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St Catherine's School

St Catherine’s School - Clerical and Administrative Employees Certified Agreement
2005

1.0 Title

This Agreement will te known as the St Catherine’s Schoci — Clerical and Agministrative
Employees Certified Agreement 2005 {"the Agreement’}.

2.0 Arrangement

Title

Arrangement

Type of Agreement

Coverage

Application

Relationship to Other Industrial Instruments
Duration

Salary

Parental Allowance

W NGOG R W

©w

10.  Long Service Leave

11. Relocation Leave

12. Termination of Employment
13.  Introduction of Major Change
14. Redundancy Consultation

15. Letter of Appointment

16.  Travel and Personal Expenses
17. Tuition Fee Concessions

18. Childcare

19.  Meal Breaks/Aliowance

20. Professional Development and Assessment
21. Issue Resolution Procedure
22,  Superannuation and Choice of Fund
23 Remuneration Packaging

24, Consultative Committee

25, Hours of Work

26.  Public and School Holidays
27.  Annual Leave

28.  Annual Leave Loading

29.  Sick Leave

30. Freedom of Association
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3.0 Type of Agreement
Thus Agreament s a Cartifiod Agresy Cainenre’s 5o FLA AN
Cierical and Adrministrative zmoic Coer and Admirsitan =
pursuant to Section 177LK urcer Dresion 2 of Part VIS of the Workplacs Raianors
{Cth}

4.0 Coverage
This Agresrient covers Clerca and Adminisiratve siaff QU DUTSLATT T e SO
Independent Schocls - Clerical Admanisirath - Aweard 00

5.0 Application
Tnis Agreement 1s bincing upon St Catherine's Scnco and the Clerical and Admimsisative s0aff
employed by the School,

6.0 Relationship to Other Iindustrial Instruments

6.1 The terms and conditions of empioyment for Clerical and Administrative staff as speafed in this
Agreement will operate in conjunction with  the Victorian Independent Scheols
Clenical/Administrative Employees - Award 2004 or its successor. Where this Agreement
prescribes different or inconsistent terms and conditions of employment, this Agreement wiil
prevaill to the extent of the difference or inconsistency.

6.2 The terms of the Award that prescribe entitlements for employees, shall. as they stecd on the
date of certification of this Agreement and subject oniy to clause 6.5 below. be terms of this
Agreement.

6.3 Where the express terms of this Agreement as cpposed to the terms incorporated by reasan of
sub-clause 6.2 differ. the express terms of this Agreement shall prevall to the extent of tne
difference or inconsistency.

7.0 Duration
The Agreement will apply from the first full pay period commencing on or after the date of
certification of this Agreement by the Australian Industrial Relations Commissicon (“the
Commission”) and will remain in effect until 31 January 2008. This Agreement may be varied by
mutual agreement of the parties subject to the requirements of Division 7 of Part VIB of the
Workplace Relations Act 1996 {Cth.) as amended from time to time.

8.0 Salary
All employees covered by this Agreement shall receive the following salary increases on Hheir
actual rate of pay in the first pay period on or before the dates specified:

« 4% from 1 February 2005.

. % from 1 February 2006. and

« 4% from 1 February 2007
The parties agree that salary increases payable under the terms of this Agreemenr: snal! te
made annualty and shall take effect from 1 February each year and shall apply to all staf® who
have completed 12 months service prior to the date cf the commencement of the award of the
annual increase, or in the case of non continuous service after the complation of an eguivalent
calendar year.

9.0 Parental Leave

9.1 Maternity. paternity and adaption leave is avalabdie to Clerical ard Adminisirative staff n
accordance with the Award. In this regard a maximum of 52 weeks parentai lsave 15 aliowaule
unless otherwise agreed to by the Principal. The fcilowing additioral beneafits are avallable o
Clerical and Administrative staff eligitle far parental leave,

9.2 Payment of Parental Allowance

9.21 Parental allowance payments will commence or the birth or arrival of the child

9.2.2 Where a Clerical and Administrative employze is granted materrity or acoption g I
accordance with the Award. and the Clerical and Administrative employee nas comgpletad are ar
more years ¢f continuous service with the Schocl. the Clerical and A¢minisirative emnioyos wi,
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9.2.3

9.2.4

9.2.5

10.0
10.1

10.2

10.3
10.3.1

10.3.2

be gaid 3t ihe normai wveekly rate of Tay for o st nine
entitlemsnis snall accrue dunng this perod A nanl e

Wiere a Clencal and Administraiive emip:cyes s
giver of & cnild within the first three monitbs of ibe =N
and Adminisirative emplovee has completed cre or more jears of ong
Scrocl, the Clerical ard Administrative empicvee wili re oaid at the -
for the first nine (9 weeks of this leave taken curiry term
accrue during this peried of paid paternity leavs

il s ile O

A Clarical and Administrative employes who wil, not tase the roie of crimar, cure i
granted up o five {3} days paid patermity lcave wiihin twe weeks of the birn of

octherwise agreed. Noizave entinements shall accrue Auring this pancc of gad caternt

Saz,

All other parental ieave granted in accordance witn this clause and the Award will o urpad, Mo
leave entittements srall accrue during this nericd of unpaic feave

LLong Service Leave

Eligibility

In determining eligibility for Lang Service Leave a Clerical anc Administrative emplcyee 'otner
than a casual Clerical and Administrative employée) must have ten {10} years of continuous
employment with the Schoot. or ancther organisation which ts recogmsed by the Schoeol for this
purpose. and the Clerical and Administrative employee concerned has previously apglied for
recognition of that service for the purpose of determining their entitlement to Long Service
Leave. In addition the type of ten (10) years service must be of the type where Long Service
Leave entitlements accumulate.

Entitlement

After ten (10) years of continucus employment a Clerical and Administrative empioyee s
entitled to thirteen (13) weeks paid leave and six and a haif i6.5) weeks upon completon of
each additional five (5) years of continuous empiocyment.

A Clerical and Administrative employee may apply to take pro-rata Long Service Leave afier tha
completion of seven (7} years of more of continucus employment. The School may agree for
the Clerical and Administrative employee to receive payment for ali or part of the Clericai and
Administrative employee’s accrued Long Service Leave in lieu of taking this entitlement as
leave.

Subject to the production of a supporting medical certificate, a Clerical and Admnist-ative
employee who becomes ill whilst on Long Service Leave is entitfed {o have the period of ilress
treated as sick leave but only to the extent that the Clerical and Administrative employee s
entitled to sick leave.

Subject to the production of a supporting medical certificate. the Clerical and Admmnistrative
emgloyee’'s Long Service Leave will be extended by the pericd of illness. An excegtion to this I3
that the School and a Clerical and Administrative emgloyee may agree that the Clerncal and
Administrative employee will return from Long Service Leave as ptanned with the period of
iiness increasing the Clerical and Administrative employee's accrued Long Service Leave
entitlement.

Payment of Accrued Long Service Leave in Lieu of Taking Leave

The Clerical and Administrative employee may agree for the Clerica! and Administrative
employee to receive payment for part or all of the Clerical and Administratve employees aceruead
Long Service Leave in lieu of taking this ettittement as ieave

The payment in lieu ogticn will have the express effect of overriding Section 74 of tha Lang
Service Leave Act 1892 {Vic.).

Relocation Leave

A Clenical and Administrative employee is entitled to a maximum of one (1) day's leave per year
for the purposes of moving their place of abode The timing of this leave must ba negotatad
with the Principal pricr to any leave being taken. This leave ts non cumuiative.
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12.0
121

12.1.1

1212

12.1.2(a)

12.1.2(b)

12.1.3

12.1.4

12.1.5

Termination of Employment

Termination by the Schoo!

- [“.’!‘;"D"ﬂ‘\,‘"‘"“

Redundancy

SAL e g s bien e byl entan e F e
Wiere termination lakas eIGLE TO T2AsCnS O

Unsatisfactory Performance

Whera termiraticn of ampicymant may take piau: TEASCNS ralated
School will apply to undertake a preocess that incuces Re provis.ors o
12.1 2(by.

Commencement of Due Process

Due pracess will commence with the School advising the Clerical and Administrative empioyee

in writing of:

* the School's concerns with the Clerical and Administrative employee’s performance:

= thetime, date and place of the first due process meeting:

* the Clerical and Administrative employea’s night to be accompanied by a nomirez cf the
Clerical and Administrative employee’s choice at all due process meetings:

* the School's right to terminate the Clerical and Ac¢ministrative employees emgioymert
should due process not resolve the School's concerns

Due Process Meetings

Due process meetings will:

* include discussion of the School's concerns with the Clerical and Administrative employee's
performance:

= give the Clerical and Administrative employes an opportunity to respond to the Schooi's
concerns;

* include discussion of any counseling or assistance. where appropriate. available to the
Clerical and Administrative employee:

* include documentation. where appropriate;

= set periods of review, as appropriate.

Unsatisfactory Conduct

Where termination of employment may take place for reasons related to unsatisfactory conduct
the School will investigate the allaged misconduct provide the Clerical and Admiristrative
empioyee with an opportunity to respond to the allegations and take disciplinary action deemed
appropriate by the School, Where an issue of misconduct is to be investigated, a Clencal and
Administrative employee is entitled to be accompanied Ly a nominee of the Cierical and
Administrative employee’s choice. Disciplinary action may include termination of the Clarical
and Administrative employee’'s employment.

Summary Dismissal

The Schoal may terminate a Clerical and Administrative emplayee’s employmeant summarily
where that Clerical and Administrative employee is guilty of serious misconduct of a xind such
that it would be unreasanable to require the School to continue the employment dunag the
notice period.

Notice

Where the School terminates employment for reasons of redundancy or unsatisfactory
perfermance. the School will provide notice in accordance with sub clause 13.2 ¢f the Victerian
independent Schools — Clerical/Administrative Employees - Award 2304, Where the School
terminates employment for reascns of unsatisfactory conduct. the Scheol may provide notice as
above or may lerminate employment summarily in cases of sericus miscanduct,
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i3.0
131
13.11

13.1.2

13.1.3

13.2
13.2.1

13.2.2

13.2.3

13.2.4

13.2.5

Statement of Service

—

‘von termination of empioyment. 3
tatement of service. Lgcn rsceis!
statement specifying:

« the pericd of empioyment ard

)W

« the ciassification 27, or type of work perior=d

introduction of Major Change

Schoel's Duty to Notify

Wherg the Schoci has made a definie decision I niroeuce
« preducticn:
e program;
* organisation:
»  structure: or
s technology

TG SRAanGes oo

that are likely to have significant effects on Clerical and Administrative employees. the Schocl
will notify the Clerical and Administrative empioyee who may be affected by the proposed
changes.

Where such major change occurs during the School year, the notification by the Schoci to the
Cierical and Administrative employee so affected will be a month's notice. except where
otherwise agreed by mutual agreement. When a major change affects cnly the hours of work,
and Is occurring between the end of one school year and the commencement of the next. a
month's notice will not be required.

“Significant effects” include:

» termination of employment:

« major changes in the compeosition. operation or size of the School's werkforce or in the
skills required;

s+ the elimination or diminution of job opportunities. promotion opportunities or job tenure.

+ the alteration of hours of work:

» the need for retraining or transfer of Clerical and Administrative employees to other
work or focations;

« the restructuring of jobs.

With the exception that where the Award makes provision for alteratior of any of the matters
referred to in this clause an alteration will be deemed not to have significant effect.

School’s Duty to Discuss Change

The School will discuss with the Clerical and Administrative empioyees affecte
« the introduction of the changes referred to in 13.1;
s the effects the changes are tikely to have on Clerical and Administrative empioyees;
*« measures to avert or mitigate the adverse effects of such changes on Clenca: and
Administrative employees.

The School will give prompt consideration to matters raised by the Clencal and Administrative
employee in relation to the changes.

The School will commence discussions as early as praciicabie after the Schocl has made a
definite decision to make the changes referrec toin 73,1,

For the purposes of such discussion and subject to 12.2.5 the Scheol wili provide in wnting o
the Clerical and Administrative employees concerned. all relevant information atout the
changes including:

= the nature of the changes proposed:

« the expected effects of the changes on Cierical and Adminisrative empioyees: and

« any other matters likely to affect Clerical and Administrative employees.

For the purpeses of such discussion under 13.2.4. the School will not be required ¢ disciose
confidential information the disclosure of which would be inimical to the School's interests,
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14.5 Redundancy Consultation

14.1 irers the Serool has made a definite de s & 3 Asras e
Clerical and Adminsstrativa ampioyee na WUe aute Dy dnyang aro i
to the ordinary and cusicmary turnover of abour and ihat
employment. tne Scnecl will hold discussions aiin the Eralve &Moo
directly affeciad.

14.2 Tra Schenl will hald discussions 3s sacr 28 froanionnia attar tha Sorael roe »nde 0o acefnine
decision which will invere the provisiors of 141

14.3 Pursuant to 14 2, the Schoo wiil discuss, inler alia

« the reasoni s for the croposed termimanons:

«  measures {c avoid or minimise the terminations:

. reasures t¢ mitigate any adverse effects of any terminatons or the Clerca and
Administrative employee(sj concerned

14.4 For the purposes of the discussion pursuant to 14.2. the Schcal will. as soon as practicable
provide in writing to the Clerical and Administrative emplovee(s) concerned ah reievant
information about the proposed terminations including:

= the reason(s) for the proposed terminations:

» the number and categories of Clerical and Administrative employee(s) likely o be
affected:

« the number of workers normally employed:

« the pericd over which the terminations are lixely to be carred out,

14.5 For the purposes of 14.1 to 14.4. the School is not required to disclose confidential information
the disclosure of which would be inimical to the Scheol's interes!s.

14.6 Where a dispute arises concerning termination of employment due to redundancy. the
redundancy dispules procedure fram the Victorian Independent Scheools —
Clerical/Administrative Employees - Award 2004 (clause 8) will be applied in the rescluton of
that matter.

14.7 Redundancy disputes

14.7.1 Paragraphs 14.7.2 and 14.7.3 impose additional obligaticns on ar empioyer whera ar employer
contemplates termination of employment due to redundancy and a dispute arises (a redundancy
dispute). These additional abligations do not apply to employers who employ fewer thar fifteen
(15) empioyees.

14.7.2 Where a redundancy dispute arises. and if it has not already done so. an employer must provide
affected employees and the relevant union ar unicns (if requested by any affected employege) in
good time, with relevant information including:

« the reasons for any proposed redundancy:
e the number and categories of waorkers likely to be affected: and
« the period over which ary proposed redundancies are intended to be carriad out

14.7.3 Where a redundancy dispute arises and discussions occur in gccordance with this clause the
employer will. as early as possible, consult on measures taken to avert or to minimise any
preposed redundancies and measures to mitigate the adverse aects of ary propeosed
redundancies on the employees concerned.

14.8 Severance Payments
The following scales of severance payments wiil apply in lieu of the severance scale prescriced
in paragraph 9.3 of the Victorian Independent Schocls - Clerical Administrative Employees -
Award 2004,
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15.0

16.0
16.1

16.2

17.0

17.1

17.2

17.3
17.3.1

17.3.2

Pihe empioyee s arder 45 years of ags

' Pericd of Contlnuous Servxce Severance Pay
less than 1 year Nl

1 year but less than 2 years 4 weeks pay
2 years but less than 3 years- 7 weeks béy
'3 years but less than 4 years 10 weeks pay
- 4 years but less than 5 years ‘ 12 weeks pay
- S years but tess than 6 years - ' 14 weeks pay
. 6 years and over - 16 weeks pay

If the employee 1s 45 years of age or over

. Period of Contmuous Servnce Severance Pay
i | Less than 1 year C NIl

‘Tye:;ﬁ)ui less than 2 years 5 weeks pay )

2 years but less thanifi};aﬁrgm - 8 75 weeks pay

'3 years but less than 4 years 7 12.5 weeks pay

4 yeefs but less than 5 years - TSTVQS pay o
‘ 57years but less than 6 years . 17.5 weeks pay

6 ;re_ars and o\ier - 20 Weeks pay

Letter of Appointment

The School will provide the Clerical and Administrative empicyee with a letter of appointment.
The letter will include such matters as salary, tenure of the appointment where applicable. a
statement of duties for the position and relevant information about the position.

Travel and Personal Expenses

When Clerical and Administrative empioyees are required to travel for purposes of their
emploayment, the School will pay reascnable expenses. Reasonable expenses are those over
and above costs which would normally be incurred by Clerical and Administrative employees at
School and which relate directly to the duties required of Clerical and Administrative employees.

Except in exceptional circumstances, payments must be authorised by the Princigal pricr to be
incurred.

Tuition Fee Concessions

Definition of ‘Tuition Fee’

‘Tuition Fee' shall be defined as the annual fee for academic tuition as detarmined anruaily by
the Schaool Council,

Entitlement of Existing Staff

Ciericat and Administrative emplcyees empioyed by the Scnool will be entitled 10 a 50%
discount of the tuition fee where they enrol their daughteris). (or sonts) in the Early Learning
Centre) at St Catherine’s School. Each enrolment of children of staff after 23 January 2062 will
attract the payment of the FBT liabiiity apphcabie to the concession.

Entitlement of New Staff

Full-time Staff

Full-time Clerical and Administrative employees employed by the School after 23 January 2002
will be entitled to a 50% discount in the tuition fee where they enrol their daughter(s), (or som s
in the Early Learning Centre} at St Catherine's School. Each enrcliment will atiract the payment
of the FBT liability applicable to the concession.

Part-time Staff

Part-time Clerical and Administrative emptoyeaes employed by the School after 23 Jaruary 2002
will be entitted to the 50% discount in the tuitcn fee on a gro rata pasis equal o thaor
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amgloymert fraction (Correct 10 one Jecimal soint
the FBT lagiity apgiicatie o the ccneassion
it

employee amployed 3t 0.6 FTe s anntlen to 4 3075 discount 1 he tition fee

T
= AN A

Yehere a Clerical ard Adminsirative emmpicyee’s ©

carresponding change in the tuiticn fee discount. The change  the itiod
+ ) Y

effective frcm the commercemeant of the Term in whion tha change @ ¢ e

wakes place; however, the parcentage giscount will e not less than the ongira s

awarded a: the commenrcement of the part time emaicyimenrt

WOy TERU racter vanes o

18.0 Childcare
Clerical and Administraiive employees aho rogiirs Tk
children ars entitled ic access the Schecl's Bafore ard.cr Al of
charge on days where this requirement exists

19.0 Meal Breaks/Allowance

19.1 Meal Breaks
No Clerical and Administrative employee shall be required to work for mere than five (5, hours
without a break for a meal. A meal break shall be for one (11 hour and wili not be courted as
time worked.
Morning and afternocn tea breaks. each of fifleen (15) minutes duration to count as time
worked), will be allowed. In order to maximise operational and personal fiexiblity ocal work
areas may agree to vary the timing of meal and tea breaks,

19.2 Meal Allowance
The School will supply a Clericat and Administrative employee with a meal shouid the Scheot
require the Clerical and Administrative employee to remain at the School continucusly urtil after
6:30 p.m. on any day. A meal will be supplied where it is impracticable for the Clerical and
Administrative employee to return home,

20.0 Professional Development and Assessment
The Schocl places a high priority on professional development and assessment. The
Professional Development and Assessment processes are designed to sugpoert staff to cevelop
to their full potential to achieve personal and professional goals which compliment the
operational objectives of the Schoal.

21.0 lssue Resolution Procedure
Where a grievance arises concermng the interpretation or application of a matter centained
within this Agreement, the grievance procedure frem the Victorian Independent Schools —
Clerical/Administrative Employees - Award 2004 (clause 8) will be apphed in the resolution of
that matter.

22.0 Superannuation and Choice of Fund
The School has agreed. in accordance with the provisicns of the Superannuation Guarantes
Act 1992, to contribute an amcunt equal to 10% of a staff member's crdinary tme earnings (c a
complying fund as listed below. Such contributions shali remain payabte during any pericd of
paid leave, with contributions being adjustec each time there is a decrease or increase ir
ordinary time earnings in accordance with the rules cf the Fund,
In tieu of clause 18 of the Victorian Independent Schoois — Clerical:Administrative Emgloyees -
Award 20C4 the School offers all staff the right to nominate the payment of superannuation
deductions and contributions to their membership of the follcwing Superannuation Furazs after
the date of cenification of the Agreement:
The Victorian Independent Schools Superannuation Fund VISSF
Independent Schools Superannuation Fund (ISST?
Combined Fund
VicSuper
Cathclic Super Fund
AMP Funds {varicus}
MLC Funds {various)
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24.0

25.0

251

26.0

fram or oa
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ary other furo after

e of the s o o

Staff whao do not elect lo have ther conmoulons A ©
contnbuticns paid to The Vicionan independert 3oncos Superannuabion Fung CYISSF e
first instance. Staff may subseguently cheose W change from e nominated .
sempiance with with the Superanruaton Legislanon Amerdment 'Choime of Sy
Funds: Act 2C04,

Remuneration Packaging

The School has agreed to aiow stafl o talor their remureratior o meet incividua: nesds
Accordingly. the Schoc and the member of staff may agroe 0 g remunerslion packads when
involves the staff memter reducing part of their salary applicablc urder clause 2 of ths
Bocument, in return for non-cash berefits offerec by the School In accessing non-casgn
benefits. the staff member must meet the fuil cost of the pravision of such benefits ara

associated taxation and admimstrative costs.

Consultative Committee

The parties to this Agreement have resolved that a Consultative Committee be established to
monitor the application of the terms and conditions of the agreement and other Schaog! retated
matters during the period of its operation.

There will be a maximum of five members of the Consultative Committee. up ta two of whom

will be representatives of the School and up to twe of whom will be representatives of the

employees. The empioyees’ representative wiil be:

« One person from. and elected by, the Junicr School Clerical and Administrative staf®

« One persen from. and elected by, the Senior School Clerical and Administrative stalf,

« One person, who must be a VIEU member from. and elected by. the Clerical and
Administrative staff.

The Committee shouid meet at least once each term to review the application of the agreement
and six months prior 1o the expiry of this Agreement: it should meet to institute a ravisw ard
development process aimed at bringing forward a new agreement to take effect from the expiry
of the current Agreement.

Hours of Work
The ordinary hours of work for Clerical and Administrative emplovees will be 35 bours per weaek.

Daily start and finish times for members of staff may be varied from time to time in accordance
with the operational requirements of the Schoo! and after consultation with relevant members of
staff.

The zllocation of work to a member of staff must be consistent with the staff member's ‘evel of
appointment and time fraction (as appropriate).

While the School is committed to the management of staff workloads within the ordinary fours
of work, no staff member shall be reguired to work excessive or unreascnable overtiima on a
regular or ongoing basis.

Overtime Arrangements

White all work required to be done outside ordinary hours shall normally attract overtime rates of
pay. it is the intention of the School that in the first instance. it will negaotiate a time off v ey
arrangement with the staff member concerned calculated an the aciual hours worked.

When overtime rates are paid they will altract the rates of pay of time ard a nalf for the first tao
hours and double time thereafter and shall continue until the compietion of the overtime work. In
computing overtime each day's work shali stand alore. A sta®f member required to work
covertime con Saturday shall be paid a minimum of four hours at the apgropriate overims rate
Sunday overttme rate shall be doutle time.

Public and School Holidays

Entillerments to public holidays will be in accordance with clause 24 of the award.

in addition 1o the Public holidays outlined in clause 24, an employee shall be entitled to take the
following cays as additicnal leave days:
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27.0
271

27.2

27.3

28.0

29.0

29.1
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As the Schocl will te closed petweear 24 Dt
between Boxing Day and diew Years day snai

2 taKen gs Anpai
Annual Leave
Entitlement

An employee (cther than a casual empioyee) shall be entitiec to wwenty (20) cays of annual
leave for each completed twelve (12) menths of continucus paid service exclusive cf punlic
hoildays falling within such ieave.

Part time employees shall be entitled to twenty (201 days annual ieave calculated at the
appropriate time fraction. Annual leave shal! be calculated on a pro-rata basis for ary period of
service which is less than 12 months.

Taking Leave

Annual leave shall not normally be granted until completion of twelve (12 months service.
However, by agreement between the Principal and the employee partial leave entitlement may
be taken before the expiration of the twelve (12) months’ service.

Annual leave entitlements shall normaliy be taken each year at times mutually agreed by the
employee and the Principal.

Sickness During Leave

A member of staff who becomes sick during annual leave may have the period of such iilness
debited to accrued sick leave and a corresponding period credited to annual leave entitlements,
provided that supporting medical evidence is provided to the Principal.

Annual Leave Loading

Full time members of staff shali be paid an annual leave loading in respect of four (4) weeks
leave entitlement equal to 17.5 (seventeen and a half) per cent of the ordinary pay of the staff
member. Part-time staff members or staff members who have not worked for a full year shall
receive pro-rata payments.

Sick Leave

A Cierical and Administrative employee is entitled to eighteen (18) days ¢f paid personal carer's
ieave In each year of service in accordance with the following conditions. The entitlement to
use bereavement/compassionate leave and carer’s leave is subject to the person for which the
leave is being taken being a member of the Clerical and Administrative employae’'s mmeciate
family or Househeld (refer definitions below)

Personal Sick leave

. entitied to up to fifteen (15) days paid leave per annum for personal iliness or inyury (in
the first year cf service. the fifteen (15} days beccmes available as foliows. six .61 days
at the completion of three (3) months and a further three (3; days at the cempleticn of
six (D), nine (9) and twelve {12} months:

. unused sick leave (up to a maximum of fifteen (15) days in ary one 1) year) s fudy
cumulative,

. a medical certificate is required for absences of more than two 1 2] consecutive days. and
where five (5) days have already been taken without providing a medica! certificale in a

sick leave year.
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29.2 Bereavement Leave

. antitied 1o up tothree (2 days leave Ser occasior o senous ness o deatd

. deducted first from Bereavemen: lsave componon nreg i
conasions in that year taken from the Sick Laave tomonres
Lewse:

. unpatd leave of up e three 1 3; days per ocCasion 15 avadalra f paid ieave »as teu
axhausica.

293 Carer’'s Leave

. notice orior to the absarce s requirad: whers practicacie,

. entitled 1o up w five (5 days cad Carer's Leave per annuim in ¢ays of pan-uays

. deducted first from Sick Leave component. then from Bereavemen! Leave compaonent if
Sick Leave compaonent is exhatsted. then from accurnulated Sick Leave:

. unpaid Carer's Leave reguires employer's consent in advance of any absence.

. medical certificate/statulory declaration required {Clericall/Administrative Empioyee s
choice) for each day of absence certifying the iifness of the person concerned ard tha:
the illness is such as to require care by another.

Sick leave credits shall not accrue in respect of perieds of ieave without pay. Part tire
members of staff shall accrue sick leave on a pro-rata basis.

Approval of sick leave is subject to the provision of satisfactory supporting medical evidence. A
staff member wishing to utilise sick leave shall normally inform thelr supervisor by 10.00 am on
the day of utilisation. Supporting medical evidence may be required for absences greater than
two days. or where the staff member has exceeded five. Reference should be made o sub
clause 25.3.3 of the of the Victorian Independent Schoois — Clerical’ Admin:strative Employees -
Award 2004 In relation to the evidence required to support a claim.

Definition of immediate family or household

A staff member's entittement to use bereavement/compassionate ieave and carer's leave is
subject {o the person being either:

a) a member of the staff member’'s immediate family: ¢r

b} a member of the staff member's household

The term ‘immediate family” includes:

a) spouse {including a former spouse. & de factc spousec and a fermer de facto spouse of
the staff member). A defacto spouse means a person who lives with the empioyee as
the hushand or wife of that person on a bona fide domestic basis; and

b} child or an adult child {including an adopied child. a step child or an ex-nuptia chile)
parent. grandparent, grandchild or sibling of the emplayee ar spouse of the employee.

30.0 Freedom of Association
The parties to this Document recognise the Freedom of Asscciation Principles in the Workplace
Reilations Act 1996 and agree that:

« Staff members covered by this Document are free to join indusinal associatiors of their
choice or not to join industrial associations, and

+ Staff members covered by this Document wili not be ciscriminaled against or et mised
because they are. or are not, members or officers of incdustrial associations.

The Schoot agrees to comply with the right of entry provisions of the ‘Workglace Relatiors Adt
1996,
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Part 5 - Declaration

This Agreement is made at Toorak, VICTORIA on i
/
Signed for and on behalf of: .? .
L L
i PRa A t:’*_ N
St Catherine’s School - . Y
A.C.N. 004 251 816 LR 0 M T e g

[Name to be msertpdj -~

/?

- N /'

e f
in the presence of /- XMTJ e T N :
Wltness -
e
On behalf of the Members of the Clerical and % o
Administrative employees of St Catherine's fﬁ g ""/f/ PLEFTE <) AL
School [Name to be inserted)

In the presence of W

Witness
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