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DEPUTY PRESIDENT HAMILTON MELBOURNE, 9 JULY 2010

Application for approval of the St Paul's Anglican Grammar School Agreement 2010.

[1] An application has been made for approval of an enterprise agreement known as the St
Paul's Anglican Grammar School Agreement 2010 (the Agreement). The application was
made pursuant to s.185 of the Fair Work Act 2009 (the Act). It has been made by St Paul's
Anglican Grammar School. The agreement is a single-enterprise agreement.

2] I am satisfied that each of the requirements of ss.186, 187 and 188 as are relevant to
this application for approval have been met.

3] The Agreement is approved and, in accordance with s.54, will operate from 16 July
2010. The nominal expiry date of the Agreement is 30 June 2012.

(4] The Independent Education Union of Australia being a bargaining representative for
the Agreement, has given notice under s.183 of the Act that it wants the Agreement to cover
it. In accordance with s.201(2), I note that the Agreement covers the organisation.

DEPUTY PRESIDENT
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22.1.1 equivalent to 14 weeks salary at the Employee’s ordinary rate of pay, provided that the

Employee takes a minimum of 14 weeks unpaid maternity leave commencing at or around the
time of the birth of the child; or

22.1.2 equivalent to 14 weeks salary at the Employee’s ordinary rate of pay, provided that the

222

22.3

224

22.5

22,6

22.7

2238

Employee takes a minimum of 14 weeks unpaid adoption leave at or around the time of the
placement of the child with the Teacher.

During the period of time that the Employee is in receipt of the parental allowance under 21.1, the
Employee is entitled to accrue annual leave, as defined by the Act, and personal leave, in
accordance with clause 17 — Personal Leave of this Agreement. The Employee is not entitled to
accrue long service leave in accordance with the Long Service Leave Act 1992 (Vic.)

Where an Employee is granted unpaid short paternity or unpaid short adoption leave at the time of
the birth of a child or placement of a child for adoption in accordance with the Act, the Employee is
entitled to a parental allowance at the Employee’s ordinary rate of pay for up to one (1) week of the
short paternity or short adoption leave.

An Employee must have a minimum of 12 months’ continuous service, if returning from parental
leave, before being eligible for the payment of a further allowance pursuant to 21.1 or 21.3.

Where the Employer employs both parents of the child, only one parent will be entitled to receive
payment pursuant to 21.1.

The parental allowance is not payable during a period of paid leave.
The general entitlement to paid parental leave is 14 weeks, pro-rata for part-time staff.

If an employee receives or is eligible to receive paid parental leave under the Australian
Government’s Paid Parental Leave Scheme or any other Australian Government-Funded or State
Government-Funded Paid Parental Leave Scheme (a PPL Scheme), and regardless of whether the
employee chooses to apply for such a payment, the following provisions will apply instead of clause
22.7:

(a) in respect of each week when the employee receives or is eligible to receive payment under a
PPL Scheme (to a maximum of 18 weeks), the employer will pay to the employee the amount (if
any) by which the employee’s normal rate of pay for a week’s work for the employer exceeds the
amount that the employee receives or is eligible to receive in that week under the PPL Scheme.
For example, if an employee’s normal pay for a week’s work is $1000.00 and the employee is
entitled to $600.00 per week for 18 weeks under the PPL Scheme, the employer would pay the
employee the difference, being $400.00 per week, for 18 weeks;

(b) (for the purpose of the calculation in (a) above, the employee shall be treated as having
received payment under the PPL Scheme if:

(i) the employee, being eligible, chooses not to apply for payment under the PPL
Scheme, or chooses not to apply for their full entitement under the PPL Scheme;
or

(i) the employee elects to transfer the employee’s unused entitiement to payments
under the PPL Scheme to another family member.

(iii)if the employer is required to pay any superannuation contributions on behalf of the
employee in respect of payments made to the employee under the PPL Scheme,
the employer’s liability under clause 22.8(a) shall be reduced by the amount of
such superannuation contributions.
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22.9 Upon request by the employer, the employee will provide the employer any information that the
employer reasonably requires in order to ascertain whether the employee is entitled to a payment
under a PPL Scheme in relation to the birth of a child. An employee who fails to provide the
requested information will not be entitled to receive any payment from the employer under this
clause.

23 LONG SERVICE LEAVE

23.1 Entitlement

23.1.1 An Employee is entitled to long service leave. The Long Service Leave Act 1992 (Vic.), as
amended from time to time, specifies the entitlement. This Agreement will prevail over the Act in
the event of any inconsistency.

23.1.2 An Employee is entitled to long service leave, upon the completion of the specified number of
years of continuous employment, as follows:

(a) Teachers
I. 13 weeks after 10 years (1 January 1982 to 31 December 1993)
Il. 10 weeks after 7 years (from 1 January 1994)

(b) Kindergarten Teachers and Assistants
I. 13 weeks after 15 years (1 January 1982 to 31 December 1998)
II. 10 weeks after 7 years (from 1 January 1999)

(c) All other Employees
. 13 weeks after 15 years (I January 1982 to 31 December 1996)
Il. 10 weeks after 7 years (from 1 January 1997)

23.1.3 An Employee, whose service has been all full-time or all at the same part-time fraction, is paid
during long service leave at the Employee’s normal salary.

23.14 An Employee, whose time fraction has varied during service, is paid salary at the proportionate
rate, calculated by averaging the time fractions over the period of service.

23.2 Taking Long Service Leave

23.2.1 An Employee may apply to take long service leave upon the completion of seven years of
continuous employment, provided the application is for not less than ten (10) weeks or one
school term, unless there are exceptional circumstances as determined by the Principal.

23.2.2 If an Employee has accumulated more than one term’s long service leave, and is taking long
service leave of not less than one term, then the Employee is entitled to take the monetary
equivalent of a percentage of the remaining leave to assist with the cost of taking long service
leave.

23.2.3 If an Employee is taking a Semester's long service leave, then the Employee may take the leave
at half-pay.

23.24 Applications for long service leave must be made by the end of Term 2 in the year prior to the
preferred commencement date for the leave, unless there are exceptional circumstances as
determined by the Principal.

23.3 lliness on Long Service Leave

23.3.1 Subject to the requirements of 23.3.2, an Employee, who becomes ill or suffers an injury during
long service leave and has an entitlement to sick leave, is entitled to have the period of illness or
injury treated as sick leave, with long service leave reaccredited to the Employee. The Principal
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may require the Employee to be examined by a registered medical practitioner of the Employer's
choice, provided the practitioner is reasonably accessible to the Employee.

23.3.2 The Employee’s application under 23.3.1:
L must be received by the Employer during the period of illness or injury;

[I.  mustbe accompanied by a medical certificate from a Registered Heaith Practitioner or a
statutory declaration attesting to the iliness or injury and the duration of that illness or
injury; and

11, must indicate whether the Employee wishes to extend the long service leave. by the
period of the iliness or injury or whether the Employee will return from long service leave
as planned with the period of illness or injury increasing the Employee’s accrued long
service leave entitlement.

24 LEAVE WITHOUT PAYy

24,1 An Employee may apply for leave without pay which may be granted at the discretion of the
Principal. An Employee agrees that entitlements under this Agreement do not accrue during any
period of leave without pay. This provision expressly overrides the Long Service Leave Act 1992
(Vic).

25 ACCIDENT COMPENSATION AND ACCIDENT MAKE-UP PAY

25.1 Where an Employee is incapacitated for work by reason of a work-related injury or illness and
becomes entitled to receive weekly payments under the Accident Compensation Act 1985 (Vic), the
Employer must pay to the Employee the difference between such weekly payments and the normal
remuneration of the Employee for a period or pericds in the aggregate of up to 39 weeks
(Teacher/Kindergarten School Teacher/School Assistant) or 26 weeks (all other Employees) in
respect of each such injury or illness but only for so much of that period as the Employee remains
employed by the Employer.

25.2 If an Employee is absent from work because of a personal illness or injury, for which the Employee is
receiving compensation payments pursuant to the Accident Compensation Act 1985 (Vic), then:

(a) the Employee does not accrue any of the following entitlements under this Agreement or under
the Act (where relevant) for the duration of any such absence:

. annual leave; or

Il.  paid personal/carer’s leave; and

(b) the Employee is not entitled to any payment or packaged benefit in respect of any Non
Attendance Time for a Teacher or School Holidays for an Early Childhood Assistant or School
Assistant entitled to School Holidays which fall during the period that the Employee is in receipt
of weekly payments under the Accident Compensation Act 1985 (Vic.).

25.3 In the event that an Employee, who is in receipt of weekly compensation payments pursuant to the
Accident Compensation Act 1985 (Vic.), has an entitlement to annual leave during a shut down
period, the workers’ compensation payments will cease and the Employee will take the accrued
annual leave entitiement.

25.4 For the purposes of 25.3, the period of annual leave will not reduce the Employee’s entitlement to
such compensation payments or to accident makeup pay, if applicable.

25.5 Where an employee returns to work in a partial capacity and is entitled to partial weekly
compensation payments in accordance with the Accident Compensation Act 1985 (Vic.), and where
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the employee is entitled to annual leave at the part time rate of pay, the employee will remain entitled
to be paid the weekly compensation payments in accordance with the Act.

26  WITHHOLDING OF MONIES

26.1 If an Employee fails to give the required notice upon termination of employment, the Empioyer may
withhold from any monies due to the Employee on termination under this Agreement, an amount not
exceeding the amount the employee would have been paid under this Agreement in respect of the
period of notice required by this clause less any period of notice actually given by the Employee.

27 PERFORMANCE AND CONDUCT MANAGEMENT PROCEDURES

27.1 Performance Management

27.1.1 This clause will not apply to a casual Employee or to an Employee serving a qualifying period of
employment.

27.1.2 Where the Employer is considering termination of employment for reasons related to the
Employee’s performance, the Employer will implement the procedure in 27.1.3 and 27.1.4.

27.1.3 A formal performance management procedure will commence with the Employer advising the
Employee in writing of:

¢ the Employer’s concerns with the Employee’s performance;

e the time, date and place of the first formal meeting to discuss the Employee’s
performance;

¢ the Employee’s right to be accompanied by a nominee of the Employee’s choice at
all meetings scheduled to discuss the Employee’s performance; and

+ the Employer’s right to terminate the employment should the procedure not resolve
the Employer’s concerns. '

27.14 Formal performance management meetings will:
¢ include discussion of the Employer’'s concerns with the Employee’s performance;
e give the Employee an opportunity to respond to the Employer’s concerns;

¢ include discussion of any counselling or assistance, where appropriate, available to
the Employee;

¢ include documentation, where appropriate; and
e set periods of review, as appropriate.

27.1.5 If, following the procedure in 27.1.3 and 27.1.4, the Employer's decision is to terminate the
employment of the Employee, then the Employer will give the required period of notice or
payment in lieu of notice.

27.2 Conduct Management Procedure

27.2.1 This clause will not apply to a casual Employee or to an Employee serving a qualifying period of
employment.

27.2.2 Where the Employer is considering termination of employment for reasons related to an
Employee’s conduct, the Employer will implement the procedure in 27.2.3 and 27.2.4.

27.23 The Employer will advise the Employee of:
¢ the Employer’'s concern with the Employee’s conduct;

o the time, date and place of the meeting to discuss the Employee’s conduct;
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e the Employee’s right to be accompanied by a nominee of the Employee’s choice at
any meeting scheduled to discuss the Employee’s conduct; and

e the Employer’s right to terminate the Employee’s employment should the Employer’s
concerns not be resolved.

27.2.4 The formal conduct management meeting(s) will:
¢ include discussion of the Employer's concern with the Employee’s conduct; and

e give the Employee an opportunity to respond to the Employer's concerns unless the
Employer could not reasonably have been expected to provide the Employee with
that opportunity.

27.2.5 The Employer reserves the right to vary the procedure in 27.2.3 and 27.2.4 where it is possible
that the Employee is guilty of serious misconduct.

27.2.6 Concerns with an Employee’s conduct may be resolved by:

e summary dismissal, where the Employee is guilty of serious misconduct of a kind
such that it would be unreasonable to require the Employer to continue the
employment during the notice period;

e issuing the Employee with a warning or a final warning in writing;

¢+ terminating the employment of the Employee in accordance with the relevant notice
provision; and

e  other action, appropriate to the situation.

28 INTRODUCTION OF CHANGE

28.1 Employer’s duty to notify and discuss

28.1.1 Where the Employer has made a definite decision to introduce major changes in the program,
organisation, structure or technology that are likely to have significant effects on Employees, the
Employer will notify the Employees who may be affected by the proposed changes.

28.1.2 For the purpose of this clause, ‘significant effects’ are defined to include termination of
employment, major changes in the composition, operation or size of the School's workforce.
Provided that where this Agreement makes provision for alteration of any of the matters referred
to herein, an alteration will be deemed not to have significant effect.

28.1.3 The affected employees may appoint a representative for the purposes in this clause.

28.2 Employer’s duty to discuss change

28.2.1 The Employer will discuss with the employees affected the introduction of the changes referred
to in 28.1.1, the effects the changes are likely to have on the Employees, measures to avert or
mitigate the adverse effects of such changes on Employees and will give prompt consideration
to matters raised by employees in relation to such changes.

28.2.2 The discussion will commence as early as practicable after a definite decision has been made to
the employer to make the changes referred to in 28.1.1.

28.2.3 For the purposes of such discussion, the Employer will provide in writing to the Employee’s
concerns, all relevant information about the changes including the nature of the changes
proposed, the expected effects of the changes on the Employees and any other matters likely to
affect the Employees provided that the Employer will not be required to disclose confidential
information, the disclosure of which would be contrary to the Employer’s interests.

28.3 Changes to teaching loads of part-time teachers
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28.3.1 The Employer has the right to increase or to decrease the teaching load of a part-time Teacher
by up to 0.1 of a Full Time Equivalent (FTE load). From time to time, it may be necessary to
alter the time fraction by a greater amount. Where possible this will occur with at least 7 weeks
notice, after discussion with the Teacher concerned, by mutual agreement.

29 REDUNDANCY

29.1 Definition Redundancy occurs where the Employer has made a definite decision that the Employer
no longer wishes the job that the Employee has been doing done by anyone and that decision leads
to the termination of employment of the Employee, except where this is due to the ordinary and
customary turnover of labour.

29.2 Redundancy Disputes

29.2.1 Where a redundancy dispute arises, and if it has not already done so, an Employer must provide
the affected Employee(s) and the Employee's representative (if requested by any affected
Employee) in good time, with relevant information:

¢ the reasons for any proposed redundancy;
¢ the number and categories of Employees likely to be affected; and
¢ the period over which any proposed redundancies are intended to undertaken.

29.2.2 Where a redundancy dispute arises and discussions occur in accordance with this clause, the
Employer will, as early as possible, consult on measures taken to avert or to minimise any
proposed redundancies and measures to mitigate the adverse affects of any proposed
redundancies on the Employees concerned.

29.3 Transfer to lower paid duties

29.3.1 Where an Employee is transferred to lower paid duties for reasons set out above the Employee
will be entitled to the same period of notice of transfer as the Employee would have been entitled
to if the Employee’s employment had been terminated. The Employer may, at its discretion,
make payment in lieu thereof of an amount equal to the difference between the former ordinary
time rate of pay and the new lower ordinary time rate for the number of weeks notice still owing.

294 Severance Pay

29.4.1 The severance payment for an Employee will be in accordance with the following:

Period of Continuous Service Severance Pay

Less than 1 year Nil

1 year and less than 2 years 4 weeks pay

2 years and less than 3 years 6 weeks pay

3 years and less than 4 years 9 weeks pay

4 years and less than 5 years 10 weeks pay

5 years and less than 6 years 11 weeks pay

6 years and less than 7 years 12 weeks pay

7 years but less than 8 years 13 weeks pay

8 years but less than 9 years 14 weeks pay

More than 9 years 16 weeks pay (plus 1 week’s pay for each additional

year of completed service)
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Weeks pay means the ordinary rate of pay for the Employee concerned.

For the purposes of this clause continuous service will be calculated to include all service for
which paid leave was applicable with the exception of paid parental leave and community
service leave but will not include any period of unpaid leave except at the discretion of the
Employer.

29.5 Leaving During Notice

29.5.1 An Employee, whose employment is terminated for reasons of redundancy, may terminate the
Employee’s employment during the period of notice and, if so, will be entitled to the same
benefits and payments under 29.4 had the Employee remained with the Employer until the
expiry of such notice. In such circumstances the Employee will not be entitled to payment in lieu
of notice.

29.6 Alternative employment
29.6.1 The Employer, in a particular redundancy case, is not obliged to pay severance pay if the
Employer obtains alternative employment for an Employee acceptable to that Employee.
29.7 Time off during notice period

29.7.1 During the period of notice of termination an Employee will be allowed up to one day's time off
without loss of pay during each week of notice for the purpose of seeking other employment.

29.7.2 If the Employee has been allowed paid leave for more than one day during the notice period for
the purpose of seeking other employment, the Employee may be required to produce proof of
attendance at an interview or the Employee may not receive payment for the time absent. For
this purpose a statutory declaration will be sufficient.

30 ANNUAL LEAVE LOADING

30.1 An Employee who has given service for which salary has been received throughout the School Year
is entitled to a leave loading of 17.5% on a maximum of four (4) weeks annual leave.

30.2 An Employee who is employed for part only of a School Year is entitled to be paid leave loading as
follows: .

Teachers

17.5% X Teacher's Attendance Time* X 4 X Annual Rate of Pay
School's Attendance Time . 52.18

All other Employees

17.5% x Employee’s Working *  x 4 X Annual Rate of Pay
School’'s Working weeks 52.18

*excluding leave without pay in excess of ten (10) days

30.3 An Employee who ceases employment with the Employer prior to the commencement of third term in
not entitled to leave loading from the Employer.

304 An Employer will pay leave loading to the Employee with the first salary payment in December of
that year at the rate of pay applicable on 1 December.

31  MEAL ALLOWANCE

31.1 The Employer will supply an Employee with a meal should the Employer require an Employee to
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remain at school continuously until after 7 p.m. on any day.

32 PROFESSIONAL DEVELOPMENT

32.1 The Employer, at the discretion of the Principal, will meet any reasonable cost of training an
Employee where that Employee is required to implement or participate in programs of the School
which require special skills or qualifications necessary for safeguarding the physical wellbeing of
students. Such training might include, for example, the cost of training necessary for obtaining a first
aid certificate, a surf bronze certificate or a heavy duty vehicle driving licence.

32.2 An Employee wishing o acquire a qualification for the purposes referred to in 32.1 must provide the
Principal with at least 28 days’ notice prior to enrolling, making payment for, or in any other way
committing to a course or any form of training or instruction.

33 BREAKAGE AND LOSS

33.1 An Employee who takes reasonable care will not suffer ioss of income for any accidental breakages
or loss of property which occurs in the normal course of the Employee’s duties.

34 PROTECTIVE CLOTHING

34.1 Where protective clothing is deemed necessary by the Employer for the performance of duties, the
Employer will provide and launder such clothing.

35 JURY SERVICE LEAVE

35.1 Entitlement

35.1.1 An Employee, other than a Casual Employee, if required to appear and/or serve as a juror will
be entitled to be granted leave for the period during which attendance at court is required.
Casual employees are entitled to unpaid leave if required to serve as a juror.

35.1.2 An Employee must notify the Employer as soon as possible of the date upon which the
Employee is required to attend for jury service.

35.1.3 An Employee must provide the Employer with written proof of the requirement to attend for jury
service and an estimate of the duration of the absence from duty.

35.14 The Employee must inform the Employer immediately of any change to the known period of
absence and provide the Employer with written proof of the payments made by the Court
Authorities with respect to jury service.

35.1.5 Subject to 35.1.2 to 35.1.4 of this clause, an Employer will reimburse an Employee granted
leave pursuant to 35.1.1 an amount equal to the difference between the amount paid in respect
of the Employee’s attendance for such jury service and the amount of salary the Employee
would have received had the Employee not been on jury service.

36 EXAMINATION LEAVE

.36.1 An Employee will be granted leave with pay to attend compulsory examinations in an approved
relevant course of study.

37 QUALIFICATION CONFERRAL LEAVE

37.1 An Employee will be granted leave with pay for up to one (1) day for the purpose of having a
degree/diploma or other qualification conferred in an approved relevant course of study.
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PART 3 — CONDITIONS OF EMPLOYMENT FOR TEACHERS

38 CLASSIFICATION AND SALARY
38.1 Schedule 1A sets out the classification structure and progression arrangements.
38.2 Schedule 1B sets out the salary for a Teacher, including a Casual Teacher.
38.3 Schedule 1C sets out the position of responsibility structure and Schedule 1D sets out the applicable
rates of pay.
38.4 The salary specified in Schedule 1B or 1D is in compensation for all hours worked under this
Agreement.
39 HouRs oF WORK
39.1 The ordinary hours of work for a Full Time Teacher are 38 hours per week averaged over a period of
12 months. The averaging period will be the School Year, except that where this Agreement comes
into effect from a date other than the first day of the School Year, the first period of averaging will be
for the remainder of that School Year.
39.2 Where a Teacher is employed for part only of a School Year, averaging will be over the period of
employment in that School Year. :
39.3 In addition, a Teacher is required to work such reasonable additional hours as are necessary to
perform the Teacher's duties.
39.4 The full time face-to-face teaching hours per week are defined as per Clause 11.2.3
40 NON ATTENDANCE TIME
40.1 A Teacher is not required or requested to attend at the School during Non Attendance Time but is
required to perform such professional duties as are determined by the Teacher as being reasonably
necessary to enable the proper performance of the Teacher's role. The Teacher's role is defined by
the Employer.
40.2 Non Attendance Time is not a period of authorised leave for the purpose of the Act.
40.3 Where a Teacher takes unpaid leave for more than ten (10) days during Attendance Time, the
number of weeks of Non Attendance Time will be reduced by the number of taken.
404 If a Teacher's employment is terminated or a Teacher resigns prior to the end of term 4 in any

School Year or a Teacher is employed for part only of a School Year, the Teacher is entitled to a
payment for Non Attendance Time in recognition of the averaging of hours of work under this
Agreement, pursuant to the following formula:

Teacher's Attendance Time* x Non Attendance Time - Non Attendance Time Already Taken
Schools Attendance Time

*less period of leave without pay in excess of ten (10) days

41

41.1

ANNUAL LEAVE

Annual Leave is in accordance with the NES, except where more favourable terms are provided in
this Agreement.
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41.2 Teacher is entitied to four (4) weeks annual leave for every 12 months of continuous service on a pro
rata and cumulative basis.

413 Teacher must take an amount of annual leave during each of the shutdown periods following the end
of Term 1, 2, 3 and 4. The shut down period may differ for individual Teachers, depending on work
commitments and activities. The shut down period is defined as a period where the Employer shuts
down the business, or any part of the business, in which the Teacher works.

414 Teacher and the Employer may agree in writing that the Teacher performs duties during all or part of
the shut down period and defer taking the equivalent period of annual leave to another time.

41.5 If a Teacher's employment is terminated or a Teacher resigns prior to the end of Term 4 in any
School Year or a Teacher is employed for part only of a School Year, the Teacher is entitled to
annual leave, pursuant to the following formula:

Teacher's Attendance Time* X Annual Leave - Annual Leave Already Taken
School's Attendance time

*less period of leave without pay in excess of ten (10) days

41.6 A Teacher will take all accrued annual leave during the shut down period.
42 NOTICE OF TERMINATION

42.1 Where the Employer wishes to terminate the employment of a Teacher serving a qualifying period
pursuant to clause 12 — Qualifying Period, or a Teacher wishes to resign during a qualifying period,
the period of notice is specified by clause 12 ~ Qualifying Period.

42.2 Where the Employer is considering whether to terminate the employment of a Teacher for reasons
related to performance or conduct, clause 27 — Performance/Conduct Management applies.

42,3 Where the Employer wishes to terminate the employment of a Teacher, where the Teacher has had
five (5) or more year’s continuous service with the Employer, the Employer will give a full term’s
notice in writing or full payment in lieu.

424 Where the Employer wishes to terminate the employment of a Teacher, where the Teacher has had
more than six (6) months continuous service but less than five (5) years continuous service with the
Employer, the Employer will give seven (7) weeks notice in writing, or full payment in lieu..

42.5 Subject to clause 12 — Qualifying Period, where the Employer wishes to terminate the employment of
a Fixed Term Teacher, who is replacing another Teacher on parental leave, the Employer will give
the Fixed Term Teacher four (4) weeks notice if the Teacher being replaced provides notice to the
Employer pursuant to clause 21 that the Teacher being replaced wishes to return from parental
leave.

42,6 Payment in lieu is calculated by taking the amount of salary and rates of pay in Schedules 1B and
1D (if applicable) that a Teacher would have received by working during the notice period if the
Teacher's employment had not been terminated.

427 Subject to clause 12 — Qualifying Period, a Teacher must provide the Employer with a minimum of
seven (7) weeks notice in writing.

42.8 The notice period in this clause and in clause 12 — Qualifying Period do not apply where the Teacher
is guilty of serious misconduct.

Page 33 of 72




St Paul'sh)

ANGLICAN GRAMMAR SCHOOQL mmmm

St Paul’s Anglican Grammar School Agreement 2010

PART 4 — CONDITIONS OF EMPLOYMENT FOR SCHOOL ASSISTANTS

43 CLASSIFICATIONS AND SALARIES
43,1 Schedule 2A sets out the classification structure for a School Assistant.
432 Schedule 2B sets out the salary for a School Assistant entitled to School Holidays.

433 Schedule 2C sets out the salary for a School Assistant entitled to four (4) weeks annual leave.

44 HOURs OF WORK
| 44,1 The ordinary hours of work for a Full Time School Assistant will be 38 hours per week.
442 The ordinary hours of work may be averaged over a fortnight or a four-week period.

443 The Employer may require a School Assistant to work reasonable additional hours, in accordance
with the arrangement specified in Schedule 2B.

45  ANNUAL LEAVE

45,1 Annual Leave is in accordance with the NES, except where more favourable terms are provided in
this Agreement.

452 A School Assistant is entitled to five (5) weeks annual leave for every 12 months of continuous
service on a pro rata and cumulative basis.

453 A School Assistant must generally take an amount of annual leave during each of the shut down
periods following the end of term 2 and 4. The shut down period is defined as a period where the
Employer shuts down the business, or any part of the business, in which the School Assistant works.

454 Where a School Assistant has not accrued sufficient annual leave to be taken during the shut down
period, the School Assistant will be entitled to leave which will be unpaid.

46  ScHooL HoLIDAYS

46.1 A School Assistant is entitled to School Holidays, which are inclusive of annual leave, if specified at
the time of employment or during a period of employment.

46.2 The salary for a School Assistant in Schedule 2B takes this period of additional leave into account.

463 A School Assistant is entitled to public holidays that fall during this period of additional leave but they
do not create any additional entitlements.

46.4 A School Assistant who is employed for part only of a School Year or who takes leave without pay in
excess of ten (10) working days in any School Year, will be paid on a pro rata basis during School
Holidays with the calculation based upon the number of weeks worked at the rate of pay applicable
at the time of the School Holidays or at the time that employment is terminated. The formula to
calculate an entitlement to School Holidays in accordance with this clause is as follows:

Number of working weeks excluding paid holiday periods - School Holidays already paid
3
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47 NOTICE OF TERMINATION

47.1 Where the Employer wishes to terminate the employment of a School Assistant serving a qualifying
period pursuant to clause 12 — Qualifying Period, or an Assistant wishes to resign during a qualifying
period, the period of notice is specified by clause 12 — Qualifying Period.

47.2 Subject to clause 12 — Qualifying Period, where the Employer wishes to terminate the employment of
a School Assistant, who has had more than six (6) months’ continuous service with the Employer,
four (4) weeks notice in writing, or full payment in lieu, will be provided to the School Assistant.
Where a School Assistant is entitled to School Holidays, notice is to be given wholly within the one
(1) school term.

47.3 Payment in lieu of notice is calculated by taking the amount of salary and rates of pay in Schedule
2B or 2C that a School Assistant would have received by working during the notice period if the
School Assistant's employment had not been terminated.

474 A School Assistant, who has had more than six (6) months continuous employment with the
Employer, must provide the Employer with a minimum of four (4) weeks notice in writing. Notice will
not be given during the shut down period. Where a School Assistant is entitled to School Holidays,
notice is to be given wholly within the one (1) school term.

47.5 In addition to the period of notice specified in 47.3, a School Assistant over 45 years of age at the
time of being given notice with not less than two (2) years of continuous service will be entitied to an
additional week'’s notice.

47.6 The notice period in this clause and in clause 12 — Qualifying Period do not apply where the School
- Assistant is guilty of serious misconduct.

PART 5 - CONDITIONS OF EMPLOYMENT FOR CLERICAL EMPLOYEES

48 CLASSIFICATIONS AND SALARIES
48.1 Schedule 3A sets out the classification structure for a Clerical Employee.
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48.2 Schedule 3B sets out the salary for a Clerical Employee.

49 HOURs OF WORK
49.1 The ordinary hours of work for a Full Time Clerical Employee will be 38 hours per week.
49.2 The ordinary hours of work may be averaged over a fortnight or a four-week period.

49.3 The Employer may require a Clerical Employee to work reasonable additional hours, in accordance
with the arrangement specified in Schedule 3B.

49.4 Unless otherwise agreed pursuant to 49.5, a Clerical Employee’s ordinary hours of work will be
between 8.00 a.m. and 6.00 p.m. from Monday to Friday.

49.5 To the exclusion of 49.4, the Employer and a Clerical Employee may agree upon the arrangement
for the Clerical Employee’s ordinary hours of work, including but not limited to:

. daily starting and finishing times;

II.  the time and duration of meal breaks, provided the meal break is not less than 30
minutes and is commenced not more than five (5) hours after commencing work;

1. attendance at School meetings; and

\VA flexible work arrangements.

49.6 The Employer and a Clerical Employee may agree to vary the hours of work arrangements at any
time.

49.7 OQvertime

49.7.1 Where the Employer requires a Clerical Employee to work overtime, overtime at the rate of time
and one half the ordinary hourly rate is payable in respect of the first two hours and at twice the
hourly rate thereafter for all hours worked in excess of the averaged hours of work.

49.7.2 Where a Clerical Employee is required to work overtime and such overtime is not continuous
with ordinary duty or is on a day on which the Clerical Employee would not have been required
to work, the minimum overtime payment or time in lieu payable for each separate overtime
attendance will be four (4) hours at the prescribed overtime rate. For the purposes of
determining whether an overtime attendance is or is not continuous with ordinary duty, or is or is
not separate from other duty, any meal period of up to one hour will be disregarded.

50 ANNUAL LEAVE

50.1 Annual leave is in accordance with the NES, except where more favourable terms are provided in
this Agreement.

50.2 A Clerical Employee is entitled to five (5) weeks annual leave for every 12 months of continuous
service on a pro rata and cumulative basis.

50.3 A Clerical Employee must generally take an amount of annual leave during each of the shut down
periods following the end of Term 2 and Term 4. The shut down period is defined as a period where
the Employer shuts down the business, or any part of the business, in which the Clerical Employee
works.

50.4 Where a Clerical Employee has not accrued sufficient annual leave to be taken during the shut down
period, the Clerical Employee will be entitled to leave which will be unpaid.
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51  ADDITIONAL LEAVE

51.1 The Employer may engage and require a Clerical Employee to work the School's term or any
number of weeks equal to or greater than the number of term weeks up to a maximum of 47 weeks
in a School Year (inclusive of public holidays).

51.2 For the purpose of this sub-clause, additional leave is defined as the number of weeks in a School
Year (excluding annual leave) that the Employer does not require a Clerical Employee to work.

51.3 A Clerical Employee is entitled to public holidays falling during additional leave.

51.4 As additional leave is unpaid authorised leave for the purpose of the Act, annual leave, personal
leave and long service leave entitlements accrue during a period of additional leave.

51.5 The annual salary of a Clerical Employee, in receipt of additional leave, is calculated using the
following formula;

Annual Salary = (52.18—-A+B)xCxD
where:

A = number of weeks of additional leave. The number of additional leave in the formula above must
not exceed eight weeks (exclusive of annual leave and additional leave) except where the
Employer agrees to additional leave of more than eight weeks at the request, in writing, of the
Clerical Employee.

B = number of weeks of public holidays falling during periods of additional leave and annual leave.
C = full-time weekly salary (refer to Schedule 3B)

D = the proportion of full-time hours the Clerical Employee will be working, if employed on a part-
time basis provided that the adult weekly salary, where adjusted for additional leave, will not
be less than the Federal Minimum Wage of $14.31 per hour from the first pay period
commencing on or after 1 October 2008, as adjusted from time to time after this date.

Note 1: The number of public holidays falling during annual leave and/or additional leave may
change from year to year, necessitating recalculation of each year's annual salary or the grantmg
of time in lieu.

Note 2: The Employer and a Clerical Employee may change the additional leave arrangements by
mutual agreement

51.6 As additional leave is not paid leave, the remuneration of a Clerical Employee entitled to additional
leave will be annualised and paid in equal instalments throughout the year in accordance with clause
15 - Payment Arrangements.
52 NOTICE OF TERMINATION

52.1 In order to terminate the employment of a Clerical Employee, the Employer must give to the Clerlcal
Employee, the period of notice specified below.

Period of Service _ Period of Notice
1 Year or less 1 Week

Over 1 year and up to 3 years : 2 Weeks

Over 3 years and up to 5 years 3 Weeks
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Over 5 years 4 Weeks
52.2 In addition to the notice prescribed in 52.1, a Clerical Employee over 45 years of age at the time of

523

524

525

52.6

the giving of the notice, with not less than two (2) years of continuous service, is entitted to an
additional week’s notice.

The Employer may elect to provide payment in lieu of the prescribed notice in 52.1 and 52.2. The
required amount of payment in lieu of notice must equal or exceed the total of all amounts that the
Clerical Employee would have been entitled to, had employment continued until the end of the
required period of notice.

The notice of termination required to be given by a Clerical Employee is the same as that required of
the Employer, save and except that there is no requirement upon the Clerical Employee to give
additional notice based upon the age of the Clerical Employee concerned.

The Employer and a Clerical Employee may agree in writing to vary the period of notice required
under 52.1 and 52.2, provided that the agreed period of notice will not be less than that required by
this Agreement.

The notice period in this clause and in clause 12 — Qualifying Period do not apply where the Clerical
Employee is guilty of serious misconduct.

PART 6 — CONDITIONS OF EMPLOYMENT FOR EARLY CHILDHOOD ASSISTANTS

53  CLASSIFICATIONS AND SALARIES

53.1

Schedule 3A sets out the classification structure for an Early Childhood Assistant.

53.2 Schedule 3B sets out the salary scale for an Early Childhood Assistant.

54 HOURS OF WORK

54.1

The ordinary hours of work for a Full Time Early Childhood Assistant will be 38 hours per week.
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54,2 The ordinary hours of will be no more than 38 hours, to be worked in periods of no more than 8.5
hours within the spread of hours identified at 54.4.

54,3 The Employer may require an Early Childhood Assistant to work reasonable additional hours, in
accordance with the arrangement specified in Schedule 3B.

544 Unless otherwise agreed, an Early Childhood Assistant's ordinary hours of work will be between 7.00
a.m. and 6.00 p.m. from Monday to Friday.

54.5 An Early Childhood Assistant is entitled, in addition to the period children attend the kindergarten
program, to specified time sufficient to undertake support duties (e.g. preparation, pack up or other
duties in relation to their work with children).

54,6 The Employer may require an Early Childhood Assistant to work reasonable additional hours. Any
time worked in excess of ordinary hours will be paid the rate of time and a half for the first two hours
and double time thereafter

547 The Employer will, by legible notice displayed at some place accessible to Early Childhood
Assistants, notify the hours of commencing and ceasing work and the times of meal breaks. Such
hours, once notified, will not be changed except by seven days clear notice to the Early Childhood
Assistant or by mutual agreement between the Employer and the Early Childhood Assistant.

55 ANNUAL LEAVE

55.1 Annual leave is in accordance with the NES, except where more favourable terms are provided in
this Agreement.

55.2 An Early Childhood Assistant is entitled to five (5) weeks annual leave for every 12 months of
continuous service on a pro rata and cumulative basis.

553 An early Childhood Assistant must generally take an amount of annual leave during each of the shut
down periods following the end of Term 2 and Term 4. The shut down period is defined as a period
where the Employer shuts down the business, or any part of the business, in which the School
Assistant works.

554 Where an Early Childhood Assistant has not accrued sufficient annual leave to be taken during the
shut down period, the School Assistant will be entitled to leave which will be unpaid.

56 ScHooOL HOLIDAYS

56.1 An Early Childhood Assistant is entitled to School Holidays, which are inclusive of annual leave, if
specified at the time of employment or during a period of employment.

56.2 The salary for an Early Childhood Assistant in Schedule 4B takes this period of additional leave into
account.

56.3 An Early Childhood Assistant is entitled to public holidays that fall during this period of additional
leave but they do not create any additional entitlements.

564 An Early Childhood Assistant who is employed for part only of a School Year or who takes leave
without pay in excess of ten (10} working days in any School Year, will be paid on a pro rata basis
during School Holidays with the calculation based upon the proportion of weeks worked at the rate of
pay applicable at the time of the School Holidays or at the time that employment is terminated. The
formula to calculate an entitlement to School Holidays in accordance with this clause is as follows:

Number of working excluding paid holiday periods - School Holidays already paid
3
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57 NOTICE OF TERMINATION

57.1 In order to terminate the employment of an Early Childhood Assistant, the employer must give to the
Early Childhood Assistant, the period of hotice applicable below:

Period of Service Period of Notice
1 Year or less 1 Week

Over 1 year and up to 3 years 2 Weeks

Over 3 years and up to 5 years 3 Weeks

Over 5 years 4 Weeks

57.2 In addition to the notice prescribed in 57.1, an Early Childhood Assistant over 45 years of age at the
time of the giving of the notice, with not less than two years of continuous service, is entitled to an
additional week’s notice.

573 The Employer may elect to provide payment in lieu of the prescribed notice in 57.3 and 57.4 The
required amount of payment in lieu of notice must equal or exceed the total of all amounts that the
Early Childhood Assistant would have been entitled to, had employment continued until the end of
the required period of notice.

57.4 The notice of termination required to be given by an Early Childhood Assistant is the same as that
required of the Employer, save and except that there is no requirement upon the Early Childhood
Assistant to give additional notice based upon the age of the Early Childhood Assistant concerned.

57.5 The Employer and an Early Childhood Assistant may agree in writing to vary the period of notice
required under subclause 57.4, provided that the agreed period of notice will not be less than that
required by this Agreement.

57.6 The notice period in this clause and in clause 12 — Qualifying Period do not apply in the case of
dismissal for serious misconduct.

58 CLEANING ALLOWANCE

58.1 Where an Early Childhood Assistant is asked to do general cleaning work as part of the regular daily
routine in cleaning toilets, closets or lavatories, the daily cleaning allowance is $1.48 per day.

PART 7 — CONDITIONS OF EMPLOYMENT FOR SUPPORT SERVICES OFFICERS

59  CLASSIFICATIONS AND SALARIES

59.1 Schedule 5A sets out the classification structure for a Support Services Officer

59.2 Schedule 5B sets out the salary scale for a Support Services Officer.
60 HoOURS OF WORK

60.1 The ordinary hours of work for a Full Time Support Services Officer will be 38 hours per week.
60.2 The ordinary hours of work may be averaged over a fortnight or a four-week period.

60.3 The Employer may require a Support Services Officer to work reasonable additional hours, in
accordance with the arrangement specified in Schedule 4B.

60.4 Unless otherwise agreed pursuant to 60.5, a Support Service Officer’s ordinary hours of work will be
between 7.00 a.m. and 6.00 p.m. from Monday to Friday.

60.5 To the exclusion of 60.4, the Employer and a Support Service Officer may agree upon the
arrangement for their ordinary hours of work, including but not limited to:

V.  daily starting and finishing times;
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VI.  the time and duration of meal breaks, provided the meal break is not less than 30
minutes and is commenced not more than five (5) hours after commencing work;

VIl.  attendance at School meetings; and

VIII.  flexible work arrangements.

60.6 The Employer and a Support Service Officer may agree to vary the hours of work arrangements at
any time.

60.7 Overtime

60.7.1 Where the Employer requires a Support Services Officer to work overtime, overtime at the rate
of time and one half the ordinary hourly rate is payable in respect of the first two hours and at
twice the hourly rate thereafter for all hours worked in excess of the averaged hours of work.

60.7.2 Where a Support Services Officer is required to work overtime and such overtime is not
continuous with ordinary duty or is on a day on which the Support Services Officer would not
have been required to work, the minimum overtime payment or time in lieu payable for each
separate overtime attendance will be four (4) hours at the prescribed overtime rate. For the
purposes of determining whether an overtime attendance is or is not continuous with ordinary
duty, or is or is not separate from other duty, any meal period of up to one hour will be
disregarded.

60.8 Shift penalties

60.8.1 Where the Employer requires a Support Services Officer to work ordinary time on Monday to
Friday, any part of which falls between the hours of 6.00p.m. and 7.00a.m., a penalty of 30 per
cent will apply for the whole shift additional to the ordinary rate of pay.

60.9 Broken shifts

60.9.1 A broken shift means working ordinary hours in separate periods of duty each day. Broken shifts
may not be worked in more than two separate periods, and each period must not be less than
two (2) hours duration. No broken shifts will be rostered with a break of less than two (2) hours.
Rosters will be arranged to avoid hours of work extending beyond 12 hours per day.

60.9.2 A Support Services Officer working a broken shift will be paid 15 per cent additional to the
ordinary rate of pay for all time worked.

61 TooLs
61.1 The Employer provides all tools necessary for use by a Support Services Officer.
62 ANNUAL LEAVE

62.1 Annual leave is in accordance with the NES, except where more favourable terms are provided in
this Agreement.

62.2 A Support Service Officer is entitled to five (5) weeks annual leave for every 12 months of
continuous service on a pro rata and cumulative basis.

62.3 A Support Service Officer must generally take an amount of annual leave during each of the shut
down periods following the end of Term 2 and Term 4. The shut down period is defined as a period
where the Employer shuts down the business, or any part of the business, in which the Support
Services Officer works.

62.4 Where a Support Service Officer has not accrued sufficient annual leave to be taken during the shut
down period, the Support Service Officer will be entitled to leave which will be unpaid.
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63 NOTICE OF TERMINATION

63.1 In order to terminate the employment of a Support Service Officer, the Employer must give to them,
the period of notice specified below.

Period of Service Period of Notice
1 Year or less 1 Week

Over 1 year and up to 3 years 2 Weeks

Over 3 years and up to 5 years 3 Weeks

Over 5 years 4 Weeks

63.2 In addition to the notice prescribed in 63.1, a Support Service Officer over 45 years of age at the
time of the giving of the notice, with not less than two (2) years of continuous service, is entitled to an
additional week’s notice.

63.3 The Employer may elect to provide payment in lieu of the prescribed notice in 63.1 and 63.2. The
required amount of payment in lieu of notice must equal or exceed the total of all amounts that the
Support Service Officer would have been entitled to, had employment continued until the end of the
required period of notice.

63.4 The notice of termination required to be given by a Support Service Officer is the same as that
required of the Employer, save and except that there is no requirement upon the Support Service
Officer to give additional notice based upon the age of the Support Service Officer concerned.

63.5 The Employer and a Support Service Officer may agree in writing to vary the period of notice
required under 63.1 and 63.2, provided that the agreed period of notice will not be less than that
required by this Agreement.

63.6 The notice period in this clause and in clause 12 — Qualifying Period do not apply where the Support
Service Officer is guilty of serious misconduct.
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(A

EXECUTED as an Agreement this 22 dayof  &BD D0 2010

Signed for and on behalf of:

St Paul’s Anglican Grammar

School Pty. Ltd. [ACN 59 005 949
539], trading as St Paul’s /
Anglican Grammar School

Pﬁncipal
Address /50 Bouen 877@’27/ WARRAG VL~
Authority to Sign
In the presence of Witness

The Employees of St Paul’s

Anglican Grammar School g
as represented by
/ /4% \

7
Name in Print

Authority to Sign
Signature
In the presence of Witness
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SCHEDULE 1A — CLASSIFICATION STRUCTURE (TEACHERS)

1A.1 Teachers with Full/Provisional Registration with the Victorian Institute of Teaching

1A.1.1 A Teacher, who has a 3 or 4-year approved fraining course beyond secondary school including
teacher training, will commence at Level 1.01 and subject to 1A.1.3, to Level 1.11 in annual
increments on the anniversary of the Teacher's teaching appointment, or in the case of non-
continuous service, after the completion of the equivalent of a School Year.

1A.1.1(a) As part of their professional obligations, teachers are required to participate in an annual review
program which is to be developed by the School.

1A.1.2 A Teacher employed for 40 per cent or less of a full teaching load will be required to complete 24
months’ service before progressing to the next level. Progression will include an annual review
process to be developed by the School.

1A.2 Permission to Teach Teachers with the Victorian Institute of Teaching
1A.2.1 A Permission to Teach Teacher will be paid not less than Level 1.01.

1A.2.2 Where a Permission to Teach Teacher receives Full or Provisional Registration with the Victorian
Institute of Teaching, the person will be classified at the level commensurate with the teaching
experience gained whilst undertaking the requisite qualification, provided that reclassification will take
place from the next pay period commencing after the Teacher's notification, in writing, to the
Employer.

1A.3 Early Childhood Teachers

1A.3.1 A Teacher, who has a 4-year approved training course beyond secondary school including teacher
training in early childhood education, will commence at Level 1.01 and subject to 1A.3.2, progress to
Level 1.11 in annual increments on the anniversary of the Teacher's teaching appointment, or in the
case of non-continuous service, after the completion of the equivalent of a School Year.

1A.3.1 (a) As part of their professional obligations, teachers are required to participate in an annual review
program which is to be developed by the School.

1A.3.2 A Teacher employed for 40 per cent or less of a full teaching load will be required to complete 24
months’ service before progressing to the next level.
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SCHEDULE 1B - SALARIES (TEACHERS)

1B.1 Annual Salary

The annual salary for a Full Time Teacher will be not less than that prescribed by the following table.

Former New From From
Classification Classification 1 January 2011 1 January 2012
1.03 1.01 $56,331 $58,020
1.04 1.02 $57,937 $59,675
1.05 1.03 $61,285 $63,123
1.06 1.04 $63,031 $64,921
1.07 1.05 564,828 $66,772
1.08 1.06 $66,677 568,677
1.09 1.07 $68,577 $70,634
1.10 1.08 $71,045 $73,176
2.01 1.09 $73,249 575,446
2.02 1.10 $75,519 $77,784
3.01 1.11 $83,091 $85,593
1B.2 Weekly Salary

The weekly salary is calculated by dividing the annual rate of pay by 52.18.
1B.3 Annual Leave Loading

The annual salary in 1B.1 does not include annual leave loading.

1B.4 Emergency Teacher Rate of Pay

The rate of pay for an Emergency Teacher will not be less than:

From 1 January 2011 From 1 January 2012
Per day $243.40 $250.70
Per half day $121.70 $125.35
Per % day $182.55 $188.03
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SCHEDULE 1C — POSITIONS OF RESPONSIBILITY STRUCTURE (TEACHERS)

1C.1 Eligibility

1C.1.1 Arate of pay will be paid to a Teacher where the Employer requires the performance of
administrative, pastoral care and/or educational leadership duties additional to those usually required

- of teachers by the Employer.

1C.1.2 The rate of pay is linked to a position of responsibility rather than tied to an individual Teacher.

1C.1.3 The Principal determines who is eligible for the rate of pay.

1C.2 Notification

1C.2.1 The Principal will provide written advice to a Teacher in receipt of a rate of pay of the position, its
tenure, whether attendance during Non attendance Time is required, the duties required and the
amount to be paid.

1C.2.2 The Principal will advise the Teacher of the level to which the position equates.

1C.4 Advertising Positions

1C.4.1 Vacated positions of responsibility and newly formed positions of responsibility will generally be
advertised and open to Teachers of the School. This provision does not preclude the Principal

advertising such positions outside the School.

1C.4.2 The exception to 1C.4.1 is that the Principal may appoint a Teacher to an acting position of
responsibility for a period of up to 12 months.
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SCHEDULE 1D — POSITIONS OF RESPONSIBILITY STRUCTURE RATES OF PAY
(TEACHERS)

1D.1 Rates of Pay and Time Allowances

1D.1.1 The following rates of pay (per annum), and time allowances, apply to a position of responsibility.

Allowance Time Allowance From 1January | From 1January
Level (Periods per cycle) 2011 2012
1 1 $1,342 $1,382
2 2 $2,686 $2,767
3 2-3 $4,028 $4,149
4 2-7 54,700 $4,841
5 HOF (5-6); YLC 12 58,060 $8,301

1D.1.2 Where the position of responsibility is shared, the payment may also be shared.

1D.1.3 For positions of responsibility above Level 5, rates of pay and time allowances are negotiated with the
Principal.
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SCHEDULE 2A -SCHOOL ASSISTANT CLASSIFICATION STRUCTURE

2A.1 Classifying school assistants

2A.1.1 Positions for ancillary staff employed in libraries, laboratories and on audiovisual duties, and as
teacher aides will be classified in accordance with the following criteria.

2A.1.2 With the exception of Grade 1A, gradings will be given on a basis of a comparison of the work
performed in the position with the duties which are specified as “typical” at each of the grades. A
position need not involve all the duties listed as “typical” of the grade nor are the typical duties the
only ones which may be required.

2A.1.3 Upon engagement, the Employer will inform the School Assistant of the classification grade and the
rate of pay applying to that classification.

2A.2 Grade 1
2A.2.1 Positions

Positions for which qualifications are not required:
e teacher aide
e library assistant
e laboratory assistant
¢ audio visual assistant

2A.2.2 Characteristics

It is characteristic of this classification that the School Assistant may be required to perform any combination
of a wide range of routine functions under reasonably direct oversight but may, after gaining experience,
exercise some degree of autonomy and exercise discretion.

2A.2.3 Typical duties
The duties of positions at this level may include some or all of the following:
2A.2.3 (a) Library assistant:

Provision of general assistance of a supportive nature for professional and paraprofessional library staff
including:
e  processing books (marking, covering, repairing and shelving)
sorting catalogue cards
accessioning
recording library statistics
participation in stocktaking
assisting in preparing display and graphic material
assisting with circulation systems
following up overdue loans
general typing and photocopying

2A.2.2 (b) Audio-visual assistant Routine tasks associated with the operation of a resource centre or in
connection with the maintenance, control and operation of audio-visual equipment of the school, such as
assisting with audio and video recording.
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2A.2.3(c) Laboratory assistant

Routine tasks including:
¢ simple maintenance of equipment and materials
care of fauna and flora

[

o setting up less complex experiments such as are typically conducted at years 7-10 general science
e  preparation of teaching aids under direction

e  preparation of standard solutions

2A3.2.3(d) Teacher aide

Provision of general assistance of a supportive nature for teaching staff as directed including:

o  assist with the collection, preparation and distribution of teaching aids
maintain records of books and materials distributed
assist with clerical duties associated with normal classroom activities eg. pupil records, collections etc
collect and distribute stock and equipment
assist teachers with care of children on School excursions, sports days, and other out of classroom
activities.

2A.3 Grade 1A
2A.3.1 Characteristics

Positions, the occupants of which are required by the Employer to undertake a relevant post-secondary
course of study.

2A.3.2 Positions

e library technician-in-training
e laboratory technician-in-training
¢ audio-visual technician-in-training

2A.4 Grade 2
Positions, the duties of which require knowledge and skills which would normally be gained by completion of
a relevant post-secondary certificate or associate diploma qualification, but could also be gained from on the
job relevant experience considered equivalent by the Employer.
2A.4.1 Positions

. library technician

. laboratory technician

. audio-visual technician
2A.4.2 Characteristics It is characteristic of this classification that the School Assistant may be required to
perform any combination of a wide range of functions under direction but may, after gaining experience,
exercise some degree of autonomy and accept personal responsibility for some functions requiring initiative
and exercise discretion.

2A.4.3 Typical duties

In addition to some or all Grade 1 or Grade 1A duties, the duties of positions at this level may include some
or all of the following:

2A.4.3(a) Library technician
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Performance of responsible tasks associated with the efficient operation of a library including such tasks as:

assisting teachers and students to use the catalogue and/or locate books and resource material
explaining the function and use of the library and library equipment to students

under direction, assist teaching staff to take story groups

searching and identifying fairly complex bibliographic material

simple copy cataloguing

filing catalogue cards

organising inter-library loans

answering ready-reference enquiries

supervising dispatch and recovery of damaged books to/from commercial binders

2A.4.3(b) Audio-visual technician

Performing responsible tasks associated with the efficient operation of an audiovisual section including such
tasks as: .

operating and maintaining a wide range of equipment

demonstrating and explaining the operation of equipment

providing general technical support for teaching staff

reproducing materials by means of sound and photographic equipment, etc
evaluating and making recommendations for purchase

2A.4.3(c) Laboratory technician

Performing responsible tasks associated with the efficient operation of the laboratory/s including such tasks

as:
D)

manufacturing and servicing equipment

implementing measures for proper storage control and handling or disposal of dangerous or toxic
substances

culturing, preparing for use and being responsible to the Head of Department

for the security of bacterial, viral or other like substances

e ordering supplies and materials

2A.5 Grade 3

Positions, the duties of which require, in addition to the knowledge and skills required at Grade 2 level,
additional experience or knowledge such as would normally be gained from the completion of an additional
year of post-secondary qualification but could also be gained from on the job relevant experience considered
equivalent by the Employer.

2A.5.1 Positions

senior library technician
librarian

senior laboratory technician
laboratory manager

senior audio-visual technician
audio-visual co-ordinator

2A.5.2 Characteristics

It is an essential characteristic of a School Assistant at this classification level that such School Assistant is
often required to exercise significant initiative and discretion, work with little supervision, and demonstrate
expertise and accept personal responsibility significantly beyond that required of a School Assistant
classified as a School Assistant Grade 1 or 2.
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2A.5.3 Typical duties

In addition to some duties specified for lower level positions, the duties of positions at this level may include
some or all of the following:

2A.5.3(a) Senior library technician/librarian

Performing responsible tasks associated with the efficient operation of a library such as:

preparing descriptive cataloguing for library materials

supervising the operation of circulation systems

answering reference and information enquiries other than ready reference

assisting in evaluating and selecting equipment and supplies

providing guidance in the use of information systems

supervising staff

arranging in-service training of para-professional and unqualified staff where appropriate
in-charge of an identifiable functional unit (eg. audio-visual)

selection and ordering of periodicals

liaison with outside bodies (schools, public libraries, educational authorities) regarding the use of and
access to external materials

2A.5.3(b) Senior A/V technician/laboratory manager

Under general direction, undertake substantial responsibility associated with the efficient operation of an
audio-visual department including some or all duties of lower level positions, and in addition some or all of
the following:

production of resource material, e.g., multi media kits, video and film clips
teaching skills to teachers and individual students

maintaining security of equipment and materials

budgeting

liaison with heads of department on curriculum

organising resources material

developing borrowing strategies

supervising staff

2A.5.3(c) Senior laboratory technician/laboratory manager Under general direction, undertake substantial
responsibility associated with the efficient operation of the laboratory/s including some duties specified for
lower level positions and in addition some or all of the following:

provision of technical assistance and advice as requested

assist in the planning and organisation of laboratories and field work

supervision of staff

testing of experiments

demonstrating experiments (with teaching staff)

responsible to Head of Department for safe storage, handling and disposal of hazardous or toxic
substances

12A.6 Grade 4

Characteristics and duties as for Grade 3, but must be directly supervising at least two full-time Employees
or at least three Employees if any of the Employees are part-time.
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SCHEDULE 2B - SALARIES (SCHOOL ASSISTANTS WITH SCHOOL HOLIDAYS)
2B.1 Annual Salary
2B.1.1 A Full time School Assistant in receipt of School Holidays will be paid not less than the relevant salary

specified for the School Assistant’s classification and experience level. All will receive a 3% increase
to their existing salary from 1 January 2011 and another 3% increase the following year on 1 January

2012.
From1 From 1

Grade 1 January 2011 | January 2012
In first year of experience $30,002 $30,902
In second year of experience $30,586 $31,504
In third year of experience $31,179 $32,114
In fourth year of experience $31,735 532,687
In fifth year and thereafter $32,334 $33,304
Grade 1A -

In first year of experience $33,080 $34,072
In second year and thereafter $33,601 $34,609
Grade 2 -

In first year of experience $33,601 $34,609
In second year of experience $34,184 $35,210
In third year of experience $34,767 $35,810
In fourth year of experience $35,247 $36,304
In fifth year of experience $35,830 $36,905
In sixth year and thereafter $36,412 $37,504
Grade 3 -

In first year of experience $36,412 $37,504
In second year of experience $37,112 $38,225
In third year of experience $37,564 $38,691
in fourth year of experience $38,270 $39,418
In fifth year of experience $38,696 $39,857
In sixth year and thereafter $39,397 $40,579
Grade 4 -

In first year of experience $38,270 $39,418
In second year of experience $38,696 $39,857
In third year of experience $39,397 $40,579
In fourth year of experience $40,102 541,305
In fifth year of experience $40,802 $42,026
In sixth year and thereafter $41,502 $42,747

2B.1.2 A School Assistant employed in a position that is not covered by a classification (Schedule 2A) is
entitled to be paid not less than a Grade 1 salary.

2B.2 Weekly Salary

The weekly salary is calculated by dividing the annual salary by 52.18
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2B.3 Part Time Salary

A Part Time School Assistant will be paid pro rata of the salary that the School Assistant would be entitled to
receive if employed as a Full Time Schoo! Assistant. The pro rata weekly salary is calculated using the
following formula:

(Total hours emploved per week / 38 hours) x appropriate full-time weekly salary

2B.4 Incremental advancement

2B.4.1 Advancement to the next increment within the appropriate Grade will take place on the anniversary of
a School Assistant’s first appointment or in the case of non-continuous service, on the 1 January the
next year. A School Assistant employed for 50 per cent or less of full-time working hours will be
required to complete 24 months’ service before advancement.

2B.4.2 Service for the purposes of this clause will include all service in any other school at the grade to which
the School Assistant is appointed.

2B.5 Casual Rate of Pay

2B.5.1 2B.5.1 A Casual School Assistant will be paid for all hours worked at the rate of pay in schedule 2C
that a Full Time School Assistant at the same classification level would be paid, plus an additional
loading of 25 per cent.

2B.5.2 The 25 per cent loading incorporated in the rate of pay is in lieu of any entitement under this
Agreement to annual leave or School Holidays, leave loading, personal leave (inciuding paid sick
leave and paid carer’s leave) and paid compassionate leave.

2B.6 Junior Salary

A junior School Assistant is entitled to be paid not less than the following percentage of the full-time salary
for the position and years of experience, classified in accordance with Schedule 2A of this Agreement.

Age Percentage of full-time rate
Under 17 years 50%
At 17 years 60%
At 18 years 70%
At 19 years 80%
At 20 years 90%

2C.7 Reasonable Additional Hours

Whére the Employer requires a School Assistant to work hours additional to the averaging arrangement, the
Employer will pay the School Assistant for the hours worked at the ordinary time rate of pay.

Page 53 of 72




St Paul'sf)

ANGLICAN GRAMMAR SCHOOL mwmm

St Paul’'s Anglican Grammar School Agreement 2010

SCHEDULE 2C — SALARIES (SCHOOL ASSISTANTS WITH ANNUAL LEAVE ONLY)
2C.1 Annual Salary

2C.1.1 A Full time School Assistant in receipt of annual leave will be paid not less than the relevant salary
specified for the School Assistant's classification and experience level. All will receive a 3% increase
to their existing salary from 1 January 2011 and another 3% increase the following year on 1 January

2012.
Levels From 1 From 1
January January
2011 2012
Grade 1
In first year of experience $32,503 $33,478
In second year of experience $33,135 $34,129
In third year of experience $33,777 $34,790
In fourth year of experience $34,380 $35,411
In fifth year and thereafter $35,028 $36,079
Grade 1A
In first year of experience $35,837 $36,912
In second year and thereafter $36,401 $37,493
Grade 2
In first year of experience $36,401 $37,493
In second year of experience $37,033 $38,144
In third year of experience $37,664 $38,794
In fourth year of experience $38,185 $39,331
In fifth year of experience $38,816 $39,980
In sixth year and thereafter $39,446 $40,629
Grade 3
In first year of experience $39,446 $40,629
In second year of experience $40,205 $41,411
In third year of experience $40,695 $41,916
In fourth year of experience $41,459 $42,703
In fifth year of experience $41,921 $43,179
In sixth year and thereafter $42,680 -~ $43,960
Grade 4
In first year of experience $41,459 $42,703
In second year of experience 541,921 $43,179
In third year of experience $42,680 $43,960
in fourth year of experience $43,444 $44,747
In fifth year of experience $44,202 $45,528
In sixth year and thereafter $44,961 $46,310

2C.1.2 A School Assistant employed in a position that is not covered by a classification (Schedule 2A) is
entitled to be paid not less than the relevant Grade 1 salary.

2C.2 Weekly Salary

Refer to Schedule 2B.
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2C.3 Part Time Salary

Refer to Schedule 2B.

2C.4 Incremental advancement
Refer to Schedule 2B.

2C.5 Casual Rate of Pay

Refer to Schedule 2B

2C.6 Junior Salary

Refer to Schedule 2B.

2C.7 Reasonable additional hours

Refer to Schedule 2B.
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SCHEDULE 3A -CLASSIFICATION STRUCTURE (EARLY CHILDHOOD ASSISTANTS)

3A.1 Classification Levels

Early Childhood Assistant Level 1
Requirements
e to have a comprehensive knowledge of the Children’s Services Regulations 1998 (Vic.) and
the Children’s Services Act 1996 (Vic.), as amended from time to time, and adhere to
requirements at all times;
« to have a good understanding of the Employer's policies and procedures and assist in their
implementation;
¢ to have the ability to take direction; and
e under direct supervision:
1) assist in the implementation of the daily routine,
2) have a good understanding of and participate when required in emergency
procedures
3) assist with the preparation, general cleanliness (non-industrial) and cleaning up
and packing away of activities
4) attend to the physical, social and emotional needs of children on an individual
and group basis
5) achieve a warm and friendly relationship with children that is supportive and
responsive to their needs
6) assist in developing good relations with families attending the service, and
7) work positively and appropriately with all staff and parents, individual committee
members and the employer in the provision of services.

Early Childhood Assistant Level 2
Requirements
¢ under general supervision, to undertake all tasks of preceding level as required plus:
1) complete routine tasks and activities without constant direction,
2) to have an understanding of and contribute to the development and
3) implementation of the program planned for the children, and
4) to have undertaken appropriate professional development related to work which
may include on-site and/or off-site support.

Early Childhood Assistant Level 3
Requirements
¢ under limited supervision, to undertake all tasks of preceding levels as required plus:
1) undertake general observation of children, and report findings to the early
childhood teacher as appropriate,
2) assist in working with individuals and small groups of children, both
spontaneous and organized,
3) encourage parents to participate in the program and the service’s activities, and
4) to have undertaken appropriate professional development related to work which
may include on-site and/or off-site support.

Early Childhood Assistant Level 4
Requirements
o under limited supervision, to undertake all tasks of preceding levels as required plus:
1) foster play and cognitive development in children,
2) work with individual children and with both small and large groups of children,
3) assist in taking observations of children, and
4) to have undertaken appropriate professional development related to work which
may include on-site and/or off-site support. ’
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Early Childhood Assistant Level 5
Requirements
¢ under occasional supervision, to undertake all tasks of preceding levels as required pius:
1) undertake written observations of children as required,
2) liaise, under direction with parents around issues concerning their individual
children and general early childhood matters as required, and
3) to have undertaken appropriate professional development related to work which
may include on-site and/or off-site support.

Early Childhood Assistant Level 6
Requirements
¢ under occasional supervision, to undertake all tasks of preceding levels as required plus:
1) undertake detailed written observations of children as required,
2) use observations and records to actively assist in the development and
implementation of aspects of the program as required, and

3) to have undertaken appropriate professional development related to work which
may include on-site and/or off-site support.

3A.2 Progression from one level to the next within a classification is subject to an Early Childhood
Assistant meeting the following criteria:
e competency at the existing level;
¢ twelve months experience at that level and in-service training as required; and
¢ demonstrated ability to acquire the skills which are necessary for advancement to the next
pay point level.

3A.3 Where an Early Childhood Assistant is deemed not to have met the requisite competency at the
existing level at the time of appraisal, incremental progression may be deferred for periods of three
months at a time provided that:
e the Early Childhood Assistant is notified in writing as to the reasons for the deferral;
+ the Early Childhood Assistant has, in the twelve months leading to the appraisal, been
provided with in-service training required to attain a higher competency level; and
¢ following any deferral, the Early Childhood Assistant is provided with the necessary training
in order to advance to the next level.

3A.4 Where an appraisal has been deferred for operational reasons beyond the control of the Employer or
the Early Childhood Assistant, and the appraisal subsequently deems the Early Childhood Assistant
to have met the requirements under 3A.2 above, any increase in the rate of pay will be back paid to
the twelve month anniversary date of the previous incremental progression.

3A.5 Incremental progression to the next pay point level may be accelerated if:
¢ an Early Childhood Assistant has achieved competency at the existing level, and
o has demonstrated an ability to acquire the skills necessary to progress to the next pay point
level prior to the completion of twelve months at the existing level.

3A.6 Either the Employer or the Early Childhood Assistant may seek to implement accelerated

advancement. ltis the Employer’s responsibility to determine whether the accelerated advancement
is appropriate.
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SCHEDULE 3B —- SALARIES (EARLY CHILDHOOD ASSISTANTS)

3B.1 Annual Salary

A Full Time Early Childhood Assistant will be paid not less than the rate of pay specified for the Early
Childhood Assistant’s Classification. All will receive a 3% increase to their existing salary from 1 January
2011 and another 3% increase the following year on 1 January 2012.

The table below indicates the commencement salary for each classification level:

Classification | Salary From 1 | Salary From 1
Level January 2011 | January 2012
1 $33,089 $34,082
2 $33,362 $34,363
3 $33,636 $34,645
4 $33,909 $34,926
5 $34,139 $35,163
6 $34,414 $35,446
3B.2 Weekly Salary

The weekly salary is calculated by dividing the annual salary by 52.18

3B.3 Part Time Salary

A Part Time Early Childhood Assistant is paid for all ordinary hours worked at the rate of pay thata Full Time
Early Childhood Assistant at the same classification would be paid.

3B.4 Casual Rate of Pay

Casual Early Childhood Assistant is paid for all hours worked at the rate of pay that a full time Early
Childhood Assistant at the same classification would be paid, plus a loading of 25 per cent.

3B.5 Junior Rates of Pay

3B.5.1 A Full Time Junior Early Childhood Assistant is paid not less than the following percentage of the
Level 1 rate of pay.

Age Percentage of Full Time Rate
16 years or under 50%
17 years or under 60%
18 years or under 70%
19 years or under 80%
20 years or under 90%
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3B.5.2 A Part Time Junior Early Childhood Assistant is paid for all ordinary hours worked at the rate of pay
that a Full Time Junior Early Childhood Assistant at the same age would be paid.

3B.5.3 A Casual Junior Early Childhood Assistant is paid for all hours worked at the rate of pay that a Full
time Junior Early Childhood Assistant the same age would be paid, plus an additional loading of 25 per cent.

3B.5 Additional Hours

3B.5.1 All work completed outside the ordinary spread of hours is paid at the rate of time and a half for the
first two hours and double time thereafter.

3B.5.2 For the purpose of computing additional hours, each day’s work stands alone.
3B.5.3 Payment for additional hours will not be made where an Early Childhood Assistant has not obtained

prior approval from the Early Childhood Teacher/Director, the Business Manager or the Head of Junior
School.
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SCHEDULE 4A -CLASSIFICATION STRUCTURE (CLERICAL EMPLOYEES)
4A.1 Classifying positions

4A.1.1  The Employer will classify the position of employment in accordance with the general work
description and qualifications based upon the principal functions of the position required to be
exercised by the Clerical Employee, as determined by the Employer.

4A.1.2 Upon commencement of employment, the Employer will advise the Clerical Employee in writing of
the classification level of the Clerical Employee’s position of employment and of any change to the
Clerical Employee’s classification level.

4A.2 Level 1
4A.2.1 General work description

The Clerical Employee undertakes a variety of routine duties largely of a clerical and administrative
nature. In the first year of service, the Clerical Employee applies knowledge and skills to a limited
range of tasks. With experience, the Clerical Employee applies knowledge and skiils to a wider
range of tasks and is responsible for assuring the quality of the Clerical Employee’s work.

4A.2.2 Qualifications

The Clerical Employee is not required to have a formal qualification. As the Employer provides
relevant on-the-job training, this position does not require specific skills, prior experience or prior
training.

4A.2.3 Supervision

The Clerical Employee receives direct supervision, which includes working with established
routines and using defined and predictable methods and procedures. The work performed is
~ regularly checked.

With experience, the Clerical Employee is required to perform a wider range of functions under
direct supervision. The Clerical Employee receives specific direction on what is required and how
the duties are to be performed, which leads to routine direction, as knowledge is gained of the
required tasks and procedures. The Clerical Employee is subject to regular monitoring and
progress checks. The Clerical Employee, after gaining experience, may exercise some degree of
autonomy and discretion.

The Clerical Employee is not required to supervise other employees.
4A.2.4 Work requirements
As a general guide, work requirements at this level may include but are not limited to:
o undertaking routine reception duties, including screening Vvisitors, arranging

interviews/meetings, making appointments, maintaining diary records and communicating
information in accordance with policies and procedures;

» undertaking basic clerical and keyboard duties;

o providing general administrative support, including the preparation of documents, obtaining
data from given sources and receiving/recording enrolment data;
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¢ maintaining, entering and retrieving data, including financial data, from the computer system
and preparing standard reports from databases;

¢ maintaining basic written records, including filing;
s counting, receipting and recording monies and preparing banking documentation.
4A.3 Level 2

4A.3.1 General work description

The Clerical Employee may be required to perform a wide range of functions under routine
direction, which will iessen over time. The Clerical Employee, after gaining experience, will exercise
some degree of autonomy and discretion.

4A.3.2 Qualifications

The Clerical Employee is required to undertake duties which require knowledge and skills which
may be gained by the completion of a relevant one or two year postsecondary certificate/diploma or
equivalent or from on-the-job experience considered relevant by the Employer.

4A.3.3 Supervision

The Clerical Employee receives instructions on what is required, on unusual or difficult features
and when new techniques or practices are involved, on the method of approach. The Clerical
Employee is normally subject to progress checks usually confined to the unusual or difficult aspects
of the work and has work reviewed upon completion. The Clerical Employee has the technical
knowledge and/or experience to perform the standard duties, usually without technical instruction.

Although the Clerical Employee is routinely supervised, the Clerical Employee operates with a fair
degree of autonomy and may be required to supervise Level 1 Clerical Employees (or equivalent).
The Clerical Employee is responsible for assuring the quality of the Clerical Employee’s work and
may have some responsibility for assuring the quality of work of other employees under the Clerical
Employee’s supervision.

4A.3.4 Work requirements
As a general guide, work requirements at this level may include but are not limited to:

¢ the work requirements of Leve! 1, which are performed with a higher level of autonomy and
responsibility and a lower level of supervision;

providing general administrative support, including the preparation of nonstandard
documents, obtaining data from a range of sources and processing student admissions,
registrations, enrolments and transfers;

maintaining, entering and retrieving data, including financial data, from the computer system
and preparing a range of reports, including non-standard reports, from databases;

providing data and document production services;

liaising with and providing general information about the School’s operations to parents,
students and employees, in accordance with policies and procedures.

4A.4 Level 3

4A.4.1 General work description
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The Clerical Employee is required to exercise significant initiative and discretion and is required to
demonstrate expertise. The Clerical Employee is required to accept personal responsibility
significantly beyond that of a Level 2 Clerical Employee.

4A.4.2 Qualifications

The Clerical Employee, in addition to the knowledge and skills required at Level 2, is required to
undertake duties needing additional experience or knowledge such as may be gained by the
completion of a relevant three-year post-secondary qualification or from on-the-job experience
considered relevant by the Employer.

4A.4.3 Supervision

The Clerical Employee receives general direction, usually covering only the broader technical
aspects of the work and works with little direct supervision. The Clerical Employee may be subject
to progress checks to ensure that satisfactory progress is being made. The Clerical Employee may
be responsible to a supervisor and may be required to supervise Level 1 and 2 Clerical Employees
(or equivalent).

4A.4.4 Work requirements
As a general guide, work requirements at this level may include but are not limited to:
¢ providing clerical, keyboard and office management support, as required by the Principal or

Principal's delegate/s;

¢ in consultation with the Principal or the Principal’'s delegate/s, managing work priorities,
taking into account the overall workload of the functional area;

¢ maintaining and updating office systems and administrative records;
¢ maintaining the School’s financial records and providing routine financial reports;

¢ assisting in the preparation of the School budget through the collection and ordering of
relevant financial data;

e ensuring receipts and payments are properly recorded and reconciled against bank
statements and administering School banking;

¢ conducting control checks on accounts processed and ensuring that required accountability
standards are met.

4A.5 Level 4
4A.5.1 General work description

The Clerical Employee, in addition to the knowledge and skills required at Level 3, would be
required to directly supervise other employees in a large reasonably autonomous unit within, or
across, the workplace. The Clerical Employee, under general direction, assists with the
coordination of School services, such as financial services.

Alternatively, the Clerical Employee may be in a support role to a senior administrator, and would
generally be required to manage a specific support function or assist the senior administrator in the
management of support functions. The Clerical Employee may be required to supervise staff
delivering a single support function.

4A.5.2 Qualifications

Page 62 of 72




aul'sp
St Paul’s Anglican Grammar School Agreement 2010 ELEAN EAEAR sclﬁg

The Clerical Employee, in addition to the knowledge and skills required at Level 3, is required to
undertake duties requiring additional experience or knowledge either as a result of qualifications or
experience or both,

4A.5.3 Supervision

The Clerical Employee receives limited direction, such as instruction in the form of the required
objectives, and has work measured in terms of the achievement of stated objectives. The Clerical
Employee is competent and experienced in a technical sense and requires little guidance during
the performance of work. The Clerical Employee is required to use initiative, exercise discretion
and perform work to a high level.

The Clerical Employee would normally be responsible to the Principal or Principal’'s delegate and
would be required to supervise Level 1 to 3 employees (or equivalent). The employee is
responsible for the allocation of work, coordinating workflow, checking the progress of work, the
quality of work and problem-solving.

4A.5.4 Work requirements
As a general guide, work requirements at this level may include but are not limited to:

¢ coordinating the delivery of administrative services within the School;

¢ in consultation with the Principal or the Principal’s delegate/s, determining and managing
work priorities of the School office;

¢ developing and implementing strategies to ensure effective administration procedures;

¢ managing the School's records system, including computerised student, employee and
School records;

¢ managing the School’s financial records and preparing financial reports;
¢ preparing financial documentation and data for budget preparation;

¢ reconciling School expenditure against budget, including advising employees with budget
responsibilities on expenditure against budget;

¢ managing School payroll, together with maintaining employee records;
¢ researching, preparing and presenting reports and data.
4A.6 Level 5
4A.6.1 General work description
The Clerical Employee, under general direction, has responsibility for the supervision and
coordination of finance and other administration services within the School, or manages a specific
function, with the appropriate level of responsibility and accountability.
In general, tasks are well-defined and supported by policies and systems, with scope to identify a
problem, recommend or instigate changes to work practices, determine the strategic option or
solution to a problem and provide significant input into developing and changing School policy.
The Clerical Employee is responsible for:
¢ day-to-day management and supervision of staff within the work area;

o providing key support and timely advice to the Principal, Principal’s delegate/s or governing
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body;

¢ effective liaison on behalf of the School, including with the School community, government
departments/agencies and service providers;

¢ developing procedures/guidelines relating to School operations;
¢ establishing work practices for support staff;

» providing advice and counselling to subordinate staff on matters such as professional
development, work performance and related matters;

¢ meeting specific operational objectives;

e providing authoritative policy advice on the School’s operations.

4A.6.2 Qualifications

The Clerical Employee requires knowledge of the operations of the work area and the operative
procedures and guidelines. The Clerical Employee has the skills required to do the job either as a
result of qualifications or experience or both.

4A.6.3 Supervision

Work is performed with clearly established objectives, strategies and guidelines with some scope to
determine operational strategies subject to monitoring and intervention by the Principal or the
Principal's delegate.

4A.6.4 Work requirements
As a general guide, work requirements at this level may include but are not limited to:
¢ in consultation with the Principal or Principal’s delegate, determining and managing the work

priorities of administrative support employees;

¢ providing a range of administrative support services, as determined by the Principal or the
Principal’s delegate/s;

e managing the School's administrative support systems, including computer systems and
student, employee and School records;

e managing and directing the preparation of budgets and financial statements and contributing
to the School’s financial decision-making processes;

e coordinating the accounting processes of the School and ensuring that all funds, including
investments, are effectively accounted for according to School policy and directives;

e managing School fundraising activities.
4A.7 Level 6
4A.7.1 General work description
The Clerical Employee coordinates support services within, or across, a School. The Clerical
Employee is required to develop and coordinate strategies across a range of functional areas that
impact upon the administration of the School and the achievement of the School’s objectives.
The Clerical Employee is responsible for:

¢ managing and supervising administrative support staff within the School;
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¢ providing key support and timely advice to the Principal and governing body;

o effective liaison on behalf of the Principal and the governing body, including with the School
community, government departments/ agencies and service providers;

e Providing the Principal and the Principal's delegate/s with regular progress reports;
e Providing advice that contributes significantly to Schoo! operations;
¢ Leading and supervising other support staff;

e Contributing significantly to the development and delivery of professional development for
employees.

4A.7.2 Qualifications

The Clerical Employee requires specialist, professional and/or technical knowledge, understanding
and expertise related to the tasks of the work area. The Clerical Employee has the skills required to
do the job either as a result of qualifications or experience or both.

4A.7.3 Supervision
The Clerical Employee is provided with some direction on targets and goals by the Principal or
Principal's delegate. The Clerical Employee will have some latitude in determining how the targets
and goals are achieved, which would generally be limited by standard procedures and policies. The
Principal or Principal’s delegate may intervene in relation to the determination of priorities,
deadlines and operating strategies.

4A.7.4 Work requirements

As a general guide, work requirements at this level may include but are not limited to:

¢ Ensuring the provision of a range of administrative support functions, as determined by the
Principal or the Principal’'s delegate/s;

Developing and preparing submissions on behalf of the Principal, the Principal’s delegate/s
or the School's governing body;

Directing the accounting processes of the School and ensuring that all funds, including
investments, are effectively accounted for according to requirements;

Administering School income, including government grants;

Drafting reports and making recommendations on operational issues to the Principal, the
Principal's delegate/s or the School’'s governing body.
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SCHEDULE 4B - SALARIES (CLERICAL EMPLOYEES)

4B.1 Annual Salary

A Full Time Clerical Employee is entitled to be paid not less than the following annual salary
relevant to the Clerical Employee’s classification. All staff will receive a 3% increase to their
existing salary from 1 January 2011 and another 3% increase the following year on 1 January
2011. The table below indicates the commencement salary for each classification level from 1

January 2012:

Classification | Salary From 1 | Salary From 1
Level January 2011 | January 2012

1 $33,341 $34,341

2 $36,662 $37,762

3 $39,983 $41,182

4 $42,184 $43,450

5 $46,024 $47,405

6 $52,591 $54,169

4B.2 Weekly Salary

The weekly salary is calculated by dividing the annual rate of pay by 52.18.

4B.3 Part Time Salary

A Part Time Clerical Employee is paid per hour worked an amount not less than 1/38th of the
weekly rate of appropriate to the Clerical Employee’s classification.

4B.4 Casual Rate of Pay

A Casual Clerical Employee is paid per hour worked an amount not less than 1/38th of the weekly
rate of pay appropriate to the class of work performed plus 25 per cent.

4B.5 Junior Salary

A Full Time junior Clerical Employee classified at Level 1 or Level 2 pursuant to Schedule 3A, is
entitled to be paid not less than the following percentage of the full time salary relevant to the
Clerical Employee’s classification.

Age

Percentage of Full Time Rate

16 years or under
17 years or under
18 years or under
19 years or under
20 years or under

4B.6 Additional Hours

50%
60%
70%
80%
90%

As an alternative the Employer and a Clerical Employee may agree to a further averaging
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arrangement. Such arrangement must be:

¢ by mutual agreement,
e agreed within four of the time being worked, and

¢ recorded in writing by the Employer, with a copy provided to the Clerical Employee.

Where the agreed arrangement is not implemented in accordance with the written agreement, the
Employer will pay the Clerical Employee for the additional hours worked at the ordinary time rate of
pay with the next salary payment.

Where the Employer requests a Clerical Employee to work more than five hours in excess of the
ordinary hours of work, or in excess of the averaging arrangement in place, within in any

consecutive five-day period, the Clerical Employee may refuse to work all hours on excess of five
hours.

SCHEDULE 5A -CLASSIFICATION STRUCTURE (SUPPORT SERVICES OFFICERS)

5A.1 Classifying Support Services Officers
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Positions for support staff employed in Technology Support, Maintenance, Cleaning and other will
be classified in accordance with the following criteria.

Gradings will be given on a basis of a comparison of the work performed in the position with the
duties which are specified as “typical” at each of the grades. A position need not involve all the
duties listed as ‘typical’ of the grade nor are the typical duties the only ones which may be required.
5A.2 Classifications
Level1
Application
This classification applies to an Employee who is engaged in routine duties requiring no specific

skill, prior experience or prior training. On-the-job training may be required.

Positions
Positions for which qualifications are not required:

Maintenance employees

Security officers

Gardeners

Cleaners

Characteristics
It is characteristic of this classification that the Employee may be required to perform any
combination of a wide range of routine function under reasonably direct oversight but may, after
gaining experience, exercise some degree of autonomy and exercise discretion.

Level 2

Application
An Employee at this level is not required to have any qualifications and is required to perform any
combination of a wide range of functions under direct supervision. The Employee initially receives
specific direction leading to routine direction which leads to knowledge of the required tasks and/or
procedures. The Employee, after gaining experience, may exercise some degree of autonomy and
discretion. The Employee will not be required to supervise other employees.

Positions
Such positions may include positions similar to those of Level 1 but involving more complex tasks.

Level 3

Application
An Employee at this level undertakes duties which require knowledge and skills which may be
gained by the completion of a relevant post-secondary certificate or approved trade certificate or
equivalent or from on the job experience considered relevant by the Employer. The Employee may
be required to perform any combination of a wide range of functions under routine direction but
may, after gaining experience exercise some degree of autonomy.

The Employee receives instructions on what is required, on unusual or difficult features and when
new techniques or practices are involved, on the method of approach. The Employee is normally
subject to progress checks usually confined to the unusual or difficult aspects and has assignments
reviewed on completion. Although the Employee is routinely supervised, the Employee operates
with a fair degree of autonomy and may be required to supervise Leve! 1 or 2 employees while
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performing the Employee’s normal duties.

Positions
Technician Qualified trades person

Level 4

Application

The Employee, in addition to the knowledge and skills required at Level 3, is required to undertake
duties needing additional experience or knowledge such as may be gained by the completion of a
relevant three year post-secondary qualification or from on-the-job experience considered relevant
by the Employer. The Employee is often required to exercise significant initiative and discretion and
is required to demonstrate expertise. The Employee is required to accept personal responsibility
significantly beyond that of a Level 3 Employee. The Employee receives general instructions,
usually covering only the broader technical aspects of the work and works with little direct
supervision. The Employee may be subject to progress checks to ensure that satisfactory progress
is being made. The Employee may be responsible to a supervisor and would usually be required to
supervise Level 1-3 Employees while performing the Employee’s normal duties.

Positions
Senior Technician (Graduate Information Technology Employee (3 year course))

Level 5

Application
The Employee, in addition to the knowledge and skills required at Level 4, may be required to be
directly supervising other employees in a large, reasonably autonomous unit within the workplace
or across the workplace.

Positions at this level will, under general direction, assist with the coordination of, personnel and
other support services. As a support role to a senior administrator a position at this level would,
generally, be required to manage a specific support function or assist the senior administrator in
the management of support functions. This may include supervision of staff delivering a single
support function.

The Employee has the skills required to do the job either as a result of experience or qualifications
or both. The Employee receives limited direction and has work measured in terms of the
achievement of stated objectives. The Employee is fully competent and very experienced in a
technical sense and requires little guidance during the performance of work. The Employee would
normally be responsible to management and would be required to supervise Level 1-4 Employees
while performing their normal duties.

Positions
Senior Technician (Graduate Information Technology Employee (4 or 5 year course)

Level 6

Application
Positions at this level will, under general direction, have the responsibility for the supervision and
coordination of personnel and other support services.

Alternatively a position may be at this level where there is a requirement to manage a specific
function. However, where this occurs the position becomes a management role in respect to that
function with the appropriate level of responsibility and accountability. The position will be
responsible for the day to day management and supervision of support staff. It is also responsible
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for providing key support and timely advice to senior management, as well as undertaking effective
liaison on behalf of the School with the general community, government agencies and service
providers. Such positions may include positions similar to those of previous levels but involving
more complex tasks.

Positions at this level may be a support role to a senior administrator and would provide to that
senior position support involving the day to day running of the administrative unit which will involve
responsibility for the supervision and deployment of other support staff within clearly defined
objectives and guidelines.

Positions
Experienced Information Technology Employee

Level 7

Application
Positions at this level, under general direction, will be required to administer, the personnel,
administration, buildings and equipment resources of the School.

Positions at this level will be responsible for the day to day management and supervision of support
staff. Responsibility may also extend to the coordination of support staff work and duties. The
position is also responsible for providing key support and timely advice to the senior management,
as well as undertaking effective liaison on behalf of the School with the general community,
government agencies and service providers.

Positions at this level will provide a high level administrative and management support to the senior
management. This will include ensuring all records are accurately maintained and that senior
management are provided with all relevant reports and provide authoritative advice in relation to
those reports and administrative policy and issues within the School.

Business management becomes a key aspect at this level. This will involve the coordination and
development of strategies across a range of functional areas which impact on the overall
administration of the School.

Positions at this level will involve the coordination of support functions with a view to ensuring the
most efficient use of resources and that the broad objectives of the School are attained.
Coordination of non teaching staff across a variety of functional areas will be a requirement.

The position will be required to undertake investigations, prepare reports and draft responses to
correspondence. Coordination of staff undertaking these tasks may also be required. Such
positions may include positions similar to those of previous Levels but involving more complex
tasks.

Positions at this level could involve a single functional area providing it was of a highly specialised
and expert level, for example, a computer systems employee who is a project leader and provides
the highest point of reference for relevant specialist advice. The position would be expected to
make a considerable contribution to the technical aspects of investigations, development of
computer systems and training of staff.

Paositions
Professional Information Technology Employee
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SCHEDULE 5B — SALARIES (SUPPORT SERVICES OFFICERS)
5B.1 Annual Salary

A Full Time Support Services Officer is entitled to be paid not less than the following annual salary
relevant to the Support Services Officer’'s classification. All staff will receive a 3% increase to their
existing salary from 1 January 2011 and another 3% increase the following year on 1 January
2011. The table below indicates the commencement salary for each classification level from 1

January 2012:

Classification | Salary From 1 | Salary From 1
Level January 2011 | January 2012

1 $30,123 $31,027

2 $32,501 $33,476

3 $36,392 $37,484

4 $38,622 $39,781

5 $41,083 $42,315

6 $45,985 $47,365

7 $49,329 $50,809

5B.2 Weekly Salary .

The weekly salary is calculated by dividing the annual rate of pay by 52.18.
5B.3 Part Time Salary

A Part Time Support Services Officer is paid per hour worked an amount not less than 1/38th of the
weekly rate of pay appropriate to the Support Services Officer’s classification

5B.4 Casual Rate of Pay

A Casual Support Services Officer is paid per hour worked an amount not less than 1/38th of the
weekly rate of pay appropriate fo the class of work performed plus 25 per cent.

5B.5 Junior Salary

A Full Time junior Support Services Officer classified at Level 1 or Level 2 pursuant to Schedule
5A, is entitled to be paid not less than the following percentage of the full time salary relevant to the
Support Services Officer’s classification.

Age Percentage of Full Time Rate
16 years or under 50%
17 years or under 60%
18 years or under 70%
19 years or under 80%
20 years or under 90%

Page 71 of 72

St Paul'sF}

ANGLICGAN GRAMMAR SCHOOL mmmm




St Paul'sE)

St Paul’s Anglican Grammar School Agreement 2010 ANGLIGAN GRAMNAR SoHooL o

5B.6 Additional Hours

As an alternative, the Employer and a Support Services Officer may agree to a further averaging
arrangement. Such arrangement must be:

s by mutual agreement,

¢ agreed within four (4) of the time being worked, and

¢ recorded in writing by the Employer, with a copy provided to the Support Services Officer.

Where the agreed arrangement is not implemented in accordance with the written agreement, the
Employer will pay the Support Services Officer for the additional hours worked at the ordinary time
rate of pay with the next salary payment.

Where the Employer requests an Support Services Officer to work more than five (5) hours in
excess of the ordinary hours of work, or in excess of the averaging arrangement in place, within
any consecutive five-day period, the Support Services Officer may refuse to work all hours in
excess of five (5) hours.
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