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4.36

4.37

4.38

4.39

4.40

4.41

4.42

4.43

The Assistant Manager shall forward all Reports to Human Resources who will:

e  ensure detals are coded into the computer system consistentdy and
accurately

. arrange for the compilation and analysis of reports and the production of
staustcal data

. ensure statistcal data and reports are distnbuted to Assistant/Divisional
Manager.

. check specific causes identified and corrective action taken or proposed for
detail and accuracy

e  produce Branch/Divisional Performance Reports.

Human Resources will monitor and review trends for statistical reports and advise
Assistant Managers/Divisional Managers on possible corrective measures to reduce
the frequency of Incidents and Acadents i the workplace.

All Supervisor Incident/Accident Report Forms shall be tabled ar Staff Meetings
and Site OH&S Committee Meetungs for further review,
comuments.

Notification To External Authorities

Notification of Incidents/Accadents or dangerous occurrences (R § & mder
the NSW OH&S Act, shall be undertaken by the Assistant Man er:t&; egated
representaive by means of telephone (serious) and/or by completmg the
prescribed Notification Form for dangerous occurrence.

The original copy of the Prescribed Notificaton Form for dangerous occurrence
shall be filed with a copy of the Supervisor Incident/Accident Report Form by the
Assistant Manager or delegated authonry..

Work related injuries resulting in outside medical expenses or loss of time from
work, shall require the submission of a Worker’s Compensation Claim by the
injured worker. Such claims shall be lodged using the appropriate Worker’s
Compensation Claim Form, submitted as soon as possible after the injury, together
with a WorkCover medical certificate supporting their claim.

The Supervisor shall be responsible for issuing and instructing the injured worker
in completion and lodgement of the Workers’ Compensation Claim.

Registration, Recording And Analysis Of Incident Data

All incident/accident dara shall be recorded and preserved in such a manner that it
can be of the greatest possible value in the Accident Prevention Program.

Incident Data shall be transferred to permanent Accident records for efficient
accident control administration. A central register exists, using a Figtree Computer

188



4.44

4.45

4.46

System to store and retrieve information, which will be used to analyse common
causes and promote safety improvement in the workplace.

Endorsements

This procedure has been reviewed and endorsed by:

Name | Position | Date

Issue

Conurolled copies of this procedure shall be issued to the following positions
within each area of Coundl: =

e  Assistant General Manager
e  Divisional Manager
e  Coordinators, Supervisors, Leading Hands.

'{"‘ _&. — =% "":(f"
SR
The controlled issues list of this procedure be maintained byTE‘é/h‘r’I’anager Human

Resources in accordance with Wollongong City Counal procedures for the
preparation, amendment and issue of standard operational procedures.

The incumbent occupying the above stated position shall sign off each controlled
copy of this procedure.

4.47 The record of revisions and amendments to this procedure are as follows:

Revision | Secuon/ Revision Descripuon | Author Authorised | Date

No

Page . |

| ]

5

5.1

HAZARDOUS MATERIALS POLICY
Policy

Wollongong City Council recognises that it has a responsibility to protect its
employees, the environment and the community from any chemucal hazards which
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52

5.3

5.4

5.5

5.6

57

5.8

are withun its control. Counal also recognises its responsibiity to establish
procedures to ensure maintenance of health, safety and environmental standards
during storage, transport, use and disposal of hazardous matenals.

Information

Council acknowledges its obligation to employees who handle or may be affected
by hazardous matenals, to fully inform them of the nature of those hazards, and
recognises that the provision of this information will assist individuals to minimise
their exposure to chemical hazards.

Council believes that the responsibility for providing information on potental
hazards of materials, and procedures to be followed for safe transport, handling
and storage rests firstly with the suppliers of those matenals. At the same time
Council has the responsibility to ensure the availability of this information and all

employees have a responsibility to follow the health and safety procedures devised

in the light of this information.

Council and its employees recognise and adhere to as a munimum the regulanions
and codes of practice set out in the Occupational Health & Safety (Hazardous
Substances) Regulauon 19%6.

Procedure

The least hazardous matenal will be used taking into account the range of matertals
and method of operations available. The selection o fal, the degree of
risk and the operational effect of substitution of |
taken into account.

Purchasing Hazardous Materials

Crsie

All new hazardous products will be investigated for kn -efnual hazards prior
to purchase. Information will be in the form of approved “Material Safety Data
Sheets”. Hazardous products may not be purchased without the material safety
data sheet.

Training

Information on hazardous materials and safe handling procedures will be
disseminated to employees via group and individual training, material safety data
sheets, manuals and other aids. The aim is that safe handling procedures are
known and understood by all concerned.

Employees will be fully informed of the hazards, procedures for safe handling, first

aid and emergency procedures.
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5.9

5.10

5.11

5.12

5.13

6.1

6.2

Safety Equipment

Where the use of a hazardous martenial is essential, employee exposure and release
to the environment of those materials or associated effluents, will be kept as low as
practicable by engineering means. Relevant Statutory limits will be regarded as a
minimum standard of achievement in this respect.

All personal protective equipment will be checked regularly to maintain the highest
standards of protection by the user.

Handling Procedures

Safe handling procedures consistent with the best available knowledge will be
developed and implemented to cover transportation, storage, use and disposal of
hazardous materials. These procedures will be based on supplier information,

technical and research literature, user experience and local conditions.

Storage

All storage areas will satisfy all statutory requirements as a minimum standard.

Health and Environmental Assessment

Regular revision of occupational hygiene and environmental effect of hazardous
materials will be undertaken. All hazardous materials will be used in accordance
with statutory and label requirements. Medical surveillance of all employees using
hazardous material on behalf of Council will be undertaken on a regular basis.

PROTECTIVE CLOTHING

'
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Council issues the necessary protectve clo footwear to employees as
appropriate to the nature of the work involved or the conditions under which they
are employed. Under the Occupational Health & Safety Act Coundl is required to
provide protective clothing and employees are obliged to wear it.

Protective Clothing Entitlement

Item Quantity
Shires 5

Shorts, Trousers, Overalls, Bib & Brace {or a combtnarion) 5

Sloppy Joe 3

Spray Jacket/Pilot Jacket 1

Socks 5 pairs every year
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6.3

6.4

71

7.2

7.3

8.1

8.2

Safety Footwear 1 pair

Broad Brimmed Hat 1 every 4 years
Personal Protecuve Bag 1
Procedure

Replacement of Protective Clothing

Replacement of protective work clothing shall be by fair wear and tear exchange.
This will enable employees to have clothing in good repair at all times.

SMOKE FREE WORKPLACE

Policy

The objective of thus policy is to provide a safe and healthy working environment
in line with Counal’s oblgations under the Occupational Health and Safety Act

(INSW) 1983. Accordingly:
All Counall premuses be classified as non-smoking areas.

All Counal vehicles be identified as smoke-free zones.

MEDICAL EXAMINATION

Policy

This policy is designed to ensure that Counal meets its obligations under the
Occupational Health and Safety Act, 1983 (NSW), to ensure the Health, Safety and
Welfare of its employees whilst at work.

Any employee whom the Divisional Manager directs will attend a medical
examination for the purpose of ascertaining their fitness to perform their normal
duties. Such examination will be conducted by a qualified medical practitioner
nominated by Council and will be at Counal's expense. Where the manager has
reason to believe that an employee is in a state of health which poses a danger to
fellow employees or the public that employee may also be required to undergo
examination. This examination, by a qualified medical practtoner at Counal's
expense; or obtain and furmsh Council with a report on their condition from a
qualified medical practitioner.



8.3

2.1

9.2

9.3

9.4

9.5

On receipt of the medical report and discussion between the Divisional Manager
and the employee the Divisional Manager may:

1 Direct the employee to take sick leave from duty,

it Direct the employee, if already on leave; to contnue on sick leave for a
specified period; or,

m  Direct the employee to undertake “alternative restricted dutes” for a
specified pertod.

OCCUPATIONAL REHABILITATION PROGRAM

Introduction

This policy has been negotiated in conjunction with the appropriate Trade Union
bodies and Coundil in an attempt to develop an efficient Workplace Rehabilitation

Program.

Occupational Rehabilitation is by no means a new concept, but as a result of the
New South Wales Compensation Act 1987, as amended, it is now central to our
workers' compensation system.

Definition

Rehabilitation may be defined as the restoration of injured employees from
occupational ill-health to the fullest physical, mental, social, vocational and
economic usefulness of which they are capable.

It is a process which begins at the moment of injury or 1ll- heaith z_ncl continues
until the employee is as fully restored as possible.

Council Commitment One

Prevention Of Occupational Injuries And Iliness

Basic Agreement

Council is committed to preventing injury and illness through providing a safe and
healthy working environment in accordance with the New South Wales

Occupational Health and Safety Act 1983, as amended, Coundil's Code of Safery
Practice and other relevant statutory requirements.
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9.6

Procedures

w

Council Commitment Two

Early Commencement Of Occupational Rehabilitation

Council will continue to facilitate the funcuon of the Occupational Health
and Safety Committees both Worksite based and Peak.

The Coundl is to ensure that preventauve training is organised for
employees in areas where there has been a high rate of acadents and/or
Workers' Compensaton claims.

The designated Rehabilitation Coordinator must have the support of
management and unions.

The role and responsibilities of the Rehabilitation Coordinator will be
developed in accordance with the “Idenufication of Rehabilitation
Coordinator” guidelines contained within this policy.

Basic Agreement |

The Council is commirted to ensuring that the Occupational Rehabilitation process
is commenced as soon as possible after an injury or illness in a manner consistent

with medical judgement.

Procedures

Recognition is given to the fact that the employee involves themselves in a
rehabilitation program voluntaniy. However, rehabilitation is to be
considered the normal course of action following occupatonal injury or
illness. The undertaking of a rehabilitation program should not jeopardise
the employment of the injured employee in any way. All rights under the
Enterprise Agreement will be maintained.

The employee is to be re-assured that it is Coundl's expectaton that either

their previous position will be held open or selected alternate duties will be
found if need be in line with medical advice.

The appropriate Union representative should be notified of any employee
participating in a rehabilitaton program by the Councl at the
commencement of any such program. Any problems relating to the
employee's compensation or industrial entitlements should be referred to the
Union.
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Counail recognises that if a return to work is not possible referral to
appropriate vocational services and/or rehabilitation provider may be
necessary to assist in finding the employee alternative employment or a
meaningful fulfilling and vocatonal role in the communiry.

The rehabilitation program will embrace a mult disciplinary approach
allowing for advice from a variety of professionals as appropnate. These
may include the areas of:

occupational health

rehabilitation medicine

physiotherapy and other medical therapies
occupatonal therapy

€rgonomics

work place design

rehabiliration counselling

nsk management

psychological support

I B N

The coordinadon of the employee’s rehabilitation program will be the
responsibility of Rehabilitation Coordinator.

Referral to the wreating doctor should occur as soon as possible after injury
or illness to allow for early assessment of the situation. It must be

remembered that the employee has the right to select their own doctor.

Referral to rehabilitation providers when appropmnate can be imutared by the
Rehabilitation Coordinator or the injured employee. Lisungs of agreed
accredited providers will be available at the workplace. The employee has
the nght to choose a provider at any time and if the need arises to change
providers during rehabilitation. Any dispute anising in relation to referral will
be resolved through consultation with the relevant union.

The role of the provider is based on the following:
a To act as a consultatve body who can offer the following advice in

liaison with 1) other medical and treating professionals; i) Rehabilitation
Coordinator and employer; and iii) employee and their union body.

The provider's role should cover:

risk management and preventative advice

educaton, re: the practical management of specific injuries

workplace analysis and job design

return to work procedures in line with medical advice and any agreed
rehabilitation program

EIE
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This may include involvement in and/or judgment relating to:

*  performing the same job under restricted dutes

*  selected alternate dunes in haison with the Rehabilitanon Coordinator
and union representatives

vocational counselling and retraining should a reun to normal duties
be inappropnate or not possible

3

*  vocational counselling regarding leisure or home

*  actvites with the aim of improving the employee's quality of life

*  psycho-social counselling to assist with problems resulting from the
injury or illness

*  occupational and rehabilitation medical and treatment advice

e

advice regarding management of public transport and driving
arrangements

education regarding the nature of injury, the treatment, altenatves
available and precautions to be addressed.

a It is understood that providers offer a different service dependent on the
type of professionals employed by that provider. Any such service used
should be a recognised provider and chosen depending on the specific needs
of the employee involved.

b The provider will be committed to early mrerventon and will be available to
the Peak and Worksite Occupational Health and Safety Commuittees and
cooperate fully in the development of preventative controls and strategies in
the workplace. The commumnication channel between commimee and

provider will be formalised.

¢  Where 1t is intended that any rehabilitaton interview will take place in the
employee's home the prior consent of the employee will be obtained.

d  Any information obtained by the provider regarding any employee will be
treated as strctly confidential and will not be disclosed to Council or any
other interested body without the written consent of the employee. Any
such communication should follow an established format and be ongoing 1n
relation to the duration of the individual rehabilitation program. Any breach
of this confidentiality clause will immediarely void support for that provider.

e In the event of temporary selected alternate duties being required,
notfication of such will be made to the relevant supervisor/s, umon
representative and employee and will list the following;

proposed alternate duty

commencement date

nature of injury

outline of physical restrictions to be observed




9.7

9.8

f Where permanent altemate duties are the result of occupational injury and
illness, consultation with and notification of all partes nvolved will take
place. This will be done in an artempt to ensure that the duties pose no
further risk, are fully understood and that they are consistent with medical
advice as to their appropriateness in regards to the employee's medical
conditon.

Council Commitment Three

Early Return To Duties

Basic Agreement

Council is committed to ensuring that the normal expectation of any rehabilitation

' program is the early and safe retum to work by the injured employee.

Procedures

L A flow chart will be developed and displayed in the worlkplace outlining the
steps involved in the rehabilitation process. This will be done to ensure that
the process will commence within five working days of the employee’s
absence as a result of a work related injury/illness to assist an early and safe
return to duties.

i The employee must be offered suitable duties where these are available and
appropriate or have the opportunity to undergo a staged retumn to normal
duties in line with medical and rehabilitation provider recommendations.
This should occur as early as possible.

i  Individual case management files are to be developed in accordance with the
Occupational, Health, Safety and Rehabilitation Counal’s polices and
procedures for confidendality. The transfer of information, to these files,
about the employee will always ] Eh:-:gplo}ree's written consent.
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Council Commitment Four

Suitable Duties

Basic Agreement

Council is commirted to making all efforts to provide suitable duties where
possible as an integral part of its overall rehabilitation process.
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Procedures

\4

As far as possible the initial emphasis will be on modifying the employee's
previous job to minimise problems for all concerned. If this is not possible
suitable alternauve duties will be invesugated.

If the employee is unable to return to their previous dutes, either

temporarily or permanently, prior consultauon concerning suitable duties
should include, where applicable:

the Rehabilitation Coordinator

the employee

the employee's supervisor(s) both previous and proposed
the treatng docror(s)

the rehabilitaton provider(s)

any involved Trade Union body, current and/ or potential.

¥ o on

nooax

3%

This consultation with applicable parties need not take place with all parues
present at the same time. However, it must be ensured that any of these
partes who are involved are consulted prior to any change in dutes.

When arranging alternative duties the following issues should be considered:

the dutes must be carefully selected to suit the employee’s capabilines
the duties should be regarded iniually as temporary

the duties should be medically approved by the treatung medical
personnel

the dudes should be useful for the employee's rehabilitavon and for
Council

a realistic but flexible time limit is necessary

any approprate training must be given to the employee if the
altemnatve duties are unfamiliar

FIRN TR

3%

In locating suitable duties, it should be ensured that the employee will not
suffer any aggravation of their injury or illness.

In the event of temporary selected alternative duties being required and
available, notfication of such, subsequent to consultation as outlined above,
will be made to the relevant supervisor(s), union representanve an.

and will list the following:

if
o . i
*  proposed alternauve duty e : !
* commencement date '\ _ﬁ@k;}'
*  nature of injury o v/
; : Juy . NIIsThs
*  outline of physical restrictions to be observed =

details of any other workplace change, such as working hours
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9.9

9.10

Council Commitment Five

Industrial Union Involvement

Basic Agreement

Council 1s commurted to the negouation of changes to this program with the
relevant Industnial Unions and to promote consultation with their representatives
to assist with the smooth and responsible operation of the rehabilitadon process.

Procedures

i Council, its employees and the Industnal Umons represenung them are
commitred to reaching agreement in the development, implementation and
progress of this Rehabiliration Program. To ensure ongoing support the
effectiveness of the program will be joindy reviewed six months from
inception.

Council Commitment Six

Medical Assessment And Advice

Basic Agreement

Council is commited to workplace-based rehabilitarion which will be considered
the normal course of action following workplace injury or illmess. This
rehabilitation at all times must coincide directly with medical judgements received
regarding the employee mvolved.

Procedures

1 Referral to the treating doctor should occur as soon as possible after injury
or illness to allow for early assessment of the siuaton. It must be
remembered thar the employee has the nght to select their own doctor.

it ~ The Rehabilitaton Program will embrace a mulu disciplinary approach
allowing for advice from a variety of professionals as appropriate. These
may wnclude the areas of:

occupational health

rehabiliration medicine

physiotherapy and other medical therapies
occupational therapy

ergOINOIILCS

workplace design
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9.11

rehabilitaton counselling
nsk management
*  psychological support

* %

Council Commitment Seven

Non Occurrence Of Prejudice

Basic Agreement

The Council is committed to ensuring that the employee experiences no prejudice
as a result of participation in 4 Rehabilitation Program.

Procedures

i Parucipanon by an employee in a Rehabilitation Program will not, in itself,
jeopardise their job secunty within Council.

u  In the event of an employee undertaking rehabilitation and their claim to
workers' compensation being disputed, the costs of this imirial rehabilitation
up to the ume of disputation will be met by Council.

w Al nghts of the employee under the Wollongong City Council Enterprise
Agreement and relevant legislation will be maintained throughout the
rehabilitaton process.

v Disputes concerming rehabiliration will be handled in the following manner:

a  the Rehabilitaton Coordinator will convene a workplace discussion
involving the employee, their supervisor and the appropriate Union
representative. The emphasis of this meeting is to reach agreement on
the disputed matter;

b if unresolved, the dispute will be referred to the Manager Human
Resources and appropriate Union officials and assistance and
conciliation may be obrained from the Mediation Officers of the
Division of Rehabilitation Services if necessary; and

c if sull unresolved, the Occupational Health, Safety and Rehabilitation
Council may be asked to arbitrate on the matter at hand.

It should be noted that Council is committed to making all efforts to resolve
disputes and that ourside assistance should only be considered as a last resort.
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9.12  Council Commitment Eight

The Rehabilitation Coordinator

Basic Agreement

Counail is commitred to the appointment of a Rehabilitation Coordinator who will
be supported by both management and Industrial Unions concerned.

Objectives

The Rehabilitadon Coordinator will be responsible for the organisation and
implementation of Counal's Rehabilitation Program, ensuring its practical and
responsible functioning including its administration on a day to day basis.

Authority

The Rehabilitaton Coordinator must have the authority to make dedisions to
ensure that the Rehabilitation Program proceeds smoothly, this includes the
management of individual employee rehabilitation programs.

Schedule of Duties

i To act as the focal point in the rehabilitation process, ensuring clear and
prompt commumnication between and liaison with all parties involved
including employees, medical personnel, rehabilitation providers, unions
representatives and supervisors.

i The Coordinator is expected to remain abreast of the services available in the
community which could offer assistance to the functioning of the
Rehabilitation Program.

i The early assessment of the injured employee's needs is of priority. This may
require the initiation of prompt and appropriate referral by the Coordinator.

v The Coordinator is responsible for the formarion of concise individual case
files contaimng limitations and possible alternative work activites. The
Coordinators will maintain confidentiality in accordance with the adopted

critena in regards to these files.

v Once an assessment is complete and judgement received the Coordinator
must ensure the most appropriate occupational rehabilitation is organised
and commenced as soon as possible.
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| 9.13

The Coordinator must guarantee that credible and regular monitoring of the
njured employee's progress towards recovery takes place, including the
appropriate revision and modification of the individual Rehabilitation
Program.

The Coordinator must ensure that there is sufficient contact with all other
Councll staff who are involved in Council's Rehabilitation and Occupational
Health responsibilities to guarantee awareness of any new situation that may
require attention.

Council Commitment Nine

Rehabilitation Program Information

Basic Agreement

Counal 1s commutted to the facilitation of the display and explanation of the
contents of Rehabilitation Program ar the workplace to employees in consultation
with relevant Industrial Unions.

Procedures

v

A summansed document will be made available to all employees outlining
the agreed Rehabilitation Program.

A copy of this policy is to be made available ar each workplace and must be
accessible to all employees.

The Rehabilitaion Coordinator will liaise with  Industral Ugnion
Representatives and Supervisors to ensure that employees are adequately
informed regarding the program's policies and procedures.

The Coordinator may be called upon from time to time to arrange for
worksite information sessions regarding the function of the program.
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9.14 Rehabilitationt Flow Chart

Injury Or Iliness

Reporrt to Rehabilitation
Coordinator:

Located at:.

Your Coordinator Will:
ensure a workers compensation claim is submitted

* organise medical assessment (you maintain the nght to
choose your own doctor) if you have not already received
treatment

* issue you with a WorkCover medical certificate if required

* advise you of how the rehabilitation program will assist
you and what will happen next

Assessment 1s made of your situation
depending on medical and
rehabilitation provider’s advice, if
referral has been or is necessary

Lost Time Injury _|
No

Yes
| |
Is further treatment
and rehabilitation Is further treatment required?
assessment required?
l |
| Yes No]| | Yes | No |
|
Return to normal Covered by Workers
Dunes in line with Compensation Claim
Medical advice
Consultanon with all parties

involved resulting in the development
and implementation of the most

appropriate rehabilitation program
|

Conunuarion of normal duties

l

Retum to
normal
duties

Permanent
altemative
duties

i)



9.15

9.16

Employee Commitment One

Prevention Of Occupational Injuries And Illness
Basic Agreement

The prevention of accidents and injuries at work in line with the New South Wales
Occupational Health and Safety Act, 1983 and Council’s Code of Safety Practice is
a prime responsibility of each employee when performing their duties.

Procedures

i Commitment and a responsible awitude towards the preventon of
Occupational injury and illness is in the hands of each employee. Dutes
performed by any employee of Council should be conducted in a manner
that will ensure their individual safety and that of fellow employees. This
preventative theme obviously should ease the need for occupational
rehabilitation.

i Safety and Occupational Health training is an integral part of the prevention
process, the employees of Counal recogmise this fact and so agree to
participate in such programs when organised.

Employee Commitment Two

Participation In Rehabilitation Programs

Basic Agreement

The employees of Council are committed to cooperating in the &évelopment and

implementation of Rehabilitaton Programs so that the statutory obligations of
Council can be met.

Procedures

1 Although participation in rehabilitation programs is voluntary it should be
remembered that involvement in them will hopefully result in an early return
to duties and thus to full wage earning potential.

i Work based participation is a key component of rehabilitation, without it the
process cannot work. Proper rehabilitation is as much for the benefit of the
employee as the employer, these benefits cannot be achieved unless efforts
are directed jointly toward the common goal of an early and safe retumn to

work.
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9.17

2.18

10

10.1

Employee Commitment Three

Notification Of Injury Or Illness

Basic Agreement

The employees are committed to the notification of the Rehabilitation Coordinator
or the appropriate Council representative of any injury or illness as soon as
possible.

Procedures

i Early assessment of Occupational injury and illness is necessary to ensure
that Rehabiliration Programs commence as soon Early

notification by employees of such will enable this to

Employee Commitment Four

Cooperation In Workplace Change

Basic Agreement

The employees of Council are commirted to cooperang in any reasonable
workplace changes designed to assist the rehabilitation of fellow employees.

Procedures

1 Workplace changes are sometimes necessary to facilitate rehabilitation.
Employees should remember that these are introduced so as to assist in the
early return to work of injured or ill employees and so cooperate with such
changes.

1 The workplace has a vital role to play in the Rehabilitation process.
Employees should be aware, however, that any changes will only be

considered and implemented in full consultation with the appropriate
Industnal Union's representatives.

WORKERS COMPENSATION - CLAIMS
Policy

Council as a Self Insurer will ensure that its procedures are in accordance with the
requirements of the Workers Compensation Act 1987, as amended.
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Procedure

10.2 Notice of Injury

a  Compensation may not be recovered under the Act unless notice of the
injury has been given to the employer (supervisor) as soon as practicable
after the injury happened.

b  The above does not negate the supervisor from taking the appropriate steps
should they hear of the accident from another source.

10.3 Claim for Compensation

a  Compensation may not be recovered under the Act unless a claim has been
: made by the employee.

b A claim for workers compensation should be accompanied by such medical
certificates and reports as required under the Act or as amended.

¢ Appropriate paperwork relating to claims will be available at all depots.

11 WORKERS COMPENSATION - ACCIDENT PAY [~

: PN = A
Policy \13*-_: ii':j‘j/

11.1 To provide continuity of rates of pay during workers compensation in accordance
with Council’s Enterprise Agreement.

Procedure

11.2 In the event of an employee being absent from duty owing to circumstances which
give a right to payment of compensation under the Workers’ Compensation Act
1987 as amended, the employee will be paid the difference between the amount of
their compensation entitlement and the rate of pay to which the employee would
have been entitled for the period of absence from duty, provided such payments
will not extend beyond two years from the date of accident. Should circumstances
necessitate an absence from duty in excess of two years, the rates of pay will be as
determined by the Workers' Compensation Act 1987, as amended.

11.3 In the event of compensation claims not being recognised an employee will not be
entitled to accident pay but may claim sick pay for such absence.

114 In the event of a claim being brought before the Court, Council will seek refund of
all accident pay as part of any successful sertlement.
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12

121

12.4

Notwithstanding the above entidements, Council’s rehabilitation program will be
implemented.

EMPLOYEE ASSISTANCE PROGRAM
Policy

Council foster the operaton of an Employee Assistance Program, the objectve of
which is to assist all employees with problems that effect work performance,
personal health and safety of self or others,

eg. emotional stress,
alcohol problems,
marriage and family relatonships,
financial and/or legal issues,

drug problems,
interpersonal relavonships,

physical disabiliges,

vocational and/or other problems;

All matters regarding an employee seeking and/or receiving assistance will be
accorded the highest degree of confidentiality.

Referral to the program may be either:
i voluntary; or

i supervisor initiated, when a supervisor has legitimate cause to be concerned
with an employee's work performance. An employee however is not

compelled to visit the Employee Assistance Program coordinator in this
instance.

Depending upon the circumstances of the case and where medical or other
professional evidence suggests a need for treatment or counselling, an employee
participating in the Employee Assistance Program will be supported through
avalability of sick leave entitlements, special leave and leave of absence withour
Pay.

Properly qualified assessment and referral counsellors will be available to
employees seeking help. Such Counsellors will be from within and outside of
Counal’s employ.

Ongoing education and training will be undertaken with all staff to promote
awareness of the program and its benefits.

The program will be evaluated on a regular basis to determine its effectiveness.
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1.1

1.2

1.3

1.4

1.5

1.6

1.7

1.8

INDUSTRIAL RELATIONS

UNION REPRESENTATION

Policy

Wollongong City Council recognises the importance of mamntaining good relanions
and communications with unions and professional associations representing its
employees. The benefit of such is to promote a productive and stable working
environment with a minimal level of industrial disputation.

Wollongong City Council acknowledges the contribution required of union full-

-time officials, branch officers, Wollongong City Counail staff commuttees and their
job delegates in order to achieve good industrial relatons. S

Wollongong City Council management shall acknowledge the key role of the
employees positions who hold office within their Union or Professional
Association. Management shall recognise representatives in their performance of
their combined responsibilities as union officers and employees.

Executive members have a right to pursue issues relevant to Coundl/Union
business without recrimination.

Procedure

Full-ume officials of any union or professional association with members employed
by Counal will have unrestricted access to their members, the General Manager
and the Manager Human Resources following notificaton.

Branch officers and Wollongong City Council staff commirtees shall have direct
access to the General Manager and Manager Human Resources in matters of an
urgent nature. Pror to such meetung, the Manager Human Resources shall be
notified as to the nature of the request and a time, date and venue for the meeting
shall be arranged.

Notwithstanding 1.5, management will convene a monthly meeting of the relevant
Wollongong City Council staff committee to disseminate information and to
discuss policy and direction matters arising from Council and union meetings.

Council management will conduct regular divisional forums for the purpose of
encouraging an improved method of communicarion of workplace change etc.

These meetings will be attended by the employees of the respective division and

the relevant Wollongong City Council staff committee representatives will be
encouraged to participate.
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1.10

1.11

1.12

1.13

1.14

1.15

1.16

2.1

22

Notwithstanding the above, meetings of employees other than those arranged by

Management may occur. However, such arrangements must be discussed between
ement and Unions prior to the meeting occurring in respect of agendas.

Payment for such meetings must be agreed to by Management prior to the event.

Branch officers and Wollongong City Councl staff commuittees shall have
unrestricted access to meet with full tme union officials in the performance of
their dutes.

In matters that may be before the Industrial Reladons Commission, the Umnions
and Associations may be represented by up to four (4) representatives.

In all of the above, the nature of the activity undertaken shall be entered on the

- employee’s tmesheet and, wherever possible, the appropriate manager given prior

notice. (Wages Branch)

The role of job delegates in representing sections of the work force shall be
recognised upon notification to the Coundl.

Delegates shall be granted reasonable ume to discuss with members and
supervisors of their division, matters of immediate industrial concern in accordance

the Grievance Procedure in the Enterprise Agreement.

Delegates shall be granted one balf day per annum to permit canvassing of
membership of their union.

Delegates shall not leave their place of work to conduct union business without
first attempting to notify their immediate supervisor.

All union representatives in compliance with the procedure shall not suffer a
reduction in pay or entitlements.

UNION MEMBERSHIP

Policy

All employees have the opportunity to become a member of the appropriate union
covering their occupation. Union membership is not required for employment.

Procedure

In the event of a person remaining in Council’s employ following the completion
of an apprenticeship, steps will be taken to ensure they are made aware of the
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31

32

33

3.4

i_: 3.5

3.6

appropriate union(s) covering their occupation which is party to Councl’s
Enterprise Agreement.

Payment of Union Subscriptions

Employees may have union subscriptions deducted from their pay on a fortnightly
basis. Council requires written authority before such deduction may commence.

An employee who wishes to become a member of a union which covers their
occupation and is party to Councl’s Enterprise Agreement can arrange for
deduction of union subscriptions from their wage/salary by providing the Payroll
section with written authonsation.

ABSENCE TO ATTEND ANNUAL UNION CONFERENC I*
Policy

It 1s Councdil’s policy to grant accredited union delegates leave with pay to attend
the Annual Union/Association Conference as follows:

° Two representatives from the MEU

. One representatve from all other unions and associations represented within
the organisation

Procedure

The following procedure will apply i respect to the above policy:
An accredited union delegate who wishes to obtain leave with pay to attend their
annual Union/Association Conference should submit an “Application for Leave”

to their supervisor.

Once sighted and authornised by the supervisor and Divisional Manager, the “Leave
Application Form” will be forwarded to the General Manager for approval.

If the application is dented, the General Manager or nominated representative, will
contact the delegate and advise of reasons for such denial.

If the application is approved by the General Manager, it will be forwarded to the

Human Resources Division for processing.
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.CODE OF CONDUCT FOR STAFF
PRIVATE WORK BY EMPLOYEES

Policy

Employees of Council wishing to undertake private work will comply with section
353 of the Local Government Act 1993 which states:

Member of Staff (subsection 2)

“A member of staff must not engage, for remuneration, in private employment or
contract work outside the service of the Counal that relates to the business of

- Counal or that might conflict with the member’s Council dutes unless he or she

has notified the General Manager in writing of the employment or work.”
Conflict of Duties (subsection 3)

“The General Manager may prohibit a member of staff from engaging, for
remuneration, in private employment or contract work outside the service of the
Council that relates to the business of the Council or thar might conflict with the

member’s Council duties.”
Prohibition of Staff to Engage in Private Work (subsection 4)

“A member of staff must not engage, for remuneradon, in private employment or
contract work outside the service of the Council if prohibited from doing so under
subsection (3).” (Conflict of Duties).

In order to ensure that employees comply with the Act the following council
procedure shall be observed.

Procedure

In the event that an employee wishes to engage in private work they must gain the
written approval of the General Manager.

An application form can be obtained from the Human Resources Division. The
form should be completed in conjunction with the supervisor and Divisional
Manager prior to being given to the General Manager.

The employee will receive written notfication of the outcome of the application
from the General Manager.
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2.1

2.2

2.3

24

2.5

26

CODE OF ETHICS - COUNCIL CONTRACTORS

Policy

A Code of Ethics will be enforced for contractors undertaking work for
Wollongong City Council. This Code will set out conditions 1n accordance with
legislative and Council requirements with respect to:

Rates of pay

Conditions of employment

Occupational Health and Safety
Employment

Tools, equipment and amenities
Specifications

Quality principles

Sausfactory industnal relatons performance

which the contractor must agree to comply with prior to commencement of work

with Council.
Procedure

The following is a Code of Ethics which the contractor undertaking work for
Wollongong City Council is required to undertake prior to commencement of
work. A breach of the Code of Ethics will be viewed as a serious breach of
contract and may result in the Contract being cancelled.

Union Membership

The Contractor will acknowledge the right of union officials to carry out legitimare
union business.

The Contractor is aware that it is unlawful to discriminate against an employee by
reason of the fact that the employee is 2 member of the union.

The Contractor will further abide by the procedures for employment in accordance
with the Contractor, workforce and Industrial Relations clause (Special
Conditions).

Rates and Conditions

The Contractor will ensure that their employees are paid not less than the
appropriate Award/Agreement rate applicable to the respective classifications

and/or other agreements reached between the unions and Contractors for that
Contract.
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29

2.10

2.11

The Contractor will comply with all relevant .

standards and, in partcular, the Occupatonal, H and Safety Act 1983, as

The Contractor agrees to comply with any direction given by Wollongong City
Councdil in respect to safety. (Safety Regulations for Contractors, Appendix B).

Employment

The Contractor undertakes that it is not engaged in the practice of employment of
labour known as “body hire”. To this end, the Contractor will ensure that:

1 The nominated person will be paid as an employee and the appropriate

deduction will be made from wages and salaries according to the Australian
Federal Income Tax Assessment Act 1936, as amended, and the New South
Wales Payroll Tax Act 1971, as amended.

i The nomnated person is free to be employed and is not engaged in another
contract of employment.

w  The nominated person is not concurrently receiving any benefits such as
employment benefits which should have ceased or being reduced upon
engagement with the Contractor.

The Contractor undertakes:
1 To engage weekly hired employees wherever practcable in preference to
casuals.

i Not to substitute casual employees for weekly hired employees during a
contract where the nature, size and duration of the parucular contract has

not been substantially altered.

m  Thar Contractors who have a custom or practice of predominanty or
exclusively hiring casuals, undertake to advise the appropriate unions of thar
practice prior to commencement of work for Wollongong City Council.

Tools, Equipment and Amenities

Contractors will provide their own transport, tools, equipment, safety equipment
and amemnities needed to properly and safely conclude their contract.
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2.13

2.14

2.15

2.16

2.17

2.18

2.19

2.20

-Special Conditions of Contract

Application of Code

The above Code will apply to contract work undertaken for Wollongong City
Council.

The Unions party to Wollongong City Council’s Enterprise Agreement, on request,
will be provided with information relating to the Contractor’s compliance with the
Code of Ethics.

The Code is endorsed on the understanding thar the Code is not to prejudice their

contracting arrangements on other sites and will not be used against them in
proceedings relatng to work outside the contracts with Wollo

Payment of Stamp Duty

The amount of any stamp duty required at the execution of the F@rrﬁ__ﬁﬂ—umem
will be payable by the Contractor.

Latent Conditions

If, duning the execuuion of the work under the Contract, the Contractor encounters
on the site or its surroundings, physical conditions (other than climatic conditions
or conditions arising therefrom) including artficial obstructions, which he
considers:

a  Differ marterially from those which would have been ascertainable by the
Contractor if he had done that which by Clause 12 of the General
Condinons of Contract he is deemed to have.

b Could not reasonably have been anticipated at the date of the Contractor’s
tender by a Contractor experienced and competent in carrying out work of
the type with which the Contract is concerned.

The Contractor will, as soon as practicable thereafter and where possible before the
physical conditions are disturbed, give written notice hereof to the comtract
manager.

If required by the contract manager, the Contractor will provide to the contract
manager a statement in writing specifying:

a  The physical conditons encountered.

b The additional work and additional resources which the Contractor considers
necessary to deal with the physical conditions.



¢, The time the Contractor anticipates will be required to deal with the physical

conditions and the expected delay in the completion of the works.

d  ‘The Contractor’s estimate of the cost of the measures necessary to deal with

the physical condiuons.

e  Such other details as may be required by the contract manager.

221 After receipt from the Contractor of a notce under the first paragraph of this

3.1

3.2

3.3

3.4

35

Special Condition and of a statement under the second paragraph of this Special
Condition (if required by the contract manager), the contract manager will, if
satisfied thar the physical conditions to which the first paragraph of this Special
Condition applies, determine whether any variation to the work under the Contract
is necessary. If the contract manager so determines that a variation to work under
the Contract is necessary, the Superintendent will thereupon order a vartanon
under Clause 40 of the General Conditions of Contract.

COMPLAINTS AGAINST EMPLOYEES

Policy

It is Council policy that the General Manager consider and determine any
complaints received against employees of the Counal.

Procedure
All complaints agamnst employees will be in wriung and signed.

Notice will not be taken of any complaint not made in accordance with the above
provision.

All such complaints should be addressed to the General Manager who will

investigate the matter and initiate appropriate action.
However, allegations of fraud and corruption are overruled by ICAC Act 1993, as

amended, where the principal officer of Council has a duty to report all such
allegations whether they are written or verbal complainrs.
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3.1

MISCELLANEOUS
BLOOD BANK DONATION

Policy

Thar staff be allowed time off without loss of pay to attend the Blood Bank for the
purposes of donating blood, provided the donor is working within a 3.5km radius
of a blood bank or mobile blood bank and provided the donor makes their own

transport arrangements.

Procedure

In the event of visits by the Blood Bank to Counal, an employee complying with
the above provisions and having obtained prior consent of release from their
Supervisor will be allowed two (2) hours off work without loss of pay for the
purposes of donating blood.

CARE OF COUNCIL PROPERTY
Policy

All employees will be held responsible for the careful use and preservation of all
Council property in their custody or care. No part of Coundl’s buildings, office
fumiture or equipment will be misused or abused. Offices and work areas should
be mainrained in an orderly and tidy condition at all tmes.

Procedure
Any employee found in breach of this policy will be subject to the provisions of
Counail’s Disciplinary Procedures.

EMPLOYEE HEALTH PROMOTION SCHEME

Purpose

To provide employees with the information facilides, to modify unfavourable
health practices to the initial benefit of employees and the organisation, and to
generally improve the health of employees.
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3.2

3.3

34

3.5

36

Policy

As it is well recognised that our health status can affect our ability 0 work
effectively, Wollongong City Council will maintain an Employee Health Promouon
Program to modify unhealthy lifestyle practices of employees.

Participation by employees is voluntary and the benefits to them individually
include increased general wellbeing, improved levels of health and fitness, reduced
blood pressure and stress levels as well as the opportunity to make a regular
commitment to exercise. The benefits to Council are reduced absenteeism and
accidents, reduced staff turmover, improved worker performance and coping
capabilites.

The program is seen as a preventive strategy to complement the programs already
established in the areas of workers compensation, safety and welfare.

Parameters
The Employee Health Promotion Scheme will include

1 Health & fitness testing.
i On-site fitness facilines.
i  Health awareness program.
v Group participation in activities related to health andf;
v Home programs. Q!
vi  Rehabilitation therapy.

Conditions N
1 Parucipation is voluntary.
u  All paruapants will require a fitness assessment before entering the program.

m  All parucipants will be medically screened by questionnaire which will

ascertain the need for a medical assessment.
v Council employees will use the gym facilities in their own time.
v Anmdividual work out program will be prepared for each participant.

vi  First and second visits to the gym facility must be under the direction of a
qualified instructor.

vii  Each partiapant’s program will be upgraded on a regular basis and a fitness
assessment will be conducted every three (3) months to gauge progress.
There 1s no charge for re-assessments.
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3.7

3.8

3.9

3.10

3.11

3.12

4.1

4.2

4.3

4.4

4.5

Procedure

To join the Employee Health Promotion Scheme, employees should contact in the
first instance the Environment & Recreation Division.

The fitness supervisor will notify employees if they require a medical assessment
and will also make an appointment for their fitness assessment.

If a medical assessment is required the employee should arrange it with his or her

own doctor.

Initial visits to the fitness facility will be under the direction of the supervisor until
they advise the participant they may attend in unsupervised hours.

Payment will be made by payroll deduction or in advance for outside organisations.

To withdraw from the scheme a letter should be addressed to the Paymaster

HIGHER GRADE PAY

Purpose

Higher grade payments are intended to fairly remunerate employees when acting in
positions at a higher level.

Policy

Where an employee has relieved in a higher position continuously for a period of
three (3) calendar months or more, all approved leave, ie. Annual Leave, Sick Leave
and Long Service Leave will be paid at the higher grade rate.

If in a three (3) month period a total aggregate of not more than five (5) working
days are worked at the lower classification this will be deemed not to have broken
contimury.

If whilst an employee is acting in a higher grade position a public holiday occurs,
the public holiday is to be considered as a normal work day for the purpose of
payment.

Staff relieving in posidons that have been evaluated, through the agreed Job
evaluation process, will receive higher grade pay up to the entry grade prescribed
for that position. Payment at a grade above the entry level will only occur

following the assessment of competencies for that employee at the appropriate
level.



4.6

4.7

48

4.9

4.10

4.11

4.12

4.13

Staff relieving in posidon that have not been through the agreed Job Evaluation
process, will receive higher grade pay according to the terms in the previous
Enterprise Agreement.

Non-Eligibility
Higher grade pay will not be paid to employees in the following situaton:

a  Any employee who is directed to perform work in a higher grade for the
purposes of training, provided that the work performed is less than the
normal dutses of the higher grade posiuon.

b During periods of relief for an employee absent on flex leave.

c Apprentces, cadets and trainees are employed in tramung positons and are
‘ not eligible for higher grade pay.

Wages Staff

If an employee is directed to work at a grade higher than their normal classification
for a period of more than four (4) hours they will be paid the higher grade for the
whole eight (8) hours.

Salaried Staff

Where an employee is required to perform normal duties of a higher grade than
classified for a period of at least one (1) full working day they will be paid higher
grade pay at the appropriate grade as prescribed in the Enterprise Agreement.

N

full worlung day, or for

periods of flex leave. VAN
st - ':
Procedure o S
5

Wages Staff L GAZ

An employee working at a higher grade should note or inform his or her supervisor
o note in the non-standard classification column on their timesheet the
appropriate higher rate they should be paid.

The Supervisor should sign the timesheet and forward to the Payroll section for
processing.

Salaried Staff

An employee required to perform the duties of a higher grade is to be so directed
by the Divisional Manager.
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4.14

4.15

4.16
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5.1

5.2

5.3

5.4

5.5

Employees acting in positions that have been through the evaluanon process will
be remunerated at the entry level for the position, unless otherwise agreed.
Payments in excess of the entry level will only be made if the employee can
demonstrate that they meet the competency levels for the position via an
assessment process.

Employees acting in positions that have not been through the evaluaton process
will be remunerated in accordance with the conditions in the previous agreement.

Where an employee is directed to perform hugher grade dutes the employee's
supervisor will submit an application for higher grade pay to the Divisional
Manager for approval. Thus will detail the person who is relieving and the person
being relieved, the peniod of relief and recommendation for grade to be paid.

Once approval by Divisional Manager is obrained the application should be
forwarded to the Human Resources Division to process payment.

PUBLIC COMMENT ON COUNCIL BUSINESS f(

Policy

Except in the course of official duty, no information concerning Council business
will be given directly or indirecdy by an employee without the express direction or
approval of the Lord Mayor or General Manager or relevant Divisional Manager.

An employee will not:

i Publicly comment upon the administration of any Division of the Council;
or

i Use for any purpose, other than the discharge of their official duties,

information gained by or conveyed to them through their connection with
the Coundal.

Press statements will not be issued except by the General Manager or by such
officer as may be deputed by the General Manager.

Failure to observe this policy will result in disciplinary action being taken.

Procedure

Any employee found in breach of this policy and is not able to demonstrate
reasonable cause as to why such breach has occurred, will be subject to the
provisions of Counal’s Disciplinary Procedures.
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6.1

6.3

6.4

7.1

7.2

7.3

7.4

RECOGNITION OF SERVICE

25 years service

That Council recognise 25 years’ service by an employee through:

1 an Annual Dinner for all employees with more than 25 years’ service as at
1 January;

i presenting at the annual dinner an award to those persons whom a long
service award has not been previously presented, the award being to the
value of $200 (to be indexed for cost of living adjustments);

i that all resigned employees with more than 25 years’ service are mnvited to

attend the dinner;
iv.  the Lord Mayor and General Manager to officiate at the presentation.

These long service awards supersede any previously approved awards.

Procedure

An annual dinner and presentatuon will be organised by the Human Resources
Division in accordance with the above policy.

10 years service

Any employee who terminates their service with Council after ten years’ service be
invited to morming/afternoon tea with the General Manager.

LICENCES
Policy

Reimbursement of Driver’s Licence

Those employees required to drive a Council vehicle as the primary responsibility
of their employment with Council will be eligtble to receive retmbursement for
their Motor Vehicle Driver’s Licence. No payment will be made to those
employees provided with Council vehicles on a private use basis.

Suspension of Licence
It 1s Council’s policy that where employees need a licence for their position and

have their licences suspended for periods in excess of one month, they be
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7.5

7.6

7.7

8.1

8.2

9.1

9.2

9.3

9.4

reclassified to the position in which they are employed during the period of

suspension.

Procedure

Where an employee’s licence is suspended they will immediately advise their
supervisor and divisional Manager.

The employee will thereafter be placed in alternate employment for the period of
suspension. The nature of such employment will be determined by the needs of
the Division and positions vacant at that point in ime. The Enterprise Agreement
provisions for performance if higher and lower grade positions will apply.

Where the suspension extends beyond one month the employee will be reclassified
to the position which they have occupied throughout the suspension. Wage will be
in accordance with Enterprise Agreement provisions for this position.

PAYMENT IN EVENT OF DEATH

In the circumstance where an employee passes away whilst employed and the
employee would have been entitled to payment in respect of accumulated leave
entitlements, or any part thereof, then the amount to which the employee would
have been enttled will be paid to the employee’s estate or legal beneficary (s).

Each case will be assessed individually to determine the appropniate recipient.

OVERTIME AND PENALTY RATES

Policy

Saturday and Sunday and Public Holiday Penalty Rates

Each employee who is normally rostered to work on Sarurday, Sundays and Public
Holidays will be paid as follows:

e  Saturday - time and one half;
e  Sunday - double time.
e  Public Holidays - double ume

Council may require any employee to work reasonable overtime on any day.

Except as otherwise prescnibed by this Agreement, any employee who is directed,
by the Divisional Manager or other employee authorised by the Council, to work
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9.5

9.6

9.7

9.8

929

2.10

. in excess of their ordinary hours of work , will be paid for all time at the rate
of time and one half for the first two hours worked double time thereafter.

e Overtime worked on Sundays or on a public holiday will be paid for at the
rate of double ume.

When an employee, after having unplanned worked overtime, finishes work at the
tume when reasonable means of ransport are not available and where an employee
does not have their own vehicle at work, the Coundil will provide a conveyance to
their place of residence. Failing the provision of this transport, the employee will

be paid ordinary rates of pay for the time it would reasonably take them to reach
their home, together with any reasonable travelling expenses incurred.

An employee recalled to work overtime after leaving the place of work will be paid

a munimum payment of four hours pay at the appropnate overume rates of pay.

Subsequent call outs within that four hour period will not attract an additional
payment. When calculating the hours worked on a call out, travelling time, using
the most direct route from and to an employee’s home will be taken into account.

The Recall of Employee provisions do not apply for overtime worked of less than
three hours duration under the following circumstances.

. For the purpose of changing shift rosters; or

o Where a shift worker does not report for duty and a day worker or a shift
worker 1s required to replace such shift worker; or

. Where a shift is worked by arrangement between the employees themselves.
Meal Breaks

An employee who works two or more hours overtime immediately after- the
completion of a normal day is entitled to a 30 minute paid meal break. The meal
break may be taken at the commencement of the overtime period or later by
mutual agreement.

An employee 15 entitled to another 30 minute paid meal break after each period of
four hours overtime, provided that they work a further hour. Meal breaks may be
of up to one hours duration by agreement but a maximum of 30 minutes will be

paid.
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9.11

9.12

9.13

9.14
9.15

9.16

9.17

9.18

2.19

Saturday, Sunday and Public Holidays

If an employee works 5 hours or more but not exceeding 9 hours a 30 minute meal
break will be paid.

Meal breaks are paid breaks in these circumstances. The appropriate meal

allowance will also apply.
Meal Allowances

Overtime continuous with the Ordinary Day’s Work

Where an employee is instructed to work overtime for two hours~or-more

irrespective of whether these hours are worked continuously or are broken by the
taking of a meal break, the employee will be pad

1

A meal allowance of $10.50 where the employee works two hours or more
and less than five hours’ overtime;

An allowance for meals of §14.00 where the employee works five hours or
more and less than nine hours’ overume;

An allowance for meals of $18.00 where the employee works nine hours or
more overtime.

These provisions apply irrespective of whether the overtime is worked prior to or
following the commencement of ordinary duties.

Overtime not continuous with the ordinary day’s work

Where an employee is instructed to work overume for four or more hours
irrespective of whether such hours are worked continuously or are broken by the

taking of a meal break, the employee will be paid

i

A meal allowance of $10.50 where the employee works five hours or more
and less than nine hours’ overtime:;

u An allowance for meals of §74.00 where the employee works nine hours or
more and less than thirteen hours’ overtime;

i  An allowance for meals of §78.00 where the employee works thirteen or
more hours’ overtime.

Procedure

9.20 The following procedures should be followed for persons working overtime.
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9.21

922

92.23

10

10.1

10.2

10.3

10.4

105

10.6

10.7

Overtime will then be paid at the appropriate rates in the next payroll after the
above procedures have been followed.

Salaries

An overtime form must be completed by the employee stating reason for overtime
and hours worked, to be approved by the Divisional Manager.

Wages

Overtime must be included on the employ
certifying officer.

HOURS OF WORK

Agreement, including those for employees whose normal working hours of work
are worked berween Monday to Friday inclusive or Monday to Sunday inclusive,
will continue unul such tme as agreement has been reached to change them.

The ordinary hours for all Wages employees will not exceed on average, thirty six
hours per weel, within the hours of 6:00 am to 6:00 pm.

The ordinary hours of salaried staff will not exceed on average, thirty five hours per
week, within the hours of 6:00 am to 6:00 pm.

Variation to working hours will only occur through due processes which may
include job redesign, needs analysis and evaluation and change in community
expectations. Any variadon is to be made only after consultation, involvement and
agreement of employees, unions and management.

Any agreement to alter an employee’s hours of work must be genuine with no compulsion
to agree. Any dispute or difficulty relating to the application of this hours clause must be
pursued through Council’s Grievance Procedure.

Short Term Shift Work

Where special projects require work to be performed outside of the usual spread of
hours determined for that work, short term shift work arrangements will be

developed following consultation between management, employees and relevant
unions.

Morning tea and Meal Breaks

a Morming tea for all employees will be taken ar the employee’s place of work
or where not practicable, the nearest safe and practicable place of work.
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. Council will provide coffee, tea, milk, sugar and biscuits for salarted

employees.

e  Level two of the Administration Bulding will be retained for staff
faciliuies.

b A meal break of at least thirty minutes should be taken following five hours
continuous work, except in unavoidable cases such as breakdown, employees
engaged in concrete finishing, or other reasons beyond the organisation’s
control.

10.8 Rest Breaks

109 An employee will be required to have a rest break of ten hours duration after
concluding ordinary duties or overtime and prior to recommencing ordinary duties

on the next day.

10.10 Nowwithstanding this provision, it is agreed and accepted that alternatve rest break
arrangements can be negotiated berween Council and%é:_i‘m conjunction with

negotiations in relation to hours of worls.

10.11 Hours of Work - Wages Staff

10.12 General Wages Staff

10.13 Excepr as other wise provided, the ordinary working hours for wages employees
will not exceed thirty-six hours per week and will be worked in five days or shifts
of eight hours each Monday to Friday inclusive between the spread of hours of
6:00 am to 6:00 pm.

10.14 Wash-Up Time

10.15 All wages employees will not commence to wash-up more than 10 minutes before
the end of the working day.

10.16 Nine Day Working Period

10.17 Council operates a nine day working period arrangement for its wages staff in
accordance with the Shorter Working Week undertakings endorsed by the
Industrial Commission on17 June 1982.

10.18 Where an employee is required to work on what would have ordinanly been a

Rostered Day Off and where it is agreed, they will be able to possess a maxamum
accrual at any one time of five days. These arrangements will be subject to:
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*  Councll providing the employee with notice that they will be required to
work their rostered day prior to the conclusion of the shift immediately
preceding the scheduled Rostéred Day Off;

e  Employees providing a minimum of 48 hours notice prior to taking an
accrued rostered day. In cases of emergency the situauon will be viewed on
its merits.

. If a holiday occurs on an employee’s roster day under a roster system an
employee will be paid for their ordinary rate of pay for this roster day or
another day off will be allowed.

10.19 Senior Beach Lifeguards or Beach Lifeguards

10.20 Thirty-six hours per week, to be worked in six days, including Saturday and Sunday
and public holidays, as required.

10.21 Caretaker

10.22 Thirty-six hours per week to be worked on Monday to Saturday inclusive, as
required, provided that the employee will be allowed one full day off each week.

10.23 Cleaners

10.24 Hours will not exceed thirty-six per week or more than seven hours per day,
Monday to Friday inclusive, between the spread of hours of 4 am to 7 pm and not
more than four hours on Saturday between the spread of hours of 4 am to 1 pmy;
provided that there will not be more than two shifts on any one day.

10.25 Supervising Impounding Officer, Impounding Officer and Park Ranger

10.26 Wl not exceed thirty-six hours per week including Saturday, Sunday and public
holidays as required; provided that the employee will be allowed two full days off
each week.

10.27 Mechanical Broom Operators - Shift Work

10.28 Mechanical Broom Operators engaged in street cleansing services may be
employed on shift work subject to the following conditions:-

10.29 The ordinary working hours will neither exceed 8 hours per day nor, subject to
shift arrangements:

36 hours per week;

72 hours per fortnighr;
108 hours in three weeks;
144 hours in four weeks
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10.39 Storepersons, Tradespersons and Tradespersons Assistants - Shift Work

10.40 Hours will neither exceed 8 hours per day nor 36 hours per week, or 72 hours per
fortnight and will be worked as follows:

e Day Shift - Between the spread of hours of 6.00 am to 6.00 pm Monday to

Friday.

e  Afternoon Shift - Finishing after 6.00 pm and before 12.00 am Monday to
Fnday.

e  Night Shift - Finishing after midnight and at or before 8.00 am Monday to
Friday.

10.41 Pool Superintendents, Assistant Pool Superintendents and Pool Attendants

10.42 Hours will not exceed seventy-two per fortnight t be worked as rostered, Monday
to Sunday, including Public Holidays; provided that at least two days are allowed
off each fortnight.

10.43 Public Lavatory Cleaner and Public Lavatory Cleaner - Mobile

10.44 Hours will not exceed thirty-six per week to be worked on Monday to Sawurday
inclusive, between the spread of hours of 6.00 am to 6.00 pm each day.

10.45 Public Lavatory Attendant

10.46 Hours will not exceed thirty-six per week or more than six hours and thirty
minutes per day, Monday to Saturday, inclusive, between the spread of hours of 7
am and 9 pm; provided that there will not be more than two shifts per day.

10.47 Hours Of Work - Salaried Staff

10.48 General Salaried Staff Lk

‘p:\_x o= .i""';'
10.49 Except as otherwise provided, the ordinary weekly working hours %@(rjﬁréxceed
thirty five hours per week or seven hours per day and will be worked i continuous
periods (except for a meal break not exceeding one hour) between the spread of
hours of 6:00 am to 6:00 pm Monday to Friday.

10.50 Long day Child Care Centres
10.51 The ordinary working hours will not exceed thirty-five (35) hours per week, eight

hours per day, Monday to Friday inclusive, between the spread of hours of 6.00 am
to 6.00 pm with one hour break for a meal.
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10.52 Library Staff
i Day Workers:

The ordinary working hours for day workers will be thirty-five (35) hours per
week and will be worked on five days, Monday to Friday inclusive between
the spread of hours of 6.00 am and 6.00 pm each day. The Council may at
its option require such ordinary working hours to be worked between the
spread of hours of 6.00 am to 6.00 pm Monday to Friday inclusive, and
between the hours of 9.00 am and 12 noon on Saturdays.

u Shift Workers

The ordinary working hours for shift workers will not be more than thirty-
five (35) hours per week and will be worked in accordance with a regular
roster between the spread of hours of 8.00 am and 9.00 pm Monday to
Friday inclusive, from 8.00 pm to 12 noon on Saturday in straight shifts not
exceeding eight consecutve hours per day inclusive of a meal break of not
more than one hour.

10.53 Maintenance Security Officers, Civic Attendants and Community
Infringement Officers

10.54 The ordinary working hours will not exceed thirty-five (35) hours per week,
including Saturday, Sunday and public holidays as required, provided that the
employee will be allowed two full days off each week.

10.55 Commencing and Ceasing Times

10.56 The commencing and ceasing times within the spread of hours mentioned above
and meal period applying will be by mutual agreement between the Council and the

Unuon(s) concerned.

11 USE OF COUNCIL EQUIPMENT BY EMPLOYEES \{x

Policy

11.1 Counal plant, equipment and tools (except those items defined in 11.10) will be
available for personal use by Council employees subject to approval by the
respective Divisional Manager.
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11.2 Approval

11.3

114

11.5

11.6

11.7

i~ Approval for personal use is the responsibility of the Divisional Manager
controlling the asset to be used.

i Delegation of approval may be extended to Divisional Engineer, Plant
Engineer, Assistant Manager and Coordinator level only.

iii  Approval is not a nght and each case will be considered on its ments.

iv.  The Divisional Manager controlling the asset will be the arbiter in any
approval process and his/her decision will be final.

Private (Personal) Use

Irems of equipment, plant and tools borrowed may be only used for private
(personal) use. Use of items for private business use is forbidden.

Special Licences/Safety

Where an item of equipment requires a special licence to operate (eg. Ramset Gun)
it is the responsibility of the employee to produce such licence before approval will
be considered. The employee must also demonstrate that he/she has the skills
necessary to safely operate the equipment to be borrowed (eg. chain and concrete
saws). Where an employee is not provided with personal safety issue, it will be the
responsibility of the borrower to provide tus/her own safety equipment as
appropnate.

Council Use

All items of equipment, plant and tools will be available for Council use at all umes,
ie. employee use will be restricted to weekend or overnight use only. Any item
borrowed must be retumned by the normal starting time of the next working day.
Disciplinary Procedures

Any employee found guilty of abusing the system will be subject to the following
disciplinary acton:

. 1st Offence ~ Warnung
e  2nd Offence - Denied access to future borrowing,

Damage/Theft/Loss

Any employee borrowing equipment, plant or tools is required to return the ivem in
the same condition as when borrowed. Any damage, theft or loss will be the
responsibility of the employee to reimburse Councl the costs thereof.
Reimbursement will be calculated on the depreciated value of the item so damaged
or lost.



11.8

119

Consumables

The employee will be responsible for all consumables involved in the borrowi

ie. fuel, oils, blades etc. Ay item using fuel will be issued with a full fuel tank and
will be returned 1n the same condition. Blades will be sharpened or replaced at the
employees cost.

Procedure

1 The employee will complete the “Application - Borrowed Items”

1 The Divisional Manager or his delegated officer will complete the approval
section.

wt  The borrower shall certify as to the condition of the item borrowed.

.iv. When returned, the item will be inspected and form completed indicaung if

iten has been returned in good or poor conditon

v Where charges are payable by the employee, the employee will authorise
deduction from next payroll for costs thereof.

vi  Each Manager will monitor usage patterns for their staff and equipment.

11.10 Exemptions

11.11 Collection/Return

12

12.1

The following equipment, plant or tools will not be available for private use of
employees:

i Vehicles, trucks, registered plant, compressors, welders and poj
equipment.

i Survey equipment, specialised workshop testing equipment.

ii  Orher items as determined by the relevant Divisional Manager. ||

It is the employee’s responsibility to collect and return items to be borrowed under
no circumstances are Councll resources, eg. trucks, to be used to transport such
items.

REIMBURSEMENT TO EMPLOYEES OF PERSONAL
PROPERTY LOSS/THEFT OR DAMAGE

Policy

Employees will be compensated financially by Council for property loss, theft or

damage arising out of the performance of work duties. In cases of theft, where
appropriate, a completed police report form may need to be submitted.
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Tools of Trade

\ i

122 \Where an employee is requu'ed>5 a condition of employment to provide his/her
own tools and such tools are lost, stolen or damaged the relevant Division will
finandally compensate legitimate claims. The division will replace or repair the
tools which have been lost, stolen and/or damaged with tools of an equivalent
standard.

12.3 Each employee is required to maintain an up-to-date list of his/her tools of trade
and submit a copy of this list to the relevant Divisional Manager for reference in
the event of loss, theft and/or damage of any of those tools.

Personal Property

12.4 - Personal property remains the responsibility of the employee. However, the
relevant Division will reimburse the employee at the amount(s) indicated within
this policy for the loss, theft and/or damage to items of personal property arising
from the performance of work duties.

Item $ Claim
1/7/98 (3%) | 1/7/99 (3%) | 1/772000 (4%)

Work bag (maximum claim) 61.80 63.65 66.20
Street clothes — shirt/blouse (per | 41.20 4245 44.15
item)
Trousers/ skirt/slacks 61.80 63.65 66.20
Pullover 51.50 53.05 55.15

| Watch 72.10 74.25 77.20
Shoes 61.80 63.65 66.20
Sunglasses (non optical sight 82.40 84.85 88.25
correction)
Towel 20.60 21.20 22.05
Lunch box 5.15 5.15 5.35
Thermos flask 10.30 10.60 11.00
Optical prescription sight net cost only | net cost only | nert cost only
correction glasses, including
appropriate tint

| Wetsuirs 154.50 159.15 165.50
Wet weather clothes - 36.05 37.10 38.60
coat/trousers

Note: These amovts are to be increased tn accordance with % enterprise agreement increases.
12.5 Where a Council Beach Inspector incurs the theft of sunglasses, sight correction

glasses, warch, towel or street clothes, evidence of forced entry will not be required
to be established in order for the claim to be accepted. Claims for theft of wetsuits
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12.6

12.7

12.8

12.9

from Beach Inspectors will only be accepted when those officers are authonsed by
their Divisional Manager to operate Council’s inflatable rubber boats.

Note: All datms in excess of $250 are to be referred to Cownal’s Clazms Officer, Extension
7030.

Special Circumstances

Employees may be required to possess parucular items of personal property
and/or tools to enable them to effectively undertake work dutes. Where such
special circumstances exist and loss and/or damage of such property occurs, then
subject to the determination of the relevant Divisional Manager, claims for loss
and/or damage of such special property will be reimbursed or property replaced by
that Division.

" Procedure

Claims for loss must be submitted to the Divisional Manager.

The Divisional manager will assess the claun and determine reimbursement

according to the above schedule.

Payment will be made to employees by cheque, funded from the divisional budget.
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XI
1

1.1

1.2

1.3

14

L5

1.6

1.7

1.8

GRIEVANCE PROCEDURES
GRIEVANCE PROCEDURES

Policy

The following procedure is designed to assist management and employees to avoid
and settle any grievance, complaint or dispute at the workplace.

Procedure

Any employee should in the first instance discuss any matter affecting their

- employment with their immediate supervisor.

When requested by the employee or supervisor, the union delegate will discuss any
matrer affecting the employee with the employee’s immediate supervisor.

Grievances should be resolved at their lowest possible level. Each level of
supervision will be consulted in an attempt to resolve the matter before it proceeds
to the next level. No matter will proceed above the divisional manager level until all
reasonable attempts to resolve the grievance have been explored and applied.

Any conferences required will commence within 24 hours or at a ume agreed by
the parues.

Should the marter not be resolved at the above levels, the union should request the
Manager Human Resources to be involved. In the event of the grievance sl being
unresolved, the Assistant General Manager or General Manager should be
requested to arrange appropriate conferences to discuss and consider the gnevance
with the affected parties.

Without prejudice to either party, all work will continue in accordance with the
terms of this Agreement while the matters in dispute are stll in the course of
negouanons.

At any stage of the proceedings, however, the parties may seek the assistance of the
Industrial Relations Commission. Recourse to this procedure, however, should not
take place until every endeavour has been made to resolve the issue in accordance
with this Grievance Procedure.
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PART G

DEFINITIONS

Advice Provide information and/or counsel

Agree 10 negotiate Commitment to discuss with intenuon to a mutual settlerment
Agreements A murual sertlement 'S
All affected umons All unions parties to the agreement ':t

Alternative outcomes

specifically identified

Outcomes which may have indirect impact in areas other than those {"

Analyse Examine critically , so as bring out the essenual elements

Analysis of target Crucal examination of identified markers.

markets l
Anudipate Foresee and be ready

Approvals Process that Council is responsible for approving

Assessing performance | Examination of performance

Assistance Help

Audit effectiveness Structured examination of performance against idennfied standards
Benchmarl Identfication of compauble organisations and the process of

comparing Council performance against those organisations

Benchmarking

The process applied in the identification of compauble organisations

L U R s I

and the process of comparing Council performance against those

orgarnisations

Best pracuce

Identification of organisations who are “ best” in a parucular process

oy

and analysing for possible adoption of such best practices

Breach of contract

Action which is contrary to defined contracrual requirements

conditons

Briefing strategies Communication of directions, plans and processes .

Business needs The 1dentified requirements of a business urut i order to meet :
customers needs ]

Business process reviews

The review of and examination of the way in which a work area

processes are performed. |




Casual staff

Employees who are engaged to meet short term demands on an

uregular or infrequent manner

Closer to the customer

Ensuring that delivery of processes meet the identifted and specific

needs of the customer

Commitment to Agreement, support and collaboration towards providing
satisfactory performance | performance to agreed performance specifications

Commutted and skilled | Motivated, empowered and appropriately competently trained people
people

Committed partnership | A shared and motivated approach to achieve agreed outcomes

Common viston

An understanding and agreement to a shared long term objective

Community Ratepayers and ciuzens of the Wollongong City local Government
area
Community and Identification, collation and documentation of the end users needs

customer needs

Community’s lifestyle

The Wollongong City local areas standard of existence, acuvity and

effectiveness consistent with identified needs

Comparison of costs for

the provision of the

Critical analysis of the finandal and non-financial advantages of

providing a partcular service

service

Competencies The specification of knowledge and skills and its application across
Council to identified standards of performance

Competency The process for the identifying and applying competencies which

development measure the standards of performance for processes and jobs

Compettion policy Government policy for mapping out strategies for the Public Sector
to become competitive with other industries |

Competitive Following analysis of all factors and in accordance with the idenuified

specification, the final costs for the provision of a service is

comparable




Competitve analysis

Process applied for the analysis of factors that contribute to the costs
and quality of the service according to the identified process and

specification.

Competitive basis

Comparative costs in providing the services and products in

accordance with the idendfied specification

Compettive gap The difference in costs in providing the services and products
compared to other providers

Competiuve market The services and products available in the market

Competitive The provision of services and products in accordance with identified

performance/service and

customer specifications which is comparable with other providers in

provisions costs, quality and tmeliness

Competitive units Work units which can provide services and products 1 accordance
with idenrified customer specifications which is comparable with
other providers in costs, quality and umeliness

Competitiveness Able to provide services and products in accordance with identified
customer specifications which is comparable with other providers in
the marker place in terms of costs, quality and timeliness

Competitor analysis Critical analysis of other providers in the market and an
understanding of their ability to provide products and services in
terms of costs, quality and timeliness.

Compeurors Identification of other providers in the marketplace.

Completely or Movement towards meeting identified standards of performance

substantially bridged

Compliance Satisfying or meet requirements or standards

¥

Competitive tendenng

Calling for tenders as a means for determining the best price and

service for meeting a determined specification

Confirm ongoing

employment security

Employment secunity for the life of thus agreement

Constructive

Postuve, progressing forward

Consultation
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Consultative process

An agreed process for the sharing information with stakeholders

Contirrual performance

reviews

Ongotng regular performance reviews, review of results on an

ongoing basis

Continuous learning

Learning on an ongoing basis to meet the needs of individuals and

Coundll to achieve identified objectives

Contracting of services | Out sourang, Service 1s provided by alternative suppliers

Corporate Plan 5 year, rolling 1 year plan of Counal’s direction to meet customer
needs

Corporate process A process for the collation and documentation of corporate business
activides in accordance with policy and procedures

Cost effective Provision of a product and/or service at a specified quality at the
best possible price

Costung companson Comparison of costs with other comparable providers

Counal’s overall health | Councils’ overall performance against its vision and mission

and well being

Current and future

Products and services currently being provided by Counal and could

service be provided in the future
Customer Process of interaction with identified customers
COMUIMUNICATIOnN

Customer focus

Centering on the customer and their needs

Customer focused

The culture of centering on the customer and their needs

Customer responsive

Centenng on the customer and responding to thetr specific needs

Customer service

The provision of services within customer specifications

Customer service The process of actual provision of services to the customer

delivery

Customer service The identification and documentation of customer specifications

standards

Customer-oriented The culture of focussing and understanding the customers needs and
providing products and services within their specifications

Customers To those whom a p ce 1s provided
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Define specifications

The process for identifying and documenting a standard of

performance
Definitions Assist in understanding the intent
Determine costs The process for understanding and identification of actual costs
Development To bring out the possibilities and bring to an advanced state

b —

Development of
performance

specifications

Idenuficaton of criteria for measurement

EEQ issues

Equal opportunity as defined in the Ant-Discimination Act

Effective consultative

structure and

Consultatve processes that enables posiuve and advancing outcomes

arrangements

Efficiency improvement | Advancement of a process

Efficient Effecuve use of resources to meet product/service specifications
Employee accountability | To be called to account for the results of work provided an the ethic

applied

Employee involvement

Posiuve conmbuton and participation

Employee rotation and

Movement of employees from one job to another

wnrerchange
Employee understanding | Knowledge and awareness
Employment security No forced redundancy for redundant posinons but altenative
employment
Empower employees Enable employees to become more autonomous i the decision
making process for the provision of a product and/or service i
Encouraging Support l
Encouraging and Supporting and encouraging ideas for making improvements L
rewarding innovation and PO |
creatvity {? ;ﬁ f\‘ [
Enforcement Comply with i\‘ %’\ {E’-_‘.‘ T 4
Enhance Improve, make better *\"7':1\~ .'1
T — 5
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Ensure our services are

Develop and apply products and services which meet defined

efficient, on-time and specifications

cost effective and

competitive

Endtlements A nght to claim something

Environmental issues

Issues that affect the aggregate of surrounding things, conditons or

influences

Environmental scan

Seeking to collate issues that may impact on the environment

Equal employment

opportunity

Policies and procedures which meet requirements of the Anu-

Discrimination Act

Equitable, fair and safe

The application of faimess and equity and removal of risk.

workplace m

Establishing Set up //e / \"‘

Evaluate Analyse and examine %

Factors limiting Issues that place restrictions \*r‘

Family friendly working | Arrangements that factor in impact on employees and their famulies

arrangements

Family responsibilities Responsibilities thar are recognised as which employees have to therr
families.

Flexbility Ability and willingness to undertake a vanety of tasks, jobs, roles and

functions

Flexable and responsive

Conditions of work which support the ability to move quickly to

working arrangements meet changing customers needs

Flexible hours Hours of work which are structured to support the ability to move
quickly to meet changing customer and individual needs

Framework of the Structure or framework which enables the applicanon of the intent

Enterprise Agreement and objectives of the enterpnse agreement

Future secunty

No forced redundancy for redundant positions but alternauve

employment

Gap

The difference in costs in providing the services and products

compared to other providers
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Gap analysis

Analysis of the reasons for the differences in providing the services

and products compared to other providers

Grow/expand our

business

To maximise the economic potential

Harassment 1ssues

Removal of unwanted advances,

Identify

Recognise or establish

Idenufying

The process applied in recognising or establishing

Immediate notification of | Advising the appropriate stakeholders immediately prior to
commencement

Implement quality To put into effect, apply to the provision of products/services

services

Implement workplace To put into effect changes to improve the workplace

reform

Implementation To put into effect

Improved delegation Improved system that allows decision making

Improved rewards Better means for recognising

Individual and team Process to assess individual and team performances against agreed

performance standards

INAanagement systems

Individual Specific work areas, Divisions of Council {:/ 5{7 _‘__?Jr;{i ,f,,";:
divisions/areas \&z -}\ Lo ; ,'ﬁ
Individual pay/wage Changes to an employees pay or wage Ee1e5
outcomes

Individual teams Specified and identified teams

Informal local Working arrangements which have become institutionalised but are
agreements not written or supporting existing policy and procedures

Information and analysis

Data which enables critical examination

Initiation

To begin or commence

Innovattve and customer

focused approach

Progressive, contemporary that is targeted to customers

Integrated

Linking of the parts that meer a specific objective




Integrated basis

Intent of process to linking of the parts that meet a specific objective

Integrated customer

service delivery

Intent of process to linking of the parts of a process to meet the

provision of a product and service to the customer

Integrated customer
service for telephone and

counter services

Intent of process to linking of the parts of a process to meet the
provision of a product and service to the customer through

interaction with telephone and face to face conract.

Integrity

Honesty, upright, probity

Interesting and

challenging work

The process of providing work that increases the attenton and

curiosity to employees.

Internal communications

Communication framework that enhances the knowledge and
understanding of employees

Job evaluanon

Systematic process to establish inrernal pay relauvity to jobs in

Counal

Job redesign process Process for the review and development of jobs that @@%m
identified needs /

Job roles Principal function of a job g‘\"' \\ﬁ.@ /

Job sharing When a full time position is shared by two or more %

Performance indicators

Performance indicators that measure the progress of Council or its

process towards meeting idenufied outcomes.

Knowledge and skills Understanding, ability and competency
Leadership Guide the direction, course, action or culture of Counail
Leaning Acquire the knowledge of or skill in by instruction, training or

experence

Learning organisation

Providing a culture of Council which encourages and supports the
acquisition of the knowledge of or skill in by instruction, training or

experience

Learning teams/ structure

Providing a culture of a team or structure which encourages and
supports the acquisition of the knowledge of or skill in by

1Ostruction, training or experience

Level playing field

Equal footing or basis for comparison

Life of the agreement

Agreed period of the registered enterprise agreement




t

Local Area Agreements | Agreement reached at the work site/Business unit that may vary the
main registered agreement
Local Areas A specific work site, function or group of employees

Local work areas

Specific work site or work area

-

&

Localised service delivery | Provision of services to the speafic needs and location
Manage the process Plan, direct, organise and control a process '
Market requirements Specifications or criterion that exists in the marker place ,
Market research Gaining an understanding of the charactensucs, lustory and

influences of a market
Market testing Comparison with those operating in a particular market
Marketng plans Strategically planming the interaction within the market place
Meet customer and Satisfying customer specification and standards AR
cormmunity needs /
Momutor On going review

Monitoring of

Review of the operation of the agreement

et ey pein Peuey R iy !”'“]_-L*‘“"l

Agreement

Natonal Competition Government policy for mapping out strategies for the Public Sector

Policy, NSW to become competnve with other industries

Government

Natural work teams Those teams that can be clearly defined and separated by the nature
of the work

On-time Delivery of services withun the ume specified in the service
specification

Organisation change An agreed process of reviewing the organisation structure to meet

the needs of the customer

Organisation structure

The organisation structure which enables the provision of a quality

service and product to the customer

Organisational objectives | The identified objectives to meet Councils’ Corporate Plan
Orgarusauonal The performance of the organisation as measured against
performance performance indicators.




Organisational structures | Organisation structures which enables the provision of a quality

service and product to the customer

QOrther resources

Resources such as technology, finances, informaton etc

Out-sourcing

Established arrangements for the engagement and management of

arrangements external providers to meet identified outcomes.
Parucipation Involvement

Participative analysis Involvement in the cntical examination

Partcipative skills Involvement in the development and applicavon of skills
development

Partners People combining to achieve agreed outcomes
Partnership To be or act as a partner

Patterns of work

The way in which work is conducted and/or arranged

People

Employees

Performance assessment

Analysis of performance against agreed indicarors

Performance feedback | Information provided on the provision, and contnbuton to, services
and products

Performance The standards to which performance will be provided.

specifications

Permanent part ime A permanent arrangement between Council and employee where

employment actual hours worked are less than normal full time hours for that
position

Plant ualisation Measuring the rato of used plant time expressed as rauo of avalable |
time

Policy and planning Strategic approach with future focus to ensure that Council meets the

vision, mission and goals of the organisation.

Positive benefits

Outcomes that satisfy the customers of the process

Postuve working

relationships

Relanonships that are effective and progressive

Potenual future suppliers

Suppliers other than those currently used by Council
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Pro rata basis

Amount of entitlement calculated using the hours worked as a

percentage of full ume hours

Processes and titiatives

for achieving

competitiveness

Activities and procedures to enable Counal to operate within a

competitive framework

Processes and systems

Procedures, ways and methods of doing work

Project teams

Groups of employees working together on a defined project

Product/service Process of creating or changing products/ services
development
Product/service Process of assessing placement in market and cost to customer

positioning and pricing

Product/service Process of informing customer of product/ ser%‘b%a&s and
promotion availability // /'\ Ny \‘*
Products Services we provide or work we undertake [{ :¢|'L ij 5 __: g
Promote learning and Access to training and workplace learning JP}:{&_“E;;
skill development s 4
Promoting Mzking information available and advancing knowledge

Provide access to
training, development

and resources

Opportunities to be involved and have access to these areas

Prowvide efficient

Products/services are supplied timely and cost effectively

Provide our services

Supply the community

e gy T

Providing value for Ensunng the provision of a cost effective quality service
money and quality

services

Proving our Evaluarion of how Council compares to other providers
competiuveness

Quality Comprehensive approach to the pursurt of excellence and high

achievement

Tool for evaluating, understanding and improving products/services |
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Quality assurance National standards for product/service supply
| Quality of process, Assessing, evaluaring and improving
product and service
Quality of working life | Condidons and arrangements that enhance work activites
Quality service Providing excellent product/services to customers
Quality services Providing services determined by quality measures
Quality teams Groups of staff using quality technuques to review and improve
products/services
Rationalising Making effective use of resources
Redeployment Process of moving staff to alternative posituon(s) when their inmal

position becomes redundant

Reduction in State

State legislative conditions prevail over local agreements

Legislation standards

Reduction in work The number of work related injuries is lowered ZSTR ;\\
related injuries 127 A
Regular reporung Standard timeframe for providing informaton &-}i& | 1

Relevant division

Management

T l-"
-

T

Management of Council division directly effected % i‘ :
; S

Removal of barriers

Take away impediments

Responsive employees

Employees who react quickly and posiuvely to situations

Restrictive demarcations

Work practices that prevent effective provision of service/products

Retraining process

Activities to give employees different skills and informanon

Review

| Examine and evaluate

Review and assessment

E xamination, evaluation and determining against a criteria

Rewview of the types of

services

Examination and evaluation of the range of services provided

Review policies and

practices

Examination and evaluauon of Council’s guidelines and acuvities

Reviewing

| Examination and evaluation processes and procedures

Reviews of business

processes

Examination and evaluaton of the way Council does its business




Reward and recognition | Procedures for identifying, assessing and benefiting staff activites
structures

Rewarding Returns to staff

Safe work practices Working processes to ensure potential for accidents is reduced
Seeking shared solutions. | Pursuing answers to problems that all parties parucipate in and agree

r
|

upon

Self assessment

Process of examination and evaluaton undertaken by Counail

Self managed work teams

Groups of staff responsible and accountable for all aspects of their
work

Service level agreements

Agreements between providers and customers defining service range

Sharing/comparing of | Exchange and examination of informarion

information

Skills based classificaion | A classification of positions that is based on skills required to do a

structures partcular job

Skalls development Acquisition, improvement and change of an employees skills |

Skills development Access to and partiapation in actuvities that develop skills

opportunities J

Specific purpose teams | Teams established for prowiding a specific function

Stakeholders Those people who have an interest and interaction with Council
operations

Standards A level to which products/.services are provided

Strategically planned Establishment of agreement that meets current and future objectives

workplace agreement

of Council

Streamlining the Analysis and rationalisation of processes to improve efficiency and "7
processes effectiveness

Supphers Providers 3
Support Encourage and assist r

Support communicauons

Improve and enhance communicatons

Technologrcal Contemporary issues and improvements in a particular function
developments
Technolo Applicau ' ! ' il busi
gy Pp cano%w, mechanical sciences to Council business ,
fb?"f""“*’-f—“ '
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Temporary staff Staff employed for a fixed period of ume

Total organisation Council as a whole

Traning | Transter of knowledge and skalls

Training of staff Process for transfer of skills and knowledge to staff
 Transfer Pass on to others

Unified commitment

Combined approach

Unscheduled absences | Unplanned or unanticipated absence // O = k’ \

Unscheduled Trend in unscheduled absences

absenteeism x 2\ = -3"

Use of external Engagement of resources outside of Counail RERN :

resources/ support

Value for money Cost effecuve assessment of product/service

Values Pnnaples applied by Counal in its interaction with staff and
Customers

Voluntary redundancy Acceprance by an employee to exit the organisation in accordance
with Council’s policy

Whole of job Assessment of performance considenng all aspects of the posinon

performarice

Wholesale privadsation

Complete removal of organisation from public to private ownership

Winning employment

security for all employees

Through competitive performance enabling staff to secure position

Work alongside Council

staff on a project basis

People employed by organisations other than Counal working with
Council staff

Work practices Actions and processes that constitute how work is undertaken
Work processes | Step by step method of how a task 1s undertaken

Work related mnjuries Injuries sustained at work

Working conditions Established terms and conditions that apply in the workplace
Workplace health and Defined statutory requirements and standards that apply to
safety regulations and workplace OHS

requirements
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