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Carey Baptist Grammar School Limited 
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CAREY BAPTIST GRAMMAR SCHOOL EMPLOYEE AGREEMENT 
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Educational services

COMMISSIONER MCKINNON MELBOURNE, 4 DECEMBER 2020

Application for variation of the Carey Baptist Grammar School Employee Agreement 2018.

[1] Application has been made by Carey Baptist Grammar School Limited for approval of
a variation to the Carey Baptist Grammar School Employee Agreement 2018 (the Agreement).

[2] The application seeks to vary various clauses of the Agreement. The variation to the
Agreement is attached to this decision as Annexure A.

[3] I am satisfied that each of the requirements of ss.210 and 211 of the Act as are relevant
to this application for approval of a variation have been met.

[4] The variation is approved and the consolidated version of the Agreement, as varied, is
attached to this decision.

[5] In accordance with s.216 of the Act, the variation operates from 4 December 2020.

COMMISSIONER
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Outline of Variation

Carey Baptist Grammar School Employee Agreement 2018 (“Agreement”)

1. By inserting the following wage schedules in lieu of the wage schedules contained in Schedule 1A of the Agreement (Teacher classification, progression
and rates of pay)

Level 2018 2019 2020 2021
PTT $ 75,281 $ 77,690 $ 80,176 $ 80,176

1 $ 77,870 $ 80,362 $ 82,933 $ 82,933
2 $ 81,350 $ 83,953 $ 86,640 $ 86,640
3 $ 85,211 $ 87,938 $ 90,752 $ 90,752
4 $ 88,967 $ 91,814 $ 94,752 $ 94,752
5 $ 93,635 $ 96,631 $ 99,724 $ 99,724
6 $ 97,518 $ 100,639 $ 103,859 $ 103,859
7 $ 103,035 $ 106,332 $ 109,734 $ 109,734
8 $ 106,281 $ 109,682 $ 113,192 $ 113,192
9 $ 111,925 $ 115,507 $ 119,203 $ 119,203

Leading Teacher 10 $ 118,503 $ 122,295 $ 126,208 $ 126,208
Leading Teacher 11 $ 124,125 $ 128,097 $ 132,196 $ 132,196

1/02/2018 1/02/2019 1/02/2020 1/02/2021
Hourly $ 60.67 $ 62.61 $ 64.61 $ 64.61
Half day $ 182.00 $ 187.46 $ 193.46 $ 193.46

Full day $ 364.00 $ 375.65 $ 387.67 $ 387.67

ANNEXURE A 
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2. By inserting the following wage schedules in lieu of the wage schedules contained in Schedule 1B of the Agreement (Teacher Positions of Responsibility
Allowances)

Level % of Level 9
base salary

2018 2019 2020 2021

A 1.50% $1,679 $1,733 $1,788
$1,788

B 2.00% $2,238 $2,310 $2,384 $2,384

C 3.00% $3,358 $3,465 $3,576 $3,576

D 4.00% $4,477 $4,620 $4,768 $4,768

E 4.50% $5,037 $5,198 $5,364 $5,364

G 5.00% $5,596 $5,775 $5,960 $5,960

H 7.00% $7,835 $8,085 $8,344 $8,344

I 7.50% $8,394 $8,663 $8,940 $8,940

J 8.50% $9,514 $9,818 $10,132 $10,132

K 10.00% $11,192 $11,551 $11,920 $11,920

L 12.00% $13,431 $13,861 $14,304 $14,304

M 14.00% $15,669 $16,171 $16,688 $16,688

N 17.00% $19,027 $19,636 $20,264 $20,264

O 16.00% $17,908 $18,481 $19,072 $19,072

P 22.00% $24,623 $25,411 $26,225 $26,225

Q 20.00% $22,385 $23,101 $23,841 $23,841

R 15.00% $16,789 $17,326 $17,880 $17,880

Y 25.00% $27,981 $28,877 $29,801 $29,801
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3. By inserting the following wage schedules in lieu of the wage schedules contained in Schedule 2B of the Agreement (Carey School Assistants Pay Scales)

5 weeks leave 39 weeks worked 5 weeks leave 39 weeks worked 5 weeks leave 39 weeks worked 5 weeks leave 39 weeks worked

Level 1
1.1 53,200$ 44,145$ 55,062$ 45,690$ 56,824$ 47,152$ 56,824$ 47,152$
1.2 54,700$ 45,389$ 56,615$ 46,978$ 58,426$ 48,481$ 58,426$ 48,481$

Level 2
2.1 56,500$ 46,883$ 58,478$ 48,524$ 60,349$ 50,077$ 60,349$ 50,077$
2.2 58,000$ 48,128$ 60,030$ 49,812$ 61,951$ 51,406$ 61,951$ 51,406$
2.3 59,700$ 49,538$ 62,088$ 51,520$ 64,075$ 53,168$ 64,075$ 53,168$
2X $ 62,000 $63,000 $51,447 $52,277 $64,480 $65,520 $53,504 $54,368 $66,543 $67,617 $55,216 $56,107 $66,543 $67,617 $55,216 $56,107

Level 3
3.1 64,500$ 53,521$ 66,758$ 55,395$ 68,894$ 57,167$ 68,894$ 57,167$
3.2 65,700$ 54,517$ 68,000$ 56,425$ 70,175$ 58,231$ 70,175$ 58,231$
3.3 67,200$ 55,762$ 69,552$ 57,713$ 71,778$ 59,560$ 71,778$ 59,560$
3.4 69,000$ 57,255$ 71,415$ 59,259$ 73,700$ 61,156$ 73,700$ 61,156$
3.5 71,500$ 59,330$ 74,360$ 61,703$ 76,740$ 63,677$ 76,740$ 63,677$
3X $74,000 $76,000 $61,404 $63,064 $76,960 $79,040 $63,860 $65,586 $79,442 $81,569 $65,903 $67,684 $79,442 $81,569 $65,903 $67,684

Level 4
4.1 77,700$ 64,474$ 80,420$ 66,731$ 82,993$ 68,866$ 82,993$ 68,866$
4.2 79,200$ 65,719$ 81,972$ 68,019$ 84,595$ 70,196$ 84,595$ 70,196$
4.3 82,000$ 68,043$ 84,870$ 70,424$ 87,586$ 72,678$ 87,586$ 72,678$
4.4 84,000$ 69,702$ 86,940$ 72,142$ 89,722$ 74,450$ 89,722$ 74,450$
4.5 86,500$ 71,777$ 89,960$ 74,648$ 92,839$ 77,036$ 92,839$ 77,036$
4X $87,000 $89,000 $72,191 $73,851 $90,480 $92,460 $75,078 $76,805 $93,375 $95,418 $77,480 $79,262 $93,375 $95,418 $77,480 $79,262

Level 5
5.1 90,000$ 74,681$ 93,150$ 77,295$ 96,131$ 79,768$ 96,131$ 79,768$
5.2 92,000$ 76,340$ 95,220$ 79,012$ 98,267$ 81,541$ 98,267$ 81,541$
5.3 94,000$ 78,000$ 97,290$ 80,730$ 100,403$ 83,313$ 100,403$ 83,313$
5.4 96,500$ 80,074$ 100,360$ 83,277$ 103,572$ 85,942$ 103,572$ 85,942$
5X $98,000 $103,000 $81,319 $85,468 $101,920 $107,120 $84,572 $88,887 $105,181 $110,547 $87,278 $91,731 $105,181 $110,547 $87,278 $91,731

2018 2019 2020 2021
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4. By inserting the following wage schedules in lieu of the wage schedules contained in Schedule 3B of the Agreement (Carey Professional Support Staff
Salary Levels)

Professional Support Services Salary Levels
2018 01 February 2019 01 February 2020 01 February 2021

Min MidPoint Max Min MidPoint Max Min MidPoint Max Min MidPoint Max
PSS1 48,624 54,021 59,431 50,180 55,750 61,332 51,786 57,534 63,295 51,786 57,534 63,295
PSS2 54,737 60,803 66,881 56,489 62,749 69,021 58,296 64,757 71,230 58,296 64,757 71,230
PSS3 63,179 70,188 77,223 65,200 72,434 79,694 67,287 74,752 82,244 67,287 74,752 82,244
PSS4 71,752 79,716 87,705 74,048 82,267 90,511 76,417 84,899 93,408 76,417 84,899 93,408
PSS5 82,322 91,465 100,601 84,956 94,392 103,820 87,674 97,413 107,142 87,674 97,413 107,142
PSS6 92,411 102,678 112,972 95,368 105,964 116,587 98,420 109,355 120,318 98,420 109,355 120,318
PSS7 103,348 114,822 126,309 106,655 118,497 130,351 110,068 122,288 134,522 110,068 122,288 134,522
PSS8 116,721 129,689 142,548 120,456 133,839 147,109 124,311 138,122 151,817 124,311 138,122 151,817
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Signed for and behalf of CAREY BAPTIST GRAMMAR SCHOOL Signed for and behalf of the Employees of CAREY BAPTIST GRAMMAR
SCHOOL

Jonathan Walter Karen Thyer

Capacity Capacity

Address Address

Date Date

d for and behalf o
OL

Senior Accountant/Staff Representative

6 Cunningham Street, Box Hill, VIC, 3128

24/11/20



• 
Carey Baptist Grammar School 

Agreement 2018 

SECTION A • PRELIMINARY MATTERS 

1. Title

This Agreement will be known as the Carey Baptist Grammar School Employee
Agreement 2018 ("the Agreement")

2. Arrangement

This agreement is arranged as follows:

SECTION A- PRELIMINARY MATTERS ........................................................................... 1 

1. Title .......................................................................................................................... 1 

2. Arrangement ............................................................................................................ 1 

3. Type of Agreement ................................................................................................... 4 

4. Coverage and application ........................................................................................ .4 

5. Relationship to Awards ............................................................................................. 4 

6. Duration .................................................................................................................... 4 

7. Dispute Resolution Process ..................................................................................... .4 

8. Definitions ................................................................................................................ 5 

SECTION B - CONDITIONS OF EMPLOYMENT RELEVANT TO ALL EMPLOYEES 
COVERED BY THE AGREEMENT .................................................................................... 7 

9. Modes of Employment. ............................................................................................. 7 

10. Public Holidays ......................................................................................................... 9 

11 . Long Service Leave ................................................................................................ 10 

12. Parental leave ........................................................................................................ 11 

13. Personal Leave ...................................................................................................... 16 

14. Compassionate Leave ............................................................................................ 19 

15. Family Domestic Violence Leave ............................................................................ 19 
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16. Notice and Evidentiary Requirements ..................................................................... 19 

17. Contact person ....................................................................................................... 20 

18. Individual Support ................................................................................................... 20 

19. Workplace Safety ................................................................................................... 20 

20. Sabbatical Leave .................................................................................................... 20 

21. Leave Without Pay ................................................................................................. 20 

22. Examination Leave ................................................................................................. 21 

23. Qualification Conferral Leave ................................................................................. 21 

24. Jury Service Leave ................................................................................................. 21 

25. Remuneration Packaging ....................................................................................... 21 

26. Introduction of Major Change ................................................................................. 21 

27. Communication & Consultation .............................................................................. 23 

28. Agreement Flexibility .............................................................................................. 24 

29. Letter of Appointment ............................................................................................. 26 

30. Redundancy ........................................................................................................... 26 

31. Termination of Employment.. .................................................................................. 28 

32. Unsatisfactory Performance ................................................................................... 29 

33. Unsatisfactory Conduct .......................................................................................... 29 

34. Statement of Service .............................................................................................. 30 

35. Superannuation ...................................................................................................... 30 

36. Fee Remissions for Children of Staff ...................................................................... 30 

37. Staff Appraisal ........................................................................................................ 31 

38. Staff Appraisal ........................................................................................................ 31 

39. Professional Learning & Development.. .................................................................. 31 

40. Payment of Salaries ............................................................................................... 32 

41. Breaks .................................................................................................................... 32 

42. Meal Allowance ...................................................................................................... 32 

43. Occasional Use of Own Vehicle ............................................................................. 32 
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44. Accident Make-up Pay ............................................................................................ 32 

45. Breakage and Loss ................................................................................................ 33 

46. Protective Clothing ................................................................................................. 33 

47. Outside Employment .............................................................................................. 33 

48. Confidentiality ......................................................................................................... 33 

SECTION C - CONDITIONS OF EMPLOYMENT THAT APPLY TO TEACHERS ............ 33 

49. Duties and Allocation of Teachers .......................................................................... 33 

50. School holidays and annual leave (not applicable to Emergency Teachers) ........... 34 

51. Classifications and Pay Rates ................................................................................ 35 

52. Part Time Teachers ................................................................................................ 35 

53. Emergency Teachers ............................................................................................. 35 

54. Fixed Term Teachers ............................................................................................. 36 

55. Responsibility Allowances ...................................................................................... 37 

SECTION D - CONDITIONS OF EMPLOYMENT THAT APPLY TO SCHOOL 
ASSISTANTS .................................................................................................................. 37 

56. School Assistants ................................................................................................... 37 

57. Rates of Pay ........................................................................................................... 38 

58. Calculation of paid annual leave ............................................................................. 38 

59. Overtime ................................................................................................................. 38 

60. Higher Duties ......................................................................................................... 39 

SECTION E - CONDITIONS OF EMPLOYMENT THAT APPLY TO PROFESSIONAL 
SUPPORT EMPLOYEES ................................................................................................. 39 

61. Professional Support Staff ...................................................................................... 39 

62. Hours of Work ........................................................................................................ 40 

63. Rates of Pay ........................................................................................................... 40 

64. Annual Leave ......................................................................................................... 40 

65. Overtime ................................................................................................................. 41 

66. Request for flexible Work Arrangements ................................................................ 41 

67. Higher Duties ......................................................................................................... 42 
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SECTION F - POSTING OF THE AGREEMENT ............................................................ .42 

68. Posting of the Agreement ....................................................................................... 42 

SECTION G - DECLARATION ........................................................................................ .42 

69. Declaration ............................................................................................................. 42 

3. Type of Agreement

This Agreement is a Single Enterprise Agreement made pursuant to section 172 (2) of the
Fair Work Act 2009 (Cth.} between Carey Baptist Grammar School Limited ("the
Employer") and the employees employed by the Employer listed in clause 4.

4. Coverage and application

4.1 This Agreement binds:

(a) The Employer; and

(b) All Employees of the Employer except members of the School Management Team
as defined.

4.2 Sections A - B and F - G of this Agreement apply to all employees covered by the 
Agreement. Sections C - E apply to the particular types of employees referred to in the 
headings of these Sections. 

5. Relationship to Awards

This Agreement operates to the complete exclusion of all Awards which would otherwise
apply to any of the Employees covered by this Agreement.

6. Duration

6.1 Where the Agreement passes the better off overall test, the Agreement will be operative
from the first pay period commencing on or after the date of the notice approving the
Agreement issued by the Fair Work Commission ("FWC").

6.2 The nominal expiry date of this Agreement is January 31, 2022.

7. Dispute Resolution Process

7.1 If a dispute relates to:

(a) a matter arising under the Agreement, save and except for any matter relating to or
arising under clause 60.3 or clause 62 of this Agreement; or

(b) the NES, save and except for any dispute about whether the Employer had
reasonable business grounds under subsection 65(5) or 76(4) of the FW Act,

this clause sets out procedures to settle the dispute. 

7.2 An Employee who is a party to the dispute may appoint a representative for the purposes 
of the procedures in this clause. 
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7.3 In the first instance, the parties to the dispute must try to resolve the dispute at the 
workplace level, by discussions between the Employee or Employees and relevant 
supervisors and/or management. 

7.4 If discussions at the workplace level do not resolve the dispute, a party to the dispute may 
refer the matter to FWC. 

7.5 FWC may deal with the dispute in two stages: 

(a) FWC will first attempt to resolve the dispute as it considers appropriate, including
by mediation, conciliation, expressing an opinion or making a recommendation;
and

(b) if FWC is unable to resolve the dispute at the first stage, FWC may then:

(i) arbitrate the dispute; and

(ii) make a determination that is binding on the parties.

Note: If FWC arbitrates the dispute, it may also use the powers that are available to it under the 
Act. A decision that FWA makes when arbitrating a dispute is a decision for the purpose of 
Division 3 of Part 5.1 of the FW Act. Therefore, an appeal may be made against the decision. 

7.6 While the parties are trying to resolve the dispute using the procedures in this clause: 

(a) an Employee must continue to perform his or her work as he or she would normally
unless he or she has a reasonable concern about an imminent risk to his or her
health or safety; and

(b) an Employee must comply with a direction given by the employer to perform other
available work at the same workplace, or at another workplace, unless:

(i) the work is not safe; or

(ii) the Occupational Health and Safety Act 2004 (Vic.) would not permit the
work to be performed; or

(iii) the work is not appropriate for the employee to perform; or

(iv) there are other reasonable grounds for the Employee to refuse to comply
with the direction.

7. 7 The parties to the dispute agree to be bound by a decision made by FWC in accordance 
with this clause. 

8. Definitions

For the purpose of this Agreement:

"Employee" means a person defined by clause 4.1(b).

"Awards" mean the following:

(a) Educational Services (Teachers) Award 2010;

(b) Educational Services (Schools) General Staff Award 2010;
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(c) Any other award applicable to any Employee immediately prior to the
commencement of this Agreement.

"Casual Employee" means, for an employee other than a teacher, an Employee who is 
engaged on an hour-by-hour basis. For a teacher, an Employee employed on a day-to
day basis, that is employed for not more than 4 consecutive term weeks unless extended 
by agreement provided the total period of the engagement does not exceed one school 
term 

"Emergency Teacher" means a registered teacher who comes into the School to cover a 
sudden emergency or absence of a regular teacher. 

"Employer" means Carey Baptist Grammar School Limited as defined by clause 3 

"FW Act" means the Fair Work Act 2009 (Cth) 

"FWC" means Fair Work Commission 

"NES" means the National Employment Standards as contained in ss59 to 131 of the FW 
Act 

"School Management Team" means the Principal, Deputy Principal, Director of Activities, 
Business Director, Director of Community Relations, Director of Human Resources and 
Heads of School 

"The School" means Carey Baptist Grammar School 

"Principal" means the Principal of Carey Baptist Grammar School or his/ her nominee 

"School Year" means the twelve months from the commencement of the first day of 
February in a year to the commencement of the first day of February of the following year. 

"Teacher" means a teacher who is registered or granted permission pursuant to the 
Victorian Institute of Teaching Act 2001 (Vic.) and includes a qualified Employee librarian 
but does not included a person employed as a Principal, a Deputy Principal or Head of 
School. 

"Teaching Experience" means experience of teaching after achieving the qualifications 
necessary for registration and will be deemed to have commenced at the date on which a 
"qualified" person first receives a teaching appointment. 

"Permission to Teach Teacher" means a person who is granted Permission to Teach by 
the Victorian Institute of Teaching pursuant to Division 3 of Part 2.6 of Chapter 2 of the 
Education and Training Reform Act 2006 (Vic) and in accordance with the Victorian 
Institute of Teaching Permission to Teach Policy 1 October 2017. 

"Registered Teacher'' means a teacher who is registered by the Victorian Institute of 
Teaching pursuant to Division 3 of Part 2.6 of Chapetr 2 of the Education and Training 
Reform Act 2006 (Vic). 

"School Assistant" means a school assistant employed in libraries, laboratories and as 
teacher aides and ECG assistants. 
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"Professional Support Employee" means a person who is employed wholly or principally 
in clerical and/or administrative work; reporting; facilities maintenance; ICT; or support 
function other than that of a School Assistants 

"Part Time Employee" is one who is employed with the school to work less than a full 
week each week 

"Replacement Employee" means an Employee employed on a fixed term basis for a pre
arranged period to replace another employee 

"School Holidays" means a period of holidays as determined by the Employer and 
announced prior to the commencement of a new School Year. 

"Victorian Institute of Teaching" means the statutory authority for the regulation and 
promotion of the teaching profession in Victoria and operates under and subject to the 
Education and Training Reform Act 2006 (Vic.) 

SECTION B - CONDITIONS OF EMPLOYMENT RELEVANT TO ALL EMPLOYEES COVERED 
BY THE AGREEMENT 

9. Modes of Employment

The Employer may employ a Full Time, Part Time, Fixed Term or Casual Employee. The
Employer may direct an Employee to perform such duties as are within the limits of the
Employee's skill, competence and training.

9.1 Full Time Employees

(a) The Employer may engage an Employee on a full time basis in accordance with
this Agreement.

9.2 Part Time Employee 

(a) The Employer may employ an Employee on a part time basis in accordance with
this Agreement.

(b) The Employer will set out in writing the part time hours required upon the
engagement of the Employee and at any other time when a permanent variation
occurs.

9.3 Fixed Term Employee 

(a) Fixed Term Employees are employed for a specified period of time to undertake a
specified project; to undertake a specified task which has a limited period of
operation or for which ongoing requirement has not been identified; to replace a
staff member on leave; or to replace a staff member whose employment has
terminated after the commencement of the school year or for whom notice of less
than seven weeks has been provided.

(b) A Fixed Term Employee is entitled to be paid in accordance with pay rates
applicable to the role undertaken in Schedule 1A, 2A or 3A of this Agreement.

(c) A Fixed Term employee is entitled to the benefits of this Agreement on a pro rata
basis where the Employee is employed part time or where the Employee has been
employed for a period of less than 12 months.
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(d) A Fixed Term Employee is not entitled to any of the following benefits under this
Agreement:

(i) notice of termination (where the date of cessation of employment is stated
at the time of appointment, ie no notice of termination will be applicable
where the contract terminates upon the cessation date. Should the
contract provide for termination prior to the cessation date, a notice period
will be stated)

(ii) redundancy

(iii) accident make-up pay

(iv) paid parental leave

(v) jury service leave other than under the NES

(vi) school fee remission

(e) Upon engagement, the employer must inform the Fixed Term Employee in writing:

(i) the date of commencement of employment; and

(ii) the date of cessation of employment.

(iii) the benefits which are applicable to the Fixed Term Teacher under this
Agreement; and

(iv) the rights under this Agreement of any Employee(s) being replaced.

9.4 Casual Employees 

(a) The Employer may employ an Employee as a Casual Employee in accordance
with this Agreement.

(b) A Casual Employee is not entitled to any of the following benefits under this
Agreement

(i) notice of termination of employment

(ii) redundancy

(iii) remuneration packaging

(iv) annual leave

(v) school holidays

{vi) non-attendance time

(vii) leave loading

(viii) public holidays

(ix) paid personal leave
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(x) paid compassionate leave

(xi) accident make-up pay

(xii) paid parental leave

(xiii) school fee remission

(c) A Casual Employee is entitled to unpaid carer's leave, jury service leave, parental
leave and long service leave, where eligible, as per the NES and the Paid Parental
Leave legislation.

10. Public Holidays

This clause does not apply to Emergency Teachers or Casual Employees.

10 .1 Standard days 

(a) Public holidays are provided for in the NES

(b) Public holidays that occur during any period of leave do not create additional
entitlements.

(c) The Monday before Melbourne Cup Day shall be granted as an additional public
holiday in the event that it is a student free day.

10.2 Holidays in lieu 

(a) When Christmas Day is a Saturday or Sunday, a holiday in lieu will be observed on
27 December.

(b) When Boxing Day is a Saturday or Sunday, a holiday in lieu will be observed on 28
December.

(c) When New Year's Day or Australia Day is a Saturday or Sunday, a holiday in lieu
will be observed on the next Monday.

10.3 Substitute days 

(a) By agreement between the Employer and the Employee, an alternative day may
be taken as the public holiday in lieu of any of the prescribed days.

(b) An employer and an Employee may agree to the Employee taking another day as
the public holiday in lieu of the day which is being observed pursuant to 10.1.2 or 
10.2.

(c) An agreement made pursuant to clause 10.3(b) of this Agreement must be
recorded in writing. The agreement must be made available to every affected
Employee.

(d) Where the Employer proposes to seek agreement to substitute a day other than a
public holiday prescribed by this Agreement, the Employer will give no less than
five (5) working days' notice of the intention to reach agreement to this effect.
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11. Long Service Leave

11.1 Preamble 

An Employee is entitled to long service leave on ordinary pay in respect of continuous 
employment with one and the same employer or the employer's successor. Continuous 
Service is service with the Employer on a regular and systematic basis where the 
Employee had a reasonable expectation of continuing employment (and includes any 
period of authorised leave). 

11.2 Entitlement 

(a) An Employee who has completed 10 years' continuous employment with the
employer is entitled to 13 weeks' long service leave.

(b) An Employee is entitled to an additional 6 1/2 weeks' (i.e. 45 calendar days) long
service leave for each additional five years of continuous employment with the
employer.

(c) An employee may take pro-rata long service leave after seven years of continuous
service.

(d) The taking of leave will be at a time mutually agreed between the School and the
Employee and in accordance with applicable legislation. It is generally seen as 
desirable that long service leave should be taken as soon as practicable after the 
full entitlement becomes due. In granting the leave, the School will consider both
its operational requirements and the personal circumstances of the employee.
Eligible teachers should endeavour to apply at least 6 months prior to the start of
the semester in which they wish to take leave. Eligible Professional Staff and
School Assistants should endeavour to apply six months prior to the time they wish
to apply for leave.

(e) Long service leave will be taken in blocks of time in accordance with applicable
legislation. The School prefers long service leave to be taken in whole terms.
Shorter periods of long service leave may be agreed where this meets the
operational requirements of the School and the personal circumstances of the
employee.

11.3 Termination of employment 

An Employee who has completed at least 7 years of continuous employment with the 
employer and whose employment is terminated for any cause , is entitled to be paid pro
rata long service leave upon the cessation of employment. 

11.4 Illness on long service leave 

(a) Subject to the production of a supporting medical certificate, an employee who
becomes ill whilst on long service leave is entitled to have the period of illness
treated as sick leave but only to the extent that the employee is entitled to sick
leave.

(b) Subject to 11.4.1, the employee's long service leave will be extended by the period
of illness.
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(c) An exception to 11.4.2 is that an employer and an employee may agree that the
employee will return from long service leave as planned with the period of illness
increasing the employee's accrued long service leave entitlement.

11.5 Payment of Long Service Leave 

(a) Where an Employee has been employed full-time or at the same part time fraction
for the entire period of service, the Employee is entitled to be paid long service
leave on ordinary pay.

(b) Where an Employee's time fraction has varied, salary when proceeding on long
service leave is calculated as follows:

(i) Service prior to 1 February 1997

(A) where all service of the Employee has been in a part-time capacity,
salary when proceeding on long service leave (or payment in lieu
thereof if applicable) will be calculated by striking average weekly
hours over the last 12 months of actual service and multiplying
average weekly hours by the current hourly pay rate;

(8) when full time employment falls last, any leave taken from the full
time credit will be paid at the current full time salary. Leave taken
from the part-time credit will be paid on the basis of a proportion of
the current full time salary having regard to the ratio of average
weekly hours over the last 12 months of part time employment to
current full time weekly hours;

(C) when part time employment falls last, leave taken from the full time
credit will be paid at the salary applicable to the full-time equivalent
of the present part time employment category. Leave taken from
part-time credit will be paid for at the current salary on the basis of 
average weekly hours over the last 12 months of part time
employment;

(D) if an employee can show that the employee's average weekly hours
over the whole of the employee's part time employment are greater
than average weekly hours over the last 12 months of part time
employment the higher figure will be used in determining average
weekly hours. Should part-time employment be less than 12
months, average weekly hours will be struck over the actual period
of part-time employment.

(ii) Service from 1 February 1997

An employee whose time fraction has varied during service is paid at a
proportionate rate during long service leave. The rate is determined by
calculating an average of the employee's time fractions over the period of
eligible service.

12. Parental leave

12.1 Parental leave is in accordance with the NES (Division 5 of Part 2-2 of the FW Act) except 
where more favourable terms are provided in this agreement 
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(b) If the Employee takes less than fourteen( 14) weeks, the Employee will receive paid
parental leave for the reduced period of parental leave taken.

(c) The Employer provided paid parental leave cannot be taken concurrently with
other paid leave.

(d) Any entitlement to a subsequent period of Employer provided paid parental leave
will be subject to the completion of a further period of 12 months of continuous paid
service.

12.7 Extending unpaid parental leave 

An Employee taking 12 months parental leave can request to extend their parental leave 
by a further 12 months, reduced by the amount of any leave taken by their partner. The 
Employee must request the extension in writing at least four weeks but preferably one 
school term before the end of the initial period of parental leave. The Employer must 
respond in writing within 21 days stating whether they grant or refuse the request. The 
Employer may refuse the request only on reasonable business grounds and must include 
the reasons for the refusal in the written response. 

12.8 Pre-adoption leave 

An Employee who is adopting a child can take up to two days of pre-adoption leave for 
necessary adoption interviews or examinations (unless they are required to take other 
leave they have available). The Employee must give notice of their intention to take 
unpaid pre-adoption leave and, if required, provide reasonable evidence of the purpose of 
the leave. 

12.9 Notice and evidence 

(a) Before taking parental leave, Employees must:

(i) inform the Employer of their intention to take unpaid parental leave by 
giving at least 10 weeks written notice (unless it is not possible to do so)

(ii) in the case of concurrent leave taken subsequent to the first period of
concurrent leave, inform the Employer of the intention to take a subsequent
period of concurrent leave by giving at least 4 weeks written notice (unless
it is not possible to do so)

(iii) specify the intended start and end dates of the leave

(iv) at least four weeks before the intended start date:

(A) confirm the intended start and end dates or

(B) advise the Employer of any changes to the intended start and end
dates (unless it is not possible to do so).

(b) The Employer may require evidence of the actual or expected date of birth of a
child (eg. a medical certificate), or the day or expected day of placement of a child
under 16.

12.1 O Return to work guarantee 
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(a) When an Employee wishes to return to work after parental leave:

(i) they are entitled to return to the same position they held before taking
parental leave;

(ii) if the position they held no longer exists they are entitled to return to an 
available position for which they are qualified and suited that is nearest in 
status and pay to their previous position.

(b) While the Employee is on parental leave, the Employer must keep the Employee
informed of decisions that affect the status, pay or location of the Employee's
position.

12.11 Special maternity leave 

(a) An Employee can take "special" maternity leave if she has:

(i) a pregnancy-related illness, or

(ii) a miscarriage or stillbirth within 28 weeks of the expected date of birth.

(b) The Employee must:

(i) give notice that she is taking unpaid special maternity leave (which may be 
given after the leave has started)

(ii) advise the Employer of the period of leave (or expected period of leave)

(iii) if required by the Employer, give reasonable evidence of the reason for the
leave, which the Employer may require to be a medical certificate.

12.12 Communication during parental leave 

(a) Where an Employee is on parental leave and a definite decision has been made to
introduce significant change at the workplace, the Employer will take reasonable
steps to:

(i) make information available in relation to any significant effect the change
will have on the status or responsibility level of the position the Employee
held before commencing parental leave; and

(ii) provide an opportunity for the Employee to discuss any significant effect the
change will have on the status or responsibility level of the position the 
Employee held before commencing parental leave.

(b) The Employee will take reasonable steps to inform the Employer about any
significant matter that will affect the Employee's decision regarding the duration of
parental leave to be taken, whether the Employee intends to return to work and
whether the Employee intends to request to return to work on a part-time basis.

(c) The Employee will also notify the Employer of changes of address or other contact
details which might affect the Employer's capacity to comply with clause 12.12(a)
of this Agreement.
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13. Personal Leave

13.1 Personal leave is in accordance with the NES (Division 7 of Part 2-2 of the FW Act) except 
where more favourable terms are provided in this agreement. 

13.2 Application 

Save as stated below, this clause does not apply to an Emergency Teacher or casual 
Employee 

13.3 Definitions 

In this clause the term "immediate family" means: 

(a) spouse (including a former spouse, a de facto spouse and a former de facto
spouse) of the employee. A de facto spouse, in relation to a person, means a
person who lives with the first mentioned person as the partner of that person on a
bona fide domestic basis although not legally married to that person; and

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

13.4 Entitlement 

(a) Paid personal leave is available to an Employee when the Employee is absent:

(i) due to personal illness or injury, or

(ii) for the purposes of caring for an immediate family or household member
who is sick and requires the employee's care and support or who requires
care due to an unexpected emergency.

(b) An Employee is entitled to 15 days of paid personal leave in each year of service.
This leave is cumulative and may be taken for part of a single day.

13.5 Sick Leave 

(a) An Employee is entitled to access personal leave entitlements where the
Employee is unable to perform the Employee's duties by reason of personal illness
or injury.

(b) The amount of personal leave an Employee may take as sick leave depends on
how long the Employee has worked for the Employer and accrues as follows:

(i) in the first year of service, for each completed 4 week period of continuous
service with the Employer, 1.25 days; and

(ii) in the second and each subsequent year of service, 15 days at the
commencement of that year.

13.6 Employee must give notice 

An Employee must, as soon as reasonably practicable and during the ordinary hours of 
the first day of such absence, inform the Employer of the Employee's inability to attend for 
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duty and state the nature of the injury or illness and the estimated duration of the absence. 
If it is not reasonably practicable to inform the Employer during the ordinary hours of the 
first day of such absence, the Employee will inform the Employer within 24 hours of such 
absence. 

13.7 Evidence supporting claim 

An Employee is entitled to sick leave provided that: 

(a) the Employee produces a medical certificate or other evidence satisfactory to the
Employer for any absence of more than two consecutive days; or

(b) if required by the Employer, the Employee provides a medical certificate or other
evidence satisfactory to the Employer for any absence continuous with a holiday to
which the Employee is entitled and which would not otherwise require the
production of a certificate; or

(c) the Employee produces a medical certificate or other evidence satisfactory to the
Employer where the number of days of paid sick leave already taken without the
production of a medical certificate or other evidence satisfactory to the Employer
exceeds five days in the one year.

13.8 Sick leave whilst on long service leave 

An Employer may require an Employee who claims sick leave whilst on long service leave 
to be examined by a legally qualified medical practitioner of the Employer's choice, 
provided the practitioner is reasonably accessible to the Employee. 

13.9 Infectious diseases leave 

(a) An Employee who is suffering from one of the infectious diseases known as:

(i) German measles;

(ii) Chickenpox;

(iii) Measles;

(iv) Mumps;

(v) Scarlet fever;

(vi) Whooping cough;

(vii) Rheumatic fever; or

(viii) Hepatitis;

(ix) Any other notifiable or communicable disease,

will be granted special leave without deduction of pay provided that the Employer 
is satisfied on medical advice that the Employee has contracted the disease 
through a contact at the school and the disease is evident in the school. 
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(b) The Employee must also produce a medical certificate which specifically names
the disease.

13.10 Carer's Leave 

(a) An Employee is entitled to use the Employee's personal leave to care for members
of the Employee's immediate family or household who are sick and require care
and support or who require care due to an unexpected emergency.

13.11 Notice required for carer's leave 

(a) When taking carer's leave the notice must include:

(i) the name of the person requiring care and support and the person's
relationship to the Employee;

(ii) the reasons for taking such leave; and

(iii) the estimated length of absence.

(b) If it is not practicable for the Employee to give prior notice of absence, then the
Employee must notify the Employer by telephone of such absence at the first
opportunity on the day of absence.

13.12 Evidence supporting claim 

(a) The Employee must, if required by the Employer, establish by production of a
medical certificate or statutory declaration, the nature of the illness and that the
illness is such as to require care by another.

(b) When taking leave to care for members of the Employee's immediate family or
household who require care due to an unexpected emergency, the Employee
must, if required by the employer, establish by production of documentation
acceptable to the Employer or a statutory declaration, the nature of the emergency
and that such emergency resulted in the person concerned requiring care by the
Employee.

13.13 Unpaid carer's leave (also applicable to casual Employees and Emergency 
Teachers) 

(a) Where an Employee has exhausted all paid personal leave entitlements, the
Employee is entitled to a period of up to two days unpaid carer's leave for each
occasion to care for members of the Employee's immediate family or household
who are ill or injured and require care and support or who require care due to an
unexpected emergency.

(b) This leave may be taken in a single, unbroken period of up to two days or any
separate periods to which the Employee and the Employer agree.

(c) The Employee is only entitled to unpaid carer's leave if the Employee has complied
with the notice and documentation requirements in clause 13.11 and 13.12 of this
Agreement.
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14. Compassionate Leave

14.1 Application 

This clause does not apply to Emergency Teachers or Casual Employees 

14.2 Entitlement 

(a) An Employee may take three days paid leave per occasion when a member of the
Employee's immediate family or household contracts or develops a personal
illness, or sustains a personal injury that poses a serious threat to life or dies.

(b) This leave may be taken in a single unbroken period of three days or separate
periods of one day or as agreed by the Employer and the Employee.

(c) The Employee is entitled to compassionate leave only if the Employee gives his or
her employer any evidence that the Employer reasonably requires of the illness,
injury or death.

15. Family Domestic Violence Leave

15.1 All employees will be entitled to family and domestic violence leave in accordance with 
applicable legislation. 

15.2 An employee, not including a casual employee, experiencing family and domestic violence 
is entitled to ten (10) days per year of paid family and domestic violence leave for the 
purpose of: 

(a) attending legal proceedings, counselling, appointments with a medical or legal
practitioner; or

(b) relocation or making other safety arrangements.

15.3 This leave will be in addition to existing leave entitlements, may be taken as consecutive 
or single days, and can be taken without prior approval (however the employee must notify 
the School as soon as practically possible of the taking of the intended leave as per clause 
13.1 below). 

15.4 Upon exhaustion of the leave entitlement in clause 15.2, employees will be entitled to 
unpaid family and domestic violence leave as per any relevant legislation. 

Notice and Evidentiary Requirements 

15.5 The employee shall give the School notice as soon as reasonably practicable of their 
request to take leave under this clause. 

15.6 If required by the School, the employee must provide evidence that would satisfy a 
reasonable person that the leave is for the purpose as set out in clause [1]. Such evidence 
may include a document issued by the police service, a court, a health professional, a 
family violence support service, a lawyer, a financial institution, an accountant or a 
statutory declaration. 

15. 7 The School must ensure that any personal information provided by the employee to the
School concerning an employee's experience of family and domestic violence is kept 
confidential. 
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Contact person 

15.8 The School will nominate a contact person to provide support for employees experiencing 
family and domestic violence and notify employees of the name of the nominated contact 
person. An employee experiencing family and domestic violence may raise the issue with 
the nominated contact person, their immediate supervisor, Health and Safety 
Representatives or their union delegate/shop steward. 

15.9 Where requested by an employee, the contact person will liaise with the employee's 
supervisor on the employee's behalf, and will make a recommendation on the most 
appropriate form of support. 

Individual Support 

15.1 O In order to provide support to an employee experiencing family and domestic violence and 
to provide a safe work environment to all employees, the School will consider any 
reasonable request from an employee experiencing family and domestic violence for: 

(a) changes to their span of hours or pattern or hours and/or shift patterns;

(b) job redesign or changes to duties;

(c) relocation to suitable employment within the School;

(d) a change to their telephone number or email address to avoid harassing contact;
or

(e) any other appropriate measure including those available under existing provisions
for family friendly and flexible work arrangements.

Workplace Safety 

The School will implement a workplace safety plan with specific measures to minimise the 
risk that employees will be subject to violent or abusive behaviour at work and protocols 
for dealing with a crisis situation. 

16. Sabbatical Leave

16.1 The Employer may grant a permanent employee sabbatical leave on 80% of salary 
subject to the Employee agreeing to have his/her annual salary reduced by 20% for a 
period of four years, and the employee entering into an agreement with the employer 
covering the terms and conditions of the sabbatical leave. 

16.2 Sabbatical leave shall be taken immediately following the completion of the relevant work 
period during which salary was reduced under 16.1. 

17. Leave Without Pay

17.1 Discretion of Employer 

An Employee may apply for leave without pay, however the granting of such leave, and 
the terms on which such leave is granted (if granted), will be at the sole discretion of the 
Employer. 
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17.2 During any period of leave without pay, the Employee's entitlements under this Agreement 
are suspended. Leave without pay does not break the continuity of employment but any 
period of leave without pay in excess of 10 days in any school year is not taken into 
account in calculating the period of service of the Employee for any purpose of this 
Agreement. 

18. Examination Leave

An Employee will be granted leave with pay to attend compulsory examinations in an
approved relevant course of study.

19. Qualification Conferral Leave

An Employee will be granted leave with pay for up to one day for the purpose of having a
degree/diploma or other qualification conferred in an approved relevant course of study.

20. Jury Service Leave

20.1 Entitlement 

(a) This clause does not apply to a Casual Employee or an Emergency Teacher

(b) An Employee if required to appear and/or serve as a juror will be entitled to be 
granted leave for the period during which attendance at court is required.

20.2 Conditions 

(a) An Employee must notify the employer as soon as possible of the date upon which
the Employee is required to attend for jury service.

(b) An Employee must provide the employer with written proof of the requirement to
attend for jury service and an estimate of the duration of the absence from duty.

(c) The Employee must inform the Employer immediately of any change to the known
period of absence and provide the Employer with written proof of the payments
made by the Court Authorities with respect to jury service.

20.3 Reimbursement 

Subject to clause 20.2 of this Agreement an Employer will reimburse an Employee granted 
leave an amount equal to the difference between the amount paid in respect of the 
Employee's attendance for such jury service and the amount of salary the Employee 
would have received had the Employee not been on jury service. 

21. Remuneration Packaging

The School will offer remuneration packaging to employees who request it in writing. This
will be provided on the basis of Australian Taxation Office requirements, School policies,
and the agreement between the parties.

22. Introduction of Major Change

22.1 School's Duty to Notify 

(a) Where the School has made a definite decision to introduce a major change to:
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(i) production

(ii) program

(iii) organisation

(iv) structure

(v) school calendar or

(vi) technology

that is likely to have a significant effect on employees, the School will notify the 
employees who may be affected by the major change ("the relevant employees"), 
of the decision to introduce the major change. 

(b) "Significant effect" includes:

(i) termination of employment

(ii) major changes in the composition, operation or size of the School's
workforce, or in the skills required

(iii) the elimination or diminution of job opportunities (including promotion
opportunities or job tenure)

(iv) the alteration of hours of work

(v) the need for retraining employees or relocating employees to another
workplace

(vi) the restructuring of jobs.

(c) With the exception that where this Agreement makes provision for alteration of any
of the matters referred to in this clause an alteration will be deemed not to have
significant effect.

22.2 School's Duty to Discuss Change 

(a) As soon as practicable after making its decision, the School will discuss with the
relevant employees:

(i) the introduction of the changes referred to in 21.1

(ii) the effects the changes are likely to have on employees

(iii) measures to avert or mitigate the adverse effects of such changes on
employees

(b) For the purposes of such discussion and subject to 21.2.3, the School will provide
in writing to the employees concerned, all relevant information about the changes
including:

(i) the nature of the changes proposed

(ii) the expected effects of the changes on employees and
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(iii) any other matters likely to affect employees.

(c) For the purposes of such discussion under 21.2.2, the School will not be required
to disclose confidential or commercially sensitive information.

(d) The School will give prompt consideration to matters raised by the relevant
employees in relation to the changes.

(e) relevant employees may appoint a representative for the purposes of the
procedures in this clause.

(f) If:

(i) a relevant Employee appoints, or relevant Employees appoint, a
representative for the purposes of consultation, and

(ii) the Employee or Employees advise the Employer of the identity of the
representative,

(iii) the Employer must recognise the representative.

22.3 Consultation about changes to rosters or hours of work 

(a) Where the School proposes to change an Employee's regular roster or ordinary
hours of work, the School must consult with the Employee or Employees affected
and their representatives, if any, about the proposed change.

{b) The School must:

(i) provide to the Employee or Employees affected and their representatives, if
any, information about the proposed change {for example, information
about the nature of the change to the employee's regular roster or ordinary
hours of work and when that change is proposed to commence);

(ii) invite the Employee or Employees affected and their representatives, if any,
to give their views about the impact of the proposed change (including any
impact in relation to their family or caring responsibilities); and

(iii) give consideration to any views about the impact of the proposed change
that are given by the Employee or Employees concerned and/or their
representatives.

(c) The requirement to consult under this clause does not apply where an Employee
has irregular, sporadic or unpredictable working hours.

23. Communication & Consultation

23.1 Carey Baptist Grammar School and the employees of the School recognise the benefit of 
communication and consultation in relation to decisions that impact on employees. 

23.2 Open communication in an environment of trust and mutual respect that creates a solid 
foundation for collaboration is supported by the parties of this Agreement. 

23.3 Communication and consultation take a number of forms. It is the responsibility of all 
parties of this Agreement: 
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(a) To maintain a professional approach to issues of communication and consultation
at all times.

(b) To take the opportunity afforded by the various methods of communication across
the School to maintain an awareness of the key issues affecting the School and
impact on employees.

(c) To identify or clarify any areas of misunderstanding or non-understanding
whenever they arise.

(d) To provide or solicit feedback, or raise any points of concern through School
section structures for consultation and discussion including staff meetings; or the
appropriate colleague(s) in accordance with line management responsibilities or
staff representation.

23.4 Employees and staff representatives are encouraged to provide feedback and raise issues 
directly to the School Management Team. Where issues which are of significant concern 
to a cross-section of employees or to the School; or issues which arise in relation to the 
implementation of this Agreement are not resolved, the Principal or staff representatives 
may seek to convene a Consultative Committee. The Consultative Committee is not a 
forum for raising individual staff grievances or a decision making body but makes 
recommendations to the School Management Team. 

23.5 The Consultative Committee shall be representative of professional groups and comprise 
nominated members of staff, the staff IEU representative, the Principal and up to three 
nominees of the Principal. One staff representative will be nominated from: 

(a) Middle & Senior School

(b) Junior School Kew

(c) Junior School Donvale

(d) Professional Support Staff

(e) School Assistants

23.6 Nominations from each section will be received by the Principal within three months of 
making this Agreement and where required an election of nominees supported. If a 
nomination is not received for a section of the school (as set out in clause 23.5 above) or a 
position becomes vacant, the School will notify staff and seek applications. 

23.7 The Committee will meet when requested by the Principal or a majority of staff 
representatives. Agenda items will be provided to the Consultative Committee no less 
than five working days (or as soon as is reasonably practicable) prior to the scheduled 
meeting. 

24. Agreement Flexibility

24.1 The Employer and Employee covered by this Agreement may agree to make an individual 
flexibility arrangement to vary the effect of terms of the agreement if: 

(a) the agreement deals with one or more of the following matters:

(i) arrangements about when work is performed;
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(ii) overtime rates;

(iii) penalty rates;

(iv) allowances;

(v) leave loading; and

(b) the arrangement meets the genuine needs of the Employer and Employee in 
relation to one or more of the matters mentioned in paragraph (a);

(c) the arrangement is genuinely agreed to by the Employer and Employee.

24.2 The Employer must ensure that the terms of the individual flexibility arrangement: 

(a) are about permitted matters under section 172 of the FW Act 2009; and

(b) are not unlawful terms under section 194 of the FW Act 2009; and

(c) result in the Employee being better off overall than the Employee would be if no
arrangement was made.

24.3 The Employer must ensure that the individual flexibility arrangement: 

(a) is in writing; and

(b) includes the name of the Employer and Employee; and

(c) is signed by the Employer and Employee and if the Employee is under 18 years of
age, signed by a parent or guardian of the Employee; and

(d) includes details of:

(i) the terms of the Agreement that will be varied by the arrangement; and

(ii) how the arrangement will vary the effect of the terms; and

(iii) how the Employee will be better off overall in relation to the terms and
conditions of his or her employment as a result of the arrangement; and

(iv) states the day on which the arrangement commences.

24.4 In making an individual flexibility agreement, the Employee is entitled to be accompanied 
by a support person of their choice. 

24.5 The Employer must give the Employee a copy of the individual flexibility arrangement 
within 14 days after it is agreed to. 

24.6 The Employer or Employee may terminate the individual flexibility arrangement: 

(a) by giving no more than 28 days written notice to the other party to the
arrangement; or

(b) if the Employer and Employee agree in writing - at any time.
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25. Letter of Appointment

Each employee, upon engagement, shall be issued with a letter of employment by the
School. The letter shall, as a minimum, specify date of commencement, duties,
classification, salary payable and probation period (where applicable) and the Agreement
under which the person is employed.

26. Redundancy

26.1 Definition

Redundancy occurs where the Employer has made a definite decision that the Employer
no longer wishes the job the Employee has been doing to be done by anyone and that
decision leads to the termination of employment of the Employee, except where this is due
to the ordinary and customary turnover of labour.

26.2 Redundancy Procedures 

(a) Where a redundancy dispute arises, if it has not already done so, the Employer will
provide the affected Employee(s) and the Employee's representative (if requested
by any affected Employee) in good time, with relevant information:

(i) the reasons for any proposed redundancy;

(ii) the number and categories of Employees likely to be affected; and

(iii) the period over which any proposed redundancies are intended to be
undertaken.

(b) Where a redundancy dispute arises and discussions occur in accordance with this
clause, the Employer will, as early as possible, consult on measures taken to avert
or to minimise any proposed redundancies and measures to mitigate the adverse
affects of any proposed redundancies on the Employees concerned.

26.3 Transfer to lower paid duties 

(a) An Employer may transfer an Employee whose position is redundant to lower paid
duties provided the Employee is given the same period of notice that the Employee
would have been entitled to if the employment had been terminated.

(b) The Employer may, at the Employer's option, make payment in lieu of notice of an
amount equal to the difference between the former ordinary rate of pay and the
new ordinary rate for the number of weeks of notice still owing.

26.4 Severance pay 

(a) In addition to the period of notice prescribed for ordinary termination in clause 27,
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 

Less than 1 year 
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Period of Continuous Service 

1 year but less than 2 years 

2 years but less than 3 years 

3 years but less than 4 years 

4 years but less than 5 years 

5 years but less than 8 years 

8 years or more 

(b) For the purpose of this clause:

Severance Pay 

4 weeks' pay 

8 weeks' pay 

10 weeks' pay 

12 weeks' pay 

14 weeks' pay 

2 weeks pay per year of service to a 
maximum of 26 weeks 

(i) Week's pay means the ordinary rate of pay for the Employee concerned.

(ii) Continuity of service includes all service for which paid leave was
applicable. Paid leave may include personal leave (sick leave, carer's leave
and compassionate leave), school holidays, long service leave,
examination leave, qualification conferral leave and leave during which
accident make-up payments are being received by the Employee. Periods
of unpaid leave are not included, except at the discretion of the Employer.

26.5 Employee leaving during notice period 

(a) An Employee whose employment is terminated by reason of redundancy may
terminate the contract of employment during the period of notice.

(b) An Employee who terminates the contract of employment under clause 26.S(a) is
entitled to the same benefits and payments under this clause had the Employee
remained with the Employer until the expiry of such notice. However, in this
circumstance, the Employee is not entitled to payment in lieu of notice.

26.6 Alternative employment 

The general severance pay prescription provided for in this clause does not apply where 
the Employer obtains acceptable alternative employment for an Employee. 

26. 7 Job search entitlement

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

(b) If the Employee has been allowed leave without loss of pay for more than one day
during the notice period for the purpose of seeking other employment, then the
Employee will, at the request of the Employer, be required to produce proof of
attendance at an interview.

(c) An Employee will not receive payment for the time absent where the Employee
does not produce proof of attendance at an interview in accordance with the
Employer's request.

Carey Baptist Grammar School Bargaining Agreement 27 2018 



(d) For the purpose of clause 26.7(b) and 26.7(c) of this Agreement, a statutory
declaration will be sufficient proof.

26.8 Employees exempted 

This clause 26 does not apply where employment is terminated as a consequence of 
conduct that justifies summary dismissal or to probationary Employees or to Employees 
engaged on a casual or emergency basis or for a specific period of time or to complete a 
specific task or tasks. 

27. Termination of Employment

This clause does not apply to probationary Employees or to Employees engaged on a
casual or emergency basis or for a specific period of time or to complete a specific task or
tasks.

27 .1 Notice of termination by the Employer

(a) Where the School terminates employment for reasons of redundancy or
unsatisfactory performance, the School will provide notice in writing or full payment
in lieu on the following basis:

(b) To a Teacher or School Assistant with less than five (5) years' continuous service,
the Employer will give seven weeks' notice in writing, wholly within the one school
term or payment in lieu. Where a Teacher of School Assistant has had five (5) or
more years' continuous service with the Employer, the Employer will give a full
term's notice in writing or payment in lieu.

(c) To all other employees, four (4) weeks' notice or payment in lieu will be provided
save that this will be increased by 1 week if the employee is over 45 years old and
has completed at least 2 years of continuous service with the Employer.

(d) Where the School terminates employment for reasons of misconduct, the School
may provide notice as above or may terminate employment summarily in cases of
serious misconduct.

27.2 Notice of Termination by the Employee 

(a) The notice of termination required by an Employee is the same as that required of
the Employer, save that there is no requirement on the Employee to give additional
1 weeks' notice based on the age of the Employee concerned.

(b) Where an Employee fails to give the required notice in terms of 27.2(a), the School
has the right to withhold from any monies and benefits due to the Employee on
termination, an amount not exceeding the amount the Employee would have been
paid had they given the required notice.

(c) Subject to the provisions of the FW Act, the Employer may also deduct school fees
and, or personal expenses owed by the Employee on termination.

27 .3 The periods of notice described above may be varied by mutual agreement in writing 
between the Principal and the Employee concerned. 

27.4 Payment in lieu of notice, at the Employer's discretion, will be made if the appropriate 
notice period is not required to be worked. Employment may be terminated by the 
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Employee working part of the required period of notice and by the Employer making 
payment for the remainder of the period of notice. 

27.5 Payment in lieu of notice is calculated by taking the amount of salary an Employee would 
have received by working during the notice period if the Employee's employment had not 
been terminated. 

28. Unsatisfactory Performance

This clause does not apply to probationary Employees or to Employees engaged on a
casual or emergency basis or for a specific period of time or to complete a specific task or
tasks.

Management of an Employee's performance will occur in accordance with the process set
out below (Due Process).

28.1 Commencement of Due Process

Due process will commence with the School advising the employee in writing of:

(a) the School's concerns with the Employee's performance;

(b) the time, date and place of the first due process meeting;

(c) the Employee's right to be accompanied by a nominee of the Employee's choice at
all due process meetings;

(d) the School's right to terminate the employment should due process not resolve the
School's concerns.

28.2 Due Process Meetings 

Due process meetings will: 

(a) include discussion of the School's concerns with the Employee's performance;

(b) give the Employee an opportunity to respond to the School's concerns;

(c) include discussion of any counselling or assistance, where appropriate, available
to the Employee;

(d) include documentation, where appropriate;

(e) set periods of review, as appropriate.

29. Unsatisfactory Conduct

(a) This clause does not apply to probationary Employees or to Employees engaged
on a casual or emergency basis or for a specific period of time or to complete a
specific task or tasks.

(b) Management of an Employee's conduct will occur in accordance with the process
set out below.

(c) Where termination of employment may take place for reasons related to 
unsatisfactory conduct, the School will investigate the alleged misconduct, provide
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the Employee with an opportunity to respond to the allegations and take 
disciplinary action deemed appropriate by the School. Where an issue of 
misconduct is to be investigated, an Employee is entitled to be accompanied by a 
support person of the Employee's choice. Disciplinary action may include 
termination of the Employee's employment. 

30. Statement of Service

Upon termination of employment, an Employee may request a statement of service. Upon
receipt of such a request, the School will provide the Employee with a statement
specifying:

(a) the period of employment; and

(b) the classification of or type of work performed by the Employee

31. Superannuation

Compulsory or Prescribed Superannuation

(a) The School will make payment of 1 % above the rate prescribed under
Commonwealth Government legislation of salary to ongoing Employees. The rate
prescribed under Commonwealth Government legislation will apply for all other
Employees.

(b) In consultation with its Employees, the School shall make superannuation
payments to a range of superannuation funds.

32. Fee Remissions for Children of Staff

This clause does not apply to Employees engaged on a casual or emergency basis or for
a specific period of time or to complete a specific task or tasks.

32.1 Employees (other than those excluded above) will be offered a remission of enrolment, 
tuition fees for their natural or adopted children enrolled in the School. 

Employees will retain the discounts as designated in 30.2 and 30.3 during their 
employment at the School, subject always to the right of the School to vary the discount 
available to an Employee upon giving not less than twelve months' written notice of such 
variation. 

32.2 Children of on-going full-time Employees are educated at the School from the Preparatory 
year in the Junior Schools under the following conditions: 

(a) Employees appointed before 1 February 1987 will be entitled to have the
enrolment and base tuition fee discounted by 70%.

(b) Employees appointed on or after 1 February 1987 and before 1 February 1994 will
be entitled to have the enrolment and base tuition fee discounted by 60%.

(c) Employees appointed on or after 1 February 1994 will be entitled to have the
enrolment and base tuition fee discounted by 50%.

32.3 Employees will be entitled to receive 50% discount on the 3-year old and 4-year old 
Kindergarten programs. 
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32.4 Employees will be entitled to receive 50% discount on Outside School Care programs at 
the School. 

32.5 For part-time Employees, the fee remission will be applied pro-rata on the basis of the 
Employee's current part-time fraction. 

32.6 In all cases, the enrolment requirements, and expectations at the time of entry must be 
complied with. 

33. Staff Appraisal

33.1 An Employee in the first year of experience shall participate in an induction process, whilst 
newly appointed Employees with experience will participate in an orientation process. The 
induction/orientation process shall be determined by the Principal or his appointee in 
consultation with the Employee to assist the Employee's professional development. 

33.2 The performance of the Employee shall be subject to periodic reviews, at which time the 
Employee will be provided with feedback regarding his/her progress and development. 

33.3 Where the performance of the Employee proves to be unsatisfactory, grounds may exist 
for instituting due process in accordance with clause 29 above. However, where a problem 
exists in relation to the Employee's performance, the School shall not use the induction 
process in substitution for, or as an alternative to, in whole or in part, due process. 

34. Staff Appraisal

The School views its staff as having responsibility for the performance of a range of duties 
and responsibilities, whilst recognising the importance of accountability and self
improvement. The School will therefore provide opportunities for staff to reflect on and 
improve their performance through participation in a system of formative staff appraisal. At 
the same time, the Principal and Principal's delegates will evaluate and review the 
performance of staff and provide them with appropriate feedback. 

35. Professional Learning & Development

35.1 The School recognises that the area of Professional Learning & Development is 
essentially a partnership between staff and School. The School through its commitment to 
quality teaching and learning has the responsibility for providing support and active 
encouragement for its staff to enrich their professional practice through a diverse range of 
opportunities both within and beyond the School. The staff have the responsibility, 
individually and as a whole, to assess their own professional needs and interests and to 
actively pursue these for their own professional enrichment which in turn will enhance the 
quality of teaching and learning within the classroom and the overall quality of education at 
the School. 

35.2 The School shall make opportunities and resources available for employees to become 
involved in professional development through programmes provided in school and by 
outside agencies. 

35.3 The School shall make available to staff at least one student free day each term as a 
professional development day. All staff (including part time staff) are required to attend 
each professional development day. Where a part time staff member is required to attend 
professional development on a day that is not normally a working day for that staff 
member, the staff member will be paid for their attendance at their ordinary time rate or 
will receive time off in lieu. 
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35.4 This clause does not apply to Employees engaged on a casual or emergency basis or for 
a specific period of time or to complete a specific task or tasks. 

35.5 An Employee will be reimbursed 50% of the Higher Education Contribution Scheme levy, 
up to a maximum of $500 per semester, due for a unit of study which has been 
successfully completed and for which the Employee has been given prior written approval 
by the Principal. 

35.6 As provided in clause 18 above, an Employee will be granted leave with pay to attend 
compulsory examinations in an approved relevant course of study. 

36. Payment of Salaries

Employees will be paid monthly as nearly as possible on the middle of each month and
paid one half month in arrears, one half month in advance.

37. Breaks

Employees have an entitlement to at least half hour unpaid meal break no later than 5
hours after commencing work.

38. Meal Allowance

38.1 Application 

The Employer will supply an Employee with a meal should the Employer require an 
Employee to remain at school continuously until after 7 p.m. on any day. Where the 
School does not provide a meal, a Meal Allowance of $17.00 will be paid to the Employee. 

38.2 Exception 

An exception to this is that the Employer need not provide a meal or meal allowance if an 
Employee can reasonably return home for meals. 

39. Occasional Use of Own Vehicle

39.1 If from time to time an Employee is required to use their own private vehicle for authorised 
School use (not for the transport of students) the employee will be reimbursed at the rate: 

(a) Motor car - 76 cents per kilometer for a maximum of 1800 km per annum

(b) Motor cycle - 25 cents per kilometer for a maximum of 1800 km per annum.

39.2 School use excludes travel between work and home. Use of own private car must be 
authorised by the Head of School or line manager prior to the event. 

39.3 All costs associated with School use, including petrol and oil will be met by the Employee. 
The School will not reimburse any insurance costs in the event of a claim made following 
an accident or damage to the Employee's car or other cars involved whilst being used for 
occasional School use, including loss of no claim bonus or payment of excess. 

40. Accident Make-up Pay

Where an Employee is incapacitated for work by reason of a work related injury or illness
and becomes entitled to receive weekly payments under the Workplace Injury
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Rehabilitation and Compensation Act 2013 (Vic) the Employer must pay to the Employee 
the difference between such weekly payments and the normal remuneration of the 
Employee for a period or periods in the aggregate of up to 39 weeks in respect of each 
such injury or illness but only for so much of that period as the Employee remains 
employed by the Employer. 

41. Breakage and Loss

An Employee who takes reasonable care will not suffer loss of income for any accidental
breakages or loss of property which occurs in the normal course of the Employee's duties.

42. Protective Clothing

Where protective clothing is deemed necessary by the Employer for the performance of 
duties, the Employer will either provide such clothing or reimburse the Employee for
reasonable cleaning costs incurred (upon the provision of receipts).

43. Outside Employment

All staff have a duty of fidelity to the School and are required not to engage in any activity
which would conflict, or have the potential to conflict, with their obligations to the School.
Therefore, those who intend to engage in other work whilst employed by the School, are
required to obtain the Principal's approval before becoming engaged in such other work.

44. Confidentiality

44.1 The Employee will not during the term of his or her employment or following termination 
reveal any of the confidential information of the School to any other person whatsoever, 
unless authorised in writing by the School. 

44.2 "Confidential information" will include personal and organisational information which has 
been specifically designated as confidential by the School and any information which 
relates to the commercial and financial activities of the School, the unauthorised 
disclosure of which may embarrass, harm or prejudice the School or any of its employees 
or its students. It does not extend to information already in the public domain unless such 
information arrived there by unauthorised means. 

SECTION C -CONDITIONS OF EMPLOYMENT THAT APPLY TO TEACHERS 

45. Duties and Allocation of Teachers

45.1 The ordinary duties of a teacher include face to face teaching with associated preparation, 
marking and reporting; care of students; attendance at assemblies; attendance at chapel; 
supervisory duties; involvement in co-curricular activities; involvement in outdoor 
education programs; participation in staff professional development and scheduled 
meetings 

45.2 The duties and workload of a teacher will vary in line with the needs of students and the 
operational requirements of the School. 

45.3 The School's expectations of teachers will include, but not be limited to: 

(a) undertaking direct teaching of groups of students and individual students as
determined by the School
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(b) participation in the pastoral care program as determined by the School

(c) participation and assistance in the preparation and supervision of School activities

(d) undertaking school related activities such as Parent/Student/Teacher meetings,
staff meetings, co-curricular and sporting programs/events, camps, excursions,
Open Days and Speech Night

(e) contribution to the development, implementation and evaluation of a curriculum
area or other curriculum programs within the School

(f) participation in professional learning & development activities

(g) participation in some School decision-making processes.

45.4 Such participation and assistance is to be on a pro-rata basis for part-time employees. 

45.5 The ordinary hours of work for a Full Time Teacher will be in accordance with the NES 
and averaged over a period of 12 months. The averaging period will be the School Year, 
except that where this Agreement comes into effect from a date other than the first day of 
the School Year, the first period of averaging will be for the remainder of that School Year. 

45.6 Where a Teacher is employed for part only of a School Year, averaging will be over the 
period of employment in that School Year. 

45.7 In addition, a Teacher is required to work such reasonable additional hours as are 
necessary to perform the Teacher's duties. 

(a) The ordinary full-time face to face class room teaching hours for each section of
the School are deemed to be 35 hours per fortnight for secondary, 22.5 hours per
week for primary and 29.25 hours per week for kindergarten.

46. School holidays and annual leave (not applicable to Emergency Teachers)

46.1 During the school holidays, Teachers are relieved of the obligation to attend the School 
without any loss of pay but may be required to perform such professional duties as are 
reasonably necessary to enable the proper performance of the Teacher's role. The 
Teacher's role is defined by the Employer. School holidays are deemed to include the 
entitlement to annual leave as stipulated by the NES. 

46.2 School Holidays are not a period of authorised leave for the purpose of the FW Act. 

46.3 Where a Teacher takes unpaid leave for more than ten (10) working days during Term 
time, the number of weeks of Term time will be reduced by the number of weeks taken. 
The entitlement to paid School Holidays during the School Year will be calculated 
pursuant to the formula in 46.4. 

46.4 If a Teacher's employment is terminated or a Teacher resigns prior to the end of term 4 in 
any School Year, or a Teacher is employed for part only of a School Year, the Teacher is 
entitled to payment of School Holidays in recognition of the averaging hours of work under 
this Agreement, pursuant to the following formula: 

Number of weeks of an Employee's Term Time 

] 

X School Holiday Time -Absence during term time
Total number of term weeks at the School 
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47. Classifications and Pay Rates

47.1 Schedule 1A sets out the classification structure, progression arrangements and salaries 
for a Teacher, including a Casual Teacher 

4 7 .2 The salary specified in Schedule 1 A or 1 B is in compensation for all hours worked under 
this Agreement, including any additional hours. 

48. Part Time Teachers

48.1 The Employer may employ an Employee on a part time basis in accordance with this 
clause. 

48.2 A Part Time Employee may be required by the Employer to fulfil the same duty 
requirements as a full time Teacher on a pro rata basis. 

48.3 The Employer will specify the hours of work upon appointment and may vary such hours 
by agreement from time to time. 

48.4 A Part Time Employee is entitled to be paid not less than the relevant pro rata rate of pay 
specified in schedule 1 A of this Agreement using the following formula .. The amount paid 
to the Employee is for all hours worked by the Employee including any reasonable 
additional hours. 

Hours of face to face teaching 
X Annual Salary 

Hours of full time teacher's face to face teaching 

48.5 A part-time Teacher who is engaged to work at greater than 90% of the hours of a full
time Teacher will be considered full-time, save where the engagement is at the request 
of the Teacher. 

49. Emergency Teachers

49.1 The Employer may engage an Employee on a daily or half day basis to fill in for a Teacher 
who is absent from duty. 

49.2 An Employee must not be engaged pursuant to this clause for longer than 15 consecutive 
school days, or for up to one term by agreement between an individual Emergency 
Employee and an Employer. 

49.3 An Employer can require an Emergency Employee to undertake the full teaching load and 
extra curricular duties of the Employee who is absent from duty. 

49.4 An Emergency Teacher is not entitled to any of the following benefits under this 
Agreement: 

(a) notice of termination of employment

(b) redundancy

(c) remuneration packaging

(d) annual leave
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(e) school holidays

(f) non-attendance time

(g) leave loading

(h) public holidays

(i) paid personal leave

0) paid compassionate leave

(k) accident make-up pay

(I) paid parental leave

(m) school fee remission

49.5 An Emergency Teacher is entitled to unpaid carer's leave, long service leave and jury 
service leave as per the NES, where eligible. 

50. Fixed Term Teachers

50.1 Fixed Term Teachers are employed for a specified period of time to undertake a specified 
project; to undertake a specified task which has a limited period of operation or for which 
ongoing requirement has not been identified; to replace a teacher on leave; or to replace a 
teacher whose employment has terminated after the commencement of the school year or 
for whom notice of less than seven weeks has been provided. 

50.2 A Fixed Term Teacher is entitled to be paid not less than the rate of pay specified in 
section 1 A of this Agreement in accordance with the Employee's qualifications and 
experience. 

50.3 Fixed Term Teachers employed pursuant to this clause are entitled, where appropriate, to 
the provisions of this Agreement, on a pro rata basis. 

50.4 A Fixed Term Teacher is entitled to the benefits of this Agreement on a pro rata basis 
where the Employee is employed part time or where the Employee has been employed for 
a period of less than 12 months. 

50.5 A Fixed Term Teacher not entitled to any of the following benefits under this Agreement: 

(a) notice of termination (where the date of cessation of employment is stated at the
time of appointment)

(b) jury service leave other than under the NES

(c) redundancy

(d) accident make-up pay

(e) paid parental leave

(f) school fee remission

50.6 Upon engagement, the employer must inform the Fixed Term Teacher in writing: 
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(a) the date of commencement of employment; and

{b) the date of cessation of employment.

(c) the benefits which are applicable to the Specified Term Teacher under this
Agreement; and

(d) the rights under this Agreement of any Employee(s) being replaced.

51. Responsibility Allowances

51.1 Responsibility allowances may be paid in addition to salary for certain functions. 
Allowances will be provided as an agreed fixed dollar and subject to annual review. The 
Principal will determine any such functions, and will determine the level of allowance 
applicable to each such function. These determinations will be published to staff. Where 
a function is shared, the payment may also be shared. Where a function that attracts an 
allowance ceases to exist, the allowance will terminate. 

51.2 At the start of each school year employees holding a position of responsibility will be 
issued with a letter stating as a minimum the dollar and/ or time allowance. 

51.3 A listing of all responsibility allowances will be communicated to employees by the 
commencement of term 4 of the preceding year. 

51.4 Where an employee is asked to undertake the duties of another person for which a 
responsibility allowance is paid, then the employee undertaking those duties shall be paid 
the responsibility allowance for the period of time for which they assume the duties. 

51.5 Schedule 1 B sets out the applicable the position of responsibility structure and applicable 
rates of pay. 

SECTION D - CONDITIONS OF EMPLOYMENT THAT APPLY TO SCHOOL ASSISTANTS 

52. School Assistants

School Assistant means a person who is ancillary to the process of teaching and includes
laboratory technicians, laboratory managers, library technicians, integration aides, school
and teacher aides.

(a) Total normal full-time hours worked during the week shall be 37.5 hours per week
or 7.5 hours per day with a one hour unpaid lunch break.

(b) Commencement times will be based on hours that best suit work duties as outlined
in the relevant Job Description. The timing of work may be varied by the School
from time to time in line with operational requirements.

{c) The arrangement for the employee's ordinary hours of work, will be directed, but
not limited to:

(i) daily starting and finishing times;

(ii) the time and duration of meal breaks, provided the meal break is not less
than 30 minutes and is commenced not more than five hours after
commencing work;
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(iii) attendance at school meetings;

(iv) flexible work arrangements.

53. Rates of Pay

53.1 Schedule 2A sets out the classification structure for School Assistants

A School Assistant or a School Assistant's manager may request to have a classified
position reviewed for possible change in job classification when the current job
specification no longer matches the position's assigned duties and responsibilities.
Classification decisions are based on the descriptors for each level, the role and
responsibilities required to be performed by the Employer and the Employee's
qualifications and experience required for the carrying out of the role. Classification
decisions are not based on an employee's job performance or on a comparison to the
work that other employees perform. Request for review shall be made to the Director of 
Human Resources.

53.2 Schedule 28 sets out the salary of a School Assistant. 

54. Calculation of paid annual leave

54.1 The School may employ a school assistant to work 47 weeks with five weeks' paid annual
leave.

54.2 The School may employ a school assistant to work during term time only (39 weeks) with 
pro-rata of five weeks' paid annual leave, the total annual salary being spread over twelve 
months. 

54.3 The School may employ a school assistant to work a number of weeks between the two 
options in 52.1 and 52.2. In each case the annual remuneration will be calculated to 
reflect pro-rata of five weeks' paid annual leave, with the resulting salary spread over 
twelve months. 

54.4 Cashout of Annual Leave 

Where a School Assistant works 4 7 weeks with five weeks annual leave and an employer 
and employee agree, the employee may cashout their accrued annual leave if the 
employee elects to do so in writing provided an annual leave balance of four week 
remains available to the employee 

55. Overtime

55.1 Most work will be during the normal hours of work as specified in role description, however
hours in excess of normal hours may be required to be worked from time to time. Hours in
excess of normal hours must be approved in advance by the School and time in lieu taken
at a time to be mutually agreed with supervisor within 4 weeks or next term break.
Overtime taken as time off during ordinary time hours will be taken at the ordinary time
rate that is an hour for each hour worked. Where this cannot be accommodated due to
operational constraints, overtime will be paid as follows:

I Time worked I Overtime rate 
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Time worked Overtime rate 

Monday - Friday 150% of the ordinary hourly rate of pay for the first three hours 
and 200% of the ordinary hourly rate of pay thereafter 

Saturday 150% of the ordinary hourly rate of pay 

Sunday & Public 200% of the ordinary hourly rate of pay 
holidays 

55.2 Make-up time 

An employee may elect, with the consent of the employer, to work make-up time under 
which the employee takes time off during ordinary hours, and works those hours at a later 
time, during the spread of ordinary hours provided in this agreement. 

56. Higher Duties

An employee may be asked to carry out duties applicable to a classification higher than
their current classification. Where the employee performs such duties for more than five
days and those duties constitute the whole or substantially the whole type of duties which
would attract the higher classification, the employee will be paid at the rate of pay
applicable to the higher classification for the whole period during which duties are
performed.

SECTION E - CONDITIONS OF EMPLOYMENT THAT APPLY TO PROFESSIONAL SUPPORT 
EMPLOYEES 

57. Professional Support Staff

57 .1 Positions for Professional Support Service employees shall be classified using 
documented evaluation criteria. The criteria outlined in Schedule 3A of this Agreement will 
provide a basis for classification. The job classification will be the basis for compensation 
decisions. 

57.2 Grading shall be given on the basis of a comparison of the work performed in the position 
with the duties, which are specified as "typical" at each of the grades. A position need not 
involve all the duties listed as "typical" of the grade nor are the typical duties the only ones 
which may be required. 

57.3 A Professional Support Staff or a Professional Support Staff's manager may request to 
have a classified position reviewed for possible change in job classification when the 
current job specification no longer matches the position's assigned duties and 
responsibilities. Classification decisions are based on the descriptors for each level, the 
role and responsibilities required to be performed by the Employer and the Employee's 
qualifications and experience required for the carrying out of the role. Classification 
decisions are not based on an employee's job performance or on a comparison to the 
work that other employees perform. Request for review shall be made to the Director of 
Human Resources. 
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58. Hours of Work

58.1 Total normal full-time hours worked during the week shall be 37.5 hours per week or 7.5 
hours per day with a one hour unpaid lunch break. 

58.2 Commencement times will be based on hours that best suit work duties as outlined in the 
relevant Job Description. The timing of work may be varied by the School from time to 
time in line with operational requirements. 

(a) The School may employ Professional Support employees to work 47 weeks with
five weeks' paid annual leave.

(b) The School may employ Professional Support employees to work during term time
only (39 weeks) with pro-rata of five weeks' paid annual leave, the total annual
salary being spread over twelve months.

(c) The School may employ Professional Support staff to work a number of weeks
between the two options. In each case the annual remuneration will be calculated
to reflect pro-rata of five weeks' paid annual leave, with the resulting salary spread
over twelve months

59. Rates of Pay

59.1 Professional Support Service employees working full-time hours for 47 weeks with five
weeks' annual leave shall be paid the rates appropriate to their classification as set out in
Schedule 3B.

59.2 A Part Time Employee shall be paid not less than the relevant pro rata rate of pay. 

59.3 Salary Bands overlap in recognition of the principle of merit and provides the opportunity 
for people to demonstrate merit. 

Merit increase will be determined by employer judgement with regard to organisational 
needs and with regard to the employee's achievement of mutually agreed goals 
negotiated between the employee and their nominated member of the School 
Management Team as a part of the employee's performance development process. 

Merit increases will at all times assume a performance consistent with the Band criteria. 

60. Annual Leave

60.1 Employees are entitled to five weeks annual leave on ordinary pay at the completion of
each year of employment. Annual leave may be taken in such periods as are mutually
agreed between the Principal and the employee. Where mutual agreement cannot be
reached, the Principal will direct when the leave must be taken.

60.2 Cashout of Annual Leave 

Where an employer and employee agree, the employee may cashout their accrued annual 
leave if the employee elects to do so in writing provided an annual leave balance of four 
week remains available to the employee 

60.3 An employee may apply to the Employer to purchase up to 4 weeks additional annual 
leave per year by having leave without pay deducted from their salary on a salary sacrifice 
basis. Approval of such application will depend on the Employer's operational 
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requirements and will be subject to applicable legislation. If the application is approved by 
the Employer, any fringe benefits tax due on the arrangement will be deducted from the 
employee's salary. 

61. Overtime

61.1 Most work will be during the normal hours of work as specified in role description, however 
hours in excess of normal hours may be required to be worked from time to time. Hours in 
excess of normal hours must be approved in advance by the School and time in lieu taken 
at a time to be mutually agreed with supervisor within 4 weeks or next term break. 
Overtime taken as time off during ordinary time hours will be taken at the ordinary time 
rate that is an hour for each hour worked. Where this cannot be accommodated due to 
operational constraints, overtime will be paid as follows: 

Time worked Overtime rate 

Monday- Friday 150% of the ordinary hourly rate of pay for the first 
three hours and 200% of the ordinary hourly rate of 
pay thereafter 

Saturday 150% of the ordinary hourly rate of pay 

Sunday & Public holidays 200% of the ordinary hourly rate of pay 

61.2 Recall 

Where an employee is on occasion recalled to work for brief period (less than one hour) 
the employee will be paid a minimum of one hours pay at the appropriate overtime rate 
provision or by agreement given time in lieu. 

61.3 Make-up time 

An employee may elect, with the consent of the employer, to work make-up time under 
which the employee takes time off during ordinary hours, and works those hours at a later 
time, during the spread of ordinary hours provided in this agreement. 

62. Request for flexible Work Arrangements

A Professional Support Employee or group of Professional Support Employees or a long 
term casual who has a reasonable expectation of continuing employment on a regular and 
systematic basis may request the Employer in writing for a change in working hours which 
may include a time in lieu system, providing reasons and details of the request. In 
authorising and establishing a flexible work arrangement, the School will review the 
request in conjunction with its legislative obligations, taking into account the operational 
hours, the role of the person(s) requesting the changes arrangement, the impact / 
practicality of implementing the requested change and, if approved, will establish and 
document in a letter of appointment the position procedures relating to hours of work and 
absence/leave arrangements, and the length of the agreement. If the request is refused 
by the Employer on reasonable business grounds, reasons will be provided. 
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63. Higher Duties

An employee may be asked to carry out duties applicable to a classification higher than
their current classification. Where the employee performs such duties for more than five 
days and those duties constitute the whole or substantially the whole type of duties which
would attract the higher classification, the employee will be paid at the rate of pay
applicable to the higher classification for the whole period during which duties are
performed. 

SECTION F - POSTING OF THE AGREEMENT 

64. Posting of the Agreement

The School shall post copy of the Agreement in Staff rooms and on the School intranet. 

SECTION G - DECLARATION 

65. Declaration

This Agreement is made at 349 Barkers Road Kew, VICTORIA on 

Signed for and on behalf of. 

Carey Baptist Grammar School 
(A.C.N. 

Principal: Philip 

Address: { .i � 
In the presence of V 

Witnes5/Y 

Na*-, 7.i<uO.J
Address: M It� -, t: "--A ,r,.. A� 

�',,� .dAlflle,,tS KoA}J 
K£tJ :1101 

The Staff of Carey Baptist Grammar School 

I am authorised by the Employees to approve this agreement being made 

Name: 
� 

Address: Address: 
34-9 �s Rd kf',aj 34'\ �WS �, V-..'<.. -..J) 1 

3, 0 l

3tO I. 
Carey Baptist Grammar School Bargaining Agreement 42 2018 



Address: �I Mo..C.12..0loYl i9y'-e,
t3nlvJUV\ l'J'1l-.. J1c �

Name: 

Address: G, C,u;,,vi,'v1,_::l-1&J11M S1-
& x: Hlll 3i2&'· 

\ 

In the pres
m�2/ 

Witness
-4

��=---"'"'.___-

Name: Oodot#'t 7,,r,/oJ 

Address: ��6., �AArPA /... 

3it 'J /;.t/J<K £L /(,, I!!) 

/t.l:J,J J/0/ 
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SCHEDULE 1A - Teacher classification, progression and rates of pay

A full time Teacher will be paid not less than the following annual rate of pay according to 
classification and years of experience. 

Level 2018 2019 2020 2021 
PTT $ 75,281 $ 77,690 $ 80,176 $ 80,176 

1 $ 77,870 $ 80,362 $ 82,933 $ 82,933 
2 $ 81,350 $ 83,953 $ 86,640 $ 86,640 
3 $ 85,211 $ 87,938 $ 90,752 $ 90,752 
4 $ 88,967 $ 91,814 $ 94,752 $ 94,752 
5 $ 93,635 $ 96,631 $ 99,724 $ 99,724 
6 $ 97,518 $ 100,639 $ 103,859 $ 103,859 
7 $ 103,035 $ 106,332 $ 109,734 $ 109,734 
8 $ 106,281 $ 109,682 $ 113,192 $ 113,192 
9 $ 111,925 $ 115,507 $ 119,203 $ 119,203 

Leading $ 118,503 $ 122,295 $ 126,208 $ 126,208 
Teacher 10 

Leading $ 124,125 $ 128,097 $ 132,196 $ 132,196 
Teacher 11 

Salary levels incorporate the entitlement to annual leave loading 

1. Teacher Progression

A Teacher with a 4 year approved training course beyond secondary school and including
teacher training will commence at level 1 and will then progress on to level 9 in annual
increments on 1 February following the anniversary of the Full Time Teacher's appointment,
or in the case of non-continuous service, on 1 February following the completion of the
equivalent of a school year.

1.1 An Employee employed for 40 per cent or less of a full teaching load will be required
to complete 24 months' service before progressing to the next level.

1.2 Permission to Teach Progression 

(a) A Permission to Teach Teacher will be paid not less than Level PTT

(b) Where a Permission to Teach Teacher receives Full or Provisional
Registration with the Victorian Institute of Teaching, the person will be
classified at the level commensurate with the teaching experience gained
whilst undertaking the requisite qualification.

1.3 Leading Teacher- Levels 10 and 11

(a) Subject to Clause 28 and 29 of this Agreement, appointments to Leading
Teacher levels 10 and 11 are for a three year period and then subject to
review. A review of the promotion and review process for the appointment of
Leading Teachers will be undertaken within three months of making this
Agreement by committee comprising the representatives from the School
Management and teaching staff representative from Junior School, Middle
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School and Senior School. The Committee will make recommendation(s) to 
the Principal. 

(b) The salary of an existing Leading Teacher who does not meet the criteria
established for review will be paid no less than their existing salary.

2. Emergency Teacher Rates

AC asua 

Hourly 

Half day 

Full day 

eac er w1 IT h ·11 b e pa1 no ess an e ra es o pay as o ows: 
.
d t I th th t f t II 

1/02/2018 1/02/2019 1/02/2020 

$ 60.67 $ 62.61 $ 64.61 

$ 182.00 $ 187.46 $ 193.46 

$ 364.00 $ 375.65 $ 387.67 

1/02/2021 

$ 64.61 

$ 193.46 

$ 387.67 

Casual relief teachers are entitled to a minimum payment of three hours in respect of employment 
on any one day. 
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SCHEDULE 1B - Teacher Positions of Responsibility Allowances 

The School will pay not less than the following allowances to teachers filling positions designated at 
the following levels: 

% of Level 
Level 9base 2018 2019 2020 2021 

salary 

A 1.50% $1,679 $1,733 $1,788 $1,788 

B 2.00% $2,238 $2,310 $2,384 $2,384 

C 3.00% $3,358 $3,465 $3,576 $3,576 

D 4.00% $4,477 $4,620 $4,768 $4,768 

E 4.50% $5,037 $5,198 $5,364 $5,364 

G 5.00% $5,596 $5,775 $5,960 $5,960 

H 7.00% $7,835 $8,085 $8,344 $8,344 

I 7.50% $8,394 $8,663 $8,940 $8,940 

J 8.50% $9,514 $9,818 $10,132 $10,132 

K 10.00% $11,192 $11,551 $11,920 $11,920 

L 12.00% $13,431 $13,861 $14,304 $14,304 

M 14.00% $15,669 $16,171 $16,688 $16,688 

N 17.00% $19,027 $19,636 $20,264 $20,264 

0 16.00% $17,908 $18,481 $19,072 $19,072 

p 22.00% $24,623 $25,411 $26,225 $26,225 

Q 20.00% $22,385 $23,101 $23,841 $23,841 

R 15.00% $16,789 $17,326 $17,880 $17,880 

y 25.00% $27,981 $28,877 $29,801 $29,801 
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SCHEDULE 2A - Classification of School Assistants 

1. Classifying School Assistants

Positions for allied School Assistants employed in libraries, laboratories and as learning co
educators will be classified in accordance with the following criteria.

Grading will be given on a basis of a comparison of the work performed in the position with
the duties which are specified as "typical" at each of the grades. A position need not
involve all the duties listed as "typical" of the grade nor are the typical duties the only ones
which may be required.

1.1 Definitions

(a) Definition: Supervision

(i) Close supervision: clear and detailed instructions are provided. Tasks are 
covered by standard procedures. Deviations from procedures or unfamiliar
situations are referred to higher levels. Work is regularly checked.

(ii) Routine supervision: direction is provided on the tasks to be undertaken with
some latitude to rearrange sequences and discriminate between established
methods. Guidance on the approach to standard circumstances is provided
in procedures, guidance on the approach to non-standard circumstances is
provided by a supervisor. Checking is selective rather than constant.

(iii) General direction: direction is provided on the assignments to be undertaken,
with the Employee determining the appropriate use of established methods,
tasks and sequences. There is some scope to determine an approach in the
absence of established procedures or detailed instructions, but guidance is
readily available. When performance is checked, it is on assignment
completion.

(iv) Broad direction: direction is provided in terms of objectives which may 
require the planning of staff, time and material resources for their completion.
Limited detailed guidance will be available and the development or 
modification of procedures by the Employee may be required. Performance
will be measured against objectives.

(b) Definition: Classification dimensions

(i) Competency

The skill, complexity and responsibility of tasks typically required at each
classification level.

(ii) Judgment, independence and problem solving.

Judgment is the ability to make sound decisions, the consequences of
decisions taken or actions performed. Independence is the extent to which
an Employee is able (or allowed) to work effectively without supervision or
direction. Problem solving is the process of defining or selecting the
appropriate course of action where alternative courses of actions are
available. This dimension looks at how much of each of these three qualities
applies at each classification level.
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(iii) Level of supervision

This dimension covers both the way in which Employees are supervised or
managed and the role of Employees in supervising or managing others.

(iv) Typical activities

Examples of activities typically undertaken by employees in different roles at
each of the classification levels.

2. Classifications

2.1 School Assistant Level 1

An Employee at this level will learn and gain competency in the basic skills required by the
Employer. In the event that the increased skills/competency are required and utilised by the
Employer, classification to a higher level within the structure may be possible.

(a) Competency

Competency involves application of knowledge and skills to a limited range of tasks
and roles. There is a specific range of contexts where the choice of actions is clear.
The competencies are normally used within established routines, methods and
procedures that are predictable. Judgments against established criteria may also be
required.

(b) Judgment, independence and problem solving

The Employee follows standard procedures in a predefined order. The Employee
resolves problems where alternatives for the Employee are limited and the required
action is clear or can be readily referred to a more senior Employee.

(c) Level of supervision

Close supervision or, in the case of more experienced Employees working alone,
routine supervision.

(d) Typical activities

(i) Classroom support

A. Providing general assistance of a supportive nature to Teachers, as 
directed

B. Assisting student learning, either individually or in groups, under the
direct supervision of a higher level School Assistant or a Teacher

C. Assisting with the collection, preparation and distribution of classroom
materials

D. Assisting with clerical duties associated with normal classroom
activities, e.g. student records, equipment records, etc.

E. Assisting Teachers with the care of students on school excursions,
sports days, sports training and other classroom activities

(ii) Preschool/childcare services
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A. Learning and implementing the policies, procedures and routines and 
the requisite basic skills

B. Learning how to establish relationships and interacting with children

C. Attending to the physical, social and emotional needs of children on
an individual or group basis

D. Assisting in the development of good relations with families attending
the facility

E. Performing basic duties, including food preparation, cleaning or
gardening

2.2 School Assistant Level 2 

An Employee at this level performs work above and beyond the skills of an Employee at 
Level l. 

(a) Competency

Competency at this level involves application of knowledge and skills to a range of
tasks and roles. There is a defined range of contexts where the choice of actions
required is clear. There is limited complexity of choice of actions required. On
occasion, more complex tasks may be performed.

(b) Judgment, independence and problem solving

Applies generally accepted concepts, principles and standards in well-defined areas.
Solves relatively simple problems with reference to established techniques and 
practices. Will sometimes choose between a range of straightforward alternatives.

An Employee at this level will be expected to perform a combination of various
routine tasks where the daily work routine will allow the latitude to rearrange some
work sequences, provided the prearranged work priorities are achieved.

(c) Level of supervision

Routine supervision of straightforward tasks; close supervision of more complex
tasks. Where Employees are working alone, less direct guidance and some
autonomy may be involved.

(d) Typical activities

(i) Classroom support

(ii) Providing assistance with the educational program where limited discretion
and judgment and/or specific skills are involved

(iii) Curriculum/resources services

A. Performing a range of basic library transactions, including processing,
cataloguing and accessioning books, stocktaking, preparing display
materials, using circulation systems, general photocopying and
related clerical tasks
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B. Maintaining, controlling, operating and demonstrating the use of
audio-visual equipment, where there is limited complexity, including
assisting with audio and video recording

C. Maintaining booking and repair/replacement systems for equipment

D. Maintaining catalogues of recorded programs in accordance with
established routines, methods and procedures

E. Maintaining equipment and materials

F. Caring for fauna and flora

G. Preparing teaching aids under direction

H. Preparing standard solutions and less complex experiments

I. Assisting students and Teachers to use the catalogue and/or locate
books and resource materials

J. Explaining the function and use of library and library equipment to
students

K. Under direction, assisting teaching staff to take story groups

L. Searching and identifying fairly complex bibliographic material
organising inter-library loans

M. Answering ready references inquiries

N. Operating a wide range of audio-visual or computer equipment

0. Demonstrating and explaining the operation of audio-visual, computer
and other similar equipment

P. Providing technical support to Teachers

Q. Recording materials by means of sound and photographic equipment,
etc.

R. Implementing measures for proper storage control and handling or
disposal of dangerous or toxic substances

S. Culturing, preparing for use and being responsible to the relevant
manager for the security of bacterial, viral or other like substances

T. Ordering supplies and materials

U. Within a defined range of contexts, where the choice of actions is
clear, maintaining scientific equipment, materials and specimens

V. Assisting with the design/demonstration of experiments and scientific
equipment, as directed

(iv) Preschool/childcare services
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A. Assisting in the implementation of the children's program under
supervision

B. Assisting in the implementation of daily care routines

C. Developing awareness of, and assisting in the maintenance of, the
health and safety of children in care

D. Understanding and working according to the policies and procedures
associated with the children's program

E. Responsibility for food preparation, cleaning, gardening or general
maintenance under the guidance of the director or the director's
nominee

F. Demonstrating knowledge of hygienic handling of food and
equipment

2.3 School Assistant Level 3 

An Employee at this level performs work above and beyond the skills of an Employee at 
Level 2. 

(a) Competency

Competency at this level involves application of knowledge with depth in some
areas and a broad range of skills. There are a range of roles and tasks in a variety
of contexts. There is some complexity in the extent and choice of actions required.
Competencies are normally used within routines, methods and procedures. Some
discretion and judgment is involved in the selection of equipment, work organisation,
services, actions and achieving outcomes within time constraints.

(b) Judgment, independence and problem solving

Exercise judgment on work methods and task sequence within specified timelines
and standard practices and procedures. Answers are usually found by selecting
from specific choices defined in standard work policies or procedures.

(c) Level of supervision

In some positions, routine supervision, moving to general direction with experience.
In other positions, general direction. When Employees are working alone, they may
work semi autonomously.

(d) Typical activities

(i) Classroom support

A. Providing assistance or guidance to other Employees in the work
area

B. Liaising between the school, the student and the student's family
where some discretion and judgment are involved

C. Assisting student learning, where some discretion and judgment is
involved, including evaluation and assessment, under the supervision
of a Teacher, of the learning needs of students
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(ii) Curriculum/resources

A. Providing assistance or guidance to other Employees in the work
area

B. Providing technical assistance in the operation of a library, laboratory,
or technology centre, where some discretion and judgment are
involved

C. Preparing cataloguing for library materials

D. Supervising the operation of circulation systems

E. Answering reference and information inquiries, other than ready
reference

F. Assisting in evaluating and selecting equipment and supplies

G. Providing guidance in the use of information systems

H. Producing resource materials, e.g. multi-media kits, video and film
clips

I. Teaching audio-visual, computer and other technical skills to students
and Teachers

J. Searching and verifying bibliographical data where some judgment
and discretion are involved

K. Producing, displaying and/or publicising materials

L. Assisting students and Employees to access information and to use
equipment in a library, laboratory or a technology centre where some
discretion and judgment are involved

M. Assisting with supervision of students in the library where some
discretion and judgment are involved

N. Providing technical assistance and advice, as requested

0. Assisting with the planning and organisation of a laboratory or
technology centre and field work

P. Testing of experiments and demonstrating experiments (with
Teachers)

(iii) Preschool/childcare services

A. Assisting in the preparation, implementation and evaluation of
developmentally appropriate programs for individual children or
groups

B. Responsibility for recording observations of individual children or
groups for program planning purposes for qualified Employees

C. Working with individual children with particular needs, under direction
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D. Assisting in the direction of untrained Employees

E. Undertaking and implementing the requirements of quality assurance

F. Working in accordance with food safety regulations

2.4 School Assistant Level 4 

An Employee at this level performs work above and beyond the skills of an Employee at 
Level 3. 

(a) Competency

Competency at this level involves application of knowledge with depth in some
areas and a broad range of skills. There are a range of roles and tasks in a variety
of contexts. There is complexity in the extent and choice of actions required. Some
discretion and judgment is involved in the selection of equipment, work organisation,
services, actions and achieving outcomes within time constraints.

(b) Judgment, independence and problem solving

Exercise judgment on work methods and task sequence within standard practices
and procedures. Answers are usually found by selecting from specific choices
defined in standard work policies or procedures.

(c) Level of supervision

Work under general direction and may work semi autonomously.

(d) Typical activities

(i) Classroom support

A. Providing assistance or guidance to other Employees in the work
area

B. Liaising between the school, the student and the student's family
where some discretion and judgment are involved

C. Assisting student learning, where some discretion and judgment is
involved, including evaluation and assessment, under the supervision
of a Teacher, of the learning needs of students

(ii) Curriculum/resources

A. Providing assistance or guidance to other Employees in the work
area

B. Providing technical assistance in the operation of a library, laboratory,
or technology centre, where some discretion and judgment are
involved

C. Preparing descriptive cataloguing for library materials

D. Supervising the operation of circulation systems
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E. Answering reference and information inquiries, other than ready
reference

F. Assisting in evaluating and selecting equipment and supplies

G. Providing guidance in the use of information systems

H. Producing resource materials, e.g. multi-media kits, video and film
clips

I. Teaching audio-visual, computer and other technical skills to students
and Teachers

J. Searching and verifying bibliographical data where some judgment
and discretion are involved

K. Producing, displaying and/or publicising materials

L. Assisting students and Employees to access information and to use
equipment in a library, laboratory or a technology centre where some
discretion and judgment are involved

M. Assisting with supervision of students in the library where some
discretion and judgment are involved

N. Providing technical assistance and advice, as requested

0. Assisting with the planning and organisation of a laboratory or
technology centre and field work

P. Testing of experiments and demonstrating experiments (with
Teachers)

2.5 School Assistant Level 5 

An Employee at this level performs work above and beyond the skills of an Employee at 
Level 4. 

(a) Competency

Competency at this level involves self-directed application of knowledge with
substantial depth in some areas. A range of technical and other skills are applied to
roles and functions in both varied and highly specific contexts. Competencies are
normally used independently and both routinely and non-routinely. Discretion and 
judgment are required in planning and selecting appropriate equipment, service
techniques and work organisation for self and/or others.

(b) Judgment, independence and problem solving

Problem solving involves the identification and analysis of diverse problems. Solve
problems through the standard application of theoretical principles and techniques at
degree level. Apply standard technical training and experience to solve problems.
Apply expertise to the making of decisions. Being responsible for co-ordinating a
team to provide an administrative service.

(c) Level of supervision
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Routine superv1s1on to general direction, depending on tasks involved and 
experience. May supervise other staff at levels Level 4 and below. 

(d) Typical activities

(i) Curriculum/resources services

Providing specialist technical advice, direction and assistance in the
Employee's area of expertise using the application of knowledge gained
through formal study/qualifications applicable to this level

(ii) Preschool/childcare services

A. Responsibility, in consultation with the director or the director's
nominee, for the preparation, implementation and evaluation of a
developmentally appropriate program for individual children or groups
of children in care

B. Responsibility for the direction and general supervision of lower level
Employees

C. Ensuring a safe environment is maintained for children and
Employees

D. Ensuring that records are maintained accurately for each child in the
Employee's care

E. Developing, implementing and evaluating daily care routines

F. Ensuring adherence to the policies and procedures

G. Liaising with families
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SCHEDULE 2B - Carev School Assistants Pav Scales
2018 2019 2020 2021 

5 weeks leave I 39 weeks worked 5 weeks leave I 39 weeks worked I 5 weeks leave I 39 weeks worked I 5 weeks leave I 39 weeks worked 

Levell 

1.1 
I s 1.2 $ 

53,200 

·I 
s 

54,700 $ 
44,145 

I 
s 

45,389 $ 
55,062

1 
$ 

56,615 $ 
45,690 

,
_$ 

46,978 $ 
s6,s24 

-1-
s 

58,426 $ 
47,152

1
_$ 

48,481 $ 
56,824 

58,426 

$ 
$ 

47,152 -------------
48,481 

Level2 

2.1 
2.2 

2.3 

Level3 

3.1 

3.2 

3.3 
3.4 
3.5 

Level4 
4.1 

4.2 

4.3 
4.4 
4.5 

Levels 
5,1 

5.2 

5.3 
5.4 

s 56,500 

I 
s 

$ _58,000 $ 
$ 59,700 

''
1
${62foo0�6�tnfiO'?i 

,·1 T-�,�-."_, 

46,883
1 

$ 
48,128 $ 

58,478
1 

$ 48,524 $ 
60,030 $ 49,812 $ 

$ 51,520 $ 
'/2�g�t�04f+s�?.f3'.6'BJ 
i::;r.'.';"";'.'."','.'�::,.�, - ----- -· 

60,349 $ 50,077 

61,951 $ 51,406 

64,075 $ 53,168 

!�$�,r,�:5,�$�,§�l21J 

_60,349 
61,951 

$ 50,077 

$ 51,406

$ 64,500 $ 53,521 $ 66,758 $ 55,395 $ 68,894 $ 57,167 $ 68,894. $ 57,167 
$ 65,700 $ 54,517 $ 68,000 $ 56,425 $ 70,175 $ 58,231 $ 70,175 $ 58,231 

$ _ 67,200 $ 55,762 $ _ ·-· 69,552 $ .... -··· 57,713 $ 71,778 _ $ -- ____ !i9,560 __ $ ____ _71,778 $ 59,560 

$ 69,000 $ 57,255 $ . ----- 71,415 $ ----- 59,259 $ 73,700 _$ 61,156 . $ ----- __ __73,700 $ 61,156

$ 71,500 $ 59,330 $ 74,360 $ 61,703 $ 76,740 $ 63,677 $ 76,740 $ 63,677 

fJS;z.4:ooo'.: ,$�6;0obi;{ %$'61{4'6�1t$�3;D�4� ·s_76;9-6b��$Z�;0�(Jlff -($G§�86p�'55�s&6 ;1$1��°2!$_81{5��1'1_,;l' :\$'6$:�i¥$.��¥.lt� (�llff:{1tz�s�i9t�- r��igcfi�'.[�¥,68�}

$ 77,700 $ 64,474 $ 80,420 $ 66,731 $ 82,993 $ 68,866 $ 82,993 $ 68,866 

$ 79,200 $ 65,719 $ 81,972 $ 68,019 $ 84,595 $ 70,196 $ 84,595 $ 70,196 

$ 82,000 $ 68,043 $ 84,870 $ 70,424 $ 87,586 $ 72,678 $ 87,586 $ 72,678 

$ 84,000 $ 69,702 $ 86,940 $ 72,142 $ 89,722 $ 74,450 $ 89,722 $ 74,450 

$ 86,500 $ 71,777 $ 89,960 $ 74,648 $ 92,839 $ 77,036 $ 92,839 $ 77,036 

.{ssv;ooO�Fss�;oociJ r����i'l{1i;s�1r t$9'o;?forfrg2�§;ti11 :ts1ro:1�rs2Gfsoi IS:9�1fa:ft�,rs'.tY@! r$it;4'so'l'f $;�J2I! l�3:3J?fi�J1rs11;1 NI��1lzfs'e'�i�12t'it 

$ 90,000 $ 74,681 $ 93,150 $ 
$ 92,000 $ 76,340 $ 95,220 $ 
$ 94,000 $ 78,000 $ 97,290 $ ----------

$ 96,500 $ 80,074 $ 100,360 $ 

77,295 $ 96,131 

79,012 $ 98,267 -
80,730 $ 100,403 

83,277

$ 79,768 

$ 81,541 

$ 83,313 

96,131 79,768 
, __ ---· ------

98,267 81,541 -------�-----·---- -
83,313 

Carey Baptist Grammar School Bargaining Agreement 56 2018 



Salary levels incorporate the entitlement to annual leave loading 

An employee will need to apply to progress to band X. Band X is a performance based band and salary will fall between the minimum and 
maximum range according to agreed measures and goals. 

The School will pay an adult employee not less than the rate of pay specified in the relevant Schedule for the employee's position and 
classification. The School will pay a junior employee at the following percentage of the appropriate adult rate for the position performed: 

Age 
18 and under 

19 
20 

% of adult rate 
70 
80 

90 
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SCHEDULE 3A - Carey Professional Support Staff Job Classifications

Level 1 

This classification applies to employees who are engaged in routine duties requiring no specific 
skill, prior experience or prior training. On-the-job training may be required. 

Level2 

An employee at this level is not required to have any qualifications and is required to perform any 
combination of a wide range of functions under direct supervision. The employee initially receives 
specific direction leading to routine direction which leads to knowledge of the required tasks and/or 
procedures. The employee, after gaining experience, may exercise some degree of autonomy and 
discretion. The employee will not be required to supervise other employees. 

Such positions may include positions similar to those of Level 1 but involving more complex tasks. 

Level3 

An employee at this level undertakes duties which require knowledge and skills which may be 
gained by the completion of a relevant post-secondary certificate or approved trade certificate or 
equivalent or from on the job experience considered relevant by the employer. The employee may 
be required to perform any combination of a wide range of functions under routine direction but 
may, after gaining experience exercise some degree of autonomy. 

The employee receives instructions on what is required, on unusual or difficult features and when 
new techniques or practices are involved, on the method of approach. The employee is normally 
subject to progress checks usually confined to the unusual or difficult aspects and has assignments 
reviewed on completion. Although the employee is routinely supervised, the employee operates 
with a fair degree of autonomy and may be required to supervise Level 1 or 2 employees and/or to 
supervise students while performing their normal duties. 

Level4 

The employee, in addition to the knowledge and skills required at Level 3, is required to undertake 
duties needing additional experience or knowledge such as may be gained by the completion of a 
relevant three-year post-secondary qualification or from on-the-job experience considered relevant 
by the employer. 

The employee is often required to exercise significant initiative and discretion and is required to 
demonstrate expertise. The employee is required to accept personal responsibility significantly 
beyond that of a Level 3 employee. The employee receives general instructions, usually covering 
only the broader technical aspects of the work and works with little direct supervision. The 
employee may be subject to progress checks to ensure that satisfactory progress is being made. 
The employee may be responsible to a supervisor and would usually be required to supervise 
Level 1-3 employees while performing their normal duties. 

Levels 

The employee, in addition to the knowledge and skills required at Level 4, may be required to be 
directly supervising other employees in a large, reasonably autonomous unit within the workplace 
or across the workplace. 

Positions at this level will, under general direction, assist with the coordination of the financial, 
personnel and other support services. 

Carey Baptist Grammar School Bargaining Agreement 58 2018 



As a support role to a senior administrator a position at this level would, generally, be required to 
manage a specific support function or assist the senior administrator in the management of support 
functions. This may include supervision of staff delivering a single support function, for example, 
operation of the office. 

The employee has the skills required to do the job either as a result of experience or qualifications 
or both. The employee receives limited direction and has work measured in terms of the 
achievement of stated objectives. The employee is fully competent and very experienced in a 
technical sense and requires little guidance during the performance of work. 

The employee would normally be responsible to management and would be required to supervise 
Level 1-4 employees while performing their normal duties. 

Level6 

Positions at this level will, under general direction, have the responsibility for the supervision and 
coordination of finance, personnel and other support services. 

Alternatively a position may be at this level where there is a requirement to manage a specific 
function (eg. finance, facilities etc.). However, where this occurs the position becomes a 
management role in respect to that function with the appropriate level of responsibility and 
accountability. 

The position will be responsible for the day to day management and supervision of support staff. It 
is also responsible for providing key support and timely advice to senior management, as well as 
undertaking effective liaison on behalf of the education institution with the general community, 
government agencies and service providers. 

Such positions may include positions similar to those of previous levels but involving more complex 
tasks. Positions at this level may be a support role to a senior administrator and would provide to 
that senior position support involving the day to day running of the administrative unit which will 
involve responsibility for the supervision and deployment of other support staff within clearly 
defined objectives and guidelines. 

Level7 

Positions at this level, under general direction, will be required to administer the finance, personnel, 
administration, buildings and equipment resources of the education institution. 

Positions at this level will be responsible for the day to day management and supervision of 
administrative support staff. Responsibility may also extend to the coordination of support staff 
work and duties. The position is also responsible for providing key support and timely advice to the 
senior management, as well as undertaking effective liaison on behalf of the education institution 
with the general community, government agencies and service providers. 

Positions at this level will provide a high level administrative and management support to the senior 
management. This will include ensuring all records are accurately maintained and that senior 
management are provided with all relevant reports and provide authoritative advice in relation to 
those reports and administrative policy and issues within the education institution. 

Business management becomes a key aspect at this level. This will involve the coordination and 
development of strategies across a range of functional areas which impact on the overall 
administration of the institution. 

Positions at this level will involve the coordination of support functions with a view to ensuring the 
most efficient use of resources and that the broad objectives of the institution are attained. 
Coordination of non-teaching staff across a variety of functional areas will be a requirement. 
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The position will be required to undertake investigations, prepare reports and draft responses to 
correspondence. Coordination of staff undertaking these tasks may also be required. 

Such positions may include positions similar to those of previous Levels but involving more 
complex tasks. Positions at this level could involve a single functional area providing it was of a 
highly specialised and expert level, for example, a computer systems employee who is a project 
leader and provides the highest point of reference for relevant specialist advice. The position would 
be expected to make a considerable contribution to the technical aspects of investigations, 
development of computer systems and training of staff. 
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SCHEDULE 3B - Carey Professional Support Staff Salary Levels

Min MidPoint Max Min MidPoint Max Min MidPoint Max Min MidPoint Max 

48,624 54,021 59,431 50,180 55,750 61,332 51,786 57,534 63,295 51,786 57,534 63,295 

54,737 60,803 66,881 56,489 62,749 69,021 58,296 64,757 71,230 58,296 64,757 71,230 

63,179 70,188 77,223 65,200 72,434 79,694 67,287 74,752 82,244 67,287 74,752 82,244 

71,752 79,716 87,705 74,048 82,267 90,511 76,417 84,899 93,408 76,417 84,899 93,408 

82,322 91,465 100,601 84,956 94,392 103,820 87,674 97,413 107,142 87,674 97,413 107,142 

92,411 102,678 112,972 95,368 105,964 116,587 98,420 109,355 120,318 98,420 109,355 120,318 

103,348 114,822 126,309 106,655 118,497 130,351 110,068 122,288 134,522 110,068 122,288 134,522 

116,721 129,689 142,548 120,456 133,839 147,109 124,311 138,122 151,817 124,311 138,122 151,817 

Salary levels incorporate the entitlement to annual leave loading 

The School will pay an adult employee not less than the rate of pay specified in the relevant Schedule for the employee's position and 
classification. The School will pay a junior employee at the following percentage of the appropriate adult rate for the position performed: 

Age 
18 and under 

19 
20 

% of adult rate 
70 
80 
90 
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