off which the employee would otherwise have had.  An 
employee shall be entitled to take such an accumulated day in lieu at a time mutually convenient to 
both the employee and the employer. 

 
(5) Subject to subclause (1) of this clause an employee may be required to work reasonable overtime 

beyond the hours herein prescribed and shall be paid at the overtime rates prescribed by Clause 11 of 
this award. 

 
(6) An unpaid lunch break shall be taken at a time mutually arranged between the employer and the 

employee between 12.00 noon and 2.00 p.m.  At head office the lunch break shall be forty five minutes 
and elsewhere away from head office one hour shall be allowed excepting at the workshops where the 
lunch break shall be as mutually agreed upon between the parties. 

 
(7) An employee referred to in Clause 35. - Shift Work, may be required to work shift work in accordance 

with the provisions of that clause. 
 
(8) The shift to be worked by each employee each day shall be as directed by the employer and shall be 

paid in accordance with the ordinary rate set out in Clause 8. - Wages and/or Clause 35. - Shift Work of 
this award. 

 
 

11. - OVERTIME. 
 

(1) (a) Except as herein provided all work performed in excess of the ordinary working hours as 
prescribed in clause 10 of this award, in any one week, Monday to Friday inclusive, shall be 
paid for at the rate of time and a half for the first two hours and double time thereafter. 

 



(b) Where an employee works on a Saturday he/she shall be paid at double the rate set out in 
Clause 8. - Wages of this award for work up till noon and two and a half times that rate for 
work thereafter. 

 
(c) All time worked on Sundays shall be paid for at the rate of double time. 
 
(d) The provisions of this clause do not apply to the working of ordinary hours while on shift 

work as set out in Clause 35. - Shift Work. 
 

(2) In the calculation of overtime rates each day shall stand alone. 
 
(3) Where overtime commences more than one hour after the usual finishing time or ceases more than one 

hour before the usual starting time a four hour minimum shall apply.  Provided that the limit of one 
hour may be extended by agreement between the employee and the employer. 

 
(4) (a) When overtime work is necessary it shall, wherever reasonably practicable, be so arranged 

that employees have at least ten consecutive hours off duty between the work of successive 
days. 

 
(b) An employee who works so much overtime between the termination of his/her ordinary work 

on one day and the commencement of his/her ordinary work on the next day that he/she has 
not had at least ten consecutive hours off duty between those times shall, subject to this 
subclause, be released after completion of such overtime until he/she has had ten consecutive 
hours off duty without loss of pay for ordinary working time occurring during such absence. 

 
(c) If, on the instructions of his/her employer, such an employee resumes or continues work 

without having had such ten consecutive hours off duty, he/she shall be paid at double rates 
until he/she is released from duty for such period and he/she shall then be entitled to be absent 
until he/she has had ten consecutive hours off duty without loss of pay for ordinary working 
time occurring during such absence. 

 
(d) Where an employee is called into work on a Sunday or public holiday preceding an ordinary 

working day, he/she shall, wherever reasonably practicable, be given ten consecutive hours off 
duty before his/her usual starting time on the next day.  If this is not practicable then the 
provisions of paragraphs (b) and (c) of this subclause shall apply "mutatis mutandis". 

 
 

12. - MEAL ALLOWANCE 
 

A meal allowance of $7.50 shall be paid to each employee in the following circumstances - 
 
(1) If the employee is required to continue working two hours or more overtime on any day Monday to 

Friday inclusive; or 
 
(2) If the employee continues working up to a recognised tea break at the place of work and recommences 

working thereafter; or 
 
(3) If the employee is required to continue or recommence working after 1.00 p.m.  or 6.00 p.m.  on a 

Saturday, Sunday or any holiday prescribed under this award; or 
 
(4) If the employee having worked between the hours of midnight to 7.00 a.m.  is required to continue or 

recommence at 8.00 a.m. 
 
(5) The provisions of this clause do not apply to the working of ordinary hours whilst on shift work as set 

out at Clause 35. - Shift Work. 
 

 
13. - HIGHER DUTIES. 

 



(1) An employee solely engaged for five days or more on duties classified at a higher level than his/her 
ordinary level, shall be paid the base rate of the higher level whilst so engaged. 

 
(2) An employee performing only part of the duties of an employee being relieved shall be paid an 

appropriate proportion of the higher rate.  Any disagreement as to the proportion may be referred to the 
Industrial Commission for settlement. 

 
 

14. - TRAVELLING TIME. 
 

(1) An employee whose duties do not normally include travelling shall, when required to travel outside 
his/her normal working hours, be credited with ordinary time equivalent to the time spent in such 
travelling, less eight hours in every twenty-four hour period if a sleeping berth is provided. 

 
(2) Time so credited if not allowed off within one month from the time it accrued in accordance with 

subclause (1) hereof shall be paid for at ordinary rates up to a maximum of twelve hours in any twenty-
four hour period. 

 
(3) Notwithstanding anything elsewhere contained in this clause, time spent in travelling between 15th 

October and 15th February may be adjusted within one month of 15th February. 
 

 
15. - TRAVELLING ALLOWANCE 

 
(1) When an employee is required to travel away from home on the employer's business the employee shall 

be entitled to a refund from the employer of expenses actually and reasonably incurred for such 
travelling and board and/or lodging. 

 
(2) Employees directed by the employer to use their own vehicle in the course of their duties shall receive 

a mileage allowance in accordance with the rates as set out in the Western Australian Grain Industry 
Award 1985. 

 
(3) The allowances claimed shall be to the extent that the distance exceeds that distance normally covered 

between the employee's home and his/her usual place of employment. 
 

 
16. - TRANSFER ALLOWANCE 

 
(1) Where an employee is transferred from one locality to another reasonably involving a change of 

residence he or she shall - 
 

(a) be paid all costs of removal actually and reasonably incurred; 
 
(b) be paid for a period of three months the difference in rental actually incurred between the 

accommodation vacated and the new home, or if the employee owns accommodation, between 
the rental value of the accommodation vacated and the new accommodation.  Provided that 
where, in the employer's opinion the rental actually incurred for the new accommodation is not 
reasonable the employer shall pay such lesser sum as deemed reasonable. 

 
(c) be entitled to claim an amount of up to $1000 for necessary alterations or replacement to 

things such as floor coverings or window treatments. 
 

(2) Where an employee with dependants is transferred from one locality to another to suit the convenience 
of the employer and at which no suitable accommodation is available, he or she shall, if the transfer 
involves the dependants, be paid such reasonable accommodation expenses actually incurred until such 
time as suitable accommodation is available or for a period of six months, whichever shall be the 
shorter. 

 
(3) Where an employee is temporarily transferred from one locality to another, to the extent that daily 

travel to and from the job is impracticable but the transfer does not reasonably involve a change of 



residence, travelling allowance shall be made for return home at regular intervals of not more than 
three weeks. 

 
(4) Where an employee is temporarily transferred from one place of employment to another in the same 

locality, he or she shall be paid travelling time in excess of one hour per day at ordinary rates for all 
time spent in excess of that time usually occupied in travelling between his/her residence and his/her 
preceding place of employment and shall be paid fares actually and reasonably incurred in excess of 
those normally incurred in travelling between his/her residence and his/her preceding place of 
employment. 

 
(5) Where an employee is permanently transferred from one place of employment to another in the same 

locality, the employer shall give all possible notice of the projected change.  In the event of no notice 
being given or of the notice given being less than one month; the provisions of the previous subclause 
shall apply for one month. 

 
 

17. - DISABILITY ALLOWANCE 
 

(1) An employee shall be entitled to be paid a disability allowance in the following circumstances: 
 

(a) If the employee is working in an environment where he/she actually incurs any disability 
created by excessive dust, heat, height and the use and application of chemicals and 
insecticides; and 

 
(b) If the employee performs such duties in that environment for a continuous period of not less 

than sixty minutes on each occasion; or 
 
(c) If the employee performs such duties in that environment for a cumulative period of not less 

than one hour per day. 
 

(2) The disability allowance paid shall be the same hourly rate paid to other employees by the employer 
under the Western Australian Grain Industry Award 1985.  Such allowance shall not be computed as 
wages in the case of overtime. 

 
(3) Provided that if the employer is satisfied that an employee has not actually incurred the same 

disabilities for which the allowance is prescribed, the employer may refuse to pay the disability 
allowance to that employee for the period claimed. 

 
 

18. - HOLIDAYS. 
 

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

 
(2) When any of the days mentioned in subclause (1) hereof falls on a Saturday or a Sunday the holiday 

shall be observed on the next succeeding Monday and when Boxing Day falls on a Sunday or a 
Monday the holiday shall be observed on the next succeeding Tuesday.  In each case the substituted 
day shall be a holiday without deduction of pay and the day for which it is substituted shall not be a 
holiday. 

 
(3) Where - 
 

(a) a day is proclaimed as a public holiday or public half-holiday under section 7 of the Public and 
Bank Holidays Act 1972; and 

 
(b) that proclamation does not apply throughout the State or to the metropolitan area of the State, 
 



that day shall be a whole public holiday or, as the case may be, a half public holiday for the 
purposes of this award within the district or locality specified in the proclamation. 
 

(4) Work done on any prescribed holiday under this award shall be paid for at the rate of double time and a 
half for time so worked. 

 
(5) The provisions of subclauses (1), (2) and (3) of this clause shall not apply to casual employees. 
 

 
19. - ANNUAL LEAVE. 

 
(1) A period of four consecutive weeks' leave with payment of ordinary wages shall be allowed annually to 

an employee by the employer after a period of twelve months' continuous service with the employer. 
 
(2) If any holiday prescribed in clause 18(1) hereof falls within an employee's period of annual leave and is 

observed on a day which in the case of that employee would have been an ordinary working day, there 
shall be added to that period one day being an ordinary working day for each such holiday observed as 
aforesaid. 

 
(3) (a) If after one month's continuous service in any qualifying twelve monthly period an employee 

leaves his/her employment or his/her employment is terminated by the employer though no 
fault of the employee, the employee shall be paid one third of a week's pay at his/her ordinary 
rate of wage in respect of each completed month of continuous service. 

 
(b) In addition to any payment to which he/she may be entitled under paragraph (a) hereof, an 

employee whose employment terminates after he/she has completed a twelve monthly 
qualifying period and who has not been allowed the leave prescribed under this award in 
respect of that qualifying period shall be given payment in lieu of that leave, unless - 

 
(i) he/she has been justifiably dismissed for misconduct; and 
 
(ii) the misconduct for which he/she has been dismissed occurred prior to the completion 

of that qualifying period. 
 

(4) Any time in respect of which an employee is absent from work except time for which he or she is 
entitled to claim sick pay or time spent on holidays or annual leave as prescribed by this award shall 
not count for the purpose of determining his/her right to annual leave. 

 
(5) In special circumstances and by mutual consent of the employer and the employee, annual leave may 

be taken in not more than two periods. 
 
(6) (a) During a period of annual leave an employee shall be paid a loading of 17-1/2 per cent 

calculated on his/her ordinary wage. 
 

(b) The loading prescribed by this subclause shall not apply to proportionate leave on termination. 
 
(c) The provisions of this subclause shall not operate in respect of leave fully due prior to the date 

of this award irrespective of the date at which it was taken. 
 

(7) The provisions of this clause shall not apply to casual employees. 
 

 
20. - LONG SERVICE LEAVE. 

 
The long service leave entitlements of employees covered by this award shall be those contained at 71 WAIG 1.  
Notwithstanding the above the following shall apply: 
 
Period of Leave 
 



(1) The leave to which an employee shall be entitled or deemed to be entitled shall be as provided in this 
clause. 

 
(2) Where an employee completes at least ten years' qualifying service the amount of leave shall be: 
 

(a) in respect of the first ten years' period of qualifying service -thirteen weeks' leave. 
 
(b) in respect of the next ensuing ten years' period of qualifying service - thirteen weeks' leave; 
 
(c) in respect of the next ensuing seven years' period of qualifying service - thirteen weeks' leave; 
 
(d) in respect of the next ensuing six years' period of qualifying service - thirteen weeks' leave; 
 
(e) in respect of each five years' period of qualifying service completed thereafter - thirteen 

weeks' leave. 
 

(3) Where an employee has completed at least seven years' service but less than ten years' service since 
service commenced, and the employment is terminated - 

 
(a) by death; or 
 
(b) in any circumstances, otherwise than by the employer for serious misconduct; 
 
the amount of leave, shall be such proportion of thirteen weeks' leave as the number of completed years 
of such service bears to ten years. 

 
(4) Where an employee completes at least ten years' service and the employment is terminated - 
 

(a) by death; or 
 
(b) in any circumstances, otherwise than by the employer for serious misconduct; 
 
the entitlement shall be: 

 
(i) the entitlement specified in subclause (2); plus 
 
(ii) a proportion of the leave that would have been due had the employment not been so 

terminated until the end of the current qualifying period, such proportion being that 
which the number of days of service in the current qualifying period bears to the total 
number of days in that period. 

 
(5) Where an employee has completed at least ten years' service and his/her employment is terminated by 

the employer for serious misconduct, the entitlement to leave shall be that due under subclause (2). 
 
(6) In the cases to which subclauses (3), (4) and (5) apply the employee shall be deemed to have been 

entitled to and to have commenced leave immediately prior to such termination. 
 

 
21. - SICK LEAVE. 

 
(1) An employee shall be entitled to payment for non-attendance on the ground of personal ill-health for 

one-sixth of a week for each completed month of service provided that payment for absence through 
such ill-health shall be limited to two week's pay in each year of service.  Provided further that an 
employee with at least two years of service shall be entitled to payment for sickness up to one-third of a 
week for each completed month of service, with a limit of four weeks' pay in each year of service. 

 
(2) In the event of the employee being entitled by service subsequent to the sickness to a greater allowance 

than that made at the time the sickness occurred, payment hereunder may be adjusted at the end of each 
year of service or at the time the employee leaves the service of the employer. 

 



(3) This clause shall not apply where the employee is entitled to compensation under the Workers' 
Compensation Act. 

 
(4) No employee shall be entitled to the benefits of this clause unless he/she produces proof satisfactory to 

his/her employer of sickness, but the employer shall not be entitled to a medical certificate unless the 
absence is for three days or more. 

 
(5) Sick leave shall accumulate from year to year so that any balance of the period specified in subclause 

(1) of this clause which has in any year not been allowed to any employee as paid sick leave may be 
claimed by the employee and subject to the conditions hereinbefore prescribed shall be allowed in any 
subsequent year without diminution of the sick leave prescribed in respect of that year.  The sick leave 
herein provided shall be allowed to accumulate and any portion unused in any year may be availed of 
in the next or any succeeding year. 

 
(6) An employee shall, if so directed, present himself/herself for examination by a medical officer selected 

by the employer at such time and place as shall be fixed and the payment of sick leave shall be made on 
the basis of such examination. 

 
(7) If an employee falls sick whilst on annual leave and provides at the time satisfactory medical evidence 

that he/she is unable to leave his/her residence, he/she may, with the approval of the employer, be 
granted at a time convenient to the employer, additional leave equivalent to the period of sickness 
falling within the rostered period of annual leave.  Provided the period of sickness is at least one week.  
Subject to sick leave credits, the period of certified sickness shall be paid for and debited as sick leave. 

 
(8) Any time in respect of which an employee is absent from work except time for which he/she is entitled 

to claim sick pay or time spent on holidays or annual leave as prescribed by this award shall not count 
for this purpose of determining his/her right to payment under this clause. 

 
(9) The provisions of this clause shall not apply to casual employees. 
 

 
22. - PROTECTIVE CLOTHING. 

 
The employer shall provide suitable protective clothing for the protection of an employee's clothing where it is 
reasonable to assume that clothes will be necessarily unduly soiled or injured by the nature of the work 
performed. 
 

 
23. - APPOINTMENTS AND PROMOTIONS. 

 
At least two weeks' notice of all vacancies and new positions shall be given in the employer's "Staff Bulletin" 
showing the salary and conditions relating to the position. 
 

 
24. - UNION NOTICES. 

 
The employer shall allow union notices approved by the General Manager and a copy of the award if supplied 
by the union to be posted up in a place accessible to the employees in a place or places approved by the 
employer. 
 

 
25. - INTERVIEWING STAFF. 

 
In the case of a disagreement existing or anticipated concerning any of the provisions of this award an 
accredited representative of the union shall be permitted to interview the employees during the recognised meal 
hour, on the business premises of the employer, but this permission shall not be exercised without the consent of 
the employer more than once in any one week. 
 

 
26. - RECORDS. 



 
(1) The employer shall keep a time and wages record showing the name of each employee, the nature of 

the work performed, the hours worked, and the salaries and allowances paid, the age and years of 
service of each employee classified in an automatic scale and the age of each junior employee.  Any 
system of automatic recording by means of machines shall be deemed to comply with this provision to 
the extent of the information recorded. 

 
(2) The time and wages record shall be open for inspection by a duly accredited official of the union 

during the usual office hours. 
 

Before exercising a power of inspection the representative shall give reasonable notice of not less than 
24 hours to the employer. 
 

(3) The employer shall supply to the union a list of the classifications of all employees covered by this 
award twice yearly on the 1st June and the 1st December. 

 
 

27. - NO REDUCTION. 
 

No employee shall as a result of this award suffer any reduction in salary or conditions which he/she was 
receiving on the date of the operation of this award. 
 

 
28. - FIRST AID EQUIPMENT. 

 
Adjacent to each working area, a first aid kit shall be set aside for the treatment of illness or injuries.  The first 
aid area and equipment shall be related to the nature of the work undertaken and the number employed, and the 
distance from medical facilities. 
 

 
29. - EQUIPMENT. 

 
All instruments, tools, equipment and reference books necessary for the proper and efficient discharge of duties 
shall be provided by the employer. 
 

 
30. - CERTIFICATE OF SERVICE. 

 
On leaving the employ of the employer the employee shall be given a certificate setting out length of service 
and duties performed. 
 

 
31. - CASUAL EMPLOYEES 

 
(1) The minimum wage rate for casual employees shall be the rate applicable to the relevant classification 

in Clause 8. - Wages, with the addition of twentyfive (25) percent.  The resultant wage rate shall be 
divided by 38 to determine the hourly rate. 

 
(2) The minimum wage rate for casual employees required to work shift work, shall be the rate prescribed 

by subclause (1) above, plus the relevant shiftwork penalty prescribed in Clause 35. - Shift Work. 
 
(3) Casual employees shall be engaged by the day or part thereof with a minimum period of engagement 

on any day of 4 hours. 
 
(4) Casual employees shall not be employed for a continuous period exceeding 12 weeks. 
 
(5) Employees shall be informed at the time of engagement that their employment is on a casual basis. 
 

 
32. - AFTER HOURS TRANSPORT 



 
(1) When reasonable means of conveyance are not available and an employee commences duty at least one 

hour before the usual starting time or works overtime beyond 8.00 p.m., the employer shall provide a 
conveyance between the place of work and the employee's usual place of residence. 

 
(2) "Reasonable means of conveyance" does not include public transport after 8.00 p.m. 
 

 
33. - LIBERTY. 

 
(1) Amendment to the Meal Allowance clause of this award is reserved to the union in the event of the 

parties not being able to reach agreement in the future on the amount of the allowance. 
 
(2) Liberty is reserved to the union to apply for a variation of clause 8. - Salaries during the currency of 

this award on the grounds that a minority of employees under the award are required to work longer 
hours than the majority yet receive the same annual rate of pay and if agreement cannot be reached 
with the respondent employer on the question. 

 
 

34. - MATERNITY LEAVE. 
 

(1) Eligibility for Maternity Leave 
 

An employee who becomes pregnant shall, upon production to her employer of a certificate from a 
duly qualified medical practitioner stating the presumed date of her confinement, be entitled to 
maternity leave provided that she has had not less than 12 months' continuous service with that 
employer immediately preceding the date upon which she proceeds upon such leave. 
 
For the purposes of this clause : 
 
(a) An employee shall include a part-time employee but shall not include an employee engaged 

upon casual or seasonal work 
 
(b) Maternity leave shall mean unpaid maternity leave. 
 

(2) Period of Leave and Commencement of Leave. 
 

(a) Subject to subclauses (3) and (6) hereof, the period of maternity leave shall be for an unbroken 
period of from twelve to 52 weeks and shall include a period of six weeks' compulsory leave 
to be taken immediately before the presumed date of confinement and a period of six weeks' 
compulsory leave to be taken immediately following confinement. 

 
(b) An employee shall, not less than 10 weeks prior to the presumed date of confinement, give 

notice in writing to her employer stating the presumed date of confinement. 
 
(c) An employee shall give not less than four weeks' notice in writing to her employer of the date 

upon which she proposes to commence maternity leave, stating the period of leave to be taken. 
 
(d) An employee shall not be in breach of this order as a consequence of failure to give the 

stipulated period of notice in accordance with paragraph (c) hereof if such failure is 
occasioned by the confinement occurring earlier than the presumed date. 

 
(3) Transfer to a Safe Job. 
 

Where in the opinion of a duly qualified medical practitioner, illness or risks arising out of the 
pregnancy or hazards connected with the work assigned to the employee make it inadvisable for the 
employee to continue at her present work, the employee shall, if the employer deems it practicable, be 
transferred to a safe job at the rate and on the conditions attaching to that job until the commencement 
of maternity leave. 
 



If the transfer to a safe job is not practicable, the employee may, or the employer may require the 
employee to, take leave for such period as is certified necessary by a duly qualified medical 
practitioner.  Such leave shall be treated as maternity leave for the purposes of subclauses (7), (8), (9) 
and (10) hereof. 
 

(4) Variation of Period of Maternity Leave. 
 

(a) Provided the addition does not extend the maternity leave beyond 52 weeks, the period may be 
lengthened once only, save with the agreement of the employer, by the employee giving not 
less than 14 days' notice in writing stating the period by which the leave is to be lengthened. 

 
(b) The period of leave may, with the consent of the employer, be shortened by the employee 

giving not less than 14 days' notice in writing stating the period by which the leave is to be 
shortened. 

 
(5) Cancellation of Maternity Leave. 
 

(a) Maternity leave, applied for but not commenced, shall be cancelled when the pregnancy of an 
employee terminates other than by the birth of a living child. 

 
(b) Where the pregnancy of an employee then on maternity leave terminates other than by the 

birth of a living child, it shall be the right of the employee to resume work at a time nominated 
by the employer which shall not exceed four weeks from the date of notice in writing by the 
employee to the employer that she desires to resume work. 

 
(6) Special Maternity Leave and Sick Leave. 
 

(a) Where the pregnancy of an employee not then on maternity leave terminates after 28 weeks 
other than by the birth of a living child then - 

 
(i) she shall be entitled to such period of unpaid leave (to be known as special maternity 

leave) as a duly qualified medical practitioner certifies as necessary before her return 
to work, or 

 
(ii) for illness other than the normal consequences of confinement she shall be entitled, 

either in lieu of or in addition to special maternity leave, to such paid sick leave as to 
which she is then entitled and which a duly qualified medical practitioner certifies as 
necessary before her return to work. 

 
(b) 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 leave (to 
be known as special maternity leave) as a duly qualified medical practitioner certifies as 
necessary before her return to work, provided that the aggregate of paid sick leave, special 
maternity leave and maternity leave shall not exceed 52 weeks. 

 
(c) For the purposes of subclauses (7), (8) and (9) hereof, maternity leave shall include special 

maternity leave. 
 
(d) An employee returning to work after the completion of a period of leave taken pursuant to this 

subclause shall be entitled to the position which she held immediately before proceeding on 
such leave or, in the case of an employee who was transferred to a safe job pursuant to 
subclause (3), to the position she held immediately before such transfer. 

 
Where such position no longer exists but there are other positions available, for which the 
employee is qualified and the duties of which she is capable of performing, she shall be 
entitled to a position as nearly comparable in status and salary or wage to that of her former 
position. 
 

(7) Maternity Leave and Other Leave Entitlements. 
 



Provided the aggregate of leave including leave taken pursuant to subclauses (3) and (6) hereof does 
not exceed 52 weeks : 
 
(a) An employee may, in lieu of or in conjunction with maternity leave, take any annual leave or 

long service leave or any part thereof to which she is then entitled. 
 
(b) Paid sick leave or other paid authorised award absences (excluding annual leave or long 

service leave), shall not be available to an employee during her absence on maternity leave. 
 

(8) Effect of Maternity Leave on Employment. 
 

Notwithstanding any award or other provision to the contrary, absence on maternity leave shall not 
break the continuity of service of an employee but shall not be taken into account in calculating the 
period of service for any purpose of the award. 
 

(9) Termination of Employment. 
 

(a) An employee on maternity leave may terminate her employment at any time during the period 
of leave by notice given in accordance with this award. 

 
(b) An employer shall not terminate the employment of an employee on the ground of her 

pregnancy or of her absence on maternity leave, but otherwise the rights of an employer in 
relation to termination of employment are not hereby affected. 

 
(10) Return to Work After Maternity Leave. 
 

(a) An employee shall confirm her intention of returning to her work by notice in writing to the 
employer given not less than four weeks prior to the expiration of her period of maternity 
leave. 

 
(b) An employee, upon the expiration of the notice required by paragraph (a) hereof, shall be 

entitled to the position which she held immediately before proceeding on maternity leave or, 
in the case of an employee who was transferred to a safe job pursuant to subclause (3), to the 
position which she held immediately before such transfer.  Where such position no longer 
exists but there are other positions available for which the employee is qualified and the duties 
of which she is capable of performing, she shall be entitled to a position as nearly comparable 
in status and salary or wage to that of her former position. 

 
(11) Replacement employees. 
 

(a) A replacement employee is an employee specifically engaged as a result of an employee 
proceeding on maternity leave. 

 
(b) Before an employer engages a replacement employee under this subclause, the employer shall 

inform that person of the temporary nature of the employment and of the rights of the 
employee who is being replaced. 

 
(c) Before an employer engages a person to replace an employee temporarily promoted or 

transferred in order to replace an employee exercising her rights under this clause, the 
employer shall inform that person of the temporary nature of the promotion or transfer and of 
the rights of the employee who is being replaced. 

 
(d) Provided that nothing in this subclause shall be construed as requiring an employer to engage 

a replacement employee. 
 
(e) A replacement employee shall not be entitled to any of the rights conferred by this clause 

except where her employment continues beyond the twelve months qualifying period. 
 

 
35. - SHIFT WORK 



 
(1) (a) An employee may be engaged on shift work in accordance with the provisions of this clause. 
 

(b) The provisions of this clause are to be read in conjunction with the other provisions of this 
award provided that in the event of conflict between provisions the requirements of this clause 
shall prevail. 

 
(2) (a) "Afternoon Shift" is a shift of not more than 8 ordinary hours' work commencing between 

12.00 noon and 6.00 p.m.  and shall be paid a loading of 15% in addition to the ordinary rate 
prescribed by this award. 

 
(b) "Night Shift" is a shift of not more than 8 ordinary hours' work commencing between 6.00 

p.m.  and 4.00 a.m.  and shall be paid a loading of 15% in addition to the ordinary rate 
prescribed by this award. 

 
(c) This subclause shall not apply to any shift where the greater majority of hours are performed 

on Saturdays, Sundays or Public Holidays. 
 

(3) (a) A shift where the greater majority of ordinary hours are worked on a Saturday (all hours 
worked) shall be paid for at the rate of time and three quarters and similarly a shift where the 
greater majority of hours are worked on a Sunday (all hours worked) shall be paid for at the 
rate of double time. 

 
(b) The provisions of paragraph (a) of subclause (3) hereof do not apply where any employee 

works in an establishment alongside Salaried Officers.  In such cases, the provisions of 
paragraphs (b) and (c) of subclause (1) of Clause 11. - Overtime, shall apply. 

 
(c) All work performed on a holiday prescribed by this award shall be paid for at the rate of 

double time and one half. 
 

(4) When an employee works "afternoon" or "night" shift in an establishment in which other employees 
working shifts are not subject to this award, the provisions of paragraphs (a) and (b) of subclause (2) 
hereof do not apply and any employee to whom this award applies shall be entitled to the shift loading, 
if any, which may be prescribed for the Salaried Officers under the Grain Handling Salaried Officers' 
Consolidated Award 1989 (69 WAIG 1467). 

 
(5) A meal break of up to one hour may be taken by shift employees at a time mutually agreed between the 

employee and the employer. 
 
(6) All overtime worked by shift employees shall be paid for at the rate of double time except for work 

performed on prescribed holidays which shall be paid for at the rate of double time and one half. 
 
(7) (a) Where any particular work is carried out on shifts other than day shift, and less than five 

consecutive afternoon or five consecutive night shifts are worked, then employees employed 
on such afternoon or night shifts shall be paid at overtime rates. 

 
Provided that where the ordinary hours of work normally worked in an establishment are 
worked on less than five days then the provisions of the above paragraph shall be as if four 
consecutive shifts were substituted for five consecutive shifts. 
 

(b) The sequence of work shall not be deemed to be broken under the preceding paragraph by 
reason of the fact that work is not carried out on a Saturday or Sunday or any other day that 
the employer observes a shut down for the purpose of allowing a shorter working week or on 
any holiday. 

 
 

36. - PART-TIME EMPLOYEES 
 

(1) A part-time employee shall mean an employee who may be employed for less than 38 hours per week. 
 



(2) The employee's ordinary hours of duty shall be those specified in the letter of appointment before the 
employee commences work on a part-time basis, prescribing the weekly and daily hours of duty and 
including starting and finishing times. 

 
(3) A part-time employee shall be paid per hour one thirty-eighth of the weekly wage prescribed for the 

classification in which the employee is engaged. 
 
(4) Payment of annual leave and sick leave shall be in accordance with Clause 19. - Annual Leave and 

Clause 21. - Sick Leave respectively. 
 
(5) Hours worked in excess of the ordinary hours of duty in any one day in accordance with Clause 10. - 

Hours or in any working week in accordance with subclause (2) of this clause shall be paid at the 
overtime rates prescribed in Clause 11. - Overtime. 

 
(6) Paragraph (d) of subclause (2) of Clause 10. - Hours shall not apply to part-time employees. 
 

 
37. - BEREAVEMENT LEAVE 

 
(1) An employee shall, on the death within Australia of a spouse, de facto spouse, father, mother, brother, 

sister, child or step-child be entitled to leave up to and including the day of the funeral of such relation; 
such leave, for a period not exceeding the number of hours worked by the employee in four (4) 
ordinary working days, shall, other than for a casual employee, be without loss of the ordinary pay 
which the employee would have received if the employee had not been on such leave. 

 
(2) The provision of such paid leave shall be dependent on compliance with the following conditions - 
 

(a) The employee shall give the employer notice of his/her intention to take such leave as soon as 
reasonably practicable after the death of such relation. 

 
(b) Satisfactory evidence of such death shall be furnished by the employee to the employer. 
 
(c) The employee shall not be entitled to leave under this clause in respect of any period which 

coincides with any other period of leave entitlement under this award or otherwise. 
 

 
38. - LOCATION ALLOWANCE 

 
(1) In addition to the wages prescribed in Clause 8. - Wages of this Award, the following location 

allowances shall apply to employees who are based at any of the following receival points for a week 
(7 days): 

 
TOWN PER WEEK
Agnew $18.90 
Argyle $50.10 
Balladonia $19.20 
Barrow Island $32.60 
Boulder $7.90 
Broome $30.30 
Bullfinch $8.90 
Carnarvon $15.50 
Cockatoo Island $33.20 
Coolgardie $7.90 
Cue $19.40 
Dampier $26.30 
Denham $15.50 
Derby $31.50 
Esperance $5.60 
Eucla $21.20 



Exmouth $27.50 
Fitzroy Crossing $38.20 
Goldsworthy $16.50 
Halls Creek $43.90 
Kalbarri $6.60 
Kalgoorlie $7.90 
Kambalda $7.90 
Karratha $31.50 
Koolan Island $33.20 
Koolyanobbing $8.90 
Kununurra $50.10 
Laverton $19.30 
Learmonth $27.50 
Leinster $18.90 
Leonora $19.30 
Madura $20.20 
Marble Bar $48.30 
Meekatharra $16.70 
Mount Magnet $20.80 
Mundrabilla $20.70 
Newman $18.10 
Norseman $16.50 
Nullagine $48.20 
Onslow $32.60 
Pannawonica $24.60 
Paraburdoo $24.40 
Port Hedland $26.20 
Ravensthorpe $10.00 
Roebourne $36.20 
Sandstone $18.90 
Shark Bay $15.50 
Shay Gap $16.50 
Southern Cross $8.90 
Telfer $44.50 
Teutonic Bore $18.90 
Tom Price $24.40 
Whim Creek $31.20 
Wickham $30.20 
Wiluna $19.20 
Wittenoom $42.70 
Wyndham $47.00 
 
(2) Except as provided in subclause (3) hereof, an employee who has: 
 

(a) A dependant shall be paid double the allowance prescribed in subclause (1) hereof. 
 
(b) A partial dependant shall be paid the allowance prescribed in subclause (1) hereof plus the 

difference between that rate and the amount such partial dependant is receiving by way of a 
district or location allowance. 

 
(3) Where an employee is provided with board and lodging by his/her employer, free of charge, such 

employee shall be paid 66-2/3 per cent of the allowance prescribed in subclause (1) hereof. 
 
(4) Subject to subclause (2) hereof, casual employees, employed for less than a full week shall receive that 

proportion of the location allowance as equates with the proportion that their wage for ordinary hours 
that week is to the rate for the work performed. 

 



(5) Where an employee is on annual leave or receives payment in lieu of annual leave he/she shall be paid 
for the period of such leave the location allowance to which he/she would ordinarily be entitled. 

 
(6) Where an employee is on long service leave or other approved leave with pay (other than annual leave) 

he/she shall only be paid location allowance for the period of such leave he/she remains in the location 
in which he/she is employed. 

 
(7) For the purposes of this clause: 
 

(a) "Dependant" shall mean: 
 

(i) a spouse or de facto spouse; or 
 
(ii) a child where there is no spouse or de facto spouse; 
 
who does not receive a district or location allowance. 
 

(b) "Partial Dependant" shall mean a "Dependant" as prescribed in paragraph (a) hereof who 
receives a district or location allowance which is less than the location allowance prescribed in 
subclause (1) hereof. 

 
(8) Subject to the making of a General Order pursuant to Section 50 of the Western Australian Industrial 

Relations Act, that part of each location allowance representing prices shall be varied by application to 
the Western Australian Industrial Relations Commission and applicable from the beginning of the first 
pay period commencing on or after the 1st day in July of each year in accordance with the annual 
percentage change in the Consumer Price Index (excluding housing) for Perth measured to the end of 
the immediately preceding March quarter, the calculation to be taken to the nearest 10 cents. 

 
 



APPENDIX - RESOLUTION OF DISPUTES REQUIREMENT 
 

(1) This Appendix is inserted into the award/industrial agreement as a result of legislation which came into 
effect on 16 January 1996 (Industrial Relations Legislation Amendment and Repeal Act 1995) and 
further varied by legislation which came into effect on 23 May 1997 (Labour Relations Legislation 
Amendment Act 1997). 

 
(2) Subject to this appendix, and in addition to any current arrangements the following procedures shall 

apply in connection with questions, disputes or difficulties arising under this award/industrial 
agreement. 

 
(a) The persons directly involved, or representatives of person/s directly involved, shall discuss 

the question, dispute or difficulty as soon as is practicable. 
 
(b) (i) If these discussions do not result in a settlement, the question, dispute or difficulty 

shall be referred to senior management for further discussion. 
 

(ii) Discussions at this level will take place as soon as practicable. 
 

(3) The terms of any agreed settlement should be jointly recorded. 
 
(4) Any settlement reached which is contrary to the terms of this award/industrial agreement shall not have 

effect unless and until that conflict is resolved to allow for it. 
 
(5) Nothing in this appendix shall be read so as to exclude an organisation party to or bound by the 

award/industrial agreement from representing its members. 
 
(6) Any question, dispute or difficulty not settled may be referred to the Western Australian Industrial 

Relations Commission provided that with effect from 22 November 1997 it is required that persons 
involved in the question, dispute or difficulty shall confer among themselves and make reasonable 
attempts to resolve questions, disputes or difficulties before taking those matters to the Commission.. 

 
 



APPENDIX 
CLASSIFICATION STRUCTURE  

 
As a continuation of the Structural Efficiency exercise originating from the Western Australian Industrial 
Relations Commission's September 1989 State Wage Case (Application No.  1940 of 1989) the parties have 
developed a classification structure which provides the Company's employees with a clearly defined career path 
that is based on experience, job content and skills enhancement.  The structure is comprised of seven levels and 
24 pay rates, which are accessible to employees through satisfaction of the relevant criteria and on-the-job 
performance.  Payment structures are flexible and equitable and are reflective of responsibility, qualifications 
and performance.  The structure also encourages and rewards employees for undertaking training and skills 
acquisition. 
 
(a) RECLASSIFICATION: 

 
 

 (i) Employees being reclassified onto the new structure will be aligned to the next higher rate to 
their existing rate of pay on the new classification structure unless their current rate of pay is 
higher than the maximum increment for the level at which they are reclassified. 

 
(ii) An employee who on reclassification is in receipt of a rate of pay in excess of the maximum 

increment for the level at which they are reclassified shall remain on the rate of pay they are 
receiving at the date of their reclassification. 

 
(iii) An employee who due to reclassification or any other reason is in receipt of a rate of pay in 

excess of the maximum increment for the level at which they are classified shall receive no 
further pay increases until such time as the relevant wage rate of their classification catches up 
or exceeds the rate of pay being received. 
 

(b) REVIEW: 
 
(i) The parties agree to consult and review any problems arising from the operation of the new 

structure and criteria. 
 
(ii) The parties are committed to reviewing and addressing the issues associated with training with 

a view to finalising these matters by 1 January 1995.  The Company's proposal, as contained 
in subclause (c) of this Appendix, shall operate in the interim. 
 

(c) TRAINING: 
 
It is agreed by the parties that a finalised training programme will be developed and will have regard 
for the acquisition of newly proposed skills, and take account of, but not be limited to, the development 
of competency-based training and accreditation standards in the clerical area.  The training programme 
will address competency and accreditation standards in respect of internal and external training 
undertaken and position-related experience. 
 
The following shall operate as an interim proposal subject to further discussions between the parties.  
Reference to units should be taken to mean approved units of approved courses.  Reference to years of 
position-related experience should not be taken to mean a minimum but acts as a guide to the degree of 
clerical and industry knowledge required at a level, and each employee is to be individually assessed in 
this respect. 
 
The undertaking of training may assist an employee in their eligibility for promotion and in the pursuit 
of career progression, but nothing contained herein shall be taken to mean that the completion of a 
number of training units shall be the basis for an employee's reclassification to the corresponding level 
contained in the following proposal: 
 

TRAINING 
 

Level Position Additional  Position 
 Qualification Qualification  Related 



   And/Or Experience 
     
1 Nil Nil  Nil 
     
2 5 Units Nil  1 Year 
     
3 10 Units Nil  1 - 2 Years 
     
4 15 Units Nil  3 - 4 Years 
     
5 22 Units Nil  4 - 5 Years 
     
6 25 Units * ITM - Comms  Over 5 Years 
  * ITM - Skill   
  * HR 1 & 2   
  * ITM - TM   
     
7 28 Units Supervisory Training  Over 6 Years 
  * ITM - TM   
  * ITM - Comms   
  * ITM - Skill   
  * HR 1 & 2   

 
1 Unit = 30/34/38 hours of study at Post Year 11 secondary level 
 
(d) CLERICAL CRITERIA SKILL DESCRIPTORS: 

 
The following are descriptors of the skill areas that are dealt with under these headings as they appear 
in the criteria: 
 
Decision Making  
 
Requirement to make work related decisions, the scope allocated, the degree of autonomy, the extent of 
knowledge and guidelines required/utilised in making and relaying a decision. 
 
Responsibility  
 
The degree to which a position holder is liable to be held to account for their actions and, where 
appropriate, the level of autonomy in relation to decision making. 
 
Communication  
 
Complexity of and position requirement to express, transmit, or receive written and verbal forms of 
information. 
 
Machine Operation  
 
Level of manipulation and degree of application required to complete job tasks in relation to office 
equipment, measuring instruments, scientific instruments, mechanical equipment, and support 
machinery handled. 
 
Keyboard/Typing/Stenographic  
 
Degree of knowledge, keyboard dexterity, specific stenographic skills necessary to produce 
documentation associated with position requirements. 
 
Computer  
 



Skills and knowledge that relate to using a terminal or PC as a processing tool/aid.  Computer 
applications that are required by the position holder to complete designated tasks are specific and 
defined.  Degree of skill and application of functions within package. 
 
Wordprocessing  
 
Type of applications used in producing documentation.  Skill ranges from simple tasks ie formatting, 
printing, processing paragraphed information, to complex tasks that may be a combination of functions 
to produce non standard documentation ie reports/tenders, tables, columns, mail merges. 
 
Included in the descriptor is Desk Top Publishing and a skills hierarchy with progression from simple 
to complex applications. 
 
Information Handling  
 
Skills required to process written information at various levels.  From recognition of print material to 
researching and compiling reports and devising processing systems. 
 
Business/Financial/Numeracy  
 
Processing of figures into a meaningful form. Can include verification, transcribing, reconciliations. 
The processing can be a simple arithmetic function ie addition; a combination of simple functions ie 
subtraction and addition; or calculations based on information from several sources and manipulated to 
form a final product.  These applications and skills may be relevant to other work areas and job 
functions as well as to an "Accounts" section. 
 
Organisation and Planning  
 
Requirement to and degree of making arrangements, setting up systems, planning, record keeping, co-
ordinating, informing, advising. Communication, Information Handling, Supervisory skills may also 
cover this area. 
 
Industry/Organisation Knowledge  
 
Understanding of office procedures, procedures within a designated service area ie accounting, 
wordprocessing; procedures specific to CBH, general understanding of industry procedures not specific 
to CBH ie purchasing, accounting, transport that are transferable and may be required in order to 
complete designated tasks. 
 
Supervisory  
 
The degree and extent to which a position holder oversees, checks, counsels, monitors performance and 
work flow of other personnel. 
 
Training  
 
Extent to which position holder is required to train others. The training can be informal and minor 
component of job or formal and major part of job and is also dependent upon the degree to which the 
position holder initiates, structures and presents the training. 
 

(e) CRITERIA: 
 

It is agreed by the parties that the following criteria identifies broad areas of enterprise specific skills 
appropriate to clerical employees in the grain handling industry.  The criteria is to be used as a guide to 
reclassifying employees on the new classification structure according to the skills that they possess.  
The criteria distinguishes skill levels but, because it is not exhaustive, it is to be read as a whole while 
taking account of additional factors such as the frequency and volume of the skills identified. 

 
LEVEL 1 CRITERIA 
 



Employees in this level perform and are accountable for clerical and office tasks as directed 
within the skill levels set out. 
 
The skill levels employees in this Level are required to use may include: 
 
DECISION MAKING - SKILL LEVEL 1  
 
Decisions are made within own job function that reflect processing of own work such as when 
to carry out a task, who to contact, ensuring that processing of allocated task is completed. 
 
RESPONSIBILITY - SKILL LEVEL 1  
 
Individual is accountable for own job function and ensures that processing is completed in 
accordance with standard procedures. 
 
MACHINE OPERATION - SKILL LEVEL 1  
  
* Telephone/intercom system* Telephone 
answering machine* Facsimile Machine* 
Photocopier* Mail Franking machine* 
Guillotine* Micro film reader (micro fische)* 
Text/binding document machine* Calculator 
- simple function* Paging system* 
Typewriter - simple function/manual* Two-
way radio* Moisture meters* Profile 
Sampling Spear* Dictaphone* Cash Register 
- manual* Shredder* Card Tipping Machine* 
Scales/Balance* Fuel Bowser* Printing 
devices attached to personal computer 

Machine operation requires little or no 
knowledge of functions and/or simple manual 
dexterity 

  
KEYBOARD/TYPING/STENOGRAPHIC - SKILL LEVEL 1  
  
* Copy type documents according to standard 
formats with basic knowledge of keyboarding 

Elementary keyboard knowledge/skill 
sufficient to produce simple documents 

  
INFORMATION HANDLING SKILLS - 
SKILL LEVEL 1  

 

  
* Receive, sort, open, distribute incoming 
mail* Receive, sort, price, process outgoing 
mail, set-up mail bags* Receive incoming 
and despatch outgoing courier mail* Record 
and deliver messages/documents/written 
information to appropriate persons/locations* 
Collate and sort documents 

Basic skills requiring little or no 
training/experience 

  
INDUSTRY/ORGANISATION KNOWLEDGE - SKILL LEVEL 1  
  
* Limited knowledge of office or sectional 
operating procedures and requirements* 
Locate appropriate staff in different sections, 
relay or redirect internal information 

Limited knowledge of office/sectional 
procedures, basic knowledge of organisational 
structure 

  
LEVEL 2 CRITERIA 
  
  
Employees in this level perform clerical and office tasks using a more extensive range of skills 
and knowledge at a level higher than required in Level 1. 
  
The skill levels employees in this level are required to use may include: 



  
DECISION MAKING - SKILL LEVEL 1   
  
RESPONSIBILITY - SKILL LEVEL 1   
  
COMMUNICATION - SKILL LEVEL 1   
  
* Ability to verbally articulate needs, seek 
clarification, liaise with others in order to 
perform tasks within own job function* Draft 
standard correspondence 

 

  
MACHINE OPERATION - SKILL LEVEL 1  
  
KEYBOARD/TYPING/STENOGRAPHIC - SKILL LEVEL 2  
  
* Copy type at 25 words per minute with 98% 
accuracy* Produce documents and 
correspondence using knowledge of standard 
formats 

Elementary keyboard knowledge/skill 
sufficient to produce simple documents 

  
COMPUTER SKILLS - SKILL LEVEL 1  
  
* Able to use basic menu-driven options and 
function keys to make on-line enquiries 

Ability to use basic functions of system 

  
INFORMATION HANDLING SKILLS - 
SKILL LEVEL 1  

 

  
BUSINESS/FINANCIAL/NUMERACY SKILLS - SKILL LEVEL 1  
  
* Prepare and record petty cash transactions* 
Undertake bank transactions (deposits and 
withdrawals) 

Keep accurate records 

  
INDUSTRY/ORGANISATION KNOWLEDGE - SKILL LEVEL 2  
  
* Acquire and apply a working knowledge of 
office or sectional operating procedures and 
requirements* Acquire and apply a working 
knowledge of organisational structure and 
personnel in order to deal with enquiries at 
first instance, locate appropriate staff in 
different sections, relay internal information, 
respond to or redirect enquiries 

Working knowledge of office/sectional 
procedures, familiar with basic organisational 
structure 

  
LEVEL 3 CRITERIA 
  
  
Employees in this level perform clerical and office tasks using a more extensive range of skills 
and knowledge at a level higher than required in Level 2. 
  
The skill levels employees in this level are required to use may include: 
  
DECISION MAKING - SKILL LEVEL 1  
  
RESPONSIBILITY - SKILL LEVEL 1  
  
COMMUNICATION - SKILL LEVEL 1  
  



MACHINE OPERATION - SKILL LEVEL 2  
  
* Telex Machine* Calculator - advanced 
function* Switchboard* Typewriter - medium 
function/electric* Micro fische photographer 
(not maintenance)* Printing devices attached 
to mainframe computer* Infratec Machine* 
Chrondometer* Weighbridge 

Machine operation requires some knowledge 
of/instruction in functions and/or reasonable 
manual dexterity 

  
KEYBOARD/TYPING/STENOGRAPHIC - SKILL LEVEL 3  
  
* Touch type at 40 words per minute with 
98% accuracy* Produce multi page 
documents including technical data and 
language, tables and graphs* Indexing 

Basic keyboard knowledge/skill sufficient to 
produce majority of required documentation 

  
COMPUTER SKILLS - SKILL LEVEL 1  
  
WORDPROCESSING - SKILL LEVEL 1  
  
* Use a software package to create, format, 
edit, proof read, correct, print and save text 
documents, eg standard correspondence and 
business documents* Apply functions such as 
search and replace, variable fonts, moving 
and merging across documents, text columns 

Basic understanding and application of 
wordprocessing principles to produce simple 
documentation 

  
INFORMATION HANDLING SKILLS - SKILL LEVEL 2  
  
* Sort and file documents/records accurately 
in correct location/sequence using an 
established paper based filing system* 
Maintain and update register and records eg 
mail/property/materials/ statistical/accounts 
register* Maintain and update established 
paper based filing/records systems in 
accordance with set procedures* Create, 
index and reference new files/documents* 
Distribute files, documents etc, within the 
organisation as requested* Batching eg 
debit/credit notes* Monitor file locations* 
Transcribe information into paper-based and 
computer-based records* Identify, access and 
extract information as required from a single 
internal source* Complete simple/standard 
forms* Vetting, checking, editing, verifying 
information/documents/calculations/statistics 

Basic skills used in combination, training and 
accuracy required 

  
BUSINESS/FINANCIAL/NUMERACY SKILLS - SKILL LEVEL 2  
  
* Write back cancelled/aged cheques* 
Maintain records and journals* Sort, process 
and record transactions such as 
incoming/outgoing cheques, invoices, 
debit/credit items, payroll data; establish 
petty cash imprest system* Complete 
timesheets for staff members 

Simple calculation, single function, 
information sought from one source, part of a 
process 

  
ORGANISATION AND PLANNING SKILLS - SKILL LEVEL 1  
  



* Make and confirm local travel bookings, 
advise Personnel of and confirm details of 
interstate travel bookings* Make 
appointments/bookings in accordance with 
manager's direction* Answer telephone calls, 
screen in accordance with manager's 
direction* Maintain reference list/personal 
contact system for manager* Assist manager 
to arrange internal meeting in accordance 
with given details* Establish telephone 
contact on behalf of manager* Maintain diary 
in accordance with manager's direction* 
Respond to invitations in accordance with 
manager's direction 

Act on instructions/follow standard 
procedures to initiate processes 

  
INDUSTRY/ORGANISATION KNOWLEDGE - SKILL LEVEL 2  
  
LEVEL 4 CRITERIA 
  
Employees in this level perform clerical and office tasks using a more extensive range of skills 
and knowledge at a level higher than required in Level 3. 
  
The skill levels employees in this level are required to use may include: 
  
DECISION MAKING - SKILL LEVEL 2  
  
Decisions are made within own job function and functional work area.  Set procedures and 
guidelines dictate the decision to be made.  The incidents on which the decision is required 
occur with regularity, with minor variation to circumstance.  Incidents occurring when no 
previous guide has been given are redirected appropriately. 
  
RESPONSIBILITY - SKILL LEVEL 1  
  
COMMUNICATION - SKILL LEVEL 2  
  
* Ability to question, present information to 
others, delegate, build rapport with others 
internal and external to the benefit of 
functional work area and Company* Draft 
non-standard correspondence 

 

  
MACHINE OPERATION - SKILL LEVEL 3  
  
* Typewriter - complex function/electronic* 
Infraalyser machine* Infraalyser Mill* 
Falling Number Machine* Programme 
sampling equipment/office machines* 
Maintenance of/troubleshooting for sampling 
equipment/office machines 

Machine operation requires considerable 
instruction/training in functions and/or 
substantial manual dexterity 

  
KEYBOARD/TYPING/STENOGRAPHIC - SKILL LEVEL 4  
  
* Touch type at 60 words per minute with 
98% accuracy* Produce multi page 
documents including technical data and 
language, tables and graphs* Audio type a 
variety of material including letters, 
memorandums, reports, notices of meetings 
and agendas from office style audio diction 
equipment; transcribe at 40 words per minute 

Knowledge/skill required to use keyboard and 
dictaphone to produce standard documentation 



with 98% accuracy 
  
COMPUTER SKILLS - SKILL LEVEL 2  
  
* Data entry and enquiry, processing of 
documentation in respect to Company 
packages ie ICOMS, CA, LEDGER 

Ability to use standard functions of 
appropriate Company packages/system 

  
WORDPROCESSING - SKILL LEVEL 2  
  
* Use at least two software packages at Skill 
Level 1 ie to create, format, edit, proof read, 
correct, print and save text documents; OR* 
Use all wordprocessing functions to produce 
complex text and data documents or to build 
new spreadsheets; OR* Use desktop 
publishing functions to determine final 
presentation of simple documents according 
to given details/instructions 

Understanding and application of 
wordprocessing principles to production of 
documentation, not necessarily simple, to 
more than one package or at advanced level 
on one package 

  
INFORMATION HANDLING SKILLS - SKILL LEVEL 3  
  
* Use computer-based record management 
systems to file, retrieve and generate records 
such as accounts, stock inventory, finance, 
personnel, shipping, Receival Point, and 
fumigation/clearance records* Maintain and 
update a computer based records management 
system* Complete non-standard forms 
requiring calculation, information extraction 
etc* Identify, access and extract information 
as required from several internal 
sources/standard information from single 
external source* Create new forms of files 
and records as required using computer-based 
records systems 

Basic skills, used in combination.  More than 
one internal source of information used.  
Information applied to produce basic 
secondary information.  Training, accuracy 
and knowledge of application required 

  
BUSINESS/FINANCIAL/NUMERACY SKILLS - SKILL LEVEL 3  
  
* Prepare cash payments summaries* 
Banking reports* Bank statements* Maintain 
wage and salary records* Follow credit 
referral procedures* Apply purchasing and 
inventory control requirements* Post journals 
to ledger 

Combination of simple calculations, utilising 
more than one information source, part of a 
process, single functioned 

  
ORGANISATION AND PLANNING SKILLS - SKILL LEVEL 2  
  
* Arrange and advise manager of local and 
interstate bookings* Plan manager's 
appointments, organise/re-arrange bookings* 
Maintain and update executive filing system 
in accordance with confidentiality 
requirements* Organise external meeting for 
manager ie advise attendees, arrange and 
equip venue* Take minutes of internal 
meeting for manager* Establish executive 
filing system* Responsible for monitoring 
property/equipment locations eg loaders, 
vehicles 

Use discretion in planning, use initiative 
where standard procedures do not apply 



  
INDUSTRY/ORGANISATION KNOWLEDGE - SKILL LEVEL 3  
  
* Acquire and apply a knowledge of inter and 
intra departmental structure and personnel in 
order to respond to enquiries at first instance* 
Explain sectional operating procedure with 
regard to guidelines/conditions/legal 
requirements/regulations etc in response to 
internal/external inquiries 

Sound knowledge of own functional area, 
working knowledge of wider internal 
structure, basic knowledge of related external 
structures 

  
TRAINING - SKILL LEVEL 1  
  
* Induct new staff in accordance with 
sectional knowledge* According to 
knowledge of position demonstrate 
procedures, methods of own job functions to 
others who work within own sectional area 
who will be carrying out such tasks or similar 
in accordance with set guidelines and 
procedures 

 

  
LEVEL 5 CRITERIA 
  
Employees in this level perform clerical and office tasks using a more extensive range of skills 
and knowledge at a level higher than required in Level 4. 
  
The skill levels employees in this level are required to use may include: 
  
DECISION MAKING - SKILL LEVEL 3  
  
Decisions are made within own function and functional work area, including job functions of 
associates.  Decisions requiring independent assessment of the incident, based on set 
guidelines, procedure, knowledge, experience and understanding of requirements of the scope 
of the incident are made.  The decision is not binding, verification and/or appeal is obtainable 
from another source. 
  
RESPONSIBILITY - SKILL LEVEL 2  
  
Individual is accountable for job functions of others within functional area in respect to 
verification of work processed, advice given, the standard of work.  Offers suggestions to 
influence procedures/systems. 
  
COMMUNICATION - SKILL LEVEL 2  
  
MACHINE OPERATION - SKILL LEVEL 3  
  
KEYBOARD/TYPING/STENOGRAPHIC - SKILL LEVEL 5  
  
* Audio type a variety of material including 
letters, memorandums, reports notices of 
meetings and agendas from office style audio 
diction equipment; transcribe at 50 words per 
minute and 98% accuracy* Format complex 
documents including technical data, technical 
language, tables, graphs, text design, 
indexing, variable type face at a typing speed 
of 60 words per minute with an accuracy of 
98%* Make grammatical corrections ie split 
infinitives, syntax, work from rough notes, 

Consolidated keyboard knowledge/skill with 
ability to produce complex documentation and 
ability to use dictaphone to produce 
documentation and take shorthand 



proof read and delineate planning and layout* 
Shorthand at 80 words per minute minimum, 
transcribed with 98% accuracy 
  
COMPUTER SKILLS - SKILL LEVEL 3  
  
* Ability to amend on-line information, 
trouble-shoot in own job function area, 
authorise data for processing according to 
deadlines and job function.  Includes use of 
Company packages such as ICOMS, CA, 
LEDGER 

Ability to perform basic data/information 
manipulation in Company packages and 
resolve issues related thereto 

  
WORDPROCESSING - SKILL LEVEL 3  
  
* Use all wordprocessing functions of at least 
two software packages to produce and format 
complex text and data documents, and to 
build new spreadsheets 

Consolidated understanding application of 
wordprocessing principles in production of 
complex documentation in more than one 
package 

  
INFORMATION HANDLING SKILLS - SKILL LEVEL 3  
  
BUSINESS/FINANCIAL/NUMERACY SKILLS - SKILL LEVEL 4  
  
* Reconcile accounts to balance* Follow-up 
unpaid accounts/query discrepancies* 
Calculate and process expenses and 
allowances* Calculate wage and salary 
requirements* Calculate work valuations* 
Allocate goods/materials* Prepare bank 
reconciliations* Ordering* Coding from chart 
of accounts* Creating codes to general ledger 

Complex (eg multi-function, 
fractions/percentages etc) calculations, 
utilising many information sources, sole 
responsibility, single functions and part of a 
process 

  
ORGANISATION AND PLANNING SKILLS - SKILL LEVEL 3  
  
* Organise and attend executive 
organisational meetings and take minutes* 
Organise internal functions ie catering, 
special guests, invitations, venue, etc* 
Organise external meetings/conferences* 
Assist executive in preparing, attending and 
following up appointments, meetings, 
interviews etc 

Exercise discretion, sole responsibility in 
organising and planning within own work area 

  
INDUSTRY/ORGANISATION KNOWLEDGE - SKILL LEVEL 4  
  
* Acquire a working knowledge of the 
organisation's products/services, functions, 
locations and clients* Acquire and apply a 
working knowledge of the industry to act 
upon queries and retrieve information* 
Explain organisation's viewpoint to clients, 
shareholders and appropriate persons, related 
to own function area 

Sound knowledge of own functional area.  
Related to own functional area apply a 
working knowledge of organisational 
functions/operations and of related industry 

  
SUPERVISORY SKILLS - SKILL LEVEL 1  
  
* Allocate work tasks to individuals* Check 
work progress, advise of standards and 
correct errors for areas under control* Assist 

Exercise limited control over quality and 
performance of work tasks 



in the development of work quality and 
performance in a team environment 
TRAINING - SKILL LEVEL 2  
  
* Demonstrate tasks associated with 
functional area to others outside functional 
area.  Tasks need not be those within own job 
function* Training format devised by or in 
conjunction with others, training is 
standardised and is presented per recognised 
training methods 

 

  
LEVEL 6 CRITERIA 
  
Employees in this level perform clerical and office tasks using a more extensive range of skills 
and knowledge at a level higher than required in Level 5. 
  
The skill levels employees in this level are 
required to use may include: 

 

  
DECISION MAKING - SKILL LEVEL 3  
  
RESPONSIBILITY - SKILL LEVEL 3  
  
Individual is accountable for singular job function/s within defined Company processes or 
systems, eg CAR's, grain warehousing, shipping export out-turns 
  
COMMUNICATION - SKILL LEVEL 3  
  
* Negotiate, follow through queries requiring 
information search, access and extraction, 
translate information into a usable form orally 
eg meeting/interview, or in written form eg 
report* Initiate and draft correspondence 

 

  
MACHINE OPERATION - SKILL LEVEL 3  
  
KEYBOARD/TYPING/STENOGRAPHIC - SKILL LEVEL 6  
  
* Format documents requiring specified legal 
form or to comply with regulations and 
standards eg tender documents, technical 
contracts, at a speed of 70 words per minute 
with an accuracy of 98%* Audio type a 
variety of material including letters, 
memorandums, reports, notices of meetings 
and agendas from office style audio diction 
equipment; transcribe at 50 words per minute 
and 98% accuracy* Shorthand at more than 
80 words per minute, transcribed at 98% 
accuracy 

Advanced keyboard knowledge/skill and 
advanced shorthand skill, with ability to 
produce and format complex documents eg 
electrical, agricultural, engineering 
terminology 

  
COMPUTER SKILLS - SKILL LEVEL 4  
  
* Apply knowledge of advanced functions of 
a single application package to manipulate 
data/fields of information, develop new 
database models, build new spreadsheet 
models, and determine package user 
requirements for own functional area, 

Use data manipulation skills and package 
knowledge at advanced level or co-ordinate 
multiple packages at skill level 3 



including making recommendations to 
Systems Analyst* Use more than one 
application package to use a database file 
structure, a spreadsheet/worksheet, a graphic, 
or an accounting/payroll file following 
standard procedures and using existing 
models/fields of information 
  
WORDPROCESSING - SKILL LEVEL 4  
  
* Use all wordprocessing functions on at least 
two software packages to produce and format 
complex text and data documents, to build 
new spread-sheets, and to determine all 
document production design needs without 
specific instructions 

Consolidated understanding and application of 
advanced wordprocessing principles to the 
production and formatting of complex 
documentation on more than one package 

  
INFORMATION HANDLING SKILLS - SKILL LEVEL 4  
  
* Use a knowledge of procedural and 
confidentiality requirements etc to access, 
identify, and extract information as required 
from external sources eg databases, libraries, 
local authorities* Maintain and update 
circulation, indexing and subscriptions for 
required technical, trade and other 
publications and systems* Determine user 
requirements for files, initiate decisions to 
review, close and archive files 

Basic and developed skills used in 
combination.  More than one internal/external 
source of information used to produce 
secondary information.  High degree of 
accuracy required, acquired knowledge of 
internal/external procedures and sources 

  
BUSINESS/FINANCIAL/NUMERACY SKILLS - SKILL LEVEL 5  
  
* Prepare a trial balance* Prepare 
financial/tax schedules* Calculate costings, 
stock pricing* Complete personnel/payroll 
data for authorisation* Assist in preparing 
budgets; cashflow records, balance sheets, 
trading accounts, cash management analysis 

Accessing secondary information sources, 
complex calculations, primary responsibility, 
combination of functions 

  
ORGANISATION AND PLANNING SKILLS - SKILL LEVEL 3  
  
INDUSTRY/ORGANISATION KNOWLEDGE - SKILL LEVEL 4  
  
SUPERVISORY - SKILL LEVEL 2  
  
* Co-ordinate work flow within own work 
area and work areas under control* Counsel 
and advise staff under direct control; leading 
group discussions, disseminating information, 
basic/informal interviewing* Plan and 
organise work priorities of a work area* 
Reschedule work loads as necessary and 
resolve operational problems in areas of 
responsibility* Solve operational problems in 
own work functional area and resolve 
operational problems for staff in lower grades 

Exercise control over work area.Organise, co-
ordinate, plan and counsel for work area under 
direct control 

  
TRAINING - SKILL LEVEL 3  
  
* Demonstrate tasks associated with  



functional area and other functional areas 
commensurate with the parameters of the 
trainer's position* Training format devised by 
individual to meet specific requirements of 
trainee 
  
LEVEL 7 CRITERIA 
  
Employees in this level perform clerical and office tasks using a more extensive range of skills 
and knowledge at a level higher than required in Level 6. 
  
The skill levels employees in this level are required to use may include: 
  
DECISION MAKING - SKILL LEVEL 4  
  
Parameters are set within functional area upon which decisions may be made and acted upon 
by others.  Incidents are assessed as per skill level 3.  Where decisions commit the Company 
beyond the scope of set parameters they are referred to a higher source. 
  
RESPONSIBILITY - SKILL LEVEL 3  
  
COMMUNICATION - SKILL LEVEL 3  
  
MACHINE OPERATION - SKILL LEVEL 3  
  
KEYBOARD/TYPING/STENOGRAPHIC - SKILL LEVEL 6  
  
COMPUTER SKILLS - SKILL LEVEL 4  
  
WORDPROCESSING - SKILL LEVEL 5  
  
* Integrate wordprocessing software with 
other application software packages to 
produce complex text and data documents* 
Use desktop publishing functions to format 
and design documents appropriate to final 
presentation 

Apply understanding of wordprocessing 
applications and other software aides to 
produce varied documentation 

  
INFORMATION HANDLING SKILLS - SKILL LEVEL 5  
  
* Establish new paper based/manual filing 
records systems for the enterprise* Assist in 
undertaking research including compiling and 
summarising researched information into 
usable form 

Secondary information produced, establish 
new systems/procedures.  Process secondary 
information produced 

  
BUSINESS/FINANCIAL/NUMERACY SKILLS - SKILL LEVEL 6  
  
* Administer specialised salary, payroll 
requirements, eg Eligible Termination 
Payments, Superannuation Trust Deed 
requirements, Redundancy calculations, 
Workers Compensation, etc* Administer 
specialised accounts including budgetary 
calculations and final reconciliation* Assist 
in determining Company's tax requirements 
eg FBT, sales tax* Prepare financial 
information for senior management and 
prepare reports and summaries relevant to 
areas of responsibility 

Apply interpretations of law, legislation, 
regulations, awards, policy/procedure. Liaise 
with external organisations accessing and co-
ordinating preprepared information for 
specific functional usage 



  
ORGANISATION AND PLANNING SKILLS - SKILL LEVEL 4  
  
* Act on delegated authority of 
Executive/Superintendent* Assist in 
system/programme development eg training 
programme, grain movement system 

Using discretion, competent skill, sole 
responsibility in organising and planning 

  
INDUSTRY/ORGANISATION KNOWLEDGE - SKILL LEVEL 5  
  
* Provide detailed advice and information on 
the organisation's products and services* 
Respond to, and act upon so as to solve, 
grower/public/supplier problems within own 
function area* Apply detailed knowledge of 
enterprise operations and functions and a 
working knowledge of the industry in which 
the organisation operates to complex 
issues/arrangements in such areas as grower 
services, special product/service knowledge, 
planning schedules for grain movement and 
shipping, stock/material supply, 
transport/freight arrangements* Apply 
detailed knowledge of own functional area 
and enterprise operations and functions to 
developments in working systems in own 
field of interest 

Detailed knowledge of own functional area 
and organisational functions/operations, 
working knowledge of related industry 

  
SUPERVISORY - SKILL LEVEL 3  
  
* Co-ordinate work flow within section* 
Counsel and advise staff under direct 
supervision ie formal interviewing* Plan and 
organise work priorities of a section* 
Reschedule work loads as necessary and 
resolve operational problems in section* 
Solve operational problems in section and 
resolve operational problems for staff in 
lower grades 

Exercise control over section.  Organise, co-
ordinate, plan and counsel for sectional areas 
under direct control 

  
TRAINING - SKILL LEVEL 3  

 
(1) Subject to the provisions of this clause, in addition to the rates prescribed in the wages clause 

of this award, an employee shall be paid the following weekly allowances when employed in 
the towns prescribed hereunder.  Provided that where the wages are prescribed as fortnightly 
rates of pay, these allowances shall be shown as fortnightly allowances.   

 
TOWN  PER 

WEEK 
Agnew  $17.00 
Argyle  $44.70 
Balladonia  $17.10 
Barrow Island  $29.10 
Boulder  $7.10 
Broome  $27.20 
Bullfinch  $8.00 
Carnarvon  $13.90 
Cockatoo Island  $29.90 



Coolgardie  $7.10 
Cue  $17.40 
Dampier  $23.60 
Denham  $13.90 
Derby  $28.30 
Esperance  $5.10 
Eucla  $19.00 
Exmouth  $24.60 
Fitzroy Crossing  $34.20 
Goldsworthy  $15.20 
Halls Creek  $39.20 
Kalbarri  $5.90 
Kalgoorlie  $7.10 
Kambalda  $7.10 
Karratha  $28.10 
Koolan Island  $29.90 
Koolyanobbing  $8.00 
Kununurra  $44.70 
Laverton  $17.30 
Learmonth  $24.60 
Leinster  $17.00 
Leonora  $17.30 
Madura  $18.10 
Marble Bar  $42.90 
Meekatharra  $15.00 
Mount Magnet  $18.60 
Mundrabilla  $18.60 
Newman  $16.30 
Norseman  $14.70 
Nullagine  $42.80 
Onslow  $29.10 
Pannawonica  $22.00 
Paraburdoo  $21.90 
Port Hedland  $23.50 
Ravensthorpe  $9.00 
Roebourne  $32.30 
Sandstone  $17.00 
Shark Bay  $13.90 
Shay Gap  $15.20 
Southern Cross  $8.00 
Telfer  $39.70 
Teutonic Bore  $17.00 
Tom Price  $21.90 
Whim Creek  $27.90 
Wickham  $27.10 
Wiluna  $17.30 
Wittenoom  $38.00 
Wyndham  $42.10 

 



(2) Except as provided in subclause (3) of this clause, an employee who has:  
 

(a) a dependent shall be paid double the allowance prescribed in subclause (1) of this 
clause;  

 
(b) a partial dependent shall be paid the allowance prescribed in subclause (1) of this 

clause plus the difference between that rate and the amount such partial dependent is 
receiving by way of a district or location allowance.   

 
(3) Where an employee:  

 
(a) is provided with board and lodging by his/her employer, free of charge; or  
 
(b) is provided with an allowance in lieu of board and lodging by virtue of the award or 

an order or agreement made pursuant to the Act;  
 

such employee shall be paid 66 2/ 3 per cent of the allowances prescribed in subclause 
(1) of this clause. 
 
The provisions of paragraph (b) of this subclause shall have effect on and from the 
24th day of July, 1990.   

 
(4) Subject to subclause (2) of this clause, junior employees, casual employees, part time 

employees, apprentices receiving less than adult rate and employees employed for less than a 
full week shall receive that proportion of the location allowance as equates with the proportion 
that their wage for ordinary hours that week is to the adult rate for the work performed.   

 
(5) Where an employee is on annual leave or receives payment in lieu of annual leave he/she shall 

be paid for the period of such leave the location allowance to which he/she would ordinarily 
be entitled.   

 
(6) Where an employee is on long service leave or other approved leave with pay (other than 

annual leave) he/she shall only be paid location allowance for the period of such leave he/she 
remains in the location in which he/she is employed.   

 
(7) For the purposes of this clause:  

 
(a) “Dependant” shall mean -  

 
(i) a spouse or defacto partner; or  
 
(ii) a child where there is no spouse or defacto partner;  
 
who does not receive a location allowance or who, if in receipt of a salary or wage 
package, receives no consideration for which the location allowance is payable 
pursuant to the provisions of this clause.   

 
(b) “Partial Dependant” shall mean a “dependent” as prescribed in paragraph (a) of this 

subclause who receives a location allowance which is less than the location allowance 
prescribed in subclause (1) of this clause or who, if in receipt of a salary or wage 
package, receives less than a full consideration for which the location allowance is 
payable pursuant to the provisions of this clause.   

 
(8) Where an employee is employed in a town or location not specified in this clause the 

allowance payable for the purpose of subclause (1) of this clause shall be such amount as may 
be agreed between Australian Mines and Metals Association, the Chamber of Commerce and 
Industry of Western Australia and the Trades and Labor Council of Western Australia or, 
failing such agreement, as may be determined by the Commission.   

 



(9) Subject to the making of a General Order pursuant to s.50 of the Act, that part of each location 
allowance representing prices shall be varied from the beginning of the first pay period 
commencing on or after the 1st day in July of each year in accordance with the annual 
percentage change in the Consumer Price Index (excluding housing), for Perth measured to 
the end of the immediately preceding March quarter, the calculation to be taken to the nearest 
ten cents.   

 
 



SCHEDULE OF RESPONDENTS 
 

Co-Operative Bulk Handling Limited. 
 
 
 
 
DATED at Perth this 5th day of December, 1978. 
 

 



SCHEDULE - NAMED UNION PARTY 
 

The Federated Clerks' Union of Australia, Industrial Union of Workers, W.A.  Branch is a named party to this 
Award. 
 

 



APPENDIX - S.49B - INSPECTION OF RECORDS REQUIREMENTS 
 

(1) Where this award, order or industrial agreement empowers a representative of an organisation of 
employees party to this award, order or industrial agreement to inspect the time and wages records of 
an employee or former employee, that power shall be exercised subject to the Industrial Relations 
(General) Regulations 1997 (as may be amended from time to time) and the following: 

 
(a) The employer may refuse the representative access to the records if: - 
 

(i) the employer is of the opinion that access to the records by the representative of the 
organisation would infringe the privacy of persons who are not members of the 
organisation; and 

 
(ii) the employer undertakes to produce the records to an Industrial Inspector within 48 

hours of being notified of the requirement to inspect by the representative. 
 

(b) The power of inspection may only be exercised by a representative of an organisation of 
employees authorised for the purpose in accordance with the rules of the organisation. 

 
(c) Before exercising a power of inspection, the representative shall give reasonable notice of not 

less than 24 hours to an employer. 
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VARIATION 

ORDER NO. OPERATIVE 
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GAZETTE 
REFERENCE 

(EDIT NOTE: WITH THE EXCEPTION TO THE MATERNITY CLAUSE, ALL 
REFERENCES PERTAINING SPECIFIC GENDER HAVE BEEN AMENDED BY 
ORDER NO.  1086/91 12/09/91 AT 71 WAIG 2894) (EDIT NOTE: 
THROUGHOUT THE AWARD REFERENCES INVOLVING THE TERM "WORKER" 
HAVE BEEN AMENDED TO READ "EMPLOYEE" BY ORDER NO.  1086/91 
12/09/91).(EDIT NOTE: THROUGHOUT THE AWARD REFERENCES TO CLAUSE 36. 
- SHIFT WORK HAVE BEEN AMENDED TO READ "35. - SHIFT WORK" BY ORDER 
NO.  2035B/89(R2) 11/10/91.AT 71 WAIG 2896) 
     

1.  Title 

     

(1A. State Wage Principles) 

 Ins.  Cl. 1752/91 31/01/92 72 WAIG 191 

 Cl.  & Title 1457/93 24/12/93 74 WAIG 198 

(1A. State Wage Principles December 1993) 

 Cl.  & Title 985/94 30/12/94 75 WAIG 23 

(1A.  Statement of Principles December 1994) 

 Cl.  & Title 1164/95 21/03/96 76 WAIG 911 

(1A.  Statement of Principles March 1996) 

 Cl & Title 915/96 7/08/96 76 WAIG 3368 

(1A Statement of Principles - August 1996) 



 Cl & Title 940/97 14/11/97 77 WAIG 3177 

(1A.  Statement of Principles - November 1997) 

 Cl.  & Title 757/98 12/06/98 78 WAIG 2579 

(1A.  Statement of Principles - June, 1998) 

 Del. Cl. 609/99 06/07/99 79 WAIG 1847 

     

1B.  Minimum Adult Award Wage 

 Ins.  1B 940/97 14/11/97 77 WAIG 3177 

 Min Wage & text 609/99 01/08/99 79 WAIG 1847 

 Cl 654/00 01/08/00 80 WAIG 3379 

 Cl 752/01 01/08/01 81 WAIG 1721 

 Cl. 797/02 01/08/02 82 WAIG 1369 

 Cl. 569/03 5/06/03 83 WAIG 1899 & 
2098 

 (9) 1197/03 1/11/03 83 WAIG 3537 

 Cl 570/04 4/06/07 84 WAIG 1521 

 Cl. 576/05 07/07/05 85 WAIG 2083 & 
2289 

 Cl. 957/05 07/07/06 86 WAIG 1631 & 
1819 

 Cl. 1/07 01/07/07 87 WAIG 1487 & 
1696 

 Cl 115/07 01/07/08 88 WAIG 773 & 970 

 Cl 1/09 01/10/09 89 WAIG 735 & 1389 

     

2.  Arrangement 

 Ins Cl 34. 77/80 29/04/80 60 WAIG 649 

 Cl. 378/81 02/07/81 61 WAIG 1099 



 Cl. 1193/87 20/09/88 68 WAIG 3018 

 2A Deleted 1940/89 08/09/89 69 WAIG 2913 

 Cl. 69A/90 20/03/90 70 WAIG 1060 

 Cl. 2035A/89(R2) 29/10/90 70 WAIG 4046 

 Ins 31. 69B/90(R) 22/02/91 71 WAIG 969 

 2A - Title 1086/91 12/09/91 71 WAIG 2894 

 Del.  35, renum 
36 – 38 as 35 - 37, 
ins appendix 

2035B/89(R2) 11/10/91 71 WAIG 2896 

 Ins.  1A 1752/91 31/01/92 72 WAIG 191 

 Ins.  Sch.  Resp.  
Ins.  Named 
Union Party 

415/93 06/05/93 73 WAIG 1361 

 1A.  Title 1457/93 24/12/93 74 WAIG 198 

 Appendix (Title) 277/94 24/10/94 74 WAIG 2733 

 1A.  Title 985/94 30/12/94 75 WAIG 23 

 Cl. 165/95 05/05/95 75 WAIG 1912 

 1A.  Title 1164/95 21/03/96 76 WAIG 911 

 Ins.  Appendix - 
Resolution... 

693/96 16/07/96 76 WAIG 2768 

 Ins.  Appendix - 
S.49B... 

694/96 16/07/96 76 WAIG 2789 

 1A.  Title 915/96 7/08/96 76 WAIG 3368 

 1A 940/97 14/11/97 77 WAIG 3177 

 Ins.  1B 940/97 14/11/97 77 WAIG 3177 

 1A.  Title 757/98 12/06/98 78 WAIG 2579 

 Del 1A 609/99 06/07/99 79 WAIG 1847 

     

(2A. State Wage Principles - September 1988) 

 Ins cl 1110/88 11/10/88 68 WAIG 3018 



 Deleted by G.O. 1940/89 08/09/89 69 WAIG 2913 

(2A. State Wage Principles - September 1989) 

 Ins cl. 69A/90 20/03/90 70 WAIG 1060 

 Deleted by 1086/91 12/09/91 71 WAIG 2894 

2A. State Wage Principles - June 1991 

 Cl.  & Title 1086/91 12/09/91 71 WAIG 2894 

     

2B.  Award Modernisation 

     

3.  Area 

     

4.  Scope 

     

5.  Term 

     

6.  Definitions 

     

7.  Contract of Service 

     

(8.  Salaries) 

 Cl. 216/80 31/05/80 60 WAIG 907 

 Del (7), renum (8) 
as (7) 

715/85 18/11/85 66 WAIG 47 

 Cl. 1193/87 20/09/88 68 WAIG 3074 

 Preamble; (1) to 
(6);(7)(a) 

   



 to (e) 1110/88 11/11/88 68 WAIG 3018 

 Cl.  & title 69A/90 20/03/90 70 WAIG 1060 

8.  Wages 

 Cl. 2035A/89(R2) 29/10/90 70 WAIG 4046 

 Cl. 1086/91 12/09/91 71 WAIG 2894 

 Cl. 2035B/89(R2) 11/10/91 71 WAIG 2896 

 Cl. 38/95 24/02/95 75 WAIG 1639 

 Cl. 872/95 05/09/95 75 WAIG 2808 

 Cl. 543/96 05/09/96 76 WAIG 4294 

 Rates & Ins.  Text 940/97 14/11/97 77 WAIG 3177 

 Cl. 1130/98 29/07/98 78 WAIG 3502 

 (2) Rates & (3) 
Text 

609/99 01/08/99 79 WAIG 1847 

 Cl 654/00 01/08/00 80 WAIG 3379 

 Cl 752/01 01/08/01 81 WAIG 1721 

 (2) 797/02 01/08/02 82 WAIG 1369 

 Cl. 569/03 5/06/03 83 WAIG 1899 & 
2098 

 Cl 570/04 4/06/04 84 WAIG 1521 & 
1663 

 Cl. 576/05 07/07/05 85 WAIG 2083 & 
2289 

 Cl. 957/05 07/07/06 86 WAIG 1631 & 
1819 

 Cl. 1/07 01/07/07 87 WAIG 1487 & 
1696 

 Cl 115/07 01/07/08 88 WAIG 773 & 970 

 Cl 1/09 01/10/09 89 WAIG 735 & 1389 

     

(9.  Payment of Salaries) 



 Cl & Title 69A/90 20/03/90 70 WAIG 1060 

9.  Payment of Wages 

     

10.  Hours 

 Cl. 644/85 01/07/86 66 WAIG 1215 

 Cl. 1193/87 20/09/88 68 WAIG 3074 

 Cl. 69A/90 20/03/90 70 WAIG 1060 

     

11.  Overtime 

 Cl. 1193/87 20/09/88 68 WAIG 3074 

 (1)(b) 69A/90 20/03/90 70 WAIG 1060 

     

12.  Meal Allowance 

 Cl. 149/81 09/04/81 61 WAIG 685 

 Amounts. 610/84 26/09/84 64 WAIG 1756 

 Cl. 1005/85 18/12/85 66 WAIG 48 

 Cl. 709/86 27/10/86 66 WAIG 1643 

 Cl. 1193/87 20/09/88 68 WAIG 3074 

 Cl. 1301/1988 29/08/89 69 WAIG 2721 

 Cl. 69A/90 20/03/90 70 WAIG 1060 

 Cl. 2035A/89(R2) 29/10/90 70 WAIG 4046 

 Amount 1086/91 12/09/91 71 WAIG 2894 

 Amounts 1269/93 29/03/94 74 WAIG 918 

 Amount 1130/98 29/07/98 78 WAIG 3502 



 Cl. 1245/00 21/11/00 80 WAIG 5548 

 Cl 2065/01 23/04/02 82 WAIG 807 

 Cl 1593/04 05/05/05 85 WAIG 1694 

     

13.  Higher Duties 

 (1) 2035B/89(R2) 11/10/91 71 WAIG 2896 

     

14.  Travelling Time 

     

15.  Travelling Allowance 

 Cl. 69A/90 20/03/90 70 WAIG 1060 

     

16.  Transfer Allowance 

 Cl. 2035A/89(R2) 29/10/90 70 WAIG 4046 

     

17.  Disability Allowance 

 Cl. 69A/90 20/03/90 70 WAIG 1060 

     

18.  Holidays 

 Cl. 149/81 09/04/81 61 WAIG 685 

 Cl. 1193/87 20/09/88 68 WAIG 3074 

 Ins.  (5) 69B/90(R) 22/02/91 71 WAIG 969 

     

19.  Annual Leave 



 Ins.  (7) 69B/90(R) 22/02/91 71 WAIG 969 

     

20.  Long Service Leave 

 Cl. 142/80 03/12/79 60 WAIG 540 

 Cl. 1086/91 12/09/91 71 WAIG 2894 

     

21.  Sick Leave 

 Cl. 149/81 09/04/81 61 WAIG 685 

 Ins.  (9) 69B/90(R) 22/02/91 71 WAIG 969 

     

22.  Protective Clothing 

     

23.  Appointments and Promotions 

     

24.  Union Notices 

     

25.  Interviewing Staff 

     

26.  Records 

 Ins text.(2) 491/98 16/04/98 78 WAIG 1471 

     

27.  No Reduction 

     

28.  First Aid Equipment 



     

29.  Equipment 

     

30.  Certificate of Service 

     

(31.  Workers - Addition Obligations re Employment) 

 Deleted by 1193/87 20/09/88 68 WAIG 3018 

(31.  Deleted) 

 Deleted by 69B/90(R) 22/02/91 71 WAIG 969 

31.  Casual Employees 

 Ins.Cl. 69B/90(R) 22/02/91 71 WAIG 969 

     

32.  After Hours Transport 

 Cl. 69A/1990 20/03/90 70 WAIG 1060 

     

33.  Liberty 

     

34.  Maternity Leave 

 Ins Cl 34. 77/80 29/04/80 60 WAIG 649 

     

(35.  Service Pay) 

 Deleted 2035B/89(R2) 11/10/91 71 WAIG 2896 

     

(36.  Shift Work) 



 Ins Cl. 1193/87 20/09/88 68 WAIG 3074 

 (4) text 1086/91 12/09/91 71 WAIG 2894 

 Renum. 2035B/89(R2) 11/10/91 71 WAIG 2896 

35.  Shift Work 

     

(37.  Part-Time Employees) 

 Ins.Cl. 2035A/89(R2) 29/10/90 70 WAIG 4046 

 Renum. 2035B/89(R2) 11/10/91 71 WAIG 2896 

36.  Part-Time Employees 

     

(38.  Bereavement Leave) 

 Ins.Cl. 2035A/89(R2) 29/10/90 70 WAIG 4046 

 (1) 69B/90(R) 22/02/90 71 WAIG 969 

 Renum. 2035B/89(R2) 11/10/91 71 WAIG 2896 

37.  Bereavement Leave 

     

38.  Location Allowances 

 Ins.  Cl. 165/95 05/05/95 75 WAIG 1912 

Edit Note: After s/cl.  2 there is a typo.  What should be s/cl.  3 is numbered as s/cl (7). 

     

Appendix - Resolution of Disputes Requirement 

 Ins.  Appendix 693/96 16/07/96 76 WAIG 2768 

 (1),(6), Del.  (7) 2053/97 22/11/97 77 WAIG 3079 

     



(Appendix - Classification Structure Transition/Implementation) 

 Ins.  App. 2035B/89(R2) 11/10/91 71 WAIG 2896 

 Appendix & title 277/94 24/10/94 74 WAIG 2733 

Appendix - Classification Structure 

     

SCHEDULE OF RESPONDENTS 

     

Schedule - Named Union Party 

 Ins.  Sch. 415/93 06/05/93 73 WAIG 1361 

     

Appendix - S.49B - Inspection of Records Requirements 

 Ins.  Appendix 694/96 16/07/96 76 WAIG 2789 

 (1) ins.  Text 2053/97 22/11/97 77 WAIG 3138 

 App. 491/98 16/04/98 78 WAIG 1471 

     

EDITORS NOTE: WITH THE EXCEPTION TO THE MATERNITY CLAUSE, ALL 
REFERENCES PERTAINING SPECIFIC GENDER HAVE BEEN AMENDED BY 
ORDER NO.  1086/91 (12/09/91).AT 71 WAIG 2894THROUGHOUT THE AWARD 
REFERENCES INVOLVING THE TERM "WORKER" HAVE BEEN AMENDED TO 
READ "EMPLOYEE" BY ORDER NO.  1086/91 (12/09/91).THROUGHOUT THE 
AWARD REFERENCES TO CLAUSE 36. - SHIFT WORK HAVE BEEN AMENDED TO 
READ "35. - SHIFT WORK" BY ORDER NO.  2035B/89(R2) (11/10/91) AT 71 WAIG 
2896 
 
 


