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PART 1 - Title and Operation

1.

Title

This Award is known as the Parents and Citizens Associations Award — State 2016.

Operation

This Award operates from 1 September 2016.

Definitions and interpretations
Unless the context otherwise requires, in this Award:
Act means the Industrial Relations Act 2016

Australian Qualifications Framework (AQF) means the national system of recognition for the issue
of vocational gqualifications

broken shift means a shift which is broken into not more than two periods (excluding rest pauses and
meal breaks) where the unpaid break in between such periods is greater than one hour

Commission means the Queensland Industrial Relations Commission

employee means a person described in clause 4.1(a)

junior employee means an employee to whom the junior rates in clause 12.5 of this Award apply
outside school hours care (OSHC) means a program providing childcare before and/or after school
hours and/or during school vacation periods run by a P&C Association in schools, supervised
playgrounds and other establishments. This does not include child care centres as defined in the
Education and Care Services National Law (Queensland) Act 2011

P&C Association or P&C means a Parents and Citizens Association of a Government school within
the state of Queensland formed in accordance with Chapter 7 of the Education (General Provisions) Act
2006

QES means the Queensland Employment Standards contained in Part 3 of Chapter 2 of the Act

term time means that portion of a year other than school vacations

vacation care means a program providing childcare during school vacation periods run by a P&C
Association in schools, supervised playgrounds and other establishments. This does not include child

care centres as defined in the Education and Care Services National Law (Queensland) Act 2011

union means one of the industrial organisations of employees mentioned in clause 4.1(c)

Coverage
4.1  This Award applies to:

(@ all employees:
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(b)

(©)

4.2

4.3

44

(a)

(b)
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(i)  who are employed in an activity conducted by a Parents and Citizens Association within
Queensland; and

(i)  whose rates of pay are fixed by this Award; and

each Parents and Citizens Association, as a legal entity formed in accordance with Chapter 7 of
the Education (General Provisions) Act 2006, in their capacity as the employer of an employee
covered by this Award; and

the following industrial organisations of employees:

(i)  Queensland Services, Industrial Union of Employees;

(i)  Shop, Distributive and Allied Employees Association (Queensland Branch) Union of
Employees;

(iii)  The Australian Workers' Union of Employees, Queensland,;
(iv) Together Queensland, Industrial Union of Employees; and

(v)  United Voice, Industrial Union of Employees, Queensland,
to the exclusion of any other award.

This Award does not apply to any person who genuinely volunteers, in writing, their labour to
a Parents and Citizens Association.

This Award does not apply to employees of Queensland Government Departments or employees
of Local Government Councils, unless managing a P&C operation in a caretaker mode.

Existing conditions of employment:
The making of this Award is not intended to increase or decrease entitlements or terms and
conditions of employment as they existed immediately prior to the commencement of this Award

by reason only of the coming into force of this Award.

As such, no employee is to suffer any loss or diminution of entitlements or terms of conditions of
employment enjoyed immediately prior to the commencing of this Award.

The Queensland Employment Standards and this Award

This Award together with the QES provide for a minimum safety net of enforceable conditions of
employment for employees covered by this Award.

Enterprise flexibility and facilitative award provisions

6.1

(a)

(b)

Partially unpaid work arrangements - Retail operations, Operations managers and Clerical
and administrative streams

At an exempted school a P&C Association may employ an employee in the Retail operations,
Operations managers and Clerical and administrative streams, respectively, as partially unpaid.
Such an employee may work as a paid employee for part of a week and as a volunteer for part of
a week.

Before commencing a partially unpaid work arrangement, the employee and employer must agree,
in writing:
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(c)

(d)

(e)
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6.2

(a)

(b)

(c)

6.3
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(i)  the proportion of the hours worked which are to be paid for; and
(if)  the proportion of the hours worked which are to be voluntary.

In any partially unpaid work arrangement the proportion of unpaid hours must not exceed the
proportion of paid hours.

The terms agreed in clause 6.1(b) may be varied by mutual agreement and any variation must be
recorded in writing.

All partially unpaid work performed by an employee in accordance with clause 6.1 will be
conducted in relation to the classification under which they have been employed.

An exempted school means a state school or, in an instance of amalgamation, a campus forming
part of a school where:

(i)  student enrolment numbers are less than 600 on the eighth day of any school year; and

(i)  the activities of the relevant business unit are performed on not more than four days per
week.

Enterprise flexibility

As part of a process of improvement in productivity and efficiency, discussion should take place
at an enterprise level to provide more flexible working arrangements, improvement in the quality
of working life, enhancement of skills, training and job satisfaction and to encourage consultative
mechanisms across the workplace.

The consultative processes established in an enterprise in accordance with clause 6.2 may provide
an appropriate mechanism for consideration of matters relevant to clause 6.2(a). Union delegates
at the place of work may be involved in such discussions.

Any proposed genuine agreement reached between a P&C Association and employees in an
enterprise is contingent upon the agreement being submitted to the Commission in accordance
with Chapter 4 of the Act and is to have no force or effect until approval is given.

Procedures to implement facilitative award provisions

Wherever facilitative provisions appear in this Award which allow for determination of the conditions
of employment by agreement between a P&C Association and a union, or a P&C Association and the
majority of employees affected, the following procedures shall apply:

(a)

(b)

(©)
(d)

(€)

Facilitative award provisions can be negotiated between management and employees who are
directly affected by such proposals or between management and the union depending on the
particular award provisions.

Employees may be represented by their local union delegate/s and shall have the right to be
represented by their union official/s or any other person authorised to represent them.

Facilitative award provisions can only be implemented by agreement.

In determining the outcome from facilitative provisions neither party should unreasonably
withhold agreement.

Agreement is defined as obtaining consent of greater than 50% of employees directly affected or
of the union depending upon the particular award provisions.
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Where a provision refers to agreement by the majority of employees affected, all employees
directly affected shall be consulted. This consultation shall be undertaken where practicable as a
group, or in groups. Should the consultation process identify employees with specific concerns
which relate to either equity or occupational health and safety issues, such concerns may be
catered for on an individual basis subject to operational requirements.

Any agreement reached must be documented and shall incorporate a review period.

PART 2 - Dispute Resolution

7.  Dispute resolution

7.1

(a)

(b)

(c)

(d)

(e)

7.2

(a)

(b)

Prevention and settlement of disputes - Award matters

The objectives of this procedure are the avoidance and resolution of any disputes over matters
covered by this Award by measures based on the provision of information and explanation,
consultation, co-operation and negotiation.

Subject to legislation, while the dispute procedure is being followed normal work is to continue
except in the case of a genuine safety issue. The status quo existing before the emergence of a
dispute is to continue whilst the procedure is being followed. No party shall be prejudiced as to
the final settlement by the continuation of work.

There is a requirement for management to provide relevant information and explanation and
consult with the appropriate employee representatives.

In the event of any disagreement between the parties as to the interpretation or implementation of
this Award the following procedures shall apply:

(i)  the matter is to be discussed by the employee's union representative and/or the employee/s
concerned (where appropriate) and the immediate supervisor in the first instance. The
discussion should take place within 24 hours and the procedure should not extend beyond
7 days;

(i)  if the matter is not resolved as per clause 7.1(d)(i), it shall be referred by the union
representative and/or the employee/s to the appropriate management representative who
shall arrange a conference of the relevant parties to discuss the matter. This process should
not extend beyond 7 days;

(iii)  if the matter remains unresolved it may be referred to the P&C Association for discussion
and appropriate action. This process should not exceed 14 days;

(iv) if the matter is not resolved then it may be referred by either party to the Commission.

Nothing contained in this procedure shall prevent a union or the employer from intervening in
respect of matters in dispute should such action be considered conducive to achieving resolution.

Employee grievance procedures - other than Award matters
The objectives of the procedure are to promote the prompt resolution of grievances by
consultation, co-operation and discussion to reduce the level of disputation and to promote

efficiency, effectiveness and equity in the workplace.

The following procedure applies to all industrial matters within the meaning of the Act:
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(e)
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(h)
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Stage 1: In the first instance the employee shall inform such employee's immediate
supervisor of the existence of the grievance and they shall attempt to solve the
grievance. It is recognised that an employee may exercise the right to consult
such employee's union representative during the course of Stage 1.

Stage 2:  If the grievance remains unresolved, the employee shall refer the grievance to
the next in line management (“the manager"). The manager will consult with
the relevant parties. The employee may exercise the right to consult or be
represented by such employee's union representative during the course of
Stage 2.

Stage 3:  Ifthe grievance is still unresolved, the manager will advise the P&C Association
and the aggrieved employee may submit the matter in writing to the P&C
Association if such employee wishes to pursue the matter further. If desired by
either party the matter shall also be notified to the relevant union.

The P&C Association shall ensure that:

(i)  the aggrieved employee or such employee's union representative has the opportunity to
present all aspects of the grievance; and

(if)  the grievance shall be investigated in a thorough, fair and impartial manner.

The P&C Association may appoint another person to investigate the grievance. The P&C
Association may consult with the relevant union in appointing an investigator. The appointed
person shall be other than the employee's supervisor or manager.

If the matter is notified to the union, the investigator shall consult with the union during the course
of the investigation. The P&C Association shall advise the employee initiating the grievance,
such employee's union representative and any other employee directly concerned of the
determinations made as a result of the investigation of the grievance.

The procedure is to be completed in accordance with the following time frames unless the parties
agree otherwise:

Stage 1:  Discussions should take place between the employee and such employee's
supervisor within 24 hours and the procedure shall not extend beyond 7 days.

Stage 2:  Not to exceed 7 days.
Stage 3:  Not to exceed 14 days.

If the grievance is not settled the matter may be referred to the Commission by the employee or
the union.

Subject to legislation, while the grievance procedure is being followed normal work is to continue
except in the case of a genuine safety issue. The status quo existing before the emergence of a
grievance or dispute is to continue while the procedure is being followed. No party shall be
prejudiced as to the final settlement by the continuation of work.

Where the grievance involves allegations of sexual harassment an employee should commence
the procedure at Stage 3.
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PART 3 - Types of Employment, Consultation and Termination of Employment

Types of employment

An employee may be employed on a full-time, part-time or casual basis. Each employee shall be advised
in writing of their employment category upon appointment.

8.1

Full-time employment

Subject to clause 15.2, a full-time employee is one who is engaged to work an average of 38 ordinary
hours per week.

8.2

(a)

(b)

(c)

(d)

(e)

()

8.3

(a)

Part-time employment
A part-time employee is an employee who:

(i) is engaged to work a regular number of ordinary hours per pay cycle which are less than
the ordinary hours worked by an equivalent full-time employee; and

(i)  receives, on a pro rata basis, the same wage and conditions of employment to those of an
equivalent full-time employee who performs the same kind of work.

Subject to clause 8.2(c), a part-time employee shall receive a minimum payment for working
ordinary hours of duty as follows:

(i)  for the Clerical and administrative, Operations managers and Retail operations streams,
respectively - 3 hours' work per day; and

(i)  for all other streams - 2 hours' work per day.

Subject to clause 13.1, a part-time employee, except a Retail operations stream employee, may
work a broken shift with a minimum payment of 1 hour per attendance.

For each ordinary hour worked a part-time employee shall be paid no less than 1/38th of the
minimum weekly rate of pay for their classification.

Upon appointment a part-time employee will be advised in writing of the number of ordinary
hours they will be engaged per week or fortnight, as the case may be. These hours may be varied
by mutual agreement and any such variation should be recorded in writing.

By mutual agreement with their employer, a part-time employee may elect to work additional
ordinary hours above their regular hours, up to and including full-time equivalent hours. The
additional hours so worked are to be taken into account in the pro rata calculation of all
entitlements.

Casual employees

A casual employee is an employee who:

(i)  isengaged and paid as such; and

(i)  is engaged to work not more than 30 ordinary hours per week, on a regular basis, except
where replacing another employee on leave; and
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(b)

(©)

(d)

(e)

()

(9)
8.4

(a)

(b)

(©)

8.5

(@)
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(iii) is entitled to receive, on a pro rata basis, the same pay and conditions of employment, other
than leave entitlements, to those of an equivalent full-time employee who performs the
same kind of work.

Subject to clause 8.3(c), a casual employee shall receive a minimum payment for working
ordinary hours of duty as follows:

(i)  forthe Operations managers and Retail operations streams, respectively - 3 hours' work per
day; and

(i)  for all other streams - 2 hours' work per day.

Subject to clause 13.1, a casual employee, except a Retail operations stream employee, may work
a broken shift with a minimum payment of 1 hour per attendance.

In streams other than the Clerical and administrative, Operations managers and Retail operations
streams, respectively - for each hour worked a casual employee shall be paid no less than the
minimum hourly rate of pay for a part-time employee in the same classification plus a casual
loading of 23%.

In the Clerical and administrative, Operations managers and Retail operations streams,
respectively - for each hour worked a casual employee shall be paid no less than the minimum
hourly rate of pay for a part-time employee in the same classification plus a casual loading of
25%.

A casual employee shall be entitled to receive overtime, weekend penalties and public holiday
penalty payments in accordance with the terms of this Award. Any penalties shall be in
substitution of and not cumulative upon the casual loading.

The long service leave entitlement of casual employees is recorded in clause 22.

Probationary employment

Except where the employer and an employee agree to a different period or no period of probation
prior to commencement of employment, the engagement of a full-time or part-time employee will
in the first instance be subject to a probationary period of 3 months duration. If a period of
probation of longer than 3 months is agreed, it must:

(i)  beagreed in writing; and

(i)  be areasonable period having regard to the nature and circumstances of the employment.

The employer may terminate the employment of an employee who is on probation at any time
during the probationary period.

Where an employee's service is considered satisfactory or where an employee’s service exceeds

the designated probationary period or agreed extension the employee's appointment will be

deemed to be confirmed.

Anti-discrimination

In fulfilling their obligations under this Award, the parties must take reasonable steps to ensure

that neither the Award provisions nor their operation are directly or indirectly discriminatory in

their effects. Discrimination includes:

(i)  discrimination on the basis of sex, relationship status, family responsibilities, pregnancy,
parental status, breastfeeding, age, race, impairment, religious belief or religious activity,
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political belief or activity, trade union activity, lawful sexual activity, gender identity,
sexuality and association with, or in relation to, a person identified on the basis of any of
the above attributes;

(i)  sexual harassment; and

(iii)  racial and religious vilification.

(b) Nothing in clause 8.5 is to be taken to affect:

(i) any different treatment (or treatment having different outcomes) which is specifically
exempted under the Anti-Discrimination Act 1991;

(i) an employee, employer or registered organisation, pursuing matters of discrimination,

including by application to the Australian Human Rights Commission/Anti-Discrimination
Commission Queensland.

Termination of employment
9.1 Notice of termination by an employer

Notice of termination by an employer is provided for in Division 13 of the QES. Clauses 9.2 to 9.5
supplement the QES provisions.

9.2 Notice of termination by an employee

The notice of termination required to be given by an employee shall be the same as that required of an
employer, save and except that there shall be no additional notice based on the age of the employee
concerned. If an employee fails to give notice the employer shall have the right to withhold monies due
to the employee with a maximum amount equal to the to the employees' ordinary rate of pay for the
period of notice not provided.

9.3 Notice cannot be offset

In the absence of mutual agreement between the employer and the employee, annual leave or any part
thereof cannot be considered as or nominated as notice for the purpose of giving notice of termination
of employment.

9.4  Job search entitlement

Where an employer has given notice of termination to an employee for reasons other than redundancy,
the employee must be allowed up to one day's time off without loss of pay for the purpose of seeking
other employment. The time off is to be taken at times that are convenient to the employee after
consultation with the employer.

9.5 Statement of employment

An employer shall, in the event of termination of employment, provide upon request to an employee

who has been terminated a written statement specifying the period of employment and the classification
or type of work performed by the employee.

Redundancy

10.1 Redundancy pay
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Redundancy pay is provided for in Division 13 of the QES. Clauses 10.2 to 10.9 supplement the QES
provisions.

10.2

(a)

(b)

(©)

(d)

10.3

(a)

(b)

(c)

10.4

Consultation before termination

Where an employer decides that it no longer wishes the job an employee/s has been doing to be
done by anyone, and this is not due to the ordinary and customary turnover of labour, and that
decision may lead to termination of employment, the employer shall consult the employee/s
directly affected and, where relevant, their union/s.

The consultation shall take place as soon as it is practicable after the employer has made a decision
which will invoke the provisions of clause 10.2(a) and shall cover the reasons for the proposed
terminations and measures to avoid or minimise the terminations and/or their adverse effects on
the employee/s concerned.

For the purpose of the consultation the employer shall, as soon as practicable, provide in writing
to the employee/s concerned and, where relevant, their union/s, all relevant information about the
proposed terminations including the reasons for the proposed terminations, the number and
categories of employees likely to be affected, the number of workers normally employed and the
period over which the terminations are likely to be carried out.

Notwithstanding the provision of clause 10.2(c), the employer shall not be required to disclose
confidential information, the disclosure of which would be adverse to the employer's interests.

Transfer to lower paid duties

Where an employee is transferred to lower paid duties by reason of redundancy the employee
shall 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 under the redundancy provisions of the Act.
The employer may, at the employer's option, make payment in lieu thereof of an amount
equal to the difference between the former amounts the employer would have been liable to
pay and the new lower amount the employer is liable to pay the employee for the number of
weeks of notice still owing.

The amounts must be worked out on the basis of:

(i)  the ordinary working hours to be worked by the employee; and

(i)  the amounts payable to the employee for the hours including, for example, allowances,
loadings and penalties; and

(iii)  any other amounts payable under the employee's employment contract.

Employee leaving during notice period

An employee given notice of termination in circumstances of redundancy may terminate their
employment during the period of notice. The employee is entitled to receive the benefits and payments
they would have received under this clause had they remained in employment until the expiry of the
notice, but is not entitled to payment instead of notice.

10.5

(a)

Job search entitlement
An employee given notice of termination in circumstances of redundancy must 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.
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(b)

(c)

(d)
10.6

(a)

(b)

10.7
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The employer and employee may agree to additional paid or unpaid days off for the purpose of
the employee seeking other employment.

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 must, at the request of the employer,
produce proof of attendance at an interview or the employee shall not receive payment for the
time absent. For this purpose a statutory declaration will be sufficient.

Clause 10.5 applies instead of clause 9.4 in cases of redundancy.
Transmission of business

Where a business is, whether before or after the date of commencement of this Award, transmitted
from an employer (transmittor) to another employer (transmittee) and an employee who at the
time of such transmission was an employee of the transmittor of the business becomes an
employee of the transmittee:

(i)  the continuity of the employment of the employee shall be deemed not to have been broken
by reason of such transmission; and

(if)  the period of employment which the employee has had with the transmittor or any prior
transmittor shall be deemed to be service of the employee with the transmittee.

In clauses 10.6 and 10.7 'business' includes trade, process, business or occupation and includes a
part or subsidiary (which means a corporation that would be taken to be a subsidiary under the
Corporations Law, whether or not the Corporations Law applies in the particular case) of any such
business and ‘transmission’ includes transfer, conveyance, assignment or succession whether by
agreement or by operation of law and 'transmitted' has a corresponding meaning.

Exemption where transmission of business

The provisions of clause 10.6 are not be applicable where a business is, before or after the date of
commencement of this Award, transmitted from an employer (transmittor) to another employer
(transmittee) in any of the following circumstances:

(a)

(b)

10.8

where the employee accepts employment with the transmittee which recognises the period of
continuous service which the employee had with the transmittor and any prior transmittor to be
continuous service of the employee with the transmittee; or

where the employee rejects an offer of employment with the transmittee:

(i) in which the terms and conditions are substantially similar and no less favourable,
considered on an overall basis, than the terms and conditions applicable to the employee
at the time of ceasing employment with the transmittor; and

(i)  which recognises the period of continuous service which the employee had with the
transmittor and any prior transmittor to be continuous service of the employee with the

transmittee.

Alternative employment

An employer, in a particular case, may make application to the Commission to have the general
severance pay prescription amended if the employer obtains acceptable alternative employment for an
employee.
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Employees exempted

Clauses 10.1 to 10.8 shall not apply:

(a)
(b)
(©)
(d)

where employment is terminated as a consequence of misconduct on the part of the employee; or
to an employee engaged for a specific period or task/s; or

to a casual employee; or

to an employee with less than one year's continuous service, in which case the general obligation
on the employer should be no more than to give the relevant employee an indication of the

impending redundancy at the first reasonable opportunity and to take such steps as may be
reasonable to facilitate the obtaining by the employee of suitable alternative employment.

10.10 Employers exempted

Subject to an order of the Commission in a particular redundancy case, clause 10.1 shall not apply to an
employer that employs employees working a total of fewer than 550 hours, on average, per week
excluding overtime, Monday to Sunday, over the previous 6 months (excluding school vacation
periods).

10.11 Incapacity to pay

An employer in a particular redundancy case may make application to the Commission to have the
general severance pay prescription amended on the basis of the employer's incapacity to pay.

Consultation - Introduction of changes

111

(a)

(b)

(c)

11.2

(a)

(b)

(c)

Employer's duty to notify

Where an employer decides to introduce changes in production, program, organisation, structure
or technology that are likely to have significant effects on employees, the employer shall notify
the employees who may be affected by the proposed changes and, where relevant, their union/s.

‘Significant effects' includes termination of employment; major changes in the composition,
operation or size of the employer's workforce or in the skills required; the elimination or
diminution of job opportunities or job tenure; the alteration of hours of work; the need for
retraining or transfer of employees to other work or locations and the restructuring of jobs.

Where the Award makes provision for alteration of any of the matters referred to in clauses 11.1(a)
and (b) an alteration shall be deemed not to have significant effect.

Employer's duty to consult over change

The employer shall consult the employees affected and, where relevant, their union/s about the
introduction of the changes, the effects the changes are likely to have on employees (including
the number and categories of employees likely to be dismissed, and the time when, or the period
over which, the employer intends to carry out the dismissals) and ways to avoid or minimise the
effects of the changes (e.g. by finding alternate employment).

The consultation must occur as soon as practicable after making the decision referred to in
clause 11.1.

For the purpose of such consultation the employer shall provide in writing to the employees
concerned and, where relevant, their union/s, all relevant information about the changes including
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the nature of the changes proposed, the expected effects of the changes on employees, and any
other matters likely to affect employees.

(d) Notwithstanding the provision of clause 11.2(c) an employer shall not be required to disclose
confidential information, the disclosure of which would be adverse to the employer's interests.

PART 4 - Minimum Wage Levels, Allowances and Related Matters

12.

(Note: The wage levels prescribed in this Award do not apply to employees
to whom the provisions of Schedule 7 (Supported Wage System) apply.)

Classifications and minimum wages
12.1 Classification structure

Employees covered by this Award, other than Trainees (to whom the provisions of Schedule 8 apply),
are to be classified into one of six streams as follows:

(@ Clerical and administrative stream

The Clerical and administrative stream comprises clerical and administrative employees engaged in a
classification and level as defined in Schedule 1.

(b) Health and fitness stream

The Health and fitness stream comprises employees engaged as a health and fitness employee as defined
in Schedule 2.

(c) Operations managers stream

The Operations managers stream comprises employees employed by a P&C Association to principally
manage all, or part of, the business operations conducted by that P&C Association, as defined in
Schedule 3.

(d) Outside school hours care (OSHC) and vacation care stream

The Outside school hours care (OSHC) and vacation care stream comprises employees engaged by a
P&C Association to provide child care services before or after school hours or during school vacation
periods, as defined in Schedule 4.

(e) Retail operations stream

The Retail operations stream comprises employees engaged in any retail operation conducted by a P&C
Association including, but not limited to:

tuckshop/canteen

uniform shop
book/stationary shop

café

stall, function and/or event

as defined in Schedule 5.
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Support worker stream

The Support worker stream comprises employees who provide essential services to support the activities
of a P&C Association, but who are not covered by any other stream, as defined in Schedule 6.

12.2

(a)

(b)

(©)

(d)

(€)

12.3

(a)

(b)

(©)

(d)

124

(a)

Allocation to a stream and a classification level

Allocation of employees covered by this Award to a stream and a classification level within the
relevant stream shall be in accordance with the position descriptors contained within Schedules 1
to 6, inclusive.

The appropriate classification and level will be determined by the employer according to the skill
level required to be exercised by the employee in order to carry out the principal functions of their
employment, as set out in the position descriptors.

In undertaking the task of classifying an employee the employer may request the employee to
provide evidence of qualifications and experience.

Each employee must be advised in writing of their classification and level on commencement of
employment and of any subsequent changes to their level.

An employee previously classified as an P&C Administrative Assistant (Year 1 or Year 2) as at
the date of commencement of this Award shall be translated to the Clerical and administrative
stream and classified in accordance with the position descriptors contained in Schedule 1. Such
employee shall be classified on translation to not less than classification Level 2, 3 year of
service, and shall be entitled to progress, at least, to the "Preserved rate" recorded at that Level in
clause 12.4(a) below.

Outline of the operation of the classification criteria in Schedules 1 to 6, inclusive

Classification Criteria are guidelines to determine the appropriate classification level of
employees covered by this Award and consist of characteristics and typical duties/skills.

The characteristics are the principal or primary guide to classification as they are designed to
indicate the level of basic knowledge, a comprehension of issues, problems and procedures
required and the level of responsibility/accountability of the position. The totality of the
characteristics must be read as a whole to obtain a clear understanding of the essential features of
any particular level and the competency required.

The typical duties/skills are a non-exhaustive list of duties/skills that may be comprehended
within the particular level. They are an indicative guide only and at any particular level employees
may be expected to undertake duties of any level lower than their own. Employees at any
particular level may perform/utilise one such duty/skill, or many of them, depending on the
particular work allocated.

The key issue to be looked at in properly classifying an employee is the level of initiative,
responsibility/accountability, competency and skill that the employee is required to exercise in
the work the employee performs within the parameters of the characteristics and not the duties
the employee performs per se. It will be noted that some typical indicative duties/skills appear at
only one level, whereas others appear in more than one level with little apparent differentiation.
However, when assigning a classification to an employee, or when reclassifying an employee,
this needs to be done by reference to the specific characteristics of the level read as a whole.

Minimum wage levels

Clerical and administrative stream
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The minimum wages payable to employees within the Clerical and administrative stream are prescribed

in the table below:

Classification Level Award Rate! Part-time Casual
Per Week Award Rate! Award Ratet
$2 Per Hour Per Hour
$ $
(P/T + 25%)

Level 1 1%t year of service 771.50 20.30 25.38
2" year of service 780.50 20.54 25.68

39 year of service 789.50 20.78 25.98

4" year of service 798.50 21.01 26.26

Level 2 1%t year of service 808.00 21.26 26.58
2" year of service 817.00 21.50 26.88

39 year of service 831.50 21.88 27.35

Preserved rate? 866.50 22.80 28.50

Level 3 1%t year of service 866.50 22.80 28.50
2" year of service 882.00 23.21 29.01

Level 4 1%t year of service 890.00 23.42 29.28
2" year of service 905.50 23.83 29.79

Level 5 1%t year of service 941.00 24.76 30.95
2" year of service 956.00 25.16 31.45

Notes:

L Includes the 