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4 AEU Code of Ethics for Teachers

AEU Code of Ethics for Teachers

Teachers are the educational facilitators and guides for
their students. Their task involves the provision of an
environment and experiences which are conducive to
learning, so that students can achieve their potential and
become responsible citizens who will be able to contribute
positively to the community in which they live.

The attributes required of teachers are many and varied, but should include:

tolerance,
patience,
maturity,
integrity, and
sensitivity.

The AEU trusts that all teacher members in the exercise of their professional duties will exemplify
the code.

The code

1 The primary responsibility of teachers is the welfare and development of each student
within their care.

2 Teachersshall promote close links between school and home to facilitate the welfare and
comprehensive development of each student.

3 Teachers shall promote a positive, supportive relationship between the school and the
community.

4  Teachers shall strive to create co-operative working relationships and participative
decision making processes within the workplace.

5 Teachers shall assert their professional, industrial and civil rights and support their
colleagues in the defence of these rights.

6  Teachers shall strive to fulfil their responsibilities in a manner which will enhance the
prestige of their profession.

7  Teachers shall promote a non-discriminatory working environment.

(The AEU Tasmanian Branch Council adopted this Code of Ethics at its Annual Meeting in August 1998.)



Rights of Union Workplace Representatives

Rights of Union Workplace Reps

The following Clause is included in the Tasmanian State
Service Unions’ Agreement, the Teaching Service
(Tasmanian Public Sector) Salaries and Conditions of
Employment Agreement and the Post Year 10 Teaching
Staff Agreement.

The main things this clause provides are:
Workplace Union delegateswill have:

« Recognition by the employer;
= The right to represent members on workplace issues;
= Theright to representation on consultative committees;
= The right to reasonable paid time. (If you are given no time, this does not comply
with the provision of ‘reasonable paid time.);
= Theright to call meetings of members and non-members to discuss union business;
= Access to:
= private room to meet with individual members and perform union business.
= telephone, facsimile, post, photocopying, internet and email facilities and an
appropriate notice board
= information including awards, agreements, statements of duty, departmental and
governmental policies and, where available, staff lists.
= Access to five days paid training leave in any one calendar year.
= The ability to participate in internal union forums and committees.

The Clause, which is legally enforceable, is set out here:

WORKPLACE UNION DELEGATES
1 Workplace union delegates will have recognition by the employer through:

1.1  theright to be treated fairly and to perform the role as workplace delegates without any
discrimination in employment, and the right to be treated with respect and without
victimisation by management representatives;

1.2  the right to formal recognition by the employer that endorsed union delegates speak on
behalf of union members in their workplaces and that issues raised by delegates will be dealt
with promptly and appropriately;

1.3 theright to have workplace union structures, such as delegates’ and worksite committees,
recognised and respected;

1.4  the right to represent members on workplace issues;

1.5 therighttorepresentation onconsultative committees, genuine consultation and reasonable
access to information about the workplace;

1.6  the right to reasonable paid time:

= to represent the interests of members to the employer;

e torepresent the interests of members in industrial tribunals;

e toconsult with union members;

= to participate in the operation of the union;

* to research and prepare prior to all negotiations with management;

= anopportunity to explain the benefits of union membership to employees including
new employees at the time they enter into employment;

1.7  theright to call meetings of members and non-members to discuss union business.



If you have a problem...

If you have a problem ...

If you believe you are a victim of an unjust action, or a
mistake has been made by your employer or local
management which is to your detriment, you should follow
this procedure:

1

Examine this AEU Handbook for any information about the issue of concern. This may
help you to resolve the issue without any further assistance. The AEU website
(www.aeutas.org.au) also provides much information such as relevant Awards and
Agreements which may assist you. Likewise, examination of the HR sections of the DoE
or PY10 websites may be useful.

Discuss the issue with your local AEU Workplace Representative and, if necessary,
ask him/her for assistance in resolving the matter.

See the section on ‘Dealing With Your Employer’ (page 12) in this Handbook. Always
remember that written correspondence is far preferable to phone contact, even if
you just send a fax or email. Your principal or line manager may be able to support
you in communication with your employer about your issue.

Keep copies of all correspondence to and from your employer.
If after corresponding with the Department your issue has still not been resolved to

your satisfaction, contact your local Australian Education Union office and ask for
assistance.

11



12 Dealing With Your Employer

Dealing with your employer

Keep records - forever!
Keep copies of all inward and outward correspondence with the employer -including email copies
- and retain all pay advice slips. Put them in a folder for easy reference. This is particularly
important for temporary, part-time and relief/casual staff as a pay slip may assist in proving
employment on a particular day.

Keep up to date diary entries as these are a useful way of recording the time and nature of
conversations and actions.

Always write, too:

If you have a matter which you wish to take up with your employer, certainly phone, but always
confirm your query with a letter or email. A written response from the employer will be of more
value than averbal one. The person to whom you speak may not have the authority to tell you what
youwant to know; a conversation is easily forgotten or the question/answer may be misinterpreted
by either party.

It may take some time to receive an answer. Generally speaking, the harder the problem, the longer
it will take to get a response. However, if there is no response within four weeks, send a follow-
up letter. Thatshould be followed by another within two weeks. All follow-up letters should include
a copy of the original correspondence. If this process brings you no joy, please contact your AEU
for advice.

Whenever correspondence is sent to the employer, it should be signed and dated. Keep a copy.
Make letters clear and to the point.

If you have been asked to contact a particular officer, mark your letter - ‘Attention: (Insert
Appropriate Name)’. Besides following the bureaucratic protocol, this procedure has the added
advantage that all those involved are kept informed.

General correspondence to the DoE should be addressed to the Secretary, Department of
Education, GPO Box 169, HOBART, 7001, and forwarded through your Principal/Supervisor/
Manager where possible.

Initial queries about salary payments or leave matters are best directed to the Manager, HRS
Operations Section, GPO Box 1625, Hobart 7001.

General correspondence to a PY10 entity should be addressed to the Chief Executive Officer of
either;

The Tasmanian Academy, PO Box 1234 BURNIE 7320; or

The Tasmanian Polytechnic, GPO Box 2015 HOBART 7001; or

The Tasmanian Skills Institute, PO Box 1308, LAUNCESTON 7250;
and forwarded through your Supervisor/Team Leader where possible.

Queries about salary payments, leave balances, etc., are best directed to the Executive Manager,
Human Resource Services, GPO Box 1625, HOBART 7001.

Urgent queries

If you need information urgently, phone and then fax or email your enquiry. That way you will have
awrittenrecord of the matter. Make sure you supply your return address so you receive awritten
response.

If you are contacted by telephone

If you are contacted by telephone by an officer of your employer, make a note of the officer’s
name, the message, the time and date and file this for your records. Always ask for written
confirmation of the message.
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Access to personal files
Allemployeesin the education industry have a right to view any information on their personal files.

This requires making arrangements with staff in the personnel area to see the file at a mutually
convenient time and to allow time for relevant papers to be made available. The State Service
Personnel Manual deals with procedures to be followed if adverse or incorrect records are on the
file. (These guidelines should be in schools, colleges and Learning Services Branches and are
available from the AEU.) Call the AEU if further assistance is needed.

The politics of it all

If you wish the Department or the PY10 entity to take a particular course of action, it is wise to
at least seek the support of your Principal or Manager and to then seek the support of the relevant
Learning Services Branch Officer DoE or Institute General Manager. You are more likely to succeed
in your aims if those people support your case, or, at least, if they do not oppose it.
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New Educators - a pocket guide

Welcome to your new employment in the Tasmanian State
Service. For first-line support, we suggest that you join the
AEU (if you have not already done so). At the AEU, we can
help you understand what is going on, give industrial and
professional guidance, and support you if things go wrong.
The following brief guide is to help you understand the
way in which the system works. As usual, the devil is in
the detail, or rather in what has not been detailed. For
greater detail than that provided in this Handbook, talk
with your AEU Workplace Representative, your AEU
Regional Organiser or Rod Viney, the New Educators’
Organiser in our Devonport Office (rodv@aeutas.org.au).
You might also contact our head office on 6234 9500 or,
outside the Hobart metro area, 1800 001 313.

Note: For existing New Educators and Pre-Service Teachers (students),
the AEU has produced a detailed ‘Survival Guide for New Educators’,
available to members through our head office or by email from
support@aeutas.org.au.

Employment registers
If you are looking for fixed term or relief positions, ensure you are listed on either:

= the DoE E-Pool Register for fixed term and relief recruitment -

http:/epool.education.tas.gov.au); or

* Fixed-term, sessional or relief register for the PY10 entities. (Access through either of the
entities’ web sites).

It’s a good idea to phone a couple of weeks after registering to confirm that your name actually
appears on the register

Job notification

Thisis usually done by letter to your home address (ensure that this is current with both the AEU
and your employer) but is sometimes done by phone at a very late stage. Ensure that you get an
APPOINTMENT NOTICE. If not, follow up with your employer through your officer-in-charge.
Confirm your acceptance by returning signed documentation. Keep all records - forever.

It is important to note that your contract MUST state the reason for your employment - e.g. - to
replace Mary Smith while she is on maternity leave, etc. Please call the AEU if there is no stated
reason for your employment.

Fixed term (temporary) or permanent?

You could be appointed permanently on probation, or on a fixed term (temporary) basis. A twelve
month probation applies to permanent teachers in the Do, while in PY10 the period is no more than
six months. You will be reviewed during that time by your supervisor. If the notification is for
afixed term position you will be employed ‘up to but not exceeding’ aparticular date, which often
coincides with the end of a term. However, even this period can not be guaranteed as the letter
will also state that employment may be terminated on two weeks’ notice -itis unusual, butit can
happen. At any time you have the opportunity to apply for advertised permanent vacancies. Seek
serious assistance in preparing your application.
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Permanent Replacement Teachers

After an AEU campaign, in 2005 the Minister signed off on a Ministerial Direction which allows for
temporary teachers in the DoE who have had six terms of continuous employment to be converted
to Permanent Replacement Teacher Status. Teachers remain a PRT for 4 years and after that come
under the transfer policy. Permanent Replacement Teachers are guaranteed employmentand are
paid over holiday breaks. However, they can be moved from term to termso long as itis no further
than 70km from their residence. An assignment can be for a minimum of one term. While you
are a PRT there is nothing stopping you from applying for other permanent positions as they arise.
For more information, contact your Regional AEU Organiser or the New Educators’ Organiser.

(At the time of publication, the Ministerial Direction covering PRTs is under review by the DoE.
This means that there may be some changes to the PRT system in 2009/10.)

Workload and Beginning Teachers

1. Time Release (BeTTR)
For most, teaching is a career. Do a great job but don’t flog yourself too hard, or allow
otherstodoso. Teachingisapartofyourwhole life, notall of it. Your Award, which is strongly
defended, lists a maximum on-site time of 70 hours a fortnight, and a face-to-face time
of 44 hours [K-6] and 40 hours [7-12]. In PY10, the on-site requirement is for 35 hours per
week, with 20 hours maximum Instructional Load in the Academy and an annualised teaching
load in the Polytechnic and Skills Institute.

Firstyear New Educators in the DoE and those in the Academy and the Polytechnic who possess
ateaching or education degree, as a part of the Beginning Teacher Time Release Program
(BeTTR), are also entitled to an additional two hours release time per week for full-time
employees. This is available on a pro-rata basis for teachers who are in their first year of
employment since graduation and who are employed for at least one school termat 0.5 (FTE)
or above.

2. New Teachers in the Polytechnic and Skills Institute not provided for in 1.
Afull-time employee in his/her first or second year of employment and who is undertaking
acourse of training approved by the employer can utilise up to 120 hours of direct learning
in a calendar year for the purpose of completing the course without having to ‘make-up’
such time. This can include workshops, classes or other activities. These hours may be
utilised to accommodate a block release such as for a workshop. For the purpose of this
provision, a course of training that would be approved is the Certificate IV in Training &
Assessment, the Diploma of Training and Assessment or the Bachelor of Adult and Vocational
Education.

Salary

The first pay day after you start work, you receive an amount based on the number of days worked,
your position on the incremental scale (qualifications, experience) and your full-time equivalence.
All calculations are directly proportional. Check this and subsequent pay slips, ensuring that all
deductions are correct. Save pay slips after every change.

Fill out forms

Immediately, fill inyour Employee Declaration Form and Employee Details Form to ensure that you
are, amongst other things, paid and taxed correctly. Your employer provides these, usually
through the workplace.

Appointment expenses

Provision of appointment expenses by the employer is discretionary. We encourage you to seek
reasonable and verifiable expenses associated with your appointment, particularly if the
appointment is to an isolated area or to the Bass Strait islands. Direct your request through your
school to head office.

HELP (was HECS)
Please see Salaries Information, page 94.
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Superannuation

Whether you are fixed term or permanent, your employer is required to pay 9% of your gross
income on your behalf. You can contribute, too, and we encourage you to do so, at least at a 5%
level.

Taxation
Please see Salaries Information, page 94.

Holiday pay

Provided at the same rate as your normal pay, you earn holiday pay on the basis of full-time work
equivalence. Ayear as a full-time teacher earns you a total of about 11 weeks of paid annual leave.
Your last cheque before Christmas may be bigger, for varying reasons. If you are permanent, your
normal pays will continue over the holiday period. If you are fixed term, and not necessarily
employed for the following year, you will receive a payment for the last pay period and for any
annual leave owing.

Sick leave

Normally ten working days per year for a full-time person, but in your first year you are given
20 days. Itis cumulative, but not paid out at the end of your career. If you need it, use it. Notify
your supervisor as soon as you can and fill in the form later. Avoid pressure to provide work while
you are ill. Note Communicable Diseases Leave (see page 55).

Workers compensation

Your employer is required to hold this form of insurance, and it is available to you if you are injured
at work, or as a result of your work. It applies for both injuries and diseases which can be shown
to be work-related. Do not hesitate to use it, but seek advice from the AEU when making application
(see page 127).

Professional learning record

Establish and maintain your own record of the professional learning you undertake during your
career. Thisshould include school and system based activities, compulsory and optional activities
that you undertake personally (such as_ Adult Education or through other organisations or
providers) which result in you improving your skills and knowledge which can be used in your
employment. These records are important when making application for permanency, applying
for promotable positions, or if you need to apply for recognition of prior learning to gain credit
towards further qualifications.

Need help??
Seekitassoonasyouare aware of the need (e.g. speak to your AEU Workplace Rep, New Educators’
Organiser, Regional Organiser, colleagues, supervisor, principal).

Confidential counselling, mediation of conflict resolution?
Use the Employee Assistance Program (see page 32). For assistance with personal or work-related
matters a free Employee Assistance Program is offered.

The organisation for DoE employees is M,W+ (Vicki Martin, with Associates).
Statewide FreeCall (24 hours) 1800 064 039.

The organisation for PY10 employees is Newport and Wildman.
Statewide FreeCall (24 hours) 1800 650 204.
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Education industry salaries

DoE Teaching Service Employees

Effective from s :

Rank & Level 18 March 2009 (Salaries include leave loading component)
Bl L1 $47,067 Starting point - less than 4-year trained
B1 L2 $48,546
B1 L3 $50,029
Bl L4 $51,503 Starting point - 4-year trained
B1 L5 $54,151 Starting point - 5-year trained & B.Ed. Hons
B1 L6 $56,940 5-year trained skip this level
B1 L7 $59,872 Top of scale for less than 3-year trained
B1 L8 $62,961

3-year trained spend 2 years on this level
B1 L9 $66,202
5-year trained skip this level
B1 L10 $69,569 3-year trained spend 2 years on this level
Bl L11 $72,801
Bl L12 $75,323 Top of incremental scale
B2 $81,584
B3 L1 $81,584
B3 L2 $86,795
B3 L3 $91,307
B3 L4 $98,096 Teacher Aides
B3 L5 $104,133 Effective fr_om_24 December 200_8 payday.
Salaries include leave loading.
B3 L6 $107,950 L2Y1 | (tag01/01 $37,833 p.a.
B3 L7 $111,491 & tas01/01) | ($19.40 per hour)
B3 L8 $115,766 L2Y2 | (tag01/02 $39,236 p.a.
& tas01/02) | ($20.12 per hour)
B4 L1 $115,766
L2Y3 | (tag01/03 $40,814 p.a.
B4 L2 $119,821 & tas01/03) | ($20.93 per hour)
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Relief Teachers

Daily Rate 2 Hours
L (for between 4 Hours 3 Hours i
Award C|a-SSIflcatI0n 5&7 _hours on-site on-site ('\c;l?ni:]t%
(See previous page) on-site) payment)
!Band 1 Level 1 $235.34 $188.27 $141.20 $94.14
Band 1 Level 2 $242.73 $194.18 $145.64 $97.09
Band 1 Level 3 $250.15 $200.12 $150.09 $100.06
2Band 1 Level 4 $257.52 $206.02 $154.51 $103.01
®Band 1 Level 5 $270.76 $216.61 $162.46 $108.30
4Band 1 Level 6 $284.70 $227.76 $170.82 $113.88
Band 1 Level 7 $299.36 $239.49 $179.62 $119.74
Band 1 Level 8 $314.81 $251.85 $188.89 $125.92
®Band 1 Level 9 $331.01 $264.81 $198.61 $132.40
"Band 1 Level 10 $347.85 $278.28 $208.71 $139.14
Band 1 Level 11 $364.01 $291.21 $218.41 $145.60
8Band 1 Level 12 $376.62 $301.30 $225.97 $150.65
1 Starting point - less than four-year trained.
2 Starting point - four-year trained.
3 Starting point - five-year trained and B.Ed. Hons.
4 Five-year trained - skip this level.
5 Top of scale for less than three-year trained.
6 Three-year trained spend two years on this level. Five-year trained skip this level.
7 Three-year trained spend two years on this level.
8 Top of incremental scale.

PY10 Teaching Staff

Rank & Level | 1 2000 e o1 504
B1 L1 $48,577 B2 L2 $85,291
Bl L2 $52,031 B3 L1 $81,584
B1 L3 $56,940 B3 L2 $86,795
Bl L4 $60,032 B3 L3 $91,307
B1 L5 $62,961 B3 L4 $98,096
B1 L6 $66,202 B3 L5 $104,133
B1 L7 $69,569 B3 L6 $107,950
B1 L8 $72,801 B3 L7 $111,491
B1L9 $75,323 B3 L8 $115,766
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PY10 Sessional Employees
(Effective 18 March 2009)

Classification Loaded Hourly Teacher
Rate (62.5%) Band/Level
SE1 $52.40 Band 1 Level 3
SE2 $55.25 Band 1 Level 4
SE3 $57.94 Band 1 Level 5
SE4 $60.93 Band 1 Level 6
SE5 $64.02 Band 1 Level 7
SE6 $67.00 Band 1 Level 8
SE7 $69.32 Band 1 Level 9
Life Models - $19.93 per hour

Allied Health Adult & Community Education Agreement

Professionals (Effective pay day 18 March 2009)

Agreement

(As at July 2008) Classification |Level|Annual Salary | Hourly Rate

Level 1.1 | $46,148 AEO Class 1 1 $63,845 $33.41
Level 1.2 $49,029 AEO Class 1 2 $63,845 $33.41
Level 1.3 $52,142 AEO Class 1 3 $63,845 $33.41
Level 1.4 | $55,273 AEO Class 1 4 $67,666 $35.41
Level 15 | $58,399 AEO Class 2 1 $69,577 $36.41
Level 2.1 | $61,497 AEO Class 2 2 $71,486 $37.41
Level 2.2 $64,584 AEOQ Class 2 3 $75,299 $39.41
Level 2.3 | $67,670 AEO Class 2 4 $77,217 $40.41
Level 2.4 $70,762 PSUWA new level $78,375 $41.01
Level 25 $73,844 PSUWA new level $79,551 $41.63

Level 3.1 $70,762

Level 3.2 $73,844 Adult Education Tutors
Level 3.3 $76,935 (Effective 18 March 2009)

Level 3.4 $79,272 Basic Tutor Rate |[Enhanced Rate|Prep. Time Rate

Level 3.5 $81,505 $36.00 per hour |$44.88 per hour| $25.20 per hour
Level 4.1 $81,050 Life Models - $19.93 per hour

Level 4.2 $85,167
Level 4.3 $87,223
Level 4.4 $89,558
Level 5.1 | $98,903
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Administration and Clerical Library Technicians
Effective pay day 18 March 2009 Effective pay day 18 March 2009

Band Structure Salary Band Structure Salary
Bandl B1-R1-1 $32,500 Band1l B1-R1-1 $32,500
Bandl B1-R1-2 $33,858 Band1 B1-R1-2 $33,858
Bandl B1-R1-3 $35,217 Band1 B1-R1-3 $35,217
Bandl B1-R1-4 $35,851 Band1 B1-R1-4 $35,851
Bandl B1-R2-1 $36,574 Band1 B1-R2-1 $36,574
Bandl B1-R2-2 $37,931 Band1 B1-R2-2 $37,931
Band1l B1-R2-3 $39,456 Bandl B1-R2-3 $39,456
Bandl B1-R2-4 $40,482 Band1 B1-R2-4 $40,482
Band2 B2-R1-1 $41,938 Band2 B2-R1-1 $41,938
Band2 B2-R1-2 $42,801 Band2 B2-R1-2 $42,801
Band2 B2-R1-3 $43,679 Band2 B2-R1-3 $43,679
Band2 B2-R1-4 $44,581 Band2 B2-R1-4 $44,581
Band2 B2-R1-5 $45,740 Band2 B2-R1-5 $45,740
Band3 B3-R1-1 $47,437 Band3 B3-R1-1 $47,437
Band3 B3-R1-2 $48,403 Band3 B3-R1-2 $48,403
Band3 B3-R1-3 $49,371 Band3 B3-R1-3 $49,371
Band3 B3-R1-4 $50,326 Band3 B3-R1-4 $50,326
Band3 B3-R1-5 $51,634 Band3 B3-R1-5 $51,634
Band4 B4-R1-1 $53,246 Band4 B4-R1-1 $53,246
Band4 B4-R1-2 $54,214 Band4 B4-R1-2 $54,214
Band4 B4-R1-3 $55,623 Band4 B4-R1-3 $55,623
Band4 B4-R2-1 $57,114 Band4 B4-R2-1 $57,114
Band4 B4-R2-2 $58,079 Band4 B4-R2-2 $58,079
Band4 B4-R2-3 $59,589 Band4 B4-R2-3 $59,589
Band4 B4-R2-4 $61,582 Band4 B4-R2-4 $61,582
Band5 B5-R1-1 $63,838 Band5 B5-R1-1 $63,838
Band5 B5-R1-2 $65,115 Band5 B5-R1-2 $65,115
Band5 B5-R1-3 $66,761 Band5 B5-R1-3 $66,761
Band6 B6-R1-1 $69,570 Band6 B6-R1-1 $69,570
Band6 B6-R1-2 $71,479 Band6 B6-R1-2 $71,479
Band6 B6-R1-3 $72,908 Band6 B6-R1-3 $72,908
Band6 B6-R2-1 $75,292 Band6 B6-R2-1 $75,292
Band6 B6-R2-2 $77,210 Band6 B6-R2-2 $77,210
Band6 B6-R2-3 $78,569 Band6 B6-R2-3 $78,569
Band6 B6-R2-4 $79,920 Band6 B6-R2-4 $79,920
Band7 B7-R1-1 $82,652 Band7 B7-R1-1 $82,652
Band7 B7-R1-2 $84,851 Band7 B7-R1-2 $84,851
Band7 B7-R2-1 $86,548 Band7 B7-R2-1 $86,548
Band8 B8-R1-1 $90,584 Band8 B8-R1-1 $90,584
Band8 B8-R1-2 $92,396 Band8 B8-R1-2 $92,396
Band8 B8-R2-1 $94,244 Band8 B8-R2-1 $94,244
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Laboratory Technicians Professional Stream - Librarians
Effective pay day 18 March 2009 Effective pay day 18 March 2009

Band Structure Salary Band Structure Salary
Band1 B1-R1-1 $32,500 Band1 B1-R1-1 $47,437
Band1 B1-R1-2 $33,858 Bandl B1-R1-2 $49,371
Band1 B1-R1-3 $35,217 Bandl B1-R1-3 $53,246
Band1 B1-R1-4 $35,851 Bandl B1-R1-4 $55,623
Band1 B1-R2-1 $36,574 Bandl B1-R1-5 $58,079
Band1 B1-R2-2 $37,931 Bandl B1-R1-6 $61,582
Band1 B1-R2-3 $39,456 Bandl B1-R1-7 $63,838
Band1 B1-R2-4 $40,482 Band2 B2-R1-1 $66,761
Band2 B2-R1-1 $41,938 Band2 B2-R1-2 $69,570
Band2 B2-R1-2 $42,801 Band2 B2-R1-3 $72,908
Band2 B2-R1-3 $43,679 Band2 B2-R1-4 $75,292
Band2 B2-R1-4 $44,581 Band2 B2-R1-5 $75,292
Band2 B2-R1-5 $45,740 Band3 B3-R1-A $77,210
Band3 B3-R1-1 $47,437 Band3 B3-R1-B $79,920
Band3 B3-R1-2 $48,403 Band3 B3-R1-C $81,031
Band3 B3-R1-3 $49,371 Band3 B3-R1-1 $82,652
Band3 B3-R1-4 $50,326 Band3 B3-R1-2 $84,851
Band3 B3-R1-5 $51,634 Band3 B3-R2-1 $86,548
Band4 B4-R1-1 $53,246 Band3 B3-R2-2 $86,548
Band4 B4-R1-2 $54,214 Band4 B4-R1-A $87,398
Band4 B4-R1-3 $55,623 Band4 B4-R1-1 $90,584
Band4 B4-R2-1 $57,114 Band4 B4-R1-2 $92,396
Band4 B4-R2-2 $58,079 Band4 B4-R2-1 $94,244
Band4 B4-R2-3 $59,589 Band4 B4-R2-2 $97,572
Band4 B4-R2-4 $61,582 Band5 B5-R1-A $101,638
Band5 B5-R1-1 $63,838 Band5 B5-R1-1 $106,720
Band5 B5-R1-2 $65,115 Band5 B5-R1-2 $111,802
Band5 B5-R1-3 $66,761 Band5 B5-R1-3 $111,802
Band6 B6-R1-1 $69,570 Band5 B5-R1-4 $111,802
Band6 B6-R1-2 $71,479 Band6 B6-R1-1 $130,275
Band6 B6-R1-3 $72,908 Band6 B6-R1-2 $136,789
Band6 B6-R2-1 $75,292 Band6 B6-R1-3 $143,302
Band6 B6-R2-2 $77,210 Band6 B6-R1-4 $149,816
Band6 B6-R2-3 $78,569

Band6 B6-R2-4 $79,920

Band7 B7-R1-1 $82,652

Band7 B7-R1-2 $84,851

Band7 B7-R2-1 $86,548

Band8 B8-R1-1 $90,584

Bands8 B8-R1-2 $92,396

Bands B8-R2-1 $94,244
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AEU subscription rates -

payment of subscriptions

All newly joining AEU members have three payment
options - by direct debit, credit card or the issuing of
regular invoices. (Please note that the option of receiving
an invoice is not available for any period less than one full
year.)

All options are detailed on the Membership Application
Form available from any AEU office or your AEU Workplace
Representative.

We continue to encourage those members who still pay by
deduction from payroll to ‘make the switch’. Conversion
forms are available from AEU offices or may be
downloaded from www.aeutas.org.au.

The table on the following pages sets out the formulae
used to ascertain subscription rates for each classification
of member.
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EMPLOYMENT CATEGORY

SUBSCRIPTION

FREQUENCY

1
DoE Teachers, including School
Psychologists, but excluding
Relief Teachers (see 3 below)
and beginning teachers in their
first year of service
(see 2 below)

Full Subscription 1

1% of annual salary, plus GST.

... but no more than B1L12

Annually in advance,
fortnightly, monthly or other
period by direct debit or by

credit card from your
financial institution, or
fortnightly by payroll deduction.
The last option is NOT available
to newly joining members.

2
All teachers in their
first year of service

Full Subscription 2
1% of annual salary, plus GST.
First three months of
membership free.

As for Full Subscription 1 above

3
Relief Teachers

10% of Full Subscription 1 at
B1L12 ($82.50, July 09)

Annually in advance

4
PY10 Teaching Staff

Full Subscription 4

1% of annual salary, plus GST.

... but no more than B1L9

As for Full Subscription 1 above

5
Sessional PY10 teachers
fewer than 110 hrs per annum
111 to 180 hrs per annum
more than 180 hrs per annum

15% of Full Subscription 4
25% of Full Subscription 4
40% of Full Subscription 4
... but no more than the
relevant percentage of B1L9

As for Full Subscription 1 above
except that payroll deduction
is NOT available.

6
Teacher Aides

Full Subscription 6
1% of annual salary, plus GST.

Note: Teacher Aides do not
pay subs during periods
of stand-down.

As for Full Subscription 1 above

7
Administrative & Clerical
B1L1 to B4L3
B4L4 to B5L3
B6L1 to B8L3

Full Subscription 7
1% of annual salary, plus GST.
... but no more than B2L4
... but no more than B4L4
... but no more than B6L4

As for Full Subscription 1 above

8
Laboratory Technicians and
Library Technicians
B1L1 to B4L3
B4L4 to B5L3
B6L1 to B8L3

Full Subscription 8
1% of annual salary, plus GST.

... but no more than B2L4
... but no more than B4L4
... but no more than B6L4

As for Full Subscription 1 above

9
Members employed under the
Allied Health Professionals
Agreement

Full Subscription 9
1% of annual salary, plus GST

... but no more than L2Y3

As for Full Subscription 1 above

10
Members paid under the
Adult and Community
Education Agreement

Full Subscription 10
1% of annual salary, plus GST
... but no more than
AEO Class 2 Level 1

As for Full Subscription 1 above

23
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EMPLOYMENT CATEGORY

SUBSCRIPTION

FREQUENCY

Annually in advance or pro

11
Members on leave without

$33 per annum

rata amount at start of leave

pay or unemployed members

12
Members employed in
1,3, 4,6,7,8,9, 10,
above who are
employed part-time

Percentage of the appropriate
Full Subscription according
to level and part-time load.
A minimum of 30% of the
subscription to apply

As for Full Subscription 1 above

Not applicable

13
Pre-service
(student) members

Free
(Not all benefits are available
to Pre-service members.
Please contact the
New Educators’ Organiser

Rod Viney (rodv@aeutas.org.au)

for more detail.)

As for Full Subscription 1 above

14
Any person eligible for
membership but not catered
for above

Full Subscription 1 at Band 1
Level 12 or, if the person is a
part-time employee, a

1 according to the part-time

percentage of Full Subscription

load. A minimum of 30% of the

subscription will apply.
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Allowances

Employees in the education industry are entitled to a range
of allowances. Some allowances are limited in application
to certain occupations; others are paid across the industry.
Criteria for the payment of the allowance, the source of
the funding for payment and the authority or basis for the
payment of these allowances vary. To check your
entitlement to an allowance, you should check the relevant
award or regulation. Allowances updates are published on
our website - www.aeutas.org.au.

Award Allowances

Camp Allowance

This allowance is paid to employees required to camp in the performance of their duties. Two
rates are payable - a rate where a cook is provided and a rate for camping when a cook is not
provided.

These rates are normally varied every year in accordance with the CPI.

District Allowance
Thisallowance is paid to employees stationed in “isolated areas’ and includes partial reimbursement
for STD, freight, fuel and depreciation costs. The three districts are:

Category R - (Remote locations) Bass Strait Islands, Maria Island and Bruny Island.
Category | - Locations under the Commonwealth Taxation Zone B prescription.
Category S - (Special Locations) Gladstone and Redpa.

Two rates of allowance are payable for each category - one for a person with dependent relatives
residing with him or her and a lower rate for a person without dependants.

The rates of allowance are normally varied every year in accordance with the CPI.

First Aid Allowance
This allowance is paid to eligible employees (those with appropriate qualifications) who are
appointed by the employer to perform first aid duty.

Toileting Allowance

A Toileting Allowance is paid to Teacher Aides in the DoE and PY10 who are involved in toileting
students on aregular basis. Social Trainers in the DoE are entitled to an allowance when required
to handle foul and nauseous linen in the performance of their duties.

Higher Duties Allowance

Support Staff

a) An employee (notatemporary employee) is entitled to a higher duties allowance only when the
employeeisdirected to perform duties that are classified higher than the employee’s substantive
band for a period of five or more consecutive working days. The employee is to be paid an allowance
equal to the difference between the employee’s normal salary level and the minimum salary level
of the duties being undertaken at the higher classification band.

(b) An employee who performs duties at the same higher classification band, as prescribed in sub
clause (a), for a continuous period of 12 months is eligible for salary progression, if provided for
and eligible for advancement in accordance with the advancement progression assessmentin the
higher classification band.
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(c) An employee in receipt of an allowance according to this clause is to continue to be paid the
allowance while on approved paid leave, except long service leave, provided that the duties would
have been continuous but for the period of the paid leave, and are resumed immediately on the
completion of the period of paid leave.

PY10 teachers

Where an employee (not a temporary employee), at the request or direction of the employer
performs temporarily the duties of an employee with a higher classification, for 5 or more
consecutive days, that employee shall be paid an allowance equal to the difference between the
employee’s own salary and the minimum salary of the higher position.

The allowance shall be payable for the full period of time that the employee undertakes such duties.

An expression of interest may be called, on any occasion but must be called for if it is anticipated
that the period exceeds six months, and in all other cases where a supervisor is unable to recommend
the appointment of a suitable available person from within the workplace or campus.

Where an employee, at the request or direction of the employer performs temporarily some of
the duties of an employee with a higher classification, that employee shall receive an allowance
established by reference to the proportion that the duties assumed bear to the duties of the higher
position.

If an employee receiving an HDA proceeds on approved paid leave (NOT Long Service Leave),
personal leave or leave in lieu of overtime, the employee will be paid the allowance so long as the
duties continue after the period of such leave.

DoE Teachers a higher duties allowance is paid where a teacher (not a temporary teacher), at
the request or direction of the employer, temporarily performs the duties of an employee with
ahigher classification. The allowance is equal to the difference between the employee’s own salary
and the minimum salary of the higher position.

The day onwhich the higher duties allowance commences is determined by reference to the method
by which the employee is selected to perform the higher duties. Where the employee is selected
following calling for expressions of interest on aschool, college, cluster, Learning Service or state-
wide basis, the allowance is payable for the full period of time that the employee undertakes the
duties.

Where the employee is selected by the Learning Service, principal or supervising officer without
the calling of expressions of interest, the allowance is payable on and from the eleventh day of the
employee performing temporarily the duties of an employee with a higher classification.

If an employee receiving an HDA proceeds on approved paid leave (NOT Long Service Leave),
personal leave or leave in lieu of overtime, the employee will be paid the allowance so long as the

duties continue after the period of such leave.

Leave Expenses - Bass Strait Islands

Employees stationed on the Bass Strait Islands, once they have completed three months continuous
service on one or the other of the islands, are entitled to be paid return fares for the employee
and any dependants for three trips to the mainland of Tasmania when taking leave. This travel
is subject to certain conditions. Assistance is also available in the event of the need to obtain
emergency medical or dental treatment.

Licence Reimbursement Allowance

Where an employee is not normally expected to drive amotor vehicle in performing his/her duties
but due to changed circumstances necessarily obtains and maintains a driving licence with
appropriate endorsements because of changes to duties, the employee is entitled to reimbursement
of the cost of the licence or endorsement.

Meal Allowances
Where employees are required to commence duty at headquarters not less than one and a half
hours before, or to remain on duty not less than one and a half hours after the normal hours of
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duty and that requirement necessitates them obtaining a meal away from home, ameal allowance
is paid.

These rates are normally varied every year in accordance with movements in the CPI.

More Responsible Duties Allowance

Where for a period of five days or more a permanent employee is required to perform more
responsible duties which are not capable of being paid for by a higher duties allowance, a more
responsible duties allowance shall be paid. The allowance is to be established by reference to the
value of the more responsible duties involved.

Overtime, Time-Off-in-Lieu Allowance; Penalty Payments
For information on the payment of overtime, see the section entitled Salaries Information and
overtime.

Special Allowance
A special allowance is paid to employees appointed to the following positions:

* Hagley Farm School Environment Centre « Woodbridge Marine Study
Principal, Teacher-in-Charge, Teacher Teacher-in-Charge, Teacher

« Mt Cameron Field Study Centre = Teacher-in-Charge of a special class
Teacher-in-Charge

Testing and Tagging Allowance
For employees who are required to carry out these duties and who have the appropriate four-
day TAFE qualification.

Training Course and Conference Allowance

An employee, required or authorised to attend either a training course, conference or other
similar function where full accommodation is provided at no cost to the employee, is paid an
allowance for incidental expenses for each day of attendance. This rate is normally varied every
year in line with increases in the CPI.

Travelling Allowance
There is a range of travelling allowances for employees in the education industry.

1: Excess Fares

This allowance is paid to employees not normally required to travel to different locations for the
performance of their work but who are required, for short periods of time, to work at other
locations. The allowance equates to ‘reasonable additional fares necessarily incurred’. The
allowance is not paid for more than three months in any one continuous period.

2: Kilometreage Allowances

An allowance is paid to employees who use their private vehicle for official departmental use. The
rate at which the allowance is paid depends upon the designation as either a required or an
occasional user and the size of the car engine. The allowance is paid on a cents per kilometre basis.

Required User - This rate is paid to employees who are required, in writing, by the employer
to have available on a regular basis a private motor vehicle which the employee will be required
to use for official purposes, and the employee agrees in writing to do so. This requirement can
only be withdrawn by the employer after one year’s notice in writing is given and the notice period
is to be specified to the end of 30 June, except in exceptional circumstances.

Occasional User - This rate is paid to employees who are not required users but who receive
approval from the employer to use a private motor vehicle for official purposes on an occasional
basis.

Allowance Rates - These are normally varied on two occasions per year in accordance with CPI
increases. The AEU will publish current rates by circular at the beginning of each year and following
any variations. Contact your Workplace Representative for further details.
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Excess travel allowance -employees paid under the Teaching Service (Tasmanian Public Sector)
Award and the Post Year 10 Teaching Staff Award may also be eligible for the excess travel
allowance. Thisallowance (paid at the Required User allowance rate) is paid to teachers (not relief
or instrumental musicians) appointed to two or more schools or campuses and required to attend
at eachworkplace on separate days where the total distance travelled from the teacher’s residence
toaschool or campus and return, other than the base location (school or campus at which the major
proportion of the appointment occurs or if evenly divided the nearest to the employee’s residence)
isat least 20 kilometres greater than the distance travelled from the residence to the base location
and return.

The rates are normally varied every year in accordance with increases in the CPI.

Away From Home Allowances

These are provided to employees who are required to work away from their normal place of work
and, asa consequence, cannot return home at the end of the working day. Such employees receive
an allowance for (a) overnight accommodation; (b) breakfast; (c) lunch, and (d) dinner. These
rates are varied annually in line with CPI increases.

Inaddition to the above, all employees away from home are entitled to reimbursement of reasonable
expenses incurred for (1) a telephone call to the employee’s spouse or children every 24 hours;
and (2) dry-cleaning or laundry required as the result of an extended absence.

Afurther allowance is payable to employees required to travel in the performance of their duties
within Australia by ship, aircraft, railway train or other means of conveyance, who are provided
with mealsand sleeping quarters. The allowance isalso paid (but at a rate the employer determines)
for such travel outside Australia, Papua New Guinea and New Zealand.

A further allowance is payable to employees who are required to move, through transfer or
appointment, and who are unable to obtain accommodation for their family in the district and
therefore incur additional expense or where the only available accommodation for the family

results in excessive expenditure. This allowance is paid at a rate determined by the employer.

Allowances Payable Under the State Service Act
Allowances are also payable to employees under the State Service Act. Some of these have been
superseded by Award allowances. Those listed below are only found in the regulations.

Car Hire Allowances

When the duties of an employee are such as it is necessary for that employee to use amotor vehicle
and no Government vehicle is available for that employee to use, the relevant Head of an Agency
may authorise that employee to hire a motor vehicle and to be paid an allowance at such a rate,
not exceeding the cost of the hire and operation of that motor vehicle, as that Head may determine.

Displacement Allowance

This allowance can be paid to a promoted or transferred employee, or surviving dependant to
enable the employee or dependant to relocate following early retirement or death of the employee,
on the grounds of hardship.

Depreciation Allowance
See section in this handbook on Transfer Procedures (page 120).

Expenses incurred in the sale and purchase of property
See section in this handbook on Transfer Procedures (page 120).

Relocation expenses
See section in this handbook on Transfer Procedures (page 120).
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Discrimination and Harassment

The Anti-Discrimination Act 1998, in combination with the
State Service Act, makes prescribed forms of
discriminatory conduct unlawful. (Also see Workplace
Bullying or Coercive Management, page 134.)

All workers have a right to a working environment where they treated with respect and without
harassment, victimisation or discrimination. Employment in the State Service is guided by the
following principles (i) the promotion of equity in employment, (ii) employment decisions are based
on merit (iii) the provision of a fair, flexible, safe and rewarding workplace that is (iii) free from
discrimination and which recognises and utilises the diversity of the community it serves.

The Anti Discrimination Act 1998

Subject to some exemptions and exclusions, you are only protected by the Act if you are subjected
to unfavourable treatment because of an attribute prescribed in the Act in the areas of
employment, education/training, provision of facilities, goods and services, accommodation,
membership and activities of clubs, administration of any law of the State, awards, enterprise
and industrial agreements.

The attributesinclude race, age, sexual orientation, lawful sexual activity, gender, marital status,
pregnancy, breast-feeding, parental status, family responsibilities, disability, industrial activity,
political belief or affiliation, political activity, religious belief or affiliation, religious activity,
irrelevant criminal record, irrelevant medical record, and association with a person who has, or
is believed to have, any of these attributes.

The Act also prohibits sexual harassment and victimisation. [See also the section in this handbook
on Bullying and Coercive Management (page 134)]

It covers both direct and indirect discrimination, i.e. the imposition of conditions, requirements
or practices which have an unreasonable and/or unfavourable effect on people in the categories
listed above. However, there are exemptions under the Act, such as programs that promote an
equal opportunity outcome and programs for people with special needs, as well as gender
exemptionsin certain cases, e.g. for single-sex schools. There isalso an exemption available where
the application of the Act would be unreasonable or cause unjustifiable hardship.

Organisations (including state government departments), as well as individuals, are bound by the
Act. Complaints may be made by individuals, groups or classes of individuals, unions and
organisations. The Anti Discrimination Commissioner may also initiate investigations where
reasonable grounds exist.

The first step is the investigation of a complaint, and then, if appropriate, a conciliation process
follows which is private, confidential and non-legalistic. Agreements reached in conciliation have
the same status as rulings of the Tribunal, i.e. they are binding in law.

Only when conciliation has failed is there a public hearing. This is preceded by a Directions
Conference to determine how the case will proceed.

The Tribunal is empowered to order the respondent not to repeat or continue the conduct, to
redress any loss or injury suffered by a complainant, to pay compensation, to re-employ or
promote the complainant, to pay a fine and to make a public or private apology or retraction.

In addition, it can order Heads of Agencies to exercise their powers under the State Service Act
in favour of a complainant who is a permanent member of the State Service. Finally, it can refer
complaints to the Tasmanian Industrial Commission to set aside or vary the offending conditions
of awards, enterprise agreements and industrial agreements, unless it is in the public interest
not to do so.

The Act thus provides legal redress for individuals or groups who believe they are being
discriminated against or harassed. It goes further than, and is complementary to, individual
departmental policies. It should serve to ensure that these policies are taken more seriously and
used more effectively.
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Where people feel that they are not well served by the employers’ internal policies and procedures,
they now, in certain circumstances, have the option of complaining to the Anti Discrimination
Commissioner.

Note: The advice regarding what to do about sex-based harassment under the heading below
applies equally to victims of other forms of discrimination and harassment or victimisation.

Sex-based Harassment

The AEU is committed to assisting members subjected to all forms of harassment and discrimination.
Members should be aware that they can approach any AEU officer for confidential advice, support
and/or referral asappropriate if they do not wish to use the mechanisms provided at the workplace
level.

Sex-based harassment is uninvited, unreciprocated, unwelcome, “intimidatory” or offensive
conduct of asexist or sexual nature. Itisan abuse of power in the workplace and itisdemeaning,
particularly for those who are not in a position to deal with the harasser on equal terms. Sex-based
harassment is not confined to any gender or sexuality.

Sex-based harassmentincludes a wide range of verbal and physical behaviour that causes another
person distress. It includes:

« offensive or humiliating behaviour based on a person’s sex or sexuality,
= coercive sexual behaviour that attempts to control, influence or affect the career or job
of others in the workplace.

Some examples of sex-based harassment in the workplace include:

* belittling comments based on sex role stereotyping,

= personally offensive verbal comments,

* sexual or smutty jokes,

= repeated comments about a person’s alleged sexual activities or private life,

* persistentunwelcome social invitations or phone calls from workmates at work or home,

= being singled out for particular attention,

« offensive hand or body gestures,

= physical contact such as patting, pinching, touching or putting an arm around another
person’s body at work,

= sexually exploitative or explicit posters,

« sexual assault and rape.

What sex-based harassment is not
It is not a joke. It is not funny. It is not fair. It is not harmless. It is not welcome.

You have the right to complain

Sex-based harassment can lead to intolerable work situations, feelings of insecurity and loss of self-
esteem that can result in actual or potential disadvantage to employees - both women and men -
in their general operation and in their efforts to gain promotion or transfer. It can also result
in an environment where people other than the recipient may suffer as well.

Sex-based harassment can be extremely subtle or completely overt. It may be an isolated incident
or a series of incidents but in any event it is “unlawful”.

Behaviour can be seen by different individuals in different ways - what is seen as harmless by one
person can be extremely offensive to another. Members need to consider carefully the effect of
their behaviour on others. Government Agencies have a clear responsibility to prevent sex-based
harassment. If sex-based harassment occurs, they have aresponsibility to investigate complaints,
ensure that all staff know that complaints will be treated promptly and sympathetically and that
complainants and witnesses are protected against victimisation.

If you are the recipient of sex-based harassment
= Talkthesituation overwith afriend, aHuman Resources Manager at workplaces or within
the Agency, the AEU Workplace Representative or an AEU officer.
= Read your Department’s policy and guidelines documents.
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= Oneoptionisto tell the person whose behaviour you find unacceptable that it is offensive
to you and ask them to stop doing it. You can also seek assistance from various officers
as outlined in relevant departmental documents and in this Handbook (see below). It is
often useful to keep a journal record of incidents (a paper trail may prove critical).

= If the above measures do not end the harassment you should consider making a formal
complaint in writing.

= Ifyou need help, contact the AEU. You will receive information and advice and may be
assisted, if appropriate, in making a complaint.

= The Anti Discrimination Commission will also provide procedural advice and assistance.

Its contact details are at the end of this section of the Handbook.

Remember...
= you have the right to feel physically and psychologically safe at work at all times;
e do NOT suffer in silence;
* sex-based harassment is totally unacceptable.

Anti-Discrimination Commission contact details:
Phone: 6224 4905
1800 632 716 (statewide)

Email: Antidiscrimination@justice.tas.gov.au
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Employee Assistance Programs
(counselling, mediation and conflict
resolution services)

An Employee Assistance Program is available to assist DoE
and PY10 employees and members of their immediate
families with personal and professional problems. The
service is provided by independent outside bodies
contracted and paid for by your employer. The only
information passed on to your employer is of a statistical
nature to monitor how many people are using the service.

» DoE employees: M,W+ Phone 1800 064 039
* PY10 employees: Newport and Wildman Phone 1800 650 204

Counselling (Free)

Referral to the Employee Assistance Program (EAP) may occur in several ways. Employees or
members of their immediate family may simply seek an appointment with a counsellor outside
of work time, in which case no-one in the workplace need be aware of it. (If family members
contact the service for counselling, the fact that they have done so is not disclosed to other
family members.) It is also possible to request time to see a counsellor in working hours, in
which case your supervisor will need to know where you are going, though not the details of
why you are seeking assistance. A supervisor might suggest a visit to the EAP if it appears
that an employee needs help. Union officers often recommend that members contact the EAP.
In all cases, the sessions and the information disclosed therein are confidential.

Finally, in certain circumstances, a supervisor might request that an employee attends counselling
as part of a program to improve that person’s work performance. The EAP will supply a report
to the employer only to verify that the person attended.

The organisation for DoE employees is M,W+ (Vicki Martin, with Associates).
Statewide FreeCall (24 hours) 1800 064 039.

The organisation for PY10 employees is Newport and Wildman.
Statewide FreeCall (24 hours) 1800 650 204.

The person answering the phone may ask you for brief details of why you need to speak to a counsellor
but this is just to enable you to be matched up with an appropriate person to suit your
circumstances, e.g. relationship counselling, financial counselling, etc.

Ifyou call M, W+ out of hours you may get an answering machine but you should be called back within
20 minutes if you leave a message. Without a message, your call will not be returned. Remember
togive your telephone number when leaving a message. To make an appointment please call during
business hours.

When you call Newport and Wildman, unless there are two incoming calls at the same time, your
call will always be answered by a real person, regardless of the time or day or week.

With either organisation, if you do not feel comfortable with the counsellor you are allocated, it
is possible to ask to see a different person.

DoE employees
DoE employees are allowed four free sessions with the counselling service.
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PY10 employees

PY10 employees are allowed three free sessions with the counselling service.

Mediation and Conflict Resolution (Fee for Service)

When relationships have broken down within the workplace and those involved want to resolve their
differences, mediation is a useful tool for re-establishing harmony. It provides a safe and
controlled forum for willing parties to communicate and clarify what has gone wrong and to agree
on strategies to overcome it.

When damaged relationships are impacting on productivity and/or other colleagues in the
workplace, and those involved are either unwilling to admit there is a problem or refusing to
participate in any attempt to resolve the situation, formal conflict resolution should be
considered. Unlike mediation which works only when parties enter into the process willingly,
managers may require employees to participate in conflict resolution.

M, W+ offers mediation and conflict resolution for workplaces. Unlike the counselling service,
there is a fee for these services. Because the cost is shared between the workplace and the
employer, it is essential to obtain prior approval before arranging for either mediation or
conflict resolution to occur.

DoE workplaces should contact the DoE’s Safety, Injury and Risk Management Unit: 6233 7030.
Newport and Wildman offer workplace conflict management services that include a variety of
mediation options as well as investigation, facilitation and training. All mediation type services

are fee for service and need prior approval from HR or your Manager.

PY10 workplaces should involve team leaders and the Human Resource Services: 6233 7737.
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Employee discipline and performance
problems.

Please see the document ‘Performance Management’ on
the AEU website for a detailed précis.

Misconduct:

The State Service Act 2000 incorporates a code of conduct
(“the Code’) for all employees - permanent and fixed term
- employed under the State Service Act.

If a DoE employee is found to have breached the code by
the Department Secretary, the penalties can be serious and
range from: (i) taking no further action; (ii) counselling of
the employee; (iii) reprimand or a warning to the
employee; (iv) provide further training or supervision;

(v) vary the employee’s duties provided such action is not
an imposition of a sanction; (vi) deductions from salary by
way of fine up to $2,000; (vii) reduction in salary within
the range of the employees classification;

(viii) reassignment of duties; (ix) reduction in
classification; or (x) termination of employment.

The Code (s.9) states that in the course of State Service employment

an employee and or officer must:

= behave honestly and with integrity.

act with care and diligence.

treat everyone with respect and without harassment, victimisation or discrimination.

comply with all applicable Australian law.

comply with any standing orders made by the Head of Agency

comply with any lawful and reasonable direction given by a person having authority to give

the direction.

= maintain appropriate confidentiality about dealings of, and information acquired by, the
employee in the course of that employee’s State Service employment.

« disclose, and take reasonable steps to avoid, any conflict of interest in connection with
the employee’s State Service employment.

* use Tasmanian Government resources in a proper manner.

= behave in a way that upholds the State Service Principles.

= behave in away that does not adversely affect the integrity and good reputation of the
State Service

= comply with any other conduct requirement that is prescribed by the regulations.

And must not:

= knowingly provide false or misleading information in connection with the employee’s
employment.
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= make improper use of -
(a) information gained in the course of his or her employment; or
(b) the employee’s duties, status, power or authority - in order to gain, or seek to gain
a gift, benefit or advantage for the employee or for any other person.
Further:
= Anemployee who receives a gift in the course of his or her employment or in relation to

his or her employment must declare that gift.

Actions when there is alleged breaches of the Code

The employee may be suspended at any time prior to or during the process of determining whether
a breach of the Code has occurred but there must be reasonable grounds for believing that it is
in the public interest and the employee:

(a) has or may have breached the Code in such a serious manner that the employee should
not continue in the performance of his/her duties; or

(b) has been charged with an offence punishable by imprisonment for a term exceeding six
months.

Nonetheless, the Head of Agency should ensure that other alternatives are considered before
suspending an employee.

Commissioner’s Direction #5 sets out the procedure for a determination of whether or not an
employee has breached the Code. Copies of the Direction are available from the Office of the State
Service Commissioner’s website at www.ossc.tas.gov.au.

The procedures set out in the Direction must be applied in a fair and timely manner and include

the following:

1 The employee is to be kept informed of the progress of any investigation.

2 Theemployeeistobeinformed inwriting of the essential elements of the alleged breach (and
at other points throughout the determination process). Essentially, the employee must be
provided with as much detail of the alleged breach as is possible.

3 The employee has then the right to respond in writing and present such information as the
employee feels appropriate.

4  Before beinginterviewed, the employee should be advised that anything said may be used as
evidence against him or her.

5 The employee is to be given an option of having a support person present at interview and
the interviewer should arrange for another independent person to be present to provide
verification of interview proceedings.

6 Pursuant to the Personal Information Protection Act, throughout these procedures every
effortshould be made to respect the confidentiality of the employee suspected of breaching
the Code and other employees who may be involved.

7  Theemployee mustbe provided with a copy of the Investigator’s report and allowed fourteen
days to respond to its contents.

8 Once theresponse is considered, the Agency may decide what sanction to impose but it must
be commensurate with the breach.

9 The employee may challenge the sanction and seek a review by referring the matter to the
State Service Commissioner.

11 Inany hearings or other meetings which may occur as part of the proceedings, the employee
is entitled to be represented (for example by an AEU representative) and accompanied by
a support person.

12 Prior to any sanction being imposed (which may range from counselling to dismissal) [s.10]

the employee is entitled to make a submission regarding the appropriate sanction to be

imposed.

AEU members who receive notice of an alleged breach of the Code should contact the AEU
immediately.
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Problems with work performance

From time to time the AEU receives calls from members who are challenged about their work
performance. Many issues can be cleared up quickly and informally, without the need for AEU
intervention. Competent managers will suggest means or strategies by which employees can
improve their work performance (often referred to as ‘performance management”). At all times
employees are entitled to natural justice - the employee in question has the right to disagree with
the view of management, to be heard and to have her/his views considered. In addition, all AEU
members have the right to call for AEU assistance.

The State Service Act compels the Heads of Agencies to ensure that the services of employees in
an Agency are used as effectively and efficiently as is practicable. Not surprisingly, the Agency
isto develop and implement systems to evaluate the performance of employees to ensure that the
duties of employees are performed effectively and efficiently. Commensurate with that end, the
State Service Commissioner has issued a Direction to Heads of Agency requiring a performance
management system that not only promotes and maintains the State Service principles but also:

* iswell documented and ensures confidentiality;

* s fair and equitable;

= has clearly defined objectives and performance indicators;
* implements performance reviews on an annual basis and

= containaninternal review mechanism.

It is our position that underpinning an effective system requires agreed understanding of
performance objectives, criteria and standards on the part of both supervisors and employees;
ensuring that performance evaluations relate to agreed objectives, and performance indicators
are clearly communicated to, and understood by, employees. The system must ensure that
resources and training relevant to performance objectives are clearly identified and agreed upon
and a strategy is put in place to address any identified shortfall in a teacher’s execution of her/
his duties.

It is our position that natural justice demands that the system should articulate:
(i) the standards of work expected of employees;
(i) the values; and
(iii) behaviours employees are expected to uphold in:
(a) meeting their job requirements; and

(b) communicating and working with others (i.e. performance indicators). See for example
the Tasmanian Professional Teaching Standards - Dimensions 2 and 3 and the
publication titled Teacher Improvement Program.

If unsatisfactory performance is for reasons within the employee’s control (for example, if the
employee isunwilling or refuses to follow instructions), the procedures for determining whether
or not an employee has breached the Code are to apply.

Problems with the ability to efficiently and effectively perform

duties:

As with a breach of the code of conduct, there is a formal process for the investigation of a
suggestion that an employee may be unable to efficiently and effectively perform her/his duties.

The procedures set out under Commissioner’s Direction 6 - available from the Office of the State
Service Commissioner’s website at www.ossc.tas.gov.au - are to be applied. The onus is on
management to prove that the employee isnot able to efficiently and effectively carry out the duties
assigned to him/her and for that purpose the Head of Agency may require the employee to undergo
amedical examination.

The employee may be suspended at any time prior to or during the process but there must be
reasonable grounds for believing that it is in the public interest, the Agency’s interest or the
inability is of such aserious nature thatit is inappropriate for the employee to continue to perform

assigned duties.
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The formal procedures under Commissioner’s Direction 6 are intended to be used as a last resort.
Agency performance management systems should be used initially and should be adequate for most

performance problems.

The principle of natural justice and procedural fairness underpin the process and the procedures
set out in the Direction must be applied (i) fairly and free from bias, and (ii) within a reasonable
time free from unreasonable delay and include the following:

= The employee is to be informed in writing (i) who will be conducting the investigation,
(ii) of the substance and the essential elements of the suggested inability and (iii) of the
possible implications for the employee if the matter proceeds to a determination of
inability by the Head of Agency.

= Should the employee elect to be interviewed, it must be made clear from the beginning
that anything said by the employee may be used as evidence if the matter proceeds to
adetermination by the Commissioner and that they are entitled to have a support person
present to assist the employee through the process.

= Whenaninvestigation iscomplete the Head of Agency is to inform the employee in writing
of the findings and provide the employee with an opportunity to respond.

= Ifformal hearings or meetings are held the employee has the right to be represented (such
as by an AEU representative) and to be accompanied to a hearing/meeting by a support
person.

If the employee is found to be unable to efficiently or effectively perform the duties assigned a

sanction, ranging from counselling to termination, may be imposed.

Contact the AEU
Ifitisalleged that you have breached the Code of Conduct or itis suggested that you cannot perform
your duties efficiently or effectively, you should contact the AEU.

The Employee Assistance Program

AEU members are entitled to help from the Employee Assistance Programs (see page 32 to deal
withwork or personal problems. An early approach to the EAP may mean that any problems which
might otherwise lead to formal procedures can be nipped in the bud.
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Employment status

The State Service Act 2000 is the primary employment
legislation for the DoE and Post Year 10 entities

There are two types of employment status - permanent (ongoing) and fixed term (temporary).
Each may be at full- or part-time rates. Fixed term employment under the State Service Act
includes relief teaching and casual employment.

Permanent employment

Following the successful completion of aprobation period, being in permanent employment means
thatan employee issecure in her/his job until resignation or retirement, subject only to inability
or disciplinary proceedings, ill health retirement or compulsory redundancy.

Fixed term (temporary) employment
The employer’s view of some aspects of fixed term employment is contained in Commissioner’s
Direction No 1 of 2009.

Commissioner’s Direction No. 1 of 2009
5. Fixed-Term Employment

General

5.1 Permanent employment is the usual form of employment in the State Service. However,
where necessary to meet the operational needs of an Agency, fixed-term employees may
be appointed for a specified term or for the duration of a specified task [Section 37(3)(b)
of the Act].

5.2  Afixed-termemployee engaged on acasual basisis, unless otherwise specified inan Award
or Industrial Agreement, engaged to work on anirregular basis and at short notice and where
the offered engagement may be accepted or rejected on each and every occasion, thus
excluding a casual employee from being placed on a regular employment roster.

5.3 AHead of Agency may employ a person on a fixed-term basis for a total, continuous period
of up to 24 months. This period includes the initial appointment; any subsequent
appointment to substantially the same duties; or any extensions to those appointments.

5.4  Fixed-term appointments, including extensions, that provide continuous employment in
excess of 24 months, may only be made in special and compelling circumstances and with
the prior approval of the Commissioner.

5.5 AHead of Agency must not make fixed-term appointments that could lead to the creation
of an expectation of continuing employment; that is, employment that is of a continuing or
indefinite nature or for which there is no expressed or implied end date to the contract
of employment.

5.6  Before any decision is made to make or extend a fixed-term appointment, the Head of
Agency must give consideration as to whether the duties would be more appropriately
undertaken on a permanent basis.

Advertising duties to be filled on a fixed-term basis:

5.7  Forany fixed-term appointmentup to and including 6 months, the Head of Agency may make
a selection from employees in their agency without advertising. Such appointments shall
not be subject to any extensions.

5.8  Forany fixed-term appointment of more than 6 months and up to and including 12 months
the Head of Agency must:

(a) seek expressions of interest from within that Agency, and such other Agencies as the
Head of Agency determines, for the duties to be performed; or

(b) select a person who is registered on a fixed-term employment register approved in
accordance with Section 18(1)(b) of the Act; or

(c) advertise the duties to be performed in accordance with Clause 4 of this Direction.

5.9  Foranyfixed-termappointmentgreater than 12 months, the Head of Agency must advertise
the duties Permanent employment is the usual form of employment in the State Service.
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Casual employment

Casual employment is fixed-term employment that requires a person to be employed at very short
notice onan ‘asand when’ required basis. Itis not always practicable for a fixed-term employment
contract to be prepared and signed prior to the casual employee commencing work on each
occasion. Therefore, aHead of Agency may enter into an agreement with potential casual employees
whereby they agree that, if they are employed on a casual basis during the course of a twelve-
month period, they will be employed on terms and conditions as are specified in that agreement.
Such agreement should not give any commitment as to the level or frequency of work nor should
itrequire the employee to be available for work when requested. Each period of actual employment
of a casual employee stands alone.

Alternatively a Head of Agency may utilise an employment register for engaging casual employees

Sessional employment

Both the Education and Training (Tasmanian Polytechnic) Act 2008 and Education and Training
(Tasmanian Skills Institute) Act 2008 provide for the employment of Sessional Teachers. The Post
Year 10 Teaching Staff Agreement provides an explanation of when and how such employees can
be appointed. Use of this form of employment is restricted to the Tasmanian Polytechnic
and Tasmanian Skills Institute.

1 Theoverall proportion of sessional employees shall not exceed amaximum, inany one calendar
year of:

(a) fifteen percent (15%) of the total budgeted teaching salary costs, including sessional
employment within the Tasmanian Skills Institute; or

(b) fifteen percent (15%) of the total budgeted teaching salary costs, including sessional
employment within the Tasmanian Polytechnic, incurred in delivering industry specific
training packages, programs or courses.

2 Anincrease inthe proportion of sessional employees shall only occur following consultation with
and the agreement of the union.

3 Asession on campus is to extend for a minimum of 3 hours, other than in General Education
teams in the Tasmanian Polytechnic where the minimum period will be 2 hours and can extend
for up to a maximum of 7 hours.

4 Asessional employee is to be paid his or her normal hourly rate for attendance on-site on a
campus where such attendance is required at the direction of the employer and is for the
purposes of participating in activities other than the delivery of a session of teaching.

PROVIDED that a sessional employee will also be entitled to be paid his or her normal loaded
hourly rate to attend one hour of approved professional development for each 50 hours of
teaching per annum.

5 Asessional employee may be engaged to undertake up to 2 sessions per day either during or
outside of ordinary hours and such sessions may be delivered on a timetabled basis over a period
not exceeding 14 weeks at any one time.

6 The maximum number of sessions that can be delivered by a sessional employee shall be the
number of sessions which equates to 20 hours per week.

PROVIDED that where there is agreement between the employer and the employee additional
sessions equating to more than 20 hours per week may occur.

7 The maximum number of sessions that can be delivered by a sessional employee shall be the
number of sessions which equates to 300 hours per calendar year.

PROVIDED that where the total number of sessions is planned or for which a timetable has been

established that will exceed 300 hours sessional employment shall not be used.

PROVIDED FURTHER that in the event of circumstances where the number of sessions delivered

by asessional employee is to exceed 300 hours in any calendar year the sessional employee will

be offered:

= afixed-term part-time appointment for the remainder of that calendar year; and should
the employee not accept the offer

= sessional hours of work for the remainder of that calendar year, subject to on-going
availability of those hours.
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PROVIDED ALWAYS that the employment of a sessional employee shall not be terminated as
at or in the lead-up to the time the maximum number of calendar year hours are reached,
subject to the sessional employee’s satisfactory performance and the operational requirements
of a team or program.

8  Asessional employee can be engaged to:

8.1 provide specific industry expertise or specialisation (i.e. skills, knowledge, competency or
industry currency) that is not available from within existing or current staff; and/or

8.2 meetshort term requirements of an industry specific training package, program or course;
and/or

8.3 respond toindustry needs or demand including, but not limited to, open tender or commercial
business; and/or

The following provisions shall only apply to the Tasmanian Skills Institute.
8.4 replace existing or current staff who are absent for a short term; and/or

8.5 undertake and deliver teaching sessions whilst long term appointments (i.e. full-time or part-
time employment) are sought.

For the purposes of this subclause, short term means a maximum of fourteen (14) weeks.

Conversion from fixed-term to permanent status -
Extract from Commissioner’s Direction 1.

5.15 Under Section 37(4) of the Act, the Minister, on the recommendation of the State Service
Commissioner, may change the employment status of an employee from a fixed-term
employee to a permanent employee.

5.16 Inorder for the Commissioner to make a recommendation, a request supporting the change
of employment status may be received from a fixed-term employee and submitted on
“Application for Change of Employment Status by an Employee” (Form 6 attached to this
Direction).

5.17 The fixed-term employee may only seek a change in his/her employment status from a fixed-
term employee to a permanent employee where the following criteria are met:

(a) The fixed-term employee’s selection to perform the duties satisfied a merit testin that:

i. the employee was selected to perform the fixed-term duties on merit following advertising
of those duties in the Gazette; or

ii. the employee was selected from a fixed-term employment register approved in
accordance with Section 18 (1) (b) of the Act; or

iii. the employee is a participant in a State Service recruitment program approved in
accordance with Section 18(1) (j) of the Act; and

(b) The fixed-term employee possesses all the necessary prerequisites to become a
permanentemployee; and

(c) The fixed-term employee possesses the necessary qualifications to undertake the duties
to which he/she seeks to be assigned; and

(d) The fixed-term employee has completed in excess of 24 months continuous employment
within the State Service, notincluding any period approved by the Commissioner under Clause
5.4 of this Direction. However, continuous employment for the purposes of this clause is not
interrupted by a period of employment approved by the Commissioner under Clause 5.4 of
this Direction; and

(e) The fixed-term employee can establish the duties being undertaken within the State
Service during the period of employment were substantially the same; and

(f) The fixed-term employee can establish an expectation of continuing employment, that s,
employment that is of a continuing or indefinite nature or for which there is no expressed
or implied end date to the contract of employment.

5.18 The employee must provide full justification for the level at which the change of employment
status is being sought, including how the request complies with the Merit Principle.
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5.19 Whenarequest for the change of employment status is received from a fixed-term employee,
the Commissioner will refer the request to the Head of Agency [in which the fixed-term
employee isemployed at the time of making the request] for comment. The Head of Agency’s
response will be taken into consideration by the Commissioner when making a decision on
whether or not to recommend the change of employment status to the Minister.

DoE Permanent Replacement Teachers (PRTs)

Following a long Union campaign, the employer agreed to the creation of a third category of
employee, namely the Permanent Replacement Teacher (PRT). These employees, after two years
(six consecutive terms) of satisfactory service as a temporary teacher, will be offered permanent
employment as a replacement teacher.

The conversion to PRT is at the average level of appointment the teacher had worked over his/
hertwoyearsasatemporary. Aswell, the PRT will be located in aschool within the Learning Service
Unit s/he spent most of their time as a temporary teacher. Also, the schools they are placed in
must be no more than 70 kilometres from their places of residence.

Forall purposes exceptone, a PRT isa permanent employee with all the rights and obligations that
come with that status. The one exception is that their placement (the school they are placed in)
can be changed on the basis of Department needs.

Upon completing six years of service (two as a temporary employee and four as a PRT) a teacher
will be made permanent for all purposes including being subject to the Transfer Agreement.

However, it should be noted that temporary teachers and PRTs can apply for and gain advertised
permanent positions and thereby immediately gain the status of a permanent teacher.
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Employment -
Where Do | Find My Conditions?

Conditions of employment for workers in the education
industry may be found in various Acts of Parliament,
Awards, Agreements, Regulations and Directions. An
overview of the various sources of information follows.

State Service Act 2000

Thisis the Act under which most State Government workers and all AEU members are employed.
It outlines aspects such as the State Service Principles, code of conduct, administrative
arrangements, powers of the Minister, the State Service Commission and Heads of Agencies. As
well, it sets out the general principles of employment including appointments, procedures and
transfers (but not the DoE Transfer Policy for teachers), discipline, inability and appeals.

Tasmanian State Service Regulations 2000
These set out in more detail some conditions of employment which are subject to the employer’s
discretion.

Commissioner’s Directions

These are issued by the State Service Commissioner and must be obeyed by Agencies. They cover
issues such as employment practices and procedures and equal employment opportunity plans.
Applicable Directions may be found at www.ossc.tas.gov.au.

Ministerial Directions
These are issued by the Minister administering the State Service Act 2000 and cover matters such
as administration, leave, work arrangements.

Awards

Awards cover allowances and some conditions of employment. The awards which cover education
industry workers and to which the Union is a party are:

Teaching Service (Tasmanian Public Sector) Award

Post Year 10 Teaching Staff Award

Tasmanian State Service Award

Agreements

Teaching Service (Tasmanian Public Sector) Principals Leadership Agreement 2003
Teaching Service (Tasmanian Public Sector) Salaries and Conditions of Employment Agreement
2007

Post Year 10 Teaching Staff Agreement 2009

Adult and Community Education Agreement 2001

Tasmanian State Service Unions Agreement 2008

Tasmanian Industrial Relations Act 1984
Under this Act, the Tasmanian Industrial Commission oversees State Awards and Agreements.

Education Act 1994

The Education Act 1994 provides for enrolment and attendance, home education, state schools’
school councils, discipline, religious instruction, private or ‘registered’ schools, and the
Tasmanian Qualifications Authority. In addition, such matters as suspension, detention and
expulsion are covered.
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Education and Training (Tasmanian Academy) Act 2008
Education and Training (Tasmanian Polytechnic) Act 2008

Education and Training (Tasmanian Skills Institute) Act 2008
These Acts provide for the establishment and structure of each Statutory Authority
charged with providing education and training to post year 10 students.

Vocational Education and Training Act 1994

The Vocational Education and Training Act covers such matters as the Tasmanian State Training
Authority, Registered Training Providers, Vocational Education and Training Institutes, and fees
and charges. Matters such as Institute Councils and student discipline are also covered by the Act.

Long Service Leave (State Employees) Act 1994

This Act and regulations made under it deals with long service leave for all State employees.

Workers Rehabilitation and Compensation Act 1988
This deals with workers compensation issues and applies to Tasmanian workers in both the private
and State sectors.

Retirement Benefits Act 1993
This covers the superannuation benefits for permanent and temporary employees. Regulations
contain the detail of the scheme.

Workplace Health and Safety Act 1995

This covers industrial safety, health and welfare issues for all Tasmanian workers. At the time of
writing, the Regulations made under the previous Act relating to elected safety representatives,
cold working conditions, asbestos, noise, floor coverings, etc., remain in place.

Teacher Registration Act 2000
This provides for the establishment of an independent Board which is charged with being
responsible for the development, introduction and management of Teacher Registration.

Other

There are other pieces of State Legislation dealing with issues such as jury duty (e.g. Jury Act
2003) or the number of toilets in a school or workplace (Building Regulations 1978). The Crown
Servants (Reinstatement Act) 1970 covers situations where members stand for Parliament.
There is a limited, but increasing amount of federal legislation which affects conditions of
employment. For example, federal superannuation legislation has affected the state government
employees’ superannuation scheme as provided by the Retirement Benefits Fund.
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Flexible working arrangements

By negotiation with their Principal/Manager, employees in
the Department of Education may be able to vary their
working arrangements. For example, this may suit
employees:

= meeting family care responsibilities;

* making the transition back from maternity leave or a career break;
= requiring reduced hours for study purposes;

* returning to work following a lengthy illness.

Flextime allows some non-teaching employees to combine work and family responsibilities without
overall time loss from the workplace. Given the nature of their work, teachers would not be able
to access such flexible arrangements to the same extent as non-teaching staff.

Working flexible hours may also enable an employee to take time off when required for family
purposes or, for example, to fulfil approved roles and responsibilities such as local council duties.
Atatime agreeable to the employee and Principal/Manager, ‘make-up time’ can be worked. This
is an in-house arrangement monitored by the employee’s Principal/Manager. It does not affect
the employee’s pay records.

Similarly, the provision of time off in lieu of overtime can allow employees increased flexibility
to manage their family responsibilities.

Other flexible working arrangements that may be possible in certain circumstances include
working from home, working part-time and utilising the State Service Accumulated Leave Scheme
(SSALS).

A permanent employee may also be able to use leave without pay provisions for purposes such as
study, career break, travel or to tend to family commitments.

There are agreement provisions for all members in relation to family friendly working arrangements.
In essence, these provisions provide the right for an employee to request to work in a flexible
manner and that requests should not be unreasonably refused. In the event that a request is not
accepted, the reason(s) must be provided in writing to the employee and appeal mechanisms are
available.
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GLBTI - Gay, Lesbian, Bisexual,

Transgender and Intersex

The AEU facilitates a group of members who work in
public education and who are committed to representing
the needs of gay, lesbian, bisexual, transgender and
intersex teachers, students and members of the wider
school community.

Pink Desk is the name of the supportgroup. The group’s primary aim is to educate and to celebrate
the diversity of sexuality and gender in our schools.

The AEU website www.aeutas.org.au has a Pink Desk page. On this page you will find the following;
* Information and contacts for the members of Pink Desk
= Policies
= Teacher programs and resources
e Usefullinks
If you would like to join our email list, please contact support@aeutas.org.au.
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Hours of work DoE (on-site requirement)
(for PY10 provisions, see page 50)

Hours of work for employees in the DoE are prescribed
either by the relevant Award or Tasmanian State Service
Act Regulations. The following tables indicate the full-time
hours of work for each category of employee.

73% hours per fortnight (or 36% hours per week)

Aboriginal Resource Teacher Adult Education Officer
Business/Administrative Manager Clerk

Curriculum Officer Education Officer
Home School Liaison Officer Laboratory Technician
Media Officer School Executive Officer
Social Trainer Social Worker

Speech Pathologist Teacher Aide

70 hours per fortnight
DoE Teacher School Psychologist
(Teaching Service (Tasmanian Public Sector) Award)

1 Hours for teachers and school psychologists are exclusive of lunch breaks
unless undertaking supervision during that time.

2 Teaching staff in schools are required to be in attendance at least 30
minutes before beginning lessons.

3 Insecondary colleges:

(i) subject to paragraph (iii), the hours of duty shall be undertaken between
7.45 am and 5.00 pm on any Monday to Friday inclusive in each week.

(ii) a teacher shall not be required to be employed for more than eighthoursonany
Monday to Friday inclusive in each week unless the Principal of the secondary college
concerned approves different hours in circumstances that the Principal considers
exceptional.

(iii) every hour of instructional load (see definition) undertaken after 5.00 pm shall be
counted as one and one-half hours towards an employee’s fortnightly load.

Lunch breaks
Lunch breaks of at least 30 minutes and not more than 1 hour - between the hours of noon and 2.00
pm - are not just an entitlement: you are required to receive and take them.

The relevant clause says, in part, that “...an employee shall take a lunch break ... of not less
than one half hour and not more than one hour ...’

Thisisnot adiscretionary matter, and is certainly not a condition of employment your supervisor
or colleagues can ignore or pressure you to give up. Schools and other workplaces must ensure that
the legal requirement is adhered to.

Non-contact time
Although the term ‘non-contact time’ is commonly used in workplaces, there is NO actual award
provision of any non-contact time guarantees.
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‘Non-contact time’ is essentially the difference between on-site hours of work requirements and
the instructional load (see below) that a teacher has. It is often referred to as “duties other than
teaching’ (DOTT) and is utilised for a variety of purposes including meetings, duty, preparation
and assessment.

Some DOTT time can, and usually does, occur during hours of student instruction. This is what
iscommonly referred to as ‘teacher non-contact time’. This time is simply the difference between
a teacher’s instructional load and the instructional hours of the students. For example:

At the Wombat Primary School, students are instructed for 25 hours per week (lesson times). A
classroom teacher is on 22 hours per week instructional load which is the maximum Award
requirement. There is therefore an ‘inbuilt” element of 3 hours ‘non-contact’ per week.

In primary schools this time is commonly covered by specialist classes. In secondary schools such
time is in the form of ‘free periods’.

Asstudent instructional load varies between schools, so does any applicable ‘non-contact time’.
Pro-rata times for part-time teachers apply for both hours of work and instructional load.

Instructional load
The following information applies to school and college teachers in the DoE.

The Teaching Staff (Tasmanian Public Sector) Award defines ‘Instructional Load’ as follows:
‘Instructional Load” means regularly timetabled face-to-face instruction of studentsand includes:

i Timetabled class-teacher periods when a class is together for the purpose of receiving
administrative instruction and discussing problems which are common to the group;

ii  Timetabled electives offered in the school curriculum;

iii  Timetabled tutorial periods

iv Timetabled pastoral care periods; and

v Timetabled periods for recreational and sporting activities.

-Provided that time spent with a class for the sole purpose of supervision shall not form part
of the instructional load.

- Provided always that for the purpose of this definition, additional activities which are
voluntarily undertaken by teaching staff, and are not approved variations of their instructional
load shall not form part of the instructional load.”

Note: The AEU believes that ‘supervision’ does not include any form of instruction or
teaching, including assisting students in a regularly timetabled class to complete work left
for them by their regular teacher(s).

The instructional load for a full-time teacher (up to and including Band 1 Level 12) is:

i Primary: 44 hours per fortnight; EXCEPT for Kindergarten and Beginning Teachers. See
below;

ii  Secondary: 40 hours per fortnight.

Note: No stipulated instructional load exists for ASTs or Assistant Principals or Principals.

Part-time teachers in the DoE should see the relevant table in the section PART-TIMEEMPLOYMENT
in the Handbook which indicates the attendance and instructional hours requirements for part-
time teachers should be pro rata, according to their appointment fraction.

Instructional load for Kindergarten teachers
Taking two Kindergarten groups constitutes a full-time instructional load for one teacher. Taking
one Kindergarten group constitutes FTE 0.5 of an instructional load.

Within this allocation, these teachers may be asked to supervise a pre-Kindergarten group, meet
with parents and/or undertake visits to the homes of Kindergarten students.

Kindergarten teachers are not to undertake other duties outside of their Kindergarten role.
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Allocation of Kindergarten T/A time
Kindergarten T/A time is allocated by formula and is included in the school’s resource package.

T/As should work their hours with the Kindergarten teacher while sessions are in progress.

Allocation is based on the following formula which uses full-time equivalent enrolments (FTE).
1 FTE = 2 Kindergarten students

Number of FTE students Hours
First 5.0 FTE Kindergarten students 2.00 per FTE
Next 5.0 FTE Kindergarten students 0.50 per FTE
Next 10.0 FTE Kindergarten students 1.15 per FTE
Balance of FTE Kindergarten students 0.85 per FTE

[tinerant teachers

There is an agreement for teachers who work in more than one school on the same day. This
agreement provides that travelling time between schools on the same day will be proportionately
deducted from the teacher’srequired attendance time, which includes such time for duties other
than teaching and instructional load.

For example, a teacher employed on a full-time basis who has (say) one hour of such travel per
day will have the following time deduction:

. . . Other than
School Fortnightly Attendance Time/ | Instructional Load Instructional Load
Sector Instructional Load (to be deducted) (to be deducted)
Primary 70/44 hours 37 minutes 23 minutes
Secondary 70/40 hours 34 minutes 26 minutes

The deduction of the proportionate amount of time shall occur on a daily basis and not be
accumulated.

BeTTR (Beginning Teacher Time Release) Program

Thisprogramis designed to give support to beginning teachers by providing them with significant
time release. Any Beginning Teacher (permanent OR fixed term), who is in her/his first year of
employment, is eligible for the program as long as they are employed on a 0.5 or above load and
for at least one school term.

Ifyou are teaching full-time, then you are allocated an extra two hours aweek off class. For example,
if you are a primary teacher, instead of teaching 22 hours a week, you teach for 20 hours. If you
are less than full-time, then your BeTTR time will be calculated on a pro rata basis (0.5 =one hour
release per week)

Youare able to ‘bank’ your BeTTR time for amaximum of six hours to accommodate a block release
to enable you to attend full day Professional Development, or spend a day at another school. The
BeTTR program is designed to supplement but NOT replace individual school professional learning
programs.

There many valuable ways that you can use your BeTTR time release. Some of the possibilities listed
by the DoE are:

. Induction programs relating to the school, cluster and the DoE;

. Mentoring relationships;

. Ongoing ‘feedback’ meetings with senior staff and/or other experienced teachers;
. Attendance at specific PD;

- Observation of experienced teachers in the classroom;

=  Additional ‘time out’ for lesson preparation;

. Visiting other schools/colleges - discussions with experienced teachers;

- Visit to Operational Branch;

. Meetings with relevant curriculum officers



Hours of Work (DoE) 49

. Collaboration with, and attendance at, meetings with other beginning teachers within
the cluster.

BeTTR time is NOT for time release of other teachers to observe you teaching.

Each school or college that employs a Beginning Teacher must forward a Beginning Teacher Time
Release Application Form to the DoE with a proposed plan of activities for the Beginning Teacher.
If your principal/senior staff do not approach you about this, bring it up with them.

If you have any queries/problems about BeTTR time, contact your AEU Rep, New Educator
Organiser (rodv@aeutas.org.au) or your Regional Organiser.
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Hours of work - PY10 teachers
(Post Year 10 Teaching Staff Award and Post Year 10 Agreement)

35 hours per week

Tasmanian Skills Institute: These hours are to be worked between the hours of 7.00am and 7.00
pm, Monday to Friday inclusive.

Tasmanian Polytechnic and Tasmanian Academy: These hours are to be worked between the
hours of 7.45 am to 5.00 pm, Monday to Friday inclusive.

However, where a teacher who isworking in direct learning, workplace learning, distance learning
or mixed mode is required to undertake duties other than teaching outside of these ordinary hours,
overtime/penalty payments will apply in accordance with prescribed penalty rates. Inaddition,
for those working in workplace learning, distance learning and mixed mode, work undertaken at
the direction of the employer in excess of 35 hours will also attract overtime and penalty payments.

Overtime rates:

Monday to Friday: first three hours at time and one-half, double time thereafter;
Saturday and Sunday: double time

Public Holiday: double time and one-half

Time Off In Lieu (TOIL): TOIL may also be utilised instead of payment if there is agreement
between the employee and the employer. This is taken on a time-for-time basis - i.e. one hour
for each hour worked. It must be taken within four weeks of being accrued otherwise it will be
paid to the employee.

NB: The first two hours of timetabled evening classes worked after 7.00 pm (Tasmanian Skills
Institute) or 5.00 pm (Tasmanian Polytechnic and Tasmanian Academy) shall be deemed ordinary
hours.

Once annual teaching loads have been achieved, payment for excess hours shall be paid - except
for those exclusively undertaking workplace learning and distance learning.

Attendance: Teachers in the Tasmanian Academy shall be in attendance 30 minutes prior to the
startof any lesson, while teachers in the Tasmanian Polytechnic and Tasmanian Skills Institute shall
be in attendance 15 mins prior to the start of the lesson.

Attendance hours shall be spread as evenly as possible over the period Monday to Friday inclusive.
No teacher can be required to teach more than two evenings per week.

Split Shifts: Employees will not be timetabled for split shifts except by mutual agreement.
Lunch breaks

Lunch breaks of at least 30 minutes and not more than 1 hour - between the hours of noon and 2.00
pm - are not just an entitlement: you are required to receive and take them.

The relevant clause says, in part, that *...an employee shall take a lunch break ... of not less
than one half hour and not more than one hour ...”

Thisisnot adiscretionary matter, and is certainly not a condition of employment your supervisor
or colleagues can ignore or pressure you to give up. Workplaces must ensure that the legal
requirement is adhered to.

Allowing a condition of employment to be reduced or ignored because of administrative difficulties
is setting a very poor precedent.

Teaching load (PY10 Teachers)

The maximum teaching load for a teacher in the Academy is 40 hours per fortnight. For teachers
in the Polytechnic and Tasmanian Skills Institute undertaking direct learning the annual load is 760
hours per annum or an average of 19 hours per week. You can be asked to teach up to 23 hours
per week for a maximum of three consecutive weeks or up to 21 hours of teaching per week up
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If the employee is absent on Long Service Leave during the work period of the plan, the plan
is not deferred and salary payments continue to be paid in accordance with the plan.

Other leave such as Defence Force Leave, Jury Service Leave or leave in lieu of overtime
accrues in proportion to the plan chosen but cannot be accessed during the leave period.

What about my superannuation?

Your superannuation entitlements will accrue throughout the work period of the Plan and the
continuity of your employment will not be affected by the leave period. However, participating
in SSALS does affect your overall net fund benefit in circumstances where you reduce your
contributions and, in effect, are working part-time.

It is your responsibility to get any personal superannuation advice from the Retirement Benefits
Fund Board or from your own superannuation adviser.

Compulsory and voluntary deductions will also be deducted as normal during the work and leave
periods of the plan.

What if | injure myself while | am on the plan?

If you are incapacitated by a work injury and are eligible for workers compensation you will be
entitled to weekly compensation payments based not upon your plan salary but on your normal
salary. Absence on workers compensation during the work period will be regarded as time worked
for the purpose of qualifying for accumulated leave.

What if | am promoted or transferred to another job in the State Service?

You will need to reach agreement with the Head of Agency in the new job on whether you are able
to continue in the SSALS plan. This will depend on the operational requirements of the Agency.
If you can continue in the scheme, the accumulated leave and pay will be transferred to your new
Agency. If you aren’t able to continue in the scheme, you will still be able to take any leave you
have accumulated at a time convenient to you and your Agency.

Can | withdraw from the plan?

Your Head of Agency has adiscretion whether or not to allow you to withdraw from the plan, which
will be exercised having regard to the operational requirements of the Agency. If you are allowed
towithdraw you will be able to take the amount of leave that you have already accumulated at the
time approved by the Head of Agency.

You can’t take the leave as pay unless you resign from the State Service.

If the plan worked for me, can | sign up again?
You can apply again at any time and sign up as long as your application is approved.

How do | apply?
Election forms are available on the DoE’s website www.education.tas.gov.au by typing ‘SSALS”
in the search box.
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Students with High and/or Additional

Needs

If the school staff does not believe the school has the
capacity to cater for the needs of the student, then they
must inform their Learning Services Manager.

DoE enrolment of students with disabilities

Introduction
It is important that schools consider the following in relation to the enrolment of students with
disabilities.

The register of students with severe disabilities includes eligibility on the basis of the following
disorders:

e Autism Spectrum Disorder

= Intellectual Disability

* Physical Disability or Health Impairment

= Multiple Disabilities

e Psychiatric Disability

= Vision Impairment

* Deaf or Hearing Impaired

Legislative and policy context
Thereisalegislative and policy framework within which the education of students with disabilities
should take place. Key aspects of these policies include the following.

= ‘Placement of students with disabilities in regular schools is the preferred educational
option in Tasmania. To the fullest extent possible, students with disabilities should be
educated in the company of their age peers while also being provided with curriculum
and support that effectively meets their needs.”

(Inclusion of Students with Disabilities in Regular Schools Policy, DEA, 1994)

= This policy is in accordance with the principles and objectives of the Commonwealth
Disability Discrimination Act (1992) and the State Disability Services Act (1992).

« Further, according to DECCD Attendance and Enrolment Guidelines (1996) it is policy
“toallow all (primary) students within the “home area’ to attend the local or *home’ school
... theirhome area high school is the one associated with their home area primary school,
as defined by where (the child) lives.” (p9)

= Under the Workplace Health and Safety Act (1995) the employer has the duty to ensure
sofarasisreasonably practicable, that employees are safe frominjury and risks to health
while at work. This includes the provision of necessary information, training and
supervision.

Suggested steps for inclusion of students with high and/or additional needs
On learning of the enrolment or planned enrolment of a student with a disability, a principal and
staff may wish to consider the following:

Although a timeline isimplied, it may vary according to individual circumstances and many steps
will happen concurrently.

1 Therole of the principal and the leadership displayed by senior staff is critical to successful
integration of students with high and/or additional needs.

2 The timeframe for planning for the enrolment of a student with a disability is important.
Ideally, preparation should begin well in advance of enrolment in order to facilitate asmooth
transition and preparation for all involved. It is acknowledged that in some cases this is not
possible and the following points are still appropriate.
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3 You may choose to consult with your Special Education Advisor, based inyour local Learning
Services at this stage to identify the support and assistance which can be provided. They
will be able to connect you with professional expertise of guidance officers, speech
pathologists and social workers. While each of the Learning Services operates in slightly
different ways, the Special Education Advisor may be a good early point of reference.
Alternatively, some principals may proceed with points 4 to 7 before consulting with the
Special Education Advisor.

4 Gather initial information about the student-e.g. the Individual Education and Support Plan,
relevant reports or documentation from the previous school or Early Special Education
Centre. Plan a visit by the new class teacher and/or senior staff members to the student
in his/her current education setting if possible. Most students with significant disabilities,
particularly those with High Needs Register status or those exiting Early Special Education
Services, will have an Individual Education and Support Plan and/or Transition Plan which
will clearly identify the student’s support requirements and the individuals responsible for
the various components of the plan which will assist considerably in relation to many of these
points.

5 Identify the student’s support needs - e.g. mobility, toileting, eating and drinking,
communication, safety, curriculum and learning needs and subsequently identify support
personnel who can provide assistance and support, including professional development
requirements for teachers and other education workers involved.

6 Invite the student and his/her parents to visit the school to meet staff, share information
and discuss issues of mutual interest and concern.

7 Identify previously used successful support strategies and/or potential support strategies
available within your school context - e.g. peer support during recess and lunch breaks,
a‘meetand greet’ program, effective use of teacher aide support, flexible ways of utilising
various consultants and support professionals as well as senior staff support.

8 Negotiate the appropriate class placement with teaching and senior staff in your school.
Having identified the age appropriate class and potential teacher, you need to consider
issues such as class size and group mix to support and facilitate successful inclusion.

9 If on the basis of the above, the school has concerns about its capacity to cater
adequately for the student, the principal must refer the matter to the Learning
Service Manager for advice.

10  Access other support personnel who can assist in meeting the student’s support needs as
appropriate (Due to relocation of DoE personnel at the time of printing current phone
numbersare not available, so browse the Government Directory on the web or call your local
Learning Services on the numbers listed below).

= Services to Children with Vision Impairment

* Service for the Deaf and Hearing Impaired

= Early Special Education Services

* Inclusive Learning Support Service - Programs

e Autism Consultant

* Manager Disability Standards

= Centre for Extended Learning Opportunities

* Physical Impairment Coordinator in relation to minor works, occupational health and
safety, technology and specialised software requirements, student transport.

Learning Services Contact Numbers:

e Early Years: 6233 8812

= Learning Services North: 6336 2596

e Learning Services North-West: 6434 6350
= Learning Services South: 6212 3531

e Learning Services South-East: 6233 7704

11 Organise a whole staff meeting to provide information to all staff about the new student.
A whole school approach is important. Staff may benefit from general information about
inclusion and successful strategies, as well as specific information relevant to the student
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being included. LS Support Service staff or other support personnel previously noted can
assist. Realistic expectations of the student should be established early to prevent
unnecessary teacher stress.

12 Identify and address the professional development requirements of all staff, including the
principal - e.g. general information about the area of disability, specific teaching and
learning strategies, lifting, medical information or toileting, etc. as necessary. Consider
the allocation of staff meeting time or parts of the five days of compulsory professional
activity to meet this need. Professional development is most effective if provided
immediately prior to the arrival of the student and then should be on going to address
emerging needs. Professional development can happen at awhole school, team and individual
level and can be both formal and informal.

13 Arrange for the employment of a suitable teacher aide, preferably in consultation with the
class teacher, to support the student if necessary. (See Funding section below.) Appropriate
professional development should be available and a clear position description identifying
the aide’srole and responsibilities should be provided. The opportunity for the new Teacher
Aide to meet or speak with the student’s previous aide is often helpful.

14  Establishaprocess by which the team of people involved with the student can meet onaregular
basis. This will require the provision of identified, additional planning time. The team may
include the class teacher, teacher aide, support service staff, parents, senior staff, the
student if appropriate, etc. Team meetings have been identified by class teachers as a most
important source of support and are the mechanisms for developing and reviewing the
student’s Individual Education and Support Plan. Your LS Support Service staff can assist
and suggest effective models for facilitating and managing these team meetings.

15 Atthe appropriate time, an acknowledgement of the new student’s disability and relevant
information should be provided to assist other students to understand the nature of the
disability and identify ways of supporting the student with a disability as appropriate.

16  Special Education Funding Processes. Much of the funding for special needs that was
previously administered through cluster arrangements is now provided directly to schools.

Note: Students with Additional Educational Needs are those whose disability is not severe enough
to have them included on the high needs register and those whose problems present as merely
behavioural. These students are funded out of remaining special needs funds. (Due to limited funds,
this often this means that they are not funded at all)

Grievance Procedures
A grievance procedure can be used by teachers, principals or parents if an issue arises which,
after the student has been enrolled, cannot be resolved by informal means.

= The Disability Discrimination Act (1992) endeavours to balance the rights of people with
disabilities against the possible burdens to be cast on educators.

= Legal responsibility ultimately rests with the employer. When a student with disabilities
is being enrolled it is up to the educational authority to ensure that the services and
facilities are provided, or demonstrate that their provision would impose unjustifiable
hardship.

= Theprincipal’srole isto ensure consultation and negotiation with the teacher/s concerned
and with the LSU.

= Teachers are equal stakeholders in the inclusion of students with disabilities and are
therefore a necessary part of the consultation before enrolment and any subsequent
discussion of the student’s program.

Grievance procedures relation to inclusion of students with high and or additional educational
needs now involve the DoE’s generic set of guidelines for grievances. These are available at
the DoE website listed on the next page.

Note: Pursuing the Grievance Procedure outlined above does not preclude an aggrieved person
from pursuing the avenues available under the Commonwealth Disability Discrimination Act
(1992).
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References
Commonwealth Disability Discrimination Act (1992)

DoE website:
http://www.education.tas.gov.au/

DoE Grievance Procedures:
https://staff.education.tas.gov.au/hr/workplace_conduct/grievances/grievance_resolution_-
_employees

DoE Mediation Guidelines:
https://staff.education.tas.gov.au/hr/workplace_conduct/grievances/mediation/
mediationguidelines.doc

DoE Employee Assistance Program:
https://staff.education.tas.gov.au/hr/ohs/assistance

DoE Grievance Resolution Flowchart for Employees:
https://staff.education.tas.gov.au/hr/workplace_conduct/grievances/grievance_resolution_-
_employees/grievanceresolution-employee.doc

DoE Grievance Incident Report Form available at:
https://staff.education.tas.gov.au/hr/workplace_conduct/grievances/complaint_-
_employee_to_clientclient_to_employee/grievanceincidentrptform.doc
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Superannuation

Superannuation is an important component of your
employment package and impacts your current and future
lifestyle. Not only does your superannuation provide you
with money for your retirement but it also provides you
with insurance cover if you become ill (either temporarily
or on a permanent basis) or die while you are still

employed.
Please note: The following information was provided by the Retirement
Benefits Fund, the default superannuation provider for Public Sector
employees. However, legislation allows for employees to choose another
scheme but the AEU recommends that members take authoritative advice
before choosing another scheme in preference to those offered by the RBF.

To make the most of your super, you should investigate the best contribution method and
investment strategy for your personal situation and make a financial plan. Most members are
interested in how much superannuation they will have when they cease gainful employment.

Secure your future with RBF

No matter which RBF scheme you belong to, you can secure your future with RBF.

1 Knowyourscheme: by learning how your benefitis calculated, you will know how to improve
your super.

2 Plan: the old saying is true, if you plan nothing, nothing happens. Plan to save. RBF can show
you how.

3 Stay in touch: read your statements and newsletters. Visit the website www.rbf.com.au.
Ask more questions.

Read on to find out how you might improve your super.

Which scheme?
If you are like most AEU members and your super is with RBF, you will belong to either the RBF
Contributory Scheme or the Tasmanian Accumulation Scheme (TAS). Your statement will
indicate which scheme you are in. As a quick guide, if your current service commenced after 15
May 1999 you are likely to be a member of the Tasmanian Accumulation Scheme.
You can also check your scheme membership and other personal details by registering on the RBF
website www.rbf.com.au. If you are unsure, contact RBF on 1800 622 631 for assistance.

RBF Contributory Scheme
You are probably a member of the RBF Contributory Scheme if you are a permanent employee
appointed prior to 15 May 1999 or a temporary employee appointed prior to 15 May 1999 who
has elected to join the scheme. The Contributory Scheme is closed to new members. If you are
notamember of the Contributory Scheme, go now to the Tasmanian Accumulation Scheme section
for more information about your super.

The RBF Contributory Scheme is a defined benefit scheme. This means that your benefit is
calculated using a formula. The calculation includes four elements:

= How long you have been contributing to the scheme

= Your contribution rate

e Your salary averaged over your last three years of work

= Youremploymentpercentage

Varying any one of these elements will affect your final benefit. For example, working full-time
means you will accrue super faster than if you were working part-time.

For part-time workers, it is important to note that RBF will use your full-time equivalent salary
to calculate your final benefit.
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As a general statement, for every five years you contribute at the 5% rate, you receive the value
of a year’s salary towards your lump sum benefit.

Itisimportant to check your six monthly RBF membership statements to ensure your employment
details supplied by the Education Department are correct. In particular, changes to your
employment percentage will affect your benefit calculation. Remember, if you move make sure
you update your mailing and emailing addresses with RBF.

Members of the Contributory Scheme who joined the scheme prior to July 1994 have the right to
have their benefit calculation based on previous scheme rules, known as Schedule 3. The formula
isslightly differentand, inasmall number of cases, might provide a higher benefit. RBF will always
check which calculation provides the better outcome and use the higher amount.

How can | improve my super?

There are three simple ways to improve your super:
= Contribute at a higher rate
= Select your best contribution method
« Stay at work longer

The minimum contribution rate to the Contributory Scheme is 5%* of salary. You can increase your
contributions by as little as 1% at a time and may contribute up to amaximum of 15% of your salary.
Toincrease your contributions, simply complete the Vary Contributions form and return it to RBF.

* Some long-term memberssstill contribute at 2.5% under the previous scheme rules and
will need to satisfactorily complete a medical examination for RBF purposes to increase
their rate of contributions.

You can choose the best contribution method to suit your personal situation. There are two
different methods of contributing to the Contributory Scheme. You can make payments from your
take-home salary (personal contributions) or have your employer make the payments on your behalf
(Salary Sacrifice).

For many members, converting personal contributions into Salary Sacrifice creates a tax saving
that can be used to increase their contribution rate.

Other factors that will affect your final benefit include your employment percentage and an
increase in your salary.

Members of the RBF Contributory Scheme can also contribute to the RBF Investment Account.

Special Contributory Scheme rules to improve super
It’s not often you get a chance to change the past.

For members of the Contributory Scheme, there are special rules that allow you to increase your
past rate of contributions or purchase periods of past service.

If you have contributed at less than 11% for any or all of your membership, you can upgrade your
contribution rate retrospectively for those periods. Using this method you can increase one of
the main elements used in calculating your final benefit.

If there have been times when you could have contributed to the fund but chose not to, you can
purchase that service and increase your final benefit. Thisincludes periods of leave without pay,
time when you may have elected not to join the fund as amarried female or as a part-time worker,
or during an apprenticeship or traineeship.

The cost to upgrade your contributions or purchase past service is based on your age and salary
aswell as the actuarial factors that are current at the time you make the election. More information
is available on the RBF website or by contacting the RBF.

Tasmanian Accumulation Scheme (TAS)
You are probably a member of the Tasmanian Accumulation Scheme if you are a permanent or
temporary employee appointed after 15 May 1999 or a casual employee.

TASisafully funded accumulation-style superannuation scheme. Your benefit equals the balance
of your RBF-TAS SG Account and your RBF Investment Account.

If you are a Tasmanian public sector employee and belong to the Tasmanian Accumulation Scheme,
you will have an RBF-TAS SG Account. Your employer will contribute the equivalent of 9% of your
salary into your RBF-TAS SG Account. These contributions, together with any Salary Sacrifice
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payments you might authorise, will be subject to your annual concessional contributions limit.

How can | improve my super?
There are some simple ways to improve your super:
= Contribute at a higher rate
« Select your best contribution method
* Investwisely
« Stay at work longer

New members to TAS pay 5% of their salary as personal contributions into the RBF Investment
Account unless they elect to pay more, less or none at all. You can choose the best contribution
method to suit your personal situation. There are two different methods of contributing to the
Investment Account. You can make payments from your take-home salary (personal contributions)
or have your employer make the payments on your behalf (Salary Sacrifice).

Superannuation experts advise that your total super savings need to be at least 12-15% of your
salary every year for 40 years to create a reasonable retirement income. Your savings include your
personal contributions and your 9% employer contributions. The Federal and State governments,
public sector unions and the RBF Board strongly encourage you to contribute at least 5% of your
salary.

Many members find it useful simply to increase their contributions by a small amount whenever
they receive a pay rise. This has minimum impact on their salary and allows their super to grow.

RBF Investment Account
The Investment Account is an accumulation-style account into which members of both schemes can
make additional contributions to their super. If you receive a Superannuation Co-contribution
payment, it will be placed in your Investment Account.

You can make personal (non-concessional) contributions through payroll deductions, direct debits
from your bank account or lump-sum deposits. While you remain a Tasmanian public sector
employee, you can also make Salary Sacrifice (concessional) contributions through an agreement
with your employer.

The AEU recommends that members make their own personal contributions or arrange Salary
Sacrifice contributions to provide for an adequate retirement benefit. As with all superannuation
accounts, all contributions and investment returns received after 1 July 1999 are preserved until
you reach your Preservation Age and retire from the workforce.

Member Investment Choice

The RBF Investment Account gives you control over how your money is invested. You can choose
fromarange of investment options to suit your personal needs. The RBF Member Investment Choice
brochure will provide you with further information on the options available. There is no charge
to switch investment options at RBF.

Roll over your super

To consolidate your super, you can also roll over savings from other superannuation funds into the
Investment Account. RBF does not charge a fee to process your rollover request. Rollovers from
other super funds are not included in your contribution limits.

Contribution Methods
Personal contributions
Super payments from your after-tax salary are called personal contributions or non-concessional
contributions.

As you paid income tax when you received this money, there is no more tax to pay on these
contributions when they go into the fund or when you retire.

For many members, converting personal contributions into Salary Sacrifice creates a tax saving
that can be used to increase their contribution rate.

Salary Sacrifice
With Salary Sacrifice, your employer makes your super contribution for you and your assessable
income is reduced. You make a saving by not paying any income tax on those contributions.
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Contributions tax of 15% is deducted when your employer makes the contribution and, if you wait
until your soth birthday before you access your benefit, no further tax will be paid on this portion
of your benefit.

Salary Sacrifice is widely recognised as an effective way to make contributions to super and
members should carefully consider its benefits. Use the calculator on the RBF website and see how
much extra you can contribute by using Salary Sacrifice.

Contribution Limits
Contribution limitsare now in place for all types of contributions to super, specifying the maximum
amount you can contribute to super in any one year, even if you contribution to more than one
account. The non-concessional contribution limit will always be calculated as three times the
concessional contribution limit. Contributions above these limits will incur penalty tax. In future
the limits will increase as the concessional contribution limit is indexed.

Non-concessional contributions
Non-concessional contributions are subject to a maximum limit of $150,000 per year. Members
under the age of 65 can make non-concessional contributions of up to $450,000 over a three-year
period. The limitapplies to all your non-concessional contributions, even if you contribute to more
than one account or super fund. By law, non-concessional contributions above the $450,000 limit
must be returned to the member.

Contributions covered by the limit include personal contributions made from your after-tax
salary, lump-sum deposits, spouse contributions and any excess concessional contributions. Super
co-contributions and rollovers do not count towards your limit.

For many members, converting personal contributions into Salary Sacrifice creates a tax saving
that can be used to increase their contribution rate..

Concessional Contributions

Concessional contributions are subject to an annual limit of $50,000 for each member. As a
transitional arrangement, if you are over the age of 50, you may contribute $100,000 in concessional
contributions each year until 30 June 2012. The limit applies to all your concessional contributions,
even if you contribute to more than one account or super fund.

This limit covers all contributions from your employer, including Superannuation Guarantee
payments as well as Salary Sacrifice and any contributions for which you intend to claim a tax
deduction.

Super Co-contributions
By providing Super Co-contributions, the Federal Government rewards Australians who make
personal contributions to their own super. The Government will contribute $1.50 for each $1.00
you contribute, up to income-based limits, providing you satisfy the eligibility criteria.

The maximum $1,500 co-contribution payment is available for memberswhose total income is less
than $30,342 for the 2008-09 financial year. The payment reduces as income rises, until it ceases
for members earning $60,342 or more.

All personal (non-concessional) contributions to the Investment Account or Contributory Scheme
will count towards your eligibility to receive the Super Co-contribution. Salary Sacrifice
contributions do not count towards eligibility.

For the 2008-09 financial year, your assessable income is your gross income less any Salary
Sacrifice amounts. Due to changes in Federal legislation, from 1 July 2009, assessable
income will no longer be reduced by the value of Salary Sacrifice amounts.

If your assessable income plus reportable fringe benefits totals less than $60,342 for 2008-09 you
can access the Super Co-contribution.

Members who are currently contributing by Salary Sacrifice often forget about the impact of
Salary Sacrifice on their assessable income and miss out. If your assessable income is reduced by
Salary Sacrifice, you may be eligible for Super Co-contributions by making additional personal
(non-concessional) contributions.

You do not need to apply for the Super Co-contribution payment. The ATO will simply send the
payment to your Investment Account after it has assessed your income tax return. Some other
eligibility criteria apply.
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Use the calculator on the RBF website www.rbf.com.au to calculate the level of personal
contributions you would need to make for the maximum return

What happens to my money if | resign?
If you resign from the Tasmanian Public Sector and you are under your Preservation Age, you will
have different options than if you remain a public sector employee.

If you are working outside the public sector, you may continue to make personal (non-concessional)
contributions to the RBF Investment Account while you remain eligible to contribute to super. These
contributions will be subject to your annual non-concessional contributions limit.

Once you reach your Preservation Age, you may choose to commence Transition to Retirement
using funds in your RBF Investment Account.

You can rollover super accumulated in other funds during your working life and commence a
retirement income stream from RBF.

Tasmanian Accumulation Scheme

If you resign or receive redundancy from the Tasmanian Public Sector and you are under your
Preservation Age, your RBF-TAS SG Account balance is transferred to your RBF Investment
Account.

Your super will continue to grow with investment returns and through additional contributions or
rollovers to the account. You can still choose to retire with RBF and select a retirement income
stream to suit your needs.

RBF Contributory Scheme

If you resign from the public sector you are no longer eligible to be a member of the Contributory
Scheme and a resignation benefit will be calculated. Your resignation benefit will consist of two
components:

* the member-funded component (generally 30%); and

= the employer (unfunded) component (generally 70%).

If you joined the scheme prior to 1 July 1999, some of the member-funded component of your
benefit may be payable as a cash Lump Sum. On resignation, the member-funded component of
your benefitis transferred to the RBF Investment Account. It will remain in that account until you
advise otherwise. You may withdraw the accessible amount but the remainder of the funds must
be preserved in a super fund until you have attained your Preservation Age and fully retired or
commence Transition to Retirement.

The employer (unfunded) component is transferred to the Compulsory Preservation Account.
When you reach your Preservation Age, your account balance will be transferred into the RBF
Investment Account.

You can still choose to retire with RBF and select a retirement income stream to suit your needs.

How will my super be taxed?
When you reach your Preservation Age and choose to access your benefit, the amount of tax you
pay will be determined by your age, the type of benefit you choose and the source of the funds.

Tasmanian Accumulation Scheme

Super benefits coming from TAS accounts will become tax exempt when you reach the age of 60.
This includes all Allocated Pensions and any RBF Life Pensions commenced with funds from the
Investment Account.

If you retire and access your super benefit before you are 60, you will continue to pay some income
tax on benefits until your 60th birthday.

Members are always encouraged to discuss their retirement plans with RBF to maximise their
benefit.

RBF Contributory Scheme
Entitlements from the Contributory Scheme consist of taxed and untaxed money.

You will be required to pay tax on the component of your Contributory Scheme benefit thatis funded
by your employer, because no tax has been previously paid on this. This taxable component, which
is paid into your scheme when you retire, can represent as much as 70% of your total benefit.
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Afteryou reach the age of 60, you will pay a lower rate of tax on Lump Sum withdrawals. Life Pension
payments will receive a 10% rebate against the employer portion of the benefit.

The remaining employee-funded component of your benefit will be tax-free after you reach the
age of 60. If you retire before you are 60, only your personal contributions will be paid tax-free.

You canroll over your benefit to the RBF Investment Account, where different taxation rules apply.

Members are always encouraged to discuss their retirement plans with RBF to maximise their
benefit.

Do | have Death or Il Health cover?
Asamember of the RBF Contributory Scheme or Tasmanian Accumulation Scheme you are covered
24 hours a day, seven days a week. You may be eligible to receive a benefit from RBF if you are
injured or become unwell and cannot work for an extended period. The type of benefit you will
receive depends on the nature and impact of your condition.

Certain conditions apply and members are encouraged to discuss any potential application with
RBF’s specialist staff as early as possible. Some decisions about your employment may affect your
eligibility to receive a benefit.

Important note: if you resign or retire from the Tasmanian public sector you are no longer eligible
to apply for these benefits. If you apply for an Incapacity Benefit you must remain a public sector
employee. You should not resign or retire until you know and accept the outcome of your application.

Tasmanian Accumulation Scheme
Death and Incapacity Cover is available for TAS members who are under the age of 60 and have
their employer’s SG contributions currently paid to their RBF-TAS SG Account.

The cost of Basic (100%) Death and Incapacity Cover is only 0.55% of your salary and RBF
automatically deducts the cost from your RBF-TAS SG Account.

Cover ranges from 0% to 300% in increments of 50%. The basic level of cover is 100%. You may vary
your level of cover subject to passing a medical examination at your own expense. Contact RBF
to request the medical form for your doctor to complete. If you do not wish to have any Death
and Incapacity cover with your RBF-TAS SG Account, you need to apply in writing to RBF. Your
application must provide details of any alternative arrangements that you may have. If RBF is not
satisfied that you have adequate Il Health and Death cover, the application may be rejected.

Your benefitwill depend on the nature and severity of your condition as assessed by the RBF Board
based on your medical reports. A Temporary Incapacity benefit provides income support for up
to two years while you recover fromanillness or injury. The Permanent Incapacity Benefit provides
a Lump Sum if you are required to retire due to ill health.

If you only want Basic (100%) Death and Incapacity Cover you do not have to complete any forms
or have amedical examination-but you can also elect to increase your cover, at very competitive
costs, or to decrease or stop your cover.

RBF Contributory Scheme

Members with less than 10 years of continuous contributory membership have Limited Benefits
cover and can increase this cover to Full Benefits by satisfactorily completing a medical
examination. In the event of a claim, Full Benefits cover will provide a higher payment.

Your benefitwill depend on the nature and severity of your condition as assessed by the RBF Board
based on your medical reports. An Interim Invalidity Benefit provides income support for up to
two years while you recover fromanillness or injury. Members of the Contributory Scheme under
the age of 65 are eligible to apply for a Total and Permanent Incapacity Benefit which is paid as
apensionwith a cash Lump Sum available at commencement. Those members who have continuous
membership of the Contributory Scheme which started before 1 July 1994 can also be considered
for a Partial and Permanent Incapacity Benefit.

Retirement products
RBF provides a range of retirement products including Life Pensions and Allocated Pensions, or
members can simply manage their money using the RBF Investment Account.

Transition to retirement
Transition to Retirement (TTR) is now available at RBF. If you have reached your Preservation
Age and have sufficient funds in your Investment Account or RBF-TAS SG Account, you may choose
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to commence a Transition to Retirement income stream and still continue to work. Funds in defined
benefitschemes such as the RBF Contributory Scheme cannot be used to commence a TTR pension.

Transition to Retirement is designed to encourage people over Preservation Age to stay in the
workforce. Employers can benefit from TTR programs by retaining the expertise and corporate
knowledge of valued employees who may otherwise have retired.

Members can benefit by being able to move to retirement gradually. Some members prefer to
ease into retirement by simply working fewer hours, as they are not yet ready to retire full time.
For other members the incentive is financial, as TTR will allow them to continue to earn while
accessing their super.

Members may be able to combine both these advantages and reduce their working hours without
reducing their current income, by subsidising their income from their retirement savings.

At times, the opportunity will exist to save even more towards retirement by using Salary Sacrifice
contribution strategies.

If you are considering a TTR strategy we encourage you to contact RBF. Every member’s aims
and circumstances are different and more information can be gained by discussing your personal
goals with RBF’s specialist staff.

RBF Allocated Pension

An RBF Allocated Pension can be the key to a successful financial future. With an Allocated Pension
you invest a Lump Sum and then choose a pension amount that suits your individual retirement
needs. Thisamount must meet the minimum limit set by Commonwealth legislation. You can also
make additional cash withdrawals from your Allocated Pension account if required.

If you commence an Allocated Pension as part of Transition to Retirement, certain restrictions
will apply until you fully retire. The annual pension you receive cannot exceed 10% of the account
balance and you will not be able to make cash withdrawals.

RBF Life Pension

With an RBF Life Pension, RBF will pay you an income for the rest of your life. If you choose to
commence a reversionary pension, RBF will even pay a pension to your surviving partner.
Depending on how long you and your partner live, your Life Pension might provide more income
than you would have received as a Lump Sum benefit.

Not all RBF members are entitled to a Life Pension. Generally you can take a Life Pension if you
have maintained continuous membership with RBF since before 15 May 1999. You should talk to
RBF if you are unsure about your entitlement.

Lump Sum Benefit

When you retire after reaching your Preservation Age you can take your retirement benefit as
aLump Sum. You can leave your balance in the RBF Investment Account for as long as you wish.
Compulsory withdrawal of your super when you reach 65 has now been abolished. Careful
consideration should be given to funding your future needs if you withdraw all your savings from
super.

Many members withdraw asmall Lump Sum to pay for specific itemsat retirement and also establish
an income stream to secure their financial future.

How can | find out more about my super?
RBF website
You can find out more about your super on RBF’s website www.rbf.com.au. Informationisavailable
on individual topics such as Salary Sacrifice and personal contributions, opening an Investment
Account for your partner or selecting your Member Investment Choice.
Members can register on the RBF website and view their account details, manage their investment
choice and keep RBF informed of any changes to their personal details.
SuperNews
SuperNews is an e-bulletin available to members who register on the RBF website and subscribe.
It is published every two months, with additional ‘newsflash’ issues if required.

SuperNews keeps members informed of developments within super and changes that affect their
RBF accounts.
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How can RBF help?
RBF’s specialist staff are available to discuss your super with you. Many members discover how
easy super can be once they have had a chance to discuss their own situation.

Whether by phone or in person, RBF staff can explain your options and help you understand your
super. Improving your super may be as simple as starting Salary Sacrifice or choosing a more
appropriate investment option.

We also understand that sometimes a phone call is not enough. So we will book a time to sit down
with you and go through your questions about super. Our specially trained staff are willing to devote
time to making sure you understand your super before you need to make a decision.

Ask RBF for a speaker...

If you’ve been discussing super with your work colleagues and you all have some questions, invite
RBF to come along and join in. We can provide a formal information session at your workplace
onaparticular topic or simply have ageneral discussion on super, taking questions from the group.

If you would like to invite an RBF speaker to your next staff meeting, conference or professional
development day, please contact us by phoning 1800 622 631.

Financial advice for members

RBF-TAS Planning Pty Ltd specialises in providing financial planning advice to RBF members and
their partners. The financial planners are all RBF employees and able to take advantage of discussing
scheme rules with RBF’s specialist staff.

RBF is committed to providing the best outcomes for our members. All advisers are licensed
authorised representatives of RBF-TAS Planning Pty Ltd, hold formal qualifications in financial
planning and have extensive experience in superannuation. Their services are available to RBF
members at no charge for superannuation and retirement planning relating to RBF products and
services.

The AEU acknowledges the assistance of RBF, in the preparation of this section.
The information contained in this section is of a general nature only and is not intended as
investment advice. In the event of any errors or omissions the relevant governing legislation
will be the final authority. The information provided is not comprehensive.
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Support Staff - Teacher Aides, Library Technicians,
Laboratory Technicians

Support Staff are integral in the delivery of programs and
services within the Education system. Working closely with
Teaching Staff, students are assisted to achieve their
potential and fostered to become responsible members of
the community.

The following are guidelines to legal documents and
sections of the Handbook relevant to Support Staff
employment.

The new State Service Award and Agreement include clauses for the following matters:

. Meal allowance

- Travel allowance

. Higher Duties allowance

. More responsible duties allowance

o Overtime

. Workplace flexibility

. Consultation and change

. Workplace union delegates rights

. Uniforms, protective clothing and equipment

. Salary Sacrifice

. Salary packaging

. Workload management

. Breast feeding facilities

. Family friendly working arrangements

. Hours of work

. Overtime - see page 94

- Higher duties and more responsible duties allowance

. Overnight travel & accommodation allowance

. Incidental allowance

- Meal allowance day travel

. Districtallowance

. Launceston Cup: Northern Teacher Aides and others employed under the State
Service Agreement are entitled to a half-day holiday if employed at a Launceston
school (e.g. Queechy High) and a full-day holiday if at a school outside of
Launceston (e.g. Deloraine Primary). If the employer asks them to work on this
day, they must be paid overtime. Funding of this overtime will be centrally funded
and not come from the school’s resource package.

Teacher Aides

Your conditions of employment are found in a number of legal documents including the, Teachers
Aide Agreement 2008, PY10 Teacher Aides, Participation Assistants and VET Assistants
Agreement 2009, and the Tasmanian State Service Award and Agreement 2008. The most up-
to-date information can be obtained from the AEU’s website at www.aeutas.org.au and going to
the Support Staff Section.
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The information below has been collated to address the most frequently asked questions of our
Teacher Aide members. We also encourage you to look under the general index for additional
information on a range of other topics.

Allowances

* Camp Allowance - see page 25

= First Aid Allowance - see pages 25 and 131

* Fouland Nauseous Linen Allowance -see page 25

= Higher Duties Allowance - see page 25

* Meal Allowances - see page 26

= Toileting Allowance (Teacher Aide Agreement 2008 and PY10 Teacher Aides, Participation
Assistants and VET Assistants Agreement 2009) ‘All employees who are required to regularly
undertake toileting and/or showering duties with high needs students, including changing of
nappies and cleaning up of vomit will be paid an allowance of $11.50 per week.’ [Does not apply
to members in the Tasmanian Skills Institute.]

« Travelling Allowance: required & occasional user - see page 27

Leave Entitlements

= Adoption Leave - see page 61

* Bereavement Leave - see page 53

= Communicable Diseases Leave-see page 55

« Family Friendly Working Arrangements - see Flexible working arrangements page 44

= Long Service Leave - see page 57

* Maternity Leave - see Parental leave page 59

= Personal (sick, carers, etc.) Leave - see page 53

* Recreation/Annual Leave - see page 63. ( For Support Staff working a 40 or 42 week option,
recreation leave builds up at the rate of 5.65 hours for every fortnight worked. Casual employees
are not entitled to recreation leave.)
Launceston Cup: (North only) Members employed under the State Service Agreement are
entitled to ahalf-day holiday if they work at a Launceston workplace. If the workplace is outside
of Launceston, they are entitled to a full day’s holiday. However, members who are required
by the school/college to work on this day must be paid overtime. The cost of overtime is centrally
funded and does not come from the school resource package.

* Personal (sick) Leave - Triennium System - see page 55

= Special Leave with Pay - see page 63

Hours of Work - see page 46
= Allocation of Kindergarten Teacher Aide time - see page 48 (The formula may be found in
the School Resources Package document.)

= 42 weeks option (Teacher Aide Agreement 2008 and PY10 Teacher Aides, Participation
Assistants and VET Assistants Agreement 2009) applies to all TAs in schools and colleges.

= Banking of Hours option (Teacher Aide Agreement 2008 and PY10 Teacher Aides,
Participation Assistants and VET Assistants Agreement 2009) applies to all TAs in schools
and colleges.

Transfer Redeployment and Placement Policy
At the time of writing, this policy is currently being negotiated with the DoE and is due to be
implemented from the start of the 2010 school year. (This will be posted on the AEU web site.)

Legal Responsibilities

Legal Responsibilities apply to all Support Staff. School activities increasingly involve teacher aides
working with students. This raises questions relating to legal responsibility. It is vital that all
members of the educational team understand the ramifications of such involvement.

Teacher aides can be found working with students and/or in a supervisory role, in numerous
situations, including:

« class work with individuals or small groups,

= routine teaching tasks - reading, maths, writing, spelling, etc.,

« taking students to appointments, the library or toilet
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= accompanying classes on excursions,
e participating in school ground supervision, and
= technology, art, craft or cooking activities.

In any of these situations, it must be clearly understood that the teacher in charge of the class
or on duty at the time is still legally responsible for the wellbeing of the students.

Consequently, despite the presence of a teacher aide working with students, the duty of care is
retained by the teacher.

The reasons for this retention of legal responsibility include the fact that, under State legislation,
children are assigned by parents to the care of ‘schools’. Additionally, teachers are trained for
this purpose and the rights of aides to intervene to modify student behaviour and to implement
behaviour management procedures or discipline are not as broad or apparent as that of teachers.

The duty of care cannot be easily delegated to other adults-except teachers or parents/guardians
- especially if they are not appropriately qualified and trained.

The training and subsequent experience provides teachers with knowledge and skills about students
notexpected of non-teachers. The knowledge and skills ensure appropriate classroom management,
arange of behaviour management strategies, and an enhanced ability to foresee potential problems
and dangerous situations.

At all times it is vital that the teacher aides are not left in sole charge of the students. Prior to
any activity where teacher aides are to interact and work with students, the teacher needs to
consider:

(a) the behaviour characteristics of the students,

(b) the ability of the teacher assistant,

(c) the nature of the activity,

(d) the size of the group.

Having done this, the teacher must ensure that;
= theteacherassistantisadequately briefed about the nature and needs of the activity; and
e the teacher can regularly check on the activity.

However, teachers retain the ultimate responsibility for the wellbeing of students.

Despite the retention of ultimate responsibility by teachers, this does not mean that teacher aides
cannot be held to be liable if a child is injured.

The duty of care attached to a teacher assistant is at least the same as that which any adult has
towards children and as employees, aides must carry out their jobs in a safe manner. Adults are
expected by the courts to protect children (but not absolutely) from harm.

The duty of care varies, depending on numerous factors including:
= aperson’s qualifications/training/experience,
* the age/stage of development of the child,
« the nature of the activities, and the environment.

If the actions of a teacher assistant (or the inaction) resultinachild being injured, then a possible
consequence is that the assistant, aswell as the teacher, may be the subject of anegligence claim.

Therefore, while a teacher’s duty of care is deemed to be higher, an assistant still has a duty to
protect children. In exercising this duty teacher aides need to display caution.

The Assistant must act to prevent a child being injured, or at least to reduce the chances of that
occurring, whenever they see the possibility of that happening.

In many cases, the duty of care will have been satisfied if the action taken by the assistant is to
ensure that a teacher is made aware of the situation. However, some circumstances may require
more immediate and direct action by the assistant. Although an assistant cannot stand by and do
nothing while a child is injured, her/his intervention must occur with care.

If, for example, the actions of a child might result in that or another child being injured, and
immediate intervention is needed (prior to a teacher being present), then action by the teacher
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assistant can be justified. Initially this may involve a verbal direction to stop the behaviour.
However, should this not be effective, and a child being injured is foreseeable, then other action
may be necessary. Thisshould not exceed necessary force to restrainachild, while assistance from
a teacher is sought.

Restraining usually means, and should be confined to, holding. It must be remembered that this
isanassault, and there isavery fine line between a justified or unjustified assault, and such action
should be an absolute last resort.

Any action of this nature by a teacher assistant, no matter how well intentioned, may lead to an
allegation of assault.

This could result in an enquiry, investigations, action by “Child Protection” authorities and
involvement of the police. Therefore, if for no other reason, the need for care when intervening
to prevent children being injured can not be overemphasised.

The need for a close working relationship, literally and metaphorically, between teachers and
teacher aides is obvious.

Teacher aides should insist, and teachers should ensure, that as far as possible, that aides working
with students are not placed in circumstances where adequate/appropriate teacher supervision
isunavailable.

Ultimately, the teacher may well be held to be responsible for the action or inaction of the assistant,
if, as a result, a child is injured.

The benefits of close working relationships based on mutual respect are fairly obvious.

There may be timeswhen teacher aides are expected to be alone with astudents. This may occur
while working with students, or when asked to transport a student by motor vehicle.

As for teachers, this practice should be discouraged, because of the risk that the actions or words
of the teacher assistant may be misinterpreted by the child or the child’s parents. Unfortunately
such circumstances can lead to accusations of improper behaviour.

Salary, Rates of Pay - see page 17
Permanent Employment - see page 38
Superannuation - see page 106

Useful Contacts - see page 7

Library Technicians
Your conditions of employment are found inanumber of legal documents including the State Service
Award and Agreement. The most up-to-date information can be obtained from the AEU’s website
at www.aeutas.org.au and going to the Support Staff Section.
The information below has been collated to address the most frequently asked questions of our
Library Technician members. We also encourage you to look under the general index for additional
information on a range of other topics.

Allowances

= First Aid Allowance - see pages 25 and 131

« Higher Duties Allowance - see page 25

= Meal Allowances - see page 26

« Travelling Allowance: required & occasional user - see page 27

Leave Entitlements
* As for Teacher Aides earlier in this Support Staff section of the Handbook.

Hours of Work - see page 46

Salary, Rates of Pay - see page 21
Permanent Employment - see page 38
Superannuation - see page 106

Useful Contacts - see page 7
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Laboratory Technicians
Your conditions of employment are found inanumber of legal documents including the State Service
Award and Agreement. The most up-to-date information can be obtained from the AEU’s website
at www.aeutas.org.au and going to the Support Staff Section.

The information below has been collated to address the most frequently asked questions of our
Laboratory Technician members. We also encourage you to look under the general index for
additional information on a range of other topics.

Allowances
= As for Library Technicians earlier in this Support Staff section of the Handbook.

Leave Entitlements
« As for Teacher Aides earlier in this Support Staff section of the Handbook.

Hours of Work - see page 46

Salary, Rates of Pay - see page 21
Permanent Employment - see page 38
Superannuation - see page 106

Useful Contacts - see page 7

Staffing Formula -

* 51 - 150 students enrolled: 0.2 FTE « 151 - 200 students enrolled: 0.4 FTE
= 201 - 300 students enrolled: 0.5 FTE « 301 - 400 students enrolled: 0.7 FTE
* 401 - 550 students enrolled: 1.0 FTE * 551 - 650 students enrolled: 1.2 FTE
* 651 - 799 students enrolled: 1.5 FTE = 800+ - students enrolled: 1.75 FTE

NOTE: If this allocation is being ‘cashed in” by your school, please notify the AEU!

Additional conditions matters for Laboratory Technicians can be found in Department of Education
Circular Memorandum HR1/2006.
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Teacher registration

Teacher registration in Tasmania is managed by a statutory
authority - the Teachers Registration Board. Any person
employed as a teacher in any Tasmanian school is required
by law to be registered with the Board, or have a Limited
Authority to Teach.

All enquiries regarding teacher registration should be
directed to the Teachers Registration Board by phone,
email, or, if convenient, a visit to the TRB Office.

Copies of application forms, policies and the Teachers
Registration Act 2000 are available on the TRB website -
trb.tas.gov.au.

Location: Level 4, Kirksway House, 2 Kirksway Place, BATTERY POINT TAS
Postal address: GPO Box 539 HOBART TAS 7001

Telephone: 6233 5992 Facsimile: 6233 2549

Email: trb.admin@trb.tas.gov.au Website: http://trb.tas.gov.au

If you have any difficulties with the registration process, and need Union assistance, please
contact the AEU office by telephone on 6234 9500 (1800 001 313 outside Hobart metropolitan

area) or by email to support@aeutas.org.au.

Chief Executive Officer, Teachers Registration Board
Kerrie Moss phone: 6233 5682; email: kerrie.moss@trb.tas.gov.au

Teachers Registration Board Members
(Correct at time of writing, August 2009)

Greg Suitor (Chair) email: trb.chair@education.tas.gov.au

Majella Kelly (Deputy Chair) email: majella.kelly@pbvm.org.au

Lillian Smith email: lillian.smith@education.tas.gov.au
Adrian Zolati email: zolati@bigpond.net.au

Barry McFarlane email: bmcfar@friends.tas.edu.au
Helene Gerke email: helene.gerke@education.tas.gov.au
Bob Phillips email: bob.phillips@education.tas.gov.au
Tony Freeman email: freemant@fahan.tas.edu.au

Lisa Gillard email: 1gi42307@bigpond.net.au

John Williamson email: john.williamson@utas.edu.au

Source: Kerrie Moss, CEO, Teachers Registration Board (6 Aug 09)
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Transfer Procedures
(DoE Teaching Service Employees)

The Transfer Procedures for Teaching Service Employees
are set out in the Teacher Transfer Industrial Agreement
2008. See also the section headed Incentives for Service in
Isolated Locations on page 52.

All workplaces in which Teaching Service employees work should have a copy of this Agreement
and it should be made easily accessible.

The Transfer Procedures are predicated on two main notions.

Firstly, during one’s teaching career, teachers should expect to undertake service in a Level A,
B, C or D school. (See the lists on the following pages.)

Secondly, the policy is aimed at enhancing stability and security.

Basic principles
1. Wherever possible positions will be filled by requested transfers.
2. Nopersoncanbe involuntarily transferred to aschool more than 65 kilometres from her/
his place of residence. Because of this, most vacancies in Level Cand D schools will be filled
by voluntary transfers or applicants to advertised permanent vacancies.

3. Involuntary transfers can only occur if:

Either (a) Teacher numbersinaschool need tobe reduced and you are the most eligible
person (i.e. served the longest in that school in the subject/class area that
needs to be cut).

OR (b) You have been in a Level A school for at least six years; and
= you are the person most eligible to be transferred;
= a teacher in a Level B, C or D school with your skills has completed an
assignment;
= has requested a transfer;
= there is no appropriate vacancy already in a school/location listed by that
teacher.

OR (c) You have beeninalevel Aschool for at least ten years and either you request
a transfer or another school has a greater need for your skills than the one
to which you are currently appointed.

You can not be involuntarily transferred unless either (a) or (b) or (c) applies.
Your placement/appointment will only be reviewed if you request a transfer, or 3(a), (b) or (c)
applies.

4. Each school is assigned to one of four levels.
Level A Schoolsin urban locations with a relatively low Education Needs Index (ENI).
Level B Schools in or close to urban locations with a high ENI.
LevelC  Schoolswhich are some distance from an urban centre and, in many cases, would
require staff to reside away from an urban centre.
Level D Schools located on the West Coast and Bass Strait Islands.

5.  Whileyoumay request a transfer at any time for compassionate/health reasons, ingeneral
terms you must have completed an appointment prior to a requested transfer being
seriously considered. Appointment lengths vary:

Level B and C schools: four years, Level D schools: three years
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6. StaffinLevels B, Cand D schools are guaranteed a transfer if they request one and they
have completed at least an appointment in the school. The longer you have been in that
location, the greater your chances of gaining a position in the location of your choice.

While teachers in Level A schools may request a transfer upon completing six years, they are not
guaranteed a transfer until they have served ten years.

Level A Schools

Abbotsfield Primary, Albuera Street Primary, Arthur Support School, Bagdad Primary,
Barrington Support School, Beaconsfield Primary, Bellerive Primary, Blackmans Bay Primary,
Boat Harbour Primary, Bracknell Primary, Branch Offices, Brent Street Primary, Bridport
Primary, Brighton Primary, Brooklyn Primary, Burnie High, Burnie Primary, Cambridge
Primary, Campbell Street Primary, Central Office (seconded teachers), Claremont College,
Claremont High, Claremont Primary, Clarence High, Collinsvale Primary, Cooee Primary, Cressy
DHS, Cygnet Primary, Deloraine High, Deloraine Primary, Devonport High, Devonport Primary,
Dodges Ferry Primary, Early Learning Tas Burnie, Early Learning Tas Devonport, Early Special
Ed Centre, East Launceston Primary, East Ulverstone Primary, Elizabeth College, Evandale
Primary, Exeter High, Exeter Primary, Fairview Primary, Forth Primary, Franklin Primary,
Frederick Street Kinder, Geilston Bay High, Glen Dhu Primary, Glen Huon Primary, Glenorchy
Primary, Goulburn Street Primary, Hagley Primary, Havenview Primary, Hazelwood, Hillcrest
Primary, Howrah Primary, Huonville High, Huonville Primary, lllawarra Primary, Kempton
Primary, Kings Meadows High, Kingston High, Kingston Primary, Lansdowne Crescent Primary,
Latrobe High, Latrobe Primary, Lauderdale Primary, Launceston College, Lenah Valley Primary,
LetitiaHouse (seconded teachers), Lilydale DHS, Lindisfarne North Primary, Lindisfarne Primary,
Longford Primary, Margate Primary, Meander Primary, Miandetta Primary, Mole Creek
Primary, Molesworth Primary, Montagu Bay Primary, Montello Primary, Moriarty Primary,
Mount Nelson Primary, Mount Stuart Primary, Mowbray Heights Primary, Munford Street Early
Special Ed Centre, Natone Primary, New Norfolk High, New Norfolk Primary, Newstead Heights
School, New Town High, New Town Primary, Nixon Street Primary, Norwood Primary, Ogilvie High,
Orford Primary, Parklands High, Penguin High, Penguin Primary, Port Dalrymple School, Princes
Street Primary, Prospect High, Punchbowl Primary, Queechy High, Railton Primary, Reece High,
Riana Primary, Richmond Primary, Ridgley Primary, Riverside High, Riverside Primary, Rose
Bay High, Roseneath Primary, Rosetta High, Rosetta Primary, Rosny College, Sandy Bay Infant,
Sassafras Primary, Scottsdale High, Scottsdale Primary, Sheffield DHS, Snug Primary, Somerset
Primary, Sorell School, South Arm Primary, South George Town Primary, South Hobart Primary,
Sprent Primary, Spreyton Primary, Springfield Gardens Primary, St Georges School, St Leonards
Primary, St Michaels Primary, Summerdale Primary, Table Cape Primary, Taroona High, Taroona
Primary, Timsbury Road School, TOLS, Trevallyn Primary, Ulverstone High, Ulverstone Primary,
Upper Burnie Primary, Waimea Heights Primary, Wesley Vale Primary, Westbury Primary, West
Launceston Primary, West Somerset Primary, Woodbridge DHS, Wynyard High, Yolla DHS and
Young Town Primary.

Level B Schools
Acton Primary, Bowen Road Primary, Bridgewater High, Brooks High, Clarendon Vale Primary,
Cosgrove High, East Derwent Primary, East Devonport Primary, Gagebrook Primary, Goodwood
Primary, Herdsmans Cove Primary, Invermay Primary, Mayfield Primary, Moonah Primary,
Mount Faulkner Primary, Ravenswood Heights Primary, Risdon Vale Primary, Rocherlea Primary,
Rokeby High, Rokeby Primary, Warrane Primary, Waverley Primary, and West Ulverstone
Primary.

Level C Schools
Ashley Unit, Avoca Primary, Bicheno Primary, Bothwell DHS, Branxholm Primary, Bruny Island
District, Campbell Town DHS, Dover DHS, Dunalley Primary, Edith Creek Primary, Fingal Primary,
Forest Primary, Geeveston DHS, Glenora DHS, Levendale Primary, Maydena Primary, Oatlands
DHS, Ouse DHS, Ringarooma Primary, St Helens DHS, St Marys DHS, Smithton High, Smithton
Primary, Stanley Primary, Swansea Primary, Tasman DHS, Triabunna DHS, Westerway Primary,
Wilmot Primary and Winnaleah DHS.

Level D Schools
Cape Barren Island School, Flinders Island DHS, King Island DHS, Mountain Heights School, Redpa
Primary, Rosebery DHS, Strahan Primary and Zeehan Primary.
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Transfer expenses: Ministerial Determination No. 1
Employees are entitled, provided certain conditions are met, to have expenses associated with
a transfer or promotion met by the employer or to be reimbursed for expenditure.

The following provisions exist:

1) Special Accommodation Allowance

Where a transferred or promoted employee is unable to obtain accommodation in the new locality
for the employee and employee’s family (if applicable) or is only able to obtain excessively expensive
accommodation, the Head of Agency may grant the employee an allowance at a rate determined
by the Head of Agency. The allowance is payable for an initial period of three months but may be
extended by the Head of Agency. Currently there is a maximum figure of $285 per week.

2) Relocation Expenses

Where an employee is promoted or transferred either at the completion of an appointment or
where the transfer isinvoluntarily from one locality to another, the employee is entitled to receive
the cost of:

i) conveyance of the employee and family (paid by kilometreage allowance), and
ii) the removal of household furniture and effects (not including livestock), and
iii) a refund on the cost of insuring furniture and effects for removal.

Employees must seek quotes from two approved carriers or removalists and submit these to the
employer. The employee is advised in writing which quotation has been accepted and then makes
the necessary arrangements with the approved carrier. The maximum level of reimbursement
which currently prevails is $1550 with Tasmania; excluding moving to or from the Bass Strait Islands
where the maximum level is $6000.

The employee isrequired to advise the relevant department of the value of the furniture and effects
prior to the move taking place. The department will then arrange appropriate insurance cover.

Payment of removal expenses may be subject to an agreement to continue to serve as a State Service
employee for between six months to three years.

Where an employee applies for and is granted a transfer conveyance and removal, the costs may
be paid at the discretion of the Head of Agency. Where a DoE employee subject to the Teaching
Service Transfer Policy is transferred following the completion of an appointment, relocation and
removal expenses will be met by the employer.

Storage Costs

Where removal costs have been authorised and the Head of Agency is satisfied that the
employee has made all reasonable effort to secure a place of residence in the new locality, the
cost of storage for six weeks at full cost and six weeks at half cost may be met by the
Department. Authorisation for storage must be arranged through the Department prior to
cartage/removal.

Freight of a Car to the Bass Strait Islands

Where an employee is transferred or promoted to the Bass Strait Islands, the DoE will meet
the shipping and insurance costs of a motor vehicle owned by the employee for one return
trip - being on the taking up of the appointment and on returning to Tasmania.

Receipted accounts must be provided to the Department with an application for reimbursement.
Allowances for Expenses Incurred in the Sale/purchase of Property

Where an employee is promoted, has completed his/her period of assignment as per the DoE
Teaching Service Transfer Policy or is transferred (not at the employee’s own request) from one
locality to another, that employee is entitled to be reimbursed for prescribed expenses, not
exceeding the amounts set out in paragraphs 1) and 2)

These “prescribed expenses’ include:
* legalfees
= agent’scommission

e stamp duty
= fees payable to the Recorder of titles
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= first mortgage execution or discharge fees
* newspaper advertising not exceeding $40 incurred when selling a residence.

1) Sale of residence
If at the time of notice of transfer or promotion, the employee:
 owns and occupies a residence,
= hasaresidence under purchase with a contract of sale providing for vacant possession,
or
= hasaresidence under construction, s/he is entitled to a property allowance of up to $5345.

2) Purchase of Residence (or land for the purpose of erecting a residence)

If purchased for permanent occupation, a property allowance of up to $5524 is available to those
entitled to be paid an allowance for selling a house. Ministerial approval may be gained for a
purchase allowance, even though there is no house to sell, if the Minister is satisfied that such a
course of action is necessary.

NOTE:

(a) The property allowance will not be paid if the sale or purchase of the property occurs
more than two years after taking up duty in the new locality, and
(b) The property allowance isnot available in the case of secondment (temporary transfer).

Clear and concise statements of expenses and proof of payment must be provided to the employer.

3) Depreciation Allowance

Where an employee is promoted, has completed his/her period of assignment as per the DoE
Teaching Service Transfer Policy or is transferred (not at the employee’s own request) from one
locality to another, that employee is entitled to be paid a depreciation allowance to compensate
the employee for:

* the value of increased depreciation of, and additional wear and tear of household
furniture and effects resulting from the transfer; and

* thecostofreplacementor alteration of household furniture and effects necessitated by
the transfer.

The allowance is 2% of the insured value of the furniture and effects up to a maximum of $715.

General advice on transfer expenses

Your notice of transfer or promotion should include a statement about your eligibility for the
allowances listed above. If you are unclear about your eligibility or any aspect of procedure check
with the Department before you incur any expenditure. If you have difficulty, contact the Union.
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Union Training and Professional Learning
Program 2010

The objective of the program is to develop and implement
an education program which is dynamic, flexible,
accessible and meets the needs of members. The AEU will
attempt to achieve this in a variety of ways.

Our priority is to help Workplace Reps develop knowledge and skills that give them the
confidence to effectively carry out their role in the workplace. The AEU has now
secured five days of relief for Workplace Reps in both the DoE and PY10 for
training purposes.

A variety of professional learning sessions for members will be offered throughout the
year. They range from two-hour to full day sessions. Members are encouraged to let
the Union know about professional learning they would like us to organise. Look out for
the AEU Training/PD calendar in schools from the beginning of 2010.

COURSE CONTENTS

Introductory Reps’ Training (DoE, PY10)
This course is aimed at members who have recently taken on the role of Workplace
Representative. It is a two-day course early in term 1. Topics include:

= Acting collectively to bring about change < Role of the Workplace
Representative e Your rights < Recruitment strategies and getting others
involved < Having your say in the Union e Dealing with problems and issues <
Current issues < Negotiating < Running meetings <OH&S

Reps’ Education Workshops
Reps’ education workshops are run throughout the year for new and experienced
Reps and are often linked to current campaigns.

AEU Workplace Reps’ Conference (DoE, PY10)

An annual Conference for all Workplace Reps. The theme and workshops are developed
in response to current industrial and professional issues with informative and thought
provoking keynote speakers.

Anna Stewart Program (DoE, PY10)

This is a two week internship at the AEU for women members. The program is aimed at
encouraging activism, broadening horizons and giving participants an opportunity to
better understand the work of the AEU.

New Educator Conferences

These conferences specifically target the needs of teachers in their first few years
of teaching. In the past, conferences have included workshops on behaviour management,
working with high needs students, sessions in specific curriculum areas, and your
entitlements as a teacher. As well as providing high quality professional development,
the conferences are an important networking opportunity for new teachers.

Branch Executive Shadow Program

This program is run at least twice a year and involves AEU Members ‘shadowing’
members of Executive at two AEU Branch Executive meetings and, additionally, at an
AEU Branch Council. The program is to assist younger/newer members of the AEU to
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gain a greater insight into the role that the Branch Executive plays in the AEU
structure.

National Support Staff Week
The AEU will be running a Support Staff Conference during National Support Staff
Week. Further details will be released closer to the time.

Support Staff Reps’ Training 1

A course for those who haven’t attended training before and want to learn how to
become active Sub- Branch Reps. They will assist with building membership and member
activity within each workplace. There will be follow up courses to further develop Reps
in the coming years.

Support Staff Reps’ Training 2

This is a course for those Support Staff Reps who have completed basic Reps’
training and want to further develop their skills. This will be a one day course as a
follow up to basic Reps’ training.
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Women in the AEU

The AEU has a Women’s Officer who coordinates the
women’s program which includes training, a federal and
state women’s conference, activities around International
Women’s Day, a newsletter, a women’s committee and an
email group.

Women make up over seventy percent of the education workforce in Tasmania but occupy only
thirty percent of promotion positions, mostly at the lower levels. One reason for this imbalance
is that most women teachers do the “double shift’ of running a home and looking after a family,
as well as working.

The AEU therefore strongly supports gender equity, both within the education sector and within
the AEU. Itisonly by understanding and changing the attitudes and expectations that hamper the
free and full development of girls and boys in our society that we will achieve true equality for
men and women.

Our Annual Statewide Women’s Conference is held midyear and promotes debate and discussion
on topical issues using high-profile guest speakers.

An AEUWomen’s Committee meets on a six-weekly basis (state-wide by teleconference), to plan
our State Women’s Conference, raise and discuss issues affecting women members, as well as
broader social issues. We also have topical guest speakers. If you’re interested in being involved,

contact Roz Madsen, rozm@aeutas.org.au.

There is also an opportunity for women to be involved in their Union by being part of our email
consultative committee.

Foradditional information and resources on industrial relations, gender, and so on, check out the
women’s page on the AEU website - www.aeutas.org.au.
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Workers compensation and workplace
health and safety

(1) WORKERS COMPENSATION

Workers Compensation legislation provides protection to
employees by creating liability to pay compensation for an
injury that is in fact causally related to employment. It is
not intended to provide complete or comprehensive
compensation for the injury sustained. Rather, it seeks to
meet the cost of medical care and to provide income
replacement for that period during which an entitled
employee is wholly or partially unable to work.

Entitlement to payments
Workers Compensation is payable if:

(i) workers suffer an injury arising out of or in the course of employment. When the injury
occurs during attendance at the workers place of employment on a working day, there
is little difficulty establishing that it arose out of the course of the employment. But,
importantly, employmentincludes whatever is incidental to the performance of the work.
(For example, school excursions, camps, etc. - see ‘journey accidents’ below.)

or

(i) workerssuffer adisease (including anillness of the mind which may include forms of stress,
anxiety or depression) that arises out of and in the course of employment and to which
employment ‘was the most significant contributing factor’.

Compensation is NOT payable in respect of a disease which arises principally from reasonable
action taken inareasonable manner by an employer inrelation to aworker. (For example conditions
which arise from notification and conducting of reasonable performance reviews, counselling,
etc., remembering that such actions must still be ‘reasonable’.)

Workers compensation is NOT payable where a worker has been injured at work due to serious
AND wilful misconduct unless the injury results in the death or aserious and permanent incapacity
of the worker. Nor is it payable for an intentionally self-inflicted injury.

The limits of workers compensation

The employer is liable to pay medical and rehabilitation services necessarily incurred by the worker
as a result of a compensable injury for up to ten years after the date a claim for compensation
is given to the employer.

Subject to the continued production of medical evidence of an incapacity to work, weekly payments
may continue for 9 years, or

(i) until the worker reaches 65 years of age (should the incapacity occur after the age of 64
years then weekly payments may continue for 12 months, regardless of the retirement
date) or

(i) beyond 65 years if the worker, under the terms of employment, could have continued
working. (This is subject to the approval of the Workers Compensation Commissioner).

(iii) Different rules apply for injuries/illnesses occurring prior to 1 July 2001.

Determination of normal weekly earnings - ‘step down’ provisions

Payments are determined according to normal weekly earnings (‘NEW) -i.e. whatever the award
or contract of service states, as well as overtime if there is a regular pattern worked, and are
payable as follows:
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(a) 100% of the weekly payment for the first 13 weeks following the date of incapacity;

(b) 85% of the weekly payment for the period exceeding 13 weeks but not exceeding 78
weeks;

(c) 80% of the weekly payment for the period exceeding 78 weeks from the date of incapacity.

(d) Different ‘stepdowns’ apply for injuries/illnesses occurring prior to 1 July 2001.

Casual and part-time employees
The same calculation is used to determine NWE for the above employees-i.e. whatever they would
have been paid had they not been injured.

Journey accidents and recess breaks

Only those journeys or absences from the normal workplace that are undertaken at the request
or the direction, (or, if work related, with the authority) of the employer, are covered.
Hence, in most cases what is not covered is:

* travelling to and from a worker’s place of residence, or

= travelling between places where the worker is employed by different employers; or

= while the worker, on a working day, is temporarily absent from the worker’s place of
employment (e.g. lunch break at the local café), or

« during social or sporting activity which takes place away from the worker’s place of
employment.

(MAIB continues to provide some cover for workers’ injuries sustained in a journey accident
involving a vehicle - conditions apply.)

Annual leave

Should the worker remain on workers compensation weekly benefits during what would have been
an annual leave period, the workers pay will continue to be subject to the step down provisions
but the worker is entitled to be reaccredited with that leave period within three months from
the date of his or her return to work.

The worker may however choose to take the annual leave when it falls due during the period of
incapacity by arrangement with the employer. During this time full holiday wages are payable but
the leave period is deemed to be spent and will not be reaccredited.

If incapacity continues following leave, then compensation payments are resumed at the level
payable prior to leave being taken provided medical certification continues.

Industrial deafness

Compensation is payable to aworker who has sustained more than 5% loss of hearing since 15 August
1995, even if there has been no absence from work. A claim for industrial deafness must be made
while the worker is still in the employment in which the hearing loss occurred, or within six months
of terminating that employment.

Permanent partial or total disability payments
Lump sum payments apply to certain specified injuries that are of a permanent nature.

In case where aworker wants to claim a lump sum for permanentimpairment, they will be assessed
according to the American Medical Associations Guides to the Evaluation of Permanent Impairment
and paid based on “the percentage” of impairment. In cases where the injury resultsin less than
5% impairment, the worker will not be entitled to a lump sum payment. The exception to this is
where the permanent impairment involves the loss of all, or part of a finger or toe. Workers are
notentitled to a lump sum payment for permanent psychiatric impairmentunless the impairment
is determined to be more than 10%.

THESE PAYMENTS ARE IN ADDITION TO THE ‘NORMAL WEEKLY EARNINGS’ PAYMENTS FOR
INCAPACITY. Other costs such as medical, hospital and associated reasonable costs are also
additional to the above.

Common law rights

Common law isavailable where there is a 30% or more than 30% whole of body impairment and where
it is believed negligence on the part of the employer has contributed in part or full to the injury
or the disease incurred.
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The procedure involves engaging a solicitor and taking the employer and the insurance company
through the legal procedures of a court case.

This process could take some time, even years, and in the meantime itis necessary to claim Workers
Compensation to ensure an income.

Notice of an intention to take civil action must be filed with the Commission within two years after
the date on which the claim for compensation is given to the employer.

Different timelines apply for injuries prior to 1 July 2001.
How to claim workers compensation

If you become ill at work or are injured, you should lodge a claim for workers compensation as
soon as practicable after the illness develops or the injury occurs - this is critical.

It is very important to:

« Fill out an accident/incident report form.*

= Reporttheinjury orillness to your Principal, Assistant Principal or Line Manager as soon
as possible after the incident.

= Visit a medical practitioner and ask for a workers compensation certificate (Form 2)
which is a specially printed form held by most doctors.

= Obtain aworkers compensation claim form (Form 1) from your workplace and take care
to complete it fully and accurately. The Union will assist with this if requested.

= Submit the claim form and workers compensation certificate to your employer - not to
the Bursar, the Principal or school Office Attendants.

= Send them directly to:
Clive Thristan, Manager Employee Health and Rehabilitation,
Department of Education, GPO Box 169, HOBART TAS 7001.

= PY10 members should send these forms to Teresa Berry, Health & Rehab Consultant,
Shared Services, 75 Campbell Street HOBART 7000

* Go to the DoE’s website, www.education.tas.gov.au. Put incident report formin the search
box. Double click on Incident/Accident Reporting Form. When the form opens, complete
all the details. Where the form asks for Details of Certifier, put your own name, employee
number and contact phone number. This form should also be completed when any significant
incident affecting your health or safety occurs at school, whether or not it will result in a
Workers Compensation claim.

An employer/insurer must either accept or dispute the claim within 84 days but until there is a
determination that there isagenuine dispute over an entitlement, the employer must pay workers
compensation.

The employer canonly reclaim this if (i) the claim has been fraudulent, or (ii) the worker obstructed
the progress of the claim, or (iii) it is determined that the injury is attributable to the serious
and wilful misconduct of the worker, or (iv) is an intentional self-inflicted injury.

If disputed, the worker will be advised of the reasons.

= Inthecase ofdispute, itwill be referred to the Workers Rehabilitation and Compensation
Tribunal.

= Ifyou have not already done so, you should contact the AEU at this stage.

= The Tribunal may, by notice in writing, require a worker (and any other person
determined by the Tribunal) to attend what is called an 81A Hearing of the matter.

= Attempts will be made to try and resolve the matter by agreement.

= If it remains unresolved, it will be referred to a full hearing of the Tribunal.
NB: More detailed member notes about the process are available from the Union office.

Delayed effects
Some injuries or their effects may not become apparent for some time. A claim must be made
within six months after the date of the occurrence of the injury.
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(2) WORKPLACE HEALTH AND SAFETY

Under the Workplace Health and Safety Act 1995
(*WH&SA], an obligation is placed on the employer to
ensure that employees, contractors and visitors are, while
at work, safe from injury and risks to health.

The employer must:
(a) provide and maintain so far as is reasonably practicable
(i) asafe working environment
(it) safe systems of work, and
(iii) plant and substances in a safe condition, and
(b) provide any information, instruction, training and supervision reasonably necessary to
ensure that each employee is safe from injury and risks to health.

It should be noted that there is no distinction between an employee’s physical and psychological
health and, therefore, the obligation covers such matters as stress, bullying, harassment and
dealing with violent students.

The legislation allows for the imposition of significant penalties on individuals who breach their
duty of care. This includes employees, as well as employers and other designated officers.
Employees’ rights and responsibilities

Where an employee has reasonable grounds to believe that, as a result of work being carried on
at that workplace, there is a risk of imminent and serious harm to the health of any persons, an
employee may refuse to work if it is not within the employee’s ability to rectify the cause of
risk.

Apersonwho legitimately refuses to work under Section 17 of the Act must not be victimized merely
because he or she exercises his or her rights.

Employees also have aduty to care for their own health and safety at work and that of other workers
who may be affected by an employee’s actions or omissions. Breach of that responsibility may
result in a personal fine of $10,000.

Codes of practice

The legislation provides for the issuing of codes of practice that are intended to give practical
guidance to employees, employers and other individuals with a duty of care, to indicate what is
an acceptable standard or means of achieving a standard. You may access any approved code,
safety policies and checklists through the Departments Senior HR Consultant (Occupational Health
& Safety).

Employee Safety Representatives
Where there are ten or more employees in any one workplace, these employees may elect a safety
representative [‘ESR’] from amongst their number. An ESR is entitled to:

(a) inspect a workplace during working hours

(b) be informed about any accident

(c) accompany an inspector from the Industry Services Section, Workplace Safety, whenever
a workplace is being examined for hazards, or an accident site inspected

(d) give a direction or advice to employees to cease work.

OH&S Committees

It is recommended that workplaces with more than 20 employees have an OH&S committee, the
role of which is to ensure procedures for reporting and addressing OH&S issues, as well as being
involved inresolving them. According to the WH&S Act, at least half the committee should be elected
and there is provision in the Act for union representation on the committee.

Please note:
1. Your employer is required by law to provide you with a safe and healthy workplace.
2. Youcanhelpyourselfandyour colleagues by identifying potential hazards and demanding
that you are adequately warned and protected.
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3. Detailed papers have been produced on all of the topics which follow. Please contact your
nearest Union office for a copy.

Dealing with Violent Students
Teachers must be informed about students who are likely to become violent or a danger to staff
and other students.

In conjunction with the Union, the DoE has produced very useful guides dealing with aggressive
students that may be accessed from the Union and DoE website. We urge members to obtain copies
of the guides.

The guides include Practical Support for Teachers Managing Students with Challenging
Behaviours and Protective Practices for Staff in their Interactions with Students. The objective
of each guide is to safeguard the right of teachers to be able to teach and for students to
be able to learn without unacceptable disruption.

The guide recommends that any student excluded for violent behaviour be reintroduced to the
school with an IEP about which all staff have been consulted.

Control of infection in your workplace

Exposure

Exposure is often inadvertent. While exposure to some diseases is considered inconvenient but
harmless, exposure to others may be governed by law or regulation. (See the section in this
handbook about Communicable Diseases, page 55.)

Problems

Infectious diseases are many, ranging from the common cold to the potentially lethal Human
Immunodeficiency Virus. The bacterium or virus responsible is transmitted from an infected
person or organism.

Protection

Minimising or preventing transmission is the best protection. Understanding risks and methods
of protection is assisted by regular discussion and an established set of workplace guidelines. Please
consider -

= personal hygiene - washing, toilet visits, clean-up, food preparation

= covering up - all wounds, cuts, burns, sores

« cleaning up - gloves, wash-downs, bleach, hot water and detergent, disposal of soiled
materials

= routine cleaning - on going for risk areas such as food preparation surfaces, utensils,
toilets, washrooms

= first aid - officer, guidelines, gloves location

Special situations

Employees in special schools with the potential for closer contact with students less able to care
for themselves are encouraged to review workplace practices regularly. Senior staff have a
responsibility to inform individuals of grounds of particular risks.

The best protection is an awareness of risks and a rigorous approach to personal protection.

First aid in the workplace

Background

An allowance is available for an employee confirmed as a First Aid Officer [“FAO”’] at aworkplace.
The FAO may be any DoE employee in that workplace. The nominee(s) for the position must have
acurrentFirst Aid Certificate; the minimum requirement is the successful completion of a 20 hour
course - “‘Senior First Aid/Workplace First Aid Level 2’.

The number of First Aid allowances paid to officers on-site depends on the number of students
in that school or college. In workplaces up to 350 people - 1 position; between 350 and 849 people

- 2 positions; 850+ people - 3 positions. Special cases may be made for multiple campuses.
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Obligations, responsibilities, liabilities

The level of responsibility iscommensurate with the training and experience one professes to have.
While adequate employee and student medical information should allow preparation for many
difficulties, accidents and emergencies do occur. They are better handled where the following
have been addressed:

= in-school communication
* location of First Aid station and materials
= back-up absences
* phone numbers (parents, doctors, ambulance, etc.)
See our website www.aeutas.org.au on ‘legal liability’ for further information.

Workplace noise
Target group - MDT teachers, music teachers, trade teachers (TAFE).

Maximum exposure level - noise dose 1.0 (equivalent to 85 dBA x 8 hours)

Problems and symptoms
Deafness (also called industrial deafness, noise-induced hearing loss, etc.) may result from levels
of noise that are high, or moderate but sustained. Deafness messes up your life because it is
embarrassing, confusing and potentially dangerous.

Tinnitus is a continuous ringing or buzzing in the ears that doesn’t go away. Too often, it is
incurable. You often have to stop work and rearrange your life. It is usually associated with noisy
environments and/or stress.

Protecting yourself
Demand information on hearing conservation from your employer.

In the short term -

= Wear employer-supplied earmuffs.

e Only buy low-noise machinery.

= Demand regular employer-sponsored testing programs.

* Music teachers need to constantly monitor noise levels.

= Please consult your nearest AEU office for advice on testing and monitoring.

Already got a problem?
Regular testing by trained audiologists identifies problems early. Demand that your employer
sponsor yearly personal testing programs.

Workplace Wood Dust
Target group - MDT teachers, Building and Construction, Furniture.
Maximum exposure level - 1 mg/m3 hardwood, 5 mg/m3 softwoods.

Problems and symptoms
Allergic reactions such as asthma, allergic rhinitis, inflamed sinus, nose or eyes, skin rashes

Cancers of the nose, throat, lungs.

Protecting yourself

 Demand information from the Department’s Senior HR Consultant (Occupational Health
& Safety) on the topic.

= Beaware of levelsand limits, and get the levels checked if you are concerned. (If you can
see dust in the air you should be concerned.)

* High-speed machining should only take place if the equipment incorporates dust
extraction facilities.

* Limitsanding and relocate it into a well-ventilated area.

= All new equipment must have LVHV (low volume high velocity) extractive equipment
attached.

= Never sweep up, always use a proper vacuum cleaner.

= Demandregular medical checkups and if there is the slightest possibility of awork-related
problem, talk to the Union about courses of action.
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Workplace Asbestos
Target group - all employees

Maximum exposure level - the Union accepts no exposure to airborne asbestos.

Problems and symptoms
Airborne asbestos fibres of a particular size have the potential to cause asbestosis, and contribute
to a particularly lethal cancer called mesothelioma. Symptoms may be breathing difficulties or
coughing up blood. Identification may be by X-ray, CAT scan or biopsy. Often, there isalong lead
time between initial exposure and development of problems.

Protecting yourself
Be aware that asbestos fibres may be released to the air from asbestos lagging, flatand corrugated
sheeting, some floor tiles and some sprayed-on insulation. If thoroughly sealed and left untouched,
we consider the risks minimal. However, risk of contamination rises if materials are unsealed, or
cut or broken, or if machined in any way. If asbestos fibres are free to enter the air we suggest
that you leave the area until replacement or repair has been effected.

With any modification to your workplace, ensure that asbestos hazards are identified and proper
precautions taken. Phone your nearest Union office if you need assistance.

Any employees exposed to airborne asbestos fibres may need to undergo an employer
sponsored health monitoring program.



134 Workplace Bullying or Coercive Management

Workplace Bullying or Coercive

Management
(Also see Discrimination and Harassment, page 29.)

For conduct to be described as bullying, three elements are
required. These are:

(1) repeated, unreasonable or oppressive and unwelcome
behaviour (which may include intimidation, harassment
or less favourable treatment) directed at a particular
individual or group that,

(i) areasonable person, similarly placed, having regard to
all the circumstances, would,

(iii) expect to feel victimised, humiliated, undermined or
threatened.

According to accepted definitions, a single incident of bullying behaviour does not constitute
workplace bullying. However, an employer has a general duty to provide employees with a safe
workplace and a single incident of bullying should not be ignored. (See further below.)

Fair and reasonable performance management/counselling/feedback/comment or advice from
your Principal (or employer) is not bullying. The distinction, however, may be subtle. For example,
‘criticisms of an employee for failing to fulfil an assigned task adequately may range from the
constructive to the destructive. A destructive criticism may well be couched in language of
elaborate politeness and yet be calculated to demean and humiliate the employee in question.
To add personal insult or racist colour to such language is no doubt a further and objectively
prohibited act.’

Bullying is not easily explained. It has been said that the perpetrators of bullying act as they do
because of envy, fear of their own inadequacy, experience of childhood bullying, provocation,
and an inability to manage their own aggression, and that ‘the bully would regard anyone more
efficient, better organised, more popular, more creative, etc. as absolutely intolerable,
because it will remind them of all the things they are not and would like to be...” The attack
on the ‘scapegoat’, or one who seemingly has no other quality but vulnerability (for whatever
reason), is an easy target.

Early research indicates that the ‘offender’ will bully where he or she has the “blessing’ or “implicit
permission’ of superiors, but will not bully if not permitted or supported by those in power.

What’s being done to address workplace bullying?

The DoE has committed itself to working co-operatively with the Union to develop procedures for
identifying, minimising and dealing with instances of workplace harassment, bullying and
discrimination in the workplace. Measures agreed to be implemented include joint employer-
funded training of supervisors and managers, and union workplace delegates.

In this respect, effective consultation involves the ‘stake holders’ discussing the problem in a
meaningful way, coming up with realistic options for dealing with the problem, and developing
strategies to deal with the problem and its related issues.

It has been suggested that employers need to realise that it is the threat of *aggressive counter
attacks and sever punishment’ by them that acts as a brake against the predatory aggression
of the bully. In any event, all employers have legal obligations that require them to be proactive
in addressing the issue of bullying. In short, if one accepts that bullying is a risk to psychological
health, and one knows who the bully or bullies are, one should be doing something about it. (See
following.)
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How do you expose the workplace bully?

If you are the victim of bullying and wish it to stop, you should be mindful that, in any formal
procedure, the principles of natural justice will dictate the process. Natural justice is based on
fairness and reasonableness. It is not fair or reasonable to ask someone to respond to allegations
if the allegations are anonymous. An anonymous complaint raises the suspicion that the complaint
is made up or, in fact, a bullying tool in itself.

Procedural fairness is the branch of natural justice that ensures that affected individuals are made
aware of the basis upon which there is criticism or a complaint. It necessitates that:
(i) adverseinformation thatiscredible, relevantand significant to any decision that could
be made because of the complaint should be disclosed, and
(ii) anopportunity be given to the individual to whom the complaintisdirected, to respond
or deal with it.

Bullying can be difficult to prove because, in common with other forms of abuse, it often occurs
in private and includes behaviours designed to silence the target. We need to be aware of the clever,
though manipulative, social skills of many bullies. Sometimes objectionable behaviour cannot be
described inany other way butin general terms. However, itis necessary to identify and establish
the particular incidents that are said to have produced the state of affairs alleged.

Ifenough people are prepared to putin writing their concerns and they are saying the same things,
then the weight of this pattern of discontent lends support to a grievance: it would be hard to
ignore. To be credible however, one should however avoid ‘proforma’ type complaints.

Descriptive behaviours such as the following are legitimate grounds for complaint if they are well
articulated or documented, and particularly if experienced or witnessed by others:

= restrictive or intrusive supervision

* restrictive and petty work rules

= subtle undermining of performance and competence by strategies such as isolation,
humiliation, excessive supervision, denial of leave, constant nit-picking, fault finding
and criticism of a trivial nature

= attempts to undermine you and your position, status, worth, value and potential

« finding that things you say or do are twisted, distorted and misrepresented

= given very little or no autonomy in how you do your work

= credit for the work is taken by the bully or is plagiarised

* discouragement of new ideas

= threats of notes going on individuals files - threat of written warnings

= threats of disciplinary procedures with verbal or written warning imposed for trivial
or fabricated reasons and without proper investigation

= givenno or little opportunity to develop new skills or ideas

= no positive feedback about your work

e nosay in how the job is done

= pressured into doing extra hours or additional tasks, overloaded with work, having
unrealistic goals set or goals change as you approach them

= deadlines changed at short notice, or no notice, and without you being informed it is
too late

* having work taken away and replaced with either menial tasks or with nothing

= not promoted but asked to do higher level work

e unpleasantnessonan interpersonal level

* the brunt of sarcastic remarks, belittling, aggression or intimidation

= ambushing in front of other employees or supervisors

« favouritism or inequity

* undermining of work performance through withholding of resources or information

= divisive/alienated or isolated from colleagues, excluded from what’s going on,
marginalised, overruled, ignored, sidelined, frozen out

= domineering/dictating - individuals excluded from decision making

= displaying offensive or degrading material or written materials
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= refusal to be talked to

= shouting at or cursing loudly at a person

« hurtful personal remarks

= spreading rumours

« exhibits hypocrisy

= makes false claims

= malicious teasing, brunt of practical jokes
Those experiencing bullying are advised to keep records or comprehensive notes; discuss it with
other workers; hold a meeting away from the workplace if necessary; seek assistance from
workplace health and safety representatives, raise the issue with employers through Workplace
Representatives, raise the issue with employers through Workplace Representatives; check
grievance procedures; arrange counselling for distressed workers; report a psychological injury
to a medical practitioner; where relevant, submit a workers compensation claim.

Compounding the adverse effects of bullying is the belief and experience of victims that little is
done to stop, limit or prevent such behaviour. The employer must be cognisant that even an
occasional complaint, providing it raises serious misconduct, might well trigger liability for ensuing
injury caused by continuing, but not complained of, conduct. Thiswas the case in NSW (2005) where
a judge noted that it was ‘common sense’ that some forms of misconduct, if left unchecked, are
likely to continue and possibly increase in offensiveness as the perpetrators become more confident
either that the victim will remainsilent, or that the victim’s superiorswill ignore it and that failure
toactonsuchacomplaint could lead to an employee thinking that making complaints was pointless
and, therefore, continue to suffer from misconduct.

Accordingly, even one complaint of serious misconduct should initiate, in any employer acting
reasonably, an enquiry both of the person against whom the allegation is made and of the affected
‘subordinate” about the truth of the allegation and the extent of the misconduct. That process
should also involve an enquiry of the employee about that employee’s response to and ability to
cope with the conduct of which he or she has complained. The appropriate response of the employer
must be gauged against the duty to take seriously its obligations to provide a safe place of work
which, ataminimumunder an employee’s contract of employment, is to make reasonable enquiries
of the subject employee[s] and other co-workers at the site about its nature and extent.

Conversely, the employer must also be mindful of the phenomena of “‘upward bullying’. One must
be careful that staff do not use subtle, counterproductive and overt behaviours (e.g. snide
comments, spreading of gossip, constant scrutiny of the manager’s decisions), as well as the
grievance system, to circumvent a manager’s problem-solving strategies or disciplinary action
or mere resentment of the decisions amanager makes. Whatever the motivation, ‘upward bullying’
is real but, because it is not readily recognised by organisations, it appears that many managers
feel unsupported and reluctant to seek assistance, not surprisingly, as they may feel it will hurt
their standing in the organisation.

Of course, some managers will not discuss bullying but talk of strong management and personality
clashes. But if the problem is not addressed, it will continue to damage members” health and the
organisation. Hiding bullying just worsens its effects.

There is a clear role for the AEU in providing support to individual members.

The effects on health
Stress and ill health become part of the daily life of the bullied. Symptoms are numerous. They

include:
= anxiety
= headaches
e nausea
= ulcers

= contemplatingsuicide

« sleeplessness

* skinrashes

« irritable bowel syndrome
= high blood pressure

« bursting into tears
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= hypervigilance (feels like, but is not, paranoia), being constantly on edge
= hypersensitivity, fragility, isolation, withdrawal

* reactive depression

= shatteredself-confidence, low self-worth, low self-esteem

Remedies
You need not tolerate bullying. Protections exist under awards/agreements, employment
contracts, policies, the common law and/or statute.

1 State service employers have obligations to implement systems designed to deal with
harassmentand bullying. Conversely, employees within the State service are prohibited from
engaging in harassment, victimisation, discrimination or the personal vilification of other
employees. By engaging in such conduct, the perpetrator may, in some circumstances, be in
breach of the Anti-Discrimination Act or, at the very least, be in breach of the State Service
code of conduct resulting in the imposition of a sanction, which, depending on how
objectionable the behaviour is deemed to be, may include counselling, reduction in
classification, reassignment, reduction or deduction of salary, or termination of employment.

2 Theemployer owesaduty of care to exercise reasonable care for employees’ safety, including
the provision of a safe place of work and a safe system of work. This duty is non-delegable.

It will not matter that the objectionable conduct was not authorised or was prohibited by the
employer, provided the perpetrator’sobjectionable conduct was so directly connected with his/
her work or authorised acts, the circumstances may make the employer vicariously liable.

Allowing a course of intimidation in the workplace when the employer knew or should have known
isabreach that may, in certain circumstances, resultin an award of damages against the employer
for consequent loss. One must establish that, by its negligence, the employer:

(i) has failed to ensure that the employee was not exposed to unnecessary risk of injury
in the workplace, and

(ii) the employee suffered a recognised psychiatric illness as a result. (Mere distress,
alarm, anxiety, sorrow grief, fright or despondency is not enough.)

The obligation isnot an absolute one. Itis not only impossible but potentially offensively invasive
for an employer to supervise the conduct of its employees so as to make itself aware, one way or
another, of all possible offensive conduct. Inevitably, the question must be (whether couched in
terms of breach of contract or negligence), whether, in the circumstances, the employer ought
to have known of the misconduct in question and was it foreseeable that the employee would suffer
a psychiatric illness.

The test of foreseeability is evaluated by reference to the effect that the conduct would likely have
on a person of “‘normal fortitude” unless a particular fragility is known to the ‘defendant’. Such
inquiry has been expressed in terms of the effect that would be produced on a person in ‘an
ordinary state of health and mind’ or of a person ‘of ordinary nerves and normal sensibilities’.

General complaints about unreasonable or demanding behaviour by superiors must be commonplace
and, perhaps, an everyday occurrence. In the normal course it could not alert any reasonable
employer to the risk to the employee of suffering a mental illness as a result. Even a report of
occasional racist remarks, though offensive and completely wrongful, would not be reasonably
foreseen as behaviour that would or might cause serious illness. Whether continuous intimidation
in the form of verbal abuse or the threat of verbal abuse (not involving racist vilification) is
foreseeable and likely to cause a recognisable psychological condition, is not easy to determine.
Obviously much will depend upon its character and frequency.

3 There is judicial precedent to the effect that employer policies prohibiting intimidation or
personal vilification and systems designed to deal with its occurrence, are a part of the
contract of employment to provide asafe place of work for employees. Similarly, discrimination
and harassment policies published by the employer may constitute a condition of the
employment contract with the effect that the employer would ensure, so far as reasonably
practicable, that he/she would not be subjected to conduct of the kind contemplated by the

policy.
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4 If the conduct has defamatory connotations then you may sue for the damage it may cause.

For material to be defamatory, it must be such thatitis likely to injure the reputation of the person
about whom it is published, i.e. likely to injure that person in his or her profession or trade, or
to cause ordinary persons to think less of him or her or to shun or avoid him or her. A publication
which exposes aperson toridicule or derision may be defamatory. However, it must be something
more than a normal person could be expected to bear or to laugh off.

If defamatory material is broadly publicised, it is likely to cause real harm. Ifitisisolated to only
afew persons, it may still cause real harm because of the likelihood of it being transmitted to the
greater community. But where only one or two persons receive the publication, and that
publication has been retracted, the likelihood of damage is small.

Furthermore, there are a number of defences which can be raised to a defamation action so that
even if a person suffers damage or injury to his reputation, he would not succeed in an action for
defamation if the defamer can rely on any of these defences. (See the Defamation Act 2005.)

What preventive measures can AEU members take in their workplace?

= All members become informed about the nature and effects of workplace bullying.

= All workplaces should have policies and codes of conduct which outline appropriate and
inappropriate behaviour.

= Yourworkplace should develop a procedure for reporting and dealing with workplace bullying
and all workers should be aware of it.

= AEUmembersshould not participate in workplace bullying or condone it, and should actively
discourage others from doing it.

= Bullyinginvolvesfear. Facing itinvolves courage. Itis only through the solidarity of the sharing
of vulnerability that courage can be sustained. Where AEU members witness another member
being bullied, they offer support and assistance to that person. Support may include discussing
the incidents with the target, offering to speak to the bully on behalf of the person.

= Wherever possible, tell the bully that their behaviour is bullying and request that they stop.

= Keepadiary of the bullying incidents, acts and situations, the effect on your health, the dates
on which they occurred and the names of any witnesses, and keep any correspondence from
the bully. A diary can be used in a court of law if need be.

« If appropriate, inform management of the bullying behaviour and ask that they act to stop
itimmediately.

= Seek support, advice and assistance early from sources existing inside the workplace,
including your AEU Workplace Rep or your ESR.

= Seeksupport, advice and assistance outside the workplace from AEU officers who will advise
about formal and informal procedures for dealing with the bully.

= Ifatall possible, donotattend agrievance procedure or other meeting on the bullying incidents
without AEU representation.

e Try to maintain self-esteem.

= Consider counselling assistance from the Employee Assistance Program list on page 32 in

this Handbook.

= Whereitcan be established that the individual’s stress is caused by work, they should consider

making a claim under workers compensation legislation.
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Public (statutory) holidays for 2010

OCCASION DAY DATE
New Years Day Friday 1 January
Devonport Cup Wednesday 6 January
Australia Day Tuesday 26 January
Royal Hobart Regatta Monday 8 February
Launceston Cup* Wednesday 24 February
King Island Show Tuesday 2 March
Eight Hours Day Monday 8 March
Good Friday Friday 2 April
Easter Monday Monday 5 April
Easter Tuesday Tuesday 6 April
Anzac Day Monday 26 April
(Circular Hégj':nﬁﬂcipamy only) Friday 7 May
Queen’s Birthday Monday 14 June
Burnie Show Friday 1 October
Royal Launceston Show Thursday 7 October
Flinders Island Show Friday 15 October
Royal Hobart Show Thursday 21 October
Rec(rN%%ﬁi%ﬂw)Day Monday 1 November
Devonport Show Friday 26 November
Christmas Day Monday 27 December
Boxing Day Tuesday 28 December

* LAUNCESTON CUP: This is no longer a holiday for Teaching Service employees. Northern
Teacher Aides and others employed under the State Service Agreement are entitled to a
half-day holiday if employed at a Launceston workplace and a full-day holiday if employed
outside Launceston. If the employer asks them to work on this day, they must be paid

overtime. Funding for this will be centrally provided by the DoE and will not come from the
school resource passage.
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School Term Dates 2010

Tasmanian dates refer to education workers; other states, students.

Tasmania
Term 1: Monday 8 Feb* (North)/Tuesday 9 Feb (South) - Friday 28 May
(Easter Break: Friday 2 April - Sunday 11 April inclusive)
Term 2: Tuesday 15 June - Friday 3 September
Term 3: Monday 20 September - Thursday 16 December

* Monday 8 February (Royal Hobart Regatta) is a statutory holiday in Southern Tasmania.

Notes:

(a) Teaching staff in secondary colleges resume duty on Monday 1 February and conclude on
Friday 10 December.

(b) Permanent teacher aides in colleges resume duty on Tuesday 2 February and conclude on
Friday 10 December. Temporary employees may have individual arrangements with the
colleges.

() Teacher aides in schools resume on Wednesday 10 February and conclude on Thursday 16
December.

(d) Inschools in defined isolated areas, the year will conclude for teachers and teacher aides on
Wednesday 15 December.

Victgria 1 1 Feb 26 March
erm 1: ebruary - arc
Term 2: 12 April - 25 June CORRECT AT TIME OF PRINTING.
Term 3: 12 July - 17 September However .. i
Term 4: 4 October - 17 December members planning to arrange
interstate travel based on
New South Wales information printed on this page are
Term 1: 27 January - 1 April advised to check the term dates
Term 2: 19 April - 2 July independently with the relevant State
Term 3: 19 July - 24 September or Territory Department of
Term 4: 11 October - 17 December Education.
The website www.australia.gov.au/
ACT ) School_Term_Dates provides this
Term 1: 28 January - 9 April information.
Term 2: 27 April - 2 July
Term 3: 19 July - 24 September
Term 4: 11 October - 17 December

South Australia

Term 1: 27 January - 1 April

Term 2: 19 April - 2 July

Term 3: 19 July - 24 September
Term 4: 11 October - 10 December

Queensland

Term 1: 27 January - 6 April
Term 2: 12 April - 25 June

Term 3: 12 July - 17 September
Term 4: 4 October - 10 December

Western Australia

Term 1: 1 February - 1 April

Term 2: 19 April - 2 July

Term 3: 19 July - 24 September
Term 4: 11 October - 16 December

Northern Territory

Term 1: 25 January - 4 April
Term 2: 12 April - 18 June
Term 3: 19 July - 24 September

Term 4: 4 October - 10 December
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A Decade of Easter Dates

Good Easter Easter Easter
Friday Saturday Day Monday
2 April 3 April 4 April 5 April
22 April 23 April 24 April 25 April
6 April 7 April 8 April 9 April

29 March 30 March 31 March 1 April
18 April 19 April 20 April 21 April
3 April 4 April 5 April 6 April

25 March 26 March 27 March 28 March
14 April 15 April 16 April 17 April

30 March 31 March 1 April 2 April
19 April 20 April 21 April 22 April

Education Workers should refer to ‘School Term Dates 2010° (page 144) for full details
of the Easter break in 2010.
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