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OUTLINE OF SUBMISSIONS 

A. Introduction 

1. We refer to the Directions made by Vice Pres10ent Hatcner on 1 o July 2017 (Directions) regarding 
contested substantive matters in the 4 yearly review of the Supported Employment Services Award 
(SES Award). 

2. The Directions required any party opposing a variation proposal to file in the Fair Work 
Commission (Commission) witness statements, expert's reports and other evidentiary material 
upon which they intend to rely, together with an outline of submissions, on or before 13 November 
2017. In correspondence dated 6 November 2017 this timeframe was extended to 21 November 
2017. 

3. These submissions are filed pursuant to the Directions, in opposition to the variation proposal 
(Variation Proposal) sought by the AED Legal Centre (AED) in its submissions dated 3 October 
2017. 

4. By way of summary, Civic Disability Services (Civic) opposes the Variation Proposal and submits 
that the Fair Work Commission should not make the determination sought by AED because it 
cannot be satisfied, on the basis of the evidence available to it, that the current SES Award is 
inconsistent with the modern awards objective1 or the minimum wages objective2. 

5. Civic relies on the witness statement of Nicole Fitze (General Manager Human Resources) dated 
21 November 2017 as well as these Submissions. 

B. The Variation Proposal 

6. The AED has proposed that the SES Award be varied so that it only provides one method of 
determining a rate of pay for an employee with a disability below the minimum wages prescribed 
under clause 14.2 of theSES Award (Variation Proposal). The AED has further proposed that the 
one method be the Supported Wage System (SWS). 

7. Clause 14.4 of the SES Award presently sets out a list of methods for determining the rate of pay 
of an employee with a disability below the minimum wages prescribed under clause 14.2 of the 
SES Award. One of those methods is the Civic Industries Supported Employees Wage 
Assessment Tool (CISEWA Tool). 

8. The Variation Proposal seeks tu remove all wage assessment tools from the SES Award except 
for the SWS, including the CISEWA Tool. 

C. The Statutory Framework 

9. Although It is not clearly apparent, it appears the AED is seeking the Variation Proposal on the 
basis of its claim that the current SES Award clause 14.4 is inconsistent with the modern awards 
objective, the minimum wages objective and is discriminatory.3 

10.The Variation Proposal appears to be sought under section 157 of the Fair Work Act 2009 (Cth) 
(Act) which provides that the Commission may: 

a. make a determination varying a modern award, other than to vary minimum wages, if 
it is satisfied that making the determination is necessary to achieve the modern 
awards objectives;4 and 

1 Fair Work Act 2009 (Cth), section 134. 
2 Fair Work Act 2009 (Cth), section 284. 
3 AED Legal Centre, Outline of Submissions, filed 3 October 2017. 
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b. make a determination varying a modern award minimum wages if it is satisfies that 
the variation is justified by work value reasons and where it is necessary to achieve 
the modern awards objective. 5 

11.1n determining whether to exercise its power to vary a modern award, the Commission must be 
satisfied that the relevant award includes terms only to the extent necessary to achieve the 
modern awards objective. 

12.The modern award objective required the Commission to ensure that modern awards, together 
with the National Employment Standards, provided a fair and relevant minimum safety net of terms 
and conditions taking into account the following factors: 

a. relative living standards and the needs of the low paid; and 
b. the need to encourage collective bargaining; and 
c. the need to promote social inclusion through increased workforce participation; and 
d. the need to promote flexible modern work practices and the efficient and productive 

performance of work; and 

d the need to provide additional remuneration for: 

i. employees working overtime; or 
ii. employees working unsocial, irregular or unpredictable hours; or 
iii. employees working on weekends or public holidays; or 
iv. employees working shifts; and 

c . the principle of equal remuneration for work of equal or comparable value; and 
f. the likely impact of any exercise of modern award powers on business, including on 

productivity, employment costs and the regulatory burden; and 
g. the need to ensure a simple, easy to understand, stable and sustainable modern 

award system for Australia that avoids unnecessary overlap of modern awards; and 
h. the likely impact of any exercise of modern award powers on employment growth, 

inflation and the sustainability, performance and competitiveness of the national 
economy. 

Approach adopted by the Commission in determining when to exercise modern award 
powers 

13.Below we outline a number of principles adopted by the Commission in determining whether to 
exercise its powers to vary a modern award to achieve the modern awards objective. 

14.The modern awards objective is broadly expressed.6 

15. The obligation to take into account the considerations outlined above at paragraph 12 means that 
each of these matters, insofar as they are relevant, must be treated as a matter of significance in 
the decision making process. 7 No particular primacy is attached to any of the above considerations 
and not all of the matters identified will necessarily be relevant in the context of a particular 
proposal to vary a modern award.8 

16.Awards made as a result of the 2009-2010 award modernisation process conducted by the former 
Australian Industrial Relations Commission (AIRC) were deemed to be modern awards for the 

4 Fair Work Acl 2009 (Cth}, section 157(1). 
5 Fair Work Act 2009 (Cth), section 157(2). 
6 See Shop, Distributive and Allied Employees Association v National Retai/1\ssociation (No 2) (2012) 205 FCR 227 at [35) 
per Tracey J. 
7 Friends of Hlnchlnbrook Society Inc v Minister for Environment (No 3) (1997) 77 FCR 153; Australian Competition and 
Consumer Commission v Leelee Pty Ltd [1999) FCA 1121; Edwards v Giudice [1999] FCA 1836; National Retail Association v 
Fair Work Commission [2014] FCAFC 118. 
8 4 yearly review of modern awards- Penalty Rates [2017] FWCFB 1001. 
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purposes of the Act.9 1mplicit in this is a legislative acceptance that at the time they were made the 
modern awards were consistent with the modern awards objective.10 

17 .We also refer to the minimum wages objective which requires that the Commission must establish 
and maintain a safety net of fair minimum wages, taking into account a number of factors outlined 
in the modern awards objective. 

18.Further, the Act states that the Commission may only make a determination varying modem award 
minimum wages during a 4 yearly review where it is satisfied the variation is justified on work 
value reasons including those related to: 

a. the nature of the work; 
b. the level of skill or responsibility involved in doing the work; 
c. the conditions under which the work is done. 

D. Background 

Civic 

19.Civic is a not-for-profit service operating from the Sutherland Shire. 

20.Civic provides services to people with intellectual disabilities and/or mental health conditions. 

21 .Civic provides service~ to more than 500 people with intellectual disabilities and/or mental health 
conditions including but not limited to drop-in support, residential care and child I youth programs. 

22.Civic also operates an Australian Disability Enterprise (ADE) division providing paid employment to 
people with intellectual disabilities and/or mental health conditions, who are in receipt of a disability 
and support pension and who require additional support in the workplace (Supported 
Employees). 

23.The ADE division of Civic currently employs 129 Supported Employees in a variety of light 
manufacturing, recycling, packaging, administrative, gardening and services tasks. 

24.Civic is engaged by third party companies (Business Partners) who require these tasks to be 
performed and who are interested in diversifying their workforce. 

25.Civic also provides Supported Employees with access to services not usually provided by 
employers of individuals with disabilities in the general labour market including, for example: 

a. extensive and regular career planning and goal setting sessions; 

b. access to our on-site clinical team (including our clinical psychologist); 

c. access to our transition from school to work information and assistance; 

d. <:~ccess to our public transport training and support; and 

e. access to our on-site gym and gym classes. 

The SES Award and the CISEWA Tool 

26.Prior to award modernisation in 2010 Civic's Supported Employees were covered by the Civic 
Industries (Supported Employees) Workplace Agreement 2003 which came into force on 13 
January 2004. Schedule D of the 2003 Certified Agreement set out the wage assessment 
calculation under the CISEWA Tool . 

9 Fair Work (Transitional Provisions and Consequential Amendments) Act 2009, Schedule 5 Item 4 . 
10 4 Yearly Review of Modern Awards: Preliminary Jurisdictional issues [2014} FWCFB 1788 at [24]. 
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27.1n 2002 the CISEWA Tool was developed. The CISEWA Tool was a hybrid of the Greenacres 
Wage Assessment Tool and the Skillsmaster Wage Assessment Tool. 

28.Since January 2004 Civic has used the CISEWA Tool to assess and calculate wages for it's 
Supported Employees. Civic does not use other tools to assess and calculate wages for 
Supported Employees. 

29.1n 2009, during the modernisation of the awards the Full Bench of the AIRC incorporated a number 
of wage assessment tools into theSES Award, including the CISEWA Tool, and stated: 

We have decided to provide that those organisations previously permitted to apply an 
otherwise restricted Wage Assessment Tool (WAT), on or before 27 June 2005, might 
continue to do so. To do otherwise is likely to create instability for those services involved, 
although it is not our view that in the future service specific WATs should be taken as 
appropriate to another service without it being evident that there are circumstances justifying 

such an approach.11 

E. Modern awards objectives 

30.The AED bears the onus to demonstrate that its claim is justified. 

31 .1n our submission, the AED has not discharged its onus. 

32.As the SES Award incorporated the wage assessment tools during award modernisation there is 
an implicit acceptance that they meet the modern award objectives. 

33. The AED Submissions appears to rely wholly on arguments concerning one of the modern awards 
objective considerations to justify its claim, being the need to ensure a simple, easy to understand, 
stable and sustainable modern award system for Australia that avoids unnecessary overlap of 
modern awards (section 134(1 )(g) of the Act). 

34. We have addressed this consideration and a number of others below. 

The need to ensure a simple, easy to understand, stable and sustainable modern award 
system for Australia that avoids unnecessary overlap of modern awards- s 134(1)(g) 

35.Consistent with the views of the Full Bench of the AIRC in 2009, the removal of the wage 
assessment tools listed at clause 14.4 will result in instability. 

36.Civic has used the CISEWA Tool since 2003. Civic staff understand the CISEWA Tool and are not 
trained to use the SWS. 

37.Use of the CISEWA Tool is regularly reviewed and audited.12 

38.Civic currently engages with Business Partners on the basis of the CISEWA Toof.13 

39.Civic aims to perform annual or biannual assessments of Supported Employees under the 
CISEWA Tool.14 

11 Award modernisation- Stage 4 [2009) AIRCFB 945. 
12 Statement of Nicole Fitze dated 21 November 2017, paragraph 65. 
13 Statement of Nicole Fitze dated 21 November 2017, paragraphs 31·32. 
14 Statement of Nicole Fitze dated 21 November 2017, paragraph 67. 
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40.We further refer to Attachment A of the Statement of Kairstien Wilson (Principal Lawyer, AED)15 

filed by AED which included the following extract: 

SAl Global Assurance Services made the following comments in their audit report, dated May 
2004: 

"Civic industries offer employees work conditions, opportunities and benefits that 
reflect that of an employee undertaking work in a similar industry and in accordance 
with the Civic Industries (Supported Employees) Workplace Agreement 2003 ... After 
reviewing the wage system and the wage assessment process, the process for 
determining pro-rata wage rates appears to be transparent and clear. The wage 
outcome can be validated by the objective criteria. There is opportunity for 
advancement and the level is not downgraded due to a drop in performance or other 
reason." 

41. The CISEW AT ool is easy to understand for Civic employees. 

42.Any requirement to use the SWS will cause significant instability for Civic. 

The likely impact of any exercise of modern awards powers on business, Including on ... 
employment costs .. - section 134(1)(f) 

43.Civic's ADE division is not a profit making enterprise. 

44.Annually, Civic's ADE division generally makes losses or breaks even.16 

45.Removal of the CISEWA Tool would make it difficult for Civic to engage with Business Partners to 
employ Supported Employees as individuals requiring high levels of support and assistanceY 

46.Removal of the CISEWA Tool and the imposition of a requirement to use the SWS will have a 
significant cost impact on Civic_1a 

47.This will force Civic to consider downsizing or closure of it's ADE division and put at risk the jobs of 
Supported Employees. 

Relative living standards and the needs of the low paid- section 134(1)(a) and- The need to 
promote social inclusion through Increased workforce participation- section 134(1)(c) 

48.Following the likely cost impacts outlined above any removal of the CISEWA Tool and requirement 
to use the SWS will put at risk up to 130 jobs for Supported Employees. 

49. Removal of the CISEWA Tool would make it difficult for Civic to engage with Business Partners to 
employ Supported Employees as individuals requiring high levels of support and assistance. This 
would put at risk Civic's ability to engage Supported Employees with higher support needs, and 
behavioural requirements which create additional workplace complexities.19 

50. Clause 14.4 of theSES Award has allowed Civic to take on work and provide real employment to 
disabled employees who would typically not be able to find work in open employment or alternative 
employment options because of the complexity and risks of their disability and/or mental 
condition.20 

15 Statement of Kairsten Wilson dated 3 October 2017, attachment A. 
16 Statement of Nicole Fitze dated 21 November 2017, paragraph 97. 
17 Statement of Nicole Fitze dated 21 November 2017, paragraph 95. 
18 Statement of Nicole Fltze dated 21 November 2017, paragraph 97. 
19 Statement of Nicole Fitze dated 21 November 2017, paragraph 95. 
20 Statement of Nicole Fitze dated 21 November 2017, paragraph 93. 
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51.Ciause 14.4 of theSES Award provides employees with a disability the opportunity to be 
employed, contribute to the economy and view themselves as the same as a person without a 
disability.21 

52. The CISEWA Tool has allowed Civic to offer Supported Employees opportunities to receive life 
impacting additional support and assistance they would not otherwise receive in open or 
alternative employment. Removing the CISEWA Tool will mean that Civic is unable to provide 
employees with appropriate support and assistance.22 

53. If Civic is required to use the SWS, Civic will have to consider only engaging Supported 
Employees to perform work on tasks in which they are most productive and remove those 
Supported Employees from other tasks that might be more meaningful to the employee and 
provide greater learning opportunities and job satisfaction. This is not consistent with Civic's 
purpose, which is to provide both meaningful and productive work to Supported Employees.23 

54.Any loss of opportunities for Supported Employees in our ADE division will also have an impact on 
their carers and local support and respite services who will be under resourced to cater to the 
needs of ADE employees. 

F. Work value considerations 

55. In our submission, the Variation Proposal should not be accepted. The AED has not satisfied the 
requirement that any determination of a modern award during a 4 yearly review to vary minimum 
wages need satisfy work value considerations. 

56. Use of the CISEWA Tool is justified taking into account the nature of the work, the level of skill or 
responsibility involved in doing the work and the conditions under which the work is done. 

57.The SWS is a system based on attaining a timed productive output compared to that of a person 
without a disability. It is a less qualitative assessment than the method under the CISEWA Tool. 

58. This is not necessarily an effective measurement for employees with an intellectual or physical 
disability as tasks in ADE's are typically broken down determined by an employee's ability to 
perform that function. Tasks become sub-tasks further broken down to parts of sub-tasks that an 
employee can actively achieve. Employees tend to work on sub-tasks of lesser value. 

59. The SWS does not make determinations on the training and support level required to keep 
employees on task nor does it accurately account for behaviours of employees during the course 
of the working day. As a pure productivity assessment on singular functions, the SWS is an 
unrealistic and inaccurate assessment of a real work circumstance for people with disabilities.24 

60.The CISEWA Tool takes into account for each employee the task that they perform, the training 
and support needed and the behaviour support required in addition to the productive output 
achieved to determine wage rates. It is a more accurate and realistic measure than productivity 
alone. 

61.The CISEWA Tool is a more accurate, reliable and valid wage assessment tool. 

H. The Nojln Case25 

62.AED relies on the Nojin Case in making it's Variation Proposal. 

21 Statement of Nicole Fitze dated 21 November 2017, paragraph 94. 
22 Statement of Nicole Fitze dated 21 November 2017, paragraph 96. 
23 Statement of Nicole Fitze dated 21 November 2017, paragraph 98. 
24 Statement of Nicole Fitze dated 21 November 2017, paragraph 80. 
25 Nojin v Commonwealth of Australia [2011] FCA 1066. 
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63.The Nojin Case was a decision concerning the use of the Business Services Wage Assessment 
Tool (BSWAT). 

64.The CISEWA Tool is not the BSWAT. 

65.No evidence has been produced by AED of any circumstances where the CISEWA Tool has been 
used in a manner which is discriminatory or unfair. 

66.The Nojin case ought to be constrained to its own factual circumstances. 

I. Summary 

67.The Fair Work Commission should not make the determination sought by AED because it the 
Commission should not be satisfied, on the basis of the evidence available to it, that the current 
SES Award is inconsistent with the modern awards objective or the minimum wages objective. 

Signed by: 

Annie Doyle 

CEO, Civic Disability Services 

On: 

Doc ID 45251!i!i23/v1 



IN THE FAIR WORK COMMISSION 

4 Yearly Review of Modern Awards 

Supported Employment Services Award 

FWC Matter No.: AM2014/286 

WITNESS STATEMENT OF NICOLE FITZE 

I, Ms Nicole Fitze, state as follows: 

1. My name is Nicole Fitze and I am employed as the General Manager of Human 
Resources of Civic Disability Services (ACN 000 144 141) (Civic). 

2. I am aware that the AED Legal Centre (AED) is seeking an amendment to clause 14.4 
of the Supported Employment Services Award (SES Award). 

3. In my witness statement I make reference to employees engaged by Civic. I have 
personally engaged with each of these employees during my employment with Civic. 
The employees I refer to are vulnerable individuals and some of the information I have 
referred to is confidential and sensitive in nature. For this reason I have anonymised the 
identities of these employees. 

4. In my witness statement I refer to various documents and make references to page 
numbers. Those documents are contained in a bundle of documents exhibited to this 
witness statement and marked NF-1 (Exhibit). The page numbers to which I refer are 
references to the page numbers within the Exhibit. 

5. I have read the submission~ of the AED dated 3 October 2017 and the Witness 
Statement of Paul Cain (undated). In this statement I have provided my response to 
some, but not all, of the statements made in the Witness Statement of Paul Cain with 
which I disagree. 

A. CIVIC 

6. Civic was originally founded in the 1950's. 

7. Civic Is a not-for-profit service operating from the Sutherland Shire. 

8. Civic provides services to people with intellectual disabilities and/or mental health 
conditions .. 

9. Civic's mission is to provide the right support at the right moment to enhance the quality 
of life for people who have intellectual disabilities and/or mental health conditions. 

Filed for the Civic Disability Services by: 
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10. Civic provides whole-of-life services in a number of New South Wales locations using 
people-centred active support that allows vulnerable individuals to move towards their 
full potential, set and achieve goals and participate to a greater extent In the community 
at large. 

11. Civic provides services to more than 500 people with intellectual disabilities and/or 
mental health conditions including but not limited to drop-in support, residential care and 
child/youth programs. 

12. Civic also operates an Australian Disability Enterprise (ADE) division providing paid 
employment to people with intellectual disabilities and/or mental health conditions, who 
are in receipt of a disability and support pension and who require additional support in 
the workplace (Supported Employees). 

13. Prior to 2009 Civic operated two separate entities out of two separate locations: Civic 
Residential Services and Civic Industries. The two businesses combined in 2009 and 
now operate at the same location at 1 01-1 03 Cawarra Road, Caring bah NSW. Both are 
now both operating under the title Civic Disability Services. 

B. EMPLOYMENT HISTORY AND EXPERIENCE IN THE DISABILITY SECTOR 

14. I have been employed by Civic since 13 July 2000. 

15. I was employed by Civic Lifestyles until the two businesses combined in 2009. 

16. I have been employed in my current role or as General Manager Human Resources for 
approximately 5 years. 

17. Since joining Civic I have worked in a variety of departments including Administration, 
Operations, Finance and Human Resources. 

18. My father was the General Manager of Civic Lifestyles for approximately 20 years prior 
to 2009. 

19. I have had a personal association with Civic and individuals with disabilities and/or 
mental health conditions for over 30 years. 

20. My role as the General Manager of Human Resources is to ensure my team provides 
support services to the business with regards to recruitment and retention, learning and 
development, workforce management, and employment relations advice, which are just 
a few of the activities of the HR team. 

21 . The head office administration team which provides support to the head offiCe and 
frontline customer services report to me. I have 13 direct reports. 

22. As part of my induction following the restructure In 2009-2010 I received informal 
training on the history and use of the Civic Industries Supported Employees Wage 
Assessment Tool (CISEWA Tool). 

23. As part of my current role I am required to use and review Civic's use of the CISEWA 
Tool. 
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24. As part of my role I also frequently represent Civic at external events concerning the 
engagement of people with disabilities and/or mental health conditions in different 
workforces. 

C. SUPPORTED EMPLOYEES AT CIVIC 

25. The purpose of Civic's ADE service is to provide individuals with disabilities and/or 
mental health conditions the opportunity to attain goals, skills and independence by 
performing valuable and meaningful work. 

26. Civic receives government funding for the ADE division. Government funding is 
allocated on the basis of the complexity of the Supported Employee's intellectual 
disability and/or mental health condition. 

27. The funding received by Civic is set at a capacity placement number for the ADE. Civic 
only has 89 placements for funding. This means Civic is restricted to claiming for 
funding for employment in the ADE division. 

28. The funding provided by the government is insufficient to cover the costs associated 
with supporting and assisting the Supported Employees. 

29. The ADE division of Civic currently employs 129 Supported Employees in a variety of 
light manufacturing, recycling, packaging, administrative, gardening .and services tasks. 

30. Civic is engaged by third party companies (Business Partners) who require these 
tasks to be performed and who are interested in diversifying their workforce. 

31 . The Operations Manager and the Chief Financial Officer will engage with the Business 
Partner and provide a quote for the work required which will take into account the risks 
associated with the work, the number of Supported Employees with the requisite skills 
to perform the work and the average wage cost of engaging a Supported Employee. I 
am aware these factors are taken into account as I have been involved in quoting the 
cost of work of Supported Employees in the past. 

32. A majority of Civic's Supported Employees work on our on-site workshop (Workshop). 

33. Civic also often recruits for Supported Employees for a Department of Defence contract 
al Holsworthy Army Base. These paid administrative positions offer opportunities to 
those living in the Liverpool, Campbelltown and Bankstown areas. 

34. Civic also provides supported employment at Nourish Kitchen+ Cafe located in North 
Nowra. 

35. Our Supported Employees are provided with additional support by a team of 5 paid 
employees without disabilities (Employees Without a Disability). 

36. Employees Without a Disability run machinery in the Workshop outside of Supported 
Employee capability, supervise behaviours of Supported Employees and assist 
Supported Employees. 

37. Civic also has lawn mowing services which run teams of four Supported Employees to 
one Employee Without a Disability. 
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38. On a typical day the Workshop will have about 80 Supported Employees at work 
supported by approximately 12 Employees without a Disability. The numbers of 
volunteers each day varies. 

D. COMPARING CIVIC WITH OTHER EMPLOYERS OF SUPPORTED EMPLOYEES 

39. I understand the Supported Wage System (SWS) has been incorporated into other 
modern awards as the only wage assessment tool to assess the wages of employees 
with disabilities in open employment in the general labour market. 

40. The way Civic engages Supported Employment is different from employers in the 
general labour market in a number of ways. 

41. I understand from my experience in the disability sector and from discussions with other 
employers, that Civic engages Supported Employees who typically have much higher 
support and behavioural requirements. Civic's Supported Employees will often have 
disabilities and/or mental health conditions that make their engagement in open 
employment impracticable. 

42. Civic's Supported Employees will also often have limited skills. For example, a large 
number of Civic's Supporters Employees do not know how to read or write. 

43. Civic also provides Supported Employees with access to services not usually provided 
by employers of individuals with disabilities in the general labour market including, for 
example: 

(a) extensive and regular career planning and goal setting sessions; 

(b) access to our on-site clinical team (including our clinical psychologist); 

(c) access to our transition from school to work information and assistance; 

(d) access to our public transport training and support; and 

(e) access to our on-site gym and gym classes. 

44. As an illustrative example of the support offered to employees by Civic I refer to 
Employee A who is a Supported Employee with limited family support. Employee A has 
previously attempted to take his own life. Civic provided Employee A with support 
including access to its psychological and implementation of a transitional plan to re­
engage the employee in the workplace. From my experience in the disability sector I 
consider general labour market employers would find it difficult to manage such an 
employee and provide him with the assistance and support required. 

45. Another example of the support offered to employees by Civic I refer also to Employee 
8 who is a Supported Employee who makes up soap boxes by hand. Employee 8 can 
make 1.5 soap boxes to every box that an employee without a disability could make but 
Employee B at times will make up boxes for one hour and then fall asleep for 20-30 
minutes or pace up and down the workshop in a heightened state. Employee B is 
subject to a behavioural management plan which requires Civic to undertake particular 
management steps in circumstances where his behaviour becomes heightened. 

46. The behaviour of Employee A and Employee B is not behaviour that would ordinarily be 
tolerated in open employment but in an ADE this is a common and regular occurrence. 
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Civic engages in behavioural support plans to assist employees in these circumstances. 
The CISEWA Tool takes these behavioural matters into account. 

47 Civic's Supported Employees also have access to a social network of other individuals 
with disabilities and/or mental health conditions which they would not ordinarily have 
access to in the general labour market. 

E. AWARD COVERAGE AND WAGE DETERMINATION 

48. Our employees in the ADE division are engaged under the Supported Employment 
ServiCes Award 201 0 (Award) and paid an hourly wage determined by the SES Award 
and the CISEW AT ool. 

F. HISTORY AND DEVELOPMENT OF THE CISEWA TOOL 

49. The history and use of the CISEWA Tool was outlined in the Jenny Pearson & 
Associates Pty Ltd Analysis of Wage Assessment Tools used by Business Services 
(Pearson Report). A copy of an extract of the Pearson Report outlining the history and 
use of the CISEW AT ool appears at pages 1 to 9 of the Exhibit. 

50. Prior to award modernisation in 2010 Civic's Supported Employees were covered by the 
Civic Industries (Supported Employees) Workplace Agreement 2003 (2003 Certified 
Agreement) which came into force on 13 January 2004. Schedule D of the 2003 
Certified Agreement set out the wage assessment calculation under the CISEW A Tool. 
A copy of the 2003 Certified Agreement appears at pages 1 0 to 71 of the Exhibit. 

51. From my informal training on the history of the CISEWA Tool and on review of the 
records available to me it is my understanding that prior to the development of CISEWA 
Tool Civic Supported Employees were engaged under the Australian LiQuor, Hospitality 
and Miscellaneous Workers Union Supported Employment (Business Enterprises) 
Award and their wages were assessed under the Greenacres Wage Assessment Tool. 

52. I understand the Greenacres Wage Assessment Tool used components of work 
associated competencies and task skills to assist the determination of wage rate for our 
employees with disability. I have never used the Greenacres Wage Assessment Tool. 

53. At or around the time I received informal training on the history of the CISEWA Tool 
Civic was engaging Mr Phil Amos as a consultant. 

54. I understand Mr Amos assessed the Greenacres Wage Assessment Tool in 2002 
developed the CISEWA Tool in compHance with disability services standard 9 and key 
performance indicators under section 5A of the Disability SeNices Act 1986 (Cth). 

55. The CISEWA Tool was a hybrid of the Greenacres Wage Assessment Tool and the 
Skillsmaster Wage Assessment Tool developed by Mr Amos. 

56. As above, the CISEWA Tool was incorporated into the 2003 Certified Agreement. 

57. Since January 2004 Civic has used the CISEWA Tool to assess and calculate wages 
for it's Supported Employees. 

58. I was not involved in the modernisation of the SES Awards but I understand the 
CISEWA Tool was incorporated into clause 14.4(b)(lii) of theSES Award. 
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59. On 29 October 2013 the 2003 Certified Agreement was terminated. 

G. USING THE CISEWA TOOL 

60. The CISEWA Tool assesses six factors to determine the minimum wage for a 
Supported Employee working at Civic. These factors include: 

(a) classification of the Supported Employee under the appropriate grade under the 
SES Award and identification of the minimum rate of pay under theSES Award 
for the relevant classification; 

(b) assessment of the Supported Employee's task skills; 

(c) assessment of the Supported Employee's work based competencies; 

(d) assessment of the Supported Employee's training need and support 
requirements; 

(e) assessment of the Supported Employee's behaviour management support 
requirements; and 

(f) assessment of employees output/productivity measures. 

A copy of CiviC's Employment Conditions (Industries) Procedures detailing the internal 
use of the CISEWA Tool appears at pages 72 to 87 of the Exhibit. 

61. The Supported Employee is allocated a score for each of the above factors. 

62. The CISEWA Tool is used by our Employees Without a Disability, myself and other 
members of the Human Resources team. All employees who are required to use the 
CISEWA Tool receive training on how to use it. 

63. I review and approve all wage assessments under the CISEWA Tool. 

64. Civic is also subject to auditing by the Commonwealth Government in line with our 
funding requirements. Past audits, conducted by SAl Global on the instruction by the 
Commonwealth Government, have assessed whether there is sufficient evidence to 
justify wage calculations under the CISEWA Tool. 

65. I have been involved in the evolution and improvement of the CISEWA Tool following 
the above audits. 

66. Civic does not use any other wage assessment tool for Supported Employees in the 
ADE division other than the CISEWA Tool. 

67. Civic aims to perform annual or biannual assessments of Supported Employees under 
the CISEWA Tool. 

68. Civic has benchmarked a safeguard minimum rate paid under the CISEWA Tool which 
is 13.25% of our formula linked with the SES Award level 2. 
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H. DIFFERENCES BETWEEN THE CISEWA TOOL AND THE SWS 

69. During my employment I have had exposure to and been involved in the use of the 
Supported Wage System (SWS) and the Skillsmaster Wage Assessment Tool. 

70. My exposure to the SWS included: 

(a) examining wage rates following assessment by approved assessors; 

(b) observing the assessment of productivity by approved assessors; and 

(c) observing the impact of the SWS on employees with a disability and employees 
without a disability. 

71. My understanding of the SWS is that it claims to determine a fair wage for Supported 
Employees through an assessment of productivity only. 

72. Whilst productivity is one of the factors considered by the CISEWA Tool the CISEWA 
Tool also considers the employee's behavioural, support needs or workplace 
environment impacts. 

I. THE SWS IS NOT AN APPROPRIATE TOOL FOR CIVIC 

73. I consider the wage determinations under the SWS are less fair for Supported 
Employees and provide inconsistent results. 

74. My experience with the SWS is that it is a productivity assessment performed and does 
not consider the Impact of support requirements or the work environment. 

75. For example, the SWS will assess an employee's ability to photocopy a document in 
isolation from the live workplace environment. If that employee has significant 
behavioural or intellectual disabilities, as many Civic Supported Employees do, their 
productivity will be significantly impacted by distractions and stimuli in the live work 
environment. In these circumstances the SWS has assessed the individual's capability 
in a way which is not properly reflective of their real-life productivity and which places 
unfair expectations on the Supported Employee. 

76. I have set out an example of an SWS assessment I witnessed during my employment 
with Civic below. 

77. In or around 20071 recall the approved SWS assessment of an employee with a 
disability (Employee C) engaged by our ADE with the administration team which 
Included reception tasks. 

78. The SWS assessment I viewed for Employee C was conducted in a private meeting 
room away from the general work environment, where the assessed tasks would 
normally be performed. 

79. The approved SWS assessor assessed Employee C's productivity performing mail out 
tasks, computer work and photocopying. These tcl~ks were compared against a 
receptionist without a disability. 
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80. The full duties of a receptionist are not as simple as the tasks that were assessed in the 
SWS assessment which is likely to create an inaccurate measure of actual performance 
and efficiency. For example, performing a mail out is a task that is performed in 
conjunction with other receptionist tasks such as answering the phone, greeting and 
exiting guests, organising meeting rooms, etc. 

81. On the basis of the tasks assessed Employee C was compared to an employee without 
a disability. The employee without a disability was able to multi task the mail out 
function, still answer phones, redirect the phone call, receive and direct guests, allocate 
stationery etc. whereas our di·sabled employee was not. 

82. Another example of behaviour that is not accounted for in the SWS that is common at 
Civic is where a Supported Employee walks away from their task, ceases a task activity 
or by their actions disturbs another employee and in turn the productivity of themselves 
and that of other employee. 

83. Another example of behaviour not accounted for in the SWS is the behaviour of 
Employee B in paragraph 45 of this Statement. 

84. A pure productivity assessment task on a singular function is an unrealistic and 
inaccurate assessment of a real work circumstance that requires multi-tasking, 
knowledge of compliance procedures, adherence to safety requirements, policies, etc. 

85. The CISEWA Tool is a preferable and more reliable wage assessment tool for Civic's 
Supported Employees. 

86. The CISEWA Tool is a realistic wage assessment tool that takes into account employee 
factors such as the Supported Employee requiring additional support. and behavioural 
matters such as absenteeism without valid explanation, lateness and is conducted 
within the live work environment. 

J . THE CISEWA TOOL IS APPROPRIATE FOR CIVIC 

87. I consider the CISEWA Tool to be a fair method of assessing wages. 

88. CISEWA provides the following benefits: 

(a) it makes allowance for the wide variety of tasks and subtasks that can be 
performed by our ADE employees and rewards them at the highest wage level 
where they are assessed as competent; 

(b) it makes allowance for ADE employees to be rewarded in assessment for 
associated work competencies such as working independently, working 
consistently, exhibiting flexibility in tasking, checking their own quality, 
maintaining their workstation, WHS application and demonstrating team work; 

(c) it makes assessment of training and support needed by Individual employees, 
and identifies those needs; and 

(d) It makes assessment of behaviours exhibited by our employees and accounts 
for those behaviours that impact their performance and that may not be picked 
up during SWS assessment. 

89. I consider the CISEWA Tool to be a valid and reliable wage assessment tool because: 
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(a) it has been independently assessed by SAl Global as follows: 

the process for determining pro-rata wage rates appears to be 
transparent and clear. The wage outcome can be validated by the 
objective criteria. There is opportunity for advancement and the level is 
not downgraded due to a drop in perfonnance or other reason (this 
extract appears at page 7 of the Exhibit); 

(b) the CISEWA Tool has been accepted by the Fair Work Commission as a 
suitable wage assessment tool since 2004; and 

(c) it provides consistent results which are fair taking Into account all of the 
circumstances. 

90. The CISEWA Tool provides a better and fairer comparison between a worker with a 
disability and a worker without a disability. 

91. The CISEW A Tool classification and job tasks relate directly to the grade of task that the 
Supported Employee is engaged in and uses the associated minimum hourly rate in It's 
calculation . 

K. WHY THE AED PROPOSAL TO VARY THE AWARD SHOULD NOT SUCCEED 

92. I consider that it would not be in the best interests of Civic's Supported Employees for 
Clause 14.4 of theSES Award to be varied in the way sought by the AED. 

93. Clause 14.4 of the SES Award has allowed Civic and other ADE's to take on work and 
provide real employment to disabled employees who would typically not be able to find 
work in open employment or alternative employment options because of the complexity 
and risks of their disability and/or mental health condition. 

94. Clause 14.4 of theSES Award provides employees with a disability the opportunity to 
be employed, contribute to the economy and view themselves as the same as a person 
without a disability. 

95. If the CISEWA Tool is removed from theSES Award I consider it will be difficult for Civic 
to engage with Business Partners to employ our Supported Employees, as individuals 
requiring high levels of support and assistance. This would put at risk Civic's ability to 
engage Supported Employees with higher support, and behavioural requirement which 
create additional workplace complexities. 

96. The CISEWA Tool has allowed Civic to offer Supported Employees opportunities to 
receive high level additional support and assistance they would not otherwise receive in 
open or alternative employment. Removing the CISEWA Tool will likely mean that Civic 
is unable to provide employees with appropriate support and assistance. 

97. Civic's ADE division is not a profit making enterprise. It ordinarily makes a small loss or 
breaks even. Forcing higher costs on our ADE by requiring it to use the SWS will result 
in substantial downsizing or closure. This would put at risks the jobs of Civic's 
Supported Employees. 
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98. If Civic is required to use the SWS, Civic will have to consider only engaging Supported 
Employees to perform work on tasks in which they are most productive and remove 
those Supported Employees from other tasks that might be more meaningful to the 
employee and provide greater learning opportunities and job satisfaction. This is not 
consistent with Civic's purpose, which is to provide both meaningful and productive 
work to Supported Employees. 

Signed by: 

Nicole Fitze 

On: 2A /11 )2-D 17 · 
r 1 
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3. Civic Industries Supported Employees Wage Assessment 
Tool 

3.1 Owner/Developer of the Tool 
Civic Industries 

3.2 Type of Tool 
Hybrid 

3.3 Number of Business Services Using This Tool 
One (Civic Industries) 

3.4 History and Development of the Tool 
The process of developing the Civic Industries Wage Assessment tool began over 6 
years ago. Civic Industries first used the Greenacres wage assessment model with its 
components of work associated competencies and task skills. Six staff completed 
training in the use of the Greenacres wage assessment tool. 

Civic Industries then simplified the Greenacres tool. Further work associated with the 
introduction of a Certified Workplace Agreement and compliance with Disability Service 
Standard 9 resulted in other amendments. Civic Industries had significant input from 
Phil Amos, developer of the Skillsmaster system, and other aspects were introduced to 
the wage determination process. 

Civic Industries describes their current wage assessment tool as a hybrid of the 
Greenacres tool and Skillsmaster system. It was thought that the Skillsmaster system 
would be too difficult to implement at Civic Industries because of the enormous range of 
work tasks that were done, however, recent amendments to the Skillsmaster system 
may make the system more appropriate and the system will be looked at again in 
February 2005. 

Civic Industries were able to compare the wage outcomes achieved using their new tool 
with the wage outcomes from the Greenacres tool. A 'classic time study' was done and 
a 'sensibility test' was put over the system. 

An overemphasis on productivity present in some other wage assessment systems was 
avoided. It was suggested that many of the jobs done at Civic Industries would not be 
done in the real world of open employment and that a productivity-based tool could be 
unrealistic and impractical in a supported employment context. 

Civic Industries describes its wage assessment system as "revolving around constant 
assessment and review of what employees can do, how well they can do it, and what 
support is needed from Civic Industries". 
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3.5 Content and Structure of the Tool 
The Civic Industries Wage Assessment Tool has six components: 

1. The Determined Wage Level 

2. Employee Task Skills 

3. Employee Work Associated Competencies 

4. Training & Support levels 

5. Behaviour Management Support levels 

6. Output measures 

1. Determined Wage Level 
This is the wage level allocated to a job or part of a job (task). 
When a job is received into Civic Industries, it is assessed by the Factory Manager, 
Assistant Factory Manager, an Employee Representative and the Vocational Training 
Coordinator and allocated a wage level (A, B, C, D or E) based on the Skills Matrix and 
Job Models detailed in Schedule B of the Workplace Agreement. 
A Task Analysis is prepared for each job and each job stage, and a wage level is 
allocated for each stage. 

2. Employee Task Skills 
Each employee has a Training Matrix that identifies all jobs and job stages for which the 
employee has received training. The Training Matrix identifies which competencies have 
been achieved, and in which areas employees have not achieved competence. 
Competence is assessed by trained workplace assessors. 
The wage levels allocated to the jobs and job stages (in step 1 above) are entered into 
the employee's Training Matrix. 
The highest wage level at which the employee is assessed as being competent is the 
wage level used for wage assessment purposes. 

3. Work Associated Competencies 
The Work Associated Competencies of each employee are assessed three times per 
year. Each 'set' of Work Associated Competencies is allocated a Wage Level (as per 
Schedule B of the Workplace Agreement). 

For example, at Wage Level A the Work Associated Competencies are those of the 
Training & Support Level plus: 

• Independent Work Practice (A) 
- Works consistently with work supervisor present 
- Makes basic decisions regarding own work 
- Does not distract others 
- Remembers instructions minutes after they are given 

• Working Consistently (A) 
- Requests more work as task is completed 

• Flexibility (A) 
- Adapts to change i.e. moves to new task 

• Quality Control (A) 
- Can check work and recognize errors 

• Workstation (A) 
- Maintains a clean and tidy workstation 

9 Analysis of Wage Assessment Tools used by Business Services 
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• Teamwork (A) 
- Demonstrates positive interaction with co-workers 

By Wage Level E, the Work Associated Competencies are those of Training & Support 
and modules A, B, C and D plus: 

• Independent Work Practice (E) 
- Shows initiative concerning work station or work section and makes decisions 
- Repairs all machinery in assigned production unit 

• Working Consistently (D) 
- Encourages co-workers to maintain on task behaviour 

• Flexibility (E) 
- Takes independent action to meet urgent requirements of production unit 

• Quality Control (E) 
- Checks work completed by co-workers and corrects where necessary 

• OH& S (E) 
- Identifies potential malfunctions in machinery/tools and notifies relevant staff 

• Workstation (E) 
- Completes basic documentation for production unit 

• Teamwork (E) 
- Understanding of workplace schedules and encourages co-workers to meet 
production demands 

The Work Associated Competency assessment informs the training needs of employees 
and the goal-setting within Career Plans. The assessments form the basis of 
consultation at Career Plans and reviews. 
The Work Associated Competency Wage Level is the wage level applicable to the Work 
Associated Competency 'set' at which the employee has been assessed. 

4. Training and Support Levels 
The assessment of training and support needs is based on daily reports of 
Trainer/Supervisors, observations and notes from the Vocational Training Coordinator, 
review of the Training Matrix and consultation with the employee and their support 
person(s) during Career Plans and reviews. 
There are four levels of assessed Training and Support needs: High, Medium, Low and 
Nil. 

5. Behaviour Management Support Levels 
The assessment of behaviour management support is based on daily reports of 
Trainers/ Supervisors, observations and notes from the Vocational Training Coordinator, 
review of the Training Matrix and consultation with the employee and their support 
during Career Plans and Review. 
There are four levels of assessed Training and Support needs: High, Medium, Low and 
Nil. 

6. Output 
Output is measured regularly in line with the Career Planning and review process and 
any major shifts in task skill requirements. Output averages are determined using a 
standard time formula that takes account of variables such as non-incentive, monotony, 
fatigue and personal needs. The employee's average output levels are entered on each 
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Task Analysis. There are three output levels: Below Average, Average and Above 
Average. 

3.6 Assessment Process 
A task analysis is done for each job and a wage level is assigned to each aspect of the 
job. The whole job might be rated at one wage level but parts of the job may be at other 
wage levels. 

Employee task skills are identified using a Matrix which shows both the tasks in which 
employees are competent and those in which they are not yet competent (the latter 
information being used for training purposes). The highest wage level at which the 
employee is competent is the starting point for the calculation of the employee's wage. 

The employee's Work Associated Competencies are assessed three times a year. The 
wage level for the Work Associated Competencies 'set' at which the employee has been 
assessed is used in the wage calculation. 

Daily reports, observations and notes from the employee's Trainer/Supervisor and the 
Vocational Training Officer are used to determine the employee's Training & Support 
Level and Behaviour Management Support Level. 

Output (productivity) measures are collected based on three observations. Assessment 
data is reviewed by trained workplace assessors, Vocational Training Officer and 
Factory Manager. The results are also discussed with the employee (and their 
significant others) to determine the level of support required. 

The employee's wage rate is then calculated using the process and formula described in 
3.7 Scoring and Wage Calculation. 

Once per year, the assessment information feeds into the Individual Career Plan 
process. The assessment results are discussed at the employee's Career Plan meeting 
with the employee and their significant others present. Steps are also identified to help 
the employee to achieve the next wage level. 

The assessment process is summarised in the following diagram: 
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Summary of Civic Industries Wage Assessment Process 

Job and Task Analysis 

Wage Levels Determined for each aspect of Job 
(Numerical values apply to each Wage Level) 

i. 
Daily Reports, Observations and 
notes by Trainers/ Supervisors 

I 
3 month assessment period each year and continuous data collection 

I I 1 _£ I 
Employee's 
Behaviour 

Management 
Support 
Levels 

assessed 

Employee's 
Output 

(productivity) 
assessed 

Employee's 
Task Skills 

competencies 
assessed -

using Training 
Matrix 

Employee's 
Work 

Associated 
competencies 

assessed 

Employee's 
Training & 

Support 
Levels 

assessed 

I I 
Wage level ofA 
highest Work 

Associated 
Competencies 
'set' at which 

employee 
assessed J 

Rating of 
High, 

Medium, 
Low or Nil 

Rating of Rating of 
Above 

Average, 
Average or 

Below 
Average 

Highest wage 
level at which 

employee 
assessed as 
competent y 

High, 
Medium, 

Low or Nil 

i 
Numerical Values (weights/ points) assigned 

I I 2 i '  

Wage level 
points 

Training & 
Support 
points 
(TSL) 

Behaviour Output 
points 

(Output) 

Work 
Competency 

points 
Management 

Support points (WLT) 
(WAC) (WLC) 
Z I 

Wage Calculation using points: 
WLT + WLC - TSL - WAC +/- Output = Percentage of award wage 

i .  

Annual Individual Career Plan Meeting 
- Discussion of Assessment results and wage outcome 

- Identification of next steps and Training Plan 

2 further 
- reviews each * 

, year , 
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3.7 Scoring and Wage Calculation 
Each of the 6 wage assessment components results in a numerical value (weighting). 

1. Determined Wage Level 
Each Wage Level (A, B, C, D and E) has a numerical weighting: 
A = 10 
B = 20 
C = 30 
D = 40 
E = 50 

2. Employee Task Skills 
The highest wage level at which the employee has been assessed as competent 
is used in the Wage Calculation and has a numerical weighting as per 1. above. 

3. Work Associated Competencies 
The wage level applicable to the Work Associated Competency 'set' at which the 
employee has been assessed has a numerical value as per 1. above. 

4. Training and Support Levels 
Each assessed Training and Support Level has a numerical weight: 
High = -45 
Medium = -25 
Low = -10 
Nil = 0 

5. Behaviour Management Support Levels 
Each assessed Behaviour Management Support Level has a numerical weight: 
High = -25 
Medium = -15 
Low = -5 
Nil = 0 

6. Output 
Each assessed output level has a numerical weight: 
Below Average = -30 
Average = 0 
Above Average = +10 

The Wage Calculation Formula is as follows: 

Employee's Task Skills Wage Level (WLT) 
PLUS Employee's Work Associated Competencies Wage Level (WLC) 
MINUS Employee's Training and Support Level (TSL) 
MINUS Employee's Behaviour Management Support Level (WAC) 
PLUS/MINUS the Employee's Output Level 
i.e WLT + WLC - TSL - WAC +/- Output = Percentage of the Award Wage to be paid 

For example, if an employee is assessed across the range of work tasks that they 
undertake and the highest wage level of any of the tasks in which the employee is 
assessed as competent is Wage Level C, then WLT for this employee = 30. 
If the Work Associated Competency 'set' at which the employee is assessed is at Wage 
Level B, then WLC = 20. 
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If the employee's Training and Support levels are assessed as 'Medium', then TSL = -
25. 
If the employee's Behaviour Management Support Levels are as assessed as 'Low', 
then WAC = -5. 
If the employee's Output is assessed as Average, then the numerical weight for Output = 
0. 
The Wage Calculation for this employee is: 
WLT + WLC - TSL - WAC +/- Output, i.e. 
30 + 20-25-5 + 0 = 20. 

This employee would therefore be paid 20% of the award wage. 

3.8 Good Practice Guide to Wage Determination Criteria 

3.8.1 Compliance with Relevant Legislation and Standards 
SAI Global Assurance Services made the following comments in their audit report, 
dated May 2004: 

"Civic industries offer employees work conditions, opportunities and benefits 
that reflect that of an employee undertaking work in a similar industry and in 
accordance with the Civic Industries (Supported Employees) Workplace 
Agreement 2003... 
After reviewing the wage system and the wage assessment process, the 
process for determining pro-rata wage rates appears to be transparent and 
clear. The wage outcome can be validated by the objective criteria. There is 
opportunity for advancement and the level is not downgraded due to a drop 
in performance or other reason." (Audit report comments in respect of KPI 
9.1) 

The Australian Industrial Relations Commission also considered that the wage 
system was consistent with the KPI for Standard 9.1 (refer Industrial Relations 
section (g) below). 

3.8.2 Validity 
Civic Industries considers that its wage assessment tool is more rigorous than 
some other wage assessment systems. It has passed the sensibility test and no 
grievances have been upheld. 

The process is explained to employees, their families and advocates at Individual 
Career Plan meetings and training groups are held with regard to the Disability 
Service Standards, wage assessment system etc. 

The Civic Industries tool is similar to the Greenacres tool and the model used for 
the Skillsmaster system. 

3.8.3 Reliability 
Civic Industries describes the collection of data as the key to the wage assessment 
tool's objectivity. Large amounts of documented observations and other records 
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are maintained and this is done intensively over a three month period and then 
continuously over the rest of the year. 

There are at least three staff regularly on the production floor observing 
employees' performance. Assessment data goes through a review process with 
the Vocational Training Manager and Factor Manager and the employee involved. 
The assessment result is therefore determined by a number of assessors over an 
extended period of time. 

No one person controls the assessment process or outcome, and comprehensive 
evidence is collected on a continuous basis 

3.8.4 Wage Outcomes 
There was an average increase of 45% in employees' wages when the tool was 
applied. 

There is a minimum wage of $1.15 per hour at entry level and the maximum that 
an employee can earn under the Civic Industries agreement is 110% of the award 
(although it is noted that at this level, the employee should probably be in open, not 
supported, employment.) 

There is also provision to override the wage calculation and strike a fair wage 
commensurate with the employee's other contributions to the workplace, for 
example, if an employee has very challenging behaviours or constantly requires 
retraining. 

The organisation's financial viability is not taken into account when determining 
wage assessment outcomes. 

3.8.5 Practical Application of the Tool 
Civic Industries describes the data collection process as "rigorous and time-
consuming". Case-based funding also requires a similar process and there is the 
potential to adjust observation forms, etc to cover both processes. 

Civic Industries suggests that there is no easy answer to determining wages but 
the Civic Industries tool is appropriate to their situation and can be used for any 
multi-disciplined Business Service setting. 

3.8.6 Administrative and Cost Implications 
As the Civic Industries tool involves in-house assessment rather than purchased 
external assessment, the main costs are in staff time. Civic Industries estimates 
that approximately 35 hours of staff time per employee per year is required for 
processing documentation and observation data and conducting the individual 
meeting for the wage assessment and case based funding purposes. This would 
represent an actual cost of between $800 and $1,200 per employee. 

Data collection is an integral and continuous requirement of the 
trainers/supervisor's role and as such would not be separated for costing purposes. 
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It was noted however that the data collection requirements had increased 
significantly due to both the wages system and case based funding. 

3.8.7 Industrial Relations 
The decision of Senior Deputy President Marsh of the Australian Industrial 
Relations Commission, in relation to the 'no disadvantage test', included the 
following: 

"I am satisfied that the wage rates which reflect percentages of the 
classification structure contained in the designated award ... have been 
adequately assessed and meet KPI 9.1 of Standard 9 Employment 
Conditions of the Disability Services Standards and Key Performance 
Indicators ... In particular, the rates have been assessed using indicative 
tasks and making appropriate comparisons, including the skill and 
performance of people with and without disabilities ... All other statutory 
requirements have also been met as set out in the statutory declaration filed 
in accordance with the Rules of the Commission." (Australian Industrial 
Relations Commission, Civic Industries Supported Employees Workplace 
Agreement 2003, Reasons for Decision, Sydney 17 February 2004) 

3.8.8 Links to Training 
The wage assessment process links to the employee's job skills and training 
matrix. The Work Associated Competencies are all tied to national competencies. 
Work skills training is provided in-house and the potential for external training 
exists through TAFE. 

3.8.9 Process for Disputing/Appealing the Outcome 
There is an appeals mechanism through which employees can appeal a wage 
assessment decision. To date, there have been 2 appeals, but neither of these 
was taken further by the employees, once the process and reasons for the decision 
were explained. 
In some cases there is pressure from families of employees to restrict wage levels 
due to perceived effect on the employee's Disability Pension. In these cases, the 
financial benefits of a wage increase are explained. 

Information Sources: 
• Telephone Interview with Eugene Pickerd, General Manager Civic Industries 
• Written information provided by Eugene Pickerd including extracts from quality 

audit report May 2004, AIRC 'Reasons for Decision' re Civic Industries 
(Supported Employees) Workplace Agreement 2003. 

Analysis of Wage Assessment Tools used by Business Services 
ADDITIONAL REPORT 

16 
17 MARCH 2006 
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CIVIC INDUSTRIES (SUPPORTED EMPLOYEES) 
WORKPLACE AGREEMENT 2003 

CIVIC INDUSTRIES (SUPPORTED EMPLO 
WORKPLACE AGREEMENT 2003 MSP & 

kV €t/ 

SLAS Limited (Civic Industries) is a non-profit organisation partially funded by the 
Commonwealth Department of Family and Community Services. The aim of the organisation 
is to give people with a disability, the opportunity to live and work in a community that 
respects and accepts them as individuals and equals. The purpose of the organisation is to: 

1 PREAMBLE 

• Provide support to people with a disability in a manner that recognises ai 
their value as individuals; 

• Provide long term supported employment and support for 
moderate/high support needs; 

• Provide skills development and training to facilitatt 
advancement to an open employment environment; and 1 

• Provide quality products and services to our customeim*. 

iro motes 

\eople with 

ines for career 

In addition to providing employment in accorcU 
Limited also provides the following support ap 
organisation which did not have a similar purpose: 

ge wira^cmpnunity expectations, SLAS 
ier level than would be usual in an 

• vocationally-related training 
• work experience 
• job modification S 
• assistance with progression tdott 
• an integrated range of non-vocati< 

ier employment; and 
Stotly related support services. 

[t e^sts between SLAS Limited and its employees with a 
which is generally expected in an employer-employee 

The primary relationship 
disability extends befoayd 
relationship. 

It is furthei 
costs of 

this primary relationship has a direct impact on the operational 
se, the trains and conditions of employment and wage rates contained in this 
MTto employees. fent an< aj 

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

'To provide a range of vocational training and experiences, so that the individual maximises 
their potential and is employed at the most gainful vocational level possible 

Through ongoing training and support people with disabilities will be given the opportunity to 
work and therefore contribute to the community, increase their self-esteem and to exercise 
choice in their way of life. 
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This agreement through its skills structure, training and support content, promotes community 
acceptance and recognition of the rights of employees with a disability and focuses on the 
abilities of employees not their disabilities. 

d 
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CIVIC INDUSTRIES (SUPPORTED EMPLOYEES) 
WORKPLACE AGREEMENT 2003 

2 TITLE 

This agreement shall be known as the "Civic Industries (Supported Employees) 
Workplace Agreement 2003" 

3 APPLICATION OF THE AWARDS 

This agreement shall operate and be read so as to operate in conjunction with the Australian 
Liquor Hospitality & Miscellaneous Workers Union Supported Employment (Business 
Enterprises) Award 1993, or any award made in succession thereof, and to the 
provisions of the award as amended from time to time are inconsistent with M 
this agreement, the provisions of this agreement shall apply to th£ ext^Lpf any 
inconsistencies. ^ \ r 

it that the 
•ovisions of 

The following clause of the award is excluded from the provisions^ thfcaj 

> Clause 15 - Preference to Union Members 
> Clause 29 - Trade Union Training Leave 

\ \  The rights of employees and employee organisations are^deglf with and contained in the 
Workplace Relations Act 1996, and will be adhosSktcrty SLAS Limited. 

4 GLOSSARY OF KEY TE 

ies (Slipported Employees) Workplace Agreement The Agreement Civic 
20Q 

The Organisation SLAS Eihned, ACN 000 744 141, trading as Civic Industries. 

The employees fee/employees of Civic Industries who are eligible for or in 
rejeeipt of a Disability Support. 

Full-time employee An employee who works a thirty-five (35) hour week. 

Part-ti An employee who works a specified number of regular days 
and/or hours being less than those worked by a full-time 
employee in a four-week period. 

me^ifj^yee, 

Casual employee An employee who is paid as such and engaged by the hour. 

Remuneration The minimum rates of pay for employees covered by the 
agreement. 

Ordinary Hours of Work The hours of work excluding overtime and shall be no more 
than thirty-five (35) hours in any week 

Sick Leave Leave that employees can take when they are sick - (10) days 
sick leave per year on full pay 
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Leave that the employer can give for an employee to care for ill 
or injured immediate family members. 

Carers Leave 

Annual Leave Leave that employees accumulate during the year. (See Annual 
Holidays Act J944). 

Annual or General Shut Down Periods 

Periods where the organisation is shut and employees can take 
leave. 

Bereavement Leave Leave that an employee can take if a family nbenffies. 

Public Holidays Holidays gazetted as a public holidayMflSS 
N e w  S o u t h  W a l e s .  j r \  

iyhe State of 

Long Service Leave Leave that employees accumulat( 
Lonp Service Leave Act 1955k*, 

are working. (See 

Leave Without Pay Special leave for a limj^pesjoa^pd without pay. 

An employee abs^twititK&g^tifying the organisation. Absent Without Leave 

Unsatisfactory work performance 

the requirements of a position at an 
acafotable^anHard or level of competence. 
Failip fq; 

Unsatisfactory conduct Failure gr observe the organisation's policies and procedures 
k and teode of conduct. 

Serious Misconduct laviour which justifies instant dismissal. 

Employees' Representative Committee 
O H & S Committee 

Workers Co; 

fGEMENT 5 

This agreement is arranged as follows: 

PARTI PURPOSE 

1.1 Intention 
1.2 Communication 
1.3 Duress 
1.4 Incidence 
1.5 Date and Period Operation 
1.6 No Extra Claims 
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PART 2 TERMS AND CONDITIONS OF EMPLOYMENT 

Terms of Engagement 
Engagement 
2.2.1 Full-time Employees 
2.2.2 Part-Time Employees 
2.2.3 Casual Employees 
Probationary Period 
Termination of Employment 
Managing Challenging Behaviour 
Abandonment of Employment 
Summary Dismissal 
Introduction of Change 
2.8.1 Duty to Notify 
2.8.2 Duty to Discuss Change j 

Redundancy 
2.9.1 Notice of Termination of Employment 
2.9.2 Employee Leaving during Notice Papftd 
2.9.3 Severance Pay X 
2.9.4 Incapacity to Pay y X 
2.9.5 Statement of Employment j 
2.9.6 Employment Separation 

2.10 Performance of Work 

2.1 
2.2 

2.3 
2.4 
2.5 
2.6 
2.7 
2.8 

2.9 

PART 3 SKILL DEVELOPMENTtEDUGATION AND TRAINING 

3.1 Levels Structure (J0fcsifi^ions) 
3.1.1 Skills Matrixj|yj> 
3.1.2 Skilk Assessmei 

3.2 Skills DeV^ratomentv 
3.2.1 ^Jjainin] 
3.2.2 

idels 

ive 
inirig Subsidy 

C^Jsger Path Planning 
S2.5~"rrogression to Higher Level 
.2^ Adjustment to Lower Level 
fe'.'7 Performance Review 

PART 4 WAGES AND ALLOWANCES 

4.1 Remuneration 
4.2 Performance Based Wages (Level F, Wage Structure) 
4.3 Cost of Living Increases 
4.4 Meal Allowance 
4.5 Payment of Wages 
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PARTS HOURS OF WORK 

Ordinary Hours of Work 
Spread of Hours 
Overtime 

5.1 
5.2 
5.3 

5.3.1 Monday to Saturday 
5.3.2 Sundays 
5.3.3 Holidays 
Meal Breaks 5.4 

5.5 Overtime Meal Breaks 
Rest Pause (Morning Tea) 
Alternate Duties 
Changes to "Hours of Work" 

5.6 
5.7 
5.8 

PART 6 LEAVE 

6.1 Sick Leave 
Carers Leave 
Annual Leave 
6.3.1 Entitlement 

6.2 
6.3 

6.3.2 Annual Holiday Loading 
6.3.3 Annual or General Shut Bown P 

6.4 Long Service Leave 
Bereavement Leave 
Public Holidays 
6.6.1 Absent With 
Parental Leave A 
Leave Without Pay 

6.5 
6.6 

6.7 
6.8 

PART 7 ORGANlS/ftlON POLICY AND PROCEDURES 

7.1 AvoidaBBel^Disputes and Grievance Procedure 
7.T5i Proceaure Principles 
&iL2\Digt5utes and Grievance Resolution Procedure 
Disciplinary Policy and Procedures 

Definitions 
7f!£.2 Unsatisfactoiy Work Performance or Conduct 
7.2.3 Serious Misconduct 
Organisation Policy and Code of Conduct 
Workers Committees 

7.34. 

7.3 
7.4 

PART 8 OCCUPATIONAL HEALTH AND SAFETY 

8.1 Work Practices 
Protective Clothing and Safety Equipment 
Workers Compensation 
First Aid 
Use of Tools 

8.2 
8.3 
8.4 
8.5 
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PART 9 MISCELLANEOUS 

9.1 Superannuation 

PART 10 SIGNATORIES TO AGREEMENT 

SCHEDULE"A" Pro-rata Award Based Wages 

Skills Matrix/Job Models SCHEDULE"B" 

SCHEDULE"C" Skills Assessment 

SCHEDULE"D" Wage Assessment Tool - Pro-rata Award Based-
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CIVIC INDUSTRIES (SUPPORTED EMPLOYEES) 
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PART 1 - PURPOSE 

1.1 Intention 

The intention of the agreement is to formalise and consolidate the terms and conditions of 
employment already enjoyed by employees into one complete document. Those terms and 
conditions have been in place and accepted by the employees and the organisation for many 
years. Furthermore, the intention is to ensure that no employee will be disadvantaged by the 
making of the agreement. 

The agreement has been developed through a process of consultation><®| 
commitment to developing a multi-skilled work force and achieving a ^ekib 
competitive enterprise. X 

reflects a 
mid more 

The intention is to create an environment, which will encourage^[nd^up|»rt a skilled and 
committed work force where participation and development Qfei||aroye&' sskills will be 
priority for the betterment of the individual and the business. 

a 

Work will be organised to maximise the flexibilii 
employees to work to the limits of their skills an^capabrtitiks; There will be no artificial 
barriers preventing employees from performing ta§|SmwhicA they have been trained. 

INs^prk force while enabling 

The agreement aims to further the objectives of^LAS limited which are to: 

(a) Provide training and acc 
emphasis on encouDafpti 
employment if themp ch6%e. 

is to employment for persons with a disability with 
^mnMvees with a disability to move into open 

In doing so 5LAS Limitjla will endeavour to.. 

itively with the community, agencies and government in 
d^/^^mg7and implementing planning, strategies, management and 

Sj>rp)ect based activity. 

•k con (i) 

tance the quality of employment of all its employees. 

fPthis agreement these aims will be strengthened by... K 

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

(0 

(ii) developing a workplace culture, characterised by structures, in which 
quality management responsibilities are shared by all employees and in 
which multi-skilling and continuous skills development, together with the 
sharing of broad common goals among employees and management, are 
features of the workplace. 
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(iii) developing structures and procedures which reflect the principles of 
employee consultation and participation by employees in decision­
making processes. 

1.2 Communication 

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

Information will be dispersed through the use of any combination of the folio' 

(a) Meetings 
(b) Management reports ^ 
(c) Newsletters, posters, notice boards, display and audio/v^aljmaf^wl 
(d) Literature including pictorial format 
(e) Plain English written and verbal material 

Where it is stated in this Agreement that consuMdon^jS^ussions or any form of 
communication between SLAS Limited and the aafiployefe^sy'occur, it is agreed that the 
employee has the choice to have their parerrt^pfcan, advocate and/or an independent 
employee representative in attendance to assi|t them roWnderstand and appreciate the full 
significance of discussions and to make inform® decisibns and choices. 

Training opportunities for employees -v^l be 1|>ught to facilitate independence in making 
decisions and choices. 

SLAS Limited will schedule CareerlBlaiF(CP) meetings to address employee(s) needs. Hie 
meeting will be convened in accordancrwith organisation policy and procedure as determined 
from time to time. \ 

1.3 Duress 

The parties 
all the para 
have been 

agreement was not entered into under duress and is in the interest of 
botad. Special arrangements have been made to ensure people with disabilities 
^mMy consulted and informed as to the content of the agreement and the 
the terms and conditions contained in the agreement will have on their implicl&i 

employmi 

1.4 Incidence 

This agreement shall be binding upon.... 

(a) SLAS Limited ACN 000 744 141 trading as Civic Industries hereafter referred to 
as ("the Organisation") of 99 Cawarra Road, CARINGBAH, NSW 2229 in 
respect of employees covered by this agreement and employed at various locations 
for which the organisation has a facility to operate; and 
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(b) The employees of Civic Industries hereafter referred to as ("the employees") who 
are eligible for or in receipt of a Disability Support Pension and engaged in the 
classifications specified in Clause 3.1 Levels Structure (Classifications) of this 
agreement. 

1.5 Date and Period of Operation 

This agreement shall operate for a period of two years from the date of certification. 

1.6 No Extra Claims 

No extra claims, including wage or allowance increases, shall be claimemor grated, other 
than those contained or provided herein for the duration of this agreem^L^/V ' 
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PART 2 - TERMS AND CONDITIONS OF EMPLOYMENT 

2.1 Terms of Engagement 

Career Plans (CPs) will be completed with all employees. CP's will be reviewed twice per 
year or in accordance with organisation Policy. 

Upon engagement the organisation shall provide each new employee (and/or their parent, 
guardian or advocate) with a written Terms of Engagement encompassing a job description 
which shall specify the following information: 

(i) accountabilities, functions and responsibilities 
frequency and type of employee appraisal 
terms and conditions of service including the provisiomCo^NEfs :ment. 

(ii) summary of the duties of the position, includi^a ^jgiedisatement that the 
employee acknowledges and understands the^M^is^rK of the terms of 
engagement and will carry out other duties Aa^u¥e8lbrv the organisation. 

(iii) summary of requirements, if any, fojx&e poiMon^hich have been specified by 
the funding authority. 

(iv) commencement date and gertei 
• employee's regular hoiars o 
• employee's classificatiaa within the Levels Structure 
• employee's 

(v) summary of the emplomd/ training obligations. 

ems md conditions including; 

it 

(vi) information aBjout rafe Workplace Agreement 

Mrteade available for the employee to read the agreement prior to 
'HencWent. The employee's parent/guardian, advocate or an independent 
BKwtafive will be requested to assist those employees unable to understand 

ie wr. 
CO! 

itsTgontent. 
¥• 

u)' any other information including the organisation Policies, Procedures and 
Quality Assurance. 

2.2 Engagement 

2.2.1 Full-Time Employees 

A full-time employee shall mean an employee who works a thirty-five (35) hour week. 

All employees not specifically engaged on a part-time or casual basis shall be full-time 
employees. 
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2.2.2 Part -Time Employees 

A part-time employee shall mean a person who works a specified number of regular days 
and/or hours being less than those worked by a fiill-time employee in a four-week period. A 
part time employee shall be paid an hourly rate calculated on the basis of one-thirty fifth of 
the Ml time weekly rate applying to the classification and shall be entitled to all the benefits 
and conditions enjoyed by full-time employees on a pro-rata basis. 

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

Pro-rata benefits and conditions shall be calculated from week to week based^on tnlHiumber 
of hours worked in the said week. 

2.2.3 Casual Employees 

A casual employee shall mean an employee who is paid as,.mch aa 

A casual employee shall be paid a minimum of thre^(3)^^^^lufie appropriate rate for each 
engagement. 

iged by the hour. 

A casual employee, in addition to the hourly rascalculkted in accordance with this agreement 
applying to the employees classification/§® 
of the annual leave entitlement, pursuantlp the Miew South Wales Annual Holidays Act 1944. 

'0'twenty-three per cent (23%) inclusive 

2.3 Probationary PeriocMk 1| 

A probationary period ofjhree monthlrwill apply to all new employees. During this period, 
the employee's performancfR»all b^ monitored, with the employee, being advised regularly of 
their performance outag 
writing as to the, con§ 
employee obtainlnkan Acceptable standard of performance. 

es. Pmjfffvving the probation period the employee shall be advised in 
iNgp of employment, such continuation being dependent on the 

2.4 iimion of Employment 

In ordfe^ terminate the employment of an employee the organisation shall give to the 
employe<P®|e following notice: 

Period of Continuous Service Period of Notice 
Not more than 1 year One week 
More than 1 year but not more than 3 years Two weeks 
More than 3 years but not more than 5 years Three weeks 
More than 5 years Four weeks 
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The period of notice is increased by one week if the employee is over 45 years of age and 
has completed at least 2 years continuous service with the organisation. ^ 

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

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

The organisation at its discretion may pay wages in lieu of the notice periodtin wl 
employee would not be required to work during such notice period. v 

case the 

2.5 Managing Challenging Behaviour 

Where a situation warrants dismissal or severe discipline of a suOTorte®€mployee (employee 
with a disability), an option of the organisation, subiect^iaki^sCT^tion is to suspend the 
supported employee from duty without pay. 

Such suspension shall be regarded as appropri 
safety of other persons and/or the protectionlof the pSfflmercial trading reputation of the 
organisation. 

e .protection of the individual, the 

Every effort shall be made to ensure 
reason for the suspension. A proggdmC 
work of the employee. Any siii 
towards the resolution of the problerrNk 

The period of suspension sWl bA determined by the organisation in consultation with the 
employee and/or thei^feaardiaifffoents, advocate and/or an independent representative, but in 
general shall not^ceecUwo"^) weeks in duration. 

supported employee concerned understands the 
and training will be offered on the return to 

isionlwill be seen as a constructive and positive step 

2.6 Abanl of Employment 

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

An enaployee 

2.7 Summary Dismissal 

Notwithstanding the provisions of sub-clauses 2.3 and 2.4, the organisation shall have the 
right to dismiss any employee without notice for serious misconduct which justifies instant 
dismissal, (see clause 7.2 Disciplinary Policy and Procedures), in which case the employee 
shall be paid all entitlements up to the date and time of dismissal only. 
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2.8 Introduction to change 

2.8.1 Duty to Notify 

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

"Significant effects" includes tennination of employment, major changes in the, 
operation or size of the organisation's workforce or in the skills required, tl 
diminution of job opportunities, promotion opportunities or job tenure, 
number of hours to be worked, the need for retraining or transfer of employee! 
other work locations and the restructuring of jobs. 

imposition, 
imination or 

iltenlion of the 
®ermaKently to 

2.8.2 Duty to Discuss Change 

The organisation shall discuss with the employees affect^.JntCT-aiia^ and if requested their 
parents/guardian, advocate and/or an independent repres 
changes referred to above, the effects the changes are likeiy-to have on employees and 
measure to avert or mitigate the adverse effects ojigum chan]|es on employees, and shall give 
prompt consideration to matters raised by the employeesTiWelation to the changes. 

b the introduction of the 

Ik 

The discussion shall commence as early pprafeaefthl^after a definite decision has been made 
by the organisation to make the changes ^ferrea$o in this clause. 
For the purpose of such discussion 
all relevant information about th^hang<l| including the nature of the changes proposed, the 
expected effects of the changes rakMrtployees and any other matters likely to affect 
employees, provided the/ organisation shall not be required to disclose confidential 
information the disclosureO&fhichi would adversely affect the organisation. 

jption shall provide to the employees concerned 

2.9 Redundanc, 

isfrglause shall apply to all employees covered by the agreement excluding The provisif 
casual empl iveel 

2.9.f%|ra[ce ofTermination of Employment 

The notice •of termination shall be in accordance with Clause 2.4 Termination of Employment 
of this agreement. 

2.9.2 Employee Leaving During the Notice Period 

If the employment of an employee is terminated (other than for misconduct) before the notice 
period expires, the employee shall be entitled to the same benefits and payments under this 
clause had the employee remained with the organisation until the expiry of such notice, 
provided that in such circumstances the employee shall not be entitled to pay in lieu of notice. 
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2.9.3 Severance Pay 

Where an employee is to be terminated pursuant to Clause 2.8 Introduction of Change of this 
agreement, subject to ftirther order of the Australian Industrial Relations Commission, the 
organisation shall pay the following severance pay in respect of a continuous period of 
service: 

Years of Service ' Under 45 Years of 
Age Entitlement " 

Less than 1 year Nil 

1 year and less than 2 year 4 weeks 

2 years and less than 3 years •eel 
* y 

3 years and less than 4 years :s wej 

4 years and less than 5 years weeks 

X. V 5 years and less than 6 years 14 weeks 4; 
6 years and over 16 weeks 

Where an employee is 45 years old or ovgfif 
(25%) percent. I 

dtlement shall be increased by twenty-five 

"Weeks pay" means the base hgmy raS^o 
concerned at the date of termination^ 
allowances paid pursuant to the terms 

lined in SCHEDULE "A" for the employee 
id liall include, in addition to the base rate of pay, any 
ftmis agreement. 

2.9.4 Incapacity to Pay J'' 

Subject to an ap^catiWo^me organisation and further order of the Australian Industrial 
Relations Commissitan, t^e organisation may pay a lesser amount (or no amount) of severance 
pay than ti^cS^mrin this clause. 

;t^iaif%cuistrial Relations Commission shall have regard to such financial and other 
resources^f the organisation as the Commission thinks relevant, and the probable effect that 

lount of severance pay in accordance with this clause will have on the 

The 

paying th( 
organisation. 

2.9.5 Statement of Employment 

The organisation shall, upon receipt of a request from an employee whose employment has 
been terminated, provide to the employee a written statement specifying the period of the 
employee's employment and the classification of or the type of work performed by the 
employee. 
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2.9.6 Employment Separation Certificate 

The organisation shall, upon receipt of a request from an employee whose employment has 
been terminated, provide to the employee an "Employment Separation Certificate" in the form 
required by the relevant Government Department. 

2.10 Performance of Work 

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

further, it is 
al levels of 

Isfcv 
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PART 3 - SKILL DEVELOPMENT, EDUCATION AND TRAINING 

3.1 Levels Structure (Classifications) 

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

3.1.1 Skills Matrix/Job Models 

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

The Job Models have been developed through consultation and an assessment profess with 
employees, and reflect all tasks to be undertaken within the organisa^n>EBbpMrt> Model has 
been assessed relevant to the skills required and placed withj^jth^p^Level Structure 
contained in SCHEDULE"A". 

Each Job Model has specific identified skills (competenafes^ wMc&aan employee must have 
before they are eligible to be appointed to the Job Mode^vajafw^aid as such. 

It is acknowledged and agreed the "Job Models^JBQCTteient may be varied from time to time 
by the organisation in consultation with ranployetskslo meet changes in operational 
requirements or the introduction of new or alterMproc^sses or tasks. 

3.1.2 Skills Assessment 

All employees will be assessed'^gainst e competencies contained in SCHEDULE "B" 
enfent. The assessment system and process will be 
la in SCHEDULE "C" Skills Assessment. 

Skills Matrix/Job Models of the aj 
accordance with the procedures contain 

3.2 Skills Devel en 

The parties to this agreement are committed to providing more flexible working arrangements, 
improving working life, enhancing skills and job satisfaction, and assisting 
positivel: ipi^yee development. The commitment is to: 

Develop a more skilled and flexible workforce; 

(b) 7 Provide employees with career opportunities through appropriate paid training; 

(c) Encourage employees to acquire additional skills; 

(c) Remove barriers to the utilisation of skills acquired; 

(d) Assist in the training of new employees and the training of existing employees to 
enable them to gain the skills necessary to carry out their assigned tasks and to 
progress through the levels structure. 
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Every employee, will be given the opportunity to undertake training, subject to the 
requirements to maintain productivity levels, the ability of the employee to be trained, the 
skills needed within the organisation and the financial constraints of the organisation - and 
further the requirements of the Disability Service Standards. 

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

3.2.1 Training 

Training is a feature of skills development, and where it is determined by tihe ©qgamstfibn that 
'ee's normal training is required it shall be so arranged as to be included as part 

working hours. / 

All employees of the organisation shall have a basic kno-
training in the following: 4̂  

»r shall undertake [C aid 

General Induction 

• Mission, Policies and Procedures 
• Organisational Structure L 
• Conditions ofEmploym^f5^  ̂
• Rights and Responsibilfjies 1| 
• Site Orientation i£n to Supervisors and Fellow Workers 

Occupational Health and Safety Induction 
A r 

i  an& OH&S Plan • OH&S 
• OHMUProcltoes and Safety Rules 

ipnittee •4>H' 
• RSg] itsWd Responsibilities 

fcoo Hazard Orientation 

Isms stell'be used to identify employee development and training needs. The plans 
,||aer such issues as employee needs, choices and expectations, objectives of the 

organisatf^fcand quality 

Careg 
will c 

assurance. 

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

3.2.2 Study Leave 

Where the organisation determines that an employee shall undertake additional training the 
employee shall undertake such training. Provided, if the training is undertaken during ordinary 
working hours the employee shall not suffer any loss of pay. The organisation shall endeavor 
to schedule training programs during ordinary working hours, however, if such training is 
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conducted outside normal working hours the employee shall be paid at ordinary time rates 
while attending such training course. 

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

3.2.3 Training Subsidy 

Any cost associated with standard fees for courses and prescribed textbooks incurred in 
connection with the undertaking of an organisation approved training coupse shall be 
reimbursed by the organisation upon production of evidence of such expendaCre. Provided 
that reimbursement shall be on an annual basis subject to the presentaMon OTkeports of 
satisfactory progress. A limit of one hundred dollars ($100) per year will apply tolpktbooks 
but may be increased by the organisation. 

3.2.4 Career Path Planning 

A career path structure will be made available to all empteges Mik^OTganisation. It will be 
based on SCHEDULE "B" Skills Matrix/Job Mod9&S^i%)u5i the identification of 
competencies held by an employee and required by the orgtaiskpn. 
Structured processes using a range of methods and^st 
current skills (competence), skills deficiencies. 

ggies|vul be used to record and assess 
cfcife/ provide training to meet the 

performance goals of individuals. Those strate^es wil| be developed in line with the current 
needs of the organisation. 

am 

Through the development of traigiBteJ^tegjes career progress will be linked to skill 
development exercises, in-hous@%n theliob training and/or off-site training with training 
p r o v i d e r s .  F  

Progression to Higii.e 3.2.5 r Level 

It is agreed that,the> 
additional skills fotoroe 

stion of a levels structure encourages employees to obtain 
:ss to a higher level. 

An emplome st have obtained the requisite skills nominated within the "Job Models" at 
their afffent^feel^pd at a higher level before advancing to that higher level. 

Progresslwthrough the levels structure is dependent upon the capability of the employee and 
the needs orthe organisation to fill a position at a higher level. 

3.2.6 Adjustment to Lower Level 

It is understood that some employees may be assessed during a performance review to have 
lost or not maintained skills required at their current level. In this situation the organisation 
may adjust the employee to a lower level more comparable to the employee's current skill, 
ability and productivity. Any decision to adjust an employee to a lower level shall be 
determined by the organisation in consultation with the employee and/or their 
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parent/guardian, advocate and/or an independent representative. No adjustments will be made 
in the first twelve (12) months of this Agreement. 

3.2.7 Performance Review 

A review of an employee's performance shall be undertaken three times per year or in 
accordance with the organisation's policy as determined from time to time, and the 
requirements of the Commonwealth Department of Family and Community Services. 
Additional reviews may be conducted on a needs basis. 

| X  y 

V 
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PART 4 - WAGES AND ALLOWANCES 

4.1 Remuneration 

The minimum rates of pay for employees covered by this agreement are those contained in the 
attachment SCHEDULE "A" Pro-rata Award Based Wages. The rates of pay recognise and 
compensate the flexible arrangement within the workforce in relation to the way employees 
utilise the skills they possess. 

Assessment of employees from the current classification structure to the agrj 
structure shall be conducted in accordance with the procedures contained MP 
"C" Skills Assessment. Assessment shall be undertaken by the ojfenisaSm and/or 
independent assessors (with the appropriate workplace assessor mialificafa'nn^X r 

lent levels 
HEDULE 

Saving clause shall apply to current rates of pay so that no currenj^mpjgyee^all receive less 
than they would receive prior to the approval of the agreement. > 

All employees will be subject to a skills analysis witlriteiathe 
Agreement. 

^twelve months of the 

Employees who are determined to have skills c^kj^gratl with a higher level than that at 
which they are presently being paid, will be progressOTTO that higher level, subject to an 
approved position being vacant, on completion dKthe analysis. 

Employees who are determined to havemills aSj a level below that at which they are being 
paid, will be offered suitable train^^^Affigase their skills. Employees who are unable to 
improve their level of skill in thdltet twelve (12) month of this Agreement will be subject to 
Clause 3.2.6 Adjustment to a Lower S^efofthis Agreement. 

j f  ir 

4.2 Performance Bastai V^ages (Level F, Wage Structure) 

iloyees agree the ability to utilise skills possessed to a higher Both the organisation and 
level of perfonnanc^ana|productivity is fundamental to increases in remuneration. 

_Isb recognises the work performance of individual employees and the 
lifment (Stahvidual employees to increase performance, productivity and their level of 

The ori ion 
coi 
skill.  ̂

To this extent Level F contained in SCHEDULE "A" provides a mechanism for individual 
employees to achieve increases in remuneration based on the performance at a higher level of 
skill. 

Employees who have progressed to Level E, of the Wage Structure or are recognised by the 
organisation to be performing at a higher level of productivity (output) at their current level 
may be assessed by the organisation in accordance with SCHEDULE "C" Skills Assessment. 
The assessment will assess the level of skill, performance and productivity of the employee 
against predetermined criteria. Such criteria shall include but is not limited to; 
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Leadership Skills 
Overall Work Performance 
Productivity (Output) 
Formal Qualifications 
Level of Skill Obtained 
Adaptability 
Initiative 
Behavioural Competencies 

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

4.3 Cost of Living Increases 

The organisation recognises the need for employees to benefit'' 
economic climate and to catch up with the cost of living. m 

dements in the 

nnes of pay contained in 
re^umtororata to, and in accordance 
id mnteS by the Australian Industrial 

To this extent the organisation agrees to increase the 
SCHEDULE "A" from the 1st July each year by 
with any National Wage Case decision as determine 
Relations Commission from time to time. f%Bgt 

4.4 Meal Allowance 

An employee, required to work oveaimJlfor m^re than two (2) hours after his/her ordinary 
ceasing time and who has not bee^otî raionme immediately preceding working day that he 
or she would be required to worlrltoch fvertime, shall be paid an allowance as set out in 
"SCHEDULE A" Meal Allowance, n^ded, that where the organisation provides a suitable 
meal for the employees, nlmllowance shall be payable. 

4.5 Payment of 

Wages shall AeaaairM^rtMghtlv. no later than 4 pm on the Friday of the pay week, by direct 
credit int nstitution bank account of the employee's choice. irranci 

a^satî fmay deduct from amounts due to an employee such amounts as are 
authorisSion writing by the said employee. 
The 

• 

Page 22 Final Document 29/10/03 



34 

CIVIC INDUSTRIES (SUPPORTED EMPLOYEES) 
WORKPLACE AGREEMENT 2003 

PART 5 - HOURS OF WORK 

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

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

5.1 Ordinary Hours of Work 

The ordinary hours of work shall be no more than thirty-i&e 
exclusive of meal breaks. 

hours in any week, 

The days and hours worked and the starting and finishr 
taking into consideration the travel and family coip îtmeJte o^Khe employees. The working 
hours will be conveyed to each employee on co: 

5# >e set by the organisation 

lent. 

To meet operational needs employee(s) startirife, and finishing times may be altered by the 
organisation but only following consultation iployee(s) concerned. 

5.2 Spread of Hours 

The ordinary hours of work prescribotorthis agreement may be worked on any of all of the 
days Monday to Friday bgrneen tib^e hours of 6am and 6pm except for meal breaks which will 
be taken by mutual agreer^tt b^jveen the organisation and the majority of the employees 
concerned. 

If it is deemed necessamjbr an employee to work ordinary hours outside the spread of hours, 
the emplov^e""" 
outside tfeesbreajfcof hours. 

fepaid a fifteen percent (15%) loading on all ordinary hours worked 

5.3 llyertime 

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

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

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

5.3.2 Sundays 

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

5.3.3 Holidays 

All time worked on public holidays shall be paid as overtime at the rate oouBte time and 
one half with a minimum payment of four hours. Such payment shalljbe imgubs^ffion for 
and not cumulative upon provisions of Clause 6.6 Public Holidays of :nt. 

5.4 Meal Breaks 

An unpaid meal break of not less than thirty (30) minu&as, wiM Tmiaken according to the 
dictates of work requirements, but no greater than five (®hcws îl|er the normal starting time 
of an employee. The length of time taken for ^^neaP^brelfc-* may be varied by mutual 
agreement between the majority of employees an$fti«^gani§ation. 

5.5 Overtime Meal Breaks 
§, 

An employee required to work overtime for ngore than two (2) hours after or before the 
employees ordinary ceasing or starting 
minutes at single time. A furtherriagnty (|p) minutes meal break at single time shall be taken 
if the employee works more than^g ifours overtime. The organisation may require an 
employee to work duringfimeal break? to monitor the process in the employees control in 
which case the employee sfiyi bepaid at the rate of time and one half for the period of the 

ill be allowed a paid meal break of twenty (20) 

break. 
tr 

5.6 Rest Pause^ J^prning/Afternoon Tea) 

A fifteeij^nltote^ustenance break for morning or afternoon tea will be provided without loss 
of paj^at j îfraagreed between the organisation and the employees. Such break shall take 
into conrferation the work requirements. 

5.7 Alternate Duties 

Where, due to unforeseen circumstances or other organisation work demand patterns, an 
employee cannot be gainfully employed within their normal work site/team, an employee may 
be required to work temporarily within any other site or division of the organisation. The 
duties at the other site or division must be commensurate with the employees skills and 
competencies. 

An employee required, to undertake alternate duties will not be financially disadvantaged by 
the temporary redeployment. 
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5.8 Changes to 'Hours of Work' 

The hours of work and the way in which work is scheduled may be changed in accordance 
with the provisions of this agreement. Such agreement shall be in writing. 

V 
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PART6-LEAVE 

6.1 Sick Leave 

Employees shall be entitled to ten (10) days sick leave per year on full pay. Such entitlement 
shall be due on the anniversary of the employee(s) commencement date. 

The payment of sick leave shall be subject to the production of a medical certificate or other 
evidence satisfactory to the organisation (which may include a statutory declaration) 
following: 

(a) after two (2) single day absences in any year; or 

(b) where an apparent pattern of absenteeism has been obsgrvi 

(c) two (2) days absence on any occasion; or A 

(d) one (1) day before or after a public holiday. 

Employees shall inform the organisation where pra|gicabl\be^are 9.00am on the day of the 
absence of such inability to attend for duty and^Hkas practicable state the nature of the 
illness and/or injury and the estimated duration of absenah*  ̂

i 

Where the employee does not notify the ̂ rgaB^msgyof the employee's inability to attend for 
duty in accordance with this clause the s^d emp|oyee may not be entitled to payment for the 
first day of such absence. 

Any portion of sick leave entitleme^^t^feken in any one year shall be cumulative from year 
to year. 

The payment for anv&ahsencllBif sick leave in accordance with this clause during the first 
three (3) months of en^^fî f of an employee may be withheld by the organisation until the 
employee completfe^suqjj three (3) months of employment at which time the payment shall be 
made. 

6.2 arcmLeave 

Upon appfcation by an employee leave may be granted for the care of ill or injured 
immediate family members. 

An immediate family member is identified as follows... 

(a) a spouse of the employee 

(b) a de facto spouse who in relation to a person is a person of the opposite sex to 
the first mentioned person who lives with the first mentioned person as the 
husband or wife of that person on a bona fide domestic basis though not legally 
married to that person 
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(c) a child or an adult child (including an adopted child, a step child, a foster child 
or an ex-nuptial child) parent (including a foster parent and legal guardian), 
grandparent, grandchild or sibling of the employee or spouse or de facto spouse 
of the employee 

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

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

(i) 'Relative' means a person related by blood, marriage 

(ii) 'Affinity' means a relationship that one spouse 
to look after relatives of the other S 

larriage has 

'Household' means a family group- lillj (iii) te same domestic 
dwelling. 

Leave granted in accordance to this clause shall be^jpaid uodef îe conditions of Sick Leave, 
(see Clause 6.1 Sick Leave). 

6.3 Animal Leave 

6.3.1 Entitlement 

See Annual Holidays Act. 1944 

Except where altered to ggtnt addition® leave privileges the Annual Holidays Act. 1944 New 
South Wales as amendedismR apply in all respects. 

6.3.2 Annual Holid ling 

An employ) fee entitled and receive a loading of 17.5 per cent of four (4) weeks 
ordinary ^Ikges^alculated on the weekly ordinary rate of pay for the employee. Leave 
loadingfwill ofepay£ble on all annual leave due, but not on pro-rata annual leave. 

;ees service is terminated by the organisation the said employee shall be entitled 
of Annual Leave Loading on all leave entitlements including pro-rata leave 

If an emp 
to paymei 
provided the employee has completed at least six (6) months continuous service with the 
organisation. 

No Annual Holiday Loading payment will be payable for pro-rata annual leave if the 
employee is tenninated pursuant to Clause 2.7 Summary Dismissal of this agreement or 
resigns from the organisation. 
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6.3.3 Annual or General Shut Down Periods 

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

6.4 Long Service Leave 

Long Service Leave shall be in accordance with the New South Wales Long Service Leave 
Act. 1955 as amended and employees eligible to take such leave may apply toJi%prgarrisation 
for leave of not less than five working days. The organisation shall not ujireasorroly refuse 
approval of an employee's application for leave. x r 

6.5 Bereavement Leave 

An employee shall on the death of a spouse, parent, chilC%tep%ffild, brother, sister, 
grandparent, grandchild or parent-in-law, be entitled to Idfejitmowd including the day of 
the funeral. Such leave shall be without deduction of^aySfpî  period not exceeding the 
number of hours worked by the employee in three (^Cprdinky qSî 's work. 

Reasonable proof of such death and relationship shalls 
organisation if requested. 

imished by the employee to the 

6.6 Public Holidays 

:d as% public holiday throughout the State of New South 
ear's Day, Australia Day, Good Friday, Easter 

;ac Day, Queen's Birthday, Labour Day, Christmas Day, Boxing 
Day and one additional da^n substitution of the Union picnic day to be taken during the 
Christmas and New It 
holiday within the'area 

Public Holidays shall be those gazeii|| 
Wales. These holidays include: Ni 
Saturday, Easter Monday, 

lenlpf or any holiday duly proclaimed and observed as a public 
fi|gh the organisation is situated. 

All pennanenfi| will be granted such holidays without deduction of pay. 

6.6.1 j^bsentoWthout Leave 

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

Where the organisation is satisfied that the employee's absence was caused through illness or 
other acceptable reason(s), wages shall not be forfeited for the holiday. 

Where an employee is required to work on a public holiday and is absent without a reasonable 
excuse or without consent of the organisation the employee shall not be entitled to payment 
for the public holiday. 
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6.7 Parental Leave 

Parental leave will be in accordance with Chapter 2, Part 4, Division 1, Parental Leave, of the 
New South Wales Industrial Relations Act 1996. 

6.8 Leave Without Pay 

Special leave for a limited period and without pay may be granted by the organisation upon 
application by an employee. Such leave shall be at the discretion of the organisation. 
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PART 7 - ORGANISATION POLICY AND PROCEDURES 

7.1 Avoidance of Disputes and Grievance Procedure 

To ensure the orderly conduct of and speedy resolution of disagreements, disputes, grievances 
or occupational health and safety concerns the following Resolution Procedure shall apply. 

The object of the procedure is to promote the resolution of issues and disagreements through 
consultation, co-operation and discussion between employees (or employee representative) 
and their respective supervisors. 

This procedure is based upon the recognition and development of the relationsmkb.etween 
supervisors and their employees.  ̂

7.1.1 Procedure Principles 

The procedure is designed to resolve any disagreement, dispul 
safety concerns in a fair maimer and is based upon the foMj^u; 

otbijpational health and 
es. / 

(a) Commitment by the parties to obset>i£procaJure^This should be facilitated by 
the earliest possible advice by on©%a3|yo toe other of any issue or concern, 
which may give rise to a disagreement or ofepute. 

Throughout all stages offthis%p 
identified and recorded wnbre neclssary. 

ire all relevant facts shall be clearly (b) 

(c) Realistic time limft^ghall alow for the completion of the various stages of the 
discussions. 

(d) Emphasis sra&be klaced on an in-house settlement of issues brought about 
througftteconsuM î. However, if in-house consultation and negotiation is 
e^aust&pwiijpiout resolution of the disagreement or dispute the parties shall 
join% orCmdividually refer the matter to the Australian Industrial Relations 

teMSgion for assistance in resolving the dispute. 

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

e)-. 

7.1.2 Dispute or Grievance Resolution Procedure 

Stage one 

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

Stage two 

In the event of the employee not being satisfied with the answer provided, the employee will 
advise their supervisor who will arrange a meeting with their Manager and/or Workers 
Committee (same procedure as Stage one paragraph 2). All relevant facts shaj^be clearly 
recorded. 

Stage three 
/K In the event that the matter is still not resolved it will be referred tqihe Geueral Manager. 

with all relevant The same procedure as set out in Stage one and Stage two wi] 
facts being clearly recorded. ^ 

ai 

Stage four 

If no negotiated settlement can be achieved arm the prcfegpr is exhausted without the dispute 
being resolved the parties shall jointly or infeyidually refer the matter to the Australian 
Industrial Relations Commission for asaf^^^^solving the dispute. At any meeting 
convened by the Commission the partiedwill ulp their best endeavours to resolve the matter 
by conciliation. If the matter cann^%^^^edJ)y conciliation the parties agree to have the 
matter arbitrated. 

7.2 Disciplinary PaKcy and Procedures 

The objective of the dkciplinlfefc-Bolicy and procedures is to ensure that all matters relating to 
employees work perfc&plS^and conduct are dealt with promptly, investigated thoroughly, 
considered reasonably, tod handled fairly and consistently and to encourage and improve 
employee we^Ba^^maBee and conduct. 

7.2.1 yDefiiiOTonsp' 

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

Unsatis 

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

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

7.2.2 Unsatisfactory Work Performance or Conduct 

In relation to instances of unsatisfactory work performance or conduct the following 
procedure will be followed: 

Step 1: Counselling/Verbal Warning 

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

During the initial counselling session the counsellor in the-
representative or a third party observer should: % 

:e ®f an employee 

(a) Discuss the unacceptable performance orxoi 
and outline the standard of work perfcpnarase ol^coifduct which is required. 

Give the employee an opportuuft^to^gpgnd to the allegations made and 
provide an explanation. (If th^ explanation given is justifiable, no further 
disciplinary action should 

demfied with the employee 

(b) 

Agree on a specific action%> be taken to remedy the situation and set a date for 
review. 

(c) 

(d) Warn the employee mfoiftilure to improve will result in further disciplinary 
action beinfitaken. ^ 

isciplinary interview record should be completed and kept on The colaasellini 
thsremp^c^ ile. 

Step 2: FirsOj* 

If 
perfo: 

arning 

late established in the initial counselling session the employee's work 
tiSfe or Bonduct has not improved a second interview should be arranged which, may 

written warning being issued. lead to a 

During the second counselling session the counsellor in the presence of an employee 
representative or a third party observer should: 

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

(b) Restate the agreed corrective actions identified at the previous session 
including establishing a date for review. 
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Give the employee an opportunity to defend him/herself against the allegations 
made (again, if the explanation is satisfactory, no further disciplinary action 
should be taken). 

(c) 

(d) If the employee's explanation is not acceptable indicate to the employee that 
he/she is to be issued with a first written warning. 

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

(f) Warn the employee that failure to improve will result in i 
action being taken, which could ultimately lead to dismissal^ 

disciplinary 

The counselling/disciplinary interview record should be complgtea^ 
employee's file. Once the written warning is completed and jjdfhqris 
Manager or delegated officer, it should be signed by all parties 
employee should be issued a copy in the presence of a witne^ 
entered on his/her record. \ 

nis.ept on the 
by the General 

!ucli|g%itnesses). The 
ijfomed that it will be id 

Step 3: Final Written Warning 

If by the review date established in the second intrat^rw session the employee's work 
performance or conduct has still not improvedkanother interview should be arranged which 
may lead to a final written warning beingJ' _ 

During the third counselling sessili»^tfc: coansellor in the presence of an employee 
representative or a third party obs^yer shauld: 

(a) Again restate the unsafpfactory work performance or conduct identified and 
refer to prewtas interview sessions including the agreed corrective actions and 
reviewadate selm,. X 

(b) Give the tproyee an opportunity to defend him/herself against the allegations 
\g£m, if the explanation is satisfactory, no further disciplinary action 

lulcTSe taken.) 

Ipthe employee's explanation is not acceptable, indicate to the employee that 
he/she is to be issued a final written warning. 

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

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

The counselling/disciplinary interview record should be completed and kept on the 
employee's file. Once the final written warning is completed and authorised by the General 
Manager or another delegated officer, it should be signed by all parties (including witnesses). 
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The employee should be issued a copy in the presence of a witness and informed that it will 
be recorded on his/her record. 

Step 4: Termination 

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

The interviewer should: 

(a) Advise the employee of the reason for the dismissal. 

(b) Discuss the employee's employment history, indlu&ngVecords of prior 
counselling sessions and or warnings. 

(c) Ensure the employee has had an adequate (j [efend him/herself. 

The employee must be provided with written advice of me teimmation of employment with 
the organisation and the effective time and datej^ai&emproyee requests that the reason for 
termination is given in writing or a certificate of ^^pyment identifying the period of 
employment and duties performed, such docuii|gntatioji should be provided. At all times the 

^ —'cate of their choice present. employee may have an employee represealS 

7.2.3 Serious Misconduct 

As soon as an instance of serious nmconduct comes to the attention of the General Manager, 
the following procedure will be followfiR 

Step 1 

Investigate fully^l ci 
interviewing^mtoe  ̂
inform atiojireiSyea. 

mnslances surrounding the alleged misconduct. This must include 
paid reviewing the employee's employment record. Record all ;S 

Stei 

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

Step 3 

If the employee's defence or explanation cannot be substantiated or is not acceptable and the 
serious misconduct substantiated by witnesses justifies tennination the termination must be 
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communicated to the employee at the time of the termination. Termination for serious 
misconduct does not require notice or compensation in lieu of notice. Termination without 
notice must not be proceeded with unless authorised by the General Manager. 

Step 4 

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

7.3 Organisation Policy and Code of Conduct 

Employees covered by this agreement agree to conform and abide by4 
policies, procedures, directions and Code of Conduct as issued and am em 
time. 

fe orfemisations 
frortrtime to 

7.4 Workers Committees 

Consultation and participation are essential to improved 
shall be fully informed and have input into decisionT^akii 
mechanisms shall be established within the organisfMbn. \ 

ilape%lations. The employees 
nSId appropriate consultative 

It is the express intention of the parties to this ̂ preemexjfWmaintain effective consultation on 
matters of mutual interest and concern. It is lA 
examination and negotiation of mattejs rell|i 
change, Occupational Health and Safety md anyjbther matter as determined appropriate. 

ipndedfto provide orderly procedures for the 
training, productivity, technological 

To this extent the organisation hfifWablilked the following consultative committees; 

Employees'Kgpresentatiw Committee 

:s who are elected representatives of supported employees Made up of support! 
from each site. J 

iplo; 

Workers Comllpll :dures 

The workers ajtanmtee shall typically include: 

(ij%^ The elected Worker Representatives; 
(ii) The General Manager or delegated officer; and 
(iii) The Vocational Training Officer who will act as secretary. 

The Committee shall have a maximum of nine representatives. 

The appointment of management representatives will be determined by management and the 
election/appointment of employee representatives will be determined by the employees. 

The group, once established, may invite persons with expertise related to particular issues to 
be discussed to attend specific meetings. 
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The following matters shall form the basis for the work of the committee, which shall seek to 
reach agreement on the matters and make recommendations to senior management/employees 
who will take account of the views and the deliberations of the committee; 

(i) Report on and review issues of concern to supported employees and 
management, including work related concerns, business matters including 
financial results and emerging issues, social and community matters. 

(ii) To consider the introduction of new or revised safe work methods or work 
arrangements, and inform the OH&S Committee deliberations in sijch matters. 

(iii) To report on the committees deliberations to the supported ajlpk^res through 
their fortnightly group meeting. 7  ̂

The workers committee shall meet at least every two weeks. 

A reasonable time limit shall be placed on the length of meffeigsTtepough time shall be 
provided to adequately deal with agenda items. Meetings sMl operate jpn a consensus basis. 

The minutes of the meeting shall be circulated at the^oUd^mg^mployee group meeting. The 
minutes shall also be placed on the organisatioiWSi^e bokd for the information of those 
employees who choose not to attend the group 

The recommendations made by the co; 
process. 

;st management in the decision making 

Occupational Heali Safeng Committee 

Made up of supported employees, wnt) are elected representatives of all employees of the 
organisation at each site aiy 
accordance with the Gfocupatil 

management representatives. The committee shall operate in 
health and Safety Act, 2000. 

.̂ ..eMtood the Occupational Health and Safety Committee shall make 
ijjyjjypkgement on matters relating to safety in the workplace. 

It is agreed an< 
recommendatiH? 

OH&Sj&mmkteeytocedures 

The O H^LS Committee shall typically include; 

(i) 50% employer/employee representation 
(ii) at least one senior management representative. 

The Committee shall have a maximum of six representatives. 

The appointment of management representatives will be determined by management and the 
election/appointment of employee representatives will be determined by the employees. 
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The group, once established, may invite persons with expertise related to particular issues to 
be discussed to attend specific meetings. 

The following matters shall form the basis for the work of the Committee which will seek to 
reach agreement on the matters and make recommendations to senior management/employees 
who will take account of the views and the deliberations of the committee; 

(i) To implement O H & S policy in the workplace, 

(ii) To review the implications and/or impact of the provisions of O H & S 
policy on the organisation/employees, yC 

(iii) To consider the introduction of new or revised safe work m^thodspfr work 
arrangements, 

(iv) To give consideration to the impact of technoBg 
significant changes in the organisation or workpl^k w: 

^cal thange and other 
fejjefard to O H & S. 

(v) To assess proposed changes in products 
methods or work arrangements, employmeman^kill requirement. 

impacts on safe work 

(vi) To consider other matters raisedfby comiiJiee members which impact on the 
safety of employees, or the gene&l public. 

The committee shall meet at least every ro monlhs. 

A reasonable time limit shall b^laceciton the length of meetings. Enough time shall be 
provided to adequately deal with agllgia itlms. Meetings shall operate on a consensus basis. 

The minutes of the meetinfeihall %e circulated to each member of the committee within one 
week of the meeting,^nd ven 
shall be placed on,the M â̂ atron notice board for the information of employees. 

y group members prior to the next meeting. The minutes 

hrkmade by the committees will assist management in the decision making The recomi 
process. 
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PART 8 - OCCUPATIONAL HEALTH AND SAFETY 

8.1 Work Practices 

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

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

sate, and safety 
eye%X)tection, 

Employees agree to assist the organisation to ensure that increasg^ef^jt is^ade io improve 
the understanding and awareness of safety issues. 

8.2 Protective Clothing and Safety Equipmei 

iloyefess, protective clothing and safety 
^bdrequired under the Occupational 

ional policy. 

All protective clothing and safety eq£ipniSS|t^§§?ed shall remain the property of the 
organisation and shall be returned whgre isauireel on termination of employment. 

The organisation shall provide, free of charge to J 

equipment in work situations where such proviskft 
Health and Safety Act or associated regulationsfpr orgams; 

Employees engaged in carrying^mt w»rk for which protective clothing and/or safety 
equipment is required shall be obligec^joavear or use such equipment supplied. 

Employees must wear closeBfeotWjfear when working in all employment environments. 

8.3 Worked CoWpelfsation 

Workers' (^mptmsalrem- shall be in accordance with the New South Wales "Workplace Injury 
ManagejmSmtoia'CQmpensation Act, 1998. 

8.4 st Aid 

The organisation shall provide and maintain a suitable first aid kit in accordance with the 
Occupational Health and Safety Regulations 2001, which shall be available to employees and, 
where practicable a trained first aid person for each work location shall be available to 
employees. 

8.5 Use of Tools 

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

9.1 Superannuation 

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

The organisation shall provide a superannuation contribution on behalf of eac] 
required by the relevant legislation. 

iployee as 

Contributions shall be paid into each employee's account of an eligible fund nominated by the 
organisation. 

The organisation shall provide training and assistance to en^oy^ 
concept and benefits of Superannuation and the completion of amijiplii 

injunderstanding the 
tivn form. 
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PART 10 - SIGNATORIES TO AGREEMENT 

SIGNED FOR AND ON BEHALF OF 

SLAS Limited: 

Signature: 

Print name and position held: 

tenajg 

k RL. >1 v ? 
Signature: 

Print name and position held: rjfi'' 

4>-19^ day of iezg/il&n? Dated this 
u.x.s 

£t;: sL 

% SIGNED FOR AND ON BEHALF OF 

The supported employees 6f€LAS Limited: 

Signature: 
\ 

fe 
4-hii<j£K) j. /VUac&eue /5ii(iijQi€£ l&nfi Print name and pg&itioi 

HfSoMj 'fdUri. Signatfl / ire:v 
i£j-

/ogttv Print name and position held: 

Dated this / ̂ ^-day of MfeTK 2003. 
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SCHEDULE"A" 

PRO-RATA AWARD BASED WAGE 

Pro-rata Award Based Wages in this agreement are designed to remunerate employees in a fair 
and equitable manner and is based on the acquisition of, and the use of competencies (skills) to 
a standard of performance linked to output (productivity). 

The organisations commitment is to ensure that employees are treated industrially in the same 
manner as an employee without a disability working in open employment. Therefore it is 
critical that when a pro-rata award wage is determined, it is done by comparing what tasks 
(skills) relevant to the whole job (award grade) and the level of performance is required by an 
employee without a disability to be paid the appropriate award wage against the tasks (skills) 
held and the performance of an employee with a disability and paid under this agreement. 

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

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

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

When determining a Pro-rata Award wage it is imperative the organisation compare the skill, 
or indicative tasks required to be undertaken by an employee covered by the award and 
remunerated accordingly against the ability of a person with a disability to undertake the same 
tasks at the same level of performance. Additional to this comparison is the prerequisite of the 
organisation to take into consideration the provision of additional support to people with a 
disability that would not be required to an employee in an open employment environment. 

Those additional services include: 

• Higher levels of supervision 
• Higher degree of focused training 
• Behavioural Management 

Within the pro-rata award based system there are three distinct areas of work performance and 
assessment to be undertaken (see Schedule "C "for Assessment Process). They are: 
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1. Task Competencies - Specific set of skills undertaken, to directly complete a whole job. 

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

3. Performance - For people with a disability this is generally measured against levels of 
outputs generated by peers undertaking similar tasks, opposed to the more traditional 
measures of performance for people without a disability, which are measured against pre­
determined outputs (productivity) established by management. Productivity includes 
specific tasks, in the control of employees, with measurable levels of output. 

Performance measures, are those specific tasks which have measurable levels of output 
and on which, employees can have a direct impact on the outcomes. 

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

The percentage of Award wages contained in the table below represents the average output 
levels benchmarked by a group of employees with similar skills and performance. It is 
calculated by the measurement of the performance of those employees with the skills at the 
respective levels, against the performance measures set by the organisation and able to be 
achieved by an employee without a disability. 

The Pro-rata Award Based Wage Structure in this agreement is the basis for the provision of 
minimum rates of pay and is determined by a comparison of individual competencies (skills) 
contained in SCHEDULE "B" Skills Matrix/Job Models, and the skills required by an 
employee covered by an award relevant to the type of work undertaken. 

This structure is the first stage of a three-step wages continuum towards open and/or self-
employment. The three stages are: 

• Pro-rata Award Based Wages (Working in Business Services) 
• Supported Wage System (SWS) (Working with host employers) 
« Award Wages (Open and/or self employment) 

This enables effective goals for all participants to be set in conjunction with the Career Plan 
(CP) process and facilitates clear career paths available and identifies training deficiencies and 
needs for all employees. 
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SUPPORTED EMPLOYEE'S WAGE STRUCTURE 

The minimum wage rates contained in the table below refer to the wage rates for a week 
comprising thirty five (35) hours work. The Agreement Pro-rata Award Weekly Rate is 
calculated as follows: f A ward Grade. Weekly Rate ^ 38 x 35 x performance percentage (refer 
to Schedule "D ") = Agreement Pro-rata Award Weekly Rate) 

Agreement 
Pro-rata 
Award 
Weekly 

Rate 

Award 
Weekly 

Rate 

% of 
Award 
Rate 

Agreement 
Hourly 
Rate 

Wage 
Level 

Skill Level 
Competencies Required 

$ $ $ 
$ 

New Starter or High Support 
Needs) 
• Employee has very limited 

skill levels. 

Entry 448.40 10.2% 40.25 1.15 
Level. 

• Employee is unable to 
obtain any measurable 
productivity. 

« Undertaking training to gain 
general vocational skills 

• Requires one on one 
supervision. 

• Being assessed to measure 
ability to move to Level 1. 

• Refer to SCHEDULE "B" 
Skills Matrix/Job Models. A 448.40 12.0% 49.70 1.42 

• Refer to SCHEDULE "B" 
Skills Matrix/Job Models. B 448.40 13.8% 1.64 57.40 

• Refer to SCHEDULE "B" 
Skills Matrix/Job Models. C 448.40 16.9% 70.00 2.00 

• Refer to SCHEDULE "B" 
Skills Matrix/Job Models. D 448.40 26.6% 109.90 3.14 

• Refer to SCHEDULE "B" 
Skills Matrix/Job Models. E 448.40 35.6% 147.00 4.20 

Performance Based Wage 
Level 
• Refer to SCHEDULE "B" 

Skills Matrix/Job Models. 

12.0% 49.70 1.42 
F 448.40 to to to 

100% 448.40 11.80 

The Performance Based Wage Level F contained in the above structure is for those employees 
assessed in accordance with Clause 4.2 and having well above average performance measured 
against the respective skill level contained in SCHEDULE "B". 
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Those employees assessed in accordance with Clause 4.2 at having a higher level of 
performance than that required at their respective Level may be paid a wage in accordance with 
the range contained at Level F. 

Award Weekly Wage refers to Grade One contained in the Australian Liquor, Hospitality & 
Miscellaneous Workers Union Supported Employment (Business Enterprises) Award 2001. 

ALLOWANCES 

AMOUNT ALLOWANCE 

15% loading on all Shift Allowance 
ordinary hours 

worked. (Ordinary hours worked outside 6.00am and 6.00pm) 
(refer: Clause 5.2) 

$ 9.10 per meal. Meal Allowance 
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CIVIC INDUSTRIES (SUPPORTED EMPLOYEES) 
WORKPLACE AGREEMENT 2003 

SCHEDULE "C" 

SKILLS ASSESSMENT 

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

Assessment in a Competency-Based System 

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

Definition of Competency 

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

• Performance at an acceptable level of technical skill; 
• Performance to an acceptable level of output (productivity); 
• Organising one's tasks; 
• Responding and reacting appropriately when things go wrong; 
• Fulfilling a role in the scheme of things at work; and 
• Transfer of skills and knowledge to new situations. 

Definition of Assessment 

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

Evidence 

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

• Measurements of products made or services delivered; 
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CIVIC INDUSTRIES (SUPPORTED EMPLOYEES) 
WORKPLACE AGREEMENT 2003 

• Use expertise to make judgements; 

* Ensure that standards have been met; and 

• Ensure that evidence of competency is sufficient. 

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

Assessor Competency Standards 

Competency Unit Competency Element 

Plan assessment • Identify assessment context. 
« Establish evidence required. 
• Select and explain the assessment 

procedure. 

Cany out Assessment • Gather evidence. 
• Make the Assessment decision. 
« Provide feedback during assessment. 

Record assessment results and review the 
procedure. 

• Record assessment results. 
• Provide feedback to employee being 

assessed. 
• Review the procedure. 

The results of assessments will be reviewed by the Organisation's Workplace Assessment 
Panel which will comprise the Business Manager for the employee's Department, the 
Assessor, the employee's Vocational Training Officer and the Chief Executive Officer. 

Employee(s) may, appeal a decision of the Workplace Assessment Panel regarding the 
assessment or the assessment process. Such appeal shall be in accordance with Clause 7.1 
Avoidance of Disputes Procedure of the agreement. 
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CIVIC INDUSTRIES (SUPPORTED EMPLOYEES) 
WORKPLACE AGREEMENT 2003 

SCHEDULE"D" 

WAGE ASSESSMENT TOOL 
PRO-RATA AWARD BASED WAGES 

The organisation when assessing Pro-rata Award Based Wages for people with a disability 
recognises the dual focus of the business, which is to: 

(a) Provide, employment opportunities for people with a disability; and 

(b) Operate a commercially viable business. 

The organisation also recognises the difference between the terms performance and 
productivity. 

Performaace - In a skills based structure the performance of an employee is measured against 
the skills the employee holds and utilises and how well the employee performs those skills to 
produce an output. 

Productivity - Productivity is the measure of a process which may have a number of 
contributing factors, of which some may be outside the control of employees. It is generally 
measured against pre-determined expectations established by management taking into 
consideration all relevant inputs, {refer: Multi-factor Productivity Measure, of this Schedule) 

COMPLIANCE WITH RELEVANT STANDARDS 

In establishing wage outcomes the organisation must work within the framework determined 
by the funding body, the Commonwealth Department of Family and Community Services, and 
the Disability Service Standards, {refer: Disability Services (Disability Employment and 
Rehabilitation Program) Standards 2002) 

The relevant standard for employment conditions and wage outcomes is: 

STANDARD 9 - Employment Conditions 

"Each person with a disability enjoys working conditions comparable to those of the general 
workforce " 

To meet this standard the organisation must also comply with the Department of Family and 
Community Service, Quality Assurance System. The system sets Key Performance Indicators 
(KPFs) for each Standard. The relevant KPI for wages is KPI 9.1 which states: 

Page 1 of 6 
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CIVIC INDUSTRIES (SUPPORTED EMPLOYEES) 
WORKPLACE AGREEMENT 2003 

KPI9.1 

"The service provider ensures that people with a disability, placed in open or supported 
employment receive wages according to the relevant award, order or industrial agreement (if 
any) (consistent with legislation). A wage must not have been reduced, or be reduced, because 
of award exemptions or incapacity to pay or similar reasons and, if a person is unable to 
work at full productive capacity due to disability, the service provider is to ensure that pro­
rata wages based on an award, order or industrial agreement is paid. This pro-rata wage 
must be determined through a transparent assessment tool process, such as the Supported 
Wage System (SWS), or tools that comply with the criteria referred to in the Guide for Good 
Wage Determination including: 

• compliance with relevant legislation; 
• validity; 
• reliability; 
• wage outcomes; and 
• practical application of the tool" 

ESTABLISHING WAGE OUTCOMES 

There are three primary criteria used in this agreement for establishing wage outcomes for 
people with a disability. They are: 

1. The competence of the employee (skills held and utilised); 
2. Behavioural matters including; 

a) Level of supervision provided, 
b) The ability to be trained and level of training required, 
c) Personal behavioural attributes. 

3. Performance (measured output) benchmarked against a group of employees of similar 
skill and performance. 

Each criteria is weighted (indexed) relevant to its importance and the impact it has on the 
overall performance (measured output) of the employee's work stream. 

WAGE ASSESSMENT TOOL 

When applying criteria (1) the organisation will undertake a comparison between the Award 
Grade indicative tasks (the whole job) to be undertaken and level of skill required by an 
employee without a disability at the grade relevant to the type of work performed and an 
employee with a disability covered by this agreement performing similar work. 

In making the comparison the organisation will identify: 
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CIVIC INDUSTRIES (SUPPORTED EMPLOYEES) 
WORKPLACE AGREEMENT 2003 

(a) each indicative task (part of the whole job) undertaken by the employee(s). There may 
be a number of indicative tasks associated with the performance of the whole job; and 

(b) the skills held and utilized by employee(s) at each level {refer: SCHEDULE "B" 
Skills Matrix/Job Models), Core skills plus Tasks skills. 

Assessment Measure % of Award Wage 

The percentage of an award wage is calculated as follows: 

0) identify the indicative tasks of the relevant award grade and compare the skills held by 
employees against those tasks. 

(2) establish weightings of each indicative task relevant to their importance in the 
performance of all the indicative tasks required to complete the whole job. 

(3) determine the additional levels of supervision, training and behavioral management 
required of each employee against that that would be required for an employee without 
a disability doing similar work and apply the pre-determined weighting to the equation. 

(4) Establish the performance (measured output) of each employee and compare against 
the average of all the employees doing similar work with similar skills, and apply the 
predetermined weightings. 

(5) calculate a cost per task output for a person with a disability performing single or 
multiple tasks associated with a job, compared to an able body employee for 
completion of the whole range of task associated with a job. 

(the cost per task output for an able body person is the accepted cost within an open 
employment environment within each industry or stream of work. This is normally 
converted to a cost per man hour equation) 

By comparing the dollar value of the award when applying the percentage established in 1 - 4 
above with the cost per man hour equation contained in 5 above the organization can verify 
the employee is being paid the appropriate wage. 

Example: (a simple general analysis of the process) 

Award to be compared - Storeman and Packers General (State) Award 

Award Classification - Storeman and Packer Grade One 

Award Wage - $ 487.70 

Employee Name: xxxxxxxxxx 
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Support, 
Behavioral Award Grade 

Indicative 
Tasks 

Can Employee 
Perform 

% 
and 

Productivity 
Levels 

Weighting 
Task 

(refer to relevant award) 
General Labouring and cleaning 

30 Yes 
Order assembling (Picking 
stock) Yes 20 
Receiving, 
dispatching and 
products 

checking, 
sorting of 10 No 

Satisfying internal and external 
customer needs. 
Operate keyboard to cany out 
stores work. 
Documenting and recording of 
goods, 
components. 

No 5 

No 10 

and materials 10 No 

Basic inventory control. No 5 
Use of hand trolleys and pallet 
trucks. No 10 

1 -20 Level of Supervision 
Level of Training Required 

Behaviorai Management 
Performance 

2 -10 
2 
2 0 

PERCENTAGE OF AWARD 
WAGE 

15% 

Employees wage calculated at 15% of award wage of $487.70 = $ 73.15 

Level of Supervision weighting 

1 = High (minus 20% weighting) 
2 = Medium (minus 10% weighting) 
3 = Low (minus 0% weighting) 

Level of training required 

1 = High (minus 20% weighting) 
2 = Medium (minus 10% weighting) 
3 = Low (minus 0% weighting) 
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CIVIC INDUSTRIES (SUPPORTED EMPLOYEES) 
WORKPLACE AGREEMENT 2003 

Behavioral Management 

1 = High (minus 10% weighting) 
2 = Medium (minus 5% weighting) 
3 = Low (minus 0% weighting) 

Performance (Measured Output) 

1 = Below average output (minus 5% weighting) 
2 = Average output (0% weighting) 
3 = Above average output (plus 5% weighting) 

{these weightings may be changed by the organization depending on the skill mix of 
employees and the level of disability of the employees) 

PERCENTAGE RELATIONSHIP TO SCHEDULE'S "A" AND "B" 

The assessment measure percentage of the award wage for each employee is grouped (or 
broad banded) and benchmarked into the level structure contained in SCHEDULE "A". 
These levels are consistent with the skills and performance required by an employee at each 
level contained in SCHEDULE "B". 

Each employee is placed into the most appropriate wage level within the percentage range of 
each level and paid the benchmarked rate. 

MULTI-FACTOR PRODUCTIVITY MEASURE 

To measure productivity of each stream of work and/or the organisation as a whole 
effectively, it is necessary to consider all relevant inputs. This produces a multi-factor 
productivity measure and is demonstrated by the following equation: 

Goods and Services (Sales) 
Productivity = 

Labour + Energy + Materials + Capital (Cost of goods sold) 

Therefore: To increase productivity the organisation must either increase Sales or reduce the 
Cost of goods sold. 

Labour costs in Business Services includes all those extraordinaiy cost associated with the 
employment of people with a disability, including supervision, training, labour down time and 
behaviour etc. and should be offset against the funding received from the funding body for the 
purpose of employing people with a disability. 
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CIVIC INDUSTRIES (SUPPORTED EMPLOYEES) 
WORKPLACE AGREEMENT 2003 

DEPARTMENT OF FAMILY AND COMMUNITY SERVICE 
ASSESSMENT TOOL 

The Commonwealtli Department of Family and Community Service are in the process of 
developing an appropriate Pro-rata Award Based Wage assessment tool for Business Services. 
The tool when implemented will meet the requirements of KPI 9.1. 

The organisation and employees may agree to adopt this assessment tool when developed for 
employees covered by this agreement, provided: 

(a) the employees are not disadvantaged when implemented against the wage assessment 
process contained in this agreement; and 

(b) the introduction of the assessment tool does not compromise the dual focus of the 
business, (refer to paragraph (l)(a) and (b) of this schedule. 
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Employment Conditions (Industries) Procedure 

1.0 PURPOSE 
• To outline the employment conditions for Supported Employees which 

are not covered by the Supported Employment Services Award 2010. 
• To ensure compliance with the Disability Service Standards 
• To ensure Supported Employees enjoy work conditions comparable to 

those in the general workforce. 

2.0 SCOPE 
This procedure covers all sites/ programs within the Industries Division of 
Civic Disability Services and relates specifically to Supported Employees 
under the Supported Employment Services Award 2010. 

3.0 RESPONSIBILITIES 
3.1 HR Department will coordinate in conjunction with the General 

Manager, Employment Support Officer and Team Leader who are all 
responsible for ensuring wage assessments are completed as per this 
procedure and the Supported Employment Services Award. 

4.0 PROCEDURE 
4.1 Level Structure (Classifications) 

4.1.1 Refer to Appendix B - Skills/ Matrix/ Job Models for the level 
structure (classifications) and required skills and competencies 

4.1.2 Skills Matrix/ Job Models 
Job Models have been developed through 
consultation and an assessment process with 
Supported Employees and reflects all tasks to be 
undertaken within Civic. 

4.1.2.1 

Each Job Model has been assessed relevant to the 
skills required and placed within the pay Level 
Structure contained in Appendix A - Pro Rata Award 
Based Wages 
Each Job Model has specific identified skills 
(competencies) which a Supported Employee must 
have before they are eligible to be appointed to the 
Job Model level and paid as such. 

4.1.2.2 

4.1.2.3 

4.1.3 Skills Assessment 
All Supported Employees will be assessed against the 
competencies contained in Appendix B - Skills Matrix/ 
Job Models. 

4.1.3.1 

Pro-SDIND005-006 
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4.1.3.2 The assessment system and process will be in 
accordance with the procedures contained in 
Supported Employment Services Award 2010 

4.2 Skills Development 
4.2.1 Civic is committed to providing flexible working arrangements, 

improving the quality of working life, enhancing skills and job 
satisfaction and assisting positively in the development of 
Supported Employees. 

4.2.2 Civic is committed to: 
• Developing a more skilled and flexible workforce 
• Providing Supported Employees with career opportunities 

through appropriate paid training 
• Encouraging Supported Employees to acquire additional 

skills 
• Removing barriers to the utilisation of skills acquired 
® Assisting in the training of new and existing Supported 

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

4.2.3 Every Supported Employee, will be given the opportunity to 
undertake training subject to: 
• The requirements to maintain productivity levels 
« The ability of Supported Employees to be trained 
• The skills needed within Civic 
• The financial constraints of Civic 
• The requirements of the Disability Service Standards. 

Refer to Staff Development Procedure 
4.2.4 Civic will endeavour to provide Supported Employees with 

career opportunities linked to their ability to obtain and maintain 
the required levels of skill (competence) in line with the Job 
Models. Training and assessment programs will be structured to 
meet all current legislative and National Training Board 
framework requirements. 

4.3 Progression to Higher Level 
4.3.1 It is agreed that the levels structure encourages Supported 

Employees to obtain additional skills to progress to a higher 
level. 

Approved By: N Fitze, GM HR Approval Date: 29/11/2016 
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4.3.2 A Supported Employee must have obtained the required skills 
nominated within Appendix B - Job Models at their current level 
and at a higher level before advancing to that higher level. 

4.3.3 Progression through the levels structure is dependent upon the 
capability of the Supported Employee and the needs of Civic to 
fill a position at a higher level. 

Adjustment to a Lower Level 
4.4.1 It is understood that some Supported Employees may be 

assessed during a Career Plan to have lost or not maintained 
skills required at their current level. In this situation Civic may 
adjust the Supported Employee to a lower level more 
comparable to the Supported Employee's current skill, ability 
and productivity, however their wages will not be reduced. 

4.4.2 Any decision to adjust a Supported Employee to a lower level 
shall be determined by Civic in consultation with the Supported 
Employee, and/ or their parent/ guardian, advocate and/ or an 
independent representative. 

4.4 

4.5 Performance Based Wages Level F 
4.5.1 Civic and Supported Employees agree the ability to utilise skills 

possessed to a higher level of performance and productivity is 
fundamental to increase in remuneration. 

4.5.2 Civic recognises the work performance of individual Supported 
Employees and commitment to increase performance, 
productivity and their level of skill. 

4.5.3 Level F contained in Appendix A provides a mechanism for 
Supported Employees to achieve increases in remuneration 
based on increases in productivity and performance. 

4.5.4 Supported Employees who have progressed to Level E of the 
wage structure or are recognised by Civic to be performing at a 
higher level of productivity (output) than their current level may 
be assessed in accordance with competency requirements. 
• The assessment will assess the level of skill, performance 

and productivity of the employee against predetermined 
criteria. Such criteria shall include but is not limited to: 
• Leadership skills 
• Overall work performance 
• Productivity (output) 
• Formal qualifications 

Approved By: N Fitze, GM HR Pro-SDIND005-006 
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• Level of skill obtained 
• Adaptability 
« Initiative 
• Behavioural competencies 

Following assessment a wage rate will be determined by 
Civic within the wage range contained in Level F 

4.6 Payment of Wages 
4.6.1 Wages shall be paid fortnightly no later than 4pm on the Friday 

of the pay week by direct deposit into the Supported Employee's 
choice of bank account. 

4.6.2 The Civic Payroll Officer is responsible for payment of wages for 
Supported Employees. 

4.7 Hours of Work 
4.7.1 Civic will promote the concept of flexible work arrangements to 

meet the personal needs and family responsibilities of the 
employee. 

4.7.2 The hours and days worked shall be determined by Civic and 
shall take into consideration the operational needs of Civic and 
the special needs of particular employee/s. 

4.7.3 The hours and days of work determined by Civic may be 
changed by mutual agreement. 

4.7.4 Ordinary hours of work shall be no more than 37.5 hours in any 
week exclusive of meal breaks. 

4.8 Alternate Duties 
4.8.1 Where, due to unforeseen circumstances or other Civic work 

demand patterns a Supported Employee cannot be gainfully 
employed within their normal work site/ team, they may be 
required to work temporarily within any other site or division of 
Civic. 

4.8.2 The duties at the other site/ division must be commensurate with 
the Supported Employee's skills and competencies. 

Procedure: This procedure relates to 
Standards or other external 
requirements 

National Standards for Disability Services 
NSW Disability Service Standards 
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ISO 9001-2015: Quality Management 
Operational Guidelines- Disability Employment 
Assistance v8.2 
Disability Maintenance Instrument Guidelines v6.3 

Legislation or other requirements Supported Employment Services Award 2010 

Reviewing and approving reviews of this procedure 
Document Owner Human Resources 

Authorised Approver General Manager HR 

Documents related to this policy 
Related policies Privacy 
Related procedures Staff Development 

Maintenance of Individual Needs and Employment 
Support 
Service Access 
Managing the FaHCSIA Online Funding 
Management System (FOFMS) 

Forms, record keeping or other 
organisational documents 

Work Associated Competencies Assessment 
Job Register 

Pro-SDIND005-006 
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APPENDIX A - PRO RATA AWARD BASED WAGES 
Pro rata award based wages are designed to remunerate Supported Employees in a 
fair and equitable manner and is based on the acquisition of and the use of 
competencies (skills) to a standard of performance linked to output (productivity) 

Civic is committed to ensuring that employees are treated (industrially) in the same 
manner as an employee without a disability working in open employment. Therefore 
it is critical that when a pro rata award wage is determined, it is done by comparing 
what tasks (skills) relevant to the whole job (award grade) and the level of 
productivity is required by an employee without a disability to be paid the appropriate 
award wage against the tasks (skills) held and the productivity of an employee with a 
disability. 

The purpose is to provide an unbiased method of reward for ail Supported 
Employees and particularly those who have medium to high levels of disability and 
who require medium to high levels of support and supervision. 

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

A competency based wage system does not provide as a general rule a mechanism 
for deterring the output (productivity) of an employee or group of employees. The 
concept of competency standard assessment establishes the skill (knowledge) and 
the ability of an employee to undertake particular tasks. 

When determining a pro rata award based wage it is imperative Civic compares the 
skill or indicative tasks required to be undertaken and remunerated accordingly 
against the ability of a person with a disability to undertake the same tasks at the 
same level of output and paid a pro rata wage. Additionally is the prerequisite of 
Civic to take into consideration the provision of additional support to people with a 
disability that would not be required to an employee in an open employment 
environment. Those additional services include: higher levels of supervision, higher 
degree of focused training and behavioural management. 

There are 4 distinct areas of work performance and assessment (within the pro rata 
award based system. They are: 

1. Task Competencies - specific set of skills undertaken to directly complete a 
whole job 

Pro-SDIND005-006 
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2. Work Associated Competencies - general vocational skills (referred to as 
Core Skills) necessary to maintain successful employment 

3. Behavioural management - these skills for people with a disability include 
punctuality, working consistently and team work. The need for work 
associated competencies and behavioural management is a determining 
factor of a Supported Employee's wage. It is also a key factor to have a mix of 
social, work behaviour and vocational skills to successfully proceed to open 
and/ or self employment opportunities 

4. Output (productivity) - for people with a disability these are generally 
measured against levels of output generated by peers undertaking similar 
tasks, opposed to the more traditional measures of productivity for people 
without a disability, which are measured against predetermined outputs 
established by management. Productivity includes task related to specific, 
measurable levels of output. 

The competencies required by a Supported Employee to complete a task at the 
required level of output are contained in Appendix B - Job Models/ Skills Matrix. 

For people with a disability the percentage of award wages contained in the table 
below (section on Agreement Pro Rata Award Weekly Rate) represents the average 
output levels benchmarked. It is calculated by the measurement of 1-4 above against 
the productivity set by Civic and able to be achieved by an employee without a 
disability. 

The pro rata award based wage structure is the basis for the provision of minimum 
rates of pay as determined by a comparison of the overall work performance as 
measured by the provisions contained in the agreement schedules by an employee 
with a disability and a person without a disability doing similar or the same type of 
work. 

This process is the first stage of a 3 step wages continuum towards open and/ or self 
employment. The three stages are: 

® Pro rata award based wages - working in business services 
• Supported Wage System (SWS) - working with host employers 
• Award Wages - open and/ or self employment 

This enables effective goals for all participants to be set in conjunction with the 
Career Planning process and facilitates clear career paths available and identifies 
training deficiencies for all employees. 

Supported Employee's Wage Structure 
As per the Supported Employment Services Award 2010. 
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Employment Conditions (industries) Procedure 

APPENDIX C - WAGE SYSTEM AND ASSESSMENT 
Following initial wage assessments, Supported Employee's wage levels will be reviewed annually 
as part of the Career Plan development. All new Supported Employees will commence on the 
minimum rate. This rate will be initially reviewed at the conclusion of the 6 month probation period 
and annually thereafter. 

The wage system and assessment process revolves around 6 key factors: 
1. The determined wage level 
2. Employee task skills 
3. Employee work associated competencies 
4. Training and support levels 
5. Behaviour management support levels 
6. Output measures 

1. Determined Wage Level 
• The wage level refers to the wage level allocated to a job or part of a job (task) 
• When a job is received into Civic Industries, it is assessed by the Manager and allocated 

a wage level A, B, C, D or E on the Skills Matrix and Job Models detailed in Appendix B. 
The wage level is entered in the Civic Job Register. 

• When required a Task Analysis is prepared for each job and each job stage and a wage 
level is allocated for each stage 

• Each wage level is weighted 

2. Employee Task Skills (WLT) 
• Each Supported Employee has a Training Matrix that identifies all jobs and job stages 

for which they have received training. 
« The Training Matrix identifies where competencies have been achieved and in which 

areas employees have not achieve competence. 
• Competence is assessed by trained workplace assessors. 
• The wage levels allocated to jobs and job stages via the task analysis are entered in the 

Training Matrix. 
• The wage level applicable to the wage assessment is the highest wage level at which 

the employee has been assed as competent. 
• For calculation purposes, the wage level will be known as WLT 

3. Work Associated Competencies 
• The Work Associated Competencies (WAC) of each employee are assessed each year 

at times agreed in the Career Plan. 
* Each Work Associated Competency 'set' is allocated to a Wage Level based on 

Appendix B. 
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« The WAC assessment informs the training needs of Supported Employees and the goal-
setting within Career Plans. The assessments form the basis of consultation at Career 
Plans and reviews 

• Assessments are carried out by trained workplace assessors and are further informed 
by observation and regular reporting by Trainer/ Supervisors. 

• The wage level applicable to the WAC is the wage level applicable to the Work 
Associated Competency 'set' at which the employee has been assessed. 

• For calculation purposes, this wage level will be known as WLC. 

4. Training and Support Levels (TSL) 
« Training and support levels are rated 1-4 (1 = High, 2 = Medium, 3 = Low and 4 = Nil) 
• The assessment of training and support needs is based on daily reports of Trainer/ 

Supervisors, observations and notes from Manager, review of the Training Matrix and 
consultation with employees and their support during Career Plans and reviews. 

• Definitions of Levels regarding to on the job direction to complete tasks 
o High = Daily prompting required 
o Medium = Weekly prompting 
o Low = Adhoc prompting 
o Nil = Very rarely requires promoting 

• Each assessed level is weighted: 
o 1 High 
o 2 Medium 

= -45 
= -25 
= -10 o 3 Low 

o 4 Nil = 0 

5. Behaviour Management Support Levels (WAC) 
• Behaviour Management Support Levels are rated 1-4 (1 = High, 2 = Medium, 3 = Low 

and 4 = Nil) 
• The assessment of behaviour management support is based on daily reports of Trainer/ 

Supervisors, observations and notes from Manager, review of their Training and 
consultation with the employee and their support during Career Plans and reviews 

• Definition of levels regarding to individual support provided during work or training 
o High = Daily assistance and direction 
o Medium = Weekly assistance and direction 
o Low = Adhoc assistance and direction 
o Nil = very rarely requires any assistance or direction 

• Each assessed level is weighted: 
o 1 High 
o 2 Medium 

= -25 
= -15 

o 3 Low 
o 4 Nil 

= -5 
— 0 
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6. Output 
« Output is rated 1-3 (1 = Below Average, 2 = Average, 3 = Above Average) 
• Output is measured regularly in line with the Career Planning and review process and 

any major shifts in task skill requirements. 
• Output averages are determined using a standard time formula that tasks into account 

variables such as non-incentive, monotony and fatigue and personal needs. 
• The average output levels are entered on each Task Analysis 
• Each assessed output level is weighted: 

o 1 Below Average = -30 
o 2 Average 
o 3 Above Average = +10 

= 0 

7. Wage Calculation 
• The calculation of wages is based on the key elements outlined above. 
• The weightings for each Wage Level are: 

= 10 
= 20 
= 30 
= 40 
= 50 

• Each task skill and each WAC level are allocated a Wage Level 
• The calculation is WLT + WLC - TSL - WAC +/- Output 
« The result from this calculation is the percentage of the award wage to which the 

employee is entitled 
• For example: 

J James 
WLT Assessed at E =50 
WLC Assessed at C 
TSL Assessed at 
WAC 
Output 
The calculation is: 50 + 30 - 25 - 15 +/- 0 = 40 
Therefore J James is entitled to 40% of the award wage 

o Level A 
o Level B 
o Level C 
o Level D 
o Level E 

= 30 
= Level 2 
= Level 2 
= 0 
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