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THE ALPHINGTON GRAMMAR CLERICAL ADMINISTRATIVE
CERTIFIED AGREEMENT 2005

1. Title
This Agreement will be known as the Alphington Grammar Clerical Administrative
Emplovees and First Aid Officers Certified Agreement 2005 {"the Agreement™).

2.Arrangement
FThe Agreement is arranged as follows:

Clause No

1 Title
2 Arrangement
3 PPartics bound
4 Relationship to Awards
) Duration
) Waae Increases
7 Introduction of Major Change
] Redundaney
Y Severance Pav
14 Due Process
11 Terms of Appointment
12 Part-time emplovees
3 Parental Leave
14 Long Service Leave
15 Work outside of or in access of the ordinary hours of work
16 Trade Union Training Leave
17 Staft Fee Discount
18 Notice of termination
v Personal [eave
20 Job Security
21 Gricvance and Dispute Resolution Procedure
el

22 Attachment 1

Parties Bound

)

This Agreement binds Alphinglon Grammar and all persons emploved by
Alphington Grammar as Clerical Administrative Emplovees and First Aid
Officers.



4. Relationship to Awards

4.1 The terms and conditions of emplovment for Clerical Administrative
Employees and First Aid Otficer as specitied in this Agreement will opTi
conjunction with the Victorian Independent Schools - Victorian Independent
Schools-Clerical Administrative Emplovees Award 2004

4.2 All of the terms of the Award at 4.1 preseribing entitlements Tor emplovees.
shall be as they stood on 30 June 2005 (with the exception of clause 18 of the
Victorian Independent Schoots — Clerical Administrative Emplovees Award
2004 ) and subject only to 4.3 below be terms of the agreement,

.
;J

Where the express terms of this agreement as opposed 1o the terms
mcorporated by reason of paragraph 4.2 dilfer. the express terms shall prevail
to the extent of the difference or inconsistency.

5. Duration

This Agreement will apply from the date of certification of this Agreement by
the Austrabian Indusirial Relations Commission (“the Commission”) and will
remain 1n etffect until 31 December 2007

6. Wage Increases

6.1 The parties are agreed that the School is commitied o providing salary
increases equal to teachers and school assistants,

6.2 The School is committed to paving the following increases and as outlined in
attachment 1:

37 October 2004
3% January 2003
3% December 20045
3%+ October 20006

7. Introduction of Major Change
7.1 Definition of major change

LI Major change refers specifically 1o major change in the following arcas:
produciion
program
OFganisation
SLRHCTUTe D OF
technology
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Significant effects include:

* termination of emplovmenti

* major changes in the compoesition. operation or size of the emplovers
workforee or in the skills required

* the alteration of hours of work

* theneed for retraining or transfer of emplovees to other work or locations

*  the restructuring of jobs

With the exception that where the award mukes provision for alterations of anv
of the matters referred to in this clause an alieration will be deemed not 1o
have significant ctfect.

Employer’s duty to notify change

Where the school has made a definite decision to introduce major changue s

detined in 7.1 the school will discuss with the craplovees allected and the

Inton

* theeffects the changes are likely 1o have on emplovees

® measures (0 avert or mitigate the adverse effects of such changes an
cmplovees

The employer will give prompt consideration o matters raised by the
emplovees and or the Union in relation to the changes.

The employer will commence further discussions as carly as practicable alter
the emplover has made a definite decision to make the changes referred 1o in
7.2

FFor the purposes of such discussion and subject 1o 7.2.5 1he emplover will
provide in writing 10 the emplovees concerned and their Union. all known
relevant information about the changes including -

* the nature of the changes proposed

* the expected effects of the changes on emplovees: and

* anv other matters likely to affect emplovees,

For the purposes of such discussions under 7.2.4. the emplover will not be
required o disclose confidential information which would be inimical 1o the
emplover’s interest.

Redundancy
Discussions before termination
Where an emplover has made a definite decision that the cmplover no loneer

wishes the job the employee has been doing done by anvone and this is not due
to the ordinary and customary urnover of labour and that decision may lewd 1o
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8.1.3

termination of emplovment, the emplover witl hold discussions with the
cmplovee directlv atfected and their umon.

The emplover will hold discussions as soon as practicable after the emplover
has made a definite decisien which will invoke the provisiens of 8101
Pursuant to 3.1.2, the emplover will discuss. iter ahiu
* the reasons for the proposed terminations
*  measures to avold or minimise the terminations
* measures o mitigate any adverse effects of any termination on the
emplovees concerned.

For the purposes of the discussion pursaant to 8.1.2. the emplover will. as seon
as practicable. provide in writing to the emplovees concerned and their union.
all known relevant information about the propesed terminations including :
*  the reasons for the proposed terminations
* the number and calegories of emplovees likelv 1o be altected
* the number of workers normally emploved
* the period over which the terminations are hikely 1o be carried oul.
For the purposes of 8.1.2 - 8.1.5_an employer i1s not required w disclose
confidential information the disclosure of which would be intmical to the
cmplover’s interests.
Severance Pay
The following table replaces the entitlemenis to severance pay described by
Clause 9.3 of the Victorizn Independent Schools - Clerical Admumstrative
Avward 2004

Period of Continuous Service Severance Pav

Less than 1 ovear Nil

1 vear hut less than 2 vears 4weeks pay

2 vears but less than 3 years fweeks pay

3 vears but less than 4 vears 7 weeks pay

+ vears but less than 3 vears Sweeks pay

S vears but less than 6 vears 1 weeks pay

6 vears and less than 7 vears I weeks pay

7 vears and less than 8 vears 13 weeks pay

8 vears and less than 9 vears 4 weeks pay

O vears and less thar 18 vears 160 weeks pay

1) vears and over 16 weeks pay
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Due Process

Where the school has concerns with the conduct or performance ol an
cmplovee 1t may mstigate Due Process as outlined 0 this clause.

Due process will commence with the emplover advising the cmplovee in

writing of :

¢ the emplover’s concerns with the emplovee’s conduct or performance

* the tume. date and place of the first due process meeting

* the teacher’s right to be accompanied by ¢ nominee of the emplovee’s
chotce at all due process meetings

* the emplover’s right to terminate the emplovment should due process not
resolve the emplover’s concerns.

Due Process meetings will ¢

* include discussion of the emplover's concerns with the emplovee’s
conduet or performance

* give the emplovee an oppertunity to respond to the emplover’s concerns

* include discussions of any counselling or assistance. where appropriate.
available to the employee

* include documentation. where appropriate

*  set periods of review. as appropriale.

H. following due process. the emplover’s decision is to terminate the
emplovment of an employee, then the emplover must give a minimom of 4
weeks notice in writing. Where the employvee is entitled o school holidavs .
such notice will be given whelly within the one schoot term.

Terms of Appointment

Letier of Appointment
Upon engagement. the cmplover will provide an emplovee with a letter of
appeintment.

Part-time Employees

Reduction in hours of work

Where a bona fide reduction of 30 % or more of o part-time emplovees hours
of work is proposed. the emplovee may choose 1o accept the new position or
be declared redundant and receive the appropriste payment.

Dayvs and Times of Attendance

12.2.1 An emplover cannot vary the davs and times of attendants of a part-time
emplovee during vear unless:

The emplovee consenis
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It can be demonstrated that such o variation is required as a resuli of @ chanec
in funding: carnculum enrolment needs,

in reaching this decision the school will consider;
*  T'he needs of the school: and
*  The tamily needs of the emplovee

12,3 Notice period
12.3.1 The school will endeavour Lo give the emplovee 3 weeks™ notice of such

changes (in the case of emplovees with paid school holidavs wholly within
lerm time). Minimum noetice period is 2 weeks (in the case of emplovees with
paid school holidays wholly within term time). Notice shall be in given in
writing.

124 Should the matter subscquently be the subject of the Grievance Procedure.
and should the ATRC make the recommendations. then the recommendations
shall be implemented by the parties.

13. Parental Leave

151 Aflter twelve months of continuous service. parents are entitled 1o a combined
total of 32 weeks parental leave on a shared basis in relation to the birth or
adoption of their child. For females. maternity leave may be taken and for
males. paternity leave mav be taken. Adoption feave may be taken in the case
of adoption.

13,

b2

Paid Parental Leave

r
9]

The school will. at the time of continement of an emplovee wha is cligible Tor
malernity leave. make a pavment equal to 9 weeks pay at the emplovee's
ordinary raic of pay. Half pay over a period of IS weeks is an available option,

2.2 The school will. at the time of placement of the child of an emplovee who is
eligible for adoption Jeave. make 4 pavment equal 1o 9 weeks pav at the
employee's ordinary rate of pav. Half pay over a period of 18 weeks is an
available option.

..... This pavment shall be additional 1o anv other entitlement prescribed by the
relevant award or this Agreement.

13.3  Further period of parental leave resulting from a subsequent pregnancy

)
L

For the purpose of this clause a further period of parental Teave <hall mean o
period of parental feave resulting [rom w subsequent preanancy tiken without
return o work from an imitial pertad of parental Teay e and shadl be deened 1o
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be w new and separate period of parental feave

When an emplovee who is alrcady on parental leave under this clause apphies
for a further period of leave because of a subsequent pregnancy the new and
separate leave will commence from the date of confinement.

Paternity Leave

Male employees are entitled 10 3 days of paid paternity leave and may be taken
in 2 scparate periods

Part-time work

A female employee may work part-time in one or more periods while pregnant
where part-time emplovment is. on medical advice recommended

Subject to the agreement of the cmplover
* Afemale emplovee may work part-time upon returning from parental leave
* A male emplovee may work part-time upon returning from parental feave

* Inrelation to adoption. on return from adoption leave. the cmployvee may
work part-time

The peried of part-time emplovment is subject o the agreement of the
emplover.

At the expiration of the period of part-time emplovment in sub-clause
3.5 1. 153.5.2.13.5.3, the emplovee has the right o return 1o his her Tormer fufl-
time position.

Under this agreement. commencement of part-time emplovment under this
sub-clause and return from part-time employment 1o full time cmplovment
under this sub-clause does not break continuity of employvment.

Long Service Leave

In addition o the Long Service entitlements in the Award. the ordinary pay ol
an Emplovee on Long Service Leave will be paid in one of the following wivs
to be nominated in advance by the Emplovee:

*  Fult pay in advance on commencing the leave

* Althe same pavintervals as the Emplovee would have been paid il et on
leave

* Pavmentonlv. without taking leave

* Double time on halt pay



4.2 Emplovees are entitled w pro tata Long Service Leave alter 10 vears of service

I43 0 Anemplovee who has an entitlement to Tong Service Leave is entitled 1o ke
a period of leave without pay in conjunction with tha Fong Serviee Teave
subject to the following conditions :

* The employee shall return to work at the start of a school lerm

* Thetotal period of leave shall comprise the whole term or terms

*  The period of leave without pay will narmaliyv be limited 1o the remainder
of the term in which long service feave is taken

15 Work outside of or inr excess of the ordinary hours of work

o

In addition 1o clavse 1 .4 of the Award. anv time worked that is in excess of
the weekly hours for which thev are emploved is granted as either time in licu
at the ordinary time. or paid as overtime with a loading of 33 1 37 on normad
hourly rate. The number of such hours mav onlv exceed 3 by mutual
agrecment,

16.  Trade Union Training Leave

16.1  Elected VIEU representatives for both the local sub-branch and Workplace
Consultative Committee are to be released on paid leave 10 attend union
training specific to respective roles to a combined 1otal of 2 davs per vear.

17, Staff Fee Discount
The fees charged for the child(ren) of anv staft member enrodled a1 Alphington
will be discounted at the rate of 307 on fees normatly charged including
sibling discount.

18. Notice of termination

18.1  Period of notice given by hoth the emplover and emplovee 1s 4 weeks
lrrespective
of length of service

19, Personal Leave

19.1  In addition to clause 235 of the Award. employers are entitled o 18 davs of paid
A ) !
personal Ieave in each vear of service.

19.

I~

[n any vear. unused personal leave acerues by the Tesser of

a) 15 days Jess the total amount of sick Teave and carer's leave 1aken during
the vear: or

by the balance of the vear's unused personal Teave



19.3

19.4

19.5

20.1

20.1a

20.1.b

20.1.¢

20.1.d

2007,
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The employvee is entitled 1o 15 davs sick Teave por full vear of service

Inthe first vear of service. six davs during the [irst term worked and there afier
an additional three days at the commencement of cach subseguent school term
Accumulated personal leave may be used for sick leave it the current sickh
leave entitlement is exhausted.

Job Security

The parties recognisce that job seeurity is a fundamentally important issue for
emplovees whose employment is covered by this Agreement and further that
the approach taken by the emplover to disciplinary action including
termination of employment bears upon the job security of all such emplovees.
The parties also recognise that their mutual obligations of good faith and
affording each other dignity and respect are 1o he observed in all aspects ol a
disciplinary process including in respect of termination ol employment,

[ recognition of the above. itis agreed that:

the parties will act in goed faith and afford cach other dignity and respect in
relations in any disciplinary matter;

the employver will not act in an arbitrary or capricious manner in relation 1o
disciplinary maiters:

the emplover will not terminate the emploviment of an cmiplovee in
circumstances that are harsh. unjust or unreasonable:

any dispute or grievance in relation o any matier referred o in a. b, or ¢,
above including the proposed termination of emplovment by the emplover
and or actual termination of emplovment by the emplover shall be referred o
the AIRC at the carliest opportunity:

in such cases. the AIRC shall take ail steps that it deems appropriate to resolve
and or settle such dispute or grievance

Grievance and Dispute Resolution Procedure

Matters in dispute arising from this Agreement shall be dealt with in
accordance with the provisions of the relevant award.

An exception to 211 above shall be that cither party shall have the right.
without objection by the other party. to refer any matter not resolved at the
conclusion of the above cited process to the Commission for arbitration,



Attachment 1

Salary increasces

October 2004 January 2005

Level U Year I S342.00 per week Level T Year T S338.00 per week
Year 2 S604.00) Year 2 S622.00)

Level 2 566300 Lesel 2 SH8S.00

Level 3 S717.00 Level 3 S738.00

Level 4 S797.00) Level 4 S821.00

Tevel 3 5911.00 Level 3 SUIS.00

Level 6 SU93.00) Level 6 STH23.00

December 2003 October 2006

Level I Year 1 S573.00 per week Level I Year 1 S392.00 per week
Year 20 S640.00 Year 20 SA3Y.00

Tevel 2 S706.00 Level 2 ST 0

Lesel 3 S761.00 Level 3 S “\4. (i}

Level 4 584600 Lovel 4 SETT.00

Level 5 SG6H6H.(0) Level 5 SUYS 00

Level 6 STO33.00 Level A STUSS .00

//%?;‘i MM SAATH BRI G

and on behalf of the School

NGRS TEACHER

For and on behalf of the Staff

M. farpeS




