COMMONWEALTH

OMBUDSMAN

OFFICE OF THE
COMMONWEALTH OMBUDSMAN
ENTERPRISE AGREEMENT

2017 - 2020

Approved on 24 August 2017

Commencement date: 31 August 2017
Nominal expiry date: 31 August 2020

AG2017/3277



Document 01

CONTENTS

Formal Acceptance of Agreement and SiNAtOries..............cooviiiiiiiiriiiiiie e 1

PART A - SCOPE OF THE AGREEMENT .....cootiiiiimmmneniiiiiiiniiiinnnineeiiiinnnesnsnnssssesnneeeeennes 2

1. L L= TP TP TP 2
2. PUIPOSE Of ABIEEMENT ... .iiiiiiii ittt ettt ettt et e st s e e sbe e e st e e e st te e ebaeesbee e steeestaeessbeeensaeessseeessseessenas 2
3. Coverage Of the ABIEEMIEBNT .....uiiiiiieeee ettt st s e et e e s bt e e st e e s bt e e sbeeesabeesbeeenas 2
4. B TU ] =L o] o PP PP 2
5. Operation Of the ABIFEEMENT ........vviei i sr e e e s e e e e aa e e e e e s aaaeeesessaeeeesssaeeeeenssreeeenn 2
6. D=1 1=Y= =Y oY RSP PRPRRUSORTRROt 2
7. Relationship 10 other Legislation ...........iiiiiiiiiiiie et s 3
8. EMPlOYEE REPIESENTAtION .. ..eiiiiiieiii ettt ettt e st e et e st e e st e e e baeesabeeesaseesanaeas 3
9. D= T TL o o] 4IPSO PO PPNt 4
PART B - HOURS OF WORK AND FLEXIBLE WORKING ARRANGEMENTS ......ccccciimiimniinnnnnnns 7
10. HOUPS OF WOTK .ttt s b e bt r e e bt e b e r e s ne e e nnes 7
11. Flexible WoOrking ArrangemeENtS .......ccccveiiiiieeiieieeie e et ettt e st e steesaeseseesbeeteesbeesseesseesseesssesssesnsessenne 7
12. Overtime and Time Off IN LIEU (TOIL) ..veeeuiieiieeeiieeecieeestee e sie ettt e e s e e e seee e staeesateeesaaeessaeesnseeensseenns 8
13. TrAVEIING THMIE ettt sttt ettt et e e bt e bt e bt e sae e s bt e sateeabeeabeenseenbeenbeesbeenbeesaeesneesanas 9
14. Executive Level TIMe OFf IN LIBU ..cccuiiirieieieeeseece ettt s 9
15. Part TIME WOTK.....ooouiiiiiiiiiiic e s 9
16. Lo T o F= 1T V-S5O USROSt 10
17. a1 1T A Y = Ta T 41T N £ RUURRPRUPPNS 10
18. LV T Y= e 2 1 T e o 1 =SSP SRR 11
19. Right to Request Flexible Working Arrangements..........cccccuveeeeiiiieeeeiiiiieeeseirreeeeeinreeesesssseeesssssseeessnnsens 12
20. 0] o [Toll o 1o [T - 1Y 2SRRI 12
21. ChriStm@as ClOSE DOWN ......uviiiiiiiiiiete ettt st et esaneseeesaneeneeneeneenne 13

PART C - SUPPORTING AND DEVELOPING OUR PEOPLE ........ccccceeerirmnnnirrinnnncccennnneneenenss 14

22.

o] o T- 1 4 [o] o SRR PRSPPSOt 14



Document 01

23. T Yo [UTotuTo T T ad oY ={ = 4 FO USSP 14
24, Y A0 Lo AV X T = o] ISR 14
25. Child and Dependant Care POLICY ......cceeiiiiiiiiiiiesie sttt sttt re e st s s sav e e sba e e siteesbaeesbaeesaneas 15
26. VaCCINATION PrOZIamS . ..uiiiiiiiiei e ettt e ettt e ettt e e sttt e e s stb e e e e s s abbeeessaaabeeeesaabbeeesssssseeeessssaeeesnssneeesnsnrees 15
27. EMPIOYEE ASSISTANCE SCNEME....uiiiiiiiiiiie ettt e e e st a e e s ate e s bae e sbee e sbeesbaeesaseasnes 15
28. Anti-Discrimination and Workplace DIVErSity.......cceeiiieirieieiiieniieesiee ettt sttt e s ree e snee e 15
29. SUPPOIt fOr Mature AZEA WOIKEIS......veiiiiieeiie ettt ettt ettt e st e e sbe e e sabeessbeesabaeesareas 15
PART D - PERFORMANCE MANAGEMENT ......cccittiiiminiiniiiiniiieeiiieiniemeeismsesnsnsees 17
30. Performance Management FramEWOIK .......cocciiiriieiiieieieeesiescsreesieseste e beeesreesseae e sbeeessbeessneesbeeenne 17
PART E - MANAGING EXCESS EMPLOYEE SITUATIONS .....ccuiiieiiiiiiiiriirirecreecreeneenaennes 18
31. (000 1Y =T T PSP O PRSPPI 18
32. Definition Of EXCESS EMPIOYEES ......vvviii ettt e erree e sttt e e e st e e e s snaaee e e esaaeeeeessaeeeeesssseeeaennnnns 18
33. Consultation with Potentially EXCESS EMPIOYEES ...ccvviivveiiiiiieciieeciee ettt s e e 18
34. Ve I8y & LoV U=Te (U] Yo I o ox Y AP SURROt 19
35. Involuntary RedUNaNnCY PrOVISIONS ........ccciueeeiiiieiiieiiieesieeesteessteeesteeesseeesbaeessseeesaeessnsessseessesesssesnne 21
PART F - REMUNERATION AND STRUCTURE .......ccccoittuiiminiiniiiiieiireeiiseneereessssssees 24
36. -1 =1 USSR 24
37. PAYMENT OF SAIAIY ..ttt ettt e a e b e s a e s at e sateeat e e abeenteenbe e be e bt e beesaeenaeenn 24
38. Office ClassifiCation STrUCTUIE....cccu ettt ettt st st st s s e s et s et enaes 24
39. Bro@dbanding .......ceeuiiieiiiiiie ettt sttt e bt s b e et e e bt e e s be e e abeeereeesneeeaee 25
40. Salary Advancement to Higher Pay POINTS ......ciiviiiiiiiiiiiriiec ettt e e s 25
41. Salary on Engagement, Promotion and Assignment of DULIES .......cccvevvieeeiieeriee e 26
42, Non-Ongoing Employees Engaged for Duties that are Irregular or Intermittent (Casual Employees)....26
43, Flexible RemUNeration Packaging.........cccecciieeiiiiiiiie ettt e et e e aae e s e et eeesaeesaeeennes 27
44, SUPEIANNUATION Letiiiiiiiieee ittt ettt s sttt e e e st et e e s st te e e e s sbbaeeesaasbaeeessabbaeeesaasbbeeesanabaeessanaseeeessnssseeens 27
45, PAYMENT ON DEATN ..ueiiiciiieee et ettt e e st e e ab e e s b e e e st te e e bt e e sbe e e tbeeetaeesbeeenee 27
PART G - ALLOWANCES AND REIMBURSEMENTS......cccomiiimiiiiiiiiriirisrirecreecneereeseenees 28

46. [T 01T -] IO TP PPN 28



Document 01

47. HIher DULIES AIIOWANCE ..ecuvieiieieeeiiieciie et e ettt e et e st e et e e s ste e e sate e e saeesbaeessteeessaeessseeensseesnsneesseesnes 28
48. FIrst AT ATTOWANCE ...ovveiiiieiecieeeete ettt st et r e bt e e b bt sae e e n e sae st e s e nnesrees 28
49. Health and Safety Representatives, Workplace Harassment Contact Officers and Emergency Control
Wardens AlIOWANCE .......cciiiiiiiiiiiiic e bbb n e e sa s 29
50. Community LanNgUAZE AIIOWANCE ....coiuveeiiiiiiiitiiieeeteesteeerite e sie e sre e st e e sba e e satesesbseesbaeessteesnbeeesabeeenssens 29
51. Professional Payments ASSISTANCE ... ..cvuiiiiieeeciiiiriee ettt ettt e e se e e st e e s are e e aae e sbe e e sreesbaeesbeeennee 30
52. RESEFICION AlIOWANCE ....cniiiiiiiiieeett et s s s ae s en e reen e e sn e e reennnesnee s 30
53. REMOLE LOCAlitY PAYMENT......eeiiiicciiee ettt e e e e e e e e st e e e s etnr e e e e estaeeeeessaeeeeesneeeeeannens 30
54. Motor Vehicle @alloWanCe...........ccuiiiiiiiiiiiiiiiii 31
55. MEAT AIIOWANCE ...ttt ettt st s bt e ae e e s b e bt e e e s e bt sme e e e n e sae st e s enneenees 31
56. Loss and Damage to Clothing and Personal Effects..........cceiiiiiiiiiienieeeee e 31
57. Eyewear Reimbursement for Screen Based WOrK........c.cocieierrieiriienie et 31
58. Lifestyle CONTIIDULION .eo.eiiiie ettt ettt e bt e s be e e abeesbeeesabeeenee 32
PART H - TRAVEL AND RELOCATION....cuuiiuiiiiieiriireireireeireeirsissa s sas s sna e saesseesanssansses 33
59. TraVel AHTOWANCE (TA) .eeeieeieeiee ettt ettt ettt et et e st e s tt e st e eate e be e bt e bt esbeesaeesseesabesnsesnseenseaseenseesaeanseean 33
60. Temporary Relocation Assistance for Periods of Greater than 3 Weeks ......ccccceevvevveviieciieee e 33
61. Permanent RelOCation ASSISTANCE ......cc.eeviiirieiiiiiecee ettt sttt et 34
62. OVErSEAS TrAVE| c.eiiiiiiiiiiiiiic s 35
PART | - LEAVE PROVISIONS ... iiiiiiiiiiiiiiiiieiriireereesraeinseisessasssasssassssscrasssasssasssansses 36
63. GENEIAl PrOVISIONS ...ttt st r s bt st a e sr e e e n e resnesas 36
64. POty Of LEAVE ...ttt e e e e e e e e e e s s tba e e e s eabaeeeeesaaaeeeesraeeeeennreeeeaanrens 36
65. ANNUAL LEAVE ..ot 36
66. PErSONAl LEAVE ..ottt 37
67. ComMpPassionate/BereavemMENt LEAVE . ........cceciuieeveeiieeeieeetee st e etee st eteeveeteeebeeeteesteeeseesaseessesabeeseebeessaenns 40
68. LONE SEIVICE LEAVE..... ettt ettt e e e s e e e st e e e s e e e s anne e e e s eanneeeesennrneeessnrneeesennnns 40
69. PUICh@sed LEAVE .......ocuiiiiiiiiiiii s 40
70. IMIAEEINITY LEAVE. ... ettt ettt et e e e e e e e e e e s et bttt e e e e eaaaeeeaeeaaaannnsbbnbbeeeaaaeaeaanns 40
71. Adoption and FOSTEr PArents LEAVE. ........cccuiieiiieciieecieeeeiee ettt esteeestteestre e sveeesateeesaeesnsaeesnseeessneesseeennns 41



Document 01

72. SUPPOITING ParTNer LEAVE ...ttt e e e e e e e e e e s st a ittt e e e e aeeeeeeeeaanannnes 42
73. Return to Work after Parental, Maternity, Adoption and Foster Parents Leave ..........cccceceveeeeveerveeenns 42
74. UNPAId PArEntal LEAVE ... .ciivviiiiieeeiteeriee sttt et ite sttt e e s sba e e sate e ssbaeesbaeessteessbaeesabeeensseesnsaeessseesnnes 42
75. JUPY LBAVE ..ttt ettt ettt e e e e e s bbb bbbt et e et e e e e e e e e e e bbbt be et eeeeeeeeeeas 43
76. Religious, Cultural and CeremMonial LEAVE .....cccuiiiiiiiiiiiiiieeciie et siee et e s iae e ste e siae e sbeeessbeesaaeesaveaenne 43
77. War SErVICe SICK LEAVE ...ttt n e e ne e 43
78. SUPPOIt fOr DEfENCE RESEIVISTS ...vuviiiiiieeiiieeee ettt ettt e st e e bt e s bt e e sbaeesareas 43
79. COMMUNITY SEIVICE LBAVE....uuiiiiiiiiiiiiiieee ettt e e e e e e e s s sttt e e e e eaaeaeeeesassssssbttbaaaeaeeaaeeeessssnsnnssses 44
80. MiSCEllAaN@OUS LEAVE......cviiiiiiiiiicii s 44
81. UNAULNOFISEA ADSENCE ...ttt st e r e s e e n e sre et e s nnenrees 44
PART J — CONSULTATION, AND PREVENTION AND SETTLEMENT OF DISPUTES.................. 45
82. Consultation 0N Major ChaNEES ......cccueeiviiieriiieiiiee sttt e rite e st ste e st e e sbe e e sateesbbeesbaeessteesnssaesbaeenasens 45
83. Workplace Relations COMMITEEE ......civuiiiiiieiiie ettt s et e e sbe e e site e sbaeesbeeesanens a7
84. Dispute ReSOIULION PrOCEAUIE .....ccoueiiiiiie ettt ettt ettt e et e e bt e s b e e nbeeeneeesneeeane 47
ATTACHMENT A - CLASSIFICATION STRUCTURE AND SALARY RATES........ccecertmeiirrnnnrnnnnens 49
ATTACHMENT B - OFFICE TRAINING BROADBAND.......ccccecoerntmnunirecsurisenssnmssessnesseessnsssessassasssnes 51

ATTACHMENT C - SUPPORTED WAGE SYSTEM......ccccuuriiiiiiinniiininnnneniiiinnniiininnmsesss. 52



Document 01

FORMAL ACCEPTANCE OF AGREEMENT AND SIGNATORIES

Employer

Signed for, and on behalf of, the Commonwealth by the Commonwealth Ombudsman:

7o | =Y o
Full Name: Michael Manthorpe

Title: Commonwealth Ombudsman

Date:

Address: Level 5, Childers Square, 14 Childers Street, Canberra City, Canberra 2601

Bargaining Representative - Community and Public Sector Union

Signed for, and on behalf of, the Community and Public Sector Union:

SN A: s
Full Name: Melissa Donnelly

Title: Deputy Secretary

Date:

Address: 1/40 Brisbane Avenue, Barton, ACT 2600

Employee Bargaining Representative — Jaye Nang

SN A: L. e
Full Name: Jaye Nang

Title: Dispute Resolution Officer

Date:

Address: Suite 2, Level 22 580 George Street, Sydney, NSW 2000

Employee Bargaining Representative — Karen Anderson

7o | =Y o P
Full Name: Karen Anderson

Title: Investigation Officer

Date:

Address: Level 5, 14 Childers Street, Canberra City, Canberra 2600

Employee Bargaining Representative — Andrew Pearce

SN A: L. e
Full Name: Andrew Pearce

Title: Corporate Governance Officer

Date:

Address: Level 5, 14 Childers Street, Canberra City, Canberra 2600
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PART A — SCOPE OF THE AGREEMENT

1.

1.1

3.1

5.1

5.2

6.1

6.2

TITLE

This Agreement shall be known as the Office of the Commonwealth Ombudsman Enterprise
Agreement 2017-2020.

PURPOSE OF AGREEMENT

The purpose of this Agreement is to outline the terms and conditions of employment for
employees covered by this Agreement.

COVERAGE OF THE AGREEMENT

In accordance with s 172 of the Fair Work Act 2009, the Agreement covers:

a. the Ombudsman (on behalf of the Commonwealth);

b. all non-SES employees of the Office of the Commonwealth Ombudsman; and
c. the Community and Public Sector Union, subject to the Fair Work Commission

determining the union is covered.

DURATION

This Agreement will commence operation 7 days after approval by the Fair Work Commission
and will nominally expire three years from the date of commencement.

OPERATION OF THE AGREEMENT

The operation of this Agreement is supported by the Office’s policies and guidelines which will
be made available to all employees. Notwithstanding this undertaking, employees should
inform themselves of the provisions of this Agreement and associated policies and guidelines.
The policies and guidelines do not form part of this Agreement and this Agreement will prevail
to the extent of any inconsistency.

The Office and its employees agree that these supporting policies and guidelines will be
available to all employees and will be updated as necessary following reasonable
consultation.

DELEGATION

The Ombudsman may, in writing, delegate to, or authorise, a person to perform any of the
Ombudsman’s powers or functions under this Agreement, including this power of delegation.

A person exercising delegated powers or functions under sub-clause 6.1 must comply with
any directions of the Ombudsman. Where possible these directions will be in writing.
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RELATIONSHIP TO OTHER LEGISLATION

This Agreement operates in conjunction with a range of other Acts (including regulations,
directions, rules or instruments made under those Acts) as in force from time to time, that may
regulate terms and conditions of employment, including:

a. Public Service Act 1999

b. Fair Work Act 2009

c. Fair Work (Transitional and Consequential Amendments) Act 2009
d. Long Service Leave (Commonwealth Employees) Act 1976

e. Maternity Leave (Commonwealth Employees) Act 1973

f.  Paid Parental Leave Act 2010

g. Public Employment (Consequential and Transitional) Amendment Act 1999
h. Public Governance, Performance and Accountability Act 2013

i. Privacy Act 1998

j- Superannuation Act 1976

k. Superannuation Act 1990

I.  Superannuation Act 2005

m. Superannuation Benefits (Supervisory Mechanisms) Act 1990

n. Superannuation Guarantee (Administration) Act 1992

0. Superannuation (Productivity Benefit) Act 1988

p. Safety, Rehabilitation and Compensation Act 1988

q. Work Health and Safety Act 2011

EMPLOYEE REPRESENTATION

The office recognises:
o the legitimate role of unions in the workplace; and
¢ that employees are free to choose whether or not to join a union.

An employee may have an employee representative, who may be a union representative, to
represent them in their industrial interests. The office and employee representative will deal
with each other in good faith.

The role of employee representatives, including union delegates and other non-union
employee representatives, is to be respected and facilitated.
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Term Used

Definition

Agreement

The Office of the Commonwealth Ombudsman Enterprise
Agreement 2017 - 2020.

APS

The Australian Public Service.

APS employee

Has the same meaning as in the Public Service Act 1999.

Casual employee

A person engaged as an APS employee for duties that are
irregular or intermittent.

De Facto partner

Means a person who, although not legally married to the
employee, lives with the employee in a relationship as a couple
on a genuine domestic basis (whether the employee and the
person are of the same sex or different sexes); and includes a
former de Facto partner of the employee.

Dependant In relation to child and dependant care responsibilities under
clause 25, is a child or adult in relation to whom the employee
has a substantial caring responsibility.

Dependant In relation to circumstances other than child and dependant care

responsibilities - a child or parent of the employee, or of the
spouse/partner of the employee being a child or parent who
ordinarily resides with the employee and who is wholly or
substantially dependent upon the employee.

Executive level

An employee at the Executive Level 1 or Executive Level 2
classification or equivalent.

Employee

An employee employed in the Office of the Commonwealth
Ombudsman covered by this Agreement whether full time or part
time) and includes employees on temporary placement in the
Office.

Full-time employee

A person engaged under paragraphs 22(2)(a) or 22(2)(b) of the
Public Service Act 1999 to work 150 hours in a settlement
period.

Household member

Means the usual occupants of the dwelling in which the
employee normally resides.

Immediate family

Means:
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Term Used

Definition

e aspouse or de facto partner of the employee, including
a former spouse or de facto partner;

¢ achild (including an adopted, foster or step child, or an
ex-nuptial child);
e a parent, grandparent, grandchild or sibling of the

employee or the employee’s spouse or de facto partner;
and/or

e traditional kinship where there is a relationship or
obligation under the traditions of the community or group
to which the employee belongs.

Medical certificate or other
documentary evidence

For personal leave purposes:

e amedical certificate from a registered health
practitioner; or

e evidence that would satisfy a reasonable person that the
leave is taken for the reasons specified (which may
include a statutory declaration where accepted by the
employee’s supervisor).

National Employment
Standards

The Standards contained in Part 2-2 of the Fair Work Act 2009.

Non-ongoing employee

An APS employee engaged in the Office of the Commonwealth
Ombudsman for a specified term or for the duration of a
specified task, whose employment is covered by this Agreement.

the Office

Office of the Commonwealth Ombudsman.

Ombudsman

The Ombudsman as appointed under the Ombudsman Act 1976
or the Ombudsman’s delegate.

Ongoing employee

Person engaged under paragraph 22(2)(a) of the Public Service
Act 1999.

Ordinary Hours

For full time employees, 150 hours over a settlement period, and
for part time employees, the hours specified in an employee’s
part time work agreement.

Partner

A spouse or de facto partner of the employee.

Part time employee

An employee who is not engaged as a casual employee and
whose ordinary hours of work are less than 150 hours in a
settlement period.
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Term Used

Definition

Settlement period

A four week period.

Standard hours

Seven hours 30 minutes per day to be worked 8:30am to
12:30pm and 1:30pm to 5:00pm, Monday to Friday.

Supervisor

The person who has operational and/or supervisory
responsibility for another employee or a team of employees
within the Office of the Commonwealth Ombudsman, which may
include another supervisor/employee at, above or below the
supervisor’s level.
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PART B - HOURS OF WORK AND FLEXIBLE WORKING ARRANGEMENTS

10.

10.1

10.2

10.3

10.4

10.5

10.6

10.7

10.8

10.9

11.

HOURS OF WORK

The ordinary hours of work for full-time employees is 150 hours over a four week settlement
period. This equates to a standard working week of 37 hours and 30 minutes and a standard
working day of 7 hours and 30 minutes.

For part time employees, the ordinary hours of work are those agreed in the part time work
agreement or as designated for the particular job.

The standard day for full-time employees is defined as being working hours from 8.30am to
12.30pm and 1.30pm to 5.00pm (seven hours and 30 minutes) or the agreed hours for part
time employees.

The bandwidth hours during which an employee may work their ordinary hours is 7am to 7pm
Monday to Friday.

Unless there is a business need to vary hours to suit local conditions, or circumstances, the
Office of the Commonwealth Ombudsman will be open to the public between 9am and 5pm
Monday to Friday.

The times of commencement and cessation of duty outside of standard hours specified at
clause 10.3 will be subject to agreement between the Ombudsman and the employee. This
includes meal breaks.

An employee will not be expected to work more than:
¢ 10 hours ordinary time on any one day; or
¢ five consecutive hours without a meal break of at least 30 minutes.

Both employees and supervisors have a mutual responsibility for managing their working
hours and patterns. If in exceptional circumstances, employees are required to work in
excess of their usual pattern of hours over a settlement period, supervisors will consult with
the affected employees and have regard to the requirements of section 62 of the Fair Work
Act 2009.

All APS1-6 (and their equivalent) employees are required to record their hours worked each
day in a manner determined by the Ombudsman.

FLEXIBLE WORKING ARRANGEMENTS

The Ombudsman is committed to providing flexible working arrangements to assist
employees in getting an appropriate balance between their work and personal life, and all
parties to this Agreement recognise the need for this balance. All parties to this Agreement
recognise the need to balance these flexibilities with the Office’s obligation to perform its
functions in the most efficient and effective manner.

Flexible working arrangements enable employees and supervisors to vary their ordinary
working hours, patterns and arrangements and provide employees with flexibility in relation to
hours worked on any particular day. This will enable the Office to make arrangements, which
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balance the employee’s personal commitments and operational requirements, including
arrangements for recording or averaging work hours.

All employees have access to flexible working arrangements (including flextime, subject to the
limitations imposed by clause 11.4), subject to the Ombudsman’s approval.

FLEXTIME

11.4

11.9

Employees up to and including APS6 and equivalent classification levels are able to work
flextime and to accrue a flextime credit (including part time employees). Flextime does not
apply to Executive Level (and their equivalents) employees. Arrangements for Executive
Level employees are covered under clause 14.

Flextime allows eligible employees to accrue a flextime credit for duty performed in excess
(which does not attract overtime) of their ordinary hours of work over the settlement period.
Employees with a flextime credit are, with the agreement of their supervisor, able to take time
off work in respect of the additional hours worked, without deduction from leave credits.

An employee may, by agreement with his or her supervisor, carry over a balance of hours, not
exceeding 37 hours and thirty minutes into the next settlement period. Employees should not
exceed 37 hours and thirty minutes credit.

The Ombudsman may, where it is reasonable to do so because an employee has failed to
comply with the flextime provisions, remove the employee from the arrangements for a
specified period and that employee will revert to working standard hours.

Access to flextime may be restored where the Ombudsman is satisfied that the employee’s
attendance and compliance with the provisions is satisfactory.

Where it has not been possible for an employee to reduce a flex balance to zero at time of
separation any credits will be paid out at single time rates.

NON-DIRECTED WORK OUTSIDE THE BANDWIDTH

11.10 Where an employee requests to work outside bandwidth hours, he or she may do so with the

12.

12.1

12.2

12.3

agreement of the Ombudsman. This includes a Saturday, Sunday or Public Holidays. Any
hours worked under this provision shall count towards hours of duty on a 1:1 basis; that is,
one hour claimed for each hour worked outside the bandwidth.

OVERTIME AND TIME OFF IN LIEU (TOIL)

Clauses 12 and 13 of this Agreement apply only to APS 1 to APS 6 employees.

Where an employee is directed by the Ombudsman to perform work in addition to their
ordinary hours of work the employee will be eligible for payment of overtime, or time off in lieu
(TOIL) subject to mutual agreement between the parties.

Overtime and TOIL rates are as follows:
a. Monday to Saturday: time and a half for the first three hours and double time thereafter
b. Christmas Close Down: time and a half

c. Sunday: double time
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13.

13.1

13.2

13.3

14.

14.1

15.

15.1

15.2

15.3

15.4

15.5
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d. Public Holidays: double time and a half
*See also clause 55 for payment of meal allowance during periods of paid overtime.

An employee is entitled to a 10 hour break including travelling time before

recommencing work without incurring a loss of pay. Where such a break is not possible due to
operational requirements, the Ombudsman will approve payment at double time for the next
period of work.

TRAVELLING TIME

Employees at APS 1 to 6 levels required to travel within Australia on official business outside
their ordinary hours may include the travel time as working hours on an hour for hour basis.

Travel time for air travel will commence one hour prior to flight departure (2 hours for
international flights) and one hour after flight arrival.

Employees will travel on the day of business where a flight is available, unless otherwise
agreed by the Ombudsman. Request for non-same day travel must be submitted in writing for
approval prior to the day of travel. Where such requests are approved, and flights are
available on the day of travel, travel time cannot be claimed.

EXECUTIVE LEVEL TIME OFF IN LIEU

The Office recognises that the hours of duty of Executive Level employees (and equivalents)
are not regular or easily categorised. While Executive Level employees (and equivalents) are
not eligible for flextime, supervisors should allow these employees flexibility in their working
arrangements, including hours of work and travel time, and have the authority to grant time off
in lieu in recognition of additional hours worked, where it is considered such hours are in
excess of agreed working arrangements. This means that supervisors should, as appropriate,
agree to absences, including whole days. Such absences do not need to be covered by
official leave and will not necessarily be granted on an hour to hour basis.

PART TIME WORK

Part time arrangements are available to employees, subject to the operational requirements
and Ombudsman approval, as a means of balancing the competing demands of work, family
and lifestyle. Agreed part time arrangements will be specified in the part time work agreement.

Part time employees are those who are not engaged as a casual employee and whose
ordinary hours of work are less than 150 hours in a four week settlement period.

Other than in exceptional circumstances to be determined by the Ombudsman, part time
employees will be required to work a minimum of three consecutive hours on any one day.

Remuneration and other benefits for part time employees will be calculated on a pro-rata
basis. For allowances of a reimbursement or expense related nature, part time employees will
receive the same amounts as full-time employees.

The Ombudsman may approve an extension of part time employment upon application,
subject to operational requirements. Arrangements will be reviewed on a six monthly basis.
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15.9

15.10

16.

16.1

17.

171

17.2
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A full time employee will not be required to convert to part time hours without his or her
agreement.

Where an employee converts from full time work to part time work, the period of part time
work is to be specified. The employee will revert back to full time work at the completion of
this period.

Where an employee’s circumstances alter before the expiry of the agreed period, and the
employee is personally available to return to full time work, the employee may apply to revert
back to full time employment.

Where an employee who is engaged or assigned duties in a management initiated part time
opportunity and wishes to convert to full time employment the employee may apply to the
Ombudsman, stating reasons and benefits to the Office.

The Office will ensure that all employees returning from maternity, parental, adoption or foster
parents leave will have access to part time work in accordance with section 65 of the Fair
Work Act 2009.

JOB SHARING

The Ombudsman may approve job sharing arrangements between two or more employees
wishing to share the one full-time job, subject to operational requirements and the basis of the
employees’ applications. The details of any job sharing arrangement will be agreed to in
writing between the supervisor and the employees involved.

FLEXIBILITY ARRANGEMENTS

The Ombudsman and employees covered by this enterprise agreement may agree to make
an individual flexibility arrangement to vary the effect of terms of the agreement if:

a. the arrangement deals with one or more of the following matters:
e arrangements about when work is performed;
e overtime rates;
e penalty rates;
e allowances;
e remuneration; and
e leave and leave loading.

b. the arrangement meets the genuine needs of the Office and employee in relation to one
or more of the matters mentioned in paragraph (a); and

c. the arrangement is genuinely agreed to by the Ombudsman and employee.
The Ombudsman must ensure that the terms of the individual flexibility arrangement:

a. are about permitted matters under section 172 of the Fair Work Act 2009; and
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b. are not unlawful terms under section 194 of the Fair Work Act 2009; and

c. resultin the employee being better off overall than the employee would be if no
arrangement was made.

The Ombudsman must ensure that the individual flexibility arrangement:
a. isin writing; and
b. includes the name of the employer and employee; and

c. is signed by the Ombudsman and employee and if the employee is under 18 years of
age, signed by a parent or guardian of the employee; and

d. includes details of:
¢ the terms of the enterprise agreement that will be varied by the arrangement; and
¢ how the arrangement will vary the effect of the terms; and

¢ how the employee will be better off overall in relation to the terms and conditions of
his or her employment as a result of the arrangement; and

e. states the day on which the arrangement commences and, where applicable, when the
arrangement ceases.

The Ombudsman must give the employee a copy of the individual flexibility arrangement
within 14 days after it is agreed to.

The Ombudsman or employee may terminate the individual flexibility arrangement:
a. by giving no more than 28 days written notice to the other party to the arrangement; or

b. if the Ombudsman and employee agree in writing — at any time.

WORKING FROM HOME

The Ombudsman may approve an employee working from home, subject to operational
requirements, provided that the work to be performed is appropriate and the following primary
considerations/issues are properly addressed:

e work health and safety considerations;
e security issues;
o the capacity of ICT services; and

o effective working arrangements and the productivity of the employee being
maintained.

Approval for an employee working from home may be granted on:

e aformal basis for periods up to six months; or
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¢ informal (ad hoc) basis for continuous periods of up to three days or for an ad
hoc/intermittent requirement that may extend for a period of 3 months.

The arrangement may be varied or terminated as a result of:

a. operational requirements (including budget considerations and the capacity of ICT
services);

b. unsatisfactory performance of duties;

c. ineffectiveness of the arrangement; and/or

d. failure of the employee to comply with office requirements.

Employees who are subject of performance management or disciplinary action will not have

access to home based work.

RIGHT TO REQUEST FLEXIBLE WORKING ARRANGEMENTS

An employee may request a change in working arrangements in accordance with section 65
of the Fair Work Act 2009.

PUBLIC HOLIDAYS

Employees will be entitled to the following public holidays:
a. New Year's Day (1 January);

b. Australia Day (26 January);

c. Good Friday;

d. Easter Monday;

e. Anzac Day (25 April);

f.  The Queen's birthday holiday (on the day on which it is celebrated in a State or Territory
or a region of a State or Territory);

g. Christmas Day (25 December);
h. Boxing Day (26 December); and

i. Any other day, or part-day, declared or prescribed by or under a law of a State or Territory
to be observed generally within the State or Territory, or a region of the State or Territory,
as a public holiday, other than a day or part-day, or a kind of day or part-day, that is
excluded by the Fair Work Regulations from counting as a public holiday.

If under a state or territory law, a day or part day is substituted for one of the public holidays
listed above, then the substituted day or part day is the public holiday.

The Ombudsman and an employee may agree on the substitution of a day or part day that
would otherwise be a public holiday, having regard to operational requirements.
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An employee, who is absent on a day or part-day that is a public holiday in the place where
the employee is based for work purposes, is entitled to be paid for the part or full day absence
as if that day or part-day was not a public holiday, except where that person would not
normally have worked on that day.

Where a public holiday falls during a period when an employee is absent on leave (other than
annual or paid personal leave) there is no entitlement to receive payment as a public holiday.

Payment for that day would be in accordance with the entitlement for that form of leave (e.qg. if
on long service leave on half pay, payment is on half pay).

If under a law of a State or Territory every Sunday is declared or prescribed by or under that
law to be a public holiday, there is no entitlement to receive payment as a public holiday if the
employee would have worked, or does perform work, on that day. In these circumstances,
payment will only be made at the public holiday rate of pay if the employee performs work on
that day, and the Sunday would otherwise be a public holiday under sub-clauses 20.1 and
20.2.

CHRISTMAS CLOSE DOWN

The Office will close its normal operations from midday on the last working day before
Christmas, with business resuming on the first working day after New Year’s Day.

Employees will be provided with time off for the working days between Christmas and New
Year’s Day and will be paid in accordance with their ordinary hours of work. Where an
employee is absent on leave, payment for the Christmas closedown provision will be in
accordance with the entitlement for that form of leave, (e.g. if on long service leave half pay,
payment is on half pay).

There will be no deduction from annual or personal leave credits for the closedown days.
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PART C — SUPPORTING AND DEVELOPING OUR PEOPLE

22. PROBATION

22.1  All new ongoing APS employees engaged in the Office will be required to successfully
complete a probation period. The maximum probationary period will be six months.

23. INDUCTION PROGRAM

23.1  The Office will maintain an updated Induction Handbook to support the orientation into the
Office of all new employees regardless of tenure, proposed period of service or previous work
background into the Office.

24. STUDY ASSISTANCE

241  The Ombudsman is committed to supporting employees undertaking formal studies that are
relevant both to the employee’s career and to the Office.

24.2  An employee’s proposed course of study must be approved by the Ombudsman for the
employee to have access to any form of studies assistance. The Ombudsman will consider
operational requirements, the benefit of the proposed course of study to the Office and to the
employee’s career, and the capacity of the employee to balance the study commitments with
his or her work responsibilities.

STUDY LEAVE

24.3  The Ombudsman may approve up to 60 hours of paid study leave per semester to attend
formal lectures, seminars, presentations, tutorials, including on-line, residential or other
events scheduled as part of an approved course of study and occurring during agreed
ordinary hours.

244  The Ombudsman may approve miscellaneous leave per semester, including full time study,
for research, exam preparation and to sit exams, which may be paid or unpaid. This leave will
not count towards the 60 hours paid study leave covered under sub-clause 24.3.

FINANCIAL ASSISTANCE

245 The Ombudsman may approve financial assistance to undertake an approved course of
study. Financial assistance is in the form of a bursary that is paid on receipt of proof of costs
incurred and successful completion of approved studies. The amounts are:

a.  University students: $292 per unit (subject) to a maximum payment of $1166 per
academic year

b.  TAFE students: $292 per semester — total $583 per academic year.
24.6  The bursary payment is not payable to employees on leave without pay.

24.7  The Ombudsman may approve the cost of a training course of study in a tertiary institution
where the course is approved as part of the employee’s Professional Development Plan. The
Ombudsman may approve reasonable time off to travel to and from the training.
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OTHER MATTERS

24.8

249

25.

251

26.

26.1

27.

27.1

28.

28.1

29.

29.1

Travel time of up 30 minutes each way will be granted to attend approved study activity within
agreed ordinary hours.

Employees may have reasonable use of Ombudsman office equipment, for purposes
connected with their approved course of study, outside standard hours with approval of their
supervisor.

CHILD AND DEPENDANT CARE POLICY

In recognition of child and dependant care responsibilities, on prior approval the Ombudsman
will approve reimbursement of reasonable expenses (on receipt of satisfactory evidence)
arising from additional family arrangements made necessary where an employee is:

a. required to travel away from his or her normal work location for business purposes; or

b. directed to work additional hours or attend a conference or training course outside the
bandwidth or outside the employee’s ordinary hours of work.

VACCINATION PROGRAMS

The Office will fund and make arrangements for annual flu vaccinations to be made available
to all employees.

EMPLOYEE ASSISTANCE SCHEME

A confidential counselling service (the Employee Assistance Scheme) will be made available
to employees and their immediate families to help them resolve work related and personal
problems. Counselling sessions will be provided at no cost to the employee, although
employees who fail to attend a session may incur any resultant fee.

ANTI-DISCRIMINATION AND WORKPLACE DIVERSITY

The Office is an organisation, that values fairness, equity and diversity, and respect and
acceptance of diversity is an integral part of our own workplace. Consistent with that aim, the
Office is committed to preventing and eliminating discrimination on the basis of race, colour,
descent, national or ethnic origin, immigrant status and racial hatred, sex, sexual harassment,
gender identity, intersex status, sexual orientation, marital status or relationship status,
breastfeeding, family responsibilities, pregnancy, age, mental or physical disability, religion,
political opinion, irrelevant criminal record, national extraction, membership or non-
membership of a trade union or social origin.

SUPPORT FOR MATURE AGED WORKERS

The Ombudsman values the skill, expertise and knowledge held by mature aged workers. In
keeping the Ombudsman’s commitment to work/life balance, flexible working arrangements
such as part-time and the use of annual and long service leave provisions can be suitable for
use by mature age employees as a means to assist their transition to retirement.
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29.2 Employees are encouraged to explore these flexibilities as a means of extending their working
lives.

29.3  Subject to operational requirements, supervisors will favourably consider flexible working
arrangements as a means to retaining mature age employees who might otherwise choose to
leave the Office.
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PART D - PERFORMANCE MANAGEMENT

30. PERFORMANCE MANAGEMENT FRAMEWORK

30.1  The Performance Management Framework (PMF) is the framework for guiding and handling
performance management, performance assessment, performance/career development and
managing underperformance within the Office.

30.2  The aim of the PMF is to ensure:
o that performance expectations are clearly articulated and managed;
e role and goal clarity is clearly established,;

o thereis a clear link between the employee’s individual/team performance and the
achievement of the Office’s Strategic objectives;

e regular communication/feedback and constructive assessment in relation to employee
performance and behaviour is facilitated and promoted;

e employee learning and development needs are identified and addressed,;

¢ high performance is recognised; and

a structured process for managing underperformance is in place.

30.3 The two key elements of the PMF are the Performance Management Program (PMP)
Guidelines and Managing Underperformance Guidelines. The PMP Guidelines and Managing
Underperformance Guidelines, as varied from time to time, outline the detailed processes and
requirements in relation to these two elements.

30.4 The PMF applies to all Office employees, with the following exceptions:
e employees on probation;

e non-ongoing employees are excluded from certain requirements under the PMP; and

¢ the provisions contained in the Managing Underperformance Guidelines do not apply
to non-ongoing employees.

30.5 In addressing issues where employees are not performing to the required standard, the PMF
is designed to:

e have regard to the principles of procedural fairness;
e ensure processes are timely and effective;

¢ restore performance of the employee to the required standard; and

¢ have regard to the individual circumstances of the employee, including any health
issues.

30.6  Salary advancement through a classification and/or broadband is subject to employees’
performance being assessed as at least satisfactory under the PMP and the employee
meeting the requirements of clause 39 and/or 40.
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PART E — MANAGING EXCESS EMPLOYEE SITUATIONS

31. COVERAGE

31.1  This Part only applies to ongoing employees covered by this Agreement who are not on
probation.

32. DEFINITION OF EXCESS EMPLOYEES

32.1  Anemployee is an excess employee if:

a. the employee is included in a class of employees employed in the Office that comprises a
greater number of employees than is necessary for the efficient and economical operation
of the Office;

b. the services of the employee cannot be effectively used because of technological or other
changes in the work methods of the Office or changes in the nature, extent or
organisation of the functions of the Office; or

c. the duties usually performed by the employee are to be performed at a different locality,
the employee is not willing to perform duties at that locality and the Ombudsman has
determined that these provisions will apply to that employee.

33. CONSULTATION WITH POTENTIALLY EXCESS EMPLOYEES

33.1  When the Ombudsman becomes aware that an employee is likely to become an excess
employee (i.e. potentially excess), the Ombudsman will advise the employee of the situation
in writing.

33.2  The Ombudsman will, as soon as possible, hold discussions with the employee or, where they
choose, his or her nominated representative, to consider:

a. actions that might be taken to reduce the likelihood of the employee becoming excess;

b. redeployment opportunities for the employee within the Office or another APS Agency;
and

c. the possibility of voluntary redundancy.

33.3  Consistent with the interests of the efficient management of the Office and where a suitable
vacancy exists, the Ombudsman will take all reasonable steps to reassign duties to the
excess employee within the Office and explore options to assist with career transition.

33.4  This consultation period will extend for at least a one month period, but may be reduced with
the written agreement of the employee.

33.5 Where 15 or more employees are likely to become excess, the Ombudsman will comply with
Division 2, Part 3-6 of the Fair Work Act 2009.
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34. VOLUNTARY REDUNDANCY

34.1  Atthe end of the consultation period (unless the employee agrees to a shorter period)
referred to under clause 33 the Ombudsman may advise, in writing, the employee who has
been identified as potentially excess that they are excess to the Office’s requirements and
make an offer of voluntary redundancy.

34.2  The advice provided to the employee under sub-clause 34.1 will include, if this has not
already been provided to the employee during the consultation period:

a. the amounts payable as redundancy pay, pay in lieu of notice and accrued annual and
long service leave credits;

b. information in relation to the amount of accumulated superannuation contributions and
superannuation options, or where this is not practicable, advice on how the employee can
ascertain this information; and

c. any taxation applying to the various redundancy payments.

34.3  Where the Ombudsman invites an excess employee to accept voluntary redundancy, the
employee will have one month to accept that offer (the consideration period). Where the offer
is accepted the Ombudsman will not give notice of termination of employment before the end
of that period without the agreement of the employee.

34.4  Only one offer of voluntary redundancy will be made to an excess employee.

34.5 An employee that has been advised that they are an excess employee will be reimbursed up
to a maximum of $600 for professional financial advice for the purposes of making a decision
in relation to their redundancy options.

34.6 Where an excess employee agrees to redundancy, the Ombudsman may terminate the
employee’s employment, by giving the required notice of termination of employment, under s
29 of the Public Service Act 1999. The period of notice will be 4 weeks (or 5 weeks for an
employee over 45 and with at least 5 years of continuous service).

34.7  Where an employee’s employment is terminated at the beginning of, or within, the notice
period, the employee will receive payment in lieu of notice as set out in the Fair Work Act
2009 for the unexpired portion of the notice period.

34.8 Employees not accepting an offer of voluntary redundancy will be covered by clause 35.
REDUNDANCY PAY

34.9  An employee who accepts an offer of voluntary redundancy and whose employment is
terminated by the Ombudsman under s 29 of the Public Service Act 1999 on the grounds that
he/she is excess to the requirements of the Office, is entitled to payment of a redundancy
benefit of an amount equal to two weeks’ salary for each completed year of continuous
service, plus a pro-rata payment for completed months of service since the last completed
year of service, subject to any minimum amount the employee is entitled to under the National
Employment Standards (NES).

34.10 The minimum sum payable will be 4 weeks’ salary and the maximum will be 48 weeks’ salary.
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The redundancy benefit will be calculated on a pro rata basis for any period where an
employee has worked part time hours during his or her period of service and the employee
has less than 24 years full-time service (refer to sub-clause 34.17), subject to any minimum
amount the employee is entitled to under the NES.

SERVICE FOR REDUNDANCY PAY

34.12 The following types of service are counted in the calculation of service for the purposes of
redundancy pay:

34.13

34.14

Service in the Office of the Commonwealth Ombudsman.
Government service as defined in s 10 of the Long Service Leave Act 1976.

Service within the Commonwealth, which is recognised for long service leave
purposes, other than service with a Joint Commonwealth-State body corporate in
which the Commonwealth has a controlling interest.

Service with the Australian Defence Forces.

APS service immediately preceding deemed resignation under repealed section 49 of
the Public Service Act 1922, if service has not been recognised for redundancy pay
purposes.

Service in another organisation where:

= an employee was transferred from the APS to that organisation with a transfer of
function; or

= an employee engaged by that organisation on work within a function is engaged
in the APS as a result of the transfer of that function to the APS; and

= such service is recognised for long service leave purposes.

For earlier periods of service to count there must be no breaks between the periods of
service, except where:

a. the break in service is less than one month and occurs where an offer of employment with
the new employer was made and accepted by the employee before ceasing employment
with the preceding employer; or

b. the earlier period of service was with the APS and ceased because the employee was
deemed to have resigned from the APS on marriage under the repealed s 49 of the Public
Service Act 1922.

Any period of service which ceased for the following reasons will not count as service for
redundancy pay purposes.

a. by way of termination under s 29 of the Public Service Act 1999;

b. on a ground equivalent to any ground listed in this sub-clause;

c. through voluntary retirement at or above the minimum retiring age applicable to the
employee; or
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d. with payment of a redundancy benefit or similar payment or an employer financed
retirement benefit.

34.15 Absences from work that do not count as service for leave purposes will not count as service

for severance pay purposes.

RATE OF PAYMENT FOR REDUNDANCY BENEFIT

34.16 For the purposes of calculating any payment for the redundancy benefit, salary will include:

a. the employee’s salary at the substantive work value level; or

b. the salary of the higher work value level, where the employee has been working at the
higher level for a continuous period of at least 12 months immediately preceding the date
on which the employee is given notice of termination of employment; and

c. other allowances in the nature of salary which are paid during periods of annual leave and
on a regular basis, excluding allowances which are a reimbursement for expenses or a
payment for disabilities associated with the performance of duty.

34.17 Where an employee has worked part time hours during his or her period of service and the

35.

employee has less than 24 years full-time service, the 2 weeks per year of service that relates
to the part time service will be paid on pro-rata basis as follows:

e current annual full-time equivalent salary (used for redundancy purposes), divided by
full time hours, multiplied by the part time hours for that part time period worked.

INVOLUNTARY REDUNDANCY PROVISIONS

RETENTION PERIODS

35.1

35.2

35.3

35.4

35.5

The purpose of the retention period is to allow an employee to continue to remain employed
whilst attempting to secure alternative employment.

An excess employee who has declined a voluntary redundancy will be entitled to the following
periods of retention:

a. 56 weeks where an employee has 20 years or more service or is over 45 years of age; or
b. 30 weeks for all other employees.

If an employee is entitled to a redundancy payment in accordance with the National
Employment Standards, the relevant period in sub-clause 35.2 will be reduced by the number
of weeks redundancy pay that the employee will be entitled to under the National Employment
Standards on termination, calculated at the expiration of the retention period (as adjusted by
this sub-clause).

The retention period will not be extended by any periods of personal leave supported by
medical evidence taken by the excess employee during the retention period unless, after
considering the circumstances of the individual case, the Ombudsman deems an extension as
a result of the period of leave taken to be reasonable.

The retention period will commence on the earlier of the following:
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¢ the day the employee advises the Ombudsman in writing that they do not accept the
offer of voluntary redundancy made under sub-clause 34.1; or

¢ one month after the day on which the Ombudsman offered the employee voluntary
redundancy under sub-clause 34.1.

During the retention period the Ombudsman:

a. will continue to try and redeploy the excess employee to suitable vacancies that arise
within the Office; and/or

b. may, with four weeks’ notice, reassign duties at a lower APS classification to the excess
employee (where this occurs before the end of an employee’s retention period, the
employee will receive income maintenance to maintain salary at the previous higher level
for the balance of the retention period).

It is the excess employee’s responsibility to take all reasonable steps to identify and apply for
suitable vacancies at their substantive level.

The excess employee may request assistance in meeting reasonable travel and incidental
expenses incurred in seeking alternative employment where these expenses are not met by
the prospective employer.

Where an excess employee is required to move the employee’s household to a new locality
as a result of a reduction in classification under sub-clause 35.6b. the Ombudsman will
approve reasonable expenses where these expenses are not met by the prospective
employer.

INSUFFICIENT PRODUCTIVE WORK AVAILABLE DURING RETENTION PERIOD

35.10 Where the Ombudsman is satisfied that there is insufficient productive work available for the

employee within the Office during the remainder of the retention period and that there is no
reasonable redeployment prospects in the APS:

a. the Ombudsman may, with the agreement of the employee, terminate the employee’s
employment under s 29 of the Public Service Act 1999; and

b. upon termination, the employee will be paid a lump sum comprising:

¢ the balance of the retention period (as shortened for the National Employment
Standards under sub-clause 35.3) and this payment will be taken to include the
payment in lieu of notice of termination of employment; and

e an additional redundancy payment equal to the amount the retention period was
shortened by under sub-clause 35.3.

INVOLUNTARY TERMINATION OF EMPLOYMENT

35.11

35.12

The Ombudsman may involuntarily terminate the employment of an excess employee at the
end of the retention period under s 29 of the Public Service Act 1999.

Where procedures outlined in this Agreement may lead to termination of employment on any
of the allowable grounds under s 29 of the Public Service Act 1999, those procedures will be
followed before an ongoing employee’s employment may be terminated.

Page 22 of 54



35.13

35.14

35.15

35.16

Document 01

An excess employee’s employment will not be involuntarily terminated if the employee has not
been invited to accept an offer of voluntary redundancy or has elected to be terminated but
the Ombudsman has refused to approve it.

An excess employee’s employment will not be involuntarily terminated without being given
four weeks’ notice or five weeks’ notice for an employee over 45 with at least five years of
continuous service, or payment in lieu of notice.

The specified periods of notice will as far as practicable be concurrent with the retention
periods.

During the retention period, the Office will provide reasonable development opportunities to
assist the excess employee with redeployment.
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PART F - REMUNERATION AND CLASSIFICATION STRUCTURE

36.

36.1

36.2

37.

371

37.2

37.3

38.

38.1.

SALARY

Employees will receive a salary increase of:
e 3% on commencement of the Agreement
e 2% 12 months after commencement
¢ 1% 18 months after commencement

Salary ranges and pay points to apply under this Agreement are set out at Attachment A.

PAYMENT OF SALARY

Employees will be paid fortnightly in arrears and the fortnightly rate of pay will be based on
the following formula:

Fortnightly pay = annual salary x 12
313

Employees will have their fortnightly salary paid by electronic funds transfer into a financial
institution of his or her choice.

Access to the financial institution must be available to the pay processing system used by the
Office at the time.

OFFICE CLASSIFICATION STRUCTURE

The Office’s classification structures and broadbands under this Agreement are detailed in
Attachments A and B.

OFFICE’S TRAINING BROADBAND

38.2.

38.3

The Office’s Training Broadband at Attachment B is used for those employees required to
undertake a training and/or development programme and whose progression is subject to
successful completion of that programme.

The Ombudsman may assign other classifications to the Office’s Training Broadband relevant
to the training and/or development programme being undertaken by an employee or to ensure
consistency with whole of government approaches.

OFFICE GRADUATES

38.4

Graduates will be engaged at the APS 3 classification level within the Office’s Training
Broadband. The salary will be the base point of the APS3 classification level unless the
Ombudsman approves payment of a higher salary having regard to the experience,
qualifications, skills and previous salary of the employee.
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On successful completion of the Graduate Programme, Graduates will, subject to
Ombudsman approval, be advanced to the APS 4 classification level within the Training
Broadband.

The Ombudsman will then assign duties within the APS 4/5 broadband (Ombudsman Band 4)
and determine salary.

OFFICE TRAINEES

38.7

38.8

39.

39.1

40.

40.1

Trainee employees will be engaged within the Office’s Training Broadband and undertake a
course of training and/or development determined by the Ombudsman.

When the Ombudsman is satisfied that the course of training and/or development has been
successfully completed, he/she will advance the employee to a classification that will be not
less than the APS 3 classification level and determine salary. The employee will then be
integrated into the relevant Ombudsman Band in the classification structure at Attachment A.

BROADBANDING

The provisions relating to advancement within the broadband are as follows:

a. advancement within a broadband is based on the performance of the employee and the
needs of the Office;

b. an employee who is at the maximum level applicable at the classification and meets the
requirements of sub-clauses 40.1 and 40.4 may be advanced to the next classification
level provided that:

o there is sufficient ongoing work required to be performed at the higher work level; and

o they have been assessed as having the skill requirements for the available work at
the next classification level.

c. where the advancement relates to the APS4/5 broadband (Ombudsman Band 4) and
where more than one employee satisfies the performance and skills requirements, but
there is insufficient ongoing work available for all such employees, a merit selection will
be used to determine advancement; and

d. where an employee is advanced within a broadband, they are automatically reclassified to

the relevant APS classification.

SALARY ADVANCEMENT TO HIGHER PAY POINTS

Employees who are not on the top point of their salary range will be eligible for salary
advancement, subject to:

e having a current performance development agreement in place for the relevant year’'s
cycle; and

e being assessed as performing to a satisfactory standard at his or her current level
under the Performance Management Program (PMP).
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The requirements of sub-clause 40.1 will also apply to progression from a lower level to the
higher level within the broadbanded classifications.

An employee who is assessed as not performing to a satisfactory standard under the PMP will
not advance a pay point.

Subject to sub-clause 40.1 the date of effect for pay point advancement will be 12 months
from whichever is the later, of the date the employee:

e commenced with the Office; or

e last advanced in pay through either promotion or pay point advancement.

SALARY ON ENGAGEMENT, PROMOTION AND ASSIGNMENT OF DUTIES

An employee’s salary on engagement, promotion and assignment of duties (including
movement from another APS Agency) will normally be at the minimum salary rate for the
classification, unless the Ombudsman approves payment at a higher salary point within the
classification range based on experience, qualifications and skills.

Where an APS employee moving to the Office is receiving a salary in his or her previous APS
agency that exceeds the current maximum pay point in the Office for that classification, the
Ombudsman may approve continued payment at that salary until it is absorbed by Office pay
increases at the relevant classification level, at which time the employee will move to the next
pay point immediately above their current salary level.

Where an employee commences in the Office at the same classification and is in receipt of a
salary that does not have a direct translation point in the Office’s salary scale, the salary
payable will be the next highest point within the Office’s salary range for that classification.

Where the classification of an employee is reduced, on either a temporary or ongoing basis,
salary will be determined by the Ombudsman having regard to the experience, qualifications
and skills of the employee.

Where, at the time of engagement, an employee’s salary is set at an incorrect salary point (in
error) within the applicable salary scale, the Ombudsman may determine, in writing, that the
employee will be paid salary at the more correct salary point.

NON-ONGOING EMPLOYEES ENGAGED FOR DUTIES THAT ARE IRREGULAR OR
INTERMITTENT (CASUAL EMPLOYEES)

Non-ongoing employees engaged for duties that are irregular or intermittent will receive a
loading of 20 per cent of salary in lieu of public holidays on which the employee is not
rostered to work and paid leave. Such employees will still accrue long service leave.
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FLEXIBLE REMUNERATION PACKAGING

All ongoing employees, and non-ongoing employees engaged for a period in excess of
12 months will have access to flexible remuneration packaging as detailed in the Office’s
Flexible Remuneration Packaging Guidelines.

In providing flexible remuneration packaging there will be no additional cost to the Office and
any fees charged for administrative costs or fringe benefits tax as a result of these
arrangements will be payable by the employees concerned.

The Office will also offer a limited menu administered in house for employees.

Where flexible remuneration packaging is accessed under this clause, salary for all purposes
will continue to be calculated as if the packaging arrangements had not been entered into.

SUPERANNUATION

The Ombudsman will ensure that all new employees will be provided with information about
superannuation options and levels of employer contributions on commencement or
recommencement of employment.

The Ombudsman will make compulsory employer contributions as required by the applicable
legislation and fund requirements.

Where employer contributions are to an accumulation superannuation fund the employer
contribution will be 15.4% of the fortnightly superannuation contribution salary. This will not
be reduced by any other contributions made through salary sacrifice arrangements. This
clause does not apply where a superannuation fund cannot accept employer superannuation
contributions (e.g. unable to accept contributions for people aged over 75).

The Ombudsman may choose to limit superannuation choice to complying superannuation
funds that allow employee and/or employer contributions to be paid through fortnightly
electronic funds transfer using a file generated by the Office’s payroll system.

PAYMENT ON DEATH

Where an employee dies, or the Ombudsman directs that the employee will be presumed to
have died on a particular date, the Ombudsman may approve the payment of the amount,
which the former employee would have been entitled had he or she ceased employment on
resignation or retirement. Long service leave credits will be paid out in accordance with the
Long Service Leave (Commonwealth Employees) Act 1976.

Payment may be made to dependants or the partner of the former employee or the
employee’s legal representative. If a payment has not been made within twelve months of the
former employee’s death it shall be paid to the employee’s legal representative.
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PART G - ALLOWANCES AND REIMBURSEMENTS

46. GENERAL

46.1 Unless otherwise specified the payments of allowances and reimbursements covered in this
Part will not count as salary for any purpose.

47. HIGHER DUTIES ALLOWANCE

471  Where an employee is temporarily assigned to duties at a higher classification level, the
Ombudsman may approve the payment of a higher duties allowance (HDA) as follows:

¢ where the duties involve management responsibilities and are to be performed for a
continuous period of at least one week the employee will be entitled to HDA for the
entire period; or

e where the duties do not involve management responsibilities and are to be performed
for a continuous period of at least one month (i.e. any period of four consecutive
weeks), the employee will be entitled to the HDA for the entire period.

47.2  An employee performing all of the duties of a position at a higher classification will be paid
HDA equal to the difference between the employee’s usual salary and the base salary of the
higher classification unless the Ombudsman approves payment at a higher salary having
regard to the employee’s experience, skills and qualifications.

47.3  An employee performing part of the duties of a position at a higher classification will receive
payment at a rate determined by the Ombudsman.

47.4  Where an employee does not qualify for an allowance under sub-clause 47.1, the employee
may apply for the allowance where he or she has in a financial year performed duties of the
higher value for a minimum of six non-consecutive weeks. The employee will be entitled on
application within a reasonable period to the allowance in respect of any period in the financial
year in excess of six weeks.

475 Where an employee, who is receiving the allowance, and is granted paid leave or observes a
public holiday, the employee will continue to receive the allowance during that absence,
however, the allowance will not be paid beyond the date for which the allowance is granted.

47.6  Where an employee, immediately prior to termination of employment, has been in receipt of
the allowance for a continuous period of 12 months or more, the allowance will count as
salary for all purposes.

48. FIRST AID ALLOWANCE

48.1  Where the Ombudsman is satisfied that an employee possesses a current first aid certificate,
a continuing ability commensurate with the qualification and the employee has been given first
aid responsibilities, the Ombudsman will approve payment of an allowance as set out in the
following table.
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Current rate

On commencement
of Agreement

12 months after
commencement

18 months after
commencement

$32 per fortnight

$32.95

$33.60

$33.95

HEALTH AND SAFETY REPRESENTATIVES, WORKPLACE HARASSMENT CONTACT

OFFICERS AND EMERGENCY CONTROL WARDENS ALLOWANCE

In recognition of the responsibilities of Health and Safety Representatives, Workplace
Harassment Contact Officers and Emergency Control Wardens the Ombudsman will approve
payment of an allowance to employees who fulfil each of these roles as set out in the

following table.

Current rate

On commencement
of Agreement

12 months after
commencement

18 months after
commencement

$32 per fortnight

$32.95

$33.60

$33.95

Generally, a Health and Safety Representative, Workplace Harassment Contact Officer or
Emergency Control Warden may not undertake the role of First Aid Officer. However, it is
acknowledged that there may be circumstances when the Ombudsman may approve an
employee undertaking a number of roles and in such cases the employee will be paid the
allowance for each role.

COMMUNITY LANGUAGE ALLOWANCE

Where, in providing client or employee services, the Ombudsman determines there is a
continuing need to utilise an employee’s particular language skills for communication in
languages other than English, (including Indigenous languages and utilising deaf
communication skills), the employee will be paid a community language allowance on the

following basis:

Standard

Level of Competence

CLA Rate 1

An employee who:
passes the Language Aide Test conducted by the National
Accreditation Authority for Translators and Interpreters (NAATI); or
is recognised by NAATI to possess equivalent proficiency; or

is waiting to be assessed by the above means and whose supervisor
certifies that the employee uses the language skills to meet operating
requirements of the workplace, until such time assessment is

completed; or

is assessed to be at the equivalent level by the Ombudsman or body

approved by the Ombudsman.
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Standard

Level of Competence

CLA Rate 2

An employee who is:

e accredited or recognised by NAATI at the Para professional Interpreter
[Translator level or above; or

e assessed to be at the equivalent levels by the Ombudsman or body
approved by the Ombudsman.

50.2

51.

51.1

52.

52.1

52.2

52.3

52.4

53.

53.1

The Community Language Allowance rates payable are:
a. CLArate 1 $848 per annum

b. CLArate 2 $1696 per annum.

PROFESSIONAL PAYMENTS ASSISTANCE

The Ombudsman will approve payment for professional practice, memberships or other fees
for those employees in positions where the Ombudsman has determined that those
professional skills, qualifications and memberships are required in order to enhance the
performance or the effectiveness of the Office in the performance of its functions.

RESTRICTION ALLOWANCE

An employee who needs to be contactable and available to work outside their ordinary hours
of work may be placed under a restriction direction by the Ombudsman. A restricted employee
may be required to work at their usual workplace or at another designated workplace,
including their home.

A restriction allowance will not be paid to Executive Level employees or an employee who
does not remain contactable or available to perform extra duty.

The restriction allowance payments for each hour restricted are:
a. Monday to Friday — 7.5 per cent of the hourly rate of salary
b. Saturday and Sunday — 10 per cent of hourly salary

c. Public holidays — 15 per cent of hourly salary

Where an employee on restriction is recalled to duty and receives an overtime payment, the
employee will not be entitled to receive the Restriction Allowance for the period for which
overtime is payable.

REMOTE LOCALITY PAYMENT

Where an employee is required to perform field work in a remote geographic location for a
period of three weeks or less and the employee does not have access to accommodation, but
instead is required to ‘camp’, the Ombudsman will approve a remote localities payment of $65
per day in addition to Travelling Allowance.
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MOTOR VEHICLE ALLOWANCE

The Ombudsman may approve an employee’s request to use a private vehicle at his or her
own expense for work related travel. Where the Ombudsman’s approval is obtained, the
employee will be paid the lesser of:

a. the transport costs which would otherwise have been paid by the Office, including any
discounted fares that would have been available (these are GST exclusive); or

b. a Motor Vehicle Allowance paid in accordance with the rates set by the Tax Assessment
Regulations 1997.

A Motor Vehicle Allowance will only be paid where the employee has obtained prior approval
and subject to any conditions that may be set by the Ombudsman including providing
evidence that the vehicle is covered by comprehensive insurance.

MEAL ALLOWANCE

If an employee is directed to work overtime as detailed in clause 12 and it has been more
than five hours since their last meal break, they will be required to take a meal break of a
minimum of 30 minutes and maximum of 60 minutes. Provided the employee works beyond
the meal period and takes a meal break they will be paid a meal allowance. The amount of
the meal allowance will be the amount published from time to time by the Australian Taxation
Commissioner as the reasonable amount for overtime meal expenses in the Commissioner’s
ruling on reasonable travel and meal allowance expense amounts. Payment will be through
the salary system.

The meal period means the following periods:
a. 7.00am to 9.00am
b. 12 noon to 2.00pm
c. 6.00pm to 7.00pm

d. Midnight to 1.00am.

LOSS AND DAMAGE TO CLOTHING OR PERSONAL EFFECTS

The Ombudsman may approve reimbursement for loss or damage to an employee’s clothing
or personal effects that occurred in the course of the employee’s duties.

EYEWEAR REIMBURSEMENT FOR SCREEN BASED WORK

Where an approved examiner has certified that eyewear is required to perform screen based
work the Ombudsman will approve reimbursement of:

a. $120 for single focus lenses eyewear

b. $165 for bifocal lenses eyewear
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57.2 Reimbursement for approved eyewear will only be granted once every two years.
57.3  Non ongoing employees, employed for a period in excess of six months will be granted

reimbursement for approved eyewear.

58. LIFESTYLE CONTRIBUTION

58.1  Inrecognition of the benefit to the Office of employees undertaking health and wellbeing
initiatives of their own, each eligible ongoing employee may seek reimbursement of these
expenses, up to a maximum of $299 per annum (as a single payment). Further information is
available in the Lifestyle Contribution guidelines.
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PART H — TRAVEL AND RELOCATION

59. TRAVEL ALLOWANCES (TA)

ELIGIBILITY FOR TRAVEL ALLOWANCE

59.1 Employees travelling between centres in Australia for official purposes which require an
overnight absence will be entitled to an allowance in respect of accommodation, meals, and
incidental expenses.

59.2  The Office will adopt the rates contained in the applicable Australian Taxation Office
Determination as varied from time to time.

59.3  The principle behind the payment of travel assistance is that employees are not out of pocket
for the costs of accommodation, meals and incidentals while travelling on official business.

59.4  Where the Ombudsman has made commercial accommodation arrangements
(i.e. staying at hotel/motels), payment will be made directly to the provider by corporate credit
card in order for the Ombudsman to recover the GST component.

ELIGIBILITY FOR PART DAY TRAVEL ALLOWANCE

59.5 An employee who travels away from the usual place of work on Ombudsman business for a
period of not less than 10 hours, but is not absent overnight, will receive a reimbursement of
costs, consisting of the lunch allowance rate and the incidental allowance in line with the
relevant Ombudsman allowances rates. To be eligible for the payment, travel must be to a
locality which would attract full payment of the travelling allowance if the employee were to
stay overnight at that locality.

ADJUSTMENT TO TRAVEL ALLOWANCE PAYMENTS

59.6  Where an employee’s travel arrangements have varied so as to affect the total amount
payable as travel allowance, the employee must provide a statement of the travel actually
undertaken and the expenses accrued for acquittal and any adjusting payment or repayment.

59.7 The Ombudsman may adjust the travel allowance where there is sufficient proof that a
different travel allowance is needed to meet reasonable accommodation, meal and incidental
costs incurred.

59.8 The Ombudsman may reimburse reasonable travel related expenses where costs have been
incurred above the travel allowance rate, where there is sufficient proof that the expenses
were incurred.

60. TEMPORARY RELOCATION ASSISTANCE FOR PERIODS OF GREATER THAN
3 WEEKS

60.1  Where an employee is required to work in a different geographic location for more than three
weeks the Ombudsman, in consultation with the employee, will approve an agreed package of
assistance — from the day on which the employee commences work in the temporary locality.
This will include reasonable temporary accommodation costs and payment for any reasonable
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and unavoidable continuing expenses incurred where the employee’s usual residence is left
unoccupied. This can include care-taking or maintenance costs. Any assistance will exclude
payment for rates, land tax and insurance.

TEMPORARY RELOCATION IN EXCESS OF 13 WEEKS

60.2

60.3

61.

61.1

61.2

Where an employee is required to work, on a temporary basis, in a different geographic
location for more than 13 weeks, in addition to the package of assistance agreed under sub-
clause 60.1 the Ombudsman will also agree to one or more of the following (where

applicable):

a. payment of reasonable transport and removal costs to and from the new location;

b. payment of costs to store household furniture; and/or

c. where an employee is not accompanied to the new location by his or her dependant(s) or

partner, the employee will be eligible for payment of one reunion visit to his or her place of
work for each 13 week period he or she is away from his or her usual residence.

An employee who requests to temporarily work in another geographic location may receive
temporary assistance at the discretion of the Ombudsman.

PERMANENT RELOCATION ASSISTANCE

Where an existing Office employee is compulsorily assigned duties on an ongoing basis to
another location and as a result is required to relocate his or her domicile, the Ombudsman
will approve reasonable costs associated with the move, including:

a.

b.

moving of household furniture and effects to the new location;
cost of transporting the employee and his or her family to the new location;
up to four weeks temporary accommodation at the new location;

payment of a disturbance allowance of $512 (employee without dependants or partner),
$1042 (employee with one or more dependants or partner) and $219 (full-time student
dependant child);

where appropriate reasonable costs associated with sale of a home in the old locality and
purchase of a home in the new locality or, where appropriate, termination of a lease;

reasonable familiarisation and organisation travel ahead of the move; and

movement of pets, motor vehicles or costs associated with the move that is reasonable or
unavoidable.

The Ombudsman may agree to the payment of some or all of the costs detailed in sub-clause
61.1 where an existing employee has:

a.

b.

a partner who is also entitled to the payment of removal or similar expenses; or

already received some or all of the above expenses as part of a temporary relocation
immediately preceding removal.
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62. OVERSEAS TRAVEL

62.1 Business class travel may be used where an employee is required to travel overseas on
official business

62.2  Where an employee travels overseas on official business, subject to Ombudsman approval,
he or she will be provided with:

a. a corporate credit card to meet expenses that cannot be direct billed to the Office, for
example, accommodation costs and any unforeseen work related expenses;

b. an Overseas Travelling Allowance for meals and incidental expenses to be calculated in
accordance with the rates advised from time to time by the Australian Taxation Office,
Taxation Ruling — Income Tax: reasonable allowances amounts as varied from time to
time; and

c. a cash advance to cover projected expenses likely to be incurred in the course of his or
her work. For example, Interpreter fees.

62.3 The Ombudsman may adjust the Overseas Travel Allowance where there is sufficient proof,
such as receipts, that the Travel Allowance paid was insufficient to meet reasonable costs
incurred.

62.4  The Ombudsman will agree to meet the reasonable costs of medical or dental attention
required by an employee as a result of an injury or disease that requires immediate attention
while the employee is travelling overseas. An employee may use his or her corporate credit
card to pay for any necessary medical, dental or hospital treatment.

62.5 Where the employee pays for any such treatment themselves, the Ombudsman will reimburse
the employee the cost of the treatment.
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PART | - LEAVE PROVISIONS

63.

63.1

63.2

63.3

64.

64.1

64.2

64.3

64.4

65.

65.1

65.2

65.3

65.4

65.5

GENERAL PROVISIONS

All employees (other than casual employees) will be entitled to leave as specified in this Part,
subject to the approval of the Ombudsman.

Absences on approved leave should be recorded in the manner determined by the
Ombudsman.

All paid leave will count as service, subject to sub-clause 80.4.

PORTABILITY OF LEAVE

Where an employee moves (including on promotion or for an agreed period) from another
agency where they were an ongoing APS employee, the employee’s unused accrued annual
leave and Personal/Carer’s leave (however described) will be recognised, provided there is
no break in continuity of service.

Where an employee is engaged as either an ongoing or non-ongoing APS employee
immediately following a period of ongoing employment in the Parliamentary Service or the
ACT Government Service, the employee’s unused accrued annual leave and personal/carers
leave (however described) will be recognised.

Where a person is engaged as an ongoing employee, and immediately prior to the
engagement the person was employed as a non-ongoing APS employee, the Ombudsman
may, at the request of the employee, recognise any accrued annual leave and
personal/carers leave (however described), provided there is no break in continuity of service.
Any recognised annual leave excludes any accrued leave paid out on separation.

For the purpose of this clause:
a. ‘APS employee’ has the same meaning as the Public Service Act 1999.

b. ‘Parliamentary Service’ refers to employment under the Parliamentary Service Act 1999.

ANNUAL LEAVE

Annual leave credits will accrue on a daily basis at the rate of twenty working days for each
completed year of service. Part time employees will accrue annual leave on a pro-rata basis.

Employees will have access to annual leave entitlements as they accrue, subject to
Ombudsman approval.

Annual leave will not accrue during periods not regarded as service for annual leave
purposes.

Annual leave may be accessed for part day absences.

Where an employee has an existing annual leave credit in excess of 40 days (or a pro-rata
amount for part time employees) at the end of any month during the year or on the
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employee’s commencement with the Office, the employee will continue to accrue annual
leave, but may be directed, in writing, to take a period of leave, of not more than one quarter
of their total leave credit, within a 3 month period.

Where an employee’s leave is cancelled without reasonable notice at any time after it has
been approved, or an employee is recalled to duty from leave, the employee will be entitled to
be reimbursed reasonable travel costs and incidental expenses not otherwise recoverable
under any insurance or from any other source.

The Ombudsman may approve other types of leave during a period of annual leave if
satisfactory evidence is provided. Annual leave will be re-credited to the extent of any other
leave granted.

Where an employee is recalled to duty from annual leave, the period that the employee is
recalled to duty will be re-credited to his or her annual leave entitlement.

An employee will be entitled to payment in lieu of annual leave on separation from the APS in
respect of unused credits that have accrued to the date of separation.

VOLUNTARY CASH OUT OF ANNUAL LEAVE

65.10 The Ombudsman may agree to an employee’s request to ‘cash out’ up to two weeks of their

accrued annual leave entitlement. The cash out is subject to:

¢ the employee retaining a balance of annual leave credits of at least 20 days after the
cash-out;

o the employee providing a written election to forgo the amount of annual leave to be
cashed out; and

e only one application being made in a calendar year.

65.11 When an employee cashes out leave he/she must be paid at least the full amount that would
have been payable to the employee had the employee taken the leave that the employee has
forgone.

66. PERSONAL LEAVE

ACCRUAL

66.1  Ongoing full time employees accrue progressively 18 days full-pay personal leave for each
completed year of service.

66.2  Ongoing Ombudsman employees new to the APS are credited with their full entitlement on
commencement and thereafter annually on the anniversary of commencement.

66.3  Non-ongoing employees are entitled to 18 days personal leave for each completed year of
service, which accrues progressively. Employees will have access to entitlements as they
accrue.

66.4  Part time employees will have his or her personal leave calculated on a pro rata basis.
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APPROVAL OF PERSONAL LEAVE

66.5

66.6

66.7

66.8

66.9

66.10

The Ombudsman will, subject to available credits, approve personal leave with pay for an
employee who is absent in the following circumstances:

a. personaliliness or injury;
b. attending medical or health related appointments;

c. to provide care or support to a member of the employee’s immediate family, or a member
of the employee’s household, who requires care or support because of:

e apersonal iliness, or personal injury, affecting the member; or
e an unexpected emergency affecting the member.

d. attending to legal matters of an immediate nature;

e. urgent personal matters of an immediate nature;

f. accompanying family with health and legal matters;

g. urgent household matters or repairs;

h. work relocation in relation to clause 60; and

i. extraordinary circumstances.

Leave must not be used for the purposes of sub-clauses 66.5(d) to 66.5(i) if it would be
detrimental to an employee in any respect, when compared to the National Employment
Standards under the Fair Work Act 2009. Employees may not use more than three
consecutive days of personal leave in respect of these matters.

Where personal leave for the purposes of sub-clauses 66.5(a) to 66.5(c):
e is for more than three consecutive days; or

¢ the employee has taken more than 10 days of personal leave without documentary
evidence in a calendar year;

the employee must provide a satisfactory medical certificate or other documentary evidence.

The Ombudsman may request that an employee provide a satisfactory medical certificate or
other documentary evidence for any period of personal leave.

Where an ongoing employee has exhausted all of his or her personal leave credits, he or she
may anticipate up to 18 days of personal leave credits from his or her next year’s credits.
Employees must make the nomination in writing. If separation occurs prior to credit accruing,
final salary will be adjusted to recover any anticipation.

If personal leave credits are exhausted, personal leave due to personal iliness or injury may
be granted without pay.

Page 38 of 54



Document 01

CASUAL EMPLOYEES

66.11 Casual employees are entitled to two days unpaid personal leave for caring purposes for each
permissible occasion, subject to notifying the employee’s supervisor and providing
satisfactory evidence.

NOTIFYING ABSENCES

66.12 An employee must give their supervisor, via a telephone call, unless otherwise agreed or not
practicable, notice of taking the leave as soon as practicable and must also advise their
supervisor of the period or expected period of leave. If the employee’s supervisor cannot be
contacted by telephone then the employee must notify an appropriate alternative supervisor.

66.13 Where an employee has been absent on personal leave for illness or injury purposes for a
continuous period of more than two weeks, the employee’s supervisor should contact the HR
Team, which will assess whether support or rehabilitation intervention is necessary.

PUBLIC HOLIDAYS DURING LEAVE

66.14 Personal leave will not be debited where an employee is medically unfit for duty on a public
holiday that the employee would otherwise observe.

INTERACTION WITH OTHER LEAVE TYPES

66.15 An employee on personal leave who has exhausted their paid personal leave credits may,
subject to Ombudsman approval, be granted annual leave or long service leave. Any grant of
long service leave for this purpose is subject to the requirements of sub-clause 68.2. Any
such application must be supported by a medical certificate.

66.16 An employee on annual, compassionate, long service or purchased leave can, on production
of a medical certificate, apply to take personal leave and have the annual, compassionate,
long service or purchased leave recredited.

TERMINATION OF EMPLOYMENT - INVALIDITY RETIREMENT

66.17 An employee will not, without his or her consent, be terminated on invalidity grounds before
his or her personal leave credits have been exhausted, unless provided by legislation.

66.18 An employee who has been terminated from the APS on the grounds of invalidity, and is
subsequently re-appointed as a result of action taken under s 75 of the Superannuation Act
1976, can be credited with personal leave equal to the balance of personal leave in credit at
the time of termination.

EMPLOYEE RETURNING TO WORK AFTER RECEIVING COMPENSATION PAYMENTS FOR
MORE THAN 45 WEEKS

66.19 An employee in receipt of workers’ compensation payments for more than 45 weeks will, on
return to work, accrue personal leave on the basis of actual hours worked.

PAYMENT ON SEPARATION

66.20 Unused personal leave credits will not be paid out on separation.
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COMPASSIONATE/BEREAVEMENT LEAVE

An employee is entitled to three days compassionate leave for each occasion where a
member of the employee’s immediate family or household contracts an illness, or sustains an
injury, that poses a serious threat to his or her life, or dies.

Subject to the discretion of the Ombudsman, additional leave may be granted to employees
from his or her personal leave entitlement. Leave must not be taken for this purpose to the
extent that it would be detrimental to an employee in any respect, when compared to the
National Employment Standards under the Fair Work Act 2009.

LONG SERVICE LEAVE

The entitlement to long service leave is provided for under the Long Service Leave
(Commonwealth Employees) Act 1976.

The minimum period during which long service leave can be taken, subject to Ombudsman
approval, is seven calendar days at full pay (or 14 calendar days at half pay). Long service
leave cannot be broken with other periods of leave, except as otherwise provided by
legislation.

PURCHASED LEAVE

Ongoing employees may, subject to Ombudsman approval, purchase one, two, three or four
weeks purchased leave credits each year. Credits must be purchased in one week blocks.

Purchased leave must be used within 12 months of the commencement of salary deductions.

Where the Ombudsman approves the application for purchased leave credits, the employee
will have an amount deducted from his or her fortnightly salary over a 12 month period or at a
lesser period at the request of the employee according to the following formula

Gross fortnightly salary X number of weeks of Purchased Leave credits

52
Purchased leave counts as service for all purposes.

Purchased leave credits will be allocated to the employee following the commencement of
salary deductions.

Approval of purchased leave does not affect the employee’s continuity of service or salary for

superannuation purposes.

MATERNITY LEAVE

The Ombudsman will grant eligible employees maternity leave in accordance with the
provisions of the Maternity Leave (Commonwealth Employees) Act 1973.

Employees may be eligible for up to 12 weeks of paid maternity leave subject to the
requirements of the Maternity Leave (Commonwealth Employees) Act 1973.

Page 40 of 54



70.3

70.4

70.5

70.6

70.7

71.

71.1

71.2

71.3

71.4

71.5

Document 01

Employees who are eligible for paid maternity leave may elect to have the payment for that
leave spread over a maximum of 24 weeks at a rate no less than half normal salary. Where
payment is spread over a longer period, only half of the total weeks of the leave period will
count as service.

Where an employee is entitled to paid leave under the Maternity Leave (Commonwealth
Employees) Act 1973, the Ombudsman will grant the employee an additional two weeks paid
leave, to be taken in conjunction with the paid maternity leave. The additional two weeks paid
maternity leave may be taken at half pay, and will count as service for all purposes.

Paid maternity leave provided by the Maternity Leave (Commonwealth Employees) Act 1973
is not extended by public holidays or any closedown period occurring during the initial period
of up to 12 weeks or the period of up to 24 weeks, where payment for maternity leave is
spread over a longer period.

Leave during the additional 2 week period (or 4 week period where taken at half pay) will be
extended by public holidays and/or any closedown occurring during this period.

An employee is unable to access paid personal leave while on paid maternity leave.

ADOPTION AND FOSTER PARENTS LEAVE

An employee who is the primary carer is entitled, subject to Ombudsman approval, to paid
adoption leave or paid foster parent leave of 14 weeks at full pay or 28 weeks at half pay for
the purposes of adopting or fostering a child, where the employee has 12 months or more
continuous service in the APS as at the date of placement of the child. Adoption leave may
be taken in one block or as separate absences over a 12 month period at the discretion of the
Ombudsman.

An employee with less than 12 months continuous service in the APS is eligible for
adoption/foster parent leave, but only two weeks will be paid.

Where an employee elects to take paid adoption/foster parent leave at half pay, a maximum
of 14 weeks counts as service for all purposes.

An employee is not entitled to adoption/foster parents leave unless the child that is, or is to
be, placed with the employee:

e s, or will be, under 16 as at the day of placement, or the expected day of placement,
of the child; and

e has not, or will not have, lived continuously with the employee or the employee’s
partner for a period of 6 months or more, as at the day of placement, or the expected
day of placement, of the child; and

¢ is not (otherwise than because of the adoption or fostering arrangement) a child or
step child of the employee or the employee’s spouse or partner, unless that child had
not been in the custody and care of the employee or their partner for a significant
period.

Where a fostered child is subsequently adopted by the employee, the employee is not eligible
for further leave under this section in relation to the same child where adoption or foster care
leave has previously been granted.
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Foster parents leave applies in relation to a child for whom the employee has assumed long
term responsibility arising from the placement of the child by a permanent ‘fostering’
arrangement by a person/organisation with statutory responsibility for the placement of the
child, and where the child is not expected to return to their family.

SUPPORTING PARTNER LEAVE

The Ombudsman will grant 10 days paid supporting partner leave to an ongoing employee
where the employee’s partner has given, or is giving birth, to a child or whose partner is the
primary care giver for an adopted or fostered child.

Supporting partner leave is available from one week prior to the expected due date or
placement of the child and must be taken within 12 months of the birth of the child or in the
case of adoption/fostering, within 12 months from the date when the adoption/fostering
commences.

An employee may be required to provide evidence in support of their application for leave
(e.g. evidence of the birth of a child, or the placement of an adopted/fostered child).

An employee who is eligible for maternity or adoption/foster parents leave is not eligible for
supporting partner leave.

RETURN TO WORK AFTER PARENTAL, MATERNITY, ADOPTION AND FOSTER
PARENTS LEAVE

The return to work guarantee provided by section 84 of the Fair Work Act 2009 applies in
respect of employees ending maternity leave, adoption or foster or general parental leave.

UNPAID PARENTAL LEAVE

The Ombudsman will approve unpaid parental leave for an employee in accordance with
sub-clauses 74.2 to 74 .4.

Employees who have completed at least 12 months of continuous service in the APS and are
entitled to access maternity or adoption and foster parents or supporting partner leave are
entitled to take a period of up to 24 months unpaid parental leave. This period is reduced by
any paid periods of maternity or adoption and foster parents or supporting partner leave.

Where an employee’s partner is entitled to access maternity or adoption and foster parents or
supporting partner or unpaid parental leave either under this Agreement, or in accordance
with the terms and conditions of employment provided by another employer, the total period of
leave (i.e. maternity or adoption and foster parents or supporting partner or unpaid parental
leave) that may be taken between the couple cannot exceed 24 months in duration, or extend
beyond 24 months after the date of birth or date of placement of the child.

Periods of unpaid parental leave will not count as service for any purpose.
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JURY LEAVE

The Ombudsman will grant an employee leave to attend jury service. An employee will
continue to be paid by the Office but the amount payable to the employee will be reduced by
the total amount of jury service pay that has been paid, or is payable, to the employee.

RELIGIOUS, CULTURAL AND CEREMONIAL LEAVE

The Ombudsman may grant employees reasonable paid and unpaid miscellaneous leave to
take part in activities associated with their culture or ethnicity, including participation in
NAIDOC week activities. Any leave without pay granted under this clause will not count as
service for any purpose, unless required by legislation.

The Ombudsman may grant miscellaneous leave without pay to Indigenous Australian
employees for ceremonial purposes arising under Aboriginal or Torres Strait Islander law.
This leave does not count as service.

WAR SERVICE SICK LEAVE

The Ombudsman will grant war service sick leave to employees with a war-caused or
defence-caused medical condition/injury accepted by the Department of Veterans’ Affairs
within the meaning of all relevant legislation.

Eligible employees may accrue two separate credits, a special credit of nine weeks on
commencement in the APS and an annual credit of three weeks for each year of APS service.
Unused credits will accumulate to a maximum of nine weeks.

SUPPORT FOR DEFENCE RESERVISTS

The Ombudsman may grant an employee leave (with or without pay) to enable the employee
to fulfil Australian Defence Force (ADF) Reserve and Continuous Full Time Service (CFTS) or
Cadet Force obligations.

An employee is entitled to ADF Reserve leave with pay, for up to four weeks during each
financial year for the purpose of fulfilling service in the ADF Reserve. These purposes include
training and operational duty as required.

a. During the employee's first year of ADF Reserve service, a further two weeks paid leave
may be granted to facilitate participation in additional ADF Reserve training, including
induction requirements.

b. With the exception of the additional two weeks in the first year of service, leave can be
accumulated and taken over a period of two years, to enable the employee to undertake
training as a member of the ADF Reserves.

c. Employees are not required to pay their tax free ADF Reserve salary to the Office in any
circumstances.

An employee who is an officer or instructor of cadets in a Cadet Force may be granted paid
leave of up to three weeks each financial year to perform duties as an officer or instructor of
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Cadets. For these purposes ‘Cadet Force’ means the Australian Navy Cadets, Australian
Army Cadets, or the Australian Air Force Cadets.

Defence Reserve leave counts as service for all purposes, except for unpaid leave to
undertake Continuous Full Time Service (CFTS). Unpaid leave for the purpose of CFTS
counts for all purposes except Annual leave.

Eligible employees may also apply for annual leave, long service leave, leave without pay,
top-up pay or they may use flextime or make up time for the purpose of fulfilling ADF Reserve,
CFTS or Cadet Force obligations.

Employees are to notify supervisors at the earliest opportunity once the dates for ADF

Reserve, CFTS or Cadet Force activities are known and/or changed.

COMMUNITY SERVICE LEAVE

Employees who are members of a recognised emergency management body have access,
subject to Ombudsman approval, to reasonable periods of paid leave for:

a. emergency services responses; and
b. reasonable travel and recovery time.

Employees who are members of a recognised emergency management body have access,
subject to Ombudsman approval, to reasonable periods of non-paid leave for:

a. regular training; and

b. ceremonial duties.

MISCELLANEOUS LEAVE

The Ombudsman may approve paid or unpaid miscellaneous leave, which may count as
service or not count as service, for any reason considered by the Ombudsman to be
appropriate and subject to any conditions which may be set by the Ombudsman.

Where possible, accrued paid leave should be accessed prior to the taking of unpaid leave.
Miscellaneous leave for a part day may be approved where no viable alternative exists.

Where an employee does not resume duty in the APS at the end of a period of miscellaneous
leave, whether paid or unpaid, the leave will not count as service for any purpose, unless
required by legislation.

UNAUTHORISED ABSENCE

Where an employee is absent for any period without approval, the Ombudsman may deem
the employee to be on unauthorised absence. Unauthorised absences will be unpaid and will
not count as service for any purpose. All pay and other benefits provided under this
Agreement will cease to be available until the employee resumes duty or is granted leave for
the period.
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PART J - CONSULTATION, AND PREVENTION AND SETTLEMENT OF DISPUTES

82. CONSULTATION ON MAJOR CHANGES

82.1  This Part applies if the Office:

a. has made a definite decision to introduce a major change to production, program,
organisation, structure, or technology in relation to the Office; and the change is likely to
have a significant effect on employees; or

b. proposes to introduce a change to the regular roster or ordinary hours of work of
employees.

Major Change
82.2  For a major change referred to in sub-clause 82.1a:

a. the Office must notify the relevant employees of the decision to introduce the major
change; and

b.  Sub-clauses 82.3 to 82.9 apply.

82.3  The relevant employees may appoint a representative for the purposes of the procedures in
this Part.

824 If:

a. arelevant employee appoints, or relevant employees appoint, a representative for the
purposes of consultation; and

b. the employee or employees advise the employer of the identity of the representative;
the employer must recognise the representative.
82.5 As soon as practicable after making its decision, the Office must:
a. discuss with the relevant employees:
(i) the introduction of the change; and
(ii) the effect the change is likely to have on the employees; and

(iii) measures the Office is taking to avert or mitigate the adverse effect of the change on
the employees; and

b. For the purposes of the discussion — provide, in writing, to the relevant employees:

(i) all relevant information about the change including the nature of the change
proposed; and

(i) information about the expected effects of the change on the employees; and

(iii) any other matters likely to affect the employees.
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The Office is not required to disclose confidential or commercially sensitive information to the
relevant employees.

The Office must give prompt and genuine consideration to matters raised about the major
change by the relevant employees.

If a Part in this Enterprise Agreement provides for a major change to production, program,
organisation, structure, or technology in relation to the Office, the requirements set out in sub-
clauses 82.2a, 82.3 and 82.5 are taken not to apply.

In this Part, a major change is likely to have significant effect on employees if it results in:
a. the termination of the employment of employees; or

b. major change to the composition, operation or size of the Office’s workforce or to the skills
required of employees; or

c. the elimination or diminution of job opportunities (including opportunities for promotion or
tenure); or

d. the alteration of hours of work; or
e. the need to retrain employees; or
f. the need to relocate employees to another workplace; or

g. the restructuring of jobs.

Change to regular roster or ordinary hours of work

82.10

82.11

82.12

82.13

For a change referred to in sub-clause 82.1b:
a. the Office must notify the employees of the proposed change; and
b. sub-clauses 82.11 to 82.15 apply.

The relevant employees may appoint a representative for the purposes of the procedures in
this Part.

If:

a. the relevant employee(s) appoint(s) a representative for the purposes of consultation; and
b. the employee(s) advise(s) the Office of the identity of the representative,

the employer must recognise the representative.

As soon as practicable after proposing to introduce the change, the employer must:

a. discuss with the relevant employees the introduction of the change;

b. for the purposes of the discussion — provide to the relevant employees:

(i) all relevant information about the change including the nature of the change
proposed;
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(ii) information about what the Office reasonably believes will be the effects of the
change on the employees; and

(iii) information about any other matters that the Office reasonably believes are likely to
affect the employees; and

(iv) invite the relevant employees to give their views about the impact of the change
(including any impact in relation to their family or caring responsibilities).

The Office is not required to disclose confidential or commercially sensitive information to the
relevant employees.

The Office must give prompt and genuine consideration to matters raised about major change
by the employees.

In this Part the term: "relevant employees" means the employees who may be affected by a

change referred to in sub-clause 82.1.

WORKPLACE RELATIONS COMMITTEE

It is agreed that a Workplace Relations Committee (WRC), consisting of management and
employee representatives, will continue to be the forum for consultation on office employment
and workplace relations matters, including the implementation and operation of the
Agreement.

The detail on the operation of the Workplace Relations Committee will be outlined in the
Workplace Relations Committee’s Terms of Reference.

The WRC will:
e meet at least three times per year (unless otherwise agreed by the WRC)
e establish and amend the Terms of Reference by agreement; and
¢ have the number of employees and/or employee representatives being equal to or

greater than the number of management representatives.

DISPUTE RESOLUTION PROCEDURE

This clause sets out the procedures to settle a dispute relating to:
a. a matter arising under this Agreement; or
b. the National Employment Standards.

An employee who is a party to the dispute may appoint a representative for the purposes of
the procedures in this clause.

The parties to the dispute must first attempt to resolve the matter at the workplace level by
discussions between the employee or employees concerned and the relevant supervisor/s
and/or management.
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If discussions at the workplace level do not resolve the dispute a party to the dispute may
refer the matter to the Fair Work Commission.

The Fair Work Commission may deal with the dispute in 2 stages:

a. the Fair Work Commission will first attempt to resolve the dispute as it considers
appropriate, including by mediation, conciliation, expressing an opinion or making a
recommendation; and

b. if the Fair Work Commission is unable to resolve the dispute at the first stage, the Fair
Work Commission may then:

e arbitrate the dispute; and

¢ make a determination that is binding on the parties.

Note: If the Fair Work Commission arbitrates the dispute, it may also use the powers that are
available to it under the Act.

A decision that the Fair Work Commission makes when arbitrating a dispute is a decision for
the purpose of Div 3 of Part 5.1 of the Act. Therefore, an appeal may be made against the
decision.

While the parties are trying to resolve the dispute using the procedures in this clause:

a. an employee must continue to perform his or her work as he or she would normally unless
he or she has a reasonable concern about an imminent risk to his or her health or safety;
and

b. an employee must comply with a direction given by the Ombudsman to perform other
available work at the same workplace, or at another workplace, unless:

e the work is not safe; or

e applicable occupational health and safety legislation would not permit the work to be
performed; or

¢ the work is not appropriate for the employee to perform; or

o there are other reasonable grounds for the employee to refuse to comply with the
direction.

The parties to the dispute agree to be bound by a decision made by the Fair Work
Commission in accordance with this clause.
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OmbBudsman (I3 2274 Current Salary Com;?n?:Zment 12 morf:ﬁs after | 18 mo;:ﬁs after
god SUENE of Agreement commencement | commencement
APS level 1
1 $43,283 $44,582 $45,474 $45,929
OMB 1 2 $44,737 $46,080 $47,002 $47,473
3 $45,950 $47,329 $48,276 $48,759
4 $47,841 $49,277 $50,263 $50,766
APS level 2
1 $48,985 $50,455 $51,465 $51,980
OMB 2 2 $50,335 $51,846 $52,883 $53,412
3 $51,659 $53,209 $54,274 $54,817
4 $53,000 $54,590 $55,682 $56,239
5 $54,321 $55,951 $57,071 $57,642
APS level 3
1 $55,796 $57,470 $58,620 $59,207
OMB 3 2 $57,246 $58,964 $60,144 $60,746
3 $58,700 $60,461 $61,671 $62,288
4 $60,222 $62,029 $63,270 $63,903
APS level 4
1 $62,186 $64,052 $65,334 $65,988
2 $64,164 $66,089 $67,411 $68,086
3 $65,833 $67,808 $69,165 $69,857
OMB 4 4 $67,518 $69,544 $70,935 $71,645
APS level 5
1 $69,359 $71,440 $72,869 $73,598
2 $71,535 $73,682 $75,156 $75,908
3 $73,547 $75,754 $77,270 $78,043
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OmbBudsman i A Current Salary Com::e/on?:r;ment 12 morzlz‘:s after | 18 mo;:ﬁs after
g SUENR of Agreement commencement | commencement
APS level 6
1 $74,914 $77,162 $78,706 $79,494
OMB 5 2 $76,779 $79,083 $80,665 $81,472
3 $78,879 $81,246 $82,871 $83,700
4 $82,844 $85,330 $87,037 $87,908
5 $86,053 $88,635 $90,408 $91,313
Executive
level 1
OMB 6 1 $96,035 $98,917 $100,896 $101,905
2 $103,702 $106,814 $108,951 $110,041
Executive
level 2
OMB 7 1 $111,820 $115,175 $117,479 $118,654
2 $117,936 $121,475 $123,905 $125,145
3 $126,743 $130,546 $133,157 $134,489
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ATTACHMENT B —OFFICE TRAINING BROADBAND

3% on 2% 1%
Broadband Classification | Current Salary | Commencement | 12 months after | 18 months after
of Agreement | commencement | commencement

APS level 4

1 $62,186 $64,052 $65,334 $65,988

2 $64,164 $66,089 $67,411 $68,086

3 $65,833 $67,808 $69,165 $69,857

4 $67,518 $69,544 $70,935 $71,645
APS level 3

1 $55,796 $57,470 $58,620 $59,207

2 $57,246 $58,964 $60,144 $60,746

3 $58,700 $60,461 $61,671 $62,288

4 $60,222 $62,029 $63,270 $63,903
BI;:?;’;?‘ 4 | APSlevel2

1 $48,985 $50,455 $51,465 $51,980

2 $50,335 $51,846 $52,883 $53,412

3 $51,659 $53,209 $54,274 $54,817

4 $53,000 $54,590 $55,682 $56,239

5 $54,321 $55,951 $57,071 $57,642
APS level 1

1 $43,283 $44,582 $45,474 $45,929

2 $44,737 $46,080 $47,002 $47,473

3 $45,950 $47,329 $48,276 $48,759

4 $47,841 $49,277 $50,263 $50,766

Page 51 of 54




Document 01

ATTACHMENT C - SUPPORTED WAGE SYSTEM

C1. EMPLOYEES ELIGIBLE FOR A SUPPORTED WAGE

C1.1  This Attachment defines the conditions that will apply to employees who, because of the
effects of a disability, are eligible for a supported wage. In the context of this Attachment, the
following definitions will apply:

'Supported Wage System' means the Commonwealth Government system to
promote employment for people who cannot work at
full award wages because of a disability, as
documented in 'Supported Wage System Handbook.
The Handbook is available from the following
website: www.jobaccess.gov.au.

'Approved Assessor' means a person accredited by the managing unit
established by the Commonwealth under the
Supported Wage System to perform assessments of
an individual's productive capacity within the
Supported Wage System.

'Disability Support Pension means the Commonwealth Government pension
scheme to provide income security for persons with a
disability as provided for under the Social Security
Act 1991 (Cth), as amended from time to time, or any

successor to that scheme.

'Assessment Instrument’ means the tool provided for under the Supported
Wage System that records the assessment of the
productive capacity of the person to be employed
under the Supported Wage System.

‘Relevant Minimum Wage’ means the minimum wage prescribed in this
Agreement for the class of work for which an
employee is engaged.

‘Supported Wage System Wage means the document in the form required by the

Assessment Agreement’ relevant Commonwealth Government department
that records the employee’s productive capacity and
agreed wage rate.

C2. ELIGIBILITY CRITERIA

C2.1  Employees covered by this Attachment will be those who are unable to perform the range of
duties to the competence level required within the class of work for which the employee is
engaged, because of the effects of a disability on his or her productive capacity and who meet
the impairment criteria test for a Disability Support Pension.
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This Attachment does not apply to any existing employee who has a claim against the

employer that is subject to the provisions of workers’ compensation legislation or any provision of this
Agreement relating to the rehabilitation of employees who are injured in the course of his or her

employment.
C3. SUPPORTED WAGE RATES
C3.1  Employees to whom this Attachment applies shall be paid the applicable percentage of the

relevant minimum wage, according to the following schedule:

e Provided that the minimum payment should not be less than $84 per week or an
amount higher as prescribed by the Fair Work Commission.

e Where an employee’s assessed capacity is 10%, they must receive a high degree of
assistance and support.

Assessed Capacity % of Relevant Salary Rate
10% 10%
20% 20%
30% 30%
20% 40%
50% 50%
60% 60%
70% 70%
80% 80%
90% 90%
C4. ASSESSMENT OF CAPACITY
C4.1  For the purpose of establishing the percentage of the relevant minimum wage, the productive

C4.2

capacity of the employee will be assessed in accordance with the Supported Wage System by
an approved assessor, having consulted the employer and employee and, if the employee so
desires, a union which the employee is eligible to join.

All assessments made under this schedule must be documented in a Supported Wage
System wage assessment agreement, and retained by the employer as a time and wages
record in accordance with the Fair work Act 2009.
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LODGEMENT OF ASSESSMENT INSTRUMENT

All Supported Wage System wage assessment agreements under the conditions of this
Attachment, including the appropriate percentage of the relevant minimum wage to be paid to
the employee, shall be lodged by the employer with the Fair Work Commission.

All assessment instruments shall be agreed and signed by the employee and employer
parties to the assessment. Where a union which has an interest in the award is not a party to
the assessment, the assessment will be referred by the Fair Work Commission to the union
by certified mail and the agreement will take effect unless an objection is notified to the Fair
Work Commission within 10 working days.

REVIEW OF ASSESSMENT

The assessment of the applicable percentage should be subject to annual review or more
frequent review on the basis of a reasonable request for such a review. The process of review
shall be in accordance with the procedures for assessing capacity under the Supported Wage
System.

OTHER TERMS AND CONDITIONS OF EMPLOYMENT

Where an assessment has been made, the applicable percentage shall apply to the relevant
wage rate only. Employees covered by the provisions of this Attachment will be entitled to the
same terms and conditions of employment as all other employees covered by this Agreement
paid on a pro rata basis.

WORKPLACE ADJUSTMENT

The Ombudsman shall take all reasonable steps to make changes in the workplace to
enhance the employee's capacity to do the job. Changes may involve redesign of job duties,
working time arrangements and work organisation in consultation with other employees in the
area.

TRIAL PERIOD

In order for an adequate assessment of the employee's capacity to be made, an employer
may employ a person under the provisions of this Attachment for a trial period not exceeding
12 weeks, except that in some cases additional work adjustment time (not exceeding four
weeks) may be needed.

During that trial period the assessment of capacity shall be undertaken and the proposed
salary rate for a continuing employment relationship shall be determined.

The minimum amount payable to the employee during the trial period shall be no less than
$84 per week or an amount higher as prescribed by the Fair Work Commission.

Work trials should include induction or training as appropriate to the job being trialled.

Where the employer and employee wish to establish a continuing employment relationship
following the completion of the trial period, a further contract of employment shall be entered
into based on the outcome of assessment under clause C4.

Page 54 of 54



Document 02

Schedule 1

Page 1 of 19




Document 02

Schedule 1

Page 2 of 19




Document 02

Page 3 of 19




Document 02
Schedule 1

Delegations Key

(A | | APscD [ Australian Public Service Commissioner’s Directions 2016
[ PSA_ | PublicServiceAct1999 | LSL [ LongService Leave (Commonwealth Employees) Act 1976 -IE-
m Maternity Leave (Commonwealth Employees) Act 1973 their control
[ Rule | Public Service Classification Rules 2000 | SRC | Safety, Rehabilitation and Compensation Act 1988 | 112 | Restricted to periodsof 12 monthsorless | L0 [ Restricted to periods of 10 days orless |

Office of the Commonwealth Ombudsman Enterprise Agreement 2017-2020 List of Delegates

Reference/
Instrument,
Clause/
Section

Power or Function

Director,
Manager

[
T
S
o
©
Q
=
o

EA Cl 38.6 Assign the employee (Graduate) duties within the APS 4/5 broadband (Ombudsman Band 4)
and determine salary
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Broadband selection recommendations

Broadband selection recommendations are made by the manager/supervisor of the area. Eligible APS Level
4 candidates are to be assessed against the APS Level 5 work level standard in a written report at (see

Attachment N) to the delegate.
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Attachment N

Selection advisory committee report - Broadband Positions Only

Delegate (Chief Operating Officer)

Through:
Senior Assistant Ombudsman

Job Title:

Classification: Australian Public Service Level 5
Job Number:

Location:

Branch:

The above job vacancy has been identified for filling by means of the Ombudsman’s APS 4/5 broadband
process.

..................................... is a fully effective substantive APS 4 at the top pay point in the
........................................ who is eligible for promotion to the APS 5 Level.

In conclusion........ccccceeevuenne. possess the characteristics and has demonstrated the level of knowledge,
skills and attributes to be promoted to the APS Level 5 vacancy.

Recommendation
That you approve the promotion of ......................... to the vacant job.

Manager/Supervisor Name:

Date
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Approval

Manager’s/Supervisor’s assessment, | understand that the recommendation has been made
consistent with the merit selection requirements of the relevant employment legislation.

| approve the recommendation.

Delegate Name:

Signature:

Date
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Appendix A
APS LEVEL 5

Staff at this level generally work under the broad supervision and guidance of staff at an APS 6 or EL1
level. Staff undertake a broad range of job functions or roles in the office. As an APS Level 5 (APS 5),
staff may have responsibility for on-the-job coaching or management of more junior staff. Staff may
also be required to undertake specialist or technical research and analysis and provide professional and
policy advice within an area of specialisation. The role may involve limited structured decision-making
and longer-term planning, as well as liaison with other sections on policy issues. Staff may liaise with a
range of both internal and external stakeholders. Staff may also be required to undertake procedural,
clerical, administrative support or operational tasks. Staff will be responsible for delivering results in
accordance with their work goals. Staff will demonstrate a high level of productivity, which will be
assessed in the context of their role within the office.

Staff will possess a sound level of capability. They will be able to demonstrate a sound understanding of
the role and responsibilities of the office, as well as the legislative, regulatory and compliance
frameworks[2] that inform its activities. All staff are expected to display behaviours consistent with the
APS Values and Code of Conduct.

Characteristics of the work:

Generally, the work of an APS 5 is characterised by one or more of the following:

. the ability to work as an effective team member;

. the capacity to work under supervision and guidance from more senior staff;

o the provision of specialist advice and administrative support that is informed and directed by
sound knowledge in specific areas and that is supported by only limited supervision from other
experts;

) involvement in business planning and performance monitoring;

o the management of roles and responsibilities that involve both routine and complex activities in
relation to own work;

o a sound knowledge of legislation, rules, regulations and procedures

o specialist knowledge and technical expertise, including an understanding of relevant commercial
contexts;

o the capacity to work towards specific deadlines with a high level of precision, accuracy and
attention to detail;

o an ability to respond well and quickly to clients, with an emphasis on the ability to communicate
effectively with staff and members of the public;

. responsibility for planning and achieving own and team work goals;

. the capacity to represent the immediate work area in a range of forums;

o making contributions to changes in workplace practices and to business improvement strategies
within an operational context;

. application of accepted methodologies and approaches;

o an ability for innovation within defined parameters including the ability to contribute to business

opportunity identification; and

. the ability to manage and organise work in the context of competing priorities.

Primary responsibilities:

Within an area of responsibility, the work of an APS 5 may comprise some or all of the following:
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General

. Conducting research and analysis on less complex matters

. Assisting in contract management and administration

. Liaising with areas across, and external to, the office

o Providing administrative support where required

o Participating in cross-office committees or focus groups

o Managing day-to-day budget matters for work area including monitoring and reviewing
expenditure and authorising payments

o Preparing daily correspondence including emails and letters on routine and non-routine matters

. Assisting and coaching less experienced staff

Operational

. Identifying and implementing systems improvement initiatives

o Assisting with the establishment and implementation of new services and systems within the
office

o Contributing to the effective delivery and enhancement of ongoing services and systems that

support the office’s core business

Policy

o Preparing reports, briefing papers, drafts of speeches and discussion papers for review by more
senior staff

o Providing technical advice in specific areas of policy

o Assisting in the development of policy documents for review and publication

Project and Program Management

. Assisting in project management and coordination activities

o Undertaking less complex specific projects under the direction of more senior staff

o Providing advice and technical expertise in specific areas of project work

o Organising events, including identifying themes and speakers, booking venues and other scoping

and administrative tasks
. Drafting information packages

Required capabilities
Supports strategic direction

o Supports shared purpose and direction

Thinks strategically

. Harnesses information and opportunities

o Shows judgement, intelligence and common sense

Achieves results

. Identifies and uses resources wisely

o Applies and builds professional expertise

. Responds positively to change

o Takes responsibility for managing work projects to achieve results
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Supports productive working relationships

. Shares learning and supports others

Displays personal drive and integrity

° Nurtures internal and external relationships

. Listens to, understands and recognises the needs of others

. Values individual differences and diversity

o Demonstrates public service professionalism and probity

o Engages with risk and shows personal courage

. Commits to action

o Promotes and adopts a positive and balanced approach to work

o Communicates clearly

. Listens, understands and adapts to audience

o Demonstrates self-awareness and a commitment to personal development

Communicates with influence

) Negotiates confidently
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