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1 Title
This Agreement shall be known as the Windermere Child & Family Services Inc. Collective
Agreement 2009.
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3. Application of Agreement and Parties Bound

This Agreement binds Windermere Child & Family Services Inc. (“‘Employer”) located at 48
Webb Street, Narre Warren Victoria and all its Employees employed in any classification
under this Agreement.

Terms and conditions of employment applying to various types of Employees are contained in
Schedules A, B, C, D, E and F of this Agreement.

Schedule A applies to all employees covered by the Agreement.

Schedule B applies to Health Professionals.

Schedule C applies to Early Childhood Assistants

Schedule D applies to Social and Community Services Workers.

Schedule E applied to Early Childhood Teachers.

Schedule F applies to Psychologists.

Schedule G applies to Clerical and Administrative Staff

4. Aim and Purpose of the Agreement

This Agreement constitutes a Collective Agreement ("Agreement") within the meaning of the
Fair Work Act 2009.

The Agreement and attached Schedules set out the terms and conditions upon which
Employees shall be engaged.

It is acknowledged that this Agreement is the whole Agreement between the Employees and
the Employer and unless specifically contained in this Agreement, no other terms and

conditions of any other Agreement or Award shall apply.
The aim of this Agreement is to unify employees under one Agreement, to support attracting
and retaining employees and to provide greater consistency and overall improvements of

terms and conditions of employment.

5. Position, Duties and Responsibilities of the Employees

During their period of employment all Employees must:

a) diligently perform their duties;
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b) obey all reasonable and lawful directions of the Employer and its managers;
c) refrain from doing any act or thing which will or may adversely affect the Employer’s
present or future interests;

d) at all times use their best endeavours to promote the Employer’s aims, interests and
objectives;

e) give the Employer the full benefit of their knowledge, ingenuity, experience and
technical skill

f) devote all their time and attention during all working hours, to performing their duties;

g) work at such place or multiple sites from time to time the Employer may reasonably
require.

6. Length of Agreement

This Agreement shall come into force 7 days from the date on which the Employer is notified
by the Workplace Authority that the Agreement has passed the no-disadvantage test and shall
remain in force for a period of three (3) years.

7. Employer Policies and Procedures

Employees shall, in discharging their duties pursuant to this Agreement, comply with all
Employer rules, resolutions and policies and procedures that exist or are issued and brought
to their attention from time to time and they shall, at all times, ensure that during their

employment they familiarise themselves with and adhere to such policies and procedures.

Any Employee who knowingly breaches any established policy or procedure may be subject to
appropriate disciplinary action.

8. Definitions

Salary Increments

Employees will be entitled to progress to the next salary increment within their level subject to
the following:-
- the acquisition and satisfactory utilisation of new or enhanced skills if required by the
Employer;
- the meeting of established performance objectives as determined between the parties;
and
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- demonstrated competency and satisfactory service over a minimum period of twelve
months service at each increment within the grade.

The effective date for incremental progression is the Employee’s commencement date with
Windermere or the commencement date of a new position that differs considerably from the

previous or such later date on which a full year of service is completed.
Full time Employee

A full time employee is an employee who is engaged to work nineteen hundred and seventy-

six (1976) hours of ordinary time per annum.

Part time Employee

A part time employee is an employee who is engaged to work less than 1976 hours of

ordinary time per annum.

Casual Employee

A casual employee means a person who is engaged intermittently for work of an unexpected
or casual nature and does not include a person who could properly be engaged as a full time

or part time employee, or on a fixed term contract.

Casual employees are not entitled to any paid leave entitied (other than long service leave)
payment for public holidays not worked and notice on termination or severance pays.

The hourly rate of pay for a casual employee includes a loading of 25% that compensates the
employee for these entitlements.

A casual employee is engaged by the hour and paid by the hour with a minimum of 2 hours
on any given day. A casual employee’s employment may be terminated at the end of a shift.

Fixed Term Employee

A fixed term employee means an employee who is employed for a fixed period of time to
perform a specific task, project or event. Fixed term employment is dependant on funding and
where funding ceases, the fixed term employment will end with 4 week notice provided to the
employee.
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A fixed term employee may be employed on either a full time or a part time basis. At the
expiration of the fixed period, or once the specific task is complete, the Employee's
employment ends, unless a new contract if offered by the employer.

Employees employed on a fixed term contract, shall be entitled to the following provisions:

a) Personal leave and annual leave shall accrue from one contract to another if a
further contract is offered.

b) For the purpose of long service leave, service from one contract to another
shall count as continuous service.

c) Probationary periods will not apply to employees employed on a subsequent
contract provided the position has not substantially changed from the initial
contract

Immediate Family
The term "immediate family" means:

(a) the Employee's spouse (including a former spouse, a de facto spouse and a former de
facto spouse),

(b) the Employee's or the Employee's spouse's child or an adult child (including an
adopted child, a step child or an ex-nuptial child), parent, grandparent, grandchild or
sibling.

Normal Operating Hours

"Normal Operating Hours" are defined as those hours during which Windermere is providing
any services or programs. Normal operating hours of Windermere are 8:00am to 8:00pm
Monday to Saturday for all employees.

"Normal Start and Finish Times" are defined as the normal start and finish times for all

Employees. Normal Start and Finish Times for all employees are 9.00am to 5.06pm Monday
to Saturday.

Actual start and finish times may be negotiated with an Employee's immediate manager in
accordance with the needs of the service and the Employee. However, unless agreed with
the Employee's immediate manager, it is expected that the employee be in attendance at
Windermere's work location between Normal Start and Finish Times.
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9. Probationary and Qualifying Periods for New Employees

Probationary Period for new Employees

The first three (3) months of an Employee's employment is a probationary period in which
either party may terminate the employment on one (1) day’s notice in writing to the other party.
At any time during, or at the end of the three (3) month probationary period, the Employer may
advise the Employee as to whether and/or on what basis their employment will continue
beyond the initial probationary period. The probationary period does not apply to casual
employees.

Qualifying Period for new Employees

A qualifying period of six (6) months applies to all new Employees. After the three (3) month
probationary period is completed, one week’s notice is required by either party upon
termination in the final three (3) months of the qualifying period. The Qualifying Period does
not apply to casual employees.

10. Hours of Work

10.1 Annualized hours

To enable flexibility and work life balance for Employees, and maximise productivity, the
Employer operates on an annualized hours basis. Therefore within this Agreement the

following conditions apply:

(a) Paid annualized hours for any full time Employee which may be worked in any twelve
(12) month period shall be nineteen hundred and seventy-six (1976) (pro rata for part
time employees). The Employer has a commitment to best practice therefore nineteen
hundred and seventy-six (1978) is the maximum number of ordinary hours permissible
in any one (1) year of service.

(b) Hours worked in excess for the pro-rata annualized hours are to offset the hours
worked in the subsequent pay period so that an average of the net hours worked

during the two (2) pay periods does not exceed the notional standard (76 hours per
fortnight).
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(c)

(d)

(e)

10.2

(a)

(b)

(c)

(d)

10.3

(a)

(b)

Any hours worked in excess of the maximum ordinary hours may jeopardise this
standard and the health of the Employee. There is no obligation for the employee to

work in excess of the notional standard.

The annualized hours may be worked during the Normal Start and Finish Times, or as
agreed between an individual Employee and the Employee's Immediate Manager and
will be tailored to meet the needs of the clients and the program.

By mutual agreement between the manager and employee, the manager may elect to
substitute a normal rostered working day for one that is within the scope of the normal

operating hours. This will not incur any overtime or penalty rates.
Ordinary working hours
Windermere's normal operating hours are 8:00am to 8:00pm Monday to Saturday;

The ordinary hours of work are to be worked continuously, except for meal breaks, at
the discretion of the employer between 8.00 am and 8.00 pm Monday to Saturday. The
spread of hours may be altered by up to two hours at either end of the spread, by
agreement between Windermere and the individual employee.

Where agreement is reached in accordance with 10.2(b), the employee shall be paid at
their ordinary base rate of pay.

Actual start and finish times may be negotiated with the Employee’s manager in
accordance with the need of the service/program and the employee. However, unless
agreed with the Employee's manager, it is expected that the employee be in

attendance at a Windermere work location between normal operating hours.
Time in Lieu (TIL) and additional working hours

TIL is a system that records the balance of additional working hours worked by an
employee outside their daily ordinary hours of work (i.e beyond 7.6 hours a day). The
system is designed to provide operational flexibility for Windermere and provide
employees with opportunities to improve their capacity to balance their work and family
responsibilities.

The TIL provisions do not apply to casual employees.
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(c)

The TIL system operates in the following manner:

For hours to be recorded as a credit in the TIL system. The additional hours

must be approved by the employee's manager.

Additional hours may be approved by a manager:

1.

to deal with operational requirements; or

2. on request of the employee, including where the employee

wishes to accrue a credit so that he or she is able to take some
paid time off at another time for the reasons prescribed with
clause 10.4.

Where an employee works:

additional hours on a normal rostered working day (within the
ordinary working hours as specified in clause 10.2(b)), TIL
credits at the rate of an hour for hour;

additional hours on a normal rostered working day (outside the
ordinary working hours as specified in clause 10.2(b)), TIL
credits at the rate of time and a half

additional hours on a day that is not a normal rostered working
day, TIL credits at the rate of an hour for hour for the first two
hours, time and a half for the following three hours and all
subsequent hours on that day accrue TIL credits at the rate of
double time.

iv. Notwithstanding (iii) above, a part-time employee only accrues TIL credits

where the employee's total hours for that week are more than 38 hours and

only those hours that are in excess of 38 may accrue TIL in accordance with (iii)

above.
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vi.

vii.

viii.

Notwithstanding (iii) ) clause 1 and 2 above, any additional hours that are
required by request of the employee's manager and are on a weekend or a
public holiday, will accrue TIL credits at the higher of those specified in (iii) or
the following rates.

1. Sunday work - at double time;

2. public holiday work - at double time and a half.

The maximum TIL credits that may be accrued are 15 hours before it must be
taken. The immediate supervisor has authority to direct employees to take
accrued TIL when an employee’'s TIL reaches fifteen hours. No more than
fifteen hours of TIL of overtime may be accrued at any one time for a full-time

employee, or a pro-rata amount for part-time employees.

An employee with TIL credits may have paid TIL time off during his or her
ordinary hours subject to prior approval by his or her immediate supervisor.

Any paid time off work during an employee's ordinary hours reduce the
employee's TIL credits by the amount of time off; and the employee is paid for
any paid time off under the TIL system at the employee's base rate of pay,
excluding any penalties.

Employees may accrue up to a maximum of 15 hours TIL.

TIL can only be accrued by working a minimum of 30 minutes in one continuous
block, not through accumulating a total of 30 minutes at different times eg. it is
not permissible to accumulate 3 x 10 minutes of overtime or equivalent on
various days..

10.4 Requests for flexible working arrangements

(a)

An employee who is a parent, or has responsibility for the care, of a child of school age
and under or a disabled child under the age of 18, may request the employer for a
change in working arrangements for the purpose of assisting the employee to care for
the child.
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(b) The employee is not entitled to make the request unless the employee has completed
at least 12 month continuous service.

(c) The request must be in writing and set out details for the change sought and reason for
the change.

(d)  The employer must provide the employee with a written response to the request within
21 days, stating whether the employer grants of refuses the request.

(e)  The employer may refuse the request only on reasonable business grounds and the
response must include reasons for the refusal.

Meal Breaks

Employees shall not be required to work more than five (5) hours continuously without a meal
interval of not less than thirty (30) minutes. Such meal interval shall not be counted as time

worked, and Employees shall be free of all duty during such interval.

Rest Periods

Two rest periods of ten (10) minutes shall be allowed for morning and afternoon tea, which
shall be counted as time worked. Employees are responsible for ensuring that adequate rest
breaks in accordance with this clause are taken.

Accident Make-up Pay

The conditions under which Employees shall qualify for Accident Make-Up Pay shall be as
follows:

The Employer shall pay Accident Make-Up Pay where an Employee receives an injury for
which weekly payment of compensation is payable by or on behalf of the Employer pursuant
to the provisions of the Accident Compensation Act 1995 as amended from time to time.

Accident Make-Up Pay means a weekly payment of an amount being the difference between
the weekly amount of compensation paid to the Employee pursuant to the Accident
Compensation Act 1995 and their base rate pursuant to this Agreement, or, where the
incapacity is for a lesser period than one (1) week, the difference between the amount of

compensation and the said rate pursuant to this Agreement for that period.

Windermere's Collective Agreement July 09 11 of 43



The Employer shall pay, or cause to be paid, Accident Make-Up Pay during the Employee's
incapacity within the meaning of the Accident Compensation Act 1995 until such incapacity
ceases or until the expiration of a period of thirty-nine (39) weeks from the date of injury.
Payment prescribed shall apply only in respect of an incapacity which results from an injury
which is current during the first pay period commencing on or after this Agreement or which

occurs subsequent to that pay period.

The liability of the Employer to pay Accident Make-Up Pay in accordance with this clause shall
arise as at the date of the injury or accident in respect of which compensation is payable
under the Accident Compensation Act 1995, and the termination of employment for any
reason during the period of any incapacity shall in no way affect the liability of the Employer to
pay Accident Make-Up Pay as provided in this clause.

In the event that an Employee receives a lump sum in redemption of weekly payments under
the appropriate Act or Ordinance, the liability of the Employer to pay Accident Make-Up Pay

as herein provided shall cease from the date of such redemption.

11. Remuneration

Annual Salary

The annual salary applying to Employees under this Agreement are set out in Schedule A.
Annual salaries are inclusive of all allowances, penalty rates, weekend rates, and entitlements
unless otherwise specified in this Agreement.

The following annual salary increases will apply during the life of this Agreement:

a. Firstincrease — 4.0 % increase to the Annual Gross Salary as set out in Schedule A,
effective on the first pay period after 1 July 2009:

b. Second increase — 4.0 % increase to the Annual Gross Salary as set out in Schedule A,
effective on the first pay period after 1 July 2010;

¢. Third increase — 4.0 % increase to the Annual Gross Salary as set out in Schedule A,
effective on the first pay period after 1 July 2011.

d. Fourth increase - 4.0 % increase to the Annual Gross Salary as set out in Schedule A,
effective on the first pay period after 1 July 2012.
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These increases will absorb any increase determined by the Australian Fair Pay Commission

from time to time

Allowances

a) On-Call/ Recall Allowance

If an Employee is required to participate in an on call roster as a result of programming
obligations they will receive an allowance (in addition to the annual salary) of $150.00 per
week (pro rata based on proportion of on call responsibilities held ie shared on call) whilst on
rostered on call duties. Any hours worked due to being re-called to duties are incorporated in
the payment for annualized hours.

b) Higher Duties Allowance

An employee who is authorised to assume the full duties of another employee on a higher
classification under this Agreement for a period of five (5) or more consecutive working days
shall be paid for the period for which he/she assumed such duties, at not less than the
minimum rate prescribed for the classification applying to the employee so relieved. The rate
will be pro-rated when partial responsibilities are assumed.

c) Away from Home Allowance

If an Employee is required by the Employer to sleep away from home due to work
commitments with clients, the Employer shall reimburse the Employee the cost of single,
private sleeping, bathroom and meal accommodation: costs of the purchase of linen, cutlery,

crockery and blankets and the costs of regular laundering and/or maintenance of such items.

The above provision shall not apply where the items described therein are provided and
maintained by the Employer.

12. Salary Sacrifice

Windermere is currently approved as Public Benevolent Institution as defined in the Income
Tax Assessment Act. Employees may be entitled to sacrifice part of their pre tax income in

accordance with the terms of the Employer's Salary Sacrifice Policy and the Income Tax
Assessment Act.
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13. Payment of Wages

Payment of salary shall be by direct transfer fortnightly to a bank account as instructed in
writing by the Employee.

14. Superannuation

The Employer will make superannuation payments in line with the Superannuation Guarantee
(Charge) Act 1992.

If an Employee does not nominate their choice of an eligible superannuation fund for
contributions to be made within twenty-eight (28) days of commencement of employment, the
Employer shall forward their details to the Employer’s choice of fund (at the time of lodgement
of this Agreement, the default fund is ING).

15. Leave Provisions

All employees (other than casual employees) will be entitled to a holiday without deduction of
pay on a Public Holiday.

Public Holiday means:

(a) 1 January (New Year's Day);

(b) 26 January (Australia Day);

(c) Good Friday;

(d) Easter Saturday;

(e) Easter Monday;

(f) 25 April (Anzac Day);

(9) 25 December (Christmas Day);

(h) 26 December (Boxing Day); and

(i) A day that, under (or in accordance with a procedure under) a law of

Victoria, is substituted for a day referred to in (a)-(g) above; and
)] any other day declared by or under a law of Victoria to be observed
generally within Victoria or a region of Victoria, other than:
i. a union picnic day; or
. a day excluded by regulations for the purposes of the Fair Work
Act 2009 as counting as a Public Holiday.

Windermere’s Collective Agreement July 09 14 of 43



You shall not normally be required to work on a Public Holiday. If an Employee is required to
work on a Public Holiday, time in lieu is accrued at double time and must be taken within four
(4) weeks following the date on which the Public Holiday fell.

If a public holiday falls on a day on which is not your normal rostered working day, you will not
be entitled to payment for such a public holiday.

Annual Leave

Employees (except casual employees) shall be entitled to Annual Leave on full pay for a
period equal to four (4) weeks (cumulative) for each continuous twelve (12) months' service
with the Employer. In addition they shall be entitled to seventeen and a half percent (17.5%)
leave loading. If employed for less than a full year the Employee shall be entitled to a pro rata
loading in the same proportion as their Annual Leave entittement. Annual leave entitlement is

accrued based on the number of ordinary hours worked for any pay period.

Where a public holiday falls during a period of annual leave, and assuming the employee
would be otherwise rostered to work on that day, the day will be paid as a public holiday
entitlement, not as annual leave day.

Annual Leave will be taken considering service/ program obligations, including closure of the
Employer's site and/ or program.

Annual leave is strongly encouraged to be taken during state school terms holidays, when
Windermere does not deliver programs during such times.

Cash Out of Annual Leave

An Employee may, with the agreement of the Employer, request to cash out up to two (2)
weeks of their accrued annual leave during each twelve (12) months of service from the

employees commencement date of employment provided:

a) The employee has a full four (4) weeks accrual remaining once the cash out
has been made;

b) A minimum of one (1) weeks leave is cashed out at a time:
c) The maximum cash out per employee in any one year of service from the
commencement date of employment is two (2) weeks;
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d) Cash outs are paid with the normal fortnightly pay and will be paid at no less
than the employee’s basic rate of pay, inclusive of applicable allowances;

e) When cashing out annual leave, leave loading of 17.5% will be included in the
pay out;
f) Employees wishing to cash out annual leave must advise the employer in

writing and specify how many days they wish to cash out.

Personal Leave

An employee, other than a casual employee, is entitled to the following amount of paid
personal leave:

(a) upto 12 days in the first year of service;
(b) up to 14 days each year in the second, third and fourth year of service;
(c) thereafter, 21 days in the fifth and following years of service.

Personal leave is accrued on hours worked. Personal leave taken can not exceed the accrued
entitement. Personal leave entitlements which are untaken at the completion of the year shall
accumulate.

Personal Leave will be pro rata for part time employees.

An employee is entitled to use the full amount of their personal leave entitlement including
accrued leave for the purposes of personal illness or injury or Carer's Leave. Provided that
such illness is certified by a registered health practitioner or where it is impracticable to
obtain a medical certificate is evidenced by the production of a statutory declaration within 48
hours of the commencement of such absence. In managing the employees health and well-
being, it is encouraged that if the illness or injury is likely to affect the employee's capacity or
ability to carry out their duties, the certificate or declaration provides details to the employer to
assist the employee with a safe return to work.

An employee may be absent for up to one normal working day on personal leave for personal
injury or sickness without medical certificate or statutory declaration of such sickness on not

more than three occasions per year of service worked from the commencement date of
employment.
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The employer reserves the right to request production of a medical certificate or statutory

declaration on each and every occasion of sick leave.

Personal leave to care for immediate family or household members ("Carer's Leave")

The entitlement to use personal leave to care for immediate family or household members is

subject to the person being either a member of the employee’s immediate family or a member

of the employee’s household.

(a)

(c)

(d)

(e)

(f)

An employee is entitled to use up to twelve days per year of service worked from
the commencement date of employment of their accrued personal leave, to care
for members of their immediate family or household who are sick and require care
and support or who require care due to an unexpected emergency. Leave may be
taken for part of a single day.

When taking leave to care for members of their immediate family or household
who are sick and require care and support, the employee must establish by
production of a medical certificate or statutory declaration, the illness of the person

concerned and that the iliness is such as to require care by the Employee.

When taking leave to care for members of their immediate family or household
who require care due to an unexpected emergency, the employee must establish
by production of documentation acceptable to the employer, the nature of the
emergency and that such emergency resulted in the person concerned requiring
care by the employee.

In normal circumstances an employee must not take personal leave under this

clause where another person has taken leave to care for the same person.

The employee must, where practicable, give the employer notice prior to the
absence of the intention to take leave, the name of the person requiring care and
their relationship to the employee, the reasons for taking such leave and the
estimated length of absence. If it is not practicable for the employee to give prior
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notice of absence, the employee must notify the employer by telephone of such

absence at the first opportunity on the day of absence.

Compassionate Leave

Employees may take compassionate leave when a member of the employee's immediate
family or household suffers, contracts or develops a personal injury or illness that poses a
serious threat to their life or dies. The entitlement is two (2) days per occasion which may be
taken in a single unbroken period of two (2) days or two (2) separate periods of one (1) day or
as agreed by the Employer and Employee. The Employee must give the Employer any

evidence that the Employer reasonably requires of illness, injury or death.

Unpaid Carer's Leave

If an Employee is required to provide care or support to a member of their immediate family or
household who is sick or injured or has an unexpected emergency and they have exhausted
their Paid Personal Leave entitlements or they are a casual employee, they are entitled to
Unpaid Carer's Leave. Employees are entitled to two (2) days of Unpaid Carer's Leave per
occasion; this may be a single unbroken period of up to two (2) days, or any other separate
period as agreed by the Employer and the Employee. A period of Unpaid Carer's Leave does
not break continuity of service (in accordance with the Years of Service clause 8). Employees
must give the Employer any evidence that the Employer reasonably requires of illness or
injury.

Long Service Leave

Employees (including casuals) shall have the following entitlement to paid Long Service
Leave:

(a) Upon the completion of ten (10) years' continuous service they are entitled to eight and
two-thirds (8.66) weeks' paid Long Service Leave taken in the form of a break from
work.

(b) Upon the completion of fifteen (15) years’ continuous service they are entitled to
thirteen (13) weeks’ paid Long Service Leave if the employee has not previously taken
Long Service Leave

(c) For every five (5) years of continuous employment after the initial fifteen (15) years,
Employees are entitled to an additional four and one third (4 and 1/3) weeks of Long
Service Leave.
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(d) In the case where an Employee has completed at least seven (7) years' service and

their employment ends, they are entitled to receive payment in full for any Long

Service Leave to which they are entitled. This will apply whether they have resigned,

have had their employment terminated or have died.

Continuous Employment

For an employee to become entitled to long service leave, the employment must be

continuous. Continuous employment is not broken during the following periods:

annual leave or long service leave taken;

absence from work on account of iliness or injury

approved absences by the employer (paid or unpaid) but not including parental
leave

the taking of any period of adoption, maternity or paternity leave (paid or unpaid),
not exceeding 24 months

any interruption or ending of the employment by the Employer if such interruption
or ending is made with the intention of avoiding any obligation under this
Agreement

any interruption arising directly or indirectly from an industrial dispute

the dismissal of the employee, but only if the employee is re-employed within a
period not exceeding 3 months after the dismissal

the standing-down of the employee on account of slackness of trade

For the purposes of calculating the amount of leave an employee is entitled to, the following

interruptions are to be included in the period of employment:

periods while on annual leave or long service leave;

in the case of an employee performing duties in relation to assets of a particular
kind, any absence from work arising solely because of a transfer of those assets
from one employer to another employer;

any interruption or ending of the employment by the employer if the interruption or
ending is made with the intention of avoiding obligations in respect of long service
leave or annual leave;

any absence from work of not more than 48 weeks in any year on account of
liness or injury is to be counted as part of the period of an employee's
employment, but any absence for that reason in excess of that period is not to be
counted.

any authorised absences from work are to be counted unless:
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o it being approved, it was agreed in writing between the employee and the
employer (at the request of the employee) that it not be counted
o itis unpaid parental leave

For the purposes of calculating the amount of leave an employee is entitled to, the following
interruptions are not to be included in the period of employment:
e any interruption arising directly or indirectly from an industrial dispute;
e the dismissal of the employee, but only if he or she is re-employed within a period
not exceeding 3 months after his or her dismissal;

¢ the standing-down of the employee on account of slackness of trade

The basis for determining all Long Service Leave entitlements and operating guidelines is the
Victorian Long Service Leave Act (1992).

Parental Leave

You are entitled to Maternity, Paternity and/or Adoption Leave and to part-time employment
during such period of leave as prescribed for in the Fair Work Act 2009.

For the purpose of this clause references to parental leave shall include Maternity, Paternity
and Adoption scenarios.

The primary care giver refers to the person who presumes the principle role of providing care
and attention to the child/ children.

Employees on parental leave as the primary carer shall be entitled to a total period of unpaid
parental leave of up to twenty four months (24) following twelve (12) months of continuous
service with the employer immediately before:

(a) if the leave is birth related leave — the date of birth or expected date of birth, of
the child; or
(b) if the leave is adoption related leave — the day of placement, or the expected

day of placement, of the child

Continuous service is not broken by periods of unauthorised absence but periods of

unauthorised absence do not count towards length of the employee’s continuous service.

If the leave is adoption-related leave, the child must be under school age and the period of
leave must start on the day of placement of the child.
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Employees must, on the request of the Employer, provide a duly executed Statutory
Declaration stating that the Employee is the primary care giver. The application for parental
leave must state the date the employee proposes to commence parental leave and the period
of leave to be taken. Notice of 10 weeks must be given to the employer of the taking of

parental leave.

An eligible employee may initially apply for up to 12 months' parental leave (less any other
period of authorised leave to be taken). The employee shall take reasonable steps to inform
the Employer about any significant matter that will affect the decisions regarding the duration
of parental leave to be taken, whether the Employee intends to return to work at all and

whether the Employee intends to request to return to work on a part time basis.

Members of an employee couple who each intend to take leave

If one of the employees takes a period of unpaid parental leave, the other employee may take
a period of unpaid parental leave during the first employee’s period of leave provided the
concurrent leave period is no greater than 3 weeks.

The concurrent leave must not start before, and must not end more than 3 weeks after:

(a) the date of birth of the child
(b) if for adoption leave, the day of placement of the child

Employee may request further period of leave

An employee who takes unpaid parental leave for his or her available parental leave period
may request his or her employer to agree to an extension of unpaid parental leave for the
employee for a further period of up to 12 months immediately following the end of the
available parental leave period.

Making the request

The request must be in writing, and must be given to the employer at least 4 weeks before the
end of the available parental leave period.

Agreeing to the requested extension

The employer must agree to the requested extension, unless the employer has reasonable
business grounds for refusing.
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Subsequent extension by agreement

If the employer agrees, the employee may further extend the period of unpaid parental leave
one or more times provided that the subsequent extension does not extend beyond the

employee’s available parental leave period

Community Service Leave

a) Jury Service

Subject to the Juries Act (2000), the Employer is required to pay the Employee the difference
between any payment received for performing jury service, and the amount of pay they would

have been entitled to receive in respect of their ordinary hours of work had they not been

summoned as a juror. The employer is only required to pay the employee for the first 10 days
of absence.

Employees must notify the Employer as soon as possible of the date on which they are

required to attend court for service as a juror, and provide written details of:
i) the date or dates on which they attended court;
ii)  the duration of the period of jury service; and
ili) any amount of compensation paid under the Juries Act (2000).

b) Voluntary Emergency Management Activity

An employee who engages in an emergency services activity is entitled to be absent from
work as legislated in the Fair Work Act 2009

16. Termination of Employment

Notice of termination by the Employer

(a) In order to terminate the Employee's employment, after the end of the probationary

and qualifying periods, the employer shall give the notice specified in the following
table:
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Continuous Service with the employer Notice to be given

Greater than 6 months, but less than 1 year 4 weeks

1 Year, but less than 3 Years 4 weeks
3 Years, but less than 5 Years 4 weeks
5 Years or more 4 weeks

to the Employee.

(b)

(c)

(d)

(e)

In addition to the notice, if the Employee is over forty-five (45) years of age at the time
of the giving of the notice with not less than five (5) years of continuous service, they

shall be entitled to an additional week’s notice.

Payment in lieu of notice will be made if the appropriate notice period is not given or is
not required to be worked. Employment may be terminated by the Employee working
part of the required period of notice and by the Employer making payment for the
remainder of the period of notice.

In calculating any payment in lieu of notice, the wages to be used shall be those the
Employee would have received in respect of the ordinary time they would have worked

during the period of notice had their employment not been terminated.

The period of notice in this clause shall not apply in the case of dismissal for conduct
that justifies instant dismissal or in the case they are properly employed as a casual
employee.

Continuous service is not broken by periods of unauthorised absence but periods of

unauthorised absence do not count towards length of the employee’s continuous service.

Notice of termination by the Employee

(a)

(b)

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

Subject to the financial obligations imposed on the Employer by any Act, if the
Employee fails to give appropriate notice the Employer shall have the right to withhold
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moneys due to them with a maximum amount equal to the ordinary time rate of pay for
the period of the notice.

Time off during notice period

During the period of notice of termination given by the Employer, the Employee shall be
allowed up to one (1) day's time off without loss of pay during each week of notice for the
purpose of seeking other employment.

If the Employee has been allowed paid leave for more than one (1) day during the notice
period for the purpose of seeking other employment, they shall, at the request of the
Employer, be required to produce proof of attendance at an interview or they shall not receive
payment for the time absent. For this purpose a Statutory Declaration will be sufficient.

Summary Dismissal

(a) Despite anything else contained in this Agreement, the Employer may in writing,
terminate the Employee's employment summarily and without notice if they engage in
any act or omission constituting serious misconduct.

(b) Serious misconduct by the Employee includes, but is not limited to the following:
(i) theft, fraud or assault;
(i) being found, in the reasonable opinion of the Employer, to be intoxicated or

under the influence of non-prescribed drugs during working hours;

(iii) any conduct that causes imminent and serious risk to the reputation, viability
or profitability of the Employer's business:;

(iv) any act of bullying, sexual harassment or unlawful discrimination against

another employee or any other person.

Redundancy

Redundancy occurs when the Employer decides that the Employer no longer wishes the job

the Employee has been doing to be done by anyone and this is not due to the ordinary and
customary turnover of labour.

Severance Pay
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An Employee whose employment is terminated by reason of redundancy is entitled to the

following amount of severance pay in respect of a period of continuous service:

Period of continuous service Severance pay
Less than 1 year Nil

1 year and less than 2 years 4 weeks' pay*
2 years and less than 3 years 6 weeks' pay
3 years and less than 4 years 7 weeks' pay
4 years and less than 5 years 8 weeks' pay
5 years and less than 6 years 10 weeks’ pay
6 years and less than 7 years 11 weeks’ pay
7 years and less than 8 years 13 weeks’ pay
8 years and less than 9 years 14 weeks’ pay
9 years and less than 10 years 16 weeks’ pay
10 years and over 12 weeks’ pay

Continuous service is not broken by periods of unauthorised absence but periods of

unauthorised absence do not count towards length of the employee’s continuous service.

*Week’s pay means the ordinary time rate of pay for the employee concerned. Provided that
such rate shall exclude:

overtime;

penalty rates;

disability allowances;

shift allowances;

special rates;

fares and travelling time allowances;
bonuses; and

any other ancillary payments of a like nature.

Transfer to lower paid duties
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Where an Employee is transferred to lower paid duties by reason of redundancy the same
period of notice must be given as they would have been entitled to if the employment had
been terminated and the Employer may at the Employer's option, make payment in lieu
thereof of an amount equal to the difference between the former ordinary weekly wage and

the new ordinary weekly wage for the number of weeks of notice still owing.

Alternative employment

Where the Employer is able to secure suitable alternative work for the Employee, severance
pay is not payable to the Employee, even in the event that the Employee chooses not to take
up the new position.

Employee Leaving During Notice Period

If the Employee's employment is terminated by reason of redundancy they may terminate their
employment during the period of notice and, if so, they will be entitled to the same benefits
and payments under this clause had they remained with the Employer until the expiry of such
notice. However, in this circumstance they will not be entitled to payment in lieu of notice.

Incapacity to pay

The Employer, in a particular redundancy case, may make application to the Australian
Industrial Relations Commission to have the general severance pay prescription varied on the
basis of the Employer’s incapacity to pay.

Transmission of Business

The provisions of this clause are not applicable where the Employer’'s business (“Transmittor”)

is transmitted to another employer (“Transmittee”), in any of the following circumstances:

(a) Where the Employee accepts employment with the Transmittee which recognises the
period of continuous service which the Employee had with the Transmittor and any prior
Transmittor to be continuous service of the employee with the Transmittee; or

(b) Where the Employee rejects an offer of employment with the Transmittee:

in which the terms and conditions are substantially similar and no less favourable, considered
on an overall basis, than the terms and conditions applicable to the employee at the time of
ceasing employment with the Transmittor; and
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which recognises the period of continuous service which the Employee had with the

Transmittor and any prior Transmittor to be continuous service of the employee with the

Transmittee.

17.

Disputes Procedure, Suspension and Stand-down

Dispute Avoidance and Grievance Procedure

The purpose of a Dispute Avoidance and Grievance Procedure is to provide a process

through which staff, volunteers, students and clients can attempt to avoid and settle disputes

in the best interests of all parties. The rights of all parties are to be respected. A fair and

reasonable resolution to the dispute is sought.

In the event of a dispute in relation to a matter arising under this Agreement this clause seeks

to address and resolve the dispute as soon as possible.

a)

b)

d)

In the first instance, the aggrieved person and all relevant people involved in the

grievance are to be reminded of Windermere's Grievance Policy and Procedures.

The aggrieved person shall inform the immediate Supervisor and they shall attempt to
resolve the grievance.

If the employee still feels aggrieved, he/she shall inform the relevant Manager and the
matter shall be referred to the next line of management who shall consult with the

parties. The aggrieved person may be assisted in this further consultation by a
nominated representative.

If the grievance is unresolved the matter shall be referred to the relevant General
Manager

If the grievance is still unresolved the matter shall be referred to the Chief Executive.

If the matter remains unresolved, either party may request a formal hearing be
convened under the Chief Executive’s chairmanship. The parties in dispute shall be
entitled to nominate a representative to also appear in support of their position. The
Panel comprising the hearing and recommending action to be taken by the Chief
Executive shall comprise the Chief Executive, Chairman (or nominee) of the Board of
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Management, and a person acceptable to both parties not directly involved with the
agency.

g) If, after all reasonable steps have been taken in an endeavour to resolve the grievance
as in (a) to (f) above, and the grievance remains unresolved, the aggrieved person
may request notification to the relevant Union or other appropriate body. Windermere’s
management shall participate in any subsequent discussions with the Union or other
appropriate bodies.

h) If the grievance cannot be settled by the parties, either party may submit the matter to
the Australian Industrial Relations Commission for conciliation and arbitration.

i) Steps (a) to (g) inclusive shall take place within ten working days.

i) Until the grievance is determined, work shall continue normally in accordance with the
custom or practice existing before the grievance while discussions take place. No party
shall be prejudiced as to the final settliement by the continuation of work. Health and
Safety matters are exempted from this section.

Suspension

The Employer may suspend an Employee with pay if the Employee breaches the terms and
conditions of this Agreement, or where the Employer has reasonable grounds for suspecting
such breach has occurred, to enable the Employer to consider what further action shall be

taken on account of such breach or suspected breach.

Stand-down of Employees

The Employer may deduct payment for any part of a day during which an Employee cannot
usefully be employed because of any strike, breakdown of machinery or any stoppage of work
for any cause for which the Employer cannot reasonably be held responsible. This does not
break the continuity of employment for the purpose of any entitiements.

Property of Windermere

The employee is required to take all reasonable care in the use of Windermere's property and
to protect Windermere's property in their care.
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On termination of employment or upon request to do so, employees must return in good
condition (subject to fair wear and tear) any property in their possession belonging to
Windermere.

18. Intellectual Property

During the Employee's term of employment with the Employer, all inventions, improvements,
designs, creations and other developments relating to or deriving from any of the business
systems or technology used by the Employer at any time during the currency of this
Agreement or within a reasonable time thereafter, will be the property of the Employer.

Employees must notify the Employer immediately of any invention, design, discovery or
publication by them and must sign any documents and take any action which may be
necessary to enable the Employer or its nominees, to apply for a patent, registered design or
any other intellectual property protection. Additionally, copyright will attach all written and
artistic works produced by Employees in the course of their employment by the Employer, and
those works will be owned by the Employer. Furthermore, Employees must not breach the
copyright of any third parties by unauthorised use of their works. If in doubt Employees must

consult with their supervisors or the management of the Employer before using any such
works.
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SCHEDULE B (Health Services Union of Australia (Health Professional Services -
Private Sector Victoria) Award 2004)

This Schedule applies to persons employed in the occupations of Occupational Therapist,
Speech  Pathologist, Recreation Therapist, Child Psychotherapist and Client
Adviser/Rehabilitation Adviser.

B1. Sole Allowance

An employee who is the only person employed in one of the below listed classifications shall
be paid, in addition to their appropriate rate, an allowance per week at the rate of 5% of the
weekly wage of Schedule A (Occupational Therapists, Physiotherapists and Speech
Pathologists) Grade 1, first year of experience:

¢ Occupational Therapist;
e Speech Pathologist;
e Recreation Therapist;

* Physiotherapist
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SCHEDULE C (Educational Services - Early Childhood Assistants - Victoria - Award
1999)

This Schedule applies to employees employed as Early Childhood Assistants.

C1. Infectious Diseases Leave

(a) An employee who contracts, or believe they have contracted, one of the infectious
diseases listed in this clause must as soon as possible notify the employer of
contracting the infectious disease.

(b) An employee who contracts an infectious disease through a contact in the area of

employment shall be entitled to infectious diseases leave in accordance with the
following scale:

Disease Leave

Chicken Pox (Varicella) 5 working days

German Measles (Rubella) 5 working days

Hepatitis as decided by medical practitioner
Influenza 5 working days

Measles (Morbilli) 10 working days

Mumps 10 working days

Rheumatic Fever as decided by medical practitioner
Scarlet Fever 10 working days

Whooping Cough 10 working days

c) Provided that a duly signed certificate by a qualified medical practitioner

accompanies any application for leave with pay under the provisions of this clause.

C2.  Holidays for Early Childhood Assistants

Employees employed as Early Childhood Assistants shall be entitled to Annual Leave on

full pay for a period equal to four (4) weeks cumulative for each continuous twelve (12) months
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service with the Employer. In addition they are entitled to seventeen and a half percent
(17.5%) leave loading.

C3. Cleaning Allowance

An employee required to do general cleaning work as part of their daily routine in cleaning

toilets, closets or lavatories shall be paid $1.48 per day worked
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moneys due to them with a maximum amount equal to the ordinary time rate of pay for
the period of the notice.

Time off during notice period

During the period of notice of termination given by the Employer, the Employee shall be
allowed up to one (1) day's time off without loss of pay during each week of notice for the
purpose of seeking other employment.

If the Employee has been allowed paid leave for more than one (1) day during the notice
period for the purpose of seeking other employment, they shall, at the request of the
Employer, be required to produce proof of attendance at an interview or they shall not receive
payment for the time absent. For this purpose a Statutory Declaration will be sufficient.

Summary Dismissal

(a) Despite anything else contained in this Agreement, the Employer may in writing,
terminate the Employee's employment summarily and without notice if they engage in
any act or omission constituting serious misconduct.

(b) Serious misconduct by the Employee includes, but is not limited to the following:
(i) theft, fraud or assault;
(i) being found, in the reasonable opinion of the Employer, to be intoxicated or

under the influence of non-prescribed drugs during working hours;

(iii) any conduct that causes imminent and serious risk to the reputation, viability
or profitability of the Employer's business:;

(iv) any act of bullying, sexual harassment or unlawful discrimination against

another employee or any other person.

Redundancy

Redundancy occurs when the Employer decides that the Employer no longer wishes the job

the Employee has been doing to be done by anyone and this is not due to the ordinary and
customary turnover of labour.

Severance Pay
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An Employee whose employment is terminated by reason of redundancy is entitled to the

following amount of severance pay in respect of a period of continuous service:

Period of continuous service Severance pay
Less than 1 year Nil

1 year and less than 2 years 4 weeks' pay*
2 years and less than 3 years 6 weeks' pay
3 years and less than 4 years 7 weeks' pay
4 years and less than 5 years 8 weeks' pay
5 years and less than 6 years 10 weeks’ pay
6 years and less than 7 years 11 weeks’ pay
7 years and less than 8 years 13 weeks’ pay
8 years and less than 9 years 14 weeks’ pay
9 years and less than 10 years 16 weeks’ pay
10 years and over 12 weeks’ pay

Continuous service is not broken by periods of unauthorised absence but periods of

unauthorised absence do not count towards length of the employee’s continuous service.

*Week’s pay means the ordinary time rate of pay for the employee concerned. Provided that
such rate shall exclude:

overtime;

penalty rates;

disability allowances;

shift allowances;

special rates;

fares and travelling time allowances;
bonuses; and

any other ancillary payments of a like nature.

Transfer to lower paid duties
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Where an Employee is transferred to lower paid duties by reason of redundancy the same
period of notice must be given as they would have been entitled to if the employment had
been terminated and the Employer may at the Employer's option, make payment in lieu
thereof of an amount equal to the difference between the former ordinary weekly wage and

the new ordinary weekly wage for the number of weeks of notice still owing.

Alternative employment

Where the Employer is able to secure suitable alternative work for the Employee, severance
pay is not payable to the Employee, even in the event that the Employee chooses not to take
up the new position.

Employee Leaving During Notice Period

If the Employee's employment is terminated by reason of redundancy they may terminate their
employment during the period of notice and, if so, they will be entitled to the same benefits
and payments under this clause had they remained with the Employer until the expiry of such
notice. However, in this circumstance they will not be entitled to payment in lieu of notice.

Incapacity to pay

The Employer, in a particular redundancy case, may make application to the Australian
Industrial Relations Commission to have the general severance pay prescription varied on the
basis of the Employer’s incapacity to pay.

Transmission of Business

The provisions of this clause are not applicable where the Employer’'s business (“Transmittor”)

is transmitted to another employer (“Transmittee”), in any of the following circumstances:

(a) Where the Employee accepts employment with the Transmittee which recognises the
period of continuous service which the Employee had with the Transmittor and any prior
Transmittor to be continuous service of the employee with the Transmittee; or

(b) Where the Employee rejects an offer of employment with the Transmittee:

in which the terms and conditions are substantially similar and no less favourable, considered
on an overall basis, than the terms and conditions applicable to the employee at the time of
ceasing employment with the Transmittor; and
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which recognises the period of continuous service which the Employee had with the

Transmittor and any prior Transmittor to be continuous service of the employee with the

Transmittee.

17.

Disputes Procedure, Suspension and Stand-down

Dispute Avoidance and Grievance Procedure

The purpose of a Dispute Avoidance and Grievance Procedure is to provide a process

through which staff, volunteers, students and clients can attempt to avoid and settle disputes

in the best interests of all parties. The rights of all parties are to be respected. A fair and

reasonable resolution to the dispute is sought.

In the event of a dispute in relation to a matter arising under this Agreement this clause seeks

to address and resolve the dispute as soon as possible.

a)

b)

d)

In the first instance, the aggrieved person and all relevant people involved in the

grievance are to be reminded of Windermere's Grievance Policy and Procedures.

The aggrieved person shall inform the immediate Supervisor and they shall attempt to
resolve the grievance.

If the employee still feels aggrieved, he/she shall inform the relevant Manager and the
matter shall be referred to the next line of management who shall consult with the

parties. The aggrieved person may be assisted in this further consultation by a
nominated representative.

If the grievance is unresolved the matter shall be referred to the relevant General
Manager

If the grievance is still unresolved the matter shall be referred to the Chief Executive.

If the matter remains unresolved, either party may request a formal hearing be
convened under the Chief Executive’s chairmanship. The parties in dispute shall be
entitled to nominate a representative to also appear in support of their position. The
Panel comprising the hearing and recommending action to be taken by the Chief
Executive shall comprise the Chief Executive, Chairman (or nominee) of the Board of
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Management, and a person acceptable to both parties not directly involved with the
agency.

g) If, after all reasonable steps have been taken in an endeavour to resolve the grievance
as in (a) to (f) above, and the grievance remains unresolved, the aggrieved person
may request notification to the relevant Union or other appropriate body. Windermere’s
management shall participate in any subsequent discussions with the Union or other
appropriate bodies.

h) If the grievance cannot be settled by the parties, either party may submit the matter to
the Australian Industrial Relations Commission for conciliation and arbitration.

i) Steps (a) to (g) inclusive shall take place within ten working days.

i) Until the grievance is determined, work shall continue normally in accordance with the
custom or practice existing before the grievance while discussions take place. No party
shall be prejudiced as to the final settliement by the continuation of work. Health and
Safety matters are exempted from this section.

Suspension

The Employer may suspend an Employee with pay if the Employee breaches the terms and
conditions of this Agreement, or where the Employer has reasonable grounds for suspecting
such breach has occurred, to enable the Employer to consider what further action shall be

taken on account of such breach or suspected breach.

Stand-down of Employees

The Employer may deduct payment for any part of a day during which an Employee cannot
usefully be employed because of any strike, breakdown of machinery or any stoppage of work
for any cause for which the Employer cannot reasonably be held responsible. This does not
break the continuity of employment for the purpose of any entitiements.

Property of Windermere

The employee is required to take all reasonable care in the use of Windermere's property and
to protect Windermere's property in their care.
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On termination of employment or upon request to do so, employees must return in good
condition (subject to fair wear and tear) any property in their possession belonging to
Windermere.

18. Intellectual Property

During the Employee's term of employment with the Employer, all inventions, improvements,
designs, creations and other developments relating to or deriving from any of the business
systems or technology used by the Employer at any time during the currency of this
Agreement or within a reasonable time thereafter, will be the property of the Employer.

Employees must notify the Employer immediately of any invention, design, discovery or
publication by them and must sign any documents and take any action which may be
necessary to enable the Employer or its nominees, to apply for a patent, registered design or
any other intellectual property protection. Additionally, copyright will attach all written and
artistic works produced by Employees in the course of their employment by the Employer, and
those works will be owned by the Employer. Furthermore, Employees must not breach the
copyright of any third parties by unauthorised use of their works. If in doubt Employees must

consult with their supervisors or the management of the Employer before using any such
works.
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SCHEDULE B (Health Services Union of Australia (Health Professional Services -
Private Sector Victoria) Award 2004)

This Schedule applies to persons employed in the occupations of Occupational Therapist,
Speech  Pathologist, Recreation Therapist, Child Psychotherapist and Client
Adviser/Rehabilitation Adviser.

B1. Sole Allowance

An employee who is the only person employed in one of the below listed classifications shall
be paid, in addition to their appropriate rate, an allowance per week at the rate of 5% of the
weekly wage of Schedule A (Occupational Therapists, Physiotherapists and Speech
Pathologists) Grade 1, first year of experience:

¢ Occupational Therapist;
e Speech Pathologist;
e Recreation Therapist;

* Physiotherapist
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SCHEDULE C (Educational Services - Early Childhood Assistants - Victoria - Award
1999)

This Schedule applies to employees employed as Early Childhood Assistants.

C1. Infectious Diseases Leave

(a) An employee who contracts, or believe they have contracted, one of the infectious
diseases listed in this clause must as soon as possible notify the employer of
contracting the infectious disease.

(b) An employee who contracts an infectious disease through a contact in the area of

employment shall be entitled to infectious diseases leave in accordance with the
following scale:

Disease Leave

Chicken Pox (Varicella) 5 working days

German Measles (Rubella) 5 working days

Hepatitis as decided by medical practitioner
Influenza 5 working days

Measles (Morbilli) 10 working days

Mumps 10 working days

Rheumatic Fever as decided by medical practitioner
Scarlet Fever 10 working days

Whooping Cough 10 working days

c) Provided that a duly signed certificate by a qualified medical practitioner

accompanies any application for leave with pay under the provisions of this clause.

C2.  Holidays for Early Childhood Assistants

Employees employed as Early Childhood Assistants shall be entitled to Annual Leave on

full pay for a period equal to four (4) weeks cumulative for each continuous twelve (12) months
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service with the Employer. In addition they are entitled to seventeen and a half percent
(17.5%) leave loading.

C3. Cleaning Allowance

An employee required to do general cleaning work as part of their daily routine in cleaning

toilets, closets or lavatories shall be paid $1.48 per day worked

Windermere's Collective Agreement July 09 35 of 43



SCHEDULE D (Social and Community Services - Victoria - Award 2000)

This schedule applies to employees of the Employer employed in the occupation of social
worker for when a necessary condition of employment is a degree or diploma with a major
study in social work and for the occupation of recreation worker, welfare worker, youth worker,

community development worker and social planner.

All terms and conditions of employment relating to Social workers, recreation workers welfare
workers, youth workers, community development workers and social planners are contained in

the body of this Agreement.
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SCHEDULE E (Early Childhood Teachers Interim Award 1999)

This Schedule applies to employees who are engaged in the performance of all work in or in
connection with or incidental to the industries and/or industrial pursuits of early childhood
education.

E1. Infectious diseases leave

(a) Anemployee who contracts, or believe they have contracted, one of the infectious
diseases listed in this clause must as soon as possible notify the employer of
contracting the infectious disease.

(b) An employee who contracts an infectious disease through a contact in the area of
employment shall be entitled to infectious diseases leave in accordance with the
following scale:

Disease Leave

Chicken Pox (Varicella) 5 working days

German Measles (Rubella) 5 working days

Hepatitis as decided by medical practitioner
Influenza 5 working days

Measles (Morbilli) 10 working days

Mumps 10 working days

Rheumatic Fever as decided by medical practitioner
Scarlet Fever 10 working days

Whooping Cough 10 working days

c) Provided that a duly signed certificate by a qualified medical practitioner

accompanies any application for leave with pay under the provisions of this clause.

E2. Holidays for Early Childhood Teachers

Employees employed as Early Childhood Teachers shall be entitled without deduction of
pay, to school holidays as set by the Education Department.

Employees shall be paid as per the normal pay arrangement for the holidays.
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Employees employed for only part of the calendar year, on termination or at the conclusion of
the calendar year shall be paid an amount for accrued pro rata holiday entitlement, based on
the following calculations.

No. of weeks worked by weeks of
employee during term time term holidays = employee
No. of weeks of term time 1 entitiemsnt in
weeks

per annum

Term holidays which have already been paid shall be deducted from the entitlement due to

the Employee. The outstanding balance shall be the pro rata holiday entitiement, expressed in
weeks.
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SCHEDULE F (Health Services Union of Australia (Victoria - Private Sector - Medical
Scientists, Psychologist and Pharmacists ) Award 2004)

This Schedule applies to employees employed as Psychologists.

F1.  Higher Qualifications

Where a Psychologist has a higher qualification they shall be paid, in addition to the rates
prescribed by in this Agreement the following:

(@) For MA, MSc., M.Psych., Membership of the Boards of Clinical
Psychologists, Counselling Psychologists, and Neuro-Psychologists of the
Australian Psychological Society, M.B.A., Post Graduate Diploma in Health
Administration, or any other recognised equivalent qualification from a
tertiary institution, the sum of 7.5% of Schedule A (Psychologists) grade |
year 1 Psychologists’ rate.

(b)  For Ph.D., Psy.D., D.Sc., or a recognised equivalent qualification, the sum
of 10% of Schedule A (Psychologists) grade | year 1 Psychologists’ rate.
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SCHEDULE G (Health and Allied Services - Private Sector - Victoria Consolidated
Award 1998)

This Schedule applies to Employees employed with the Employer in performing clerical and

administrative and maintenance functions.

All terms and conditions of employment relating to clerical, administrative and maintenance

functions are contained in the body of this Agreement.
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b)

c)

d)

e)

SCHEDULE H

MG )
Windermere

everyone is someone
inour community

GENERAL CONDITIONS OF EMPLOYMENT

Image of Windermere
You are asked to ensure that the Employer’s image is enhanced and protected by performing

all of their duties in a courteous, efficient and professional manner.

Place of Employment

You may be required to report for duties and work from any of the Employer's work locations
throughout our service region.

Employment offer/Pre-Employment Checks
No offer of employment can be made until satisfactory Medical and Police and Working with
Children checks (which remain the property of the Employer) are undertaken.

In keeping with best practice standards, the Employer requires all staff, students and
volunteers to have undergone a Working with Children Check and check of criminal records
prior to the offer of any employment or duty with the fee paid for the criminal record check by
the Employer. The results of the criminal check are not retained on file. As a prelude to any

employment arrangement, you must sign a Consent to Check and Release Police Record
form to facilitate the process.

Continued Employment

All positions are heavily dependent upon on-going funding. Should such funding decline to an

inadequate level this position may be terminated following 4 weeks written notice.

Use of Equipment (including cars)

You are expected to exercise due care in the use of all equipment, including cars, issued or
entrusted to you and to advise your supervisor when maintenance is due to be carried out.
Fleet cars are provided for the use of staff during business hours and it is expected that you

follow policy guidelines developed for the use of the Employer's motor vehicles.
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g)

h)

)

k)

Public Statements
You are expected to refrain from making public statements or issuing comments to the media

unless specifically authorised by the Chief Executive.

Safety
You are expected to adhere to Occupational Health & Safety guidelines and use all necessary
safety equipment provided and to report any defect of any such equipment or an unsafe

working environment as soon as it comes to your attention.

Performance Reviews

The Employer carries out 6 weekly, 3 and 6 monthly and Annual Performance Reviews for all
permanent staff on the anniversary of their employment and you are expected to fully
participate in your Review.

Equal Opportunity
You are expected to be respectful, encouraging and helpful to all fellow employees and to

observe the principles of equal opportunity and non-discriminatory employment practices.

Promotion of the Employer
All staff benefit from marketing and promotion of activities undertaken by the Employer and

are, therefore, expected to support fundraising initiatives and participate in public relations
activities.

Sensitive Information

You shall provide a written undertaking to regard with the utmost confidentiality all information
which comes to you by virtue of your employment with the Employer. You are asked to be
guarded in the disclosure of sensitive or confidential information. Such information MUST be

approved by a member of the Management group prior to release.

Reputation

Windermere’s reputation is a valuable asset and therefore you are asked to advise your
supervisor should you be aware of any issues likely to affect the performance, image or public
perception of the Employer. You are also asked to advise your supervisor if you become
aware of any illegal activity within Windermere or closely associated with Windermere which

could impact negatively on its reputation.
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o)

P)

q)

Personal Property
The loss, damage or theft of your personal property from the Employer's premises is not
covered by the Employer except where such loss, damage or theft is occasioned by forced

entry of the premises and the financial consequence is claimable under the Employer's

insurances.

Smoking

The Employer enjoys a non-smoking environment and complies with the Occupational Health

& Safety and Equal Opportunity legislation.

Agency Policy and Procedure

A comprehensive Policy and Procedure Manual is available to you to assist in undertaking
tasks in accordance with these provisions.

Incidental and Peripheral duties
You may be directed to carry out duties that are incidental and peripheral to the work you

normally perform. These duties will be within your skill, competence and training level and
consistent with your position.

Additional Employment

You may not, during full time employment with the Employer, be otherwise engaged or
employed in any other business or occupation for fee or reward, except with the prior written
consent of the Chief Executive.
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