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1 PREAMBLE

Ningana Enterprise Inc. is a non-profit organisation partially funded by the Department of
Family and Community Services. The aim of the organisation is to give people with a
disability, the opportunity to live and work in a community that respects and accepts them as
individuals and equals. A purpose of the organisation is to:

o Provide support to people with a disability in a manner that recognises and promotes
their value as individuals;
Provide opportunities for career advancement and skills development;
Provide long term supported ' employment and support for disabled people with
moderate/high support needs; and

o Provide quality products and services to our customers;

In addition to providing employment in accordance with community expectations, Ningana
Enterprise Inc. also provides the following support at a higher level than would be usual in an
organisation which did not have a similar purpose:

vocationally-related training

work experience

assistance with progression to open employment; and
an integrated range of support services.

* ¢ & @

The primary relationship that exists between “Ningana Enterprise Inc.” and its employees
with a disability extends beyond that which is generally expected in an employer-employee
relationship.

It is further acknowledged this primary relationship will have a direct impact on the
operational costs of the service, the terms and conditions of employment and wage rates
contained in this agreement and paid to employees.

The Agreement has been developed with a view to achieving the mission of the organisation,
which is;

“To provide quality supported employment and training for people who have a disability”
and to increase employment options for people with disabilities.
Through ongoing training and support people with disabilities will be given the opportunity to

work and therefore contribute to the community, increase their self-esteem and to exercise
choice in their way of life.
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This agreement through its training and support content, promotes community acceptance and

recognition of the rights of employees and focuses on the abilities of employees not
disabilities.
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2 TITLE

This agreement shall be known as the "Ningana Enterprise Inc. (Supported Employees)
Workplace Agreement 2001"

3 APPLICATION OF THE AWARDS

This agreement shall operate and be read so as to operate in conjunction with the Australian
Liquor Hospitality & Miscellaneous Workers Union Supported Employment {Business
Enterprises Award 1993, or any award made in succession thereof, and to the extent that the
provisions of the award as amended from time to time are inconsistent with the provisions of
this agreement, the provisions of this agreement shall apply to the extent of any
inconsistencies. :

v

The following clauses of the award are excluded from the provisions of this agreement;

» Clause 32 — Trade Union Training Leave

» Clause 42 — Right of Entry

» Clause 43 — Shop Steward, and

¥ Clause 44 — Preference

The rights of employees and employee organisations are dealt with and contained in the New
South Wales Industrial Relations Act 1996, and will be adhered to by Ningana Enterprise Inc.
4 ARRANGEMENT

This agreement is arranged as follows:

PART 1 PURPOSE

Registered
1.1  Intention Enterprise Agreement
1.2 Communication
13- Duress Industrial Registrar

14 Incidence
1.5 Date and Period Operation
1.6 No Extra Claims

PART 2 TERMS AND CONDITIONS OF EMPLOYMENT

2.1  Terms of Engagement

2.2  Engagement
22.1 Full-Time Employees
2.2.2 Part-Time Employees
2.2.3 Casual Employees
22.4 Seasonal Employees

2.3  Probationary Period
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24  Termination of Employment

2.5  Abandonment of Employment

2.6  Summary Dismissal

2.7  Managing Challenging Behaviour
28  Introduction to Change

2.9  Performance of Work

PART 3 DEFINITIONS, SKILL DEVELOPMENT, EDUCATION AND TRAINING

3.1  Levels Structure (Classifications)
3.1.1 Skills Matrix and Job Models
3.1.2 Skills Assessment

32  Skills Development
32.1 Training ol
322 Study Leave
3.2.3 Training Subsidy
3.2.4 Career Path Planning
3.2.5 Progression to Higher Level
3.2.6 Adjustment to Lower Level
3.2.7 Performance Review

PART 4 WAGES, ALLOWANCES AND DEFINITION

41 Remuneration

42  Performance Based Wages for People with a Disability (Level 7, Wage
Structure)

43  Cost of Living Increases

44  Meal Allowance |

45  Payment of Wages

PART 3 HOURS OF WORK

51 Ordinary Hours of Work
52  Spread of Hours

53 Overtime
5.3.1 Monday to Saturday ] -
532 Sundays | Registered
5.3.3 Holidays | Enterprise Agreement
53.4 Time Off in Lieu of Overtime '

54  Meal Breaks | Industrial Registrar

55  Overtime Meal Breaks _

56  Rest Pause ( Morning Tea) =
57  Inclement/Hot Weather

58  Altemate Duties

59  Changes to ‘Hours of Work’
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PART 6
6.1

6.2
6.3

6.4
6.5
6.6

6.7
6.8

PART 7

7.1

7.2

7.3
74

PART 8
8.1
8.2
83
84
8.5

PART 9
21

PART 10

SCHEDULE “A™ - Wage Rates

LEAVE

Sick Leave

Carers Leave
Annual Leave
6.3.1 Entitlement
6.3.2 Annual Holiday Loading

6.3.3 Annual or General Shut Down Periods
Long Service Leave

Bereavement Leave

Public Holidays

6.6.1 Absent Without Leave

Parental Leave

Leave Without Pay -

!

ORGANISATION POLICY AND PROCEDURES

Avoidance of Disputes and Grievance Procedure
7.1.1 Procedure Principles

7.1.2 Disputes and Grievance Resolution Procedure
Disciplinary Policy and Procedures

7.2.1 Definitions

7.2.2 Unsatisfactory Work Performance or Conduct
7.2.3 Serious Misconduct

Organisation Policy and Code of Conduct

Workers Committees

OCCUPATIONAL HEALTH AND SAFETY
Work Practices

Protective Clothing and Safety Equipment
Workers Compensation

First Aid

Use of Tools

MISCELLANEQUS

Superannuation S .

SIGNATORIES TO AGREEMENT
A eement ‘ i
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SCHEDULE “B” - Skills Matrix and Job Models

SCHEDULE “C” - Skills Assessment
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PART 1 - PURPOSE

1.1 Intention

This which has been developed through a process of consultation and reflects a

commitment to developing a multi-skilled work force and achieving a flexible and

more competitive enterprise.

The intention is to create an environment, which will encourage and support a highly

skilled and committed work force where participation and development of employee’s

skills will be a priority for the betterment of the individual and the business.

Work will be organised to maximise the flexibility of the work force while enabling

employees to work to the limits of their skills and capabilities. There will be no

artificial barriers preventing employees from performing tasks in which they have

been trained.

The agreement aims to further the objectives of Ningana Enterprise Inc., which are to:

(a) Provide training and access to employment for persons with a disability with
emphasis on encouraging employees with a disability to move into open
employment if they so choose.

In doing so “Ningana Enterprises Inc.” will endeavour to .....

(i) work co-operatively with the community, agencies and government in
developing and implementing planning, strategies, management and
project based activity.

(iiy enhance the quality of employment of all its employees. ’

(b)  In this agreement these aims will be strengthened by.....

() developing a team approach to all activity which will enable any
employee to perform where required any task for which that employee is
suitably trained.

(ii) developing a workplace culture, characterised by structures, in which
quality management responsibilities are shared by all employees and in
which multi-skilling and continuous skills development, together with the
sharing of broad common goals among employees and management, are
features of the workplace.

(iii) developing structures and procedures which reflect the principles of
employee consultation and participation by employees in decision
making processes.
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1.2

13

1.4

L5

Communication

Ningana Enterprise Inc. will endeavor to provide employees with information in
accessible formats to support them in making informed decisions in regard to their
employment and the consequences of their decisions.

Information will be dispersed through the use of any combination of the following;

(a) Meetings

(b) Management reports

(c) Newsletters, posters, notice boards, display and audio/visual material

(d) Literature including pictorial format

(e) Plain English written and verbal material

Employees will be able td” access support as required including the choice to have
advocate support to make informed decisions and choices.

Training opportunities for employees will be sought to facilitate independence in
making decisions and choices.

Ningana Enterprise Inc. will schedule Individual Program Plan (IPP) meetings to
address employee(s) needs. The meeting will be convened in accordance with
organisation policy and procedure as determined from time to time.

Duress

The parties agree that this agreement was not entered into under duress and is in the
interest of the parties bound. Special arrangements have been made to ensure all
people with disabilities have been adequately consulted and informed as to the content
of the agreement and the implications the terms and conditions contained in the
agreement will have on their employment.

Incidence

This agreement, shall be binding upon....

Ningana Enterprise Inc. (hereafter referred to as ("the Organisation") of 1 Kooyoo
Street, GRIFFITH, NSW 2680 in respect of employees covered by this agreement and
employed at locations for which the organisation has a facility to operate; and

The employees of Ningana Enterprise Inc. (hereafter referred to as (“the employees™)

engaged in the classifications specified in Clause 3.1 Levels Structure (Classifications)
of this agreement.

=1

Date and Period of Operation l!_ Registereci
||I Enterprise Agreement
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This agreement shall operate for a period of two years from the date of certification.
1.6 No Extra Claims

No extra claims, including wage or allowance increases, shall be granted or claimed,
other than those contained or provided herein for the duration of this agreement.

- : 1
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PART 2 - TERMS AND CONDITIONS OF EMPLOYMENT
2.1  Terms of Engagement

[ndividual Program Plans will be completed with all employees. The Plans will be
reviewed annually in accordance with the organisations Policy.

Upon engagement the organisation shall provide each new employee (and/or their
parent, guardian or advocate) with an “Employee Handbook™ encompassing a “Job
Contract” which shall specify the following information:

(D accountabilities, functions and responsibilities
frequency and type of employee appraisal
terms and conditions of service including the provisions of this agreement.
L

(i)  summary of the duties of the position, including a signed statement that the
employee acknowledges and understands the provisions of the terms of
engagement and will carry out other duties as required by the organisation.

(ii"}  summary of requirements, if any, for the position which have been specified by
the funding authority.

(iv) commencement date and completion of the employee's contract of
employment, if appropriate
s employee's regular hours of work
s employee's classification (Level) Registered
o employee's rate of pay. Enterprise Agreement

(v)  summary of the employee's training obligations. Industrial Registrar

(vi}  information about the Workplace Agreement.
Time will be made available for the employee with an advocate if requested or
required to read the agreement prior to commencement. The employees
parent/guardian or advocate will be requested to assist those employees unable
to understand its content.

(vii)  any other information including the organisation’s Policy and Procedures.

2.2 Engagement
22.1 Full-Time Employees

Employee not specifically engaged as part-time, casual or seasonal employees,
engagement shall be a full-time employee.

|4 November 2001 Page 9
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22.2 Part-Time Employees

A part-time employee shall mean a person who works a specified number of regular
days and hours being less than the number of days or hours worked by permanent
employees. A part time employee shall be paid a pro-rata proportion of the full time
weekly rate applying to the classification and shall be entitled to all the benefits and
conditions enjoyed by full-time employees on a pro-rata basis.

A part-time employees regular days and hours may be altered by the organisation
provided the said employee has been given reasonable notice in writing of the
organisation’s intention to change such hours.

Pro-rata benefits and conditions shall be calculated fom week to week based on the

number of hours worked in the said week.
v

2.2.3 Casual Employees

Casual employees shall mean an employee who is paid as such and engaged by the
hour.

A casual employee shall be paid a minimum of two (2) hours at the appropriate rate
for each engagement.

A casual employee, in addition to the hourly rate calculated in accordance with this
agreement applying to the employees classification, shall be paid twenty per cent
(20%) inclusive of the annual leave entitlement, pursuant to the New South Wales
Annual Holidays Act 1944.

22.4 Seasonal Employees -

A seasonal employee, shall mean a person engaged specifically to provide additional
labour, during periods of identified operational needs.

A seasonal employee, may be engaged on either a permanent or part-time basis, but
must be for a“specific term. The employee will be advised in writing of the start and
completion dates of the engagement.

23  Probationary Period
A probationary period of three months will apply to all new employees with the
employee(s) being advised of their performance standard during that period.
24  Termination of Employment
In order to terminate the employment of an employee the organisation shall give to the
employee the following notice:
Hpg‘mh‘rr-d
14 November 2001 Page 10 Enterprise Agreement
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2.5

2.6

2.7

i ey

Period of Continuous Service Period of Notice
Not more than 1 year One week

More than | year but not more than 3 years Two weeks
More than 3 years but not more than 5 years Three weeks
More than 5 years Four weeks

The period of notice is increased by one week if the employee is over 45 years of age

and has completed at least 2 years continuous service with the organisation.

The notice of termination required to be given by an employee shall be the same as
that required of the organisation, except that there shall be no additional notice based

on the age of the employee concerned.
-

By mutual arrangement between the parties, employees after having been given or
have given notice, may leave their employment before the expiration of the notice
period and receive wages up to the last day worked.

The organisation at the discretion of the organisation may pay wages in lieu of the
notice period in which case the employee would not be required to work during the
notice period.

Abandonment of Employment

An employee who is absent from work for five (5) consecutive working days or more
without the consent of the organisation and who has not made contact with the
organisation or their supervisor shall be deemed to have abandoned their employment
and shall be terminated and paid entitlements up to and including the last day worked.

Summary Dismissal

Notwithstanding the provisions of subclauses 2.3 and 2.4, the organisation shall have
the right to dismiss any employee without notice for serious misconduct which
Justifies instant dismissal, (see clause 7.2 Disciplinary Policy and Procedures), in
which case the employee shall be paid up to the time of dismissal only.

Managing Challenging Behaviour

Where a situation warrants dismissal or severe discipline of a supported employee
{employee with a disability), an option of the Organisation, subject to investigation is
to suspend the supported employee from duty without pay.

Such suspension shall be regarded as appropriate for the protection of the individual,
the safety of other persons or the protection of the commercial trading reputation of the
Organisation.

s |
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Every effort shall be made to ensure the supported employee concerned understands
the reason for the suspension. A program of support and training will be offered on the
return to work of the employee. Any suspension will be seen as a constructive and
positive step towards the resolution of the problem.

The period of suspension shall be determined by the Organisation in consultation with
the employee and/or their guardian/parents or advocate.

2.8  Introduction to change

Duty to Notify

(a)

(b

Where the organisation has made a definite decision in accordance with this
agreement to introduce major changes in production, programme, organisation,
structure or technolbgy that are likely to have significant effects on employees,
the organisation shall notify the employees who may be affected by the
proposed changes.

"Significant effects” includes termination of employment, major changes in the
composition, operation or size of the Organisation’s workforce or in the skills
required, the elimination or diminution of job opportunities, promotion
opportunities or job tenure, the alteration of the number of hours to be worked,
the need for retraining or transfer of employees permanently to other work
locations and the restructuring of jobs.

Duty to Discuss Change

(a)

(b)

(©

The organisation shall discuss with the employees affected, inter alia, the
introduction of the changes referred to above, the effects the changes are likely
to have on employees and measure to avert or mitigate the adverse effects of
such changes on employees, and shall give prompt consideration to matters
raised by the employees in relation to the changes.

The discussion shall commence as early as practicable after a definite decision
has béen made by the organisation to make the changes referred to in this
clause.

For the purpose of such discussion, the organisation shall provide to the
employees concerned all relevant information about the changes, including the
nature of the changes proposed, the expected eifects of the changes on
employees and any other matters likely to affect employees, provided that the
organisation shall not be required to disclose confidential information the
disclosure of which would adversely affect the organisation.

Registered

Enterprise Agreement

Industrial Registrar
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1.9 Periormance of Work

Employees will perform all reasonable work within their skill and competence,
including work, which may be peripheral and or incidental to their main task or
function. Further, it is agreed that there will be no demarcations other than those

arising from individual levels of skill, competence and training.

14 November 2001 Page 13
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PART 3 - DEFINITIONS, SKILL DEVELOPMENT, EDUCATION AND TRAINING

31

32

Levels Structure (Classifications)

The level structure (classifications) contained in this agreement are those contained in
the attachment SCHEDULE “B” “Skills Matrix/Job Models ™.

3.1.1 Skills Matrix/Job Models

The required skills (competencies) of employees covered by this agreement are those
contained in the attachment SCHEDULE "B” “Skills Matrix/Job Models”

The Job Models have been developed through consultation and an assessment process
with employees, and reflect all tasks to be undertaken within the organisation. Each
Job Model has been assesséd relevant to the skills required and placed within the pay
Level Structure contained in SCHEDULE”A”.

Each Job Model has specific identified skills (competencies) which an employee must
have before they are eligible to be appointed to the Job Model level and paid as such.

It is acknowledged and agreed that the “Job Models” document may be varied from
time to time by the organisation to meet changes in operational requirements or the
introduction of new or altered processes or tasks.

3.1.2 Skills Assessment
All employees will be assessed against the competencies contained in SCHEDULE
“B” Skills Matrix/Job Models of the agreement. The assessment system and process

will be accordance with the procedures contained in SCHEDULE “C” Skills
Assessment.

Skills Development

The parties to this agreement are committed to providing for a more flexible working
arrangement, -improving the quality of working life, enhancing skills and job
satisfaction, and assisting positively in employee development. The commitment is to:

{a) Developing a more highly skilled and flexible workforce;

(b) Providing employees with career opportunities through appropriate paid training
to acquire additional skills;

(¢} Removing barriers to the utilisation of skills acquired;
(d) Assist in the training of new employees and the training of existing employees to

enable them to gain the skills necessary to carry out their assigned tasks and to
progress through the levels structure.

14 November 2001 Page 14 i
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Every employee, will be given the opportunity to undertake training, subject to the
requirements to maintain productivity levels, the ability of the employee to be trained,
the skills needed within the organisation and the financial constraints of the
organisation - and further the requirements of the Disability Service Standards.

The organisation will endeavour, to provide employees with career opportunities
linked to their ability to obtain and maintain the required levels of skill (competence)
in line with the Job Models. Training and assessment programs, will be structured to
meet all current legislative and National Training Framework requirements,

3.2.1 Training
Training is a feature of skills development, and where it is determined by the
organisation that training is required it shall be so arranged to be included as part of an

employee's normal working hours.

All employees of the organisation shall have a basic knowledge and/or shall undertake
training in the following:

General Induction

Registered

Mission, Policies and Procedures Enterprise Agreement
Organisational Structure

Conditions of Employment
Rights and Responsibilities
Site Orientation and [ntroduction to Supervisors and Fellow Workers

it ';'.E'gistrar

> * > > 0

Occupational Health and Safety Induction

¢ OH&S Policy and OH&S Plan
OH&S Procedures and Safety Rules
OH&S Committee

Rights and Responsibilities

Site and Hazard Orientation

* &+ > &

A mechanism for identifying employee development and education needs will be
developed. The mechanism will consider such issues as employee appraisals,
objectives of the organisation, expectations of the employees and quality assurance.

Employees will be provided with the opportunity to attend on-the-job training, in-
service education, and continuing education programs, which are appropriate to their
ability and work.

32.2 Study Leave
Where the organisation determines that an employee shall undertake additional

training the employee shall undertake such training. Provided, the training is
undertaken during ordinary working hours the employee shall not suffer any loss of

t4 November 2001 Page 15
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pay. The organisation shall endeavor to schedule training programs during ordinary
working hours, however, if such training is conducted outside normal working hours
the employee shall be paid at ordinary time rates while attending such training course.

All other non-organisation approved training undertaken outside ordinary working
hours will be without pay.

3.2.3 Training Subsidy

Any cost associated with standard fees for prescribed courses and prescribed textbooks
incurred in connection with the undertaking of a organisation approved training course
shall be reimbursed by the organisation upon production of evidence of such
expenditure. Provided that reimbursement shall be on an annual basis subject to the
presentation of reports of satisfactory progress. A limit of one hundred dollars ($100)
per year will apply to textbBoks but may be varied by approval of the organisation.

32.4 Career Path Planning

A career path structure will be made available to all employees of the organisation. It
will be based on SCHEDULE “B” Skills Matrix/Job Models and through the
identification of competencies held by an employee and required by the organisation.
Structured processes using a range of methods and strategies will be used to record
and assess current skills (competence) and to provide training to meet the performance
goals of individuals that have been developed in line with the current needs of the”
organisation.

Through the development of educational strategies career progress will be linked to
skill development exercises, in-house on the job training and/or off-site training with
training providers.

-

3.2.5 Progression to Higher Level

It is agreed that the introduction of a levels structure encourages employees to obtain
additional skills to progress to a higher level.

An employee must have obtained the requisite skills nominated within the “Job
Models™ at their current level and at a higher level before advancing to that higher
level.

Progression through the levels structure is dependant upon the capability of the
employee and the needs of the organisation to fill a position at a higher level.

3.2.6 Adjustment to Lower Level

It is understood that some employees may be assessed during a performance review to
have lost or not maintained skills required at their current level. In this situation the
organisation may adjust the employee to a lower level more comparable to the
employee’s current skill, ability and productivity. Any decision to adjust an employee

14 November 2001 Page 16
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to a lower level shall be determined by the organisation in consultation with the
employee and/or their parent guardian or advocate.

3.2.7 Performance Review

A review of an employee's performance shall be undertaken in accordance with the
organisation’s policy and the requirements of the Department of Family and
Community Services. Additional reviews may be conducted on a needs basis.

 Registered
Enterprise Agreement

Industrial Registrar
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PART 4 - WAGES AND ALLOWANCES

4.1

4.2

Remuneration

The minimum rates of pay for employees covered by this agreement are those
contained in the attachment SCHEDULE “A” Competency Based Wage System. The
rates of pay recognise and compensate the flexible arrangement within the workforce
in relation to the way employees utilise the skills they posses.

Assessment of employees from the current classification structure to the agreement
levels structure shall be conducted in accordance with the procedures contained in
SCHEDULE “C” Skills Assessment. Assessment shall be undertaken by the
organisation and/or an independent assessor (with the appropriate workplace assessor
qualification} _
L

Saving clause shall apply to current rates of pay so that no current employee shall
receive less than they would receive prior to the approval of the agreement.

All employees will be subject to skills assessment within the first twelve months of
this Agreement.

Employees who are determined to have skills commensurate with a higher level than
that at which they are presently being paid, will be progressed to that higher level,
subject to an approved position being vacant, on completion of the assessment.

Employees who are determined to have skills at a level below that at which they are
being paid, will be offered suitable training to increase their skills. Employees who are
unable to improve their level of skill in the first twelve (12) month of this Agreement
will be subject to Clause 3.2.6 of this Agreement.

Performance Based Wages for People with a Disability (Level 7, Wage Structure)

Both the organisation and employees agree the ability to utilise skills possessed to a
higher level -of performance and productivity are fundamental to increases in
remuneration.

The organisation also recognises the work performance of individual employees with a
disability and the commitment of individual employees to increase performance,
productivity and their level of skill.

To this extent Level 7 contained in SCHEDULE “A” Competency Based Wage
System provides a mechanism for individual employees to achieve increases in
remuneration based on the performance at a higher level of skill.

Employees who have progressed to Level 6, of the Wage Structure and/or are
recognised by the organisation to be performing at a higher level of skill will be
assessed by the organisation in accordance with SCHEDULE “C” Skills Assessment.

14 November 2001 Page 18
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The assessment will assess the level of skill, performance and productivity of the
employee against a predetermined criteria. Such criteria shall include but is not limited
to;

Leadership Skills

Overall Work Performance
Productivity (Output)
Formal Qualifications
Level of Skill Obtained
Adaptability

Initiative

Behavioural Competencies

Following assessment, a wage rate will be determined by the organisation within the
wage range contained in Level 7.

43  Cost of Living Increases
The organisation recognises the need for employees to benefit from improvements in
the economic climate and to catch up with the cost of living.
To this extent the organisation agrees to increase the minimum rates of pay contained
in SCHEDULE “A” by an amount pro rata to, and in accordance with any State Wage.
Case decision as determined and granted by the New South Wales Industrial Relations
Commission from time to time.
44  Meal Allowance
An employee, required to work overtime for more than two (2) hours after his/her
ordinary ceasing time and who has not been notified on the immediately preceding
working day that he or she would be required to work such overtime, shall be paid an
allowance as set out in "SCHEDULE A” Meal Allowance of this agreement.
Provided that where the Organisation provides a suitable meal for the employees, no
allowance shall be payable.
4.5 Payment of Wages
Wages shall be paid fortnightly into a Financial Institution bank account of the
employee’s choice subject to the limitations of the organisations payroll and
accounting systems.
Upon termination of employment, wages due to an employee shall be paid to the
employee no later than the next normal pay cycle,
The organisation may deduct from armounts due to an employee such amounts as are
authorised in writing by the said employee.
14 November 2001 Page 19
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PART 5 - HOURS OF WORK

5.1

5.2

53

The organisation will promote the concept of flexible work arrangement to meet the
personal needs and family responsibility of employees. The provisions of this clause
are designed to provide employees and the organisation with options to make flexible
time & benefit to both parties.

The hours, and days worked by employees shall be determined by the organisation and
shall take into consideration the operational needs of the organisation and the special
needs and family responsibilities of particular employee(s). The hours and days of
work determined by the organisation may be changed by mutual agreement between
the organisation and the majority of employee(s) concerned.

Ordinary Hours of Work -

The ordinary hours of work for employees covered by this agreement, excluding meal
breaks shall be an average of thirty-eight (38) hours per week, over a four week cycle
with no more than eight (8) hours worked on any one day.

The days and hours worked and the starting and finishing times will be set by the
organisation taking into consideration the travel and family commitments of the
employees and conveyed (0 each employee on commencement. The employee(s)
starting and finishing times may be altered by the organisation at the discretion of the
organisation but only following consultation with the employee(s) concerned.

Spread of Hours

The ordinary hours of work prescribed in this agreement may be worked on any of all
of the days Monday to Friday between the hours of 6am and 6pm except for meal-
breaks which will be taken by mutual agreement between the organisation and the
majority of the employees concerned.

If it is deemed necessary for an employee to work ordinary hours outside the spread of
hours, the employeg shall be paid a fifteen percent (15%) loading on all ordinary hours
worked outside the spread of hours

Overtime

From time to time the organisation may require an employee to work a reasonable
amount of overtime. The amount of overtime worked may vary according to work-
loads and organisation needs. The working of overtime shall be mutually agreed
between the parties.

In the computation of overtime each day shall stand-alone. For the purposes of this
clause a day shall mean "from the commencement of one ordinary shift to the
commencement of the next ordinary shift".
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54

5.5

5.3.1 Monday to Saturday

For all work done outside ordinary hours the rate of pay shall be time and one half for
the first two hours and double time thereafter. Such double time shall continue until
the completion of the overtime work.

5.3.2 Sundays

For all work done outside ordinary hours the rate of pay shall be double time. Such
double time shall continue until the completion of the overtime work.

53.3 Holidays

All time worked on public hotidays shall be paid as overtime at the rate of double time
and one half with a minimum payment of four hours. Such payment shall be in
substitution for and not cumulative upon provisions of Clause 6.7 Public Holidays of
this agreement.

5.3.4 Time off in lieu of Overtime

With the approval of the organisation, all employees may accumulate overtime hours
worked (at single time) to be taken off in liev of ordinary hours worked.

An employee who has accrued overtime and wishes to take time off in lieu must do so
at a time convenient to the organisation, the employee concerned and following
approval of the Chief Executive Officer or a delegated officer.

The organisation may direct an employee at any time to take time these accumulated
hours. -

Overtime may be accrued up to a maximum of twenty (20) hours. Time ofT in lieu
must be taken within eight weeks of the overtime being worked.

[f an employee has not taken time off in lieu within the eight week period he/she shall
be paid, the overtime so worked at the appropriate overtime rates.

Meal Breaks

An unpaid meal break of not less than sixty (60) minutes will be taken according to the
dictates of work requirements, but no greater than five (5) hours after the normal
starting time of an employee. The length of time taken for a meal break may be varied
by mutual agreement between the majority of employees and the organisation.

Overtime Meal Breaks
An employee required to work overtime for more than two (2) hours after or before the

employees ordinary ceasing or starting time shall be allowed a paid meal break of
twenty (20} minutes at single time. A further twenty (20) minutes meal break at single
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5.6

5.7

5.8

5.9

time shall be taken if the employee works more than six hours overtime. The
Organisation may require an employee to work during meal breaks to monitor the
process in the employees control in which case the employee shall be paid at the rate
of time and one half for the period of the break.

Rest Pause ( Morning Tea)

A thirty minute sustenance break without loss of pay will be provided at a time agreed
between the organisation and the employees taking into consideration the work
requirements.

Inclement/Hot Weather

An employee unable to work due to inclement’hot weather may be required by the
organisation to take Annual Leave, Special Leave (Without Pay) if the employee
cannot be gainfully employed during the period of inclement/hot weather.
Inclement/Hot weather is defined as temperatures exceeding 38 degrees Celsius or
prohibits safe work occurring.

Alterpate Duties

Where, due to Seasonal or other demand patterns, an employee cannot be gainfully
employed within their normal work site/team, an employee may be required to work’
temporarily within any other Section of the Organisation on duties commensurate with
the employees skills and competencies. The employee will not be financially
disadvantaged by this redeployment.

Changes to “Hours of Work’

The hours of work and the way in which work is scheduled may be changed by mutual
agreement between an individual employee or a group of employees during the life of
this agreement. Such agreement shall be in writing.
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PART 6 - LEAVE

6.1 Sick Leave
Employees shall be entitled to eight (8) days sick leave during the first year and ten
(10) day in subsequent years on full pay. Such entitlement shall be due on the
anniversary of the employee(s) commencement date.
The payment of sick leave shall be subject to the production of a medical certificate or
other evidence satisfactory to the organisation (which may include a statutory
declaration) following:
(a)  where an apparent pattem of absenteeism has been observed; or
(b)  two (2) days absencEs on any occasion; or
(c)  one (1) day before or after a public holiday.
Employees shall inform the organisation where practicable before 9.00am on the day
of the absence of such inability to attend for duty and as far as practicable state the
nature of the illness and or injury and the estimated duration of absence.
Where the employee does not notify the organisation of the employee's inability to
attend for duty in accordance with this clause the said employee will not be entitled to
payment for the first day of such absence
Any portion of sick leave entitlement not taken in any one year shall be cumulative
from year to year.
The payment for any absence on sick leave in accordance with this clause duriné the
first three (3) months of employment of an employee may be withheld by the
organisation until the employee completes such three (3) months of employment at
which time the payment shall be made,
6.2 Carers Leave
Upon application by an employee leave may be granted for the care of ill or injured
immediate family members.
An immediate family member is identified as follows.. ...
(a) a spouse of the employee
(b)  ade facto spouse who in relation to a person is a person of the opposite sex to
the first mentioned person who lives with the first mentioned person as the
husband or wife of that person on a bona fide domestic basis though not legally
married to that person
14 November 2001 Page 23
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(c) a child or an adult child (including an adopted child, a step child, a foster child
or an ex-nuptial child} parent (including a foster parent and legal guardian),
grandparent, grandchild or sibling of the employee or spouse or de facto spouse
of the employee

(d)  asame sex partner who lives with the employee as the de facto partner of that
employee on a bona fide domestic basis

(e) a relative of the employee who is a member of the same household; where for
the purposes of this paragraph

§)] ‘Relative’ means a person related by blood, marriage or affinity

(i)  'Affinity’ means a relationship that one spouse because of marriage has
to look after’relatives of the other

(iii) 'Household' means a family group living in the same domestic
dwelling.

Leave granted in accordance to this clause shall be paid under the conditions of Sick
Leave. (see Clause 6.1 Sick Leave).

63  Annual Leave
6.3.1 Entitlement
See Annual Holidays Act, 1944,
Except where altered to grant additional leave privileges the Annual Holidays_Act,
1944 as amended, shall apply in all respects.
6.3.2 Annual Holiday Loading
During the period of annual leave, an employee shall be entitled and receive a loading
of 17.5 per cent, calculated on the weekly ordinary rate of pay for the employee, Leave
loading, will be payable on all annual leave due, but not on pro-rata annual leave.
If an employees service is terminated by the organisation the said employee shall be
entitied to payment of Annual Leave Loading on all leave entitlements including pro-
rata leave provided the employee has completed at least six (6 ) months continuous
service with the organisation.
No Annual Holiday Loading payment will be payable for pro-rata annual leave if the
employee is terminated pursuant to Clause 2.6 Summary Dismissal of this agreement
or resigns from the organisation.
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6.3.3 Annual or General Shut Down Periods

6.4

6.5

6.6

Where the organisation determines that due to commercial circumstances there is a
need to close or stand down employees, employees may use their Annual Leave
entitlement or take special leave without pay during the closure or standing down
periods. The orgamisation will nomally close over the Christmas and New Year
period

Long Service Leave

Long Service Leave shall be in accordance with the New South Wales “Long Service
Leave Act, 1385 as amended.

/955 ]
An application for Long S&rvice Leave shall be for a minimum period of four weeks
unless the employee has less than four weeks entitlement whereas the full entitlement
must be taken.

Bereavement Leave
An employee shall on the death of a spouse, parent, child, step-child, brother, sister,

grandparent, grandchild or parent-in-law, be entitled to leave up to and including the
day of the funeral. Such leave shall be without deduction of pay, for a period not

- rm

exceeding the number of hours worked by the employee in three (3) ordinary day’s”

work.

Reasonable proof of such death shall be furnished by the employee to the organisation.

Public Holidays

Public Holidays shall be those gazetted as a public holiday throughout the State of
New South Wales. These holidays include: New Year's Day, Australia Day, Labour
Day, Good Friday, Easter Saturday, Easter Monday, Anzac Day, Queen's Birthday,
Christmas Day, Boxing Day and one additional day in substitution of the Union picnic
day. .

All permanent employees will be granted such holidays without deduction of pay.

6.6.1 Absent Without Leave

An employee absent without notifying the Organisation on the day before or the day
after any public holiday shall forfeit wages for the day of the absence as well as for the
public holiday. Provided that an employee absent either before or after a group of
holidays, shall forfeit wages for only one (1) public holiday as well as the period of
absence

Where the organisation is satisfied that the employee's absence was caused through
illness or other acceptable reason(s), wages shall not be forfeited for the holiday.
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Where an employee, is required to work on a public holiday and is absent without a
reasonable excuse or without consent of the organisation the employee shall not be
entitled to payment for the public holiday.

6.7 Parental Leave

Parental leave will be in accordance with Chapter 2, Part 4, Division |, Parental
Leave, of the New South Wales Industrial Relations Act 1996
6.8  Leave Without Pay

Special leave for 2 limited period and without pay may be granted by the organisation
upon application by an employee. Such leave shall be at the discretion of the
organisation. ,

v
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PART 7 — ORGANISATION POLICY AND PROCEDURES

7.1 Avoidance of Disputes and Grievance Procedure

To ensure the orderly conduct of and speedy resolution of disagreements, disputes,

grievances or occupational health and safety concerns the following Resolution

Procedure shall apply.

The object of the procedure is to promote the resolution of issues and disagreements

through consultation, co-operation and discussion between employees (or employee

representative) and their respective supervisors.

This procedure is based upon the recognition and development of the relationship

between supervisors and their.employees.

v

7.1.1 Procedure Principles

The procedure is designed to resolve any disagreement, dispute or occupational health

and safety concerns in a fair manner and is based upon the following principles.

(a) Commitment by the parties to observe procedure. This should be facilitated by
the earliest possible advice by one party to the other of any issue or concern
which may give rise to a disagreement or dispute.

(b)  Throughout all stages of this procedure all relevant facts shall be clearly
identified and recorded where necessary.

{c) Realistic ttme limits shall allow for the completion of the various stages of the
discussions. _

(d)  Emphasis shall be placed on an in-house settlement of issues brought about
through consultation. However, if in-house consultation and negotiation is
exhausted without resolution of the disagreement or dispute the parties shail
jointly or individually refer the matter to the Australian Industrial Relations
Comnrission for assistance in resolving the dispute.

(e) To achieve the peaceful resolution of issues the parties shall be committed to
avoid stoppages of work, lockouts, or any other bans or limitations on the
performance of work whilst the procedure of consultation, negotiation,
conciliation and arbitration is being followed.

7.1.2 Dispute or Grievance Resolution Procedure

Stage one

The employee with the issue or concern will discuss the matter with the employee's

immediate supervisor & if the employee desires, an advocate may be present.
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The supervisor will set aside time to hear the issue of concern in a private discussion
with the employee, the employee's representative and/or a third party observer, and
after consideration (48 hours maximum) provide a comprehensive answer to the
employee. The issue or concern and the answer provided by the supervisor shall be
recorded.

Stage two

[n the event of the employee not being satisfied with the answer provided, he/she will
advise their supervisor who will arrange & meeting with the Chief Executive Officer
and/or Workers Committee (same procedure as Stage one paragraph 2). All relevant
facts shall be clearly recorded.

Stage three _
L

If no negotiated settlement can be achieved and the process is exhausted without the
dispute being resofved the parties shall jointly or individually refer the matter to the
Australian Industrial Relations Commission for assistance in resolving the dispute. At
any meeting convened by the Commission the parties will use their best endeavours to
resolve the matter by conciliation. If the matter cannot be settled by conciliation the
parties agree to have the matter arbitrated.

7.2 Disciplinary Policy and Procedures

The objective of the disciplinary policy and procedures is to ensure that all matters
relating to employees work performance and conduct are dealt with promptly,
investigated thoroughly, considered reasonably and handled fairly and consistently and
to encourage and improve employee work performance and conduct.

7.2.1 Definitions

Unsatisfactory work performance is the failure to perform the requirements of a
position at an acceptable standard or level of competence. Examples of unsatisfactory
work performance may include unsafe work practices, excessive absenteeism or
lateness, low productivity or inefficiency, negligence or uncooperative behaviour.

Unsatisfactory conduct is failure to observe the organisation’s policies and procedures
and code of conduct.

Serious Misconduct is a situation, which justifies instant dismissal. For example, the
organisation regards the following actions as constituting serious misconduct:
falsifying the organisation records, dishonesty, fighting, drunkenness, being under the
influence of or in possession of alcohol or illegal drugs at work, theft of the
organisation’s property and wilful refusal of duty.

7.1.2 Unsatisfactory Work Performance or Conduct Registered
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In relation to instances of unsatisfactory work performance or conduct the following
procedure will be followed:

Step 1: Counselling/Verbal Warning

This is an opportunity to bring the performance or conduct which is unacceptable to
the attention of the employee concerned, to establish the reasons for the unacceptable
behaviour and to establish whether the organisation can provide any assistance to the
employee to avoid it occurring in further instances.

During the initial counselling session the counsellor in the presence of a third party
observer should:

(a) Discuss the unacceptaple performance or conduct identified with the employee
and outline the standard of work performance or conduct which is required.

{b)  Give the employee an opportunity to respond to the allegations made and
provide an explanation. (If the explanation given is justifiable, no further
disciplinary action should be taken.)

(c)  Agree on a specific action to be taken to remedy the situation and set a date for
Teview.,

(d) Wam the employee that failure to improve will result in further disciplinary
action being taken.

The counselling/disciplinary interview record should be completed and kept on
the employee's file.

Step 2: First Written Warning -

If by the review date established in the initial counselling session the employee's work
performance or conduct has not improved a second interview should be arranged
which may lead to a first written warning being issued.

During the second counselling session the counsellor in the presence of a third party
observer should:

(a) Restate the unsatisfactory work performance or conduct identified.

(b) Restate the agreed corrective actions identified at the previous session
including establishing a date for review.

(c) Give the employee an opportunity to defend him/herself against the allegations
made (again, if the explanation is satisfactory, no further disciplinary action
should be taken),

(d) [f the employee's explanation is not acceptable indicate to the employee that
he/she is to be issued with a first written warning.
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(e) Agree on specific action to be taken to remedy the problem and set a date for
review.

(f) Warn the employee that failure to improve will result in further disciplinary
action betng taken, which could ultimately lead to dismissal.

The counselling/disciplinary interview record should be completed and kept on the
employee's file. Once the written warning is completed and authorised by the Chief
Executive Officer it should be signed by all parties {including witnesses). The
employee should be issued a copy in the presence of 2 witness and informed that it
will be entered on his/her record.

Step 3: Final Written Warning

If by the review date estabfished in the second interview session the employee's work
performance or conduct has still not improved another interview should be arranged
which may lead to & final written warning being issued.

During the third counselling session the counsellor in the presence of a third party
observer should:

(a) Again restate the unsatisfactory work performance or conduct identified and
refer to previous interview sessions including the agreed comrective actions and
review date set.

(b) Give the employee an opportunity to defend him/herself against the allegations
made. (Again, if the explanation is satisfactory, no further disciplinary action
should be taken.)

(c) If the employee's explanation is not acceptable, indicate to the employe;. that
he/she is to be issued a final written wamning.

(d) Agree on specific action to be taken to remedy the problem and set a date for
review. :

(e) Warn the employee that failure to improve will result in dismissal.

The counselling/disciplinary interview record should be completed and kept on the
employee's file. Once the final written waming is completed and authorised by the
Chief Executive Officer it should be signed by all parties (including witnesses). The
employee should be issued a copy in the presence of a witness and informed that it
will be recorded on his/her record.

Step 4: Termination

If the employee's performance does not improve to an acceptable standard or there is a
repeated occurrence of the unacceptable conduct identified a further interview should
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be arranged, subject to the approval of the Chief Executive Officer, which will result
in the dismissal of the employee.

The interviewer should:
(@)  Advise the employee of the reason for the dismissal.

(b)  Discuss the employee's employment history, including records of prior
counselling sessions and or warnings.

(c}  Ensure the employee has had an adequate opportunity to defend him/herself.

The employee must be provided with written advice of the termination of his/her
employment with the organigation and the effective time and date. If the employee
requests that the reason “for termination is given in writing or a certificate of
employment identifying the period of employment and duties performed, such
documentation should be provided. At all times the employee may have an advocate of
their choice present.

72.3 Serious Misconduct

As soon as an instance of serious misconduct comes to the attention of the Executive
Chief Executive Officer, the following procedure will be followed:

Step 1

Investigate fully all circumstances surrounding the alleged misconduct. This must
include interviewing witnesses and reviewing the employee's employment record.
Record all information received.

Step 2

If the investigations appear to substantiate the allegations interview the employee(s)
concerned with a witness and employee advocate if requested present. Ensure the
employee is given clear details of the allegations and given the opportunity to explain
or defend him/herself with the assistance of another person, if requested.

Step 3

[f the employee's defence or explanation can not be substantiated or is not acceptable
and the serious misconduct substantiated by witnesses justifies termination the
termination must be communicated to the employee at the time of the termination.
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73

7.4

Termination for serious misconduct does not require notice or compensation in lieu of
notice. Termination without notice must not be proceeded with unless authorised by
the Chief Executive Officer.

Step 4

If requested, the employee should also receive a certificate of employment detailing
their period of service and nature of duties performed and a written reason for
termination.

Organisation Policy and Code of Conduct

Employess covered by this agreement agree to conform and abide by the organisations
policies, procedures, directions and Code of Conduct as issued and amended from time
to time. -

Workers Committees

Consultation and participation are essential to improved workplace relations. The
employees shall be fully informed and have input into decision making and

appropriate consultative mechanisms shall be established within the organisation.

It is the express intention of the parties to this agreement to maintain effective

consultation on matters of mutual interest and concern. It is intended to provide -

orderly procedures for the examination and negotiation of matters relating to training,
productivity, technological change, Occupational Health and Safety and any other
matter as determined appropriate.

To this extent the organisation if requested may establish the following consultative
committees;

. Workers Committee

Made up of supported employees who are elected representatives of supported
employees from each section of the organisation.

e  Occupational Health & Safety Committee

Made up of both supported and supervisory employees who are elected representatives
of all employees of the organisation and management representatives and in
accordance with the Occupational Health and Safety Act.

The recommendations made by the committees may assist management in the decision
making process.
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PART 8 - OCCUPATIONAL HEALTH AND SAFETY

8.1

8.2

83

8.4

Work Practices

The parties to this agreement agree to recognise the importance of safe working
practices. To maintain a safe place of work and to encourage continued improvement
in safe systems of work, policy and procedures will be established by the organisation
through consultation with employees for the health and safety at work of all employees
and visitors.

It is agreed that all employees use and care for any equipment provided for health and
safety purposes. This includes personnel protective clothing, hearing protection, and
eye protection, where required.

Employees agree to assist the organisation to ensure that increased effort is made to
improve the understanding and awareness of safety issues.

Protective Clothing and Safety Equipment

The organisation shall provide, free of charge to employees, protective clothing and
safety equipment in work situations where such provisions may be required under the
Occupational Health and Safety Act or associated regulations or organisational policy.

All protective clothing and safety equipment issued shall remain the property of the
organisation and shall be returned where required on termination of employment.

Employees engaged in carrying out work for which protective clothing and/or safety
equipment is required shall be obliged to wear or use such equipment supplied.

Employees must wear closed footwear when working in all employ-ment
environments.

Worker's Compensation

Workers' compensation shall be in accordance with the New South Wales "Workplace
Injury Management and Compensation Act, 2000,

First Aid

The organisation shall provide and maintain a suitable first aid kit in accordance with
the Occupational Health and Safety (First Aid) Regulations 1989, which shall be
available to employees and — where practicable — a qualified first aid person for each
work location shall be available to empioyees.
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8.5  Useof Tools

Employees required to use hand/power tools or equipment must only use such tools
and/or equipment under direct supervision unless the said employee has received
direct instruction from his’her supervisor that they may use the tooKs) without
supervision. The supervisor when making the direction must ensure that the
employee(s) have been appropriately trained and are competent to use the tools and
equipment.
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PART 9 - MISCELLANEOUS
9.1  Superannuation

The subject of Superannuation is dealt with extensively by legislation including the
Superannuation Guaraniee (Administration Act 1992, the Superannuation Guarantee Charge
Act 1992, the Superannuation Industry Supervision Act 1993, and the Superannuation
Resolution of Complaints Act 1993,

The organisation shall provide a superannuation contribution on behalf of each employee as
required by the relevant legislation.

Contributions shall be paid into each employee's account of an eligible fund nominated by the
organisation.
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PART 10 - SIGNATORIES TO AGREEMENT

SIGNED FOR AND ON BEHALF OF

Ningana Enterprise Inc.: /
Signature: _,..-"'5"” i j\i"'_
[
Print name and position held : ,4‘?? A ped L - ,f" Y
Signature: > f’c;m @ e L
Print name and position held : fona b - Chief Frec e
Qe

Dated this IOt dayof Nouember. 2001.

SIGNED FOR AND ON BEHALF OF

The supported employees of Ningana Enterprise In&:

Signature: Qm@(

-

Print name and position held : .ﬂgmfﬂ ~|::,J H‘[”r' E,m !jflﬂ-c?i e 1N p
Signature: | Jodrn GRAAA Y
Print name and position held : j O H N G‘I R A H A M

EWPoUeelre P

Dated this 3om.day of Noueyioe— | 2001.
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The Competency Based Wage System in this agreement is designed to remunerate employees in a
fair and equitable manner and is based on the acquisition of, and the use of competencies (skills) to
a standard of performance linked to output {productivity).

The purpose is to provide an equitable method of reward for all employees and particularly those
employees with intellectual disabilities who have medium to high levels of disability and who
require medium to high levels of support and close to medium levels of supervision.

The system recognises individual achievements and facilitates opportunities for progression to
higher wage levels through the development and acquisition of, tasks competencies, work associated
competencies and output competencies (productivity).

A competency based wage system does not provide as a general rule a mechanism for determining
the output {productivity) of an employee or a group of employees. The concept of competency
standard assessment establishes the skill (knowledge) and the ability of an employee to undertake
particular tasks. The wage assessment model contained in this agreement provides a mechanism for
determining wages based on both competency and productivity.

There are three distinct areas of work performance and assessment (see Schedule “C” for
assessment process) within the competency based system, and remunerated according to
predetermined wage levels and agreed assessment criteria. They are:

I. Task Competencies — Specific skills undertaken, to directly complete a job.

2. Work Associated Competencies — General vocational skills (referred to as “CORE
SKILLS”) necessary to maintain successful employment. These skills for people with a
disability include punctuality, working consistently and team work. The need for work
associated competencies is a determining factor of a supported employee’s wages. It is also 2
key factor for employees with a disability to have a mix of social, work behavior and vocational
skills to successfully-proceed to open and/or self-employment opportunities.

3. Output Competencies (Productivity) — For people with a disability these are generally
measured against levels of outputs generated by peers undertaking similar tasks, opposed to the
more traditional measures of productivity for people without a disability, which are measured
against pre-determined outputs established by management. Output Competencies include task
related competencies at specific, measurable levels of output.

The competencies required by an employee to complete a task at the required level of output are
contained in SCHEDULE “B” Job Models/Skills Matrix.

For people with a disability the percentage of Award wages contained in the table below represents

measurement of the performance of those employees with the skills at the respective levels, against
the productivity set by the Organisation and able to be achieved by an employee without a disability.
The Competency Based Wage System is the basis for the provision of minimum rates of pay as
determined by a comparison of individual competencies against SCHEDULE “B” Skills

I4 November 20011
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Matrix/Job Models, and the first stage of a three-step wages continuum towards open and/or self
employment. The three stages are:

[ —— i
|| !
i

Registered |
|} Enterprise Agreamar: !

» Competency Based Wages
e Supported Wages (Working with host employers)
e Award Wages (Open and/or self employment) f

FREU ey o
-l Ll A SELETS I'

This enables effective goals for all participants to be set in conjunction..with the-Individial
Performance Plan (IPP) process and facilitates clear career paths available and identifies training
deficiencies for all employees.

SUPPORTED EMPLOYEE’S WAGE STRUCTURE

The minimum wage rates contained in the table below refer to the wage rates for a week
comprising thirty-eight (38) hours wotk. Employees who work less than thirty eight hours per
“week will be paid on a pro-rata basis. The Agreement Award Weekly Rate is calculated as
follows: (Award Grade Weekly Rate x productivity percentage = Agreement Award Weekly
Rate)

Award % of Agreement
Wage Skill Level Weekly Award Weekly Rate
Level Competencies Required Rate Rate $

Entry Level. | ® Refer to SCHEDULE “B”
1 Skills Matrix/Job Models. 413.40 10 %% $41.34

[ntroductory (New Starter or

High Support Needs)

¢ Empioyee has very limited
skill levels.

¢ The employee is unable to
obtain any measurable
productivity.

e  Undertaking training to
gain general vocational
skills

= Assessment to measure
ability to move to Level 2
One on one supervision

+ Refer to SCHEDULE “B”
2 Skills Matrix/Job Models. 413.40 15% $62.01

= Refer to SCHEDULE “B”
3 Skills Mairix/Job Models 413.40 20% $82.68

s Refer to SCHEDULE “B”
4 Skills Matrix/Job Models. 413.40 25%, $103.35

» Refer to SCHEDULE “B~
Skills Matrix/Job Models, 413.40 35%, $144.69

whn

6 e Reler to SCHEDULE “B” 1
| Skills Matrix/Job Models 413.40 | 45% $186.03

14 Novemnber 2001 |
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7 « PERFORMANCE BASED
WAGES

413.40

10.5% TO
100%

$41.34 to
$413.40

Percentage of Award Wage refers to the Grade One contained in the Australian Liquor,
Hospitality & Miscellaneous Workers Union Supported Employment (Business Enterprises)

Award 1993,
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SCHEDULE “B”
SKILLE MATRIX AND JOB MODELS
WORK CORE SKILLS GARDEN MAINTENANCE
GROUP (NEETA)
Unit of Competency Task KPI Unit of Competency TASK KPI
CORE | Spesk & M=
LR 1] mASHC 3 Cowenunicase needy & = Refer 1o
COMMUNICATION feedingy SCHEDULE *TIK» ~ N 1.1 PROVIDE PLANTED
LEVEL1 | COR12WORKFLACE CORELL Work under ¥ AREA CARE NL.I.1, Weed planted ares,
COMMUNICATION Aperyis, ey Performence 2.Us¢ hand tools.
Specific | COE L WORK O 2 Axk fior help when nesded Indicators (KIT)
Tostroction | OPERATIVELY WITH DR Ciet o wilhy otiver for mll KPI's u1 all levels.
OTHERS witrkir
LR LA MAINTATN CORLA 1 Undersnd persomal 2
Direct PERSOMNAL HEALTH & liemtile & hygrene reguiremenis
Supervislon | HVGIENE ofithe job

COHELS STAVING ON THE
JOu

COM 1.6 MAKING CHOICES
AT WORK

COR 1T PARTICPATE IN A
TEAM

COR LY TAKE
MESPONSIRILITY FOR OWN
WORK

COR LS CONTINUTE TO

O & 51N THE
WORKPFLACE

COR_LAE IMPLEMENT
EMERGENCY PROCEDUIES
COJLLLL HANDLE
MATERIALS MANUALLY
COM 112 MEET INDUSTRY
REGUIREMENTS

L Minlmmin perscmal health &
Iy et

1. Maintin persral well-heing.
COMLE | Korw whal ik ol
in 2 Sy oo usk.

OO S, 1 Adeke hese choito
CORLT, | Weark in aisam

3 Participale in ieam mestings

3. Participmie i iratning.
CORLLA | Know whai
regpangibalicie ane.

X Take responsibibily for oot
work
OO, | Mlaintain g clann, mis
wikplace

I Follow personal sadisy mile

3 Undernitond & Edlow the
micty males of ihe workplace.

o Mecognise & repo dasgers.
COR A0, 0 Apply emergency
prectdarr
COR L) Prepme il finnilling
il

3 Wt lmndle matemb
COREIL] Agree wiili
rpiityrnent cundition

X.hee warkplaoe
IEHER Tl
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WORK IRONING WINERY WORK /COLLATING
GROUP
Unit of Competency Task KPI Unit of Competency TASK KPI
IMP1.1.1.Carry out imning. L1 HANTLE INFFERENT W11 . Unpsck wine holiies
Ilg 1.1 [RON SIMPLE 2.Hang/sort ircning. 5TFZE WINE DOTTLES 2 .Stack wine boitles
LEVEL1 ITEMS
O |l COLLATE COLLLI Carry wiif collating.
High )
Dependency COL 1.3 FOLING COL1.2,1 Carryaut fliling
lon]
support OOl 1) ENVELDI NG COLI1.1, Carry gt =nvelege
undertaking stuffing.
Work
Expericate
%
WORK IRONING WINERY WORK / COLLATING
GROUP
| Regiztespg
] 1 ! ._._...Hﬁ_h_.m._.. .__.__,...“1_... vt ..
o f
Ingustria) Registra: : e
1211001 D
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WORK CORE SKILLS GARDEN MAINTENANCE
GROUP (NEETA)

Unit of Competency Task KP1 Unit of Competency TASK KPI

COW 2] FROVIDE CUSTOMER | CORL.Y1 Orest cusiomers
SEMVICE 1 Assizt cissmamery N 2.1 PROVIDE TURF N2l

LEVEL? | LM 2.3 BASHC FIRST AlD CORLY L Clrry tut basic A miil CARE 1. Perform gee-smurt checks
COR LY FLAN DALY WDRE CORLE L et work soifine 2. Mo gramsed snens
HOUTINES 2 Chrganie veork maierigls & eqidpmst. 3 Edpe granseel sseme
COE 24 HAMDLE MATERILALS ¥ Fespond (o probleims as they srise 4. Cliry up wenrks ke
USING EQHITPAMENT COVLA, 1. Lise buniding cquipment o
MR 1.5 BASIC WOHREFLACE iy malerinls
NUMERACY COENE.S | M couniisg
COR 18 BASIT WOHNEPLACE CORLE N Lierscy reised b workgiste
LITENACY pnCice %
L0 2.7 CONTHIBUTE TO 2 Recognise words. N1 USE HAZARDOUS
QUALITY CONTROL OO, | Coaerduile 1 qualiny somral, SUBSTANCES SAFELY ML Handle hasarbous sulstancs
COR LA MAINTAIN THEWGRE | OORLE. | sintais cless & effcsun 2 S b aaifens sulistinoes.
ENVIRONMENT workpince 1. Tramsper imrandous sshemees.
Loddnpi sl working prastize 4 Lisg lupnrdcess subsimness
1 Ldee dsaraf niviils, mrasthiniery & F.AC in W0 energency vinesion witha
Exjilipame, hamrdons siibuinnce

4 Mhimtiin sirociures & summnidings

WORK CORE SKILLS GARDEN MAINTENANCE
GROUP NEETA

Registered
Enterprise Agreement
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SCHEDULE “B”
SKILLS MATRIX AND JOB MODELS
WORK IRONING WINERY WORK /COLLATING
GROUP
Unit of Competency Task KPI1 Unit of Competency TASK KPI

IMP 2.1 TRON ALL ITEMS
REGLINED

IMPL L] Corry ounl eoming.
2 Hang'wiri ipnming.

WL Humlle cariun
2 Smck pallm

W20 HANDLE WINE CANTONS

LCuleiilnte conl of W2 HANIYLE WINE BOTTLES | WL Prepare wine bomles fix
g ires ol
4 Wrige cumomer COL LI COLLATING 4 T mrry gl winery joh
IMP 2.2 CUSTOMER imvbee. OO0 ] Carry mut calinieg
LEVEL2 SEMYICE L 33 FOLDING
inPL. COLE L Carry onn falding
Direct I Ml jiivean'recemis COL LY ENVELOFING
Sapervision 3 pimidle mooey, OO LA Carry oanl omviglopaing.
COL14 ADDRESS ENVELOPES
COLELA L Curry o skiress
enwelnpes
Registered
Enterprise Agreement
\\\\l ey
Industrial Registrar
12111/01 Regis 4
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SCHEDULE “B”

SKILLS MATRIX AND JOB MODELS

WORK CORE SKILLS GARDEN MAINTENANCE
GROUP
Unlt of Competency Task KP1 Unit of Competency TASK KPI
COMRAE 1. Wk out whiin the problen is. 3.1 | Cedlecr prupagation material
COH L1 BASIC FROBLEM 2 Wk vl thee bt iy of N1 UNDERTAKE PROPAGATION 3 Mrujmgase plents,
BOLYING fining tfe prubiem. ACTIVITIES MLAZ T Prepase 10 use air ool
LEVEL3 | COH LI FOLLOW AN 3 Fla e prioblem N 3.2 USE AR TOOLS 3 ke wir fooh,
ESTANLSHED SCHEDULE COMLZ. | Fimd ol schedule N3 USE POWER TOOLS 1, ddzininin irsals
COHR 1] USE 0'WHN WORKSFACE 1 Fallear schediile, N34 PLANT TREES & SHIU®S . | MLE L Prepase 10 Use power dooky
COR 1L WORKPLACE COMNAI. | Propare workipace. N 3,5 S0WFLANT MATERIAL 1 U peweer vooli

COMMUNICATHIN
LS FUALITY CONTROL COMAA | Write cusinmer dockerinvoice
COHL L CLEANTNG TASKS I Hoceive & e em vt
LW LT TEAM SKILLS Mg

1 Mead sienple werinen [nsrusiien.
COHIS | Know stamdard of gaaliny

Tequiel

Oy i checks
CORLS I Prepane fr ﬂrﬂ.:.._._-.

2.Camy mill chemming.
COR3, 7.1 Helps alker snployoce

2 Mairenin workspace. N 3.6 POT-0N FLANTS

J Muintsin poower ol
W34 Prepiare & plasiting s
J Excavatea pluming hode.
1 Pvepaie iroey & shniba o plasiiing.
4 Flani tees & shruba, provading after

Eare
3.5 1 Frezmre grivwing nslin
3 Sabery e prupase jilnin material
3 bnsrri plamis o grenwng e
A1 Prepins growmg modis
1 Feeom planis
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NINGANA ENTERPRISE INC. (SUPPORTED EMPLOYEES)
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SCHEDULE "C" '
SKILLS ASSESSMENT

All employees will be assessed against the competencies (skills) contained in SCHEDULE
“B» Skills Matrix / Job Models of the agreement. The assessment will be conducted during
the first three months of the term of the agreement. Prior to the assessment be conducted each
employee will be placed onto the most appropriate transitional level pending the outcome of
the assessment. The employee(s) transitional level will be established taking into consideration
the employees current skills and wage, against the skills and wage levels contained in the

agreement.

Assessment in a Competency-Based System

¥

Assessment in a competency-based ';zystem is the assessment of a person’s competency (skill)
against prescribed standards of performance. The key concepts are competency and
assessmeni. Both competency and assessment have the standard meanings as those described
by the National Training Board.

Definition of Competency

Competency comprises the specification of knowledge and skill and the application of that
knowledge and skill to the standard of performance required in employment. The concept of
competency includes all aspects of work performance. This includes:

Performance at an acceptable level of technical skill;

Performance to an acceptable level of output (productivity); -
Organising one's tasks; 7
Responding and reacting appropriately when things go wrong; -~ - 5% o
Fulfilling a role in the scheme of things at work; and i
Transfer of skills and knowledge to new situations. s . TS

Definition of Assessment Nl g

Assessment is the process of collecting evidence and making judgement on the extent and
nature of progress towards the performance requirements set out in a standard or learning
outcome. Assessment in a competency-based system is the process determining whether a
employee meets the prescribed standard of performance, i.e. whether they demonstrate the
competency level required at each level within the competency structure, (Skills Martrix/Job
Models) Schedule “B”.

Evidence
Evidence comprises a wide range of measurable aspects of performance. These include:

e Measurements of products made or services delivered;
e Observations of processes carried out;

TFNovemper 2001
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e Measurement of knowledge and understanding; and
e Observation of attitudes demonstrated.

Evidence can be collected in many ways. Some evidence may be obtained through physical
measurement of product, (productivity).

Evidence can be:
e Direct;
e Indirect or alternative; or
e Supplementary.

Direct evidence is observation of the actual performance of an employes carrying out normal
work tasks.

!

'
‘Indirect or alternative evidence of performance is used in situations where the assessment of
the performance of an employee carrying out actual workplace tasks either is not possible or is
undesirable. E.g. Special projects simulation, and proficiency tests.

Supplementary evidence of performance may be necessary to check that an employee can
perform competently in various environments, unusual circumstances or in situations that only
occur rarely and are difficult to simulate.

A combination of direct, indirect and supplementary forms of evidence will be used when
making an assessment.

Judgement

Judgement is the process of comparing sufficient evidence of an employees achievemnents with
the required performance critennia and making a decision as to whether the necessary
competence has been demonstrated or not.

Judgements should be kept as objective as possible by detailing the type and form of the
evidence to be used, the criteria to be applied and the rules by which decisions will be made.
However, all assessment is inevitably dependent upon a degree of informed subjective
judgement.

The Purpose of Assessment and of Assessment Systems

Assessment is “the process of collecting evidence and making judgements on the nature and
extent of progress towards the performance requirements set out in a standard, or a learning
outcome, and, at the appropriate point, making the judgement as to whether competency has
been achieved™.

The assessment will be conducted to:
Q Assist and support an employee’s gaining of competency in the workplace by monitoring

the quality of his’her work performance and his’her rate of progress towards the
achievement of the competency standard.

% MovCmber Z001
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o Enable supervisors and training personnel to identify what skills or individual or a number’
of employees working in a related area holds competencies. This process will assist to
identifying the education and training needs of an employee or group of employees with the
objective of avoiding unnecessary training,

o Determine whether an employee has achieved a particular unit of competency, or set of
competencies, for the purpose of:

» Confirmation of quality and level of performance.
> Formal recognition of the employee’s skills.
» Placement within the Agreement Levels Structure (Skills Matrix/Job Model), Schedule

I‘B”. ,
» Readiness for progression to*a higher level.

The Assessment System

The Organisation assessment system will be consistent with the following distinctive stages
within the assessment process:

1. Determine the benchmarks against which assessment decisions will be made ( refer Skills
Marrix/Job Models),

2. Gather evidence in relation to the established benchmarks,
3. Make the assessment decision,
4. Record the results,

5. If relevant, issue the appropriate certification when the benchmark requirements have been
met.

A qualified internal or external “Workplace Assessor” will conduct all assessments.

The Role and Responsibility of Assessors

The primary role of the assessor is to judge the available evidence against the pre-determined
standards. Assessors must, therefore, have knowledge of the areas in which they are assessing
and the judgmental role may be combined with the collection of evidence. The assessor is

required to:

e Interpret the criteria;

e Use expertise to make judgements; || Registered

!| Enterprise Agreement
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=% NINGANA ENTERPRISE INC. (SUPPORTED EMPLOYEES)
WORKPLACE AGREEMENT 2001

¢ Ensure that evidence of competency is sufficient. \

Assessors should be aware of the importance for assessments being unbiased, fair and flexible.

Assessor Competency Standards

Competency Unit Competency Element
Plan assessment o Identify assessment context.
Establish evidence required.
Select and explain the assessment
procedure.
Carry out Assessment v e Gather evidence.

e Make the Assessment decision.
Provide feedback during assessment.

Record assessment results and review the ¢ Record assessment results.
procedure. s Provide feedback to employee being I
assessed. |

¢ Review the procedure.

Employee(s) may, appeal a decision of the Workplace Assessor regarding the assessment or
the assessment process. Such appeal shall be in accordance with Clause 7.1 Avoidance of
Disputes Procedure of the agreement.

[ NovemBer ZU0T




. NINGANA ENTERPRISES INC.
SCHEDULE BK

COMPETENCY UNITS ~ KEY PERFORMANCE INDICATORS (KP1)

i
LEVEL ONE \

COR L1 BASIC COMMUNICATION
1. Speak & listen ~ Look at person mlking to you.
Listen to person talking 1o you
Speek with a clear voice.
Stand at a comfortable distance from the other person when talking.
Interrupt appropriately.
Answer when spoken to.

2. Communicate needs & feelings~ Work out what to commuricate
2 Get your messapge AcToss

COR 1.2 WORKPLACE COMMUNICATION
1.Work under supervition ~ Follow simple (1 & 2 step) directions
Show that the instruction has been heard
Make sure instruction is understood before
starting work.
¢ Carry out instruction straight away.
Accept being supervised/insiructed as part of the
job.
Continue to work whether the supervisor is thers
or not
Accept changes o work routine.
Wark under pressure.

L

2.Ask for help when needed ~ Ask questions,
Make suggestions.
Accept correction without argument or
over-reaction.
Know & follow workplace complaim procedure
when needed

COR 1.3 WORK CO-OPERATIVELY WITH OTHERS
1.Get on with other workers - Remember the names of the peoples at work

Stand at a comfortable distance form other peopls.
Communicate needs & feelings when needed, -
Greet & part from co-workers properly.
Communicare in a way that does not interrupt work.
Work with others to finish jobs without distractions.
Share tools & equipment with others as needed.
Help co-workers when you can or get help.
Relate to co-workers in a pleasant, friendly manner.
Accept work tasks willingly.
Cope with minor frustrations & ask for help if
over-stressed.
Keep personal life private and separate from work

2ANMNT TR ADT SO ]




NINGANA ENTERPRISES INC.

COR 1.4 MAINTAIN PERSONAL HEALTH & HYGIENE 3\
1.Understand the personal bhealth & brygiene requirements of the job~
Understand personal health & hygiene rules of the workplace.
Remember personal health & hygiene rules from day to day.

2.Maintain personal health & brygiene ~
Make sure that your appearance is clean & tidy every day.
Wear clothes & footwear that suit the job,
Handle tools, equipment & materials safely, following workplace
rules.
Behave safely at all times.
Follow safety rules of the workplace.
3. Maintain personal well-being ~
Be aware of any personal bealth problems thal may interfers with
doing the job safely.
Stay fit enough to do the job.
Notice & report ary dangerous sitations in the workplace that may
. effect own health.
Speak 10 a supervisor if you have a problem.

COR 1.5 STAYING ON THE JOB

1.Know what the job is ~
Remember instructions from day 1o day.
Understand what the job is.

2.Stay on task -~
Start the next task promptly, after completing the first
Have the energy 10 work all day without getting over-tired.
Maintain interest in job from day to day.
Improve or maintain speed of work as needed.
Finish your duties as directed by your supervisor

COR 1.6 MAKING CHOICES AT WORK
L.Make basic choices ~ Make routine choices as needed for the job.
Ask someons if you nead help to make a choice
Understand that choices can bs changed.
Know how to change a choice. -

COR 1.7 PARTICIPATE IN A TEAM
1. Work in a team ~ Understand what it means to be part of a team,
Be able to communicate with feliow workers.
Be able to co-operate with others to get jobs done.
2.Participate in team meetings ~ Attend meetings.
Arrive on time & pay attention during meeting
Speak/sign in tum with others.
Speak in & pleasant manner
3. Participate in training ~ Attend weekly training sessions.
Arrive on time & pay attention during training.
Speak & listen in humn s needed,
Be involved in training.
COR 1.8 TAKE RESPONSIBILITY FOR OWN WORK
L.Know what responsibilities are ~ Understand what responsibilities are.
Ask for help if unsure.
2.Take responsibility for own work ~ Accept responsibility for own worke
Know what stendard is required.
Check own work.
Improve / maintain quality of work ss needed.

AN ™ 4 DT MOAOTYWY -5
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NINGANA ENTERPRISES INC.

COR 1.9 CONTIBUTE TO OH & S IN THE WORKFPLACE
1 Maintain a clean, safe workplace ~ Know the standards of cleanliness expected in the
workplace.
Keep workbenches clean & clear of rubbish.
Keep work areas clean & free from hazards.
Keap fire exits clear.
Know where to dispose of rubbish.
2.Follow personal safety rules -~  Stay in safe working areas of the workplace.
Wear personal safety gear as directed.
Be aware of psople & obstacles around you when
working.
3.Understand & follow safety rules of the workplace ~ Understand the meaning of safety
signse, alanms & emesgency exit
signs.
Know how 1o report an accident or
mjury 10 & supervisor.
Know what machinery or
equipment areas to stay away from
Krpow correct lifting iechniques.
4. Recognlse & report incidents ~ Understand the difference between en incident and an
emergency.
L Follow the steps needed to report an incident in the
workplace.

COR 1.10 IMPLEMENT EMERGENCY PROCEDURES
L.Apply emergency procedures ~ Recognise & respond to elarms.
Understand & participate in fire drills.
Know the steps (o take in case of emergency.
Know & practice any individual responsibilities in case of
SIDETEENCY.

COR 1.11 HANDLE MATERIALS MANUALLY
LPrepare for handling of materials ~ Work out the best way of handting or moving
materials
Handle all materials following workplace safety rulea
2,Manually handle materials ~ Carry out all manual handling safely, following workplace &
industry rules,
Position matenials safely in the area nseded.
Recognise possible safety hazards & take action needed.

COR 1.12 MEET INDUSTRY REQUIREMENTS
1.Agree with employment conditions ~ Work to the agreed terms of employment comracl
Carry out the duties listed on your job description,
2.Meet workplace requirements ~ Show that you can listen & learn about new (ools & /or
workplace changes.
) Show that you understand the workplace rules &
regulations.
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NINGANA ENTERPRISES INC.

N 1.1 PROVIDE PLANTED AREA CARE
1.Weed planted area - Pull weeds as directed by your supervisor.
Pull weeds without causing damage to surrounding plants.
Clean up work site following supervisors® instructions.
2.Use hand tools ~ Recognise and find tools needed for the job, as directed by your
supervisor.
Check tools before using them.
Use hand tools following workplace safety rules.
Check job & make adfustments to tools as needed.
Clesm & stors hand tools after use.
Notice if tools are unsafe or faulty and 1ake action needed.

IMP 1.1 TRON SIMPLE ITEMS
1.Carry out Ironing ~ Check iron plugged in correctly & power cord in good condition.
Turn ron onfoff as required.
Check iron temperature carrect for garment being ironed.
Iron simple items as instructed by supervisor, 1o the required standard.
ifon items as necessary.
2.Hang / sort ironing ~ Place completed ironing in correct place acconding to customer card.

W 1.1 HANDLE DIFFERENT SIZED WINE BOTTLES
1.Unpack wine bottles ~ Unpack wine bottles from carton or arate as directed.
Steck empty cartons as directed.
2.5tack wine botiles ~ Stack wine bottles in required position, as directed by supervisor.
Can stack wine bottles safely.
Can handle wine bottles wet & dry.

COL L1 COLLATING
1.Carry out coflating -~ Put two items together in the right order.
Make sure items are the right way up & straight.
Stack finished items in the correct place

COL 12 FOLDING
1.Carry out folding ~ Know what the finished job is meant to [ook like.
Follow instructions for folding, -
Use materisls & equipment correctly to do the job,
Compare the finished item with sample.
Notice & report any problems.

COL L3 ENVELOPING
. LCarry out enveloping ~ Place single item neatly into envelope.
Seal envelope neatly.
Stack envelope in correct place.

PHANINT WD ATT MDY [ ]
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NINGANA ENTERPRISES INC.
LEVEL TWO

COR 2.1 PROVIDE CUSTOMER SERVICE
L.Greet customers ~ Show that you cam greet customers politely.
2.Axgist customers ~ Show that you can understand customers requests.
If you cannot help customer, get your supervisor.
Show that you treat all customers with the samne respect.
Pass messages on promptly.

COR 2.2 BASIC FIRST AID
L.Carry out basic first aid ~ Notify your supervisor of the injury,
Stay with the person that is injured.

COR .3 PLAN DAILY WORK ROUTINES
LUnderstand work routines ~ Show that you understand your supervisors® requests
Show that you kmow what to do first
2.0rganise work materials & equipment ~ When asked to do a duty, show that you can get
the equipment neaded for that job.
3.Respond to problems as they arise ~ Understand you can't fix everything.
Fix problem promptly if you can
, If you can’t fix problem, get your supervisor.
L4
COR 2.4 HANDLE MATERIALS USING EQUIPMENT
L.Use handling equipment to move materials -- Carry out safety checks on handling equipment.
Report any damaged or worn parts that may be
dangerous.
Make sure all pathways are clear of people or
materials, to avoid injury.
Keep handling equipment clean & well
maintained.

COR 1.5 BASIC WORKPLACE NUMERACY
1.Basic counfing - Measure one itemn against a clear mark or measure.
Count 1o twenty,

COR 2.6 BASIC WORKPLACE LITERACY
1.Literacy related to basic workplace practice ~ Sign for pay.
Understand & £l cut ‘release of
information’ form.
Fill out leave application forms.
ZRecognise words ~ Recognise familiar customers names,
Write/copy customer or job name following workplace rules,

COR 2.7 CONTIBUTE TO QUALITY CONTROL
LContibute to quality control - Understand what quality conirol means & why it is
- important,
Compare how an object looks with what it is supposed 10
look like & decide whether the quality is good enough
Know how often to check the quality of the job.
Find & report mistzkes

AN D ATT AODY
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NINGANA ENTERPRISES INC.
o COR 28 MAINTAIN THE WORK ENVIRONMENT
1.Maintain a clesn & efficient workplace ~ Select the correct tools & use them safely.
Any waste is removed & placed in containers as
instructed.
Floors, benches & tables are Lept clean as \
instructed
Work areas are kept tidy & materials stored
neaily &/or to instruction.
2.Adopt safe working practice ~ Work habits (including hygiene) show a knowledge of
OH & S.
Safety gear is wom at work & a knowledge of its use is
shown.
Ke=p work sites tidy & free of hazards
Dangers & hazards are recognised & reported to the
appropriaie persons.
Cansistent use of corvect manual handling techniques.
3.Use hand tools, machinery & equipment ~ Tools, machinery & equipment are used to
instruction.
Report & separate any unsafe or broken tools
& equipment.
Tools, machinery & equipment are cleaned &
stored to mstruction.
4. Maintain siructures &:.' surroundings - Surroundings are maintained according to
instruction.
Structures are repaired to instruction
Report any demage or wear of
struchres/surroundings to your supervisor.

- -

N 2.1 USE HAZARDOUS SUBSTANCES SAFELY
1.Handle hazardow substance ~ [dentify a hazardous substance from the signs on the
container.
Show that you have a basic undersianding of safe
handling of dangerous geods.
2.5tore hazardous substances ~ Storage is in line with instructions & indusiry requirements,
3.Transport hazardous substances ~ Dangerous substances are not transported in the cabin
of vehicles.
Dangerous substances are stored in the correct
coutainers.
Containers are secured in the rear of the vehicle, -
Know what containers you have taken out on & job &
recognise what has/has not come back
4.Use hazardony substances ~ Use the comrect safety gear.
Follow your supervisors® instructions when using dangerous
subsiances.
i All used/unused containers are put in their correct place.
" S.Act in an emergency with hazardous substances ~ Tell your supervisor immediately in
the case of 2n emergency.
Show clearly what the emergency is.
Ask what should be done & then act
on directions.

Registered
“ Enterprise Agreement
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NINGANA ENTERPRISES INC.

!
N2.2 PROVIDE TURF CARE B
1.Perform pre-start job checks ~ Show that you can follow pre-start checks including Y
loading equipment, oil & petrol to suparvisors’
instructions.
Make sure the load is secured to supervisors’ instructions.
Hiich & towing points are connected 1o safety &
supervisors instructions.
2.Mow grassed areas ~ Check the mowers for oil, petrol & spark
Follow supervisors™ instructions about the height & patiern the grass
is to be mown.
Keep far enough away from tree trunks & shrubs so that you don't
cause damage to the tree or the mower.
Show that you can use the mower safely & at the right spesd.
3.Edge grassed areas ~ Check the edger for fuel, spark & cord.
Satisfy your supevvisors’ requests for edging.
Show that you can use the edger safely, causing no damage to people,
plants or equipment.
4.Clean up work site ~ Use blower vac safely & to supervisors ipstructions.
Clean the work site of avy rubbish or mess you made.
Pack up all equipment when leaving work site.
Clean tools & equipment after use.

IMP 2.1 IRON ITEMS REQUIRED
1.Carry out ironing ~ Iron ali itens according to sample sheet

{eg:shirt-yoke/sleeves/cuflffront/back/collar).
Read/recognise & iron according to customer card
(eg-hanging/folded/flat/creased).
Iron items to standard required by supervisor.
Able to check quality & re-do with instruction
Iron t-shirts with stickers, inside out to not cause damage to the

garment.
2. Hang/sort irening ~ Stack folded items neatly & grouped for sasy counting,
Hang required items neatly on hangers.
Ensure that shirt collars are folded comectly.
Arrange garments on hanging rack so that they will not be crushed.
3.Calculate cost of ironed ltems ~ Cowunt number of items in each category -
(eg: hankies/shorts/shirts/dresses. .. .etc.).
Record number correctly on custorner sheet,
Using a calculator, work out the cost of the whole job,
with assistance from your supervisor.
4.Write enstomer invoice ~ Able to write customers invoice with assistance/direction from
your supervisor, using visual prompt if needed.
Put completed invoice in the correct place.

IMP 2.2 CUSTOMER SERVICE
1.Hamdle invoices & receipty ~ Get invoice from hanger/basket
Recognise the number that says the price.
Tell the customer the price of the job.
2. Handle money ~ Accept money poiitely from customer.
Use cash register according to supervisors’ instructions.
Give customer the correct change.
Put paid invoice in the correct place.

2ANT D ADT SNV | RegiStEl'ed
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NINGANA ENTERPRISES INC.
s W 2.1 HANDLE WINE CARTONS
1.Handle cartons ~ Can open wine cartons cleanly, without ripping the carton, )
Can move full cartons safely & correctly, using the appropriate lifting
Can place cartons safely in the correct position as directed by your \
Supervisor
2.Stack pallet ~ Chooss type of trolley or pallet depending oo the job.
Follow supervisors’ directions for method of stacking depending on the job.
Stack finished products.
Check count against supervisors® directions.
Adjust product if needed

W 2.2 HANDLE WINE BOTTLES
1.Prepare boitles for a particular job ~ Can wash/dry wine bottles to supervisors instruction &
known standard
Can remove labels from wine bottles following supervisors
instructions,
Handles all wine bottles with care,
Cen fill & empty bottle washing tub sefely following
supervisors instructions & known procedure,
2.Carry out winery job ~ Able to perform a vaniety of skills as required with each individual job
(eg; placing self adhesive & glue-on labels on botties/casks of wine,
g of ‘ presentation/promotion lines®, re-packaging bottes/casks), as
per supervisors instructions.

COL 2.1 COLLATING
L.Carry out collating ~ Able to put more than two itsms together correctly & consistendly
as instructed by supervisor & with given example of Anished item.
Able to place finished items neatly in the correct position.
Able to recognise any problems & correct if possible or report to
supervisor.

COL 2.2 FOLDING
1.Carry out {olding ~ Fold two or more items correctly & consistently following supervisors

instructions & Loown example,
Fold iteras larger/smaller thar: a stmdard (A4) size correctly &
consistently to supervisors directions.
Place folded items neatly in the correct position.
Able to recognise any problems & correct if possible or report 1o
supervisor,

COL 2.3 ENVELOFPING
1.Carry out envelope sinffing ~ Place (more than one) item in an envelope ag instructed by

the supervisor & given an sxample.
Can place item in envelope neatly, consistently.
Can correct folding so item will fit into envelope neatly,
or ask for help.
Can place item in ‘window’ envelope neatly & correctly,
consistently.
Can recognise amy problems & comect or repoit to
SUpervisor,
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NINGANA ENTERPRISES INC.
COL 23 ADDRESS ENVELOPE
1.Carry out addressing envelopes ~ Remove stick-on Jabel from sheet without tearing

Place label on envelope to a known standard following
supervisors® instructions & a given example
Can correctly separate local posicode from others, with
written prompt if needed.
Can recognise a problem & correct if possible or report
to & supervisor.
Can place addressed envelopes in the correct position as
mstructed by the supervisor.

VEL T E

COR 3.1 BASIC PROBLEM SOLVING
1.Work out what the problem fs ~ Notice that there is a problem & what effect it is having.
Decide whether the problem is serious or not.
Work out what might be causing the problem.
Work out how seriows the problem is
Report to your supervisor if necessary.
2. Work out the best way of fixing the problem ~ Work out possible ways of fxing the
probiem.
Decide which way would be best
Decide who should fix the problem.
3.Fix the problem ~ Report the problem.
Work out what is needed to fix the problem.
Fix the problem, with assistance if nesded.
Check the problem is fixed

COR 3.2 FOLLOW AN ESTABLISHED SCHEDULE
1.Foliow schedule ~ Carry out tasks in order as instructed by supervisor
Change order of task if instructed. -
Move from one task to the next without prompting.
Finish tagks in the time required.
2.Find out schednle ~ Listen to supervisors’ instructions.
Work out what needs to be done & in what order.
Ask for help if needed.

COR 3.3 USE OWN WORKSPACE
L.Prepare workspace -~ Set up work area neatly with all necessary tools & equipment as
instructed by your supervisor.
2.Maintain workspace ~ Keep own work area tidy
Collect & retum tools & matenials as needed.
Finish one job before starting enothes.
Orgenise finished work safely, neatly & as instructed.
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NINGANA ENTERPRISES INC.

e

COR 3.4 WORKPLACE COMMUNICATION )
1.Write customer docket/invoice ~ Able to write known customer docket/invoice with \

minimal assistance.
2.Receive & pass on verbal message ~ Understand the message
Pass the information on to the correct person within
the required time.
Decide how urgent the message is & take the action
needed.
3.Read simple written instruction ~ Read & understand simple written instructions.

COR 3.5 QUALITY CONTROL
1.Know standard of quality required ~ Know what standard of quality is required for each
j0b & customer wants/needs, as instructed by
supervisor & given sample ilem.
Know what parts of the job nesd to be checked &
2 how often, as instructed by the supervisor,
2.Carry out checks ~ Work out rules for accepting/rejecting finished products.
Check finished product & remove those considered not geod enough,
Ask for help if needed.

COR 3.6 CLEANING TASKS
1.Prepare for cleaning - Work out what needs cleaning.
Know what equipment is needed for the job.
Check that the equipment is aveilable & ready for use.
Armange the equipment needed for the job
2.Carry out cleaning ~ Clean area/item following supervisors instructions
Clean area/itemn 10 required standard.
Check ared/item is clean
Put equipment away.

COR 3.7 TEAM SKILLS
1.Help other employees — Can recognise when someone may need belp.
Asks politely if help is needed
Gives the assistance wanted.
Seeks additional help if needed.
Does not force help where it is not wanted.

N 3.1 UNDERTAKE PROPAGATION ACTIVITIES
1.Callect propagation material ~ The appropriate lools are chosen for the job.
Cuttings are taken as instructed by the supervisor.
Cuttings are stored as instructed by the supervisor.
2.Propagate plants - Pre-planting treatmemt is applied / carmed oul 2§ instructed by the
supervisor.
Cutting planted as instructed by the supervisor
Water & nutrient is applied to suit plant requirements & following
supervisors’ instructions,
Cuttings are stored & labelled following supervisors instructions.
Tools & equipment are cleaned & stored following workplace
guidelines,
Working area is cleaned to known standard.
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NINGANA ENTERPRISES INC.

N 3.2 USE AIR TOOLS
1.Prepare (o use sir tools ~ Make sure air compressor is on.
Work out what tools are needed for the job.
Find the correct tools.
Notice & report &/or fix any problems following workplace &
safety rules.
2.Use alr tooly ~ Connect tools to air line.
Use hand tools following workplace & safety rules.
Check job & make adjustments if necessary.
Notice & report if tools are unsafe.
3.Maintain sir tools ~ Check air tools regularly following manufacturers instructions &
wuorkplacs rules,
Notice mny problems & take the action needed.

N 33 USE POWER TOOLS v~
1.Prepare to use power tools ~ Work out what tools are needed for the job.
Find the correct tools,
Check tools before use,
Notice & report &/or fix any problems.
2.Use paower tools ~ Connect tools to power safely.
Use power tools following supervisors® instructions & safety rules.
Check job and make any adjustments needed
Notice if tools are unsafe & report to the supervisor.
3.Maintain power tools ~ Check power tools regularly following manufacturers instructions
& workplace rules.
Notice any problers & take the action needed.

N 3.4 PLANT TREES & SHRUBS
LPrepare a planting site - Site is marked out according 10 job & supervisors instructions.
Competing plants are removed according to supervisors’ .
instructions.
Soil is altered according to plant neads & supervisors instructions.
2.Excavate planting bole ~ Planting hole is dug to sufficient size to allow roots to grow
outwards & downwards, depending an plant size & requirements &
supervisors’ instructions.
Sides of planting hole are gouged so that the roots will spread
- easily.
Depth of the hole is comrect for the size of the plant & its root ball.
Tools & equipment are used weill & safely, to supervisors
instructions & workplace rules.
3.Prepare trees & shrubs for planting ~ Trees & shrubs are watered before planting to maka
sure the oot ball is moist,
Trees & shrubs ore removed from containers
without being damaged.
Bound roots are treated.
Broken or damaged roots are trimmed according
to the needs of the plant &/or supervisors
instructions.
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NINGANA ENTERPRISES INC.

PRCE ]

\
(N3.4 cont)
4.Plant trees & shrubs, providing after care ~ Tree/shrub is placed in hole with roots
treated as needed.
Plant hole is back filled with soil, free from large
Tumps.

Soil is topped-up if needed, leaving & shallow

basin around the trunk for water retention, or &s
supervisors’ instructions.

Tree/shrub is watered in well enough so that there would
be no air pockets in the soil around the roots.

Mulching material is applied evenly, leaving space around
the tnmk/base, or as instructed by your supesvisor.
Trees/shrubs are secured as directed.

Trees/shrubs are pruned if required & as directed by your

SUpervisor.
Fertiliser is applied as instructed by your supervisor.
r Tools & equipment are cleaned, maintined & storsd in
i lins with knowe workplace practice & supervisors
directions.

N 3.5 SOW PLANT MATERIAL
1.Prepare growing media ~ Soil/potting mix is prepared as directed by your supervisor.
The appropriate tools are chosen for the job.
Tools & equipment are used safely & to known workplace
safety stendards &-/or supervisors instructions.
The work site is cleaned after use to known workplace standard.
Personal hygiene needs are perforred
2.Select & prepare plant material -~ Select plant material that is healthy & of a
suitable/required size.
Plants are handled carefully so they are not damaged.
Plant outtings/seed is prepared as instructed by your
supervisor.
3.Insert plants into growing area ~ The appropriate tools are chosen & used correctly & -
safely.
Plants are handled so that no/minimal damage occurs.
Plants are placed according to species needs &/or
supervisors’ instructions.
Soil is topped-up depending on plant requiremenis &
supervisors® instructions.
Water & any additional nutrients are applied as
mstructed by your supervisor,
Tools & equipment are cleaned & stored to known
workplace standard &/or as instructed by your

SUPETVISOF.
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NINGANA ENTERPRISES INC.

N 3.6 POT-ON PLANTS
1.Prepare growing media ~ Safety precautions are used when handling potting
mixture/ingredients (eg: gioves, dust mask),
Poiting mix/ingredients are blended to plamt needs &/or supervisors
instructions.
The work site is cleaned after use to known workplace standard.
Personal hygiene needs are performed.
2.Pot-on plants ~ The work area is st up as instructed by your supervisor.
Plants are Iabelled, & stored for ease of handling or & instructed by your
SUPETVISOT.
Rootsymmsmmdtopromtegmwm,asperhdividmlp!am
Soil in pots is adjusted to ensure a healthy plant &/or to supervisors
instructions.
Placempent & depth of plant is correct for plamt needs & supervisors
instructions.
Plants are thoroughly walered to get rid of any air pockets &/or 10
supervisors instructions.
Tools & equipment are cleaned & stored to known workplace standard &/or
as instructed by your supervisor.
The work site is cleaned afier use 10 known workplace siandard.
Personal hygiene needs are performed.

IMP 3.1 WASH CLOTHES
1.Receive & sort washing ~ Open bags & empty soiled washing onto work area,
Handle all washing following workplace & indusiry safety rules.
Place each item in a pile depending on size, colour, stain or
workplace rules.
Notice & remove any foreign objects from washing, following
workplace rules.
Apply any stain remover/soaker as required by garment &Jor
customers/supervisors instructions.
2.Know the capacity of washing machine ~ Know how much washing a machine can hold &
still wash the clothes properly.
Check & notice if the machine is overloaded &
fix the problem.
3.Load items into machine - Know how to place iterns into machine.
Check machine is loaded correctly & adjust if needed,
4.0pernte washing machine ~ Choose the washing program nesded for the type of wash.
Choose & use the correct detergent for the wash,
QOperate the machine following manufacturers &/or
supervisors instructions.
5.Check wash cycle ~ Know when to check the machine cycle.
Check the machine following workplace rules & /or supervisors
instructiong.
6.Unload machine ~ Notice when wash has finiched
Unload items from machine safely following workplace rules,
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NINGANA ENTERPRISES INC.

IMP 3.2 DRY CLOTHES
1.Prepare to use the dryer ~ Check the filter is clear of lint
2Know capacity of dryer ~ Know how much a dryer can hold & still dry propexly.
Check & notice if dryer is overloaded & fix the problem.
3.Load items into the dryer ~ Know how to place items inio the dryer
Know which ftemns cannot go in the dryer.
4.0perate dryer ~ Choose the correct cycle, tempersture & timing for the load.
Start up dryer following workplacs rules &/or supervisors instructions.
Checl the dryer is working comrectly.
Notics & report any problems.
5.Unload dryer ~ Unload dryer using safe working practices.
6.Prepare items for finishing ~ Work out what method of finishing is needed (folding,
ironing) &S per customers or SUpervisors instructions,

INT 3.1 BASIC ASSEMBLY / DISASSEMBLY
1.Carry out assembly ~ Assemble the item following instructions given & copying sample.
Make sure all parts of the jtem are included.
Make sure all parts of the item are posiioned the right way.
Check that the finished item is the same as the sample.
2.Carty out disassembly ~ Disassemble the item following instructions given & copying
sample.
Make sure all parts of the item are taken off
Make sure all parts of the item are put in the right place.
Check that the finished item is the same as the sample.
3.Check assembly ~ Know how often to check assembled items.
Notice if parts are missing or in the wrong place.
Fix or report the problem.
4,Check diasssembly ~ Know how often to check diszssembly.
Notice if parts are missing or in the wrong piace,
Fix or report the problem.

W 3.1 PACKAGE & DISPATCH
LStack pallet ~ Choose type of troiley or patlet depending on the job.
Follow known method of stacking depending on the job, with minimal
- instruction from supervisor,
Stack finished products.
Adjust product if needed
Report any problems.
2.Wrap stacked pallet with plastic ~ Find roll of plastic & apply 10 load
Ask for help if needed
Check that the load has been properly wrapped & is
secure.
Adjust or apply extra plastic wrap if needed.

Registered
Enterprise Agreement
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NINGANA ENTERPRISES INC.

LEVEL FOUR

-

COR 4.t PLAN & ORGANISE OWN WORK
1.Pian & prepare for work ~ Listen to instructions from supervisors.
Prepare work area & equipment needed.
Work out which jobs are more importart & need to be done
before others.
Ask for more information or help from supervisor if needed
Know when to take own initiative & when to check with
SUpervisor.
2.Finish jobs as planned ~ Do the job according to the plan.
Change the plan if the situation changes &/or another job
becomes more important.
Take responsibility for finishing the jobs given.

COR 4.2 WORKPLACE LITERACY
1.Receive & pass on written messages ~ Write short messages or notes in a clear way.
; Make sure you have all important information.

Pass the message on 1o the right person in the time
required.

Work out how urgent the message is & take the
action needed.

L

COR 43 USE TELEPHONE

I.Respoud to incoming phooe calls ~ Answer calls quickly & clearly following workplace
rules.
Ask who the caller is & what they nead, politely &
correctly.
Only give the caller information that is allowed io be

given out, following workplace rules
2.Make telephone calls ~ Find 1he ielephone number needed.

Dial the phone number correctly
Make contact using suitable langunge & expression.

Make sure the person receiving the call understands its purpose.
Get help if needed.

N 4.1 OPERATE RIDE-ON MOWER

LPerform pre-operational checks ~ Show that you can perform known pre-start checks or to
- supervisors’ instructions.
2.0peraie a vehide ~ Show that you can use the controls correctly & safely.
Show that you can drive the mower safely & in a controlled way, so
that you do not cause damage 1o machinery or swrounds.
3.Carry out routine maintensnce ~ Report or fix any faults.
Show that you can re-fuel, clean & store the mower as
instructed.
Keep a record of the number of hours the mower has
been used, for sexvicing.

[} - .'h.
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NINGANA ENTERPRISES INC.
o N 42 CARRY OUT BASIC MAINTENANCE

l.Carnroutd:eclu-l(nowhowoftmanmchineorpieceofequipmneedslobe
checked/cleaned.
Check & clean machinery & equipment regularly following 3
mamufacturers instructions & workplace safety rules.
Notice, report & repair machinery & equipment following workplace
rules.

2.Address problems ~ Work out what type of problem it is & what action is needed.

Notify nominated person &/or document the problem following

workplace nules.

N 4.3 PRUNE SHRUBS & SMALL TREES
L.Identify pruning requirements ~ Plants requ:rmg pnlmng are identified
Type of pruning needed is determined by the supervisots
instructions.
2.Prepare for pruning ~ Appropriate tools & equipment are chosen for the job.
Safety equipment & perscnal safety gear are used as needed.
3.Undertake pruning ~ Plants are 1o be pruned as instructed.
Branches are to be cut in line with sound horticultural practice,
Tools & equipment are used safely & correctly, as instructed.
Waste material is disposed of following workplace practice.
Workarealscleaned&rstoredalmemdofunjob

IMP 4.1 IRON SPECIALTY ITEMS

LIron pleated gayments ~ Iron garment &s instructsd by your supervisor.

Check quality against given sample & re-do if needed.

Know that pleated garments are charged at a different rate,
2.Iron chalr covers ~ Iron covers as instructed by your supervisor

Check quality against given sample & re-do if needed.
3.Iron specialty items ~ Able to iron other specialty itemns following supervisors instructions.
Check quality against given sample & re-do if needed.

IMP 4.2 HANDLE MAIL
LPrepare maif for despatch ~ Collect mail & check it is labelled, starmped & sealed -
comrectly.
Sort mail as needed and place in carry bag.
Collect post office box key.
2.Despatch mail ~ Despaich mail according to known workplace rules &/or supervisors
instructions,
3.Hamdle incoming mail ~ Check post office box & collect any mail,
Retum mail following klnown workplace procedure,
Nolice & report any problems.
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NINGANA ENTERPRISES INC.
W 4.1 USE FORKLIFT
1.Prepare to use forklift ~ Be able to understand & follow instructions.
Decide whether the forklift is the best way of moving the load.
Check the work area is clear of obstacles & that the load is \
balanced following workplace & safety rules. %
Fit & check any attachments needed following workplace & safety
rules.
Complete a basic safety check on forklift
2.0perate forklift ~ Start up, park & shut down forklift following workplace & safety
rules,
Use forklift in a safs & controlled way which does not cause damage or
injury to other workers, the forklift or materials, or surrounds.
Ensure that warning alarms are working,
Notice & report any problems.

- b

COL 4.1 COPYING
1.Prepare for task ~ Decide what methods & matexials are needed for the job.
Check that materials & equipment needed ars available.
2.Copy documents ~ Copy documents following supervisors instructions.
Cydcﬂmﬂ;ecopiesmofﬂnqual.ity rquired&re-doifneeded.
Collate & separate the originals & the copies as required by the job.
3, Finish documents ~ Decide what type of finish is needed as per customer &/or supervisors
instructions.
Finish job as needed.

THANT TV ATT OOADY
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NINGANA ENTERPRISES INC.

LEVELFE

-y

COR 5.1 COMMUNICATE EFFECTIVELY
1.Use effective communication skills ~ Choose the best method of commumication
depending on the situation.

Check that the message has been understood.
Obsarve & act on non-verbal communication,
Recognise own limitations & seek help when
needed.

2.Communicate in a range of contexts ~ Able to use effective commumication skilis in 2

variety of seitings & situations,

COR 52 PROCESS JOB ORDERS
L.Prepare order ~ Recognise & document materials needed.
Calculate the amount of materials needed.
Complete order form correctly following workplace rules.
2.Check order ~ Check thet the order is correct & has been written down correctly.
3.Process order ~ Process order as required by materials needed (ie: local or ot of area
supplier).
Complete any documnentation that may be required.
v

COR 53 PROVIDE CUSTOMER ASSISTANCE
1.Receive & process telephone requesty ~ Respond to calls promptly & give information in
a clear, concise way.
Check with the caller that you/they have the
correct information,
Follow up any commitments made to the caller,
Get assistance if nesded.
Z.Maintain optimmem costomer service ~ Recognise that the customer neads assistemce.
Commumicate with customer in a way that
promotes goodwill, trust & satisfaction.
Notice & report amy customer dissatisfaction
promptly.
Racogmise potemtial problems & take the right
action to avoid them
Maintain regular contact with customers (o -
| ensure quick response to problems
3.Problem solve ~ Know/work out what the problem is.
Decide whether you can fix it or you need help
Talk with others if needed to decide the best way of fixing the problem.
Use appropriate problem solving methods for the type & size of problem.
Present & work through possible solutions with the customer.
- Docwnent problem & solution following workplace rules,
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NINGANA ENTERPRISES INC.

N 5.1 TEND NURSERY PLANTS
1.Monitor irrigation system ~ Spray pattems are checked for dry spots & blockages.
Faulty spray heads are repaired /ceplaced as needed.
2.Apply daily wailer requirementy ~ Irrigation system is operated according to plant
requirements & manufacturers guidelines.
Water is applied in the quantity & method required by
plants.
Water is applied by hand to dry or under-watered plants
according to plant needs &/or supervisors instructions.
Water is applied to maximise plant usage & minimise
wasto.
3.Promote plant growth by intervention ~ Plmits are staked & tied to optimise piamt shape
as instructed by supervisor.
Plants are fertilised 2s needed or as instructed by
SUpeTVisoT.
Any tip pruning is completed correctly following
supervisors’ instructions.
Plants are placed in a pattern specified by the
supervisor.
r The right tools are chosen for the job & are used
safely &comectly.

IMP 5.1 LOCK UP DEPARTMENT
1. Follow procedure to lock department ~ Lock department following known workplace
procedure,
Check departiment before leaving to ensure
lock-up complete

INT 5.1 SET UP FOR PACKAGING & ASSEMBLY JOB
L.Prepare for assembly ~ Work out what materials are nseded for ths job.
Work out what order materials need to be assembled in
Arrange matesrials in work area ready for assembly.
Prepare a sample to be copied
2.Prepare for disassembly ~ Work out what the disassembled item is meant to look like. -
Work out what order the parts nsed to be removed in.
Work out where to put the disassembied parts.
Prepare / demonstrate a sample.
3.Prepare for collation ~ Work out what materials are nesded for the job.
Work out what order materials need to be collated in
Arrange materials in work area ready for collating.
Prepare a sample to be copied
4.Prepare for packaging job ~ Work out whet materials are needed for the job.
Work out what order materials need to be packed in.
Amange materials in work ares ready for packing.
Prepare a sample io be copied.
Make sure there is enough space to complete job safely.
S.Prepare for winery work ~ Find the materials needed for the job.
Work out how to complets the job following customer &/or
supervisors® instructions.
Arrangs materials ready for use.
Prepare/ show a sample.
Recognise & follow any safety requirements of the job.

o |
| Kegise oo g
Enterprise = jreamant |

HITAINT T ATT AOADY

-~



NINGANA ENTERPRISES INC.

LEVEL SIX

COR 6.1 COMMUNICATE IN THE WORKPLACE
1.Gather, record & provide information in response to workplace requirements ~
Know what information is needed & who to contact for help.
Record information correctly & clearly.
Correct procedures are used for the location & storage of information.
Personal interaction is polite & questions are asked clearly.
2.Participate in work groups & teams ~ Interaction with work groups is friendly , polite &
positive.
Group decisions are understood & acted on as
decided.
3.Participate in workplace meetings ~ Interaction in the meeting is relevant & polite.
Information, instructions & decisions are understood
& followed.
4. Interact with others In the workplace ~ Interaction with others is always polits,
responsive & effective
Correct forms of greeting & address are used.
Contact is initiated when needed.
2 ' Information is passed on in a clear, appropriate
way.
Confidentiality is recognised & used.
Personal presentation is consistent with known
standard

COR 6.2 BASIC SUPERVISORY SKILL
L.Plan others work ~ List/know work requirements in order of importance & urgency.
Know what resources are available/needed to complete job, how much
time is needed & what is the best method for completion.
Make best use of resources by co-ordinating jobs that are similar,
Take the needs of the customer, the employees, quality standard &
safety rules into consideration when planning
Encourage individual/team involvement in planning
2. Allocate & explain jobs to workers ~ Talk to workers individually or as a group to explan
what jobs are expected/allocated and give an expecied finish
time, -

Tell workers about any changes 1o usual work or safety
procedures or any equipment nesded.
Remind workers about methods of checking & keeping up
quality work
Take into account mdividual needs, skill levels & wsual job
performed.
3.Monitor performance of tasks ~ Make sure employess kuow the standard of work needed.
Be aware of ways to motivate people to do their best,
Give instruction &/or help as needed to maintain standard
Give feedback in a pleasent manner, making sure it is
related to the job & not the person.
Get assistance when needed.
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NINGANA ENTERPRISES INC.

COR 6.3 MAINTAIN AN OFFICE
1.Maintain records ~ Records are updated, stored & retrieved following company policy.
2.Monitor stocks ~ A monitoring system is implemented following company policy.
Stock on hand, usage & balances are kept up to date according to
company policy.
3.Armange purchase of materials ~ Quotes are obtained from suppliers when needed.
Suppliers are chosen according to company policy.
Orders are placed following known procedure.
Delivery is arranged according to company policy.
4.Carry out involice entries ~ Receive & process delivery dockets when goods are delivered.
Identify & record details following workplace rules,
Check details are correct

Despatch invoice following workplace rules.

COR 6.4 IMPLEMENT OH & §
L.Provide information tp the workgroup ~ Relevant changes/updates of OH &S rules &
regulations are clearly & accurately explained to
the workgroup.
Information about the orgenisations OH &S rules
& regulations is given in a way that is clear,
aecurate & able to be understood.
Information about identifying hazerds & risk
control in the workplace is provided regularly,
¢learly & in a way that can be understood.
2.Implement & monitor the work groups’ particlpation in OH & S ~
Ensure that all employees follow safety rules & wear protective
gear & that they understand why the rules & gear are needed.
Provide opportunity for employees 1o participate in the
management of OH & S in the workplace.
Issuss raised are dealt with promptly & effectively &/or referred 10
the appropriate person(s).
The outcomes of issues raised are made known promptly to the
employees.
3dmplement & monitor the organisations OB & § policies & procedures ~ -
Existing & potential hazards are identified & reported to minimise
risk.
Work safety procedures are followed in all work areas,
Existing risk control measures are monitored & results reported
following workplace procedures.
Any problems with the organisations policies & procedures are
identified & reported to your supervisor &for the manaper.
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NINGANA ENTERPRISES INC.

e bns

COR 6.5 OPERATE A VEHICLE
1.Perform pre-operution inspections ~ Make sure vehicle is serviced to manufacturers N
mstructions & workplace rules.
Carry oul routine checks of engine fluids & tyres
following workplace rules.
Report any problems to your supervisor.
Check hitch & towing points for safety.
2.Drive a vehicle ~ Possess a current licence for the vehicle.
Operzte vehicle in a safe & controlled menner following rules set down
by the RTA (NSW), OH &S and the workplace, causing no damage to
persons, property or vehicle.
Re-fuel, clesn & house vehicle following workplace rules.

-

N 6.1 IMPLEMENT MOWING PROGRAM
1.Follow known mowing requ:runents ~ Ensure turf is mown to known workplace
standards & sound horticuftural practice.
Mowing program is developed according to
customer service requirements, the areas io be
covered, weather conditions & employees
available.
2,Implement mowing program ~ Job allocation & expectation is cormmunicated clearly to
work team.
Equipment & machinery is provided in sound working
condition.
Of-site mowing operations consistently follow OH & S
mnd workplace rules.
Any problems you can't deal with are reporied promptly to
YOU SUpPETVISOL.
3.Monitor s mowing program ~ Presentation of completed job is checked to ensure it is of
the required standard.
Any areas’ of the job that are not up to the required standard
are done ngain
Notice & report ant difficulties.

L

N 62 MANAGE CHEMICAL LFAK / SPILLAGE
LImplement correct procedure following a chemical leak / spillage ~
» Spillage /leak is isolated from people, stock & vehicles following industry &

workplace rules.
Spillage / leak is contnined following industry & workplace rules.
Spill / leak is reported to supervisor.
Spill / leak is cleaned up & disposed of following supervisors &/or
workplace & industry rules.
Advice is sought from appropriate authorities when needed.

2.Use perzonal safety gear ~ Tools, equipment & personal safety pear are selected & used

as needed following workplace & industry rules.
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NINGANA ENTERPRISES INC.
N 63 OPERATIONAL MAINTENANCE OF MACHINERY
1.Determing maintenance requirements ~ Maintenance problems are identified from
employees comments &/or personal
observations.
Possible causes of the problem are determined
end the appropriaie action taken.
2.Perform scheduled serviee maintenance ~ Basic operationzl maintenance is performed on
the equipment following manufacturers &
supervisors’ instructions,
Equipment is adjusted, cleaned & stored
following manufacturers & supervisors’
instructions,
Toaols are selected appropriate 1o the job & are
used in a safe manner.
3.Monitor maintenance procedures ~ Maintenance is carried oul to ensure work program
suffers minimal interruption.
Costs are controlled 1o meet organisations budget.
Maintenance is documented following workplace
rules.
Employees are encouraged to participate in service
maintenzance to the best of their abilities.

L

N 6.4 RECOGNISE COMMOM PLANTS AND TREATMENTS
1.Recognise a range of commen plants ~ Common (local) plants are recognised & called by
their cornmeon or botanical neme,
Basic information on plant habits & significant
features are known.
Help &/or advice is sought when needed for plant
identification
2.Recegnise a range of common horticultural (reatments ~
Remedial plant treatments are recognised following sound environmental &
horticultural practice &/or supervisors® instruchons.
Information provided is based on sound environmental & horticultural
practice
The advice of supervisors’ is sought when needed
3.Perform basic treatment ~ Perform basic treatment following known sound environmental
& horticultural practice & supervisors instructions.

IMP 6.1 OPEN DEPARTMENT
1.Follow procedure to apen department ~ Follow known procedure to open depanment.
2.Follow procedure to balance takings/cash float ~ Follow known procedure to balancs
takings & cash float.
Recognise & investigate any
discrepancies.
Get help if you need it.
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