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ANTI DISCRIMINATION

It is the intention of the parties to this agreement to achieve the principal object in 5.3 (m) of the
Workplace Relations Act 1996 by helping to prevent and eliminate discrimination on the basis
of race, colour, sex, sexual preference, age, physical or mental disability, marital status, family
responsibilities, pregnancy, religion, political opinion, national extraction or social origin.

Accordingly, in fulfilling their obligations under the Disputes and Grievance procedures, the
respondents must make every endeavour to ensure that neither the agreement provisions nor
their operation are directly or indirectly discriminatory in their effects.

Nothing in this clause is to be taken to affect:

any different treatment (or treatment having different effects) which is specifically
exempted under the Commonwealth anti-discrimination legislation;

an Employee, Employer or registered Organisation pursuing matters of discrimination in
any State or Federal jurisdiction, including by application to the Human Rights and Equal
Opportunity Commission;

the exemptions in sections 659 (3) and (4) of the Workplace Relations Act 1996.
AGREEMENT OBJECTIVE

Australian Drug Foundation

The ADF is a non-governinent public corporation. Its goals are to reduce drug related harm in
the community through a range of education services and information products.
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4.2

4.2.1

4.2.2

4.2.3

4.3

4.3.1

4.3.2

4.3.3

4.3.4

4.3.5

4.3.6

5.2

53

5.4

5.5

5.6

Aim of agreement

The aim of this agreement is to provide a comprehensive and simple to understand
statement of the Term and Conditions of employment of ADF employees which will
assist in meeting both the objectives of the organisation and the objectives of this
Agreement.

The ADF performs a unique and vital role in the community and workplace harmony and
dedication are critical in the successful performance of this role.

Accordingly, flexibility, accountability and openness are keynotes of this Agreement. It
has been developed through a process of consultation and participation by all parties and
reflects a commitment to a cooperative workplace culture based on common sense and
trust.

Objectives of this Agreement

"T'o ensure best practice in the provision of services for all aspects of the ADF's activities
in accord with the objectives of the ADF.

To provide a satisfying working environment that encourages staff to offer an effective
and consistent level of high quality service.

To encourage and maintain harmonious, flexible and dedicated working relationships
between the ADF, management and employees.

To maintain the essential features of employment in the ADF with scope for adoption of
pay and classification structures, and flexible employment conditions where this is

consistent with the continuation of integrated, merit based service.

To develop and pursue changes on a co-operative continuing basis using a consultative
approach.

To maintain essential standards of employment conditions such as hours of work, leave

arrangements and superannuation. To ensure that existing standards and conditions are
not undermined in any way that disadvantages employees.

DEFINITIONS

In this agreement, unless inconsistent with the context of the subject matter:

Employee means any person employed by the Australian Drug Foundation as listed in sub
clause 7.2 of this agreement..

Employer means the Australian Drug Foundation.
Union means The Community and Public Sector Union.
Management means employees nominated as management by the Australian Drug Foundation.

Director means the person designated with management responsibility for one of the four ADF
directorates.

Information and procedures manual means the employers manual which contains policies,
procedures and general information regarding the ADF. The manual may be amended from
time to time with the agreement of both parties.



6.1

6.1.1

6.1.2

6.2

7.1

7.2

8.1

8.1.1

8.1.2

8.1.3

8.1.4

8.2

COMMENCEMENT DATE OF AGREEMENT AND PERIOD OF OPERATION

This agreement comes into operation on lodgement with the Workplace Authority.
Salary increases payable under clause 17 will apply from 1 July 2007.

Alterations to conditions of employment provided for in this agreement will have effect
from date of lodgement unless otherwise provided

The agreement will continue in force for a period up until 30 June 2010
APPLICATION OF AGREEMENT AND PARTIES BOUND

This agreement is binding on:

CPSU, the Community and Public Sector Union.

The Australian Drug Foundation, in respect of all employees (except up to 6 management
positions nominated by the Chief Executive Officer, including the Chief Executive Officer) and

who are eligible for membership of the Community and Public Sector Union, whether members
of the union or not.

SAVINGS

Prior industrial instruments
Subject to clause 8.2, this Agreement operates to the exclusion of
An award except where protected award conditions apply under s354 of the Act
Orders of the Commission
Pre reform Certified Agreements.
All previous Workplace Agreements
Protected award conditions

Relevant protected award conditions from the Victorian State Agencies Award 2003 have
been included or modified in the following way

Item as per 5354 of the act AGREEMENT CLAUSE
Rest breaks; 22.3

Incentive-based payments and bonuses; 17.2

Annual leave loadings; 25.5

Public holidays 31

Substituted public holidays 31

Monetary allowances for: 20, 35

o Expenses incurred in the course of
employment; or

¢ Responsibilities or skills that are not
taken into account in rates of pay for
employees; or

o Disabilities associated with the
performance of particular tasks or work
in particular conditions or locations;
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Loadings for working overtime or for shift 23
work;

Penalty rates; Not applicable

Outworker conditions Not applicable

8.3

3.3.1

8.3.2

Preserved rights

Any entitlement in the nature of an acerued entitlement to an individual’s benefit, which
has accrued under any such previous Certified Agreement or Australian Workplace
Agreement will not be affected by the making of this Agreement.

No Employee will, on balance, have his or her overall pay and conditions reduced as a
result of the making of this Agreement.

PART 2 - COMMUNICATION, CONSULTATION, AND DISPUTE RESOLUTION

9.1

9.2

9.3

10

10.1

10.1.

10.1.

10.1,

10.2

10.2.

10.2.

CONSULTATIVE MECHANISMS AND PROCEDURES

The parties to this agreement are committed to ensuring that effective communication exists
between management and employees.

Where the employer has made a decision to restructure the workplace, introduce new
technology or change existing work practices of employees, the employer will advise the
affected employees and the Union and the employees' representative of the proposed changes as
soon as practicable and no later than one week from the date of the decision. The employer will
advise the affected employees of the likely effects on the employee's working conditions and
responsibilities.

The employer will regularly consult with affected employees and give prompt consideration to
matters raised by employees and where appropriate provide training for the employees to assist
them to integrate successfully into the new structure.

DISPUTES AND GRIEVANCES

Resolution of disputes and grievances

1 Unless otherwise provided for in this Agreement, a dispute or grievance about a matter
arising under this Agreement must be dealt with in accordance with this clause.

2 This clause does not apply to any dispute on a matter or matters arising in the course of
bargaining in relation to a proposed workplace agreement.

3 A party may chose to be represented at any stage by a representative, including a union
representative or employer’s organisation.

Obligations of the Parties and Employees

1 The parties to the dispute or grievance must genuinely attempt to resolve the dispute or
grievance through the processes set out in this clause and must cooperate to ensure that
these processes are carried out expeditiously.

2 Whilst a dispute or grievance is being dealt with in accordance with this clause, work
must continue in accordance with usual practice, provided that this does not apply to an
Employee who has a reasonable concern about an imminent risk to his or her health or
safety, has advised the empioyer of this concern and has not unreasonably failed to



10.2.3

comply with a direction by the employer to perform other available work that is safe and
appropriate for the Employee to perform.

No Party or Employee will be prejudiced as to the final settlement of the dispute or
grievance by the continuance of work in accordance with this clause.

10.3 Agreement and dispute settlement facilitation

10.3.1

For the purposes of compliance with this Agreement (including compliance with this
dispute settlement procedure) an accredited employee representative must be released by
her/his employer from normal duties for such periods of time as may be reasonably
necessary to enable her/him to represent employees concerning matters pertaining to the
employment relationship including but not limited to;

10.3.1(a)  Investigating the circumstances of any dispute or any alleged breach of this

Agreement;

10.3.1(b)  Endeavouring to resolve any dispute arising out of the operation of the agreement;

10.3.1(c)  Participating in conciliation, arbitration of any other alternative dispute resolution

process;

10.3.1(d)  The release from normal duties referred to in this clause is subject to the proviso

that it does not unduly affect the operations of Employer

10.4 Internal process

10.4.1

10.4.2

If the dispute or grievance falls within the scope of the internal dispute or grievance
resolution process, the matter may first be dealt with in accordance with that process.

If the dispute or grievance is not settled through an internal dispute or grievance
resolution process, the matter will be dealt with in accordance with the processes set out
below, provided that sub-clauses 10.5.1 and 10.5.2 will not apply to the extent that their
requirements have been satisfied as part of an internal review process.

10.5 Discussion of grievance or dispute

10.5.1

10.5.2

10.5.3

The dispute or grievance must first be discussed by the aggrieved Employee(s) with the
Employee(s) immediate supervisor.

If the matter is not settled, the Employee(s) can require that the matter be discussed with
another representative of the Employer appointed for the purposes of this procedure.

If the matter is not settled, a Party to the agreement may apply to the Australian Industrial
Relations Commission (AIRC) to have the dispute or grievance dealt with by conciliation.

10.6 Disputes of a Collective Character

10.6.1

10.6.2

10.6.3

The parties acknowledge that disputes of a collective character concerning more than one
employee may be dealt with more expeditiously by a direct reference to the Commission

In the event of a dispute of a collective character either party may progress the dispute by
a direct reference to the Commission under clause 1.7 and 1.8 without taking the steps
provided for in clauses 1.4 and 1.5 above

No dispute of a collective character may be referred to the Commission directly unless
there has been an attempt to resolve the dispute prior to it being referred to the
Commission.



10.7 Conciliation

10.7.1 Where a dispute or grievance is referred for conciliation, a member of the AIRC shall do
everything that appears to the member to be ught and proper to assist the parties to agree
on terms for the settlement of the dispute or grievance.

10.7.2 This may include arranging:

10.7.2(a)  conferences of the parties or their representatives presided over by the member;
and

10.7.2(b)  for the parties or their representatives to confer among themselves at conferences at
which the member is not present.

10.7.3 Conciliation before the AIRC shall be regarded as completed when:
10.7.3(a)  the Parties have reached agreement on the settlement of the grievance or dispute; or

10.7.3(b)  the member of the AIRC conducting the conciliation is satisfied that there is no
likelihood that within a reasonable period, further conciliation will result in
agreement by the Parties on terms for settlement of the grievance or dispute; or

10.7.3(c)  Either party have informed the Commission member that there is no likelihood of
agreement on the settlement of the grievance or dispute and the member does not
have substantial reason to refuse to regard the conciliation proceedings as
completed.

10.8 Arbitration

10.8.1 If the dispute or grievance has not been settled when conciliation has been completed,
either Party may request that the AIRC proceed to determine the dispute or grievance by
arbitration,

10.8.2 Where a member of the AIRC has exercised conciliation powers in relation to the dispute
or grievance, the member shall not exercise, or take part in the exercise of, arbitration
powers in relation to the dispute or grievance if a Party objects to the member doing so.

10.8.3 Subject to sub-clause 1.8.4 below, the determination of AIRC is binding upon the Parties
and Employees.
10.8.4 An appeal lies to a Full Bench of the AIRC, with the leave of the Full Bench, against a

determination of a single member of the AIRC made pursuant to this clause.
10.9 General powers and procedures of AIRC

10.9.1 Subject to any agreement between the Parties in relation to a particular dispute or
grievance and the provisions of this clause, in dealing with a dispute or grievance through
conciliation or arbitration, the AIRC may:

10.9.1(a)  determine matters of procedure as if s 110 of the Workplace Relations Act 1996
applied to the proceedings; and

10.9.1(b)  exercise the powers set out in s 111 of the WR Act, to the extent relevant, as if s
111 applied to the proceedings.



10.9.1(c)  Inthe course of dealing with a matter by arbitration make an interim decision at
any stage in the arbitration prior to the final determination of the dispute by
arbitration

10.10 Publication and privacy obligations during disputes

10.10.1 In accordance with the provisions of s707 and more particularly 707(2)(b) the parties

consent to and empower the Commission at its discretion to publicly disclose or use any
document or information given to in the course of conducting alternative dispute
resolution under this agreement for the purposes of resolving the dispute.

PART 3 - EMPLOYMENT RELATIONSHIP AND RELATED MATTERS
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11.1

11.2

11.3

11.4

12

121

EMPLOYER DUTIES

Appointment on merit

"The employer, in appointing applicants covered by this agreement whether from inside or
outside the organisation, shall ensure that such appointments are based on merit, will be open
and fair, and be non-discriminatory in accordance with relevant legislation.

Vacancies

All vacancies within the ADF are to be advertised internally, and all internal applications are to
be considered prior to any position being advertised externally. This shall include newly
created positions, unless agreement is reached to change the process for a specific appointment.

Job description
On appointment employees will be given a letter of appointment which will form the contract of
employment. The letter will specify the employment status, ADF position classification, salary

level of the position, job description and any special conditions or benefits in addition to the
provisions included in this agreement.

Probationary period - new employee

There shall be a probation period of 3 months. This will apply for all employment categories.
At the end of the first 2 months of the probation period, 2 review will take place to determine
whether the employee's employment will be confirmed, the probation period extended, or

terminated. An employee has the right to be represented at any such review. Any disputes
regarding probation will be dealt with under Clause 10.

Performance management process

All employees at ADF will be appraised in line with the agreed performance management
process. The agreed process is contained in the Policy and Procedures Manual.

EMPLOYMENT CATEGORIES

The types of employment within the ADF are:
Continuing Employees

A continuing employee is subject to all the protection and conditions in this agreement. A
continuing employee may be either:



12.1.1 Full-Time Employment

A full-time employee is one who is engaged to work the ordinary hours of work
prescribed in Clause 22. Such employment shall be by the month; or

12.1.2 Part-Time Employment

12.1.2{a)  Provisions relating to salary, leave and all other entitlements contained within this
Agreement, shall apply to part time Employees on a pro rata basis.

12.1.2(b)  Part time employment shall be for not less than 3 consecutive hours in any day
worked except:

12.1.2()(H) where the Employee works from home by agreement with the
Employer; or

12.1.2(b)(i) in exceptional circumstances.

12.1.2(c)  Part-time employment shall be worked only by agreement between the Employee
and the Employer, where that agreement includes:

12.1.2(d)  An agreed roster specifying the days in each fortnight on which the Employee will
work, the hours of those days upon which the Employee will work, and the number
of hours the Employee will work on each day he or she works;

12.1.2(e)  Such agreed roster shall be considered the Employee's ordinary hours.

12.1.2(f)  Agreed processes for the variation of hours of work.

12.2 Limited tenure employee

The ADF shall be able to employ workers on either a part-time or full-time basis who shall be
employed subject to a work contract.

12.21 Any contract must detail the following:
12.2.1(a)  date of commencement and cessation of employment;
12.2.1(b)  the conditions of employment; and
12.2.1(c¢)  position description.

12.2.2 Contract staff shall receive all the conditions of this agreement unless otherwise stated in
this agreement.

12.3 Casual Employment
12.3.1 When It May Be Used
The use of casual labour will not be for the purpose of undermining the job security of
full-time continuing Fmployees, or for the purpose of turning over a series of casual
workers to fill an ongoing employment vacancy.
12.32 Therefore, the employment of casuals in all areas covered by this Agreement is limited to:
12.3.2(a)  12.3.2(a) meeting short term work demands which are not continuing and would

not be anticipated to be met from existing staffing levels; or
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12.3.2(b)  12.3.2(b) meeting specialist skill requirements that will not be required on a
continuing or frequently recurring basis.

12.3.3 Entitlements Persons employed on a casual basis will receive a loading of 25% on top of
the appropriate ordinary hourly rate for each hour worked, as compensation in lieu of any
entitlement to the following benefits: public holidays, recreation leave and leave loading,
sick leave, paid parental leave, compassionate leave, carer’s leave/family leave, jury
service, accident compensation leave and defence forces leave.

12.3.4 Mandatory term about casual loading

For as long as a casual employee is covered by the agreement, the casual loading that is
payable to a casual employee will not be less than the default casual loading provided by
Division 2 of Part 7 of the Workplace Relations Act 1996.

13 REDEPLOYMENT AND REDUNDANCY

13.1 Redeployment

An employee declared redundant shali:

13.1.1 Be considered for any vacant position within the ADF, which may include the option of
retraining that employee to allow that person to fulfill the requirements of the new
position.

13.1.2 If offered a position at a lower classification, be entitled to salary maintenance for a

period of 6 months.
13.2 13.2 Redundancy

An employee declared redundant, and who is not redeployed subject to Clause 13.1, shall
receive a redundancy package made up of the following:

13.2.1 8 weeks notice, except;
13.2.1(a)  Payment in lieu of notice or part notice must be made if notice is not given.
13.2.1(b)  Where employment terminates before the expiration of notice either by agreement

or due to the employee securing alternative employment, the balance of the notice
period must be paid.

13.2.2 pro rata long service leave (for employees with 2 years or more service);
13.2.3 unused recreation leave and time in lieu;
13.2.4 Weekly salary calculated as follows:

13.2.4(a) 1 week's pay for each year of service up to, and including 3 years;

13.2.4(b) 1.5 weeks pay for each year of service for every year from year 4 up to, and
including year 7,

13.2.4(c) 2 weeks pay for each year of service for every year from year 8 up to, and
including year 12.

13.2.5 A pro-rata payment will be made for any uncompleted year of service.

13.2.6 There will be no payment for years of service beyond year 12.
11



13.2.7

13.3

13.3.1
13.3.2
13.3.3

13.3.4

13.4

14

14.1

14.2

14.3

14.4

14.4.1

14.4.2

14.4.3

This means that the maximum payment available under his clause will be the equivalent
of 19 weeks salary, based on 3 weeks (see 13.2.4(a)) plus 6 weeks (based on 13.2.4(b))
plus 10 weeks based on 13.2.4(c)).

Time off during notice period

During the 8 weeks notice period an employee declared redundant shall be granted time off to
attend:

job interviews;

look for jobs;

attend counselling; and

any other activity which will aid that person in gaining employment.

The ADF will meet the reasonable costs of the above, with the time off being subject to
Management Approval.

Limited tenure employees

A limited tenure employee, who is declared redundant prior to the finishing date specified in the
Contract or a limited tenure employee with 12 months and one day consecutive service (with
consecutive service) including any contract entered into within 3 months of the conclusion of

the employees last contract with the ADF shall receive the full pay out of any monies, and other
conditions, which would have occurred had the contract run its full term.

TERMINATION OF EMPLOYMENT

Notice of termination by employer - Ongoing employee

In order to terminate the employment of an employee the employer shall give four weeks notice,
or less by mutual agreement or 8 weeks when redundancy provisions apply (see clause 13).

Notice of termination by employer - Limited tenure employee

The employer shall give 4 weeks written notice to limited tenure employees to confirm the
termination date of the contract.

Notice of resignation by employee

The notice of resignation to be given by an employee shall be four weeks, or less by mutual
agreement.

Abandonment of employment
If an Employee is absent for more than 20 working days:

In circumstances where the Employer could not reasonably, after due enquiry, have been
aware of any reasonable grounds for the absence; and

Without the permission of the Employer; and

Without contacting the Employer to provide an explanation of the absence



14.5

14.6

15

15.1

15.1.1

15.1.2

15.1.3

15.1.4

15.1.5

15.2

15.2.1

152.2

the Employer is entitled to treat the Employee as having resigned and the employment having
been terminated by the Employee at his/her initiative

Statement of employment

The employer shall provide to the terminated employee a written statement specifying the
period of employment and classification and type of work performed by the employee.

Unfair dismissals

Termination of employment by the employer shall not be harsh, unjust or unreasonable and
shall be in accordance with the Disciplinary Procedures Clause of this Agreement.

DISCIPLINE

Disciplinary procedures

The following procedure will be applied where the employer considers an employee is not
satisfactorily performing his/her duties or for reasons of alleged misconduct.

In the first instance, it is essential that the employee is warned by the immediate
supervisor, and it is clearly spelled out that his/her performance/behaviour is
unsatisfactory, and be advised that this is the first step in the disciplinary process.

It must be made clear in which respects the employee's performance/behaviour is not
satisfactory. Details of the meeting should be recorded, agreed to and signed by all
parties present.

If the employee's performance/behaviour does not reach an agreed satisfactory level after
the agreed time has lapsed the employee must be warned a second time. This warning
must be in writing from the relevant manager and must be placed on the employee's
personal file. The employee must be given an opportunity to explain why their
performance/behaviour has not improved.

A period of time must be agreed to by which the employee's performance/behaviour must
improve by. This time period must be included in the written warning.

Should the employee's performance/behaviour not improve by that time a final written
warning shall be issued, and it explained to the employee that should the problems which
led to the warmnings not be rectified by the specified date the employee shall face
disciplinary action, which may include reduction in classification, demotion, or dismissal.

Misconduct

Misconduct which includes neglect of duty, malicious damage of employer's property, assault,
or theft, is a single act which may lead to summary or instant dismissal.

The onus of proof will be on the employer to prove that the conduct concerned is
sufficiently serious to justify instant dismissal. If such an instance takes place it should
be immediately investigated by the employer, with the employee being given an
opportunity to put his/her case in answer to any allegations.

In all cases of misconduct the supervisor or relevant manager shail:

15.2.2(a)  document all relevant details

13



15.3

154

15.5

15.2.2(b)  in the case of instant dismissal, the dismissal should be conducted in the presence
of the employee’s nominated representative.

Any disciplinary action must be carried out fairly and in a non-discriminatory manner.

In considering each case a person's employment record, years of service etc, must be taken into
account,

The above disciplinary procedure does not effect the employee's right to have the matter dealt
with by the Australian Industrial Relations Commission.

PART 4 - SALARY AND RELATED MATTERS

16

16.1

16.1.1

16.1.2

16.2

16.2.1

16.2.2

16.2.3

16.3

16.4

16.4.1

16.4.2

CLASSIFICATION

Classification structure

A new classification structure will be implemented under this agreement. The
classification structure is contained in Schedule 1.

An Employee will be appointed to the appropriate band based on the work requirements
of the job.

Translation to new classification structure

Existing Employees will translate to the new classification structure on the basis of their
current classification and salary as at 30 June 2007

No Employee will have their salary decreased as a result of translation to a new
classification level.

An employee may dispute the classification determined by the employer for the position
to which the employee is appointed. Any dispute is to be dealt with in accordance with
the Dispute and Grievance Procedure contained in this agreement.

The parties acknowledge that the classification structure and performance management process
may require alteration during implementation and agree to review the classification structure
and performance-management process within 12 months.

Mandatory term about basic periodic rate of pay

For so long as an employee is subject to the agreement, the employer will provide a basic
periodic rate of pay that is at least equal to:

if the employee is within a work classification that, immediately before the
commencement of subsection 4(7) of the Commonwealth Powers (Industrial Relations)
Act 1996 of Victoria:

16.4.1(a)  was a declared work classification under the Employee Relations Act 1992 of
Victoria; or,

16.4.1(b)  had been declared by the Employee Relations Commission of Victoria to be an
interim work classification -the basic periodic rate of pay attaching to that
classification.

if the employee is not within such work classification and is a junior employee, an
employee with a disability or an employee to whom a training arrangement applies -the
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rate of pay specified in, or worked out in accordance with a method specified in, the
Workplace Relations Regulations 2006.

16.4.3 if the employee is not within such work classification and is not a junior employee, an
employee with a disability or an employee to whom a training arrangement applies -the
standard Federal Minimum Wage.

17 SALARY INCREASES

17.1 Employees employed by ADF as at, or after 1 July 2007 will receive the following salary

increases:
Date of effect Percentage increase
1 July 2007 3.25%
1 July 2008 3.25%
1 July 2009 3.25%

17.2 Performance increases

Employees may be entitled to further performance based increases in accordance with the
performance management process.

17.3 Increase to minimum rates

The minimum rates in Schedule ## have been increased by the same percentage increase as
clause 17.1.

18 SALARY PACKAGING

18.1 Salary packaging will be made available to all staff classified as continuing employees on
request in accordance with the ADF salary packaging policy.

18.2 A full time or part time employee may elect to have their Total Employment Cost packaged in
accordance with the ADF salary packaging policy.

18.3 The amount of salary packaging can be up to the maximum amount prescribed by the Australian
Taxation Office of Total Employment Cost and must be determined for each employee electing
to enter salary packaging.

18.4 In the event that the Employer is liable, for whatever reason, to pay Fringe Benefits Tax as a
result of implementing the Salary Packaging pursuant to ADF salary packaging policy, such
impost of tax will be borne by the Employee within their Total Employment Cost package, or
alternatively, the Employee may choose to discontinue their participation.

18.5 The salary packaging scheme is not available to staff during the probationary period of their
employment, unless approved by the CEO.

18.6 Salary Packaging will be renegotiated if the Australian Taxation Office review of salary

packaging arrangements under the FBT legislation, results in any changes to the FBT legislation
and/or its application.
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18.7

19

19.1

19.2

20

201

PAYMENT OF SALARIES

ALLOWANCES

First aid allowance

20.2 Higher duties

20.2.1

20.2.2

20.2.3

20.2.4

ADF will appoint and pay for the first consultation (half an hour) for any employee wishing to
consult a financial adviser in relation to the Salary Packaging Scheme.

Salaries are paid by direct credit into the employee's bank account on a monthly basis, on or
before the 15th day of the month.

Each pay day employees shall receive a statement of salary details, including salary amount, any
adjustments, deductions, superannuation and hours worked.

A employee nominated as a first aid officer, and who holds an approved first aid certificate shall
receive an annual allowance equivalent to 1.5% of the lowest annual salary level in the
administrative range,

Any employee performing the duties of a position with a higher classification for a period

of five consecutive working days shall receive a higher duties allowance equivalent to the

classification of the duties performed. Any period of higher duties must be approved by

management prior to the assignment commencing.

Where the employee performs the full duties of the higher position such allowance as will
increase the employee's rate of pay to the minimum rate of pay for that higher position for

the period he/she is so employed.

Where the employee performs a portion of the duties of the higher position such
allowance, if required, as will increase the rate of pay of the employee to the maximum
salary rate applicable to his or her classification plus an allowance calculated in

accordance with the following table:

Proportion of duties performed in
higher office of position

Rate of allowance

at least 25% but less than 50%

25% of the difference between the
maximum salary rate applicable to the
assignee's classification and the rate of
total wage payable had the assignee been
promoted to the higher office

at least 50% but less than 75%

50% of such difference

at least 75% but less than 100%

75% of such difference

In the event of an employee being promoted whilst performing higher duties, the date
from which increments within the next position shall apply shall be the date such
employee commenced the period of higher duties, whether or not such promotion is to the
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position in which higher duties were being performed or a position at an equivalent
classification to such higher position.

20.2.5 When the number of consecutive working days is five or more, any public holiday(s) or
authorised absence within the period or immediately following such period of higher
duties will be included for payment when calculating the allowance to be paid.

20.2.6 Where an employee, whilst working in a higher position for which he/she is entitled to an
allowance under this clause, proceeds upon recreation leave such allowance shall be paid
for the period of leave provided that:

20.2.6(a)  The employee has performed in that higher position for five or more consecutive
working days;

20.2.6(b)  The amount of such leave for which the allowance is paid shall not exceed five
days unless the employee, on return from leave, continues to perform in the higher
position, in which case the allowance shall be paid for all such leave unless the
employee has, prior to proceeding .on such leave, performed in that higher position
for twenty or more consecutive days, in which case the allowance shall be paid for
all leave.

20.2.7 A higher duties allowance shall not be paid to:

20.2.7(a)  employees on long service leave, unless the assignment has continued for a period
exceeding twelve months;

20.2.7(b)  maternity leave or adoption leave by female employees;

20.2.7(c)  employees who proceed on full-time study leave immediately following a higher
duties assignment.

20.2.8 For the purposes of this clause, the "duties of a position” shail mean the duties which
would usually be performed in the position during the period applicable. Proportion
duties shall be detailed by the employer, having due regard to the duty statement of the
higher position.

21 SUPERANNUATION

21.1 The Employee will be offered by the Employer membership of a complying superannuation
fund for the purposes of the Superannuation Industry (Supervision) Act 1993 subject to

21.1.1 The Employer will contribute to the Fund, on behalf of each worker, 9 % of ordinary time
earnings.
21.1.2 “Ordinary time earnings” means the actual ordinary rate of pay the Employee receives for

ordinary hours of work including all allowances and loadings, including those applying to
shiftwork, casual work, weekend and holiday work, tools and travel.

21.1.3 Contributions will be forwarded to the Fund each month by the Employer,

21.1.4 Contributions to the Fund will continue to be paid while the employee is absent on paid
leave or while the Employee is receiving workers” compensation make-up payments.

21.1.5 Where an Employee wishes to make voluntary contributions to the Fund, the Employee

may authorise the Employer to deduct from the Employee’s wages an amount specified
by the Employee. Contributions deducted under this provision will be forwarded to the
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21.1.6

21.1.7

21.1.8

21.1.9

21.1.19

21.1.11

21.1.12

Fund by the Employer at the same time as the Employee’s contributions made under sub-
clause 21.1.3.

An employee may make an agreement with the employer for salary sacrifice.

The employee must specify an amount as a percentage of ordinary time earnings as
defined in clause 3 above by which his or her salary is to be reduced (“the salary
sacrifice™).

The salary sacrifice will be deducted from the employee’s salary and contributed by the
employer to the Fund each month.

‘The employer will continue to calculate the contributions required by clause 21.1.3 above
and/or the Superannuation Guarantee (Administration) Act 1992 on the basis of the
employee’s ordinary time earnings before the salary sacrifice is deducted.

Salary sacrifice deductions will be made during a period of paid leave and the employee
will receive the rate of pay specified under this agreement less the salary sacrifice
deduction.

Calculation of salary for the purpose of leave accruals and other payments due on
termination of employment shall be calculated on a rate of pay which includes the salary
sacrifice contributions.

The employee may revoke the salary sacrifice agreement or alter the amount to be
deducted at any time,

PART 5 - HOURS OF WORK, BREAKS, OVERTIME, WEEKEND WORK

22  HOURS AND PLACES OF WORK

22.1 Ordinary hours of work

22.1.1

22.1.2

The ordinary hours of work are 8.00 am to 6.00 pm, Monday to Friday. Office hours are
8.45 am to 5.00 pm Monday to Friday

The ordinary hours of work will average 75 hours per fortnight.

22.2 Flexible Arrangement of Hours of Work

The ordinary hours of work shall be worked flexibly to best meet both the Employer's work
requirements and the Employee’s personal and/or family circumstances.

22.3 Breaks

An unpaid meal break of at least 30 minutes must be taken. No more than 5 hours shall elapse
after the commencement of work and the taking of a meal break.

23  OVERTIME

23.1 Overtime means the hours worked, at the direction of the Employer, which are in addition to an
Employee's ordinary daily hours of work on any day established in accordance with clause 22

23.2 Reasonable Hours of Work
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23.3

234

23.4.1
23.4.2
23.4.3

23.4.4

2345

23.5

23.5.1
23.5.2
23.5.3
23.54
23.6

23.7

24

24.1

24.1.1

24.2
24.2.1

24.2.2

Subject to clause 23.4 the Employer may require an Employee to work reasonable overtime at
overtime rates.

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

any risk to the Employee's health and safety;
the Employee's personal circumstances including family responsibilities;
the needs of the workplace;

the notice (if any) given by the Employer of the overtime and by the Employee of his or
her intention to refuse it; and

any other relevant matter,
Overtime rates of pay

Employees required to work overtime shall receive time off in lieu based upon the following
formula:

Overtime worked after ordinary hours, shall be calculated at hour for hour.
All time worked on Saturday shall be at hour and a half for each hour worked.

All time worked on Sunday shall be at two hours for each hour worked.

All time worked on public holidays shali be at two hours and a half for each hour worked,

Overtime must be approved in advance where possible.

Time in lieu may accumulate to a maximum of 20 hours. If an employee reaches more than 20

hours, their manager must meet with them to discuss how the TIL will be taken.

WORKING FROM HOME

On an irregular basis, and for a particular reason agreed between the employee and their
manager/ supervisor, an employee may undertake work at home as part of their normal hours.
Working from home is not an entitlement.

The criteria to be used for eligibility for an employee to work from home on an
occasional basis, is as follows:

24.1.1(a)  supervision is not required for duties to be performed

24.1.1(b)  content of duties lends itself to an independent, solitary environment (e.g. writing
research papers)

24.1.1(c)  the work area at home is safe (and may be inspected by the employer)
24.1.1(d)  the duties do not require access to office based records and equipment
Employees must provide:

suitable workstation environment

suitable lighting
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24.2.3 physical environment which is conductive to the employee producing high quality
outcomes within the desired time frames

24.3 The ADF will not bear the responsibility of providing or reimbursing the cost of equipment
required to provide a safe, home-based workplace.

24.4  All home-based work must be pre-approved by the Director. If work is performed at home, it
must be done within pre-agreed hours and on pre-agreed days. Each Director will determine the

required notice for home-based work, but at least 48 hours notice should be taken as a general
rule.

24.5 While the employee is engaged in home-based work, they must be contactable via the telephone
and/ or email at all times during agreed ordinary hours.

PART 6 - LEAVE OF ABSENCE AND PUBLIC HOLIDAYS

25 RECREATION LEAVE

25.1 Leave Entitlement

Every employee is entitled to 150 hours or 20 days paid recreational leave. The 20 days will be
credited to each employee on their anniversary date of appointment each year.

25.2 Time of taking leave

The employer and the employee will determine the time recreation leave is taken by mutual
agreement wherever possible taking into consideration:

25.2.1 the wishes of the employee; and
25.2.2 the employers\customer service requirements.
253 Leave to be taken

An employee may only accrue up to 6 weeks leave without prior approval from the Chief
Executive. An employee may be directed to take leave where accrual is in excess of 6 weeks,

provided that
25.3.1 as far as practical the wishes of the employee are taken into account; and
25.3.2 the amount of annual leave that the employee is directed to take is less than, or equal to,
1/4 of the amount of credited annual leave of the employee at the time that the direction is
given.

25.4 Public holidays

An employee's leave entitlement is in addition to any of the Public Holidays prescribed in this
agreement.

25.5 Annual leave loading

A loading of 17.5% on ordinary rates shall be paid for the period of recreation leave. Payment
will be made in one payment in December unless agreed otherwise.

25.6 Additional leave - Christmas/New Year closure



All ADF employees will receive two working days between Christmas and New Year as paid
leave. Employees required to work during this period will be entitled to two days paid leave to
be taken by agreement with their supervisor.

25.7 Purchased leave

Under certain circumstances and subject to the ADF management agreement, staff can purchase
extra leave. Salary is adjusted accordingly.

25.7.1 Notwithstanding any other provision of this Agreement, an Employee may, with the
agreement of the Employer, work between 44 weeks and 51 weeks per year. Access to
this entitlement may only be granted on application from an Employee and cannot be
required as a precondition for employment.

25.7.2 Where the Employer and an Employee agree to a reduction in the number of working
weeks under clause 25.7.1:

25.7.2(a)  The Employee will receive additional annual leave as follows:

44/52 weeks Additional 8 weeks® leave (12 weeks in total)
45/52 weeks Additional 7 weeks’ leave (11 weeks in total)
46/52 weeks Additional 6 weeks’ leave {10 weeks in total)
47/52 weeks Additional 5 weeks’ leave (9 weeks in total)
48/52 weeks Additional 4 weeks’ leave (8 weeks in total)
49/52 weeks Additional 3 weeks’ leave (7 weeks in total)
50/52 weeks Additional 2 weeks” leave (6 weeks in total)
51/52 weeks Additional 1 week’s leave (5 weeks in total)

25.7.2(b)  the Employee will receive a salary equal to the period worked (eg 46 weeks, 49
weeks) which will be spread over a 52 week period; and

25.7.2(¢)  accrual of sick leave and long service leave by the Employee shall remain
unchanged.

25.7.3 As an alternative to entering into an arrangement under clause 25.7.1 an Employee may
request that one or more weeks of his or her recreation leave entitlement each be
converted to two weeks' leave on half pay.

25.7.4 The Employer will endeavour to accommodate Employee requests for arrangements
under this clause, and where such requests are granted will make proper arrangements to
ensure that the workloads of other Employees are not unduly affected and that excessive
overtime is not required to be performed by other Employees as a result of these
arrangements.

25.7.5 An Employee may revert to ordinary 52 week employment by giving the Employer no

less than four weeks' written notice. Where an Employee so reverts to 52 week
employment, appropriate pro rata salary adjustments will be made.

26 SICK LEAVE

26.1 Anemployee accrues 15 days sick leave on full pay for each year of employment.

26.2 Any employee who takes in excess of 13 weeks continuous leave must be referred to a ADF
nominated medical officer.

26.3 An employee shall be entitled to 5 days sick leave each year without certificate.



264

26.5

27

27.1

28

28.1

28.1.1

28.1.2

28.2

An employee who takes 3 consecutive days on sick leave will be required to produce a medical
certificate or statutory declaration.

An employee may use their sick leave entitlement to care for an injured or sick significant other.

COMPASSIONATE LEAVE

An employee shall be entitled to three days paid leave in the event of the death or serious illness
of a significant other. In addition to these three days the employer may grant additional leave as
they see fit in exceptional leave.

PARENTAL LEAVE

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

‘The provisions of this clause apply to full-time, part-time and eligible casual employees, but do
not apply to other casual employees.
An eligible casual employee means a casual employee:

(a) employed by an employer on a regular and systematic basis for a sequence of periods
of employment or on a regular and systematic basis for an ongoing period of
employment during a period of at least 12 months; and

(b) who has, but for the pregnancy or the decision to adopt, a reasonable expectation of
ongoing employment.

For the purposes of this clause, continuous service is work for an employer on a regular and
systematic basis (including any period of authorised leave or absence).

An employer must not fail to re-engage a casual employee because:
(a) the employee or employee’s spouse s pregnant; or
(b} the employee is or has been immediately absent on parental leave.

The rights of an employer in relation to engagement and re-engagement of casual employees are
not affected, other than in accordance with this clause.

Definitions

For the purpose of this clause child means a child of the employee under school age
except for adoption of an eligible child where ‘eligible child’ means a person under the
age of 5 years who is placed with the employee for the purposes of adoption, other than a
child or step-child of the employee or of the spouse of the employee or a child who has
previously lived continnously with the employee for a period of six months or more.

For the purposes of this clause, spouse includes a de facto spouse, or former spouse or
former de facto spouse. The employee’s “de facto spouse” means a person who lives with
the employee as husband, wife or same sex partner on a bona fide domestic basis,
although not legally married to the employee.

Basic entitlement
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28.2.1

28.2.2

Employees who have, or will have, completed at least twelve menths continuous service,
are entitled to a combined total of 52 weeks paid and unpaid parental leave on a shared
basis in relation to the birth or adoption of their child. An employee who does not satisfy
the qualifying service requirement for the paid components of leave, or an employee who
is an eligible casual employee, shall be entitled to leave without pay for a period not
exceeding 52 weeks.

Leave available is summarised in the following table:

Type of leave Paid leave Unpaid leave Total combined paid
and unpaid leave
Matemnity leave 6 weeks 46 weeks if 52 weeks
— I to 2 years service primary care
giver
Maternity leave 9 weeks 43 weeks if 52 weeks
— 2 to 3 years service primary care
giver
Maternity leave 12 weeks 40 weeks if 52 weeks
-3 years or more service primary care
giver
Paternity/partner I weeks 51 weeks if 52 weeks
primary care
giver
Adoption leave — Same as Same as 52 weeks
primary care giver maternity leave | maternity leave
Adoption leave — 1 weeks 2 weeks 3 weeks
secondary care giver

Subject to 28.3.6, parental leave is to be available to only one parent at a time, in a single
unbroken period, except that both parents may simultaneously take:

28.2.2(a)  in the case of 1 week’s paid paternity/partner leave an employee shall be entitled

to a total of 5 days (which need not be taken consecutively) in connection with the
birth of a child for whom he or she has accepted responsibility which may be
commenced 1 week prior to the expected date of birth, and in the case of short
adoption leave for the secondary care giver, 1 week’s paid leave and up to 2 weeks’
unpaid leave which may be commenced at the time of placement.

28.3 Maternity leave

28.3.1

An employee must provide notice to the employer in advance of the expected date of
commencement of parental leave. The notice requirements are:

28.3.1(a)  of the expected date of confinement (included in a certificate from a registered

medical practitioner stating that the employee is pregnant) - at least ten weeks;

28.3.1(b)  of the date on which the employee proposes to commence maternity leave and the

28.3.2

28.3.3

period of leave to be taken - at least four weeks,

When the employee gives notice under 28.3.1(a) the employee must also provide a
statutory declaration stating particulars of any period of paternity/partner leave sought or
taken by her spouse and that for the period of matemity leave she will not engage in any
conduct inconsistent with her contract of employment.

An employee will not be in breach of this clause if failure to give the stipulated notice is
occasioned by confinement occurring earlier than the presumed date.
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28.3.4

28.3.5

28.3.6

Subject to 28.2.1 and unless agreed otherwise between the employer and employee, an
employee may commence parental ieave at any time within six weeks immediately prior
to the expected date of birth.

Where an employee continues to work within the six week period immediately prior to
the expected date of birth of the child or is on paid leave under 28.9.2, an employer may
require the employee to provide a medical certificate stating that she is fit to work on her
normal duties. The employer may require the employee to start maternity leave if the
employee:

28.3.5(a)  does not give the employer the requested certificate within 7 days after the request;

or,

28.3.5(b)  within 7 days after the request for the certificate, gives the employer a medical

certificate stating that the employee is unfit to work.

Sick Leave and special maternity leave

28.3.6(a)  Where the pregnancy of an employee not then on maternity leave terminates other

than by the birth of a living child, the employee may take leave for such periods as
a registered medical practitioner certifies as necessary, as follows:

28.3.6(a)(i) Where the pregnancy terminates during the first 20 weeks, during the
certified period/s the employee is entitled to access any paid and/or
unpaid sick leave entitlements in accordance with the relevant
personal leave provisions;

28.3.6(a)(ii) Where the pregnancy terminates after the completion of 20 weeks,
during the certified period/s the employee is entitled to paid special
maternity leave not exceeding the amount of paid maternity leave
available under 28.2.1, and thereafter, to unpaid special matemnity
leave,

28.3.6(b)  Where an employee not then on maternity leave is suffering from an illness

28.3.7

whether related or not to pregnancy an employee may take any paid sick leave to
which she is entitled and/or unpaid sick leave in accordance with the relevant
personal leave provisions.

Where leave is granted under 28.3.4 hereof, during the period of leave an employee may
return to work at any time, as agreed between the employer and the employee provided
that time does not exceed four weeks from the recommencement date desired by the
employee.

28.4 Paternity/Partner leave

28.4.1

An employee will provide to the employer at least ten weeks prior to each proposed
period of paternity/partner leave, with:

28.4.1(a)  a certificate from a registered medical practitioner which names his or her spouse,

states that she is pregnant and the expected dated of confinement, or states the date
on which the birth took place; and

28.4.1(b)  written notification of the dates on which he or she proposes to start and finish the

period of paternity leave; and

28.4.1(c)  a statutory declaration stating:
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28.4.1(c)() except in relation to leave taken simultaneously with the child’s
mother under clause 28.2.2(a) or clause 28.6.1(a), that he or she will
take the period of paternity/partner leave to become the primary care-
giver of a child;

28.4.1(c)(ii) particulars of any period of maternity leave sought or taken by his or
her spouse; and

28.4.1(c)(iii) that for the period of paternity/partner leave he or she will not engage
in any conduct inconsistent with his or her contract of employment.

The employee will not be in breach of 28.4.1 hereof if the failure to give the required
period of notice is because of the birth occurring earlier than expected, the death of the
mother of the child, or other compelling circumstances.

28.5 Adoption leave

28.5.1

28.5.2

28.5.3

28.54

28.5.5

The employee shall be required to provide the employer with written notice of their
intention to apply for adoption leave as soon as is reasonably practicable after receiving a
placement approval notice from an adoption agency or other appropriate body.

The employee must give written notice of the day when the placement with the employee
is expected to start as soon as possible after receiving a placement notice indicating the
expected placement day.

The employee must give the following written notice of the first and last days of any
period of adoption leave they intend to apply for because of the placement:

28.5.3(a)  Where a placement notice is received within the period of § weeks after receiving

the placement approval notice - before the end of that 8 week period; or

28.5.3(b)  Where a placement notice is received after the end of the period of 8 weeks after

receiving the placement approval notice — as soon as reasonably practicable after
receiving the placement notice.

As a general rule, the employee must make application for leave to the employer at least
ten weeks in advance of the date of commencement of long adoption leave and the period
of leave to be taken, or 14 days in advance for short adoption leave. An employee may
commence adoption leave prior to providing such notice, where throngh circumstances
beyond the control of the employee, the adoption of a child takes place earlier.

Before commencing adoption leave, an employee will provide the employer with a
statement from an adoption agency of the day when the placement is expected to start and
a statutory declaration stating:

28.5.5(a)  that the child is an eligible child, whether the employee is taking short or long

adoption leave or both and the particulars of any other authorised leave to be taken
because of the placement.

28.5.5(b)  except in relation to leave taken simultaneously with the child’s other adoptive

parent under clause 28.2.2(a) or clause 28.6.1(a), that the employee is seeking
adoption leave to become the primary care-giver of the child;

28.5.5(c)  particulars of any period of adoption leave sought or taken by the employee’s

spouse; and

28.5.5(d)  that for the period of adoption leave the employee will not engage in any conduct

inconsistent with their contract of employment.

25



28.5.6 An employee must provide the employer with confirmation from the adoption agency of
the start of the placement.

28.5.7 Where the placement of child for adoption with an employee does not proceed or
continue, the employee will notify the employer immediately and the employer will
nominate a time not exceeding four weeks from receipt of notification for the employee’s
return to work.

28.5.8 An employee will not be in breach of this clause as a consequence of failure to give the
stipulated periods of notice if such failure results from a requirement of an adoption
agency to accept earlier or later placement of a child, the death of a spouse, or other
compelling circumstances.

28.5.9 An employee seeking to adopt a child is entitled to unpaid leave for the purpose of
attending any compulsory interviews or examinations as are necessary as part of the
adoption procedure. The employee and the employer should agree on the length of the
unpaid leave. Where agreement cannot be reached, the employee is entitled to take up to
two days unpaid leave. Where paid leave is available to the employee, the employer may
require the employee to take such leave instead.

28.6 Right to request

28.6.1 An employee entitled to parental leave pursuant to the provisions of clause 28.2.1 may
request the employer to allow the employee:

28.6.1(a)  to extend the period of simultaneous unpaid parental leave provided for in clause
28.2.2(a) up to a maximum of eight weeks;

28.6.1(b)  to extend the period of unpaid parental leave provided for in clause 28.2.1 by a
further continuous period of leave not exceeding 12 months;

28.6.1(c)  toreturn from a period of parental leave on a part-time basis until the child reaches
school age;

to assist the employee in reconciling work and parental responsibilities.

28.6.2 The employer shall consider the request having regard to the employee’s circumstances
and, provided the request is genuinely based on the employee’s parental responsibilities,
may only refuse the request on reasonable grounds related to the effect on the workplace
or the employer’s business. Such grounds might include cost, lack of adequate
replacement staff, loss of efficiency and the impact on customer service.

28.6.3 Employee’s request and employer’s decision to be in writing

The employee’s request and the employer’s decision made under clauses 28.6.1(b) and
28.6.1(c) must be recorded in writing.

28.6.4 Request to return to work part-time
Where an employee wishes to make a request under clause 28.6.1(c), such a request must
be made as soon as possible but no less than seven weeks prior to the date upon which the
employee is due to return to work from parental leave,

28.7 Variation of period of parental leave

Unless agreed otherwise between the employer and employee, where an employee takes leave
under clause 28.2.1 and 28.6.1(b) an employee may apply to their employer to change the



period of parental leave on one occasion. Any such change must be notified in writing at least
two weeks prior to the commencement of the changed arrangements.

28.8 Parental leave and other entitlements

An employee may in lieu of or in conjunction with parental leave, access any annual leave or
long service leave entitlements which they have accrued subject to the total amount of leave not
exceeding 52 weeks or a longer period as agreed under 28.6.

28.9 Transfer to a safe job
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28.9.2

Where an employee is pregnant and, in the opinion of a registered 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 will, if the employer deems it practicable, be transferred to a safe job with no
other change to the employee’s terms and conditions of employment until the
commencement of maternity leave.

If the employer does not think it to be reasonably practicable to transfer the employee to a
safe job, the employee may take paid leave, or the employer may require the employee to
take paid leave immediately for a period which ends at the earliest of either:

28.9.2(a)  when the employee is certified unfit to work during the six week peried before the

expected date of birth by a registered medical practitioner, or

28.9.2(b)  when the employee’s pregnancy results in the birth of a living child or when the

employee’s pregnancy ends otherwise than with the birth of a living child.

The entitlement to leave is in addition to any other leave entitlement the employee has.

28.10 Returning to work after a period of parental leave

28.10.1

28.10.2

28.10.3

An employee will notify of their intention to return to work after a period of parental
leave at least four weeks prior to the expiration of the leave.

Subject to clause 28.10.3, an employee will be entitled to the position which they held
immediately before proceeding on parental leave. In the case of an employee transferred
to a safe job pursuant to 28.9, the employee will be entitled to return to the position they
held immediately before such transfer.

Where such position no longer exists but there are other positions available which the
employee is qualified for and is capable of performing, the employee will be entitled to a
position as nearly comparable in status and pay to that of their former position.

28.11 Replacement employees

28.11.1

28.11.2

A replacement employee is an employee specifically engaged or temporarily promoted or
transferred, as a result of an employee proceeding on parental leave.

Before an employer engages a replacement employee the employer must inform that
person of the temporary nature of the employment and of the rights of the employee who
is being replaced.

28.12 Communication during Parental leave

28.12.1

Where an employee is on parental leave and a definite decision has been made to
introduce significant change at the workplace, the employer shall take reasonable steps to:
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28.12.1(a) make information available in relation to any significant effect the change will
have on the status or responsibility level of the position the employee held before
commencing parental leave; and

28.12.1(b) provide an opportunity for the employee to discuss any significant effect the
change will have on the status or responsibility level of the position the employee
held before commencing parental leave.

28.12.2 The employee shall take reasonable steps to inform the employer about any significant
matter that will affect the employee’s decision regarding the duration of parental leave to
be taken, whether the employee intends to return to work and whether the employee
intends to request to return to work on a part-time basis.

28.12.3 The employee shall also notify the employer of changes of address or other contact
details which might affect the employer’s capacity to comply with 28.12.1.

28.13 Permanent care leave
28.13.1 An Employee, other than a casual Employee,

28.13.1(a) granted custody of a child under the age of five years under the Children and
Young Person’s Act 1989 by the Children’s Court or the Family Court, and

28.13.1(b) where the Employee is the primary care giver for the child, the Employee
will be entitled to 2 weeks paid leave at a time to be agreed.
28.14 Pre-Natal Leave

28.14.1 An Employee, other than a casual Employee who presents a medical certificate from a
registered medical practitioner stating that she is pregnant will have access to paid leave
totalling up to 37.5 hours per pregnancy to enable her to attend the routine medical
appointments associated with the pregnancy. Each absence must be covered by a medical
certificate. Such leave is in addition to the maternity leave and sick/carer’s leave
provisions of this Agreement.

28.14.2 The work unit should be flexible enough to allow such Employee’s the ability to leave
work and return on the same day.

28.14.3 On presentation of a medical certificate stating such, any Employee who has a partner
who is pregnant will have access to paid leave under this sub-clause totalling up to 7.6
hours per pregnancy to enable their attendance at routine medical appointments
associated with the pregnancy. Each absence must be covered by a medical certificate.

28.15 Half Pay Provision

The Employer may allow an Employee who is entitled to paid parental leave to take that leave at
half pay for a period equal to twice the period to which the Employee would otherwise be
entitled.

29 LONG SERVICE LEAVE

29.1 Basic entitlement

An employee who has completed 10 years service shall be entitled to 13 weeks paid long
service leave. An employee shall be entitled to a further 61/2 weeks paid long service leave for
each additional five years service.
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29.2 Pro rata access

An Employee may access this entitlement, on a pro rata basis, after an initial 7 years of
continuous service,

29.3 Leave may be taken on half pay
An employee's long service leave may be taken on half pay, with the period of time that
employee entitled to being doubled, subject to employer approval and organizational
requirements.

29.4 Minimum leave

The minimum amount of long service leave which may be taken is two weeks unless agreed
with Chief Executive

29.5 Accrual of long service leave
Employees can accrue long service leave in accordance with the ADF's guidelines.

29.6 Payment in lieu
An employee with ten years service or more shall receive a payment equivalent in full to the
amount of long service leave that employee is entitled to on resignation or termination of
employment.

29.7 Calculation of the period of service

In caleulating the period of service, there shall be included:

29.7.1 any period of paid leave
29.7.2 unpaid sick leave up to a maximum of 26 weeks
29.7.3 any period of Workcover for which accident make-up payments are made

30 COMMUNITY SERVICE

30.1 Jury Service

An employee who is required to perform jury duty shail not lose any pay as a result of such an
activity. The ADF will make-up the difference between any monies paid for performing Jury
Services and the employee's normal salary.

30.2 The employee shali be entitled to keep any monies paid for performing their role as a jury
member.

31 PUBLIC HOLIDAYS

31.1 An employee, other than a casual, shall be entitled to the following holidays without loss of pay.
Part-time employees shall only be paid for public holidays which fall on days on which the part-
time employee would normally work.

31.1.1 New Year's Day, Good Friday, Easter Saturday, Easter Monday, Christmas Day, Boxing
Day, Australia Day, Anzac Day, Queen's Birthday, Labour Day and Melbourne Cup Day.
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31.1.2

31.1.3

31.14

31.2

31.3

31.4

32

32.1

32.2

32.3

32.4

33

33.1

34

34,1

34.1.1
34.1.2

34.1.3

When Christmas Day is a Saturday or a Sunday, a holiday in lieu thereof shall be
observed on 27 December.

When Boxing Day is a Saturday or a Sunday, a holiday in lieu thereof shall be observed
on 28 December.

When New Year's Day or Australia Day is a Saturday or a Sunday, a holiday in lieu
thereof shall be observed on the next Monday.

If, in the State of Victoria, public holidays are declared or prescribed on days other than those
set out above, those days shall constitute additional holidays for the purposes of this agreement.

Another day may be substituted for any prescribed in this clause, by agreement between the
parties.

Employees in states other than Victoria

Employees in states other than Victoria will be entitled to public holidays that apply in the state
they work in accordance with relevant legislation.

STUDY LEAVE

The employer may grant to any employee part-time leave of absence with pay for the purpose of
acquiring a qualification or studying a course or part of a course which, in the opinion of the
employer, is likely to increase the efficiency and work related skills of the of the employee.

In exceptional circumstances, the employer may grant leave of absence either without pay or
upon the condition that leave of absence will be offset by the performance of duties by the
employee outside working hours.

The employer may require evidence of satisfactory progress to be produced at any time during
the period of study leave.

Criteria for study leave

These will be developed and included in the ADF's Policy and Procedures Manual,

OTHER LEAVE

In special circumstances an employee shall be entitled to receive leave with or without pay for a
period of time agreed to between the employee and the employer.

CULTURAL AND CEREMONIAL LEAVE

As recognition of diversity in the workplace, members of staff of Aboriginal or Torres Strait

Islander descent and staff from other religious or cultural groups are entitled to be granted leave

without pay for religious or ceremonial purposes upon production of supporting documentation:
connected with the death of a member of the immediate family or extended family; or

for other ceremonial obligations under Aboriginal or Torres Strait Islander law; or

other religious and cuitural events.



34.2 The maximum period of entitlement for ceremonial leave for a staff member is 10 days in any
period of two calendar years. Prior to being granted ceremonial leave, staff members are
eligible to apply for paid compassionate leave or access other paid leave entitlements..

34.3 The granting of this leave must take into consideration demands of the staff member's work unit.

PART 7 TRAVELLING AND WORKING AWAY FROM USUAL PLACE OF WORK

35 PERSONAL EXPENSES

33.1 General provisions

35.1.1 The Employer will reimburse the Employee his or her reasonable out of pocket expenses
actually and necessarily incurred in the course of his or her authorised duties.

35.1.2 The Employer must apply the rulings of the Commissioner of Taxation (Australian Tax
Office) relating to reasonable allowances in determining the maximum rates payable,
unless otherwise agreed.

35.1.3 The amount of an expense will be considered reasonable where it does not exceed the
relevant amounts set by the Australian Tax Office as adjusted from time to time.

35.2 Allowable expenses
Allowable expenses include:

35.2.1 traveling, accommodation, meals and other incidental expenses associated with an
overnight absence from home or part day duties away from the normal work [ocation; and

35.2.2 expenses incurred in using private mobile and home phones; and
35.2.3 expenses incurred in using private vehicles,
35.3 Private mobile and home phone use

35.3.1 An Employee, required to use his/her private mobile phone or home phone in the course
of their employment, will be reimbursed for work-related calls under their plan.

35.3.2 The Employee must obtain the prior approval of the Employer before using their private
mobile or home phone during the course of their employment.

35.3.3 Following use, the Employee must submit an itemised statement of the calls made and
their cost.

35.4 Private motor vehicle use

35441 An Employee, required to use his/her private motor vehicle in the course of his/her
employment, will be reimbursed for kilometre costs and any other motor vehicle
reimbursement expenses incurred in the course of the Employee’s employment and
authorised by the Employer.

35.4.2 The Employee must obtain the prior approval of the Employer before using their private
motor vehicle during the course of their employment,

35.4.3 It is required that an employee who uses their own vehicle for work-related purposes
must have comprehensive car insurance. If full comprehensive insurance is not held, the

-
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35.4.4

35.4.5

35.4.6

35.4.7

3548

35.5

35.5.1

35.5.2

35.0

35.7

employee must make other travel arrangements. The cost will be borme by the ADF, and
must be approved prior to travel by the relevant manager.

Foliowing use, the Employee must submit a declaration stating the date, the purpose of
the trip, the number of kilometres travelled and the type of vehicle used.

The rates payable in respect of motor kilometre costs will be the rates determined by the
Australian Tax Office from time to time.

In the case of an accident involving an employee using his/her private vehicle for ADF
business, the ADF will meet all costs incurred as the result of the accident. This shall
include but not be limited to the following:

35.4.6(a) insurance excess;
35.4.6(b) insurance premium penalties;

35.4.6(c)  costs of transport to either the employee's home or the ADF, if the vehicle is
damaged; and

35.4.6(d) all costs of towing the vehicle.

Clause 34.4.6 will not apply if the employee is proven to have been over the drink drive
limit.

The ADF will not be responsible for any costs covered by the Transport Accident
Commission (TAC).

Expense claims

An Employee must submit official receipts as soon as practical after the event as evidence
of expenditure incurred, except where the Employee uses his/her own motor vehicles for
work purposes in which case the Employee will submit a declaration in accordance with
clause 35.4.3.

A declaration from the Employee that the expense was incurred may be accepted if the
receipt is lost or misplaced, and suitable verification can be made.

The Employer will pay the Employee moneys owing under this clause in a manner to be agreed
between the Employer and Employee as soon as practicable but not later than 2 pay perjods
after the Employee submits a claim.

Upon request, the Employer will provide an advance for the expected costs associated with
work related travel or any other exercise where an Employee is likely to incur work related
expenses. As soon as practicable after the event, the Employee will provide the Employer with
an account of all expenses incurred together with receipts (and where necessary a statement)
together with any balance owed to the Employer.

PART 8 - OCCUPATIONAL HEALTH AND SAFETY MATTERS

36

36.1

ACCIDENT COMPENSATION

An employee who is absent from duty as a result of sustaining an injury for which liability to be
paid weekly compensation under the Accident Compensation Act 1985 is accepted must be
granted leave with pay at the employee's normal average weekly earnings less the amount of
weekly compensation payments.



36.2

36.3

36.4

36.4.1

36.4.2

36.4.3

37

37.1

38

338.1

38.2

Leave with pay ceases and the employee must be granted leave without pay when the employee
has been absent from work for a continuous period of 52 weeks or an aggregate period of 261
working days (1983 hours) in respect of any one injury. The employer may extend the period of
leave with pay.

An employee granted leave pursuant to these provisions must be returned to work in suitable
and valid modified or alternate duties should the employee's treating medical practitioner so
recommend for the purposes of rehabilitation.

38.4 For the purposes of this clause:

"injury" has the same meaning as contained in the Accident Compensation Act 1985
(Vie);

"Normal weekly earnings" shall include all overtime and other allowances

"working days" means a day or days when the employee would normally be required to
work and includes public holidays.

OCCUPATIONAL HEALTH AND SAFETY
Health and Safety Training

Upon election as a Health and Safety representative, an employee shall be granted leave of
absence on full pay for up to five days, as soon as practicable after appointment having regard to
the availability of course places and the operations of the employer, to attend an introductory
Health and Safety Representative's Course approved by the Victorian Workcover Authority.

FACILITIES, EQUIPMENT AND ACCOMMODATION

The employer shall provide employees with all necessary instruments, equipment, tools,
stationery and furniture for carrying out their work except as otherwise agreed between the
parties to this agreement.

The employer shall provide in easily accessible locations first aid equipment adequate for the
nature of the employee's duties.

PART 9 - AGREEMENT COMPLIANCE

39

391

40

40.1

41

AVAILABILITY OF AGREEMENT

A copy of this agreement and any agreement made in relation to it shall be kept in an easily
accessible place within each place of business and be available for inspection at any time by
persons subject to it.

COMMUNICATION WITH REPRESENTATIVE
Employees will be allowed reasonable access to electronic communication devices to facilitate
communication between Employees and the CPSU, provided that such communication is not

offensive or improper.

SIGNATORIES
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SIGNED for and on behalf of CPSU, THE SIGNED for and on behalf of the AUSTRAILIAN
COMMUNITY AND PUBLIC SECTOR UNION  DRUG FOUNDATION by its authorised officer
by its authorised officer

)

)

)

Signature

W, L, STloma-tr,
Karen Batt Bill Stronach
Branch Secretary Chief Executive Officer
CPSU/SPSF Victorian Branch Australian Drug Foundation
Victorian Trades Hall 409 King Street
54 Victoria Street West Melbourne, 3003
Carlton 3053
In the presence of: In the presence of:
W
Witness
— o _

Name of{jWitness (print) Name of Witness (print)



SCHEDULE 1: CLASSIFICATION STRUCTURE

CLASSIFICATION SALARY RATES

Date of effect 01-Jul-07 01-Jul-08 01-Jul-09
Salary increase inclusive of 3.25% 3.25% 3.25%
increases paid under clause 17.1
Level 1 Min $31,000 $32,008 $33,048
Max  $35,000 $36,138 $37.312
level 2 Min  $35,001 $36,139 $37,313
Max  $39,000 $40,268 341576
Level 3 Min  $39,001 $40,269 $41,577
Max  $43,000 $44.398 $45,840
Level 4 Min $43,001 544,399 $45,841
Max $47,000 $48,527 350,105
Level 5 Min $50,000 $51,625 $53,303
Max $54,000 $55,7565 $57.567
Level 6 Min $54,001 $55,756 $57,568
Max $58,000 $59,885 $61,831
Level 7 Min $58,001 $59,886 $61,832
| Max $64,000 $66,080 368,228
Level 8 Min  $87,000 $69,178 $71,426
Max $73,000 $75,373 $77,822
Level 9 Min $75,000 $77,438 $79,854
Max  $80,000 $82,600 $85.285
Level 10 Min $84,000 $86,730 $89,549

Max  $91,000 393,958 397,011




CLASSIFICATION DESCRIPTORS
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