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As part of these processes, joint Work Re Design Processes were established
to review work practices in order to accommodate a reduction of employees
through Voluntary Retirement.

The outcomes of these processes have further built upon the team based
system of work which was designed and implemented progressively across
the organisation over 1996 and 1997. Details of the most recent Work Re
Design initiatives are outlined in Appendix 3.

Key outcomes of this process include:

- Commitment from Shift Teams to work as one entity.

- Implementation of a Central Planning process.

- Development of a team based performance management process.

- Development of team level Key Performance Indicators that support
Business objectives.

- Total removal of demarcation with the exception of safety and legal
requirements.

- Establishment of flexible manning arrangements based on business
needs, facilitated through the use of VERA.

- Commitment to'onipwing cost saving initiatives.

SAFETY PERFORMANCE

(i)

(i)

The Parties are committed to achieving an injury free and healthy workplace
by fostering an environment where everyone is committed to working safely
and to the safety of their work mates.

Through the life of this Agreement actions will be taken by management,
Employees and the Union to ensure a reduction in the number and severity
of injuries at Port Kembla Coal Terminal.

In support of this all Parties will jointly:

» Foster a culture where working safely is a natural part of the way we
operate.

* Consider all injuries preventable and unacceptable.

¢ Provide Leadership and support to Teams in taking on increased
responsibility for their own and others safety.
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» Involve all employees and contractors in the improvement of safety
performance.

* Asa minimum comply with applicable laws regulations and standards
and where these do not exist, adopt and apply standards that reflect
PKCT's commitment to health and safety.

« Manage risk by implementing management systems to identify, assess,
monitor and control hazards by reviewing performance.

COLLECTIVE ENTERPRISE MANAGEMENT

"
9.
(i)
i
i
(i)
EA2000.DOC

Collective Enterprise Management

Collective Enterprise Management describes the process of joint
management between the parties practiced at Port Kembla Coal Terminal.
This process is based upon the principles of:

» Open book management and sharing of information
¢ Joint Decision Making

e Open, honest and co-operative relationships between management,
employees and their u%'on representatives

This process moves far beyond consultation, to co-determination of
decisions which affect the Business and its Stakeholders.

The formal mechanism by which this process operates is via the Business
Development Group (BDG). This group comprises the Port Kembla Coal
Terminal Management Team and Site Union Executive , who as the BDG,
jointly develop business strategies and review business performance on a
regular basis.

A commitment exists from all Parties to apply the principles of Collective
Enterprise Management to all decisions or processes where practicable and
appropriate

Teamwork

The key to implementing change at Port Kembla Coal Terminal has been the
shift in focus from an individual work system approach to an approach
including groups of individuals working as self determining interdependent
teamns.

Teams have are involved in the decisions which affect
each team accepts responsibility and accountability as
outcomes of decisions in which the team is involved. K
responsibility and accountability include; Safety, Oper;
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Legal Compliance, Resources Management, Timekeeping, Discif)li.ne,
Budgets and Costs.

Identity

Port Kembla Coal Terminal is an organisation built of people who work
collectively and are committed to developing the best bulk handling facility
in Australia.

Intention

We at the Port Kembla Coal Terminal aspire to excel in providing a safe,
reliable and cost effective bulk material handling service by being:

¢ Open and honest in relationships with each other, our industries and
community.

o Self Organising, innovative and a learning organisation.
e Confident, flexible and adaptive to internal and external challenges.
e A valued contributor to our customers long term viability.

e Energetic, enthusiastic and responsive to new business opportunities.

Values *

The Parties will operate under this Agreement in accordance with the
following principles and values:

(a) Safety - We will demonstrate in all things that we care for the health,
safety and well being of our Employees;

(b) Customers - We will succeed through satisfied customers;

(¢ Improvements - We are committed to doing our best and improving
continuously;

(d)  Our People - We will value, recognise and develop our people;

()  Teamwork - We encourage and rely upon participation in team based
activities;

(£ Honesty - We will be open, honest and ethical;

(g) Respect - We will respect and care for the individual, PKCT, the
community and the environment; and

(h)  Fairness - We will behave fairly and treat people equitably and
consistently. S ——

5 Re_giStered
Nierprise Agreement

Industria) Registrar




Page 9 of 25

10. EMPLOYMENT SECURITY

(i)  Itis the intention of the Parties that during the life of this Agreement there
will be no forced redundancies at PKCT, subject to business KPI's being
achieved. The Parties acknowledge that employment security can only be
secured by taking pro-active measures which maintain and improve the
viability of the Business. It is intended that such pro-active measures would
negate the need for forced redundancies.

(i)  The BDG will monitor Business Performance and take action where
necessary to maintain Business viability. When action is required, the
principles of Collective Management will be applied to manage the process.

(iii) Should cost reductions be required, a commitment exists to maximise the
benefit to the organisation and minimise the effect upon its employees by
reviewing non labour costs in the first instance and labour costs only when
all other avenues have been exhausted.

Il IdERRN

(iv) In addition, if throughput exceeded our ability to provide the required
customer service levels, then the above review process (ii) will be used.

In the event that the matters outlined in subclauses (iii) and (iv) above occur, the
Parties agree to review the terms of this Agreement.

* W
11. COST REDUCTION / CONTINUOUS IMPROVEMENT
(i)  The Parties agree that fundamental to the future success of Port Kembla Coal
Terminal is an ongoing focus on, and supporting actions to improve, the cost

competitiveness of the operations.

(ii)  The Parties are committed to jointly pursuing a range of initiatives
throughout the life of this Agreement to:

- Explore areas of continual cost minimisation
- - Explore areas for improvement across the organisation

- Explore areas to improve the reliability of systems, plant and
equipment

- Explore areas to develop its people in order to support self
management, Collective Enterprise Management and continual
improvement
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12 CONTRACT OF EMPLOYMENT

(i) During the first week of employment, an Employee’s services may be
terminated by the giving of one hour’s notice by PKCT or the Employee.

(ii) (a) Subject to subclause (i) above, employment shall be by the week.

(b) Employment shall be terminated by PKCT in accordance with the
{ provisions of the relevant industrial legislation or the Employee, by a
weeks notice, given at any time, or by the payment or forfeiture of a
week’s wages, as the case may be. This shall not affect the right of
PKCT to dismiss any Employee without notice for malingering,
inefficiency, neglect of duty or wilful misconduct and, in such cases,
wages shall be paid up to the time of dismissal only.

(c)  Where an Employee has given or has been given notice, the Employee
shall continue in employment until the date of the expiration of such
notice, except by agreement between the parties. Any Employee who,
having given or been given notice, without reasonable cause (proof of
which shall be on the Employee) is absent from work during such a
period, shall be deemed to have abandoned employment.

4 (iii)  Subject to the other provisions of this Agreement, an Employee not attending
for duty shall lose pay for the time of non-attendance.

(v)  Employees are required to carry out such duties as are within the limits of
their skill, competence’and™raining.

13. STAND DOWN

(i)  Subject to the provisions of this clause, PKCT shall have the right to Stand
Down an Employee for refusal of duty, malingering, inefficiency, neglect of
duty or wilful misconduct on the part of the Employee and to deduct
payment for any day, or portion of a day during which the Employee is so
Stood Down. (PKCT's Management of Discipline Policy in Appendix 9 sets
out further details relating to Stand Downs).

(ii)  The only PKCT officers authorised to Stand Down or Stand Aside an
Employee shall be the General Manager or relevant Manager in conjunction
with the relevant work Team representatives.

(iii) Where an Employee has been Stood Aside for any length of time, an
1 adequate investigation of the alleged offence shall be carried out as soon as
practicable by the General Manager or his/her nominee, and any resultant
determination shall include reasons. The investigation Team shall comprise
relevant management, Team or Site Union representatives.
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The Employee shall be given every opportunity to state his/ her position and
may be represented by a Union lodge officer, senior delegate or advocate of
their choice as appropriate.

The president of the lodge of the Union or senior delegate of the Union or
his/her nominee shall be entitled to attend any investigation of the
circumstances of the alleged offence.

During the period of being Stood Aside and during the investigation, the
Employee shall continue to be paid as per his/her normal roster.

Where the determination of the investigation results in dismissal of an
Employee who has been Stood Aside, payment made in (vi) above may be
deducted from any final settlement.

Where the determination of the investigation does not result in dismissal and
does not result in the exoneration of the Employee who has been Stood
Aside, PKCT may deduct payment made in (vi) above from future wages of
that Employee.

The determination of the investigation of an Employee who is Stood Aside
may result in the Employee being Stood Down without pay for a specified
period of time as a result of his/her misconduct.

Where the determination of the investigation results in the exoneration of the
Employee, that Employee shall resume duty according to the roster and
without any loss of entitlements.

In all cases, PKCT will where ever possible conduct the appropriate
investigation and make a determination prior to the commencement of the
Employee's next normal working shift.

Where the outcome of the investigation results in a determination to award a
penalty against the Employee, (as outlined in (vii), (viii) or (ix) above), the
affected parties will be afforded the opportunity to make representations in
the form of an appeal to the BDG. Should the Parties be dissatisfied with the
outcome of the appeal he/she may take action outlined in (xiii) below.

Any dispute over the provisions of this clause or its application will be
progressed in accordance with Clause 26 - Dispute Settlement Procedure.
For the purposes of this Stand Down Clause the status quo referred to in the
Dispute Settlement Procedure shall be the determination made by PKCT as a
result of the investigation under this clause 13 (i.e. dismissal, Stand Down or
return to work).
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14. ORDINARY HOURS OF WORK

(i)

(ii)

(iii)

(iv)

The Ordinary Hours of work of Employees shall be worked over the four
week roster cycle and are listed below. Such hours shall be worked
according to rosters.

Ordinary Hours:
(a)  Apprentice - 38 hours per week

(b)  Elexible Dayworker - 35.3 hours per week (notional 39.3 hours for the
purpése of managing additional hours as outlined in Clause 18

Additional Hours)

(c)  Flexible Shiftworker - 35 hours per week and 4 hours compulsory
overtime [see Clause 18(ii)]

Unless otherwise agreed or determined, the times of working Ordinary
Hours shall be:

(a)  Apprentices-7 a.m. to 3 p.m. Monciay to Friday

(b)  Elexible Dayworkers - Ordinary Hours worked in accordance with the
notional roster of the Employee, as adjusted between the starting time
of 6.00 am and finishing time of 10.00 pm Monday to Friday.

o ey

(c)  Flexible Shiftworkers - Twelve H hif
- day shift-7 a.m. to 7 p.m.

- night shift-7 p.m. to 7 a.m.

Apprentices -

(a)  Inrespect of each eight hour ordinary shift or day which is actually
worked by an Employee or for which the Employee is entitled to paid
leave under this Agreement, 0.4 hours’ pay shall accrue towards an
entitlement to payment for one shift or alternatively a day off in each
four week cycle at the discretion of PKCT.

(»)  An Employee, who has not worked and who is not entitled to
payment under this Agreement for the complete nineteen day roster
cycle, shall receive pro rata accrued entitlements for each ordinary
shift or day worked or paid under this Agreement during the cycle.

Flexible Daywork

(a) Notional days for Flexible Dayworkers are 7.06 hours (for payment
purposes) resulting in a notional 35.3 hour week.

Registered
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(b)  Onany day on which he or she works, a Flexible Dayworker may
work between a minimum of four hours to a maximum of sixteen
hours by arrangement with his or her team and provided that the
operational needs of the Port Kembla Coal Terminal are met.
Exceptions to the length of any work day may be made for specific
approved projects or tasks by agreement.

(¢} A Flexible Dayworker must work between a minimum of three days
and a maximum of five days per week and must work between a
minimum of twenty four hours and a maximum of sixty hours per
week.

(d)  Subject to the above sub-clauses a Flexible Dayworker's normal
rostered on shift will be 7.00 am to 3.00 pm. In addition to this,
mirimum coverage shall be between 7.00 am and 5.00pm Monday to
Friday, for a minimum of 8 hours, with coverage of all necessary
duties.

b4

(e)  Management of Additional Hours will be in accordance with VERA as
outlined in Clause 18. For the purposes of managing additional hours,
notional Ordinary Hours for Flexible Dayworkers are 39.3 hours per
week. Accordingly, there is no payment for additional hours worked,
nor any entit]en}en;_'t‘g meal payments or penalty rates.

(f)  The Ordinary Hours worked by a Flexible Dayworker will be
reconciled over every four week cycle.

(g)  For the purpose of the reconciliation of 141.2 hours, full shifts for
which the Flexible Dayworker is entitled to paid leave (eg personal
leave and public holiday) will count as eight hours (with the
exception of long service leave and annual leave which will count as
7.06 hours only).

Flexible Shiftwork

(a)  Flexible Shiftworkers work a twelve hour shift, resulting in a notional
39 hour week, and a total of 468 ordinary hours over a twelve week
cycle.

(b)  Weekly hours and roster arrangements can be varied in accordance
with VERA as outlined in Clause 18 (iii).

(c)  Management of additional hours and alteration of rosters will be in
accordance with VERA as outlined in Clause 18 (iii) and Appendix 5.
Accordingly there is no payment for additional hours worked nor any
entitlement to meal payments or penalty rates.

— =)
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PUBLIC HOLIDAYS

(i)

(ii)

(iii)

(iv)

v)

(vi)

The following public holidays will be observed: New Year’s Day, Australia
Day, Good Friday, Easter Saturday, Easter Monday, Anzac Day, Queen’s
Birthday, Labour Day, Christmas Day, Boxing Day, and all other gazetted
holidays proclaimed to operate throughout the State.

An additional public holiday shall be observed on the third Monday in,
February unless an alternative date is agreed by the Employees and PKCT.

Where an Employee (other than a Flexible Shiftworker) is absent on or for
part of the working day before or working day after a public holiday
without reasonable excuse or without the consent of PKCT, the Employee
shall not be entitled to payment for such holiday, or the day absent.

Where public holidays fall on successive days an Employee (other than a
Flexible Shiftworker) who works on either the working day preceding or the
working day succeeding such holidays but not on both, shall be entitled to
payment for the holiday closest to the saidday on which the employee
worked provided that such Employee has not ceased work without
permission on either of the said days.

An Employee on an annualised wage shall not be entitled to any additional
payment, where an ordinary rostered day off coincides with a public
holiday, as payment for pu&ic holidays is included in the calculation of the
Employee's annualised salary.

An Employee who works on a public holiday will be entitled to a credit of
one shift or day's pay (at the Special Purpose Rate of annualised wage) for
each full shift or day worked. That credit may be used by the Employee to
have time off work on another day agreed by the Team. That time will be as
soon as convenient to the operational requirements and preferably within a
month after the public holiday which was worked.

The cumulative effect of leave under this clause 15 and payment made for a
public holiday under any other provision of this Agreement shall not exceed
the equivalent of three and one half time’s benefit for a given public holiday.

Entitlements associated with working on public holidays is in accordance
with the relevant provision in Appendix 2.

PAYMENT OF WAGES

()
(i)

Pay periods shall commence and conclude at 7 a.m. each Monday.

Wages shall be paid weekly by direct transfer into each Employee’s bank (or
other recognised financial institution) account by Thursday.

——
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If an Employee’s wages are not available by noon Thursday due to a Port
Kembla Coal Terminal computer failure, PKCT will arrange a cash advance
as a matter of urgency.

The weekly wage for all Employees will be paid in average ordinary hours
per week for the four week roster cycle with individual adjustments for
leave etc.

RATES OF PAY

(i)

(if)

(iii)

Rates of _pay which form part of this agreement are outlined in Appendix 1
(Rates of Pay Schedule)

Pay increases over the life of this agreement will be as agreed by the parties
annually as part of the budgeting process. Pay increases will only be granted
after taking into consideration business conditions, affordability, and
employee needs (eg. CPI and home loan interest rate increases etc), whilst
ensuring that Business Plan objectives can still be met.

H

It is intended that whilst the review will take place annually, any agreed pay
increases are to take effect six monthly (ie. January 1 and July 1 each year).

Apprentices
.

Subject to other provisions of this Agreement, the rate of pay for Apprentices
is as outlined in table 3 of Appendix 1. The rate of pay for Apprentices is
inclusive of tool allowances, site disability allowances and consolidated
allowances.

Flexible Dayworkers and Flexible Shiftworkers

Subject to other provisions of this award (and in particular Appendix 2), the
annualised wage rate of pay for Flexible Dayworkers and Flexible
Shiftworkers including tool, trade licence(s), registration allowances, leading
hand allowance, consolidated allowance, site disability allowance, annual
leave loading, Compulsory Overtime, Additional Hours and public holiday
penalties (except public holiday penalties for operations and engineering
technicians on Christmas Day) shall be the relevant annualised wage set out
in Appendix 1.

e——
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ADDITIONAL HOURS

(1) Additional Hours

Additional hours are hours worked in excess of ordinary hours and
compulsory overtime. No payment will be made for additional hours
worked, provision is made through VERA for time off in lieu . Employees
undertake to work reasonable additional hours in accordance with
operational needs unless a reasonable excuse exists.

(i) Compulsory Overtime

(a) In the case of Flexible Shiftworkers, time worked in excess of
Ordinary hours to average 39 hours per week in a complete roster
cycle is referred to as Compulsory Overtime.

(b)  Compulsory Overtime is required to be worked without further
payment, since payment for Compulsory Overtime is built into the
wage of Flexible Shiftworkers.

>

(iif) Variable Employee Rostering Arrangements (VERA)

(a) VERA is a time off in lieu system which manages additional hours
and peaks and troughs in workload by altering hours of work and
roster arrangements within agreed guidelines. The agreed Policy for
managing the VERA™rocess is outlined in Appendix 5 of this
Agreement.

(iv) Pai ertime

(a)  Paid overtime shall only apply to:

e Apprentices who work Additional Hours

* Flexible Shiftworkers classified as operators who are required to
work Christmas Day

These employees will be paid the following rates using the
appropriate hourly rate for the relevant Employee grade (set out in
Clause 17 - Rates of Pay and Appendix 1}:

- Monday to Saturday Overtime Rate - Two times the Special
Purpose Rate. For apprentices, two times Hourly Rate.

I EEEIETEEE RN X

- Sunday and Public Holiday Overtime Rate - two-and-one-
half times Special Purpose Rate. For apprentices, two and
one half times Hourly Rate.
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< (b)  Apprentices

e An Apprentice who attends for work in order to perform pre-
arranged Paid Overtime on a weekend or public holiday shall be
paid for at least four hours’ work.

* An Apprentice who is recalled from home after leaving work
(“call-out”) to work Paid Overtime on a week-day shall be paid
for at least four hours” work. If called out to work Paid Overtime
on a weekend or public holiday, the Employee will be paid for at
least six hours’ work. -

¢ Overtime worked in the circumstances specified in this subclause
shall not be regarded as overtime for the purposes of subclause
(vi) of this clause where the actual time worked is less than the
number of hours specified in this subclause.

(v)  Meal Allowance

(@) Meal allowances of $20.00 shall apply only to Apprentices who work
additional hours where they:

Continue at work fogmore than one hour after their ordinary hours
have been completed. If required to work overtime for more than five
hours a meal allowance will be paid . (A maximum of three meal
allowances will be paid during a single period of overtime)

- Work more than four hours’ overtime on what is not an ordinary
working day or rostered shift. If required to work for a further period
of more than five hours on overtime a meal allowance will be paid. (A
maximum of three meal allowances will be paid during a single
period of overtime)

(b)  In the case of back to front double shifts, there shall be an entitlement
to two meal allowances.

()  There will be no cash payments and all payments will be made as per
Clause 16.

(d)  For Employees working Flexible Daywork or Flexible Shiftwork there
will be no meal allowance paid. These Employees will receive a
yearly Overtime Meal Allowance Reimbursement payment in the pay
period prior to Christmas of $101.00. This payment will satisfy all
requirements for meal allowances for the calendar year. It is
recognised by all parties that the value of the benefit has been struck
taking into account Fringe Benefits Tax requirements:

s i
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SUPERANNUATION

(i)
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Break Between Shifts

Unless otherwise agreed or determined, the following eight hour break
provisions shall apply.

(a)

(b)

(c)

When additional hours or paid overtime is necessary it shall wherever
reasonably practicable, be so arranged that the Employees have at
least eight consecutive hours off duty between the work of successive
days.

An Employee who works so many additional hours or paid overtime
between the termination of ordinary work on one day and the
commencement of ordinary work on the next day that such an
employee has not had at least eight consecutive hours off duty
between these times shall, subject to this subclause, be released after
completion of such additional hours or paid overtime until the
Employee has had eight consecutive hours off duty without loss of

pay for ordinary working time occurring during such absence.
b4

If, on the instructions of PKCT, an Employee resumes or continues
work without having had the requisite period of consecutive hours off
duty, that Employee will be paid at double the Employee's Special
Purpose Rate until released from duty for the requisite period of
consecutive hours off duty (which period off duty will not result in a
loss of pay for ordina¥y working time during that absence).

Miscellaneous

(a)

(b)

Agreed Fund

When an Employee, after having worked additional hours without
notice on the previous day or earlier, or as a shift for which the
Employee has not been regularly rostered, finishes work at a time
when reasonable means of transport are not available, PKCT shall
provide such Employee with transport home.

An Apprentice who works Paid Overtime on a rostered day off [in
accordance with paragraphs 14(iii)(a)] shall receive the appropriate
overtime penalty rate as well as the entitlement under sub clause (iii)
of Clause 14 - Ordinary Hours of Work to another day off in lieu of the
rostered day off. Another day off, which is taken by an employee who
worked overtime as provided in this sub-clause, shall be unpaid.
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Enterprise Agreement

Industrial Registrar

The Superannuation Fund applicable to Employees covered by this
Agreement shall be Coal Super Services Pty Ltd as agreed.




Page 19 of 25

(ii)  Superannuation Salary Sacrifice

In addition to historical salary sacrifice arrangements, employees can elect to
contribute further amounts through salary sacrifice, as an employer
contribution. These further amounts are pre tax contributions which do not
attract matching employer contributions.

The amount of salary sacrifice must be nominated at the beginning of each
June for effect on July 1. Contributions can stop ot change only once per
twelve month period. Contributions can be up to or no greater than the limit
allowable under the Income Tax Assessment Act.

20. EMPLOYEE ENTITLEMENT FUND

Recognising the state of the South /Western Coal industry and the history of mine
closures and potential dereliction of funds owed to employees, there is an
agreement to establish an Employee Entitlement Fund at Port Kembla Coal
Terminal. This fund will cover accrued employee entitlements, including annual
leave, long service leave and the PKCT standard severance package should a
retrenchment situation arise.

The PKCT standard severance package is four weeks pay in lieu of notice and three
weeks pay per each year of sefvic®paid at the Special Purpose Rate unless
otherwise agreed or determined.

EIEEREBENBREERER

The fund is to be completely isolated from PKCT Ltd’s existing and future
creditors, managed by an independent body, with the Finance Manager and three
elected representatives from PKCT Employees acting as trustees. This will not be
funded from employee contributions. Funds will be invested such as to optimise
growth whilst being capital secured.

It is agreed to begin to have funds set aside from July 1 2000. Details of the fund
will be specified in the PKCT Employee Entitlement Fund Agreement.

21. PERSONAL LEAVE

(i)  Personal Leave arrangements are only used for genuine short duration
absences (excluding absences for workers compensation matters) of up to
one week for personal illness, bereavement, personal and family matters.
The Leave Review Group may grant Discretionary Leave for periods of
greater than one week.

(i) Employees may access up to eight shifts per financial year for Personal
Leave. This is not cumulative. : —

Hih pilse  Agreement

Industrial Registrar




Page 20 of 25

(iii) Employees may access up to an additional two shifts per financial year for
bereavement leave purposes only. This is not cumulative.

(iv) Employees who provide appropriate documentation in proof of absences
will be paid at their annualised rate of pay (except Apprentices who will be
paid their relevant Rate of pay). Any two shifts in a Financial Year are paid
at the annualised rate of pay without the requirement for the employee to
produce appropriate documentation (proof). Employees who fail to provide
appropriate documentation (proof) of absences once these days have been
used, will be paid the Special Purpose Rate of pay (see Clause 17 - Rates of
Pay and Appendix 1).

(v}  Details of PKCT’s Leave Policies are outlined in Appendix 7.

22. DISCRETIONARY LEAVE

(i)  Discretionary Leave arrangements are only o be used for genuine long
duration absences (excluding absences for workers compensation matters)
that are considered to be of a major incapacity nature, of more than a normal
rostered week, or for any period of hospitalisation.

(i) Employees who provide appropriate documentation in proof of absences
will be paid at their arinudMsed rate of pay (see Clause 17 - Rates of Pay and
Appendix 1). Employees who fail to provide appropriate documentation
(proof) of absences will not be paid for the period of absence.

(iii) The Leave Review Group may grant additional Discretionary Leave to an
Employee beyond the three month limit if the parties agree that:

- There is a genuine expectation that the employee will return to his/
her position; and

- That the additional period will be for no longer than one month at
which time further review of the Discretionary Leave will occur;

- there are special circumstances relating to more than one incident
(major incapacity).

(iv)  Details of PKCT’s Leave Policies are outlined in Appendix 7.

23. BONA FIDE UNION BUSINESS LEAVE

(i)  Upon verification from the Union, the Parties Agree that for the purposes of
Bona Fide Union Business the following leave shall be granted at the
appropriate annualised rate.
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(iv)
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Secretary — 3 shifts per year
- Political Officer — 2 shifts per year

In addition, a bank of 10 shifts per year can be shared amongst others
carrying out Bona Fide Union Business.

Any further leave required for Bona Fide Union Business in addition to that
outlined above will be granted at team level by utilising the flexible working
or VERA arrangements.

It is agreed for employee development that the union can nominate the
Lodge President, Lodge Secretary and one representative from the relevant
stream to attend the relevant Commission on matters that are being
progressed as agreed and operations are continuing as normal with no bans,
strikes etc. The relevant people shall be paid as per their normal roster
arrangements. There will be no additional payment. (In matters where
work is not continuing as normal, or the matter is not agreed, there will be

no payment.)

ANNUAL LEAVE

(i)

(ii)

(iii)

(iv)

(v)

A Flexible Shiftworker inaddition to the provisions in the Annual Holidays
Act 1944 (NSW), shall be entitled to extra annual leave at the rate of one extra
week for each twelve months’ service as a Flexible Shiftworker. This
additional annual leave will be granted and paid on the same basis as leave
entitlements under the Annual Holidays Act.

Flexible Dayworkers, and Flexible Shiftworkers will be paid for leave taken
at their respective annualised wage rates.

In addition to the provision of the Annual Holidays Act 1944 (NSW),
Apprentices will receive an annual leave loading equivalent to seventeen
and a half percent of four weeks' pay.

Teams are responsible for ensuring that Annual Leave banks and
consequently PKCT’s Annual Leave liabilities are kept to a minimum
through regular planned leave.

Details of PKCT's Leave Policies are outlined in Appendix 7.
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26. TELEPHONE EXPENSE PAYMENT BENEFIT [

(i)
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LONG SERVICE LEAVE

Long service leave of sixty calendar days shall become due on completion of
ten years’ continuous service.

Subsequent entitlements will accrue at the rate of fifteen calendar days’ leave
for each further year of continuous service.

An Employee who has completed at least five years’ continuous service as an
adult and whose services are terminated by PKCT for any reason other than
serious or wilful misconduct, or by the Employee on account of illness,
incapacity or domestic or other pressing necessity, or by reason of the death
of the Employee, shall be entitled to a proportionate amount of leave
calculated on the basis of sixty calendar days leave for ten years’ service
(such service to include service as an adult and otherwise than as an adult).

Unless otherwise provided by this clause, long service leave shall be granted
and paid in accordance with the Long Service Leave Act 1355 (NSW).

For all Employees, all long service leave accrued will be paid at the Special
Purpose Rate, except as provided below:

(a)  Flexible Shiftworkers who commenced aggregated wages on
2 October, 1995 will be paid at the shift annualised rate in respect of
long service leave accrued for service in respect of the period worked
after 2 October, 1995w

(b)  All other Flexible Shiftworkers will be paid at the shift annualised
rate for long service leave accrued in respect of any period worked
after 1 July 1996.

()  Flexible Dayworkers will be paid at the day annualised wage rate
respectively for long service leave accrued in respect of any period
worked after 1 July, 1996.

(d) Those employees who elected, on a once only basis in 1998, to convert
Long Service Leave accrued at the Special Purpose Rate to the value of
that leave at the Annualised Rate of Pay.

Details of PKCT’s Leave Policies are outlined in Appendix 7.

Registered

Enterprise Agreement

Industrial Registrar

It is agreed that once during the year that the Company will provide
automatically to each employee a telephone expense benefit payment to the
value of $99. It is recognised by all Parties that the value of the benefit has
been struck taking into account FBT requirements.

2000 PKCT ENTERPRISE AGREEMENT




T

Page 23 of 25

(i) Employees will be expected to be accessible by phone.

27. DISPUTE SETTLEMENT PROCEDURES

The Parties acknowledge the need for continuity in the loading of coal and
associated activities at Port Kembla Coal Terminal.

It is agreed that the Parties wish to resolve their differences as quickly as possible
with the aim of greatly reducing the level of direct industrial action.

Cooling Off Period /Pr ur

The Parties have also agreed to a seventy-two hour cooling off period during which
there will be no stoppage of work, ban or limitation on work or outside interference
with the operations of Port Kembla Coal Terminal.

The seventy-two hour cooling off period will commence once the offended Party
has served notice on the other Party by way of a written notification containing all
of the details of the issue and/or dispute. The Parties recognise that Port Kembla
Coal Terminal operates twenty-four hours per day, three hundred and sixty-five
days per year and that during the cooling off period the Parties will make available
the most appropriate representatives to confer and make genuine attempts to bring

about the resolution of the issue and/or dispute.
- ‘1*

This cooling off period will operate in respect of all issues and/or disputes and the
following subclauses set out the procedures to be followed:

Process

NI ELAZEBEEREEREERERLEREARLN

If an Employee or a delegate on the Employee's behalf has been unable to resolve
any matter directly within his/her team or shift level and the Employee/delegate
wishes to pursue the issue further, the following procedure will apply:

(a)  The Employee(s) and/or section delegate(s) of the union will formally
place the issue before the Site Union Executive who will take all
reasonable steps to reply as soon as possible. Within 24 hours from the
time the issue was formally raised with the Site Union Executive, the
Employee(s) and/or delegate(s) will be given a reply or progress
report. If requested, a written report will be provided.

(b) The Employee(s) and/or section delegate(s) of the union will formaily
place the issue before the relevant Manager (or equivalent) who will
take all reasonable steps to reply as soon as possible. Within 24 hours
from the time the issue was formally raised with the relevant Manager
(or equivalent), the Employee(s) and/or delegate(s) will be given a
reply or progress report. If requested, a written report will be
provided.

\ | Registered
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(c)  If the reply or progress report is unacceptable, the delegate(s) will
refer the issue to a Union official who will confer with Company
representatives as soon as possible and take all reasonable steps to

resolve the issue.

(d)  If the issue remains unresolved, it will be referred to the Industrial
Relations Commission of NSW for assistance and/or conciliation

and/or arbitration.

(¢)  Employees will continue to work normally while the above procedure
is followed. The genuine status quo that existed prior to theissue
being raised will apply without prejudice to either Party.

()  General claims, where appropriate, will be pursued according to this
procedure except that paragraphs (a) and (b) need not be followed.
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i This Agreement was made on the _ /7" day of April 2000.
Sienatories to this Agreement
Signed for and on behalf of / : : Q&.é/
- Construction, Forestry, Mining (Peter Bell - CFMEU Lodge President)
and Energy Union of Australia
- (CFMEU) in the presence of: Date:___/ ?’/ 4,"/70
Wiiness: - d
- Name (printed): Anma D Grorarn M M
Signed for and on behalf of - :
i Construction, Forestry, Mining (Wayne Strudwick - Engineering Vice President)
and Energy Union of Australia
- (CFMEU) Date:__/ ‘-'{/ 4‘/ eo
Crangin
j ANitness: U
Name (printed): ANNH D Gmkéfo
i Signed for and on behalf of _,Aﬁ*%'\-—/\vﬁf—\ ]
Construction, Forestry, Mining . (Agthony Chapman - Operations Vice President)
and Energy Union of Australia
] (CFMEU) Date,___/9 /4 [oo
Ay Gong
Vﬁmess: -
Name (printed): ,4%{,4 Dr évaféro /7€
Signed for and on behalf of é/‘ ;
Construction, Forestry, Mining (Christopher Ford - Daywork Vice President)
and Energy Union of Australia
(CFMEU) Date: / ﬂ?/ if/ LA
Witness: ﬁ
Name (printed): Awwia D1 GroRé:o 22 j
Signed for and on behalf of Joln Bramnen  per |
___,__—-—-'-___———-F""
Port Kembla Coal Terminal (John Brannon - General Mana ger)
Limited (PKCT)

Date: 1‘1'/#-—/&{3
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APPENDIX 1

Port Kembla Coal Terminal

Rates Of Pay Schedule
(Effective 6 March 2000)

(i)  Table of pay rates for Terminal Employees (excluding
employees to whom Tables (ii) and (iii) apply-

3
]
[
5
[]
Special Purpose Day Annualised Shift
. Annualised
Terminal Nominal Hourly Nominal Hourly Nominal Hourly
| . Employees Annual Rate Annual Rate Annual Rate
Rate Rate Rate
. Grade 1 $29,381| $15.9575 $44.071| $23.9363 $61,053 $30.0017
Grade 2 $30,850| $16.7554 $46,274] $25.1331 $64,106| $31.5018
j Grade 3 $32,319| $17.5533 $48,478 $26.3299 $67,158 $33.0019
Grade 4 $33,788| $18.3512 $50,682 $27.5268 $70,211 $34.5020
- Grade 5 $35,257 $19.1&2§I $52,885 $28.7236 $73,264 $36.0020
| Grade 6 $36,726| $19.9469 $55,089 $29.9204 $76.316 $37.5021
- Grade 7 $41,133| $22.3406 $61,699 $33.5108 $0 $0.0000
Grade 8 $45,540| $24.7342 $68,310 $37.1013 $0 $0.0000
- Grade 9 $40,947| $27.1278 $74,921 $40:6917 $0 $0.0000
- (i1) Table of Pay rates for Terminal Employees between Grade 3 and Grade 6
only which require relevant plumbing and electrical licence.
m [ Special Purpose Day Annualised Shift
Annualised
i Terminal | Nominal | Hourly Nominal Hourly | Nominal Hourly
Employees| Annual Rate Annual Rate Annual Rate
- Rate Rate Rate
Grade 3 33418 ©18.1501| $50,126| $27.2252 $60,442| $34.1239
- Grade 4 | $34,037| $18.0751| $52,405| $28.4627| $72,598 $35.6750)
Grade 5 $36.455| $10.8001| $54.683] $29.7002 $75.754| $37.2261
- Grade 6 $37.074] $20.6251| 56,962 $30.8377 878.911| $38.7772
| 1 Registered
- Rates Of Pay Agreement 2000 Enterprise Agreement
. Industrial Registrar
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(iii) Table of Pay Rates for Apprentices
Apprentice | Nominal Hourly

Grade Annual Rate

Rate

First Year | $14,573 $7.3497
Second $17,268 $8.7088
Year
Third Year | $22,183 $11.1878
Fourth $25,583 $12.9023
Year

Registered
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APPENDIX 2

Port Kembla Coal Terminal

Public Holiday Entitlements

Table 1

(ii)  Public Holiday Entitlements - Flexible Shiftworkers - Normal Public
Holiday

Category Applicable Payment

1. Ifrostered off and stay home No payment

2. If rostered on and come to work. | ()  Number of hours worked x
annualised rate; and

() No immediate payment - the
value of the hours worked x
Special Purpose Rate into the
public holiday bank (refer
Appendix 7 — Leave Agreement).

3. If rostered on and stay home (a)12 hours x Special Purpose Rate
with permission Y

(ie reduction in normal weekly
pay)

(NO value into public holiday
bank.)

4. [If rostered on and stay home No payment - absent.
without permission

5. If rostered on & VERA /flex off. (@) 12 hours x annualised rate (ie
normal payment for the shift)

(NO value into public holiday
bank.)

6. If rostered off & VERA /flex on. (a) NO additional payment (ie normal
weekly payment); and

(No immediate payment - the
value of the hours worked x
Special Purpose Rate) into the
public holiday bank.

(b)  Public Holiday VERA hours.

Registered
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Christmas Day Entitlement- Shi erator,
Category Applicable Payment
1. If rostered off and stay home | No payment
2. If rostered on and stay home. |(a) 12 hours x annualised rate (ie

normal payment for the shift).
(NO value into the public holiday

bank.)
3. If rostered on and come to (a) Number of hours worked x 2.5 x
work. ‘ Special Purpose Rate

()  Normal number of hours for the
shift - reduced by the number of
hours worked (to maximum of 12) x
annualised rate; and

(¢0 Noimmediate payment - the value
of the hours worked x Special

Purpose Rate into the public
holiday bank.
If rostered off and come to (a) Number of hours worked x 2.5 x
work. Special Purpose Rate and
(b) Noimmediate payment - the value
g of the hours worked x Special
Purpose Rate into the public
holiday bank.
Christmas Day Entitlement- Shi ified Engineering Technicians, Former Shi
Facilitators
Category Applicable Payment

1. If rostered off and stay home. | No payment

2. If rostered on and stay home |(a) 12 hours x Special Purpose Rate.

with permission.
(NO value into public holiday
bank.)
3. If rostered on and come to (a)  Number of hours worked x
work.’ annualised rate (ie normal payment

for the shift); and

(b} No immediate payment - the value
of the hours worked x Special
Purpose Rate into the public

ERPRPEREEREEREBREREERBEERER
s

2 -3
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4. If rostered off and come to (a)  Public Holiday VERA Hours
work (b)  No immediate payment - the value
of the hours worked x Special
Purpose Rate into the public
holiday bank.
Table 2

Public Holiday Entitlements - Flexible Dayworkers

Weekday Public Holidays (ie Standard Rostered on Days)

Category

Applicable Payment

If stay home on public
holiday.

(a)  7.06 hours x annualised rate (ie as
part of normal weekly payment)

2. If worked on public holiday - | (a)

7.06 hours x annualised rate (ie as
part of normal weekly payment);

Notmal VERA Hours worked not
subject to notional 39.3 hrs

() No immediate payment - the value
of the hours worked x Special

Purpose Rate into the public
holiday bank.
Weekend Public Holidays
Category Applicable Payment
1. If stay home on public No payment

holiday

2. If worked on public holiday

(a)  7.06 hours x annualised rate (ie as
part of normal weekly payment);

Normal VERA Hours worked not
subject to notional 39.3hrs

(b)  No immediate payment - the value
of the hours worked x Special
Purpose Rate into the public
holiday bank.

Hadg98\EBAISPubtic Holiday Entitlement 98
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1.0 INTRODUCTION

This Document incorporates the key outcomes from the Jamberoo Crisis Strategy
Conference held in February 2000 into the WORK RE DESIGN REPORT 1999 Version 3
developed by the Cost Reduction Team (CRT).

2.0 OBJECTIVES

The requirement for further cost reductions has created the need for added flexibility
from all work groups. This is needed to allow those individuals who wish to exit PKCT
to do so and, most importantly, to enable PKCT to withstand the likelihood of

continued market pressure and to enhance job security for those who remain.

This work redesign has built upon the need to design a system of work which takes into
account the need to work with fewer people whilst maintaining the current level of
service and at the same time upholding the integrity of the Team system.

Objectives are outlined as follows: ,
o Acknowledging that reductions in non-labour costs have almost been exhausted,
and that further cost reductions will have a greater impact upon labour costs

« Maintain our service levels( i.e. 24hrs, 7 days per week) through the peaks and
troughs as workforce numbers Péduce

 To redesign a system of work that ensures the continuing integrity of our team
based structure. In particular, to enable the effective utilisation of all resources
across all teams which will accommodate future changes and minimise the
likelihood of imposed change. -

« Resolve Team Management issues identified at the Jamberoo Crisis Strategy
Conference

» Fully implement all actions identified in this document

| Registered
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3.0 VALUES

This system of work aims to maintain the values embodied in our Business Plan,
namely:

Safety: We demonstrate in all things that we care for the health, safety and well
being of our employees.

Teamwork: We encourage and rely on participation in team based activities.
Our People: We value, recognise and develop our people.
Honesty: We are open, honest and ethical

Learning:  We are a learning organisation committed to continuous improvement
and review

Respect: We respect and care for the individual, the company, the community and
the environment

r

Customers: We succeed through satisfied customers

Fairness: We consistently treat each other fairly and equitably

4.0 PRINCIPLES
The Principles of our system of work are as follows:

e The one Team per Shift model applies across all shifts.

s The entire shift will be responsible for carrying out all operational and non
operational requirements.

«  All skills across the shift to be utilised and recognised.

e Each shift will use all resources on their shift before calling people in from other
shifts.

« Each team will utilise Variable Employee Roster Arrangements (VERA) to roster
on or off the required number of people to carry out planned tasks. ( Refer to
VERA Agreement 2000 in the PKCT Enterprise Agreement 2000).

o The only demarcations are what is safe and legal.

e Performance to Team KPI's will be regularly reviewed through Co-ordinators
Meetings and communicated through Monthly Team Meetings.

+ The Work System will be adaptive and flexible to enable continuous
improvement.

s Work priorities to be determined by the following:

» Business needs
e Team

m Registered
¢ Individual Enterprise Agreement

Industrial Registrar

Work Re Design Agreement 2000 April 2000




|

Il Anerann

Page 5 of 18

« Teams will work co-operatively with other Teams to build effective inter-team
relationships and ensure that business needs are met.

« Team members shall use their skills competently in accordance with the team
system outlined herein and be held accountable for their own performance

50 WORK ARRANGEMENTS

51 SHIFT TEAMS

The key proposal of this Work Re Design centres on there being one Team per shift.
Each team will be collectively responsible for resourcing all operational and non
operational tasks.

Tasks may be viewed as Operational (all bulk materials handling tasks) and Non-
Operational (all other tasks) tasks. Examples as follows:

Operational Tasks
e Reclaiming
e Shiploading

e MCR

e No: 1 Berth operations

s Backloading

e Alternative Cargo assembly

¢ Breakdownresponse * W

Non Operational Tasks
¢ Environmental Control
e Programmed Cleaning
e Preventative Maintenance Tasks
o Spares/Store Management
o Housekeeping/Cleaning
e DProjects
» Representative Duties
o Gardening
» Resourcing/Supply

51.1 RESOURCING AND TASK ALLOCATION

Shifts will be required to allocate resources across the Team to meet work requirements.
For example:

e If there are two ships being loaded, road and rail receivals and backloading
operations being carried out at once, then shift resources are allocated as
required to carry out these tasks and breakdown response. Remaining
resources are allocated to cover non-operational work. =

e
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o Conversely, if Operational requirements are minimal, then the SHift’s
resources will move in to fill normal planned non operational task
requirements from the program and from shift work backlog.

o Should the workload allow it, some team members will be rostered off using
VERA.

o Conversely, should workload exceed available resources, then additional
resources will be rostered on using VERA, to supplement.

This will naturally mean that people who have traditionally worked exclusively in
either Operations or Maintenance, will be required to work wherever necessary, within
their level of skill and experience. This may occur for whole, or part of a shift.

In order to ensure that people are appropriately trained and are able to maintain their
competency within legal requirements, each shift will manage a training program
within training committee guidelines.

5.1.2 PLANNING

The Site Wide Plan will be the only basis for all tasks performed by shift teams and
must be followed. Shift Teams will develop Shift Plans that will be prioritised and
incorporated, by Central Planning, into the Site Wide Plan.

Shift teams are responsible for contributing to and implementing the Site Wide Plan by:

e Providing draft plans for the next cluster to Central Planning. Failure to do
this will result in work being planned for them.

e Providing labour resource availability over the next nominal working week,
or cluster, to Central Planning via the Timekeeping system.

« Providing inspection reports and other relevant information on plant
condition to Central Planning via Computerised Maintenance Management
System (CMMS) e.g. MEX Software.

e The Dayshift team will represent the Nightshift team and meet with Central
Planning on weekdays to review, and if necessary adjust, the day’s plan and
update the next days plan.

51.2.2 Work according to program priorities set by Central Planning

Business and Shift priorities come before individual priorities as outlined below:

1. Work as prioritised in the Site Wide Plan must be done.

2. Breakdowns to operating plant and equipment must be acted upon but
further work is dependent on the team evaluating the failed area of plant’s
priority against the priorities set in the Site Wide Plan.

Registered
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3. Work identified by the team and included in the Site Wide Plan within the
shift team's own area of plant. (eg. Backlog work.)

5.1.2.3 Allocate resources from across the shift to carry out all planned tasks:

o Ensuring that the team has an adequate skill mix.
o Ensuring that tasks are shared across the whole shift.
Using all shift resources before calling on other shifts for assistance.
o Developing and implementing team training programs, in conjunction with
the Training Committee.
« Additional tasks requiring resourcing may include:
e Spares/Stores Management
Housekeeping /Cleaning
. Projects
Representative Duties
No:1 Berth operations
Backloading
Alternative Cargo assembly
Gardening
Resourcing /Supply

AL AE2BRAN

5124 Co-ordination of Jobs

e For jobs that are to be completed within a cluster - the shift will co-ordinate all
work. o

« For jobs that will run over a cluster and require help from outside the shift-
this will be passed on from shift to shift.

e For big, complex jobs requiring differing resources — If the job cannot be
effectively co-ordinated by one team or passed from one team to another, then
at the end of the cluster all information plus job status to go back to the
Planners for reassignment.

5.1.2.5 Records.

Teams are to assist in the compiling of operational and non operational history

by;

. identifying repetitive faults and rends and noting them in the logs,

. identifying areas for corrective action and advising Central Planning and
Technical Support eg NC13 chute redesign.

« identifying tasks to be added to non operational backlog and work orders,

« recording of temporary corrective actions in the logs.

+ Using MEX to record relevant data

5.1.3 EMPLOYEE NUMBERS

Employee numbers will vary depending on the requirements of the Operation. As such,
minimum numbers are those necessary to operate the Plant at a particular poig} é‘i‘s@&l
whilst at the same time ensuring its safety and integrity-
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5.1.4 ROLES AND RESPONSIBILITIES

Each Shift will be required to allocate people and provide the necessary backup or relief
to carry out the following rotational roles in a fair and equitable manner:

5.1.4.1 Shift Co-ordinator

One co-ordinator will be required per shift . The co-ordinator will plan and
allocate resources across the whole Shift. The Union Executive member on each
shift will, supported by relevant Managers as required, act as a Mentor to the co-
ordinators, ensuring that the principles and objectives of this Re Design are
upheld and being achieved.

The co-ordination role is not to be treated as a full time function. Co-ordinators
will be required to undertake other tasks as necessary.

5.142 Timekeeper

b3

Each shift shall have one timekeeper responsible to record all leave and
exceptions as per the Resource Sheet. The timekeeper will be required to
undertake other tasks as required by the team.

EA B AAEEREDR

5.1.4.3 Other Shift Represerttatiwes:

o Training Representative
¢ Safety Representative
e Union Delegate

5.1.44 Primary Response Person (PRP)

Each shift must have a minimum of four people with the appropriate
qualifications to carry out this role.

In order to ensure skills and knowledge of the role are maintained, each shift will
be required to publish a Roster for PRP duties, enabling all the appropriately
trained people to carry out this role throughout the year.

PKCT will only pay for Senior First Aid tickets where employees are carrying out
the role of PRP.

The PRP will be required to undertake other tasks as required by the team, but
not in areas where delays in response time can occur.

5.14.5 Main Control Room (MCR] ( Jpergﬁnns

In recognition of the criticality of this role; the folmwrg guideilfis will apply:
Enterprise Agresnnett )
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(i) Numbers

e The MCR will be manned by two qualified operators, with relief from
the shift when all systems are operational, and from within when only
receivals or shiploading are operating,

¢ The MCR operators shall be responsible for keeping external
customers informed during and outside business hours of progress
and or delays as required.

e Under no circumstances should inexperienced personnel be left to
operate the Tower.

- o Each shift must have a minimum of 3 fully trained MCR operators for

relief purposes. eg annual leave.

(i) Rotation ]
e Change over of MCR operators is to be staggered by two months.
e Minimum period for MCR operators in the Tower is six months.

(iii) Training

¢ Only one person is to be trained at a,time in MCR operations.

e The trainee is additional to normal manning.

e The experienced MCR operator is to ensure that the trainee has
adequate experience on all operating systems.

e Competency is to be assessed by experienced MCR operator and shift
training representative

e Training assessment eheets to be maintained and trainees signed off on
completion of training.

Al E Al B EBREAN

5.1.4.6 Team Members

All team members shall use their skills competently to carry out all allocated
tasks in accordance with the team system.

There shall be no demarcation other than what is safe and legal
Example:

e Bathroom cleaners shall not just be cleaners

o Electricians will work as operators or as the team requires

o Mechanical Trades shall work as operators or as the team requires
¢ Operators will do maintenance tasks or as the team requires

o Daywork will work across areas as required

5147 Contract Co-ordination

Teams are responsible for co-ordinating on site contracts that require hands on support
by that Team and are expected to be completed in that cluster.

I

Registered
Enterprise Agreement
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5.1.5 SHIFT HANDOVER
In order to ensure the continuity of operations, minimise delays and enable a smooth
transition between shifts, a face to face handover is essential during major planned
work (operational or non operational), or breakdown situations.
Face to Face handover is important for inter-team communication. Personnel carrying
out the following tasks/roles are to ensure that a face to face handover takes place daily
between 6.30 — 6.40am for Day Shift, or 6.30 ~ 6.40pm for Night Shift:

e Minimum: MCR, PRP, Mechanical Trades, Flectrical Trades, Coordinator

 Depending on operations add, Shiploading, Road, Rail

The progress of this will be monitored at the Coordinators Meeting.

5.1.6 ANNUAL LEAVE AND LONG SERVICE LEAVE RELIEF

With each shift operating as one Team, it is necessary to review current annual leave
and long service leave relief arrangements so that the whole shift is considered rather
than separate groups within the shift managing their leave in isolation.

Each shift may allow four (4) people off on long term annual leave or long service leave
at any one point in time. This number enables the shift to continue operations if the
plant is operating at its maximum capaeity. In addition, with one Team and less people,
it is no longer appropriate to allow the numbers of people on leave as has been the case
in the past.

For short term leave (ie up to one cluster), more than four people are permitted to take
Jeave as long as the shift ensures that operational and non-operational needs are met.

5.1.7 COMPULSORY DAY OFF (CDO'S)

As an outcome of this Redesign, ordinary hours of work for shiftworkers have reduced
from 42 to 39 hours per week. Consequently, individuals will work an average of 13
shifts per four week cycle (previously 14 shifts per cycle). Each shift team will still be
required to provide resources for the full 14 shifts per four week cycle.

The timekeeping system will record the CDO’s as an Exception and also the balance
owing over the current financial year.

The following guidelines will apply:

e An entitlement of 13 shifts per year will be granted starting the first pay week
in July.

o TIf all 13 shifts are not used in that financial year they will be lost, CDO’s do
not accumulate beyond one years entitlement.

Registered
Enterprise Agreement
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e CDO's will not be added to VERA balances but may be used to offset
Negative VERA at the end of year reconciliation.

e A minimum of 1 full shift can be taken at a time.

¢ A maximum of 4 consecutive shifts can be approved and taken at a time.(ie.
One cluster).

e Approval can only be granted if all operational needs can be met by the shift
team.

o CDO's will be given preference to VERA.

e Other leave to take preference to CDO’s.

The CDO balance for an employee can be viewed by all employees in the timekeeping
system.

52 DAYWORK SUPPORT TEAM

Currently the Daywork Support Team, comprising of Central Planning, Shift Support
and Administration, is responsible for carrying out the functions as outlined below:

5.2.1 CENTRAL PLANNING

Central Planning is carried out by appropriately skilled operational and non-
operational personnel who will work flexibly across all planning and scheduling
functions. Relief for these positions will be by suitably trained people drawn from
across shift teams.

c B F e
The aim of Central Planning is to:

e have an open transparent and user friendly planning process.

e have a process that will enable all teams to plan their own work and contribute to
the overall planning and scheduling process.

e have a Site Wide Plan that covers all activities, which enables all resources to be
effectively utilised to meet our business needs.

The supporting concepts behind Central Planning are that it:

e Supports the one-team concept by identifying all work requirements for all teams.

o Provides a "one stop shop" for a complete planning process from customer request
to job scheduling, implementation, completion and sign off.

o Emphasises a new direction and focus for planning by building on the current
scheduling process to establish a complete planning process.

e Realigns planning to meet our business obligations by focussing on the following
priorities;

o Teams working to schedules and priorities set by Central Planning

e Responding to breakdowns,

e Teams advising Central Planning of emergent work,

e Teams having responsibility for planning additional daily tagls-notdetailed—-—
in the overall plan, Registered
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o Teams generating labour resource plans for Central Planning via
Timekeeping system,

o Ensuring that there is effective two way communication between teams and
planners,

e Managing all resource requirements je. material and people.

« Rationalises plans to include receival, shipping and other product handling
tasks, plant and equipment, non operational, environmental inspections,
plant cleaning etc.

o Have a computer/PC based system that is easily accessible to both teams and
customers.

Central Planning is responsible for programming and prioritising all PKCT operational,
non-operational and service requirements. The process requires communication with
Customers, Daywork Support and Shift teams to ensure that all information required
for effective planning is gathered, analysed and used as required.

The key responsibilities of the Central Planning function include:

e Preparation of real ime Site Wide Plan

e Communications with shift teams, daywork support team and external
customers

Collecting, combining and prioritising team plans into a Site Wide Plan
Developing and distributing annual and long-term plans

Stockyard management

Prepare performance reporis bx'g.nalysing reports and logs
Maintaining operational and non-operational records.

Assisting Teams in the preparation of planned tasks by co-ordinating the
provision of appropriate resources or services

Management of Service Contracts

o Adjusting priorities.

5.2.2 SHIFT SUPPORT
The objectives of Shift Support are to:
o Increase the organisation’s efforts around maintaining the Engineering Integrity
of the Site by utilising in house expertise where ever possible.
e Support Shift Teams in a manner which encourages self reliance.

Shift Support provides the following support services to the organisation:

5.2.2.1 Engineering Development

Evaluations of Engineering Integrity and Economic Life.

e Engineering Expertise

e Project Management (]
o Long Term Maintenance Strategy Registerétd

o Feasibility Assessments Enterprise Agreement
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e Stores/Supply Improvement

5.2.2.2 Maintenance Support

Defining and Implementing Maintenance Strategy
Contract Co-ordination

Technical Support to Shift Teams

Plumbing Maintenance

Apprentice Administration

Spares Management

Plant Ownership Responsibilities

Vehicle Servicing

Stores support

Contractor and Supplier Management

5.2.2.3 Systems Support

Ensure PKCT’s systems and communication needs are identified, managed and met,
taking into consideration:

Systems and Communications Strategic Direction

L
e Systems Administration
¢ Project Management
e User Support
52.3 ADMINISTRATION T

Administration comprises the following functions:
¢ Finance and Accounting

o Payroll

o Administrative and Clerical services

6.0 TEAM PROCESSES

In order to effectively support our Team based system the following processes are in
place.

61 COMMUNICATION

lBIlllulll-;un-ﬂ

In order to effectively meet our business objectives, as outlined in the Business Plan,
and operate as effective Teams, regular and timely communication on Business and
Team performancé is vital. A program of regular formal feedback and review sessions
will be scheduled into the Site Wide Plan and take place monthly as follows:

Team Review Meetings will take place at the end of the second week of each month as
follows:

e 7am Thursday Day Shift — Shift rostered on Registefed
Enterprise Agreement
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1pm Thursday Daywork Team

7pm Thursday night Shift - shift rostered on
7am Friday Day Shift — shift rostered on
7pm Friday Night Shift — shift rostered on

Meetings will take place barring unforseen exceptional circumstances, and nominally be
of one hour’s duration.

For these sessions to be effective, Managers will attend, and punctual attendance by all
Team members is required.

6.1.1 PKCT MEETINGS -

In addition to the Monthly Review meeting, there are several other important meetings
held on a regular basis that requires team representation to function correctly.

To minimise clashes of resources and to assist the planning function, a yearly meeting
schedule has been drafted and is located on I Drive under “Meeting Timetable”. All
major PKCT meetings are included in the schedule as well as a list of participants and
CONVEnors.

To ensure that teams are adequately represented, each teams representative on the
various committees will:

Attend committee meetings regularly and arrange back up if unable to do so.
Be punctual . -y

Participate constructively for and on behalf of the team

Provide feedback to their team on committee meeting outcomes

6.2 MAINTAINING COMPETENCY AND SKILL MIX

In order to ensure that Teams have the relevant skills to carry out their work and that
all appropriately skilled resources across the Team are used, the following will be
implemented:

(a)  Cross Skilling

Each Team will establish a training program for cross skilling. For team members to
maintain their skills, teams will be required to ensure that they regularly assist in tasks
outside of their core skill area when necessary. Progress of this will be reviewed at
Monthly Team Meetings and Training Committee.

(b)  Specialist Skills

Teams will develop training plans to eliminate shortfalls in specialist skills within their
Teams. Should a Team not have the specialist skill available to carry outa task, this will
be noted as a resource requirement on the Shift Team’s Plan. Arrangements will be

made for the appropriate person to VERA on for the required perio ry-out-the=—
task. | Registered
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(¢)  Shift Changes

Backfilling from other shifts will occur as a result of vacancies to ensure adequate
resources are maitained across all Teams. This will occur in consultation with the Union
Executive and relevant Managers. Volunteers will be sought in the first instance.

7.0 PERFORMANCE AND ACCOUNTABILITY

The Jamberoo Crisis Strategy Conference identified a number of cultural problems
which are seen to be limiting the effectiveness of the team system.

These problems include:

VERA misuse

Lack of commitment to Team system

Job completion, not cleaning up after yourself

Refusal to use skills or accept task allocation

Making unfounded accusations within teams and from team to team
Hot seat changes, lack of co-operation ’

Failure to cross train

Attitude, neglect and abuse of PKCT equipment

Theft, leakage & waste

Non compliance with Policies

Accepting responsibilities (“wot my problem, it's management’s”)

The aim is to recognise and encourage desirable behaviour and to recognise and
discourage undesirable behaviour.

If non-performance issues such as those listed above eventuate they should be dealt
with as they occur by team members. However, should they cause problems too large
to be handled by an individual or team, then the Team Management Committee (TMC)
will assist in resolving them. This Committee is designed to support the Team in
addressing non performance issues and eliminate the need for relying on individual
team representatives in the Team to do this.

This process is a precursor to the mandatory first step of the PKCT Discipline Policy.

The TMC will consist of, but not be limited to, three of the following, the team Union
Executive member, the Delegates, the Coordinator, and the timekeeper.

The TMC should ask at the beginning of this process, if a witness/ advocate is required.
The witness/advocate may be a union delegate if the employee so chooses.

The TMC will have the authority to take disciplinary action if necessary €.g: adjust
timesheets. Two signatures will be required to authorise such action, one signatory will

T =

be the timekeeper, and the second will be either the delegate or unjorregecunve p iy
| {) 1
T

To. vl
member. Rugister
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The TMC’s role is to manage and record all issues pertairung to team performance
using the following processes. The process steps in each instance are to be recorded by
the norminated TMC representative in the Team Diary.

The Team rather than individual team representatives drive the process of identifying
and dealing with non-performance. This is in keeping with the philosophy that the
team., as a whole, is responsible for the performance of work, and individuals are
accountable to the team for their partin the overall performance

In cases where the team identifies an incident of non-performance, the team recognises
that non-performance could be caused by:

« Lack of awareness by the individual that their performance is sub-standard.
« Lack of skills.

« Poor application to the task by the individual.

+ Inadequate team systems to enable the individual to perform.

The individual is to be given every opportunity to improve his/her performance by a
combination of progressive notifications, warnings, and the opportunity to access
training, counselling and a problem solving approach,,

Non performance means, but is not limited to:

« Declining to do a requested job when you have the time and skills (ie: bludging
on your mates)

« Leaving the site without permission or not having filled in the required
documentation. (ie: VERA/leave form)

« Breaching PKCT Policies (i.e: Alcohol, EEO policies)

. Not following Operational Procedures (i.e.: Stacker, Reclaimer set up)

. Dangerous Work Practices (i.e.: Isolation, Danger Tags )

« Abuse of Purchasing authority (i.e: Exceeding limits)

71 NON PERFORMANCE HIGHLIGHTED FROM WITHIN THE TEAM

When cases of possible non-performance are ;dentified and are unable to be resolved
at an individual level, the team is to follow the three step process outlined in 7.3.
Serious and deliberate misconduct is to be dealt with via the PKCT Discipline Policy
eg: Theft

72  NON-PERFORMANCE IDENTIFIED BY PEOPLE OUTSIDE THE TEAM

The process for dealing with non Performance identified by people outside the Team
(eg: by other Teams, by Customers, by Managers) is as follows:

e Teams, or individuals wishing to provide feedback to other work teams may do
so at the Co-ordinators Meeting.

o For urgent matters this should be raised with the Team’s TMC. Regjstere d ]
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Issues raised by either of the above steps which remain unresolved, shall be
progressed by the three step process outlined in 7.3

73  PROCESS FOR DEALING WITH NON-PERFORMANCE
Step 1 - Team Meeting - Warning

The non performance issue raised either by an individual in the Team or the
whole Team is to be discussed at a team meeting chaired by the delegate, co-
delegate, or union Executive member, as agreed by the team and attended by
the person Or persons concerned. The team determines the cause of the non-
performance. If the cause is attributed to an individual then the person 1S
cautioned to improve to the prescribed standard. This occurs only after all
other avenues have failed, eg. training, counselling, coaching, system change,
etc.

Step 2- Team Management Committee - Warning or Preliminary
Disciplinary Action

At the next occurrence of non-performance, the TMC will meet and issue an
appropriate warning or take other disciplinary action. Eg. VERA/leave forms
being filled in for periods of absence or non-performance.

Step3-  Formal Disciplinary Process

Further occurrences are dealt with via the Formal Disciplinary Process. Eg.
The individual being placéd orwa flat 38 hour, Monday to Friday day work for
a fixed period and paid accordingly, or progressed through the Stand Down
Policy.

In the case where the non-performance is caused by an individual being required
to perform tasks at a level of accreditation to which they are accredited and are
unable to perform, an alternative to discipline is required eg re-training.

In the initial stages, teams may require external to the team facilitation to assist.

Further actions identified by the Jamberoo Crisis Strategy Conference were to:

« Draft a Code of Conduct booklet, including examples which identify
consequences of non-performance in more detail.

« Educate teams and obtain acceptance of section 7.0 Performance and
Accountability

7.4 TEAM BUSINESS PERFORMANCE

The PKCT Business Plan outlines both business and team level Key Performance
Indicators. Performance against these KPI's is reviewed monthty at the BDG and
Coordinators meetings, and communicated via the Monthly Revi

agenda item. It is envisaged that the teams representative will proyide Ragpetexedhe
Enterprise Agreement
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meeting and any corrective or improvement actions can be determined and action plans
set into play. Implementation of these action plans will then be reviewed in ensuing
meetings to ensure ongoing progress.

The intention of team KPI's is to identify measures which reflect the team member’s
visible contribution to the objectives of the Business Plan. These measures will be
Specific, Measurable, Achievable, Realistic and Timeframed (SMART). They will cover
Safety, People, Planning and Business Performance, or other business areas as

determined by the BDG.

8.0 IMPLEMENTATION AND REVIEW

To ensure that Business Objectives are met, the changes outlined in this document are
to be fully implemented. Action plans will be developed and a review process
established. The review will take place as a part of the normal business review at both
the BDG and the Co-ordinators monthly meeting.

| ==
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APPENDIX 4

Port Kembla Coal Terminal

Business Improvement Scheme Agreement

PREAMBLE

The Port Kembla Coal Terminal’s aim is to be the best bulk handling facility in
Australia, providing our customers with a safe, reliable and cost effective loading

service.

Critical to achieving this aim is that the Port Kembla Coal Terminal sets clear
business targets, developed through participative mechanisms, resulting in
comprehensive strategies that deliver outstanding business returns, continuous
improvement and benefits shared by all employees.

The Business Improvement Scheme (BIS) is an example of how employees and
management representatives can work together to deliver:

. Financial returns to the business and its shareholders

. A process whereby employews can contribute through a range of
improvement initiatives

The BIS is consistent with the Port Kembla Coal Terminal’s Business Plan and

attempts to:

. Demonstrate the critical nature of the measures chosen to the future viability
of the Coal Terminal

. Recognise the significant workplace and cultural change initiatives already
underway

. Improve the returns to employees for sustained performance improvement

The parties are committed not only to the philosophy of this agreement, but to the
achievable benefits for both the business and its employees.

Registered
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The BIS is only available and applicable to all permanent employees Of the POrt
Kembla Coal Terminal Ltd who are on the payroll at the end of month financial
reporting period, and the BHP management employees located at the Port Kembla
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Coal Terminal, excluding the General Manager and First Year Apprentices located
off the PKCT site for the full year. ;

FREQUENCY FOR MEASUREMENT

The parties agree that in order for employees to see a clear and immediate impact of
performance improvement measures undertaken, the frequency of performance
measurement will be monthly.

BASIS OF PAYMENTS

. Monthly (if performance criteria have been achieved)

. Flat amount

) Each performance measure has a separate payment arrangement attached to

it. Performance in any given month, could attract a payment for one, two, or
three of the measures.

PAYMENTS MADE TO EMPLOXEES

If there is to be a payment made to employees it will be paid in the first full pay
period of the following month.

PERFORMANCE MEASURES

The three key measures of this scheme are; Cost per Tonne, Vessel Loading and
Employee Availability. Definitions and calculations of these measures are detailed
in the agreed procedure.

.
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AMOUNT PAID FOR RECOGNISABLE IMPROVEMENT

3

The focus of the BIS is that there is an ongoing need to improve performance. The
payments made under the BIS Agreement are to essentially be ‘cost neutral’, in that
the performance improvement achieved in each of the categories will have a
positive effect on the performance levels of the Coal Terminal.

The specific amounts possible under the BIS Agreement are outlined in the agreed
procedure.

8. BIS REVIEW GROUP

The parties agree that there needs to be a group of nominated employee and
management representatives who will meet to review issues that include:

. The understandings of this agreement
. The performance measures ’
. Initiatives that may assist the achievement of the measures

T HTIEINNiiiinliuEmRuBRER

The parties are of the clear view that this group is a group of review, not one
responsible for the “doing” activitigs needed to achieve the performance measures.

The review group shall be made up with representatives from key areas.

BIS PAYMENT

Employees may elect to have their BIS entitlement paid as follows:

(a) A credit to their superannuation fund account as an employer contribution.
This credit will subsequently attract the fund’s net earnings interest
percentage but no additional company contributions

(b) By electronic transfer to an agreed account.

Note: The employees will have the opportunity to change their payment
arrangements for the BIS in the month of July for each year of this
Agreement.

(Note: In case of 11 (b) income tax (PAYE) deduction is applicable).

i
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SIGNIFICANT CHANGES TO PKCT

The parties agree that if there is a significant change to the structure and / or cost
arrangements of PKCT during the life of this Agreement that the parties would
undertake discussions in relation to the BIS that may require the alteration of the
targets, calculations and payments derived under this BIS Agreement.

ANNUAL REVIEW

The parties agree that there will be an annual review of the indicators and targets
for the indicators to see whether they are still appropriate for the business to be a
success and a fair system for employees to share in the rewards of improved
performance.

APPLICATION OF AGREEMENT

The parties shall determine the appropriateness of applying this agreement taking
into account business conditions and affordability.
SR N
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APPENDIX 5

Port Kembla Coal Terminal

Variable Employee Rostering Arrangements
Agreement

1.0 INTRODUCTION

1.1  Purpose

' Variable Employee Roster Arrangement (VERA) provides a
mechanism by which employees’ hours and work arrangements
are adjusted in response to the operational needs of the business

' and to best position our customers in the market place.

l There will be times when additional hours will have to be
worked. VERA provides the mechanism through which to
| manage additional hours.

VERA also pravidgs flexibility to the PKCT workforce to
accommodate extra business through diversification of cargoes
and delivers a 365 day, 24hr level of customer service without
the overtime constraints of the traditional and restrictive 5 day 3
panel shift roster arrangements.

VERA provides coverage for any task when required at no
additional cost to the Business by responding to requirements as
determined by the Site Wide Plan (SWP).

1.2 Process

Through this process, the Business is able to cover peaks and
troughs and meet customer needs by:

* Allocating labour from a “rostered on” shift to an alternate
shift on the same day.
* Allocating labour from the normal rostered shift to the same
shift on an alternate day.
U * Rostering employees such that they finish a normal shift
early or start late and transfer those hours not worked to an
alternative day.

VERA Agreement 2000
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¢ Rostering employees such that their normal shift is extended
by working additional hours, and deducting hours warked
from an alternative “rostered on” day.

2.0 CONDITIONS

2.1

282

2.3

Application
The Workgroups referred to in this document are as follows:

e For Shiftworkers, the workgroup is their Shift
e For Dayworkers, the workgroup is the Daywork Team..

VERA does not apply to Apprentices.
Additional Hours will be managed as follows:

¢ For Shiftworkers, any hours above ordinary hours will be
managed through VERA.

e For Flexible Dayworkers: For the purpose of managing
additional hours through VERA, the Ordinary Hours of
Flexible Dayworkers will be four hours above the notional
week.

¢ Employees who are working under restricted duties cannot
go into negative VERA.

e Misuse of VERA Wil be dealt with in the first instance by the
team then through the Formal Disciplinary Policy.

Maximum Accrued Hours

o Employees can accrue a maximum of 60 hours in Credit and
36 hours in Debit in a 12 month period.

e No hours can be accrued beyond 60 in a 12-month period.

Exceptional Circumstances to the above are where additional

hours are accrued for Union committee duties, or for specialist

tasks which cannot be shared due to skills.

Debit/Credit Rules

VERA hours will be applied as follows:

For extensions to normal rostered shift — accrual will be time for
time eg; 2 additional hours worked counted as 2 hours VERA.

For_non-rostered days, accrual of VERA hours will be in 4
hourly lots as listed in Table 1 below:

VERA Agreement 2000
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Public Holidays: Employees called in to work Public Holidays
will be entitled to double VERA credit hours as listed in Table 1.

Call Quis:

Weekdays — 4 hours minimum
Weekends/Public Holidays - 6 hours minimum

Training:
VERA for training will be administered to the nearest 4 hours.

Table 1 - Application of VERA Hours for Non Rostered-On Days

[Normal Public Normal Public Normal Public
Holiday Holiday Holiday

Call In Callln Call In
1 hour=0 6 hours Shours=4 8 hours 9hours=8 |16 hours
2 hours = 4 6 hours 6 hours =8 16 hours 10 hours =12 |24 hours
3 hours =4 6 hours 7 hours =8 16 hours | 11 hours = 12 | 24 hours
| 4hours=4 | 8hours Shours<8 | 16hours ] 12hours=12 |24 hours

24 Reconciliation Process

VERA hours will not be reconciled during the year.

e At the end of each financial year, a maximum of 60 hours in
credit will be carried forward into the following financial
year. This means that a person on maximum hours will be
starting a new year o maximum hours.

e Accrued hours will not be converted tO annual leave,
therefore all employees should aim to have zero hours at the
end of each financial year.

e Exceptional circumstances will be reconciled at the end of the
financial year using the following:

« First 60 hours positive will be carried over as above.

Hours above 60 will be converted to annual leave.

3.0 PROCEDURE

With the reduction in team numbers, VERA hours need to be shared
equally and the following shall apply:

3.1 Resourcing

°

« VERA shall operate with volunteers in the first instance and
by team management where there are insufficient

volunteers.

VERA Agreement 2000
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e Where the team is forced, through lack of volunteers, to
manage VERA, the team shall apply the following process:

» TFor the purpose of rostering off, the “high person” or
person with the oldest credit (positive) balance shall be

rostered off first.

« For the purposes of rostering on, the low person o1
person with the oldest debit (negative) balance shall be

rostered on first.

« Shiftwork: Personnel are to be utilised from within
their own shift first, and from rostered off shifts second,
daywork third.

. ngg;k:l’ersonnel are to be utilised within their own
Workgroup first, other groups second.

« All Workgroups are to ensur€ that minimum numbers are
maintained to operate, maintain and service the Plant as

required.

o Rostering off will only be permitted when there are sufficient
people left to cover all required tasks.

e Rostering to accommwate VERA must be for real work, not
marwfactured work.

3.2 Notice Periods

« VERA is to be planned in advance in order to ensure that the
individual and the Workgroup have as much notice as

possible.

o Short-term notice of rostering off (less than 24 hours) is to be
minimised. Rostering off at short notice will not be granted
where minimum numbers do not allow. Failure to attend
work in such cases will be noted as personal leave or absence

without pay.

o Employees are to notify their shift by 5.00pm, where
practical on the previous day if they intend to roster on/off.

e In cases where Workgroups have planned to reduce their
rostered numbers and absenteeism occurs at the start of the
shift, the person is to be replaced by calling in the lowest
VERA balance person with the relevant skills.

VERA Agreement 2000
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33 Co ordination for Shiftworkers |

« Co ordination of people who are rostering on is the
responsibility of the normally rostered on Shift who has
requested the resources.

» Those who have organised to move from their normal Shift
to suit Plant requirements are responsible for managing their
own work, whilst ensuring that the normally rostered on
shift has been advised and this has been noted on the team
plan

3.4 Administration

e VERA hours are to be recorded on the on line timekeeping
system to enable debit and credit balances to be managed.

s A record will be kept in the timekeeping system of the
responses to requests to roster on or off.

» Workgroups are still required to keep paper records. Records
must be kept for four years (to satisfy Audit requirements).

« Work outside normal hours on another Shift must be

documented by the individual, signed by that Team Co

ordinator (ie Team Co ordinator when working) and handed
to the individual’s own Timekeeper.

If the Site Wide Plan identifies a need for additional labour

during a shift’s long roster, a roster may be required to

indicate availability of team members. (eg. half the shift one
month , the other half the next month.)

e The individual is responsible for completing the relevant
form and delivering it to Co ordinator/timekeeper when
adjusting normal work times. -

e Mutual swaps organised by individuals must be reported to
respective Co ordinators and recorded in the timekeeping
system.

e When VERA has been used to roster personnel, personnel
must not be rostered on to cover personnel rostered off.

co - —
L ]

» When applying for any annual leave (eg. single day), VERA
hours are to be drawn from the positive VERA bank first,
before drawing from the annual leave bank.

+ Applications for leave will be considered in the following
order:

1. Long Service and Annual Leave
2. Compulsory Day Off (CDO)
3. VERA

with long service leave and annual leave taking priority over
CDOs and VERA.

VERA Agreement 2000
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4.0 REVIEW

To assist with the consistent application of this Policy and Guidelines
across all Workgroups, the monthly Co-ordinators Meeting will
monitor progress.

Monthly VERA balances will be reviewed by the Leave Review Group
and communicated to teams each month at the Monthly Team Review
Meeting.

VERA Agreement 2000
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APPENDIX 6

Port Kembla Coal Terminal

Grading System Agreement

L OUTLINE

(a)  Key elements of the grading system are:

(i)  The grading matrix covers all employees.

(ii)  There are three different classification lines.

- Operator
- Technical

- Finance/administration

(iii) A relativity between grades has been established and agreed by all
parties.

(iv)  There are nine different grades.

(v)  Therange of each clagsification line is:

- Operator - Grades1to4
- Technical - Grades3to9
- Finance/Administration - Grades 105
- Appointed positions - Grades6t09

() The Summary of Grading Streams is shown in Attachment A.

2. STRUCTURE

(a)  The requirements for each grade in the different classifications are shown in
Attachment B.

(b)  The skills options available for the Operator and Technical classifications
options are shown in Attachment C.

(c)  The induction program and base requirements for all employees are shown
in Attachment D.
—
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The fundamental basis of the skills and competencies of all individuals in this
grading system is based on their absolute commitment to an injury free workplace.

’

all employees will abide by all safety

It is a condition of employment that
All employees will ensure their own

regulations and behave in a safe manner.
safety as well as the safety of other individuals.

All employees are also committed to the highest possible environmental standards

and the principles of Quality systems.

4. GENERAL

An employee is graded according to their qualifications, skills, experience,
competency, position, and/or by appointment and the stream / department they

are in.
Except as follows:

e Green inked to a rate of pay means the employee maintains their current
rate of pay till the rate of pay for the grade to which they satisfy exceeds

their current rate

e Green inked to a grade means the employee is classified at a grade to which
they may not satisfy all the requirements

« -

5. GRADING SYSTEM DETAIL

e At entry level, all new employees must complete the induction program before
progressing to the next grade

« Electricians and plumbers with required licences receive extra 3.4% within Grades
3t06

« Employees in the Technical stream do not get any extra licence payment for Grades
7,8 and 9 '

e Technical employees working as shift workers can progress to a maximum of
Grade 6

« Technical employees working as day workers can progress to a maximum of Grade
9

e Operators working as shift workers can progress to 2 maximum of Grade 4

« TFinance and Administration employees can progress to a maximum of Grade 5.

t Registered
€fphse Agreement

Grading Agreement 2000
Industria) Registrar
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e The current appointed positions (Finance, Supply and Planning) can progress from
Grade 6 to Grade 9. The addition or deletion of the number of appointed positions
will be by agreement between the Company and the Union considering Business
needs

e Specific requirements for each Appointed position will be detailed in Position
Descriptions using the generic requirements outlined in Attachment B.

6. TRAINING AND USE OF SKILLS

The selection of options by employees will be approved by the training committee
based on the capability and requests of the employee as well as the need for the
Company to maintain / establish sufficient numbers of employees with the
required skills. It is acknowledged and accepted that the training hours and
degree of difficulty of the optional skills may vary. Overall the number of options
available to employees and required by the teams and the Company should
smooth out the variations. It is agreed however that intermediate rigging and
intermediate scaffolding will count as 2 options each. Further packaging of options
will be assessed by the training committee and any changes recommended to
management. ’

Employees must work to the level of their skills and ability regardless of their
classification level and there will be no demarcation between grades. An employee
may perform skills from higher grades, or from lower grades even though they are
classified and paid at a different lgvel.

To progress to a higher grade an employee will be required to undergo any
. training necessary to enable them to obtain the listed skills and carry out and
demonstrate competency in all the skills required. An employee's ability to use the
| qualifications / ckills attained will be monitored by the team, the training
- committee and management.

An employee may be refused to be promoted or may be demoted within the grades
if they cannot demonstrate competency in the skills attained. This would only
oceur after discussions with all involved, including the employee, the team, the
training committee, the union representative and the management.

An employee will be required to undergo ongoing and/or refresher training as
required to maintain their skills.

An employee may be exempted from some training due to previous courses or
training provided they can demonstrate their competency. Exemptions will be
approved by the nominated Manager after recommendations from the training
committee.

For courses to be approved they must relate to equipment, technologies,
procedures or operations utilised by the Company and_maintaired 0 the
Company. Courses will be assessed by the managemen] i

training committee. It is acknowledged that the contel kAR aenreat |kan

Grading Agreement 2000
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change and new courses might become available and further consideration of
appropriate courses will be needed. The training committee will monitor this.

e TRANSITIONAL ARRANGEMENTS

Retention of Rate

The following retention of rate arrangements established as part of the Port Kembla
Coal Terminal Enterprise Agreement 1997,98 will continue to apply under the Port
Kembla Coal Terminal Enterprise Agreement 2000.

Richard Hooper will be green inked to Grade 9 in the day maintenance stream.

Chris Hayne in the appointed position of supply facilitator will be green inked to

Grade 9.
The former appointed positions of operations shift facilitators (M Charlesworth, D
Garbutt.) will be green inked to Grade 8 until July 1999 when their rate will be
frozen until the Grade 8 Flexible Dayworker rate exceeds their rate.
The positions of operations planning facilitators (J. Blanch and F.Cuda) will be
green inked to Grade 9, until July 1999 when their rate will be frozen until the
| Grade 9 Flexible Dayworker rate exceeds their rate.
As agreed the former positions of Shift Services Co-ordinator (J Jones, M Faint, R
Gee) will be green inked at Grage 4 until May 2000, when their skill levels and
grades will be reviewed.
Stream Rationalisation
To address issues of stream rationalisation the following transitional arrangements
will apply:
The career path stream for former Engineering Technicians (ET’s are now classified
as Operators) reflected in the Technical Stream Grades 3 to 4 is only available for
those employees who filled those positions (ie: M Borg, W Partridge, G Amess, D
Gorman, M Sanson, H Palmer, R Watkins, M Topic, and C Puckeridge). No other
employees can follow this stream during the life of this Agreement.
Those ET’s who were exempt from the one year TAFE Supervision Course, are not
able to carry out Co-ordination or Main Control Room duties.
Attachments
m A. Summary of Grading Requirements
B. Requirements for Each Grade =
- C.  Skill Options Registered
D Induction Program Enterprise Agreement
- Industrial Registrar
Grading Agreement 2000 _
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Attachment C

SKILLS OPTIONS

1 |First Aid - Senior (PRPs only) 35 [Microsoft Office (2 programs)
2 |Advanced Resuscitation (PRPs only) 36 |CMMS Operation
3 |Backhoe 37 |Drawing Register
4 |Forklift 38 |Job Planning
5 |Bobcat (Skid Steer) (Trades Only)# 39 |Condition Monitoring
6 |Large Front End Loader ( Trades only)# 40 |High Voltage Access Issuers Permit
7 |Elevated Work Platform (WorkCover) 41 |Troubleshooting Course
- 8 |Associated Crane Chasing 42 |Serviceperson
9 |Overhead Crane Class 22 Ticket 43 |TAFE Operations Maintenance Course
_ (Non Trades only)*
10 |Dogman 44 |Excavator ticket
11 |Basic Rigging 45 |Contract Co ordination (Non Trades
[ 1} only)*
12 |Intermediate Rigging 46 |First Aid Occupational (Pre 98 only)
13 |Advanced Rigging
14 [Vehicle Loading Crane
15 |Winch Driving
16 |Scaffolding Up to 4 Metres
17 |Basic Scaffolding
18 |Intermediate Scaffolding
19 |Advanced Scaffolding e
20 |Explosive Power Tools (Pre Jan 98 only)
- 21 [Heavy Rigid (Class 3B) Licence (Trades
only)#
22 |Medium Rigid (Class 3A) Licence
m 23 |Water Cart (Trades only)#
24 |Reclaimer (Trades only)#
- 25 |Shiploader (Trades only)#
26 |Shipboard Supervision (Trades only)#
27 |Stores Clerk NOTES:
- 28 |Minor Welding # Compulsory for Operations Stream.
Option only available for Trades
29 |Coal Technology Course (Trades only)# * Compulsory for Trades/covered in
- Trades course. Option only available for
Operations
. 30 |Quality Auditing (Trades only)# Pre 98 only = option no longer available
but recognised if attained prior to 1998
31 |Quality Procedure Writing PRP Only = only available for those
m carrying out PRP role
32 |[Workplace Competency Assessor Course
33 |Basic Computer Skills
- 34 |Advanced Computer Course
Registered [
“ Enterprise Agreement
Grading Agreement 2000 Industria! Registrar Page 11 of 30




AALEBEERBENEREEEERERNENERNYDY

Page 12 of 12

Attachment D

INDUCTION PROGRAMME

During the first twelve months of employment a new PKCT employee will undertake an
_induction programme which will include training in and a demonstrated understanding
of the following:

Conditions of Employment
Employee Benefits
Industrial Agreements
Company Policies

Basic Fire Fighting Skills
Emergency Procedures
Site Operations

Electrical Awareness
OHé&S Awareness
Environmental Awareness
Quality Awareness
Hazard Identification Techniques
Team Principles

CPR Procedures
l“-

In addition to the above induction programme it is mandatory for an employee to hold a
Class 1 Drivers Licence.

I Registered
Enterprise Agreement

\L Industrial Registrar
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APPENDIX 7

Port Kembla Coal Terminal

Leave Agreement

PREAMBLE

1.1

1.2

1.3

14

Leave Agreement 2000

This Agreement outlines Entitlements and Policies for the following forms of Leave,
for those employees covered by the Port Kembla Coal Terminal Enterprise
Agreement 2000.

* Personal Leave

* Discretionary Leave

* Special Leave

* Special Leave - Without Pay

* Accrued Public Holiday Hours Leave

* Maternity /Paternity Leave

* Workers Compensation

* Annual Leave

* Long Service Leave

A joint process is in place to monitor leave with guidelines for dealing with poor

performance re absenteeism, and reviewing/resolving matters with regard to
employee circumstances.

PERSONAL LEAVE

Personal Leave is defined as that leave granted with appropriate documentation
(proof) for personal illness, bereavement, personal and family matters as detailed in

Clause 21, Personal Leave of the Port Kembla Coal Terminal Limited Enterprise
Agreement 2000).

Only used for short duration absences of up to one week of consecutive shifts (ie 4
shifts x 12 hours or 5 shifts x 7.06 hours).

For periods of greater than one week discretionary leave may be appropriate.

Only used for genuine short duration absences thal
bereavement, personal and family matters.

u_gis ered
Enterprise Agreement

Industria} Registrar
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1.5

1.6

1.7

1.8

1.9

1.10

Leave Agreement 2000
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Employees are able to access up to 8 shifts per financial year anhd this is not
cumulative. ‘

Personal Iliness Requirements are:

* any two shifts in a financial year are paid at the annualised rate without the
requirement for the employee to produce / submit appropriate documentation

(proof).

* after any two shifts in a financial year when personal leave is requested with
appropriate documentation (proof), it will be paid at the annualised rate.

* after any two shifts in a financial year when personal leave is requested with no
appropriate documentation (proof), it will be paid at the special purpose rate.

* Asdetermined by the Leave Review Group if as a result of poor attendance an
employee is placed on compulsory doctors certificates, then no doctors
certificate means no pay.

For Bereavement, Personal and Family Matters the requirements on each occasion
are: b

normally 1 or 2 shifts duration only but may be increased in special
circumstances.

* paid at annualised rate provided that proof/supporting documentation is
provided. e

.» for extended periods an employee is expected to take annual leave or long
~ service leave.

* paid at special purpose rate when no pr;)of/ supporting documentation is
provided.

Where an employee uses personal leave for bereavement purposes and the
employees annual entitlement is used then the employee’s annual entitlement will

be increased automatically by the equivalent value of personal leave that has been
used for bereavement purposes.

Subject to the above clauses employees who do provide appropriate documentation
(proof) of absences will be paid at their annualised rate of pay (see Clause 17 Rates
of Pay, Port Kembla Coal Terminal Limited Enterprise Agreement 2000).

Subject to the above clauses employees who fail to provide appropriate
documentation (proof) of absences will be paid at the special purpose rate of pay
(see Clause 17 Rates of Pay, Port Kembla Coal Terminal Limited Enterprise
Agreement 2000).

The team, in special circumstances, can approve leave for bereavement reasons

greater than one day at the employees request, h‘wev?; € overriding
vigistered
Enterprise Agreement

Industrial Registrar
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1.12

1.13

1.14

2.1

2.2

2.3

24

2.5

2.6 Payment is only made while there is a

® any time taken off as a result of discretionary leave will be de

Page 3 of 11

consideration for the team is that any leave taken must not jeopardise the
operational requirements of PKCT.

When an employee’s annual entitlement (other than for bereavement purposes) is
exhausted the employee's team may make a recommendation to the appropriate
Manager detailing reasons for the employee to be paid.

Additional leave may be paid at the appropriate Manager’s discretion after
consideration of the employee’s past record and any relevant special circumstances,

Appeals may be made to the Leave Review Group.

Joint reviews by the Leave Review Group will take place with regard to monitoring

PKCT personal leave performance and employee cases where breaches of the
guidelines occur.

DISCRETIONARY LEAVE

Discretionary Leave is defined as that leave granted with appropriate
documentation for long duration absences of greater than one week (consecutive

shifts) as detailed in Clause 22, Discretionary Leave of the Port Kembla Coal
Terminal Limited Enterprise Agreement 2000).

Only used for long duration absences of greater than one week, or for

any period of
hospitalisation. S

Employee entitlement is up to 3 months per financial year (ie: 7.06 hr shift implies
458.9 hours per calender year and a 12 hr shift implies 510 hours per calender year).
Only used for genuine long duration absences that are considered to be of a major

incapacity nature. (For example for serious illness, hospitalisation and recovery as
well as childbirth)

ial requirements exi with repard to Childbirth and they are:

*  maximum period for Payment cannot be extended past three months.

the employee must return to work and work for an equivalent period that they
were paid discretionary leave (ie: no return implies repay leave payment).

ducted from
maternity leave (ie: 12 months maternity leave minus 3 months discretionary

leave implies an available balance of 9 months).

genuine expectation the employee will return

to their position as determined by the Leave Review Group.

2.7 An employee must be prepared to attend the Company Doctor as required by the

Leave Review Group,

Leave Agreement 2000

refusal to do so will stop payment. /I
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2.8 Employees who do provide appropriate documentation (proof) of absences will be
paid at their annualised rate of pay (see Clause 17 Rates of Pay Port Kembla Coal
Terminal Limited Enterprise Agreement 2000).

2.9 Employees who fail to provide appropriate documentation (proof) of absences will
not be paid.

B 2.10 Additional Discretionary Leave may be granted to an employee beyond the 3
' months if the parties agree that :

o there is a genuine expectation that the employee will return to his / her position.

o that this period be no longer than one month before another employee review
occurs.

o there are special circumstances relating to more than one incident (major
incapacity).

2.11 The decision on whether any discretionary leave is granted or not will be a joint
decision made by management and employee representatives (union). This decision
will be final and no other process or employee will be able to alter the decision
made.

3. SPECIAL LEAVE
3.1 Special leave arrangements are agreedto for the following categories:
e Jury Service

e Defence Reserve

e Emergency Services
¢ Floods and Natural Disasters

3.2 Any leave granted must give consideration to the operational needs of the PKCT as
well as the employee’s own circumstances.

.

3.3 The following table sets out the number of shifts, the rate of pay applicable and who

’ the leave needs to be authorised by.
ﬂ SPECIAL DAYS / SHIFTS RATE OF AUTHORISED
LEAVE ALLOWED PAY BY
i Jury Service Unlimited as per roster | Annualised Rate Team
Defence Reserve | 2 weeks per calender year | Annualised Rate Team
ﬂ - 10 x 7.06 hours ol —
- 7 x 12 hours ﬂ_ Régigtered—
N . gistered
- Leave Agreement 2000
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rgency Services 2 shifts per incident Annualised Rate Team

Greater than 2 shifts May be approved by | Relevant Manager
relevant Manager

oods and Natural 2 shifts per incident Annualised Rate Team

Disasters

Greater than 2 shifts May be approved by | Relevant Manager
relevant Manager

JURY SERVICE
Leave granted for rostered shifts only

Upon proof of payment from the Court the Company will deduct this from the
employees annualised rate of pay for the period and credit them with the difference,

An employee will be paid at their annualised rate of pay (see Clause 17 Rates of Pay
Port Kembla Coal Terminal Limited Enterprise Agreement 2000).

Employees are not entitled to change their shift pattern to become entitled for
payment for Jury Service.

5. DEFENCE RESERVE

a -~y
3.1 The Company will allow an employee, who is a member of an approved Defence
Reserve Unit, leave of absence to attend to the employee’s defence force obligations.

5.2  For annual camps of continuous training and for courses of instruction, up to 2
weeks (10 working days) (fen 7.06 hour shifts or seven twelve hour shifts). leave per
annum may be granted at the appropriate rate .

5.3 If an employee doesn’t request annual leave, and needs in excess of two weeks (ten
working days) per annum, then the Company will assist an employee by paying the
difference between the employee at the appropriate rate (without penalties) and the
defence force pay for a maximum of 2 weeks (fen 7.06 hour shifts or seven twelve hour
shifts).

54 An employee will be paid at their annualised rate of pay (see Clause 17 Rates of Pay
Port Kembla Coal Terminal Limited Enterprise Agreement 2000).

5.5 Leaveis payable if the employee would have worked on the shift or shifts of such
leave.

6. EMERGENCY SERVICE

6.1 All employees should advise the Company of any Emergency Organisation in which
they participate. To be eligible for special leave the employee must be a bona-fide
member of an approved emergency organisation. These include the State
Emergency Service and the Volunteer Fire Brigade.

Leave Agreement 2000
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7.3

7.4

74

7.5

8.1

8.2

8.3

8.4
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A maximum of 2 shifts paid leave may be given to an employee for any one incident.

Leave in excess of 2 shifts may be granted but this will be unpaid leave.
:

An employee will be paid at their annualised rate of pay (see Clause 17 Rates of Pay
Port Kembla Coal Terminal Limited Enterprise Agreement 2000).

Employees will not be able to change their roster pattern to become entitled to leave.

Leave is payable if the employee would have worked on the shift or shifts of such
leave.

In cases where a disaster or State of Emergency has been declared, additional paid
leave can be granted at the Managers discretion.

FLOODS AND NATURAL DISASTERS
A maximum of 2 shifts paid leave may be given to an employee for any one incident.
Leave in excess of 2 shifts may be granted but this will be unpaid leave.

To be eligible for special leave the employee must satisfy the team and their
Manager’s that floods or other natural disasters prevented he/she from attending
work as usual.

An employee will be paid at their annualised rate of pay (see Clause 17 Rates of Pay
Port Kembla Coal Terminal Limited Enterprise Agreement 2000).

Employees will not be able to change their roster pattern to become entitled to leave.

Leave is payable if the employee would have worked on the shift or shifts of such
leave.

SPECIAL LEAVE - WITHOUT PAY

An employee may request special leave without pay due to urgent or unforeseen
circumstances if: the employee has no leave entitlements; no other form of leave is
appropriate; or a suitable swap cannot be arranged.

Good and sufficient reason for the leave must be shown and the Manager must be
satisfied that the employee intends to resume duty with the Company on the
expiration of his/her leave.

The granting of special leave without pay is at the discretion of Port Kembla Coal
Terminal.

The employee will not accept other employment during leave without pay, without
approval of PKCT. a—
4 || Registered

Enterprise Agreement

Industrial Registrar
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85 Annual leave, long service leave and Personal Leave will not accrue during periods
of leave without pay, except if the leave is given for reasons of sickness, ill health,
approved bona fide union business, or other circumstances as agreed.

8.6 Business Improvement Scheme will not be payable to employees on Leave without
pay.

8.7 Leave without pay is to be granted on the understanding that the right of PKCT to
abolish any position on the grounds of redundancy and to terminate the service of
the employee should the circumstances so require such absence, will not be affected
by the granting of leave.

8.8 During leave without pay, PKCT Superannuation Fund contributions discontinue
with the exception of death and disability coverage only, unless otherwise agreed.

ACCRUED PUBLIC HOLIDAY HOURS LEAVE

9.1 Employees who work on a public holiday shall, in accordance with Port Kembla
Coal Terminal Limited Enterprise Agreement 2000, be entitled to a credit in their
public holiday bank of the number of hours worked at the special purpose rate. This
may be taken as leave on a date to be agreed.

9.2 That date will be as soon as convenient to the Company’s needs and preferably
within a month after the public holiday which was worked.
‘t L 4

9.3 The employee has the option, provided there is sufficient dollar value of:

* taking a shift off at the special purpose rate with no annualised rate paid for that
day.
. OR

* taking a day/shift off at the appropriate rate (ie pay the value of funds in the
leave bank up to a maximum of the annaulised rate for that day.)

¢  With either option, the accrued public holiday bank will be reduced by the
dollar value of the leave.

9.4 Anemployee’s credit that is remaining at the end of November will be paid out to
the employee, as a payment within the normal payment of wages for the first full
week pay period in December.

9.5 Applications for leave must be made on the Application For Leave form and no
leave will be granted unless such form has been submitted and approved.

9.6 All applications for leave shall be signed by the employee and must be authorised by
the team’s timekeeper / team coordinator.

—_—

As a guide, accrued public holiday hours would normally bglﬁ:gdu%yeﬁﬁw'

meets team/plant/operational requirements. f ~Gistered
€ P P q I Enterprise Agreement
|

Leave Agreement 2000
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10. MATERNITY/ PATERNITY LEAVE

All employees at the Port Kembla Coal Terminal are entitled to access provisions of
the New South Wales Industrial Relations Act 1996.

11. WORKERS COMPENSATION

All employees at the Port Kembla Coal Terminal are entitled to access provision of
the Workers Compensation Act 1987.

12. ANNUAL LEAVE
12.1 Provisions for annual leave will be as per the Annual Holidays Act 1944 (NSW).

12.2 All employees with the exception of flexible shiftworkers and flexible dayworkers
will be entitled to four weeks annual leave per year with an annual leave loading of
17.5%.

12.3 Flexible shiftworkers will be entitled to five weeks annual leave per year at the shift
annualised wage rate.

12.4 Flexible dayworkers will be entitled tg"fourweeks annual leave per year at the day
annualised wage rate.

12.5 Public holidays occurring during annual leave shall not be deducted from the annual
leave entitlermnent.

12.6 Annual leave must be taken and payment in lieu is not permitted except on
termination of employment.

12.7 Due consideration should be given to the employees’ request, however the
overriding consideration for the team is that any leave taken must not jeopardise the
operational requirements of PKCT.

12.8 Leave may be given in advance but not in excess of the employees pro rata accrual.

12.9 The Act provides that leave shall be taken within 6 months of the annual entitlement
becoming due. That is, an employee’s pro-rata entitlement should not be in excess of
30 working days for an Apprentice or Flexible Dayworker. A Flexible Shiftworker
will be entitled to 37.5 days. Special arrangements need to be made with the
Industrial Registrar if an employee exceeds this entitlement. Employees who desire
to delay their taking of annual leave should consult with their team and their
Manager.

12.10 Annual leave of less than one weeks’ duration may be authorised by the team at the

request of an employee, in special circumstances | ——

|'.'|E Repistereq
|| “Mterpnise: Agreement Il

Leave Agreement 2000 ind :
ustrial Regjsh.ar



Page 9 of 11

12.11 Applications for leave must be made on the Application For Leave form. No leave
will be granted unless such form has been submitted and approved.

12.12 All applications for leave shall be signed by the employee and must be authorised by
the team'’s timekeeper / team coordinator.

12.13The team will normally require 4 weeks notice to grant leave, but may grant leave at
short notice if it is reasonable in the circumstances.

12.14Employees’ annual leave entitlements balances will be shown on the employees’ pay
slip.

12.15Payment for leave may be:
¢  in advance (two weeks notice required)

*  at the time payment would have been made if the employee was at work

LONG SERVICE LEAVE

13.1 Provisions for long service leave will be as per the Long Service Leave Act 1955
(NSW).

13.2 All employees will become due for long service leave of sixty (60) calendar days on
the completion of ten years continuoussservice. Subsequent entitlements will accrue
at the rate of fifteen (15) calendar days leave for each further year of continuous
service,

13.3 Due consideration should be given to the employees’ request, however the
overriding consideration for the team is that any leave taken must not jeopardlse the

operational requirement$ of PKCT. ..

13.4 Payment in lieu of taking leave is prohibited by the Act, except upon termination.

13.5 Leave must be given and taken in periods of not less than one month, but in periods
of complete weeks ie 7 calendar days.

13.6 The team will normally require 4 weeks notice to grant-leave, but may grant leave at
short notice if it is reasonable in the circumstances. ‘

~

13.7 When a public holiday occurs during long service leave on a day which would have
been an ordinary working day for the employee had he/she not been on leave, a
calendar day may be added to the period of leave or added to _e_n_'g}:.ljt_}yee's Long
Service Leave entitlement (pool).

Re.@:stered N

nt
13.8 Payment for leave may be: *IPrse Agreemeny |

Industr .
* in advance (two weeks notice required) M2l Registrar

¢ at the time payment would have been made if the employee was at work

Leave Agreement 2000
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13.9 Employee’s Long Service Leave entitlement (pool) is paid at different rates and these
are:

o for flexible shiftworkers who commenced aggregated wages on 2 October, 1995
for leave accrued after 2 October, 1995 this will be paid at the shift annualised
rate.

o  for all other flexible shiftworkers for leave accrued after 1 July 1996 this will be
paid at the shift annulated rate.

*  for flexible dayworkers for leave accrued after 1 July, 1996 this will be paid at
_ the day annualised wage rate.

* forall employees all other Long Service Leave accrued (Old Long Service
- Leave) this will be paid at the special purpose rate.

* for those employees who elected, on a once only basis in 1998, to convert Long
Service Leave accrued at the Special Purpose Rate to the value of that leave at
the Annualised Rate of Pay this will be paid at the annualised rate of pay

13.9 All employees when taking Long Service Leave must select and notify which Long
Service Leave entitlement (pool) they wish to be paid from. Withdrawals from each
entittement (pool) must be in 7 calendar days period entitlements.

13.10Employee’s different Long Service Leave entitlements (pools) will be shown on the
employee’s pay slip. C W

13.11 As with other types of leave, any Long Service Leave applied for on the Application
For Leave Form must be discussed and authorised by the team having regard to the
operational requirements of PKCT and the employees own circumstances.

14 LEAVE REVIEW GROUP

14.1 A Leave Review Group is in place to manage and monitor all forms of leave at PKCT
as outlined below.

14.2 Guiding Principles of the Group are as follows:

*  Decisions are to be made consistent with the principles of Co Determination and
Collective Enterprise Management.

*  Decisions will support the Team based system.

*  Decisions will support the Leave systems developed through the Enterprise

Agreement. B
*  Decisions will be consistent with PKCT values, ensuring that quiﬁqec\ " '.,I ‘
treated fairly and equitably. N ReDT eant \
1 . 1
\ E“tet?‘ - \
\ Reg®
-. triad 3
\Ill:l. mdus = __'__'_,_'____,_J —==
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* Employees who try to take advantage of the system will be handled in a way
which is consistent with the principles of a Team based system and Collective
Enterprise Management.

14.3 Members of the Group may include:

Lodge President

Lodge Secretary

Vice Presidents of Streams
Human Resources Manager
Finance Manager or representative
Other Appropriate Manager

A team representative

14.4 Focus Areas include:

Monitor and review the performance of all categories of leave at PKCT,
particularly, Personal, Discretionary, Annual Leave accruals and the
management of VERA.

Approve applications for Discréﬁo?i{ry Leave where appropriate.
Ensure Discretionary Leave is managed according to agreed guidelines.

Determine appropriate interventions that will assist PKCT to exceed its
performance targets.

Assist Teams and PKCT achieve employee availability and cost per tonne
targets.

Leave Agreement 2000
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APPENDIX 8

Port Kembla Coal Terminal

Training Agreement

; 1 PREAMBLE

This policy relates to Port Kembla Coal Terminal (PKCT) authorised training to
allow employees to progress within the appropriate career path or gain other
agreed skills or training to maintain competency, provided that the employee’s
attendance at the training has been approved after consideration of the employee’s
and PKCT’s needs.

2. GENERAL COMMENTS

(a) Training programmes will, where practical, be conducted within normal
time (ie on the shift that you are rostered to work).

(b) At times it may be necessary for employees to be flexible in the management
of their work hours to accommoddte training requirements.

Specifically an employee may in order of preference:

(i)  Adjust their rostered working hours by using their respective system
of roster flexibility

(ii) Count Training as additional hours and manage through Variable
Employee Rostering Arrangements (VERA), (except TAFE courses).

(iii) Be paid at Special Purpose Rate for TAFE courses for up to eight (8)
hours per week

3. NON TAFE TRAINING

(a) If a training course is conducted within normal time, then the normal
payment will apply and no additional payments will be made.

(b) If a training course is required to be conducted for less than four (4) hours
where practical it will be conducted within normal work hours or will be
adjoined to a normal shift (ie either immediately before a shift or after a
shift). Where a course is adjoined to a shift then recognition_

the course will be via VERA. There will be no addi ho#lai pqyx;g.‘mﬁp |

reement |

ll' Enterpnse Ag

I
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()  Ifatraining course is conducted outside normal work time and the course is
of four (4) hours duration or more, then recognition of attendance at the
course will be via VERA. There will be no additional payments.

4  TAFE TRAINING

(a)  TAFE training is managed through the Approved Student Scheme. Agreed
policies in this are attached ie Approved Student, Approved Student Leave
and Student Assistance.

(b)  The above will apply unless special arrangements have been mutually
agreed by the team to use VERA within normal work time.

5. UNION TRAINING

(@)  The union will be allowed up to five days per year for training for each
Union stream (3) - ie total of fifteen days. At the discretion of the Company
additional time may be allocated. The 15 days may be allocated by the
Union Lodge to each stream on a needs basis.

(b)  Applications for training must be made by the Union in writing to the
Company detailing course, course contents, nominated personnel and
intended method to release particula¥ employees.

()  Course must be employee development course aimed at improving
industrial relations and deal with relevant matters (eg WorkCover, OH4&S,
legislative changes etc) in a positive and responsible manner.

(d)  Attendance at these courses would normally be within normal work time
using the appropriate or special agreed flexing arrangements.

(e)  There will be no additional payments.

6. TRAINING LEVY
(@} PKCT shall pay the Union (CFMEU Mining and Energy Division)
approximately $2,700 per year (calculated by $0.01 x 35 hours x number of
members x 52 weeks).

(b)  This money will be used for union training of PKCT personnel

() Payment will be made for cost of courses for PKCT personnel.

e
e

(d)  Union will invoice PKCT annually, with detailed recnnciliatiuﬁjs?‘:_Reg-lstered |
[ ent |
\ rise Agreemen |
()  Payment will be jointly reviewed in times of cost reduction, || ""'P

| todusti Regisias
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7. BOOK ALLOWANCE

It is agreed for approved student the book allowance or other ancillary items (eg
computer program) applicable to the relevant course will be $200 for full year
courses. For half year courses the allowance will be $100.

8. TRAINING COMMITTEE

The parties recognise the importance of the training committee and agree to
continue to work together in the development of this committee’s role.

9. ATTACHMENTS

Please find attached relevant policies relating to this Training Agreement. They

are:
Attachment 1 Approved Student
Attachment 2 Approved Student Leave
Attachment 3 Student Assistance

|
i ored .'
' Rebl_tcxeemem |

|

| Enterprise A&
[l |

| mdustl‘iﬂl Regjstrar

Traintng Agreement 2000




Page 4‘5:of 9
APPROVED STUDENT

LICY:

PKCT may assist employees undertaking approved training courses which are
beneficial to the employee and provide skills that can and will be used on site

Once an employee becomes an approved student, the employee is eligible for
Approved Student Leave. Full details of Approved Student Leave may be found
in Approved Student Leave policy.

Once an employee becomes an approved student, the employee is eligible for
student assistance. Student assistance will be in the form of reimbursement of fees
and a book allowance. Full details of Student Assistance may be found in Student
Assistance Policy.

An employee will need to apply to become an approved student each year.

An employee will be given approved student assistance with Approved Student
Leave provided the assistance does not interfere with the continuity of the
operation and no additional costs are incurred to arrange someone to work to cover
the employee position while on approved student leave.

When an approved student has an, examination that is not conducted within

normal class time then an additional half days study leave (ie four hours) may be
granted.

Should an approved student fail a course or withdraw from a course then the
employee’s status will be reviewed with regard to continued assistance.

80  An employee will not need to become an approved student in order to attend
PKCT arranged /sponsored /conducted courses.

PROCEDURE

1.0  Applications to become an approved student must be submitted on the standard
application form that is then agreed by the team and signed by their team training
representative.

20  The team training representative should accept the application and attach any
comument as necessary.

3.0 The team training representative shall pass the application to the Training
Committee via the nominated Manager to consider the application. Should any=

g
1

special arrangements be made to allow the employee to attend a course,thefi these ||

el

arrangements should be recorded in the comments section of th&f[ﬁxﬁ@tump‘ eemet \

W
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ed by the nominated Manager to the
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APPLICATION FOR APPROVED STUDENT

ployee No

i ||

First names ’ ‘

I request renewal / new approval to participate in the company’s approved student
scheme. (circle applicable)

The course detailed below will assist me in the performance of my duties as

at Port Kembla Coal Terminal.
Course Title:
Institution;
Course Duration: weeks, from to
“m Duration of Face to
Day Start Time Finish Time Face Teaching
i Hours

I request assistance by the company allowing study leave on:

Duration of Face to
Day Start Time Finish Time Face Teaching
Hours
Signed: Date:
Team Training Rep: Date:
Manager: Date:

Traintng Agreement 2000

[ —




1.0

2.0

3.0

4.0

5.0

6.0

7.0

8.0

9.0

10.0

11.0

12.0

Training Agreement 2000 |‘ Industrial Registrar
I

Page 7 of 9
APPROVED STUDENT LEAVE POLICY:

An employee who is an Approved Student will be eligible for Approved Student
Leave. Approved Student Leave covers approved leave of absence during
ordinary work hours and attendance at approved course lectures outside working
times.

Approved Student Leave will be granted to attend approved course lectures and
tutorials inside or outside ordinary work times.

The amount of Approved Student Leave granted will be the face to face approved
course lecture/tutorial time up to a maximum of 9 hours per week.

A flexible dayworker applying for Approved Student Leave should endeavour to
attend lectures outside their ordinary work hours.

If the approved course lecture/tutorial is during ordinary work hours then the
Approved Student will be paid as normal at the appropriate rate.

If the approved course lecture is outside ordinary work hours then the Approved
Student will be paid at the Special Purpose Rate in addition to the normal hours of

122375

Approved Student Leave will not noxmally be permitted when it is necessary for
PKCT to arrange someone to work additional hours to cover the employee position
while on Approved Student Leave and PKCT incurs additional costs (ie Flexible
Shiftworkers should endeavour to attend lectures outside ordinary hours). For
Flexible Shiftworkers if lectures cannot be attended outside ordinary hours, then
subject to team requirement Flexible Shiftworkers may need to make special
arrangements (VERA).

In weeks where there are no lectures held, no Approved Student Leave will be
granted and the employee is required to attend work normally.

Where an employee is taking Approved Student Leave during ordinary hours of
work to attend a course lecture/tutorial then the employee will be granted an
additional 15 minutes to travel to the course and a further 15 minutes if returning
to work.

Additional Approved Student Leave will be provided to attend an Approved
Course examination where the examination occurs outside the normal lecture
times.

Where Approved Course examinations occur in the morning, afternoon or evening
of a normal ordinary day then an additional 4 hours paid leave may be granted
immediately prior to the examination for study purposes.
The Approved Student will be required advise their Timekeeper of attendance-at
course lectures Registered |
| Enterprise Agicement
|
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STUDENT ASSISTANCE

POLICY:

1.0 An employee who is an approved student will be eligible for Student Assistance.
This will be in the form of reimbursement of fees and a book allowance at the
successful completion of the course or full stage of a course (ie Year 1).

20 A book allowance of up to $200 per annum for a full year of study will be
reimbursed to a student. Where the period of study is only half a year then the
book allowance will be $100.

3.0  The book allowance will be reimbursed when the student shows:
3.1  Thebook is a prescribed text for the course
3.2  The actual receipt for the purchase of the book and
3.3  Proof of successful completion of the course or full stage of a course
4.0  The course fees will be reimbursed when the student shows:
4.1  The actual receipt for the course fees
4.2 Proof of successful completion of the course or full stage of the course

5.0  Where a student fails or withdraws fr:)m?'course or stage of a course or part of a
stage of a course then there will be no reimbursement of fees or book allowance.

6.0  Once a claim is approved payment will be made in the employees next pay as a
non-taxed allowance.

PROCEDURE

1.0 An eligible employee will submit to the timekeeper the appropriate claim form
together with the appropriate accounts and required proof.

20 The timekeeper will accept and endorse the claim form and pass it on to the
Manager to endorse and approve the reimbursement provided the employee is
eligible for the reimbursement.

3.0  The Manager will pass the claim onto the Finance Department.

4.0  The Finance Department will make the reimbursement in the employee’s next pay.
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IMBURSEMENT FOR APPROVED STUDENT - FEES &
BOOK ALLOWANCE

I have successfully completed the course below, under the Company's Approved Student scheme.
Course Title: i

I request reimbursement of my course fee of $

I also request reimbursement of the cost of the following text books which I was required to
purchase for the above course.

Book Title Subject Required for g Cost

-

Total Reimbursement $

Receipts along with proof of requirement for a text and proof of successful completion of
course are attached

Declaration
I ‘ of (address) declare that
these expenses were incurred by me during (dates) for the

purpose of undertaking an approved training course.
Signature | Date

Approval 1: Team Training Rep

Approval 2: Manager

Paid: Payroll Administrator

Tralning Agreement 2000
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APPENDIX 9

Port Kembla Coal Terminal

Management Of Discipline Policy

POLICY

All employees at PKCT will take responsibility to ensure that this agreed
policy, other Company policies, workplace rules and procedures established
to ensure the safe, efficient and smooth operation of the business are
observed and complied with.

PKCT Management shall ensure that all employees are fully aware of and
clearly understand this agreed policy, other Company policies, workplace
rules and procedures.

The guidelines below are designed to ensure a fair and consistent approach
to the managing of this agreed policy, other Company policies, workplace
rules and procedures.

The aim is to recognise and encourage desirable behaviour and to recognise
and discourage undesirable behaviour.

DEFINITIONS
* Employee - all those who work at PKCT

* Management Representative - will be the employee’s Manager and / or
another member of the PKCT Management Team.

GUIDELINES

1. Recognition of Good Performance ;

Good conduct/performance records will be formally recognised. Recognition
can take the form of verbal acknowledgment or written commendations on |
the employee's personal file. |

Improved performance by employees who have been disciplined will also be
recognised. Documents placed on an employee’s file regarding a disciplinary
matter may be removed from the file after a demonstrated period of good
performance.

.-—_-ﬁ::.?. .1.'=~14|- I'.
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2. Maintenance of personal files

As indicated in the procedures below, written records of formal discussions
will be placed on the employee’s personal file. The nominated Manager is
responsible for maintaining the personal files.

3. ccess t mplovee's personal fil

Employees may access their personal file at any stage. The nominated
_Manager can arrange access to a personal file at a time mutually acceptable.

4. Documentation

A copy of any documentation to be placed on an employee's file under this
policy will be made available to the employee on request.

5. Investigation of facts

In deciding the most appropriate corrective action the team and the Team
Coordinator must investigate the incident and treat each on it's merits.
He/she should obtain all of the facts surrounding the incident and then
consider :

* employee's prior conduct/performance fcord
¢ length of service

* period of time since last incident

= past practice

* cause and effect of the incident

* any mitigating circumstances

6. Representation
All parties are entitled to a witness/advocate during disciplinary discussions.
7.  Counselling

As specified in the procedures that follow, employees should be made aware
of the availability of counselling through the Employee Assistance Program.

Provision of effective counselling is the domain of professionally qualified
counsellors and must not be attempted by PKCT personnel.

8. rrective action

In taking corrective action, the following procedures for the handling of poor
work performance or behaviour are to be used as a guide and care should be

sl
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exercised in their application. It may even be appropriate to repeat some of
the steps in particular circumstances.

PROCEDURES

The aim is to recognise and encourage desirable behaviour and to recognise
and discourage undesirable behaviour. Such behaviours include:

VERA misuse

Lack of commitment to Team system

Job completion, not cleaning up after yourself

Refusal to use skills or accept task allocation

Making unfounded accusations within teams and from team to team
Hot seat changes, lack of co-operation

Failure to cross train

Attitude, neglect and abuse of PKCT equipment

Theft, leakage & waste

Non compliance with Policies

Accepting responsibilities (“not my problem, it's management's”)

If non-performance issues such as those listed above eventuate they should
be dealt with as they occur by team member®. However, should they cause
problems too large to be handled by an individual or team, then the Team
Management Committee (TMC) will assist in resolving them. This Committee
is designed to support the Team in addressing non performance issues and
eliminate the need for relying on individual team representatives in the Team
to do this.

This process is a precursor to the mandatory first step of the PKCT Discipline
Policy.

The TMC will consist of, but not be limited to, three of the following, the
team Union Executive member, the Delegates, the Coordinator, and the
timekeeper.

The TMC should ask at the beginning of this process, if a witness/advocate is '
required. The witness/advocate may be a union delegate if the employee so
chooses.

The TMC will have the authority to take disciplinary action if necessary e.g:
adjust timesheets. Two signatures will be required to authorise such action,
one signatory will be the timekeeper, and the second will be either the

delegate or union executive member.
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The TMC's role is to manage and record all issues pertaining to team
performance using the following processes. The process steps in each
instance are to be recorded by the nominated TMC representative in the
Team Diary.

The Team rather than individual team representatives drive the process of
identifying and dealing with non-performance. This is in keeping with the
philosophy that the team, as a whole, is responsible for the performance of
work, and individuals are accountable to the team for their part in the overall
performance

In cases where the team identifies an incident of non-performance, the team
recognises that non-performance could be caused by:

* Lack of awareness by the individual that their performance is sub-

standard.
» Lack of skills.
+ Poor application to the task by the individual. ;

* Inadequate team systems to enable the individual to perform.

The individual is to be given every opportunity to improve his/her
performance by a combination of progressive notifications, warnings, and the
opportunity to access training, counselling and a problem solving approach.

- ‘1‘.

Non performance means, but is not limited to:

* Declining to do a requested job when you have the time and skills (ie:
bludging on your mates)

* Leaving the site without permission or not having filled in the required
documentation. (ie: VERA /leave form)

+ Breaching PKCT Policies (i.e: Alcohol { see Note 2}, EEO policies)

* Not following Operational Procedures (i.e.: Stacker, Reclaimer set up)

* Dangerous Work Practices (i.e.: Isolation, Danger Tags { see Note 1))

» Abuse of Purchasing authority (i.e: Exceeding limits)

Non performance highlighted from within the team

When cases of possible non-performance are identified and are unable to be
resolved at an individual level, the team is to follow the three step process
outlined below (Team Level Process). Serious and deliberate misconduct is to
be dealt with via the Formal Disciplinary Process.

Non-performance identified by people outside the team

The process for dealing with non Performance identified by people outside
the Team (eg: by other Teams, by Customers, by Managers) is as follows:

—
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e Teams, or individuals wishing to provide feedback to other work teams
may do so at the Co-ordinators Meeting.
o For urgent matters this should be raised with the Team’s TMC.

Issues raised by either of the above steps which remain unresolved, shall
be progressed by the three step process outlined below.

TEAM LEVEL PROCESS FOR DEALING WITH NON-PERFORMANCE

Step1 - Team Meeting - Warning

The non performance issue raised either by an individual in the Team
or the whole Team is to be discussed at a team meeting chaired by the
delegate, co-delegate, or union Executive member, as agreed by the
team and attended by the person or persons concerned. The team
determines the cause of the non-performance. If the cause is attributed
to an individual then the person is cautioned to improve to the
prescribed standard. This occurs only after all other avenues have
failed, eg. training, counselling, coaching, system change, etc.

Step 2- Team Management Committee - Warning or
Preliminary Disciplingry Action

At the next occurrence of non-performance, the TMC will meet and

issue an appropriate warning or take other disciplinary action. Eg.
VERA /leave forms being filled in for periods of absence or

non-performance. =

Step 3- Formal Disciplinary Process (i.e. Mandatory First Step)

Further occurrences are dealt with via the Formal Disciplinary
Process. Eg. The individual being placed on a flat 38 hour, Monday to
Friday day work for a fixed period and paid accordingly, or
progressed through the Stand Down Policy.

In the case where the non-performance is caused by an individual being
required to perform tasks at a level of accreditation to which they are
accredited and are unable to perform, an alternative to discipline is required
eg re-training. '

FORMAL DISCIPLINARY PROCESS FOR DEALING WITH NON
PERFORMANCE

1. Mandatory First Step - Informal Discussion
In determining the most appropriate corrective action, management’s
representative shall investigate the incident by conducting discussions, and

Discipline Policy 2000 W e
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shall treat the incident on it's merits. Where this action is being followed, the
employee can involve a witness/advocate if the employee so desires.

Management'’s representative, given all the facts, shall then determine
whether any further action is required and, if so, which of the following
options is most appropriate for the situation.

Option 1 - Formal Discussion

Should there be a disciplinary problem with an employee, management’s
representative shall conduct a formal discussion with the employee.

Management'’s representative should :

* ask at the beginning of the interview, if a witness/advocate is required.
The witness/advocate may be a union delegate if the employee so chooses.

* attempt to discover the real reason for the poor performance or
misconduct.

* explain this agreed policy, the other relevant Company policies, workplace
rules and procedures and what is expected and required of the employee
in complying with the policy/rules/procedures.

x w—f
* clearly define the areas where improvement is required.

* seek the employee’s assurance to take agreed steps to improve his/her
performance or behaviour.

* make the employee aware of the possible consequences should there be no
genuine attempt to improve.

* make the employee aware of the availability of counselling through the
Employee Assistance Program.

* using Attachment A, have the employee sign off acknowledging that the
document is an accurate summary of the discussion, the warning and the .
agreed performance measures. Should the employee refuse to sign, the |
management’s representative should make a note to that effect on the
Attachment. '

On completion of the interview, management’s representative should ensure
that an accurate record of the interview and agreed performance measures is
placed on the employee’s file. A copy of the information should be made

available to the employee. et
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Where the employee has taken the agreed steps to improve and has not
progressed to the next disciplinary option within 6 months, the records
relating to the issue will be removed from the employee's personal file.

Option 2 - First Warning

If the employee has not made a genuine attempt to improve his/her work
performance /behaviour, management’s representative shall have a formal
discussion with the employee.

Management’s representative should :

¢ ask at the beginning of the interview, if a witness/advocate is required.
The witness/advocate may be a union delegate if the employee so chooses.

¢ explain this agreed policy, the other relevant Company policies, workplace
rules and procedures and what is expected and required of the employee
in complying with the policy /rules/procedures. '

¢ clearly define the areas where improvement is required.

» seek the employee’s assurance to take agreed steps to improve his/her
performance or behaviour. -

* make the employee aware of the possible consequences should there be no |
genuine attempt to improve. '

* where appropriate agree a date to review the employee's progress against
the agreed performance measures.

* issue a warning to the employee that, should work performance or
behaviour not improve within an agreed time, further corrective action
may be taken. |

« make the employee aware of the availability of counselling through the |
Employee Assistance Program.

e using Attachment A, have the employee sign off acknowledging that the
document is an accurate summary of the discussion, the warning and the
agreed performance measures. Should the employee refuse to sign, the
management’s representative should make a note to that effect on the
Attachment.

On completion of the interview, management’s representative should ensure
that an accurate record of the interview and agreed performance measures is =
placed on the employee’'s file. A copy of the information should be made _— "'”e a
available to the employee. ?\e%-‘sti;gee‘“e“‘ \ .
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Where the employee has taken the agreed steps to improve and has not
progressed to the next disciplinary option within 12 months, the records
relating to the issue will be removed from the employee's personal file.

Option 3 - Second Warning

If the employee has still not made a genuine attempt to improve his/her
work performance /behaviour, management’s representative should review
the employee’s work history and any previous formal discussion or warning
interviews and then shall have a formal discussion with the employee.

Management’s representative should :

* ask at the beginning of the interview, if a witness/advocate is required.
The witness/advocate may be a union delegate if the employee so chooses.

* once again explain this agreed policy, the other relevant Company
policies, workplace rules and procedures and what is expected and
required of the employee in complying with the policy/rules/ procedures,

* clearly define the areas where improvement is required.

* seek the employee’s assurance to take ?g’i-eed steps to improve his/her
performance or behaviour.

* make the employee aware of the possible consequences should there be no
genuine attempt to improve.,

* where appropriate, agree a date to review the employee’s progress against
the agreed performance measures.

* issue a second warning to the employee that, should work performance or
behaviour not improve within an agreed time, further corrective action
may be taken.

* make the employee aware of the availability of counselling through the
Employee Assistance Program.

* using Attachment A, have the employee sign off acknowledging that the
document is an accurate summary of the discussion, the warning and the
agreed performance measures. Should the employee refuse to sign, the
management’s representative should make a note to that effect on the
Attachment.

= \
On completion of the interview, management’s representative slm@,@&ﬁﬁ;qe;ea er )

that an accurate record of the interview and agreed performance [fieasie®is Bgieeﬁ\
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on the employee’s file. A copy of the information should be made available to
the employee.

Where the employee has taken the agreed steps to improve and has not
progressed to the next disciplinary option within 18 months, the records
relating to the issue will be removed from the employee's personal file..

Option 4 - Final Warning

If there is continued poor performance through the employee making no
genuine attempt to improve the team and the Team Coordinator shall
arrange for the employee to be interviewed by the Manager /General

Manager.

When the Manager conducts the interview, where ever possible every
endeavour will be made to involve the relevant parties involved in previous
related disciplinary discussions.

The Manager after reviewing the employee's work history and any previous
formal discussions or warning interviews should conduct the discussion.

¢ ask at the beginning of the interview, if a witness/advocate is required.
The witness/advocate may be a union delegate if the employee so chooses.
Epl s
* once again, explain this agreed policy, the other relevant Company
policies, workplace rules and procedures and what is expected and
required of the employee in complying with the policy/rules/procedures.

o clearly define the areas where improvement is required.

» seek the employee’s assurance to take agreed steps to improve his/her
performance or behaviour.

* make it clear that continuation of the unsatisfactory work performance or
behaviour will result in serious disciplinary action.

* where appropriate, agree a date to review the employee's progress against
the agreed performance measures.

¢ issue a final warning to the employee that should work performance or
behaviour not improve within an agreed time, further corrective action
may be taken. (See Attachment B)

* make the employee aware of the availability of counselling through the A
Employee Assistance Program. -
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e using Attachment A, have the employee sign off acknowledging that the
document is an accurate summary of the discussion, the warning and the
agreed performance measures. Should the employee refuse to sign, the
management's representative should make a note to that effect on the
Attachment.

On completion of the interview, management’s representative should ensure
that an accurate record of the interview, the final warning and agreed
performance measures is placed on the employee’s file. A copy of the
information should be made available to the employee. The Manager should
also advise the employee’s union delegateof the final warning.

Where the employee has taken the agreed steps to improve and has not
progressed to the next disciplinary option within 24 months, the employee
may then put a case to management to have the records relating to the issue
removed from the employee's personal file. The employee may obtain the
assistance of an advocate if he/she so chooses.

Consideration will be given to the employee's case and if ai)proved by
management, the subject records will be removed from the employee's
personal file.

Option 5 - Stand Down/Dismissal

S
If there is continued poor performance through the employee making no
genuine attempt to improve or there has been an incident of serious
misconduct eg. stealing, repeated refusal to carry out reasonable instructions,
endangering the safety of employees ( see Note 1), physical assault on fellow
employees, falsifying time sheets or doctors certificates, consuming alcohol or
drugs at work or attending work under the influence of either (see Note 2),
insubordination, vandalism or abuse, the employee shall be interviewed by

the Manager/General Manager.

(Note 1 Any deliberations relating to Safety Breaches are to be made in line
with the agreed PKCT Safety Manual)

(Note 2 Any deliberations relating to the use of drugs and alcohol or
attending work under the influence need to be made in line with the agreed
PKCT Drug and Alcohol Policy)

In these serious situations where all other disciplinary processes have been
exhausted or are not appropriate the Stand Down Clause from the Port
Kembla Coal Terminal Award shall be followed. The Clause is repeated from A
the award below. ~
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STAND DOWN CLAUSE

Subject to the provisions of this clause, the Company shall have
the right to stand down an employee for refusal of duty,
malingering, inefficiency, neglect of duty or wilful misconduct
on the part of the employee and to deduct payment for any day,
or portion of a day during which the employee is so stood
down. (Refer to the Management of Discipline Policy)

The only Company officers authorised to stand employees
down or aside shall be the General Manager or relevant
Manager in conjunction with the relevant work Team
representatives.

Where an Employee has been Stood Aside for any length of
time, an adequate investigation of the alleged offence shall be
carried out as soon as practicable by the General Manager or
his/her nominee, and any resultant determination shall include
reasons. The investigation Team shall comprise relevant
management, Team or Site Chion representatives.

The Employee shall be given every opportunity to state his/her
position and may be represented by a Union lodge officer,
senior delegate or advocate of their choice as appropriate.

The president of the lodge of the Union or senior delegate of the
Union or his/her nominee shall be entitled to attend any
investigation of the circumstances of the alleged offence.

During the period of being Stood Aside and during the
investigation, the Employee shall continue to be paid as per
his/her normal roster.

Where the determination of the investigation results in
dismissal of an Employee who has been Stood Aside, payment
made in (vi) above may be deducted from any final settlement.

Where the determination of the investigation does not result in
dismissal and does not result in the exoneration of the
Employee who has been Stood Aside, PKCT may deduct

payment made in (vi) above from future wages of that V

Employee.




Page 12 of 20

(ix) The determination of the investigation of an Employee who is
Stood Aside may result in the Employee being Stood Down
without pay for a specified period of time as a result of his/her
misconduct.

(X} Where the determination of the investigation results in the
exoneration of the Employee, that Employee shall resume duty
according to the roster and without any loss of entitlements.

(xi) Inall cases, PKCT will where ever possible conduct the
appropriate investigation and make a determination prior to the
commencement of the Employee’s next normal working shift.

(xii) Where the outcome of the investigation results in a
determination to award a penalty against the Employee, (as
outlined in (vii), (viii) or (ix) above), the affected parties will be
afforded the opportunity to make representations in the form of
an appeal to the BDG. Should the Parties be dissatisfied with
the outcome of the appeal he/she may take action outlined in
(xiii) below.

(xiii) Any dispute over the provisions of this clause or its application
will be progressed in accordance with Clause 23 - Dispute
Settlement Procedure. For thg purposes of this Stand Down
Clause the status quo referred to in the Dispute Settlement
Procedure shall be the determination made by PKCT as a result
of the investigation under this clause 13
(i.e. dismissal, Stand Down or return to work).

Where this clause results in the termination of the employee the following
documentation should be made available to the employee :

o Written confirmation of the términation must be provided at the time the
termination takes place. See Attached C for an example.

o A certificate of employment, detailing only date/period of service and
nature of work performed during that period. (Provided on request)

» Written reason(s) for termination. See Attachment D for an example.
(Provided on request)

Where the employee has taken the agreed steps to improve and has not
progressed to the next disciplinary option within 5 years, the employee may
then put a case to management o have the records relating to the stand

. . e
down issue removed from the employee's personal file. The employee may "
obtain the assistance of an advocate if he/she so chooses. s 166. o8
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Consideration will be given to the employee’s case and if approved by
management, the subject records will be removed from the employee's
personal file,
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Attachment “A”
PORT KEMBLA COAL TERMINAL
REPORT OF DISCIPLINARY INCIDENT
Date :
Name of interviewer :
Name of employee being interviewed :
Name of employee’s witness:
Name of Company witness :

1. Qutline of the situation

Discipline Policy 2000




2. Description of interview

3. Outline counselling or warnings given.

Discipline Policy 2000
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Attachment “A”

4. Outline any explanations/commitments/undertakings given.

5. Outline agreed follow-up action(s).

Discipline Policy 2000
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1l

Attachment “A”
6. Employees comments.

~--

This document is signed by the parties to acknowledge that it contains an

accurate summary of disciplinary discussion and that both parties agree with
the improvement actions.

Signature of interviewer

Signature of employee

Signature of witness(es)

Date

Discipline Policy 2000
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Attachment ‘B’
PORT KEMBLA COAL TERMINAL
FINAL WARNING

Employee's Name :

This is advise that this is your final warning. This warning is given with
regard to:

Previous disciplinary action taken with regard to this issue include :

Repetition or failure to improve may résult¥n your dismissal for :

Improvements required :
Employee's Signature :
Manager Issuing Warning :
Name Signature
Witness(es) :
Name Signature
Name Signature
A
= II"'.
. _;:-TF.'--.-. . ..\_1"'|. )
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Attachment ‘C’
PORT KEMBLA COAL TERMINAL

WRITTEN ADVICE OF TERMINATION

(Example only)
1st March 2000
Mr J Citizen
10 Smith Street
JONESVILLE
Dear Mr Citizen, ‘=

TERMINATION OF EMPLOYMENT - SERIOUS MISCONDUCT

This is to confirm that your employment with this Company has been
terminated, without notice, as from 2.00pm on 1st March, 2000, due to serious
misconduct.

Yours faithfully,

A Browne
Manager

Discipline Policy 2000
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Attachment ‘D’

PORT KEMBLA COAL TERMINAL

REASONS FOR TERMINATION ADVICE
(Example only)

1st March 2000

Mr J Citizen
10 Smith Street
JONESVILLE

Dear Mr Citizen,
REASON FOR TERMINATION

This letter is in response to your request of 1st March, 2000, following the
termination of your employment with this Company on that same day.

It was reported that at 3.30pm on Monday, 28 February, 2000 you were found
leaving the Company's premises with five (5) electric power tools belonging
to the Company in your carry bag.

Having investigated the facts and circumstances of this incident, including an
interview with yourself at which time you were given the opportunity to
explain your actions, the Company was of the view that you were attempting
to unlawfully remove the power tools.

As such actions constitute serious misconduct, your employment was
terminated without notice as of 1st March, 2000.

Yours faithfully,

A Browne

Manager
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