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1.0 APPLICATION AND OPERATION 

1.1 TITLE OF AGREEMENT 

The title of this Agreement is the Diocese of Maitland-Newcastle, Catholic Schools 

Office Staff Enterprise Agreement 2017. 

1.2 COVERAGE 

1.2.1 This Agreement covers and applies to: 

a) The Employer, the Trustees of the Roman Catholic Church for the Diocese 

of Maitland-Newcastle. 

b)  Employees, as defined in clause 1.4 of this Agreement, who work for the 

Catholic Schools Office. 

c) The Union, Independent Education Union of Australia 

1.2.2 This Agreement does not cover or apply to: 

a) A Priest or member of a recognised religious order 

b) The Director of Schools 

c) Members of the Catholic Schools Office Leadership Team 

d) A person who is a volunteer or contractor 

e) Employees covered by the NSW & ACT Catholic Systemic Schools 

Enterprise Agreement 2015 or any agreement that replaces such EA 

f) Employees covered by the NSW and ACT Catholic Systemic Schools 

Principals Multi-Enterprise Agreement 2017 

1.3 TERM AND OPERATION 

1.3.1 Commencement Date and pay Rates 

a) This Agreement will come into effect   seven (7) days after the date of 

approval by the Fair Work Commission (‘the Commencement Date’. The 

nominal expiry date of the Agreement is 31 December 2018. 

b) The pay rates provided for in this Agreement will commence from the first 

full pay period after commencement of this Agreement. 

1.3.2 Employer Policies 

Workplace documents, plans, policies and procedures referred to in this 

Agreement are not incorporated and do not form part of this Agreement. 

 

1.3.3 Savings 

No Employee employed prior to commencement of this Agreement will, as a 

result of this Agreement, receive a rate of pay that is less than what they would 

have otherwise received immediately prior to the Commencement Date. 
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1.4 DEFINITIONS 

In this Agreement: 

 ‘Act’ means the Fair Work Act 2009 (Cth), as amended or replaced from time to 

time. 

 ‘Administrative Support Staff Member’ means an Employee other than an 

Education Officer, Professional Officer, Psychologist or Counsellor or those 

identified in subclause 1.2.2. 

 ‘Agreement’ means the Catholic Schools Office, Diocese of Maitland-

Newcastle Employees Enterprise Agreement 2017.  

 ‘Casual Employee’ means an Employee who is engaged on a casual basis. 

 ‘Catholic Schools Office’ (CSO) means the organisation that is responsible for 

the employment of Employees as defined in paragraph 1.2.1b). 

 ‘Commencement Date’ means the date defined in paragraph 1.3.1a).  

 ‘Counsellor’ means an Employee who holds as a minimum a degree requiring 

the equivalent of four (4) years full-time study in counselling or social work 

recognised by the Australian Association of Social Workers (AASW) or other 

relevant tertiary qualifications deemed equivalent by the Employer.   

 ‘Diocese’ means the Diocese of Maitland-Newcastle.  

 ‘Education Officer’ means an Employee who holds relevant tertiary 

qualifications to teach in a school. An Education Officer is primarily involved in 

providing direct educational support and services to schools and may be either 

school based or located at the CSO. 

 ‘Employee’ means a person employed by the Employer as an Administrative 

Support Staff Member, an Education, or Professional Officer or as a Psychologist 

or Counsellor 

 ‘Employer’ means the Employer listed in paragraph 1.2.1a). 

 ‘Full-time Employee’ means an Employee who is engaged on a full-time basis. 

 ‘FWC’ means the Fair Work Commission. 

 ‘General Employee’ means a General Employee as defined by the NSW & ACT 

Catholic Systemic Schools Enterprise Agreement. 

 ‘Immediate Family’ is as defined in the Act. 

 ‘MySuper Product’ has the meaning given by the Superannuation Industry 

(Supervision) Act 1993 (Cth). 

 ‘NES’ means the National Employment Standards as contained in Part 2-2 of the 

Act. 

 ‘Part-time Employee’ means an Employee who is engaged to work less than 35 

hours per week.  
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 ‘Professional Officer’ means an Employee who holds relevant tertiary 

qualifications and whose primary responsibilities requires the application of 

professional knowledge, experience and judgement in the development, 

management and implementation of services for the Employer.  

  ‘Psychologist’ means an Employee who holds as a minimum a degree 

requiring the equivalent of four (4) years full-time study in psychology 

recognised by the New South Wales Board of the Psychology Board of 

Australia. 

 ‘Regional ICT Administrator’ means a Professional Officer who holds relevant 

qualifications in the area of Information and Communications Technology and 

is based in a school.   

 ‘Union’ means the Independent Education Union of Australia. 

1.5 INDIVIDUAL FLEXIBILITY ARRANGEMENT 

1.5.1 The Employer and an Employee covered by this Agreement may agree to 

make an individual flexibility arrangement to vary the effect of terms of the 

Agreement if: 

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

i) arrangements about when work is performed; 

ii) overtime rates; 

iii) allowances;  

iv) leave loading. 

b) the arrangement meets the genuine needs of the Employer and 

Employee in relation to one or more of the matters mentioned in 

paragraph 1.5.1a); and 

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

1.5.2 The Employer must ensure that the terms of the individual flexibility 

arrangement: 

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

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

c) result in the Employee being better off overall than the Employee would 

be if no arrangement was made. 

1.5.3 The Employer must ensure that the individual flexibility arrangement:  

a) is in writing; and 

b) includes the name of the Employer and Employee; and 
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c) is signed by the Employer and Employee and if the Employee is under 18 

years of age, signed by a parent or guardian of the Employee; and 

d) includes details of: 

i) the terms of this Agreement that will be varied by the 

arrangement; and 

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

iii) how the Employee will be better off overall in relation to the terms 

and conditions of their employment as a result of the arrangement; 

and 

iv) states the day on which the arrangement commences. 

1.5.4 The Employer must give the Employee a copy of the individual flexibility 

arrangement within 14 days after it is agreed to. 

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

a) by giving no more than 28 days written notice to the other party to the 

arrangement; or 

b)  if the Employer and Employee agree in writing – at any time. 

1.6  NO EXTRA CLAIMS 

Except as provided by the Act, prior to 31 December 2018, there will be no further 

claim by the parties to this Agreement for changes to salaries, rates of pay, 

allowances, or conditions of employment in relation to matters expressly contained in 

this Agreement. 

1.7 ACCESS TO THE AGREEMENT  

The Employer will ensure that a copy of this Agreement and the NES are readily 

accessible to all Employees.  

1.8 RELATIONSHIP BETWEEN THIS AGREEMENT AND THE NES  

The NES continues to apply to Employees covered by this Agreement, except where 

this Agreement provides a more favourable outcome in a particular respect.   
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2.0 ROLE, SELECTION AND APPOINTMENT 

2.1 EMPLOYMENT  

2.1.1 An Employee will be employed full-time or part-time (including temporary full-

time or part–time) or as a Casual Employee.  

2.1.2 Part-time Employees 

Where appropriate, the terms of this Agreement shall apply on a pro rata basis 

for a Part-time Employee. 

2.2 SOME GUIDING PRINCIPLES OF OPERATION 

 Employees are required to support the mission, teachings and ethos of the 

Catholic Church’s work in schools. 

 Employees are required to support the relevant policies and procedures of 

the CSO. 

 Services are focused on quality support to maximise the best outcomes for 

students. 

 The System Strategic Plan provides the direction for organisational activities. 

 The principle of subsidiarity influences all CSO planning and decision 

making. 

 Teams are committed to cohesion and integration of services. 

 Roles and relationships of CSO Employees in decision-making are 

complementary and collaborative. 

 The gifts and skills of individual Employees are valued, acknowledged and 

utilised. 

 Services are integrated in pursuit of agreed Diocesan priorities and goals for 

the CSO's ministry of service to schools. 

2.3 SELECTION AND APPOINTMENT PROCEDURES 

2.3.1 Full-time and part-time positions of more than one term in duration will normally 

be advertised and appointments made following a selection process. 

Appointments will be made on the basis of merit and suitability for the position 

in accordance with the documented Employer selection process and 

appointment procedures of the Employer. 

2.3.2 Letter of Appointment 

The Employer will provide an Employee (other than a Casual Employee), on 

appointment, with a Letter of Appointment, which must include: 

a) the type of employment, that is full-time or part-time, and whether the 

appointment is on an ongoing or temporary basis; 

b) the number of hours each week; 
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c) the rate of pay and classification applicable on commencement;  

d) the leave arrangements; and 

e) a statement in relation to superannuation benefits. 

2.4 RIGHT TO REQUEST FLEXIBLE WORKING ARRANGEMENTS 

2.4.1 If any of the circumstances referred to in subclause 2.4.2 below apply to an 

Employee and the Employee would like to change his or her working 

arrangements because of those circumstances, then the Employee may 

request the Employer for a change in working arrangements relating to those 

circumstances 

(N.B. examples of changes in working arrangements include change in hours of 

work, changes in patterns of work and changes in location of work). 

2.4.2 The following are the circumstances: 

a) The Employee is the parent, or has responsibility for the care, of a child 

who is of school age or younger; 

b) the Employee is a carer (within the meaning of the Carer Recognition 

Act 2010); 

c) the Employee has a disability; 

d) the Employee is 55 or older;  

e) the Employee is experiencing violence from a member of the Employee's 

family;  

f) the Employee provides care or support to a member of the Employee's 

Immediate Family, or a member of the Employee’s household, who 

requires care or support because the member is experiencing violence 

from the member's family. 

To avoid doubt, and without limiting the above provisions, a Employee who is a 

parent, or has responsibility for the care of a child, and is returning to work after 

taking leave in relation to the birth or adoption of the child, may request to 

work part-time to assist the Employee to care for the child.  

2.4.3 The Employee is not entitled to make the request unless: 

a) for an Employee other than a Casual Employee – the Employee has 

completed at least 12 months of continuous service with the Employer 

immediately before making the request; or 

b) for a Casual Employee – the Employee: 

i) has been employed as a Casual Employee for more than 2 years 

with the Employer; and  
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ii) has a reasonable expectation of continuing employment with the 

Employer on a regular and systematic basis. 

c) the request must: 

i) be in writing; and  

ii) set out details of the change sought and of the reasons for the 

change. 

2.4.4 The Employer must give the Employee a written response to the request within 

21 days, stating whether the Employer grants or refuses the request. If the 

Employer refuses the request, the written response must include details of the 

reasons for the refusal. The Employer may refuse the request only on reasonable 

business grounds. Reasonable business grounds include, but are not limited to, 

the following: 

a) that the new working arrangements requested by the Employee would 

be too costly for the Employer; 

b) that there is no capacity to change the working arrangements of other 

Employees to accommodate the new working arrangements requested 

by the Employee; 

c) that it would be impractical to change the working arrangements of 

other Employees, or recruit new Employees, to accommodate the new 

working arrangements requested by the Employee; 

d) that the new working arrangements requested by the Employee would 

be likely to result in a significant loss in efficiency or productivity; 

e) that the new working arrangements requested by the Employee would 

be likely to have a significant negative impact on student learning or the 

operation of the CSO. 
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3.0 GRADES, SALARIES AND LETTER OF 

APPOINTMENT/CONTRACT 

3.1  GRADE  

The following arrangements will continue to operate; however, the parties agree to 

review them over the course of this Agreement. 

3.1.1  Administrative Support Staff 

All Administrative Support Staff positions will be graded as Administrative 

Support Staff Grade 1, 2, 3, 4, 5 or 6.  

The descriptors for each grade are contained in the document Diocese of 

Maitland-Newcastle Catholic Schools Office – Administrative Support Staff Job 

Grading Matrix (see Appendix 7). The descriptors in the matrix may require 

review over time. 

In response to the changing priorities of the Catholic Schools Office, Maitland-

Newcastle and/or a specific Team, a Head of Services may make submission to 

the Remuneration and Classification Review Committee (see Appendix 1) to 

consider the re-grading of a position according to the descriptors set out in the 

Job Grading Matrix. The Remuneration and Classification Review Committee 

will make a recommendation to the Director of Schools. 

An Employee who wishes to dispute a matter associated with the grading of his 

or her position or employment conditions or who has had a substantial change 

in role or modification of duties has the right to apply for the position to be re-

graded. Normally applications will need to be supported by the Head of 

Services but this does not preclude an application being made by an individual 

without that support. Written applications including a current role statement 

and supporting evidence can be submitted to the Remuneration and 

Classification Committee for review and recommendation. 

3.1.2 Education and Professional Officers 

All Education and Professional Officer positions will be graded as Education 

and Professional Officer Grade 1, 2, 3, 4 or 5. A Senior Education Officer 

classification is applied to all officers holding roles at Grade 4 or 5. 

The descriptors for each grade are contained in the document Diocese of 

Maitland-Newcastle Catholic Schools Office – Education and Professional 

Officers Job Grading Matrix (see Appendix 8). The descriptors in the matrix may 

require review over time. 

In response to the changing priorities of the Catholic Schools Office, Maitland-

Newcastle and/or a specific team, a Head of Service may make submission to 

the Remuneration and Classification Review Committee to consider the 

regrading of a position according to the descriptors set out in the Job Grading 
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Matrix. The Remuneration and Classification Review Committee will make a 

recommendation to the Director of Schools. 

An Employee who wishes to dispute a matter associated with the grading of his 

or her position or employment conditions or who has had a substantial change 

in role or modification of duties has the right to apply for the position to be 

regraded. Normally applications will need to be supported by the Head of 

Service, but this does not preclude an application being made by an individual 

without that support. Written applications including a current role statement 

and supporting evidence can be submitted to the Remuneration and 

Classification Committee for review and recommendation. 

3.1.3 Psychologists  

All Psychologists will be classified and paid in accordance with their 

qualifications and experience. Psychologists who have completed a minimum 

four-year university qualification and the relevant internship (if required) will 

commence on Level 3 unless they have previous relevant service that moves 

them to a higher level. Once appointed, all Psychologists will progress to the 

next Level following each year of service. 

3.1.4 Counsellors 

All Counsellors will be classified and paid in accordance with their qualifications 

and experience. Counsellors who have completed a relevant university 

qualification will commence on Level 1 unless they have previous relevant 

service that moves them to a higher level. Once appointed, all Counsellors will 

progress to the next Level following each year of service to a maximum of Level 

10. 

3.2 SALARY 

The following arrangements will continue to operate; however, the parties agree to 

review them over the course of this Agreement. 

3.2.1 Administrative Support Staff 

The salary for Administrative Support Staff positions is determined by the grade 

for the position. There are six (6) grades (see Appendix 2: Current Salary Scales – 

Administrative Support Staff). Once appointed there is no automatic 

progression to a higher grade. 

3.2.2 Education and Professional Officers 

The salary for Education and Professional Officers is determined by the grade 

for the position. Each grade has three (3) salary levels: 1, 2 and 3 (see Appendix 

3: Current Salary Scales – Education and Professional Officers). 

Salary levels also reflect the different leave conditions of Education and 

Professional Officers. 
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Once appointed there is no automatic progression to a higher grade or higher 

salary level within a grade. 

3.2.3 Psychologists  

The salary for Psychologists is determined by their qualifications and experience 

(see subclause 3.1.3 and Appendix 4).  

3.2.4 Counsellors 

The salary for Counsellors is determined by their qualifications and experience 

(see subclause 3.1.4 and Appendix 4).  

3.3 RATES OF PAY 

3.3.1 Current Rates 

The rates of pay contained in Appendix 2 – Current Salary Scales – 

Administrative Support Staff, Appendix 3 – Current Salary Scales – Education 

and Professional Officers and Appendix 4 – Current Salary Scales – Psychologists 

and Counsellors shall apply from the Commencement Date.  

3.3.2 Future Increases: Administrative Support Staff 

Subject to paragraph 3.3.4, the rates of pay contained in Appendix 2 – Current 

Salary Scales – Administrative Support Staff will be increased in 2017 and 2018 

by the same percentage and from the same date as any increase to the rates 

of pay applying to General Employees employed in Diocesan schools of the 

Employer in 2017 and 2018.  

3.3.3 Future Increases: Education and Professional Officers and Psychologists and 

Counsellors 

Subject to paragraph 3.3.4 the rates of pay contained in Appendix 3 – Current 

Salary Scales – Education and Professional Officers and Appendix 4 – Current 

Salary Scales – Psychologists and Counsellors will be increased in 2017 and 2018 

by the same percentage and from the same date as the rates applying to 

Teachers employed in Diocesan schools of the Employer.  

3.3.4 Back Pay 

Where increases to rates of pay occur pursuant to paragraphs 3.3.2 and 3.3.3 

and the increase is effective from a date prior to the Commencement Date, 

the Employer will pay to each Employee the difference (if any) between the 

applicable rate of pay set out in Appendices 2–4 and the increased rate of 

pay for the period from the effective date of the increase to the 

Commencement Date, as soon as practicable. 

 3.4 OVERPAYMENT 

Where the CSO becomes aware that payments have been made over or under 

entitlements provided for under this Agreement, the Employee shall be notified and 

the parties shall attempt to reach agreement on the money due or to be recovered. 

If the parties are unable to reach agreement, either party may have recourse to 

clause 7.2 of this Agreement. 
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3.5  LETTER OF APPOINTMENT/CONTRACT 

The Letter of Appointment/Contract will outline details of the appointment. This will 

include salary and conditions of employment. 

3.5.1 Administrative Support Staff 

Initial appointment for Administrative Support Staff will generally be for two (2) 

years; however, there may be a probation period. Following this two-year 

period there is the expectation of renewal for further periods of four (4) years 

subject to a satisfactory performance review and evidence of ongoing 

suitability and effectiveness in the role as well as considerations related to CSO 

priorities. A failure to renew an appointment shall be a termination by the 

Employer for the purposes of clause 6.3 and clause 6.4.   

3.5.2 Education Officers, Professional Officers, Psychologists and Counsellors  

Initial appointment for an Education Officer will generally be for two (2) years; 

however, there may be a probation period. Following this two-year period 

there is the expectation of renewal for further periods of six (6) years subject to 

a satisfactory performance review and evidence of ongoing suitability and 

effectiveness in the role as well as considerations related to CSO priorities.  

Secondments of Education Officers from a school to work in the Catholic 

Schools Office may be for periods of up to three (3) years; at the conclusion of 

the secondment the Education Officer shall be re-appointed to a position in a 

school in a position equivalent to that held prior to the secondment. 

Initial appointment for a Professional Officer, Psychologist or Counsellor will 

generally be for three (3) years, with an expectation of renewal for further 

periods of five (5) years subject to a satisfactory performance review and 

evidence of ongoing suitability and effectiveness in the role as well as 

considerations related to CSO priorities. 

With the exception of Employees appointed pursuant to Clause 3.5.3, a failure 

to renew an appointment pursuant to this subclause shall be a termination by 

the Employer for the purposes of clause 6.3 and clause 6.4.    

3.5.3 Temporary Maximum Term Appointments 

a) Employees may be appointed on a temporary basis on a maximum term 

contract, without the expectation of renewal. In order for this clause to 

apply, the nature of the temporary position, and the fact that it is not 

expected that the position will be renewed, must be advised to the 

Employee in the letter of appointment.  

b) Subject to paragraphs 3.5.3c) and d) below, the non-renewal of a 

temporary maximum term contract will not be a termination by the 

Employer for the purposes of clauses 6.3 and 6.4 of this Agreement. 
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c) Where an Employee has been employed under a series of temporary 

maximum term contracts for a continuous period of three years or more, the 

non-renewal of the last temporary maximum term contract will be a 

termination by the Employer for the purposes of clauses 6.3 and 6.4 of this 

Agreement. 

d) An Employee who is seconded to a specific project or role on a temporary 

maximum term contract will, at the conclusion of the secondment, be 

reappointed to a position equivalent to that held prior to the secondment.  

If an equivalent position is not available, and the Employee’s employment is 

terminated, it will be a termination by the Employer for the purposes of 

clauses 6.3 and 6.4 of this Agreement. 

3.6  ALLOWANCES 

3.6.1 First Aid Allowance 

a) An Employee will be paid a first aid allowance as set out in Appendix 5: 

Allowances when they: 

i) are required by their Employer to perform first aid duty; 

ii) have been trained to render first aid; and 

iii) hold current and appropriate first aid qualifications, such as a 

certificate from the St John Ambulance or similar body 

Provided that the Employee is employed as such on a part-time basis, 

they will instead receive the applicable daily rate set out in Appendix 5: 

Allowances. 

b) The first aid allowance is not payable for the duration of any period of 

leave greater than 4 weeks that has been applied for and taken by an 

Employee. 

3.6.2 Travel Allowance 

a) An Employee required by the Employer to use their own motor vehicle in 

the performance of duties will be paid an allowance as set out in 

Appendix 5: Allowances. 

b) The allowance will be calculated on a daily basis. 

c) Where an Employee is required to travel from their home to a location 

other than their usual place of employment, the Employee is entitled to 

be paid the allowance for all kilometres travelled to and from such other 

work location, subject to: 

i) in the case of an Employee who normally travels to work in their 

own motor vehicle, a deduction of the kilometres normally 

travelled to and from their usual place of employment on that day;  

ii) otherwise, a deduction of the usual costs of the Employee’s 

journey to and from the usual place of employment (e.g. public 
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transport fares), but only to the extent that such usual costs have 

not also been incurred in respect of that day. 

3.7 SALARY PACKAGING 

a) An Employer may offer and an Employee may elect to receive the value 

of their annual remuneration as a combination of salary or wages 

(payable fortnightly) and benefits payable by the Employer. The total 

value of such salary, benefits, fringe benefits tax and employer 

administrative charge will equal the appropriate rate of pay prescribed 

for the Employee in this Agreement. Employees should seek their own 

independent financial advice before entering into such arrangements. 

b) The Employer will determine the range of benefits available to the 

Employee and the Employee may determine the mix and level of 

benefits. 

c) Any payment calculated by reference to the Employee’s rate of pay 

and payable either: 

i) during employment; or 

ii) on termination of employment; or 

ii) on death 

will be at the rate prescribed by this Agreement. 

Where the Employer offers and an Employee elects to receive their 

annual remuneration as a combination of salary or wages (payable 

fortnightly) and additional superannuation, the additional 

superannuation is payable to any eligible superannuation fund identified 

by this Agreement and nominated by the Employee. 

3.8 ACTING APPOINTMENTS 

If the Employee is appointed to act in a higher level position for 10 or more 

consecutive days, the Employee will receive the salary for the position they are 

acting in. 

3.9 CASUAL EMPLOYMENT 

a) Employees who are engaged as Casual Administrative Support Staff will 

be paid the appropriate Casual rate as provided in Appendix 2 provided 

that the minimum start shall be for three (3) hours.  

b) Employees who are engaged as Casual Education Officers and Casual 

Professional Officers will be paid the appropriate Casual rate as provided 

in Appendix 3 provided that the minimum start shall be for three (3) hours. 

c) Employees who are engaged as Casual Psychologists and Counsellors 

will be paid the appropriate Casual rate as provided in Appendix 4 

provided that the minimum start shall be for three (3) hours. 
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4.0 LEAVE  

4.1 ANNUAL LEAVE 

a) All Employees (other than Casual Employees) are entitled to four (4) 

weeks of paid annual leave for each year of service. Annual leave 

accrues progressively over the year. 

b) In addition Education Officers, Psychologists, Counsellors and Regional 

ICT Administrators who have been on duty or approved paid leave are 

entitled to be absent from work during pupil vacation periods except for  

i) five (5) days each pupil vacation period in the case of some 

Education Officers (as advised in their Letter of Appointment); and  

ii) in an emergency in the case of Psychologists, Counsellors and 

Regional ICT Administrators.  

4.1.1 Taking of Leave 

a) Administrative Support Staff would ordinarily take their annual leave 

during pupil vacation periods or at a time to minimise disruption to their 

service area. The timing of annual leave must be approved by the 

relevant Head of Service. 

b) Education Officers who receive part of the pupil vacation period will take 

their annual leave at the commencement of the Christmas vacation 

period.  

c) Professional Officers will take their annual leave at a time to minimise 

disruption to their service area. The timing of annual leave must be 

approved by the relevant Head of Service.  

d) Psychologists, Counsellors and Regional ICT Administrators will receive 

annual leave in accordance with 4.1b). 

e) Annual leave is exclusive of public holidays. 

f) If an Employee becomes ill during a period of annual leave and the 

illness is substantiated by a medical certificate and the Employee 

complies with the notice provisions in relation to personal/carer’s leave, 

they may take that period as personal/carer’s leave and apply to have 

the annual leave period covered by the medical certificate re-credited. 

4.2 ANNUAL LEAVE LOADING 

a) An Employee (other than a Casual Employee) is entitled to annual leave 

loading of 17.5%, which is in addition to the annual leave payment owed 

to the Employee. 
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b) Annual leave loading is automatically paid to an Employee as soon as 

practicable after the first full pay period on or after 1 December each 

year, and is based on the Employee’s ordinary hourly rate of pay as at 1 

December, but excluding other non-salary payments. Where an 

Employee has been employed continuously since the school service 

date, the payment of annual leave loading on 1 December is on the 

basis that the Employee has completed a full year of service with the 

Employer.  ‘School service date’ means the usual commencement date 

of employment at a Diocesan school for Teachers who are to 

commence teaching on the first day of the first term.   

c) Where the employment of an Employee is terminated for any reason and 

at the time of termination the Employee has not been given and has not 

taken the whole of the annual leave to which they are entitled, they will 

be paid a loading calculated in accordance with this subclause for the 

period not taken. 

4.3 PERSONAL/CARER’S LEAVE 

4.3.1 Entitlement to Paid Personal/Carer’s Leave 

a) Any untaken accrued personal/carer’s leave will be retained. Any future 

entitlements will be as follows. 

b) Full-time Employees will be entitled to 15 days personal/carer’s leave for 

each year of service. Personal/carer’s leave will accrue progressively 

during a year of service according to the Employee’s ordinary hours of 

work. 

c) Part-time Employees will be entitled to paid personal/carer’s leave on a 

pro-rata basis. 

d) Employees may take personal/carer’s leave if the leave is taken 

i) because an Employee is not fit or able to work due to a personal 

illness, or personal injury, or unexpected personal emergency, or 

domestic violence affecting the Employee; or 

ii) to provide care or support to a member of the Employee’s 

Immediate Family, or household member, and who requires care 

or support because of: 

 A personal illness, or personal injury; or 

 An unexpected emergency; or 

 Domestic violence. 

e) An ‘unexpected personal emergency’ is a circumstance that is 

unplanned, due to circumstances beyond the Employee’s control and is 

of an urgent and serious nature that requires the urgent attendance of 

the Employee. An ‘unexpected emergency’ is a circumstance that is 
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unplanned, due to circumstances beyond the Employee’s Immediate 

Family or household member’s control and is of an urgent and serious 

nature that requires the urgent attention of the Employee to attend and 

provide care or support. The urgent circumstance must be of such a 

nature that it cannot be arranged outside of work time. 

f) An Employee is not to take paid personal/carer’s leave for any period in 

respect of which the Employee is entitled to workers compensation. 

g) Where applicable, if a public holiday occurs during an Employee’s 

absence on personal/carer’s leave then such public holiday will not be 

counted as personal/carer’s leave. 

h) As soon as practicable, and where possible prior to the Employee’s 

commencing such leave, they will notify their Head of Service of: 

a) Their intention to take personal/carer’s leave; 

b) The reason for their absence in accordance with paragraph 4.3.1d); 

and 

c) The period, or expected period of their leave. 

4.3.2 Evidence Requirements 

a) Evidence will not be required for the first three (3) days of 

Personal/Carer’s Leave taken by an Employee in a school year. For 

subsequent absences, the provisions set out in paragraphs 4.4.2b) to e) 

will apply. 

b) For personal illness or injury 

i) An Employee will, upon request, provide evidence to the Employer 

for each absence due to personal illness or injury. 

ii) Evidence may be obtained from either a medical practitioner or 

from a registered health practitioner. In accordance with the 

Health Practitioner Regulation National Law (NSW) a registered 

health practitioner means an individual who practises one of the 

following professions including its specialities: 

 Chiropractic 

 Dental (including the profession of a dentist, dental therapist, 

dental hygienist, dental prosthetist and oral health specialist) 

 Medical 

 Nursing and midwifery 

 Optometry 

 Osteopathy 

 Pharmacy 

 Physiotherapy 
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 Podiatry 

 Psychology 

 Aboriginal and Torres Strait Islander health practice 

 Chinese medicine 

 Medical radiation practice; or 

 Occupational therapy. 

c) Unexpected Personal Emergency or Domestic Violence 

An Employee will, upon request, provide documentation acceptable to 

the Employer or a statutory declaration, outlining the nature of the 

unexpected personal emergency, or the fact of domestic violence, and 

that such circumstance prevented the Employee from attending work. 

d) To Provide Care or Support to a Member of the Employee’s Immediate 

Family or Household Member, an Employee will, upon request: 

i) produce a certificate from a registered medical practitioner or 

certificate or other evidence from a registered health practitioner, 

or statutory declaration, establishing the illness or injury of the 

person concerned and that the illness or injury is such as to require 

care by another person; or 

ii) produce documentation acceptable to the Employer or a 

statutory declaration, establishing the nature of the unexpected 

emergency, and that such unexpected emergency resulted in the 

person concerned requiring care by the Employee. 

e) In normal circumstances, an Employee must not take Personal/Carer's 

Leave pursuant to subparagraph 4.3.1d )ii) where another person had 

taken leave to care for the same person. 

4.3.3 Accumulation of Personal/Carer’s Leave 

If the full period of Personal/Carer’s Leave is not taken in any year, the untaken 

portion will be cumulative from year to year. No Employee will be subject to a 

cap   on   the maximum number of Personal/Carer’s leave days that can 

accumulate from year to year. 

4.4 PARENTAL LEAVE AND RELATED ENTITLEMENTS 

Except as stated in this section, all other entitlements and requirements relating to 

parental leave under the Act will apply. All periods of paid parental leave will count 

as service for the purposes of this Agreement, the Act, and any other statutory 

entitlement. Periods of unpaid parental leave will not count as service. 

4.4.1 Paid Parental Leave (Primary Care-Giver) 

An Employee will be entitled to take paid parental leave in accordance with 

this subclause if: 

a) They have an entitlement to and take parental leave under the Act; and 
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b) They will be the primary person responsible for the care of the child from 

the child’s date of birth (being birth-related leave under the Act) or, in 

the case of adoption (being adoption-related leave under the Act) from 

the child’s date of placement with the Employee. 

c) Paid parental leave will be paid for 14 weeks at the rate of pay the 

Employee would have received, if they had not taken parental leave. If 

the period of parental leave granted to the Employee is for less than 14 

weeks then the period of paid parental leave will be for such lesser 

period. 

d) The Employee may elect to be paid during the period of paid leave in 

paragraph 4.4.1b) either in accordance with the usual Employer 

payment schedule or as a lump sum payment in advance. 

e) A maximum period of 14 weeks will be counted as service where 

payment is made in accordance with paragraph 4.4.1b). 

f) Where an Employee applies for a lump sum payment in advance under 

paragraph 4.4.1d) the Employee will give the Employer at least one 

month’s notice of intention. 

g) If a female Employee has commenced paid parental leave and 

subsequently the female Employee’s pregnancy results in a stillbirth or 

death of a child, the Employee will be entitled to retain payment in 

accordance with this subclause equivalent to the salary/wages for the 

period of parental leave taken by the Employee. 

h) Paid parental leave will commence no earlier than 10 weeks prior to the 

expected date of birth or, in the case of adoption, from the date of the 

child’s placement with the Employee for adoption. 

i) The Employer may deduct payment for any absence of the Employee 

(to which the Employee, but for this clause, would have been entitled 

under clause 4.3) in the period four (4) calendar weeks prior to the 

expected date of birth, from the payment of paid parental leave to 

which the Employee is entitled pursuant to this clause. 

j) An Employee on paid parental leave in accordance with this clause will 

not be employed as a Casual Employee by their Employer during such 

paid leave. 

k) Where an Employee gives birth to a child while on unpaid leave (other 

than parental leave in relation to the birth of the same child) the 

Employee will be entitled to parental leave in accordance with the Act. 

However, the Employee will not be entitled to an additional 14 weeks 

payment in accordance with paragraph 4.4.1b). 
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4.4.2 Paid Parental Leave (Not Primary Care-Giver) 

a) Where an Employee has an entitlement to, and takes, parental leave 

under the Act but is not the primary person responsible for the care of the 

child, the Employee will be entitled to paid parental leave in 

accordance with this subclause. 

b) An Employee will be entitled to one day of leave with pay on the date of 

their child’s birth, or on the day on which their child or the primary person 

responsible for the care of the child leaves hospital following the child’s 

birth, or in the case of adoption, the date of the child’s placement. 

c) In addition, an Employee will be entitled, subject to this subclause, to 

take paid parental leave in one continuous period not exceeding two (2)  

weeks. The first week of such leave will be paid and the second week of 

such leave will be deducted from, and will not exceed, the Employee’s 

entitlement to paid personal/carer’s leave. 

d) The Employee must give a minimum of four (4) weeks written notice to 

their Head of Service of the dates on which they propose to start and 

end the period of paid parental leave. 

e) The entitlement to paid parental leave in paragraphs 4.4.2b) and 4.4.2c) 

is inclusive of, and not in addition to, the Employee’s entitlement to take 

unpaid concurrent leave in accordance with the Act. 

f) The Employee must give a minimum of four (4) weeks written notice of 

the dates on which the Employee proposes to start and end the period 

of paid parental leave. The proposed dates may be varied by further 

written notice. 

4.4.3 Right to Request Extension of Parental Leave 

An Employee entitled to parental leave may request to be allowed to extend 

the period of unpaid parental leave for a further continuous period of leave not 

exceeding 12 months. 

4.5 LONG SERVICE LEAVE  

The provisions of the Long Service Leave Act 1955 (NSW) will apply except to the 

extent that the following provides for a more favourable outcome in a particular 

respect. 

An Employee’s balance of untaken accrued long service leave as at the 

Commencement Date is not affected by the commencement of this Agreement.  

From the Commencement Date, an Employee’s entitlement to long service leave will 

be as follows. 

4.5.1 Long Service Leave Entitlement for Administrative Support Staff 

The long service leave entitlement of an Administrative Support Staff member 

will be: 
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a) in respect of full-time service, 45.5 hours per year of service; and 

b) where an Administrative Support Staff member works part-time in a given 

year they will accrue leave on a pro rata basis according to the number 

of hours worked by the Employee in a week compared to 35, where a 

Full-time Employee accrues 45.5 hours of leave for each year of service. 

4.5.2 Long Service Leave Entitlement for Education and Professional Officers and 

Psychologists and Counsellors 

The long service leave entitlement of these Employees will be: 

a) in respect of full-time service of less than 10 years service, 6.5 days per 

year of service; 

b) in respect of full-time service completed, of 10 or more years, 10 days per 

year of service; and 

c) in respect of part-time service completed, a pro rata amount of the 

entitlement. 

4.5.3 Notice to Take Long Service Leave 

An Employee will, at a minimum, be entitled to take any accrued long service 

leave upon completion of ten years service and on completion of each 

additional five (5) years service thereafter.  

When an Employee becomes entitled to long service leave in respect of their 

service, the CSO must give the Employee, and the Employee must take, the 

leave as soon as practicable, having regards to the needs of the CSO. 

a) The Head of Service must give the Employee not less than 20 weeks 

notice of any requirement to take leave. 

b) Unless the Head of Service otherwise agrees, an Employee must give not 

less than 20 weeks notice of their intention to take leave. 

4.5.4 Cashing Out Long Service Leave 

After 10 years service, an Employee may elect to ‘cash out’ a portion of their 

long service leave as follows: 

a) the portion of long service leave that may be cashed out must not 

include the minimum leave entitlement under applicable state or territory 

long service leave legislation. This is because it is prohibited under state 

and territory long service leave legislation to ‘cash out’ long service 

leave; 

b) the Employee must elect in writing to cash out this extra portion of long 

service leave; and 

c) the Employee’s entitlement to long service leave will be reduced by the 

extent of such payment. 
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4.5.5 Payment of Long Service Leave on Termination 

In the case of an Employee who has completed at least five (5) years service, 

and the service is terminated or ceases for any reason, the Employee must be 

paid their accrued long service leave balance calculated in accordance with 

this subclause.   

4.5.6 Long Service Leave at Half Pay 

Provided the minimum period of leave is ten 10 weeks, an Employee may elect 

to receive long service leave payments at half pay for the period of leave. For 

the purposes of this subclause, 'half-pay' means that over the course of a 

fortnight an Employee will receive one week of paid long service leave, 

followed by one week of leave without pay. The period of leave without pay 

will not be deemed as service for the purposes of this Agreement or any 

statutory entitlement. 

4.6 SERVICE 

Employees (other than Casual Employees) who take approved leave without pay 

(including unpaid parental leave) will be deemed to have had continuous service, 

notwithstanding the fact that the service was interrupted by such leave. However, 

the period of the unpaid leave must not be taken into account in calculating the 

period of service for the purpose of long service leave accrual. This provision does not 

apply to an Employee who takes unpaid community service leave under the Act; an 

Employee who takes a period of unpaid community service leave under the Act will 

accrue long service leave during such a period. 

4.7 OTHER LEAVE 

4.7.1 Compassionate Leave for Employees Other than Casual Employees 

a) An Employee (other than a Casual Employee) will be entitled to paid 

compassionate leave as set out in the table below: 

CIRCUMSTANCE IN WHICH LEAVE IS 

GRANTED 

MAXIMUM NUMBER OF PAID 

COMPASSIONATE LEAVE DAYS 

PER OCCASION 

On the death of an Immediate Family 

member or household member (including 

attendance at their funeral) 

3 days 

When an Immediate Family member or 

household member contracts or develops 

a personal illness or sustains a personal 

injury that poses a serious threat to his or 

her life 

2 days 

 

b) An Employee must notify their Head of Service as soon as practicable of 

their intention to take leave, and must advise the period, or expected 

period of the leave. 



CATHOLIC SCHOOLS OFFICE DIOCESE OF MAITLAND-NEWCASTLE 

Catholic Schools Office, Diocese of Maitland Newcastle Employees Enterprise Agreement 2017  Page 25 of 52 

c) An Employee may be required to provide their Head of Service with 

satisfactory evidence of such death and/or personal illness or injury. 

d) Where an Employee takes compassionate leave, the CSO, in its absolute 

discretion, may grant the Employee additional leave as leave without 

pay or leave with pay. 

e) Where an Employee requests leave to attend a funeral for a person who 

is not an Immediate Family or household member, the CSO, in its 

absolute discretion, may grant leave, which will be deducted from the 

Employee’s entitlement to personal/carer’s leave. 

f) An Employee may take compassionate leave in conjunction with 

personal/carer’s leave. In determining such a request, the Head of 

Service will give consideration to the circumstances and the reasonable 

operational requirements of the CSO. 

4.7.2 Community Service Leave 

a) The Head of Service will provide an Employee with community service 

leave in accordance with the Act and this subclause.   

b) Where the involvement of an Employee (other than a Casual Employee) 

in a community service activity has been approved by the Head of 

Service after consideration of the needs of the CSO, an Employee will be 

entitled to paid leave of not more than five (5) days in any calendar year 

(unless otherwise agreed) for emergency leave for service to the 

community. Examples of purposes for which such leave may be granted 

include to work in the State or Territory Emergency Service or Volunteer 

Fire Brigade. An Employee will otherwise be entitled to unpaid leave for 

an eligible community service in accordance with the Act. 

c) An Employee (other than a Casual Employee) who is required to attend 

for jury service during ordinary working hours will be provided with paid 

leave for this purpose. The Employee will be required to reimburse to the 

CSO any monies payable to the Employee for such attendance 

(excluding reimbursement of expenses) which required the Employee’s 

absence from work. 

d) The Employee must notify the Head of Service as soon as possible of the 

date upon which he or she is required to attend for jury service. The 

Employee must provide a copy of the summons to attend jury duty and a 

record of payments received as proof of attendance. 

4.7.3  Military Reserve Leave 

An Employee who is a member of the Australian Military Reserve or other 

Australian military forces will be granted unpaid leave for the purpose of 

attending any compulsory camp or posting.  



CATHOLIC SCHOOLS OFFICE DIOCESE OF MAITLAND-NEWCASTLE 

Page 26 of 52 Catholic Schools Office, Diocese of Maitland Newcastle Employees Enterprise Agreement 2017  

4.7.4  Examination and Study Leave 

An Employee (other than a Casual Employee) who, for the purposes of 

furthering training which is relevant to their employment, enrols in any course 

approved by the CSO at a recognised higher education institution, will be 

granted leave: 

a) with pay on the day of any examination required in the course; 

b) with pay on the day of their graduation; and 

c) without pay for the purpose of attending any compulsory residential 

school which is a part of such course. 

4.7.5  Overseas Volunteer Programs 

An Employee (other than a Casual Employee), who has completed at least five 

(5) years continuous service, will be entitled to leave without pay to work in an 

overseas volunteer program approved by the CSO. The leave will normally be 

granted for one (1) year but may be granted for up to two (2) years if required 

by the relevant volunteer program and agreed by the CSO. 

Such leave without pay will not break continuity of service but does not count 

as service with the CSO for the purpose of long service leave or any other 

accrued entitlements. 

4.7.6 Leave without Pay (LWOP) 

Leave without pay (LWOP) may only be granted by the Director of Schools or 

his delegated authority. Application is made, through the Head of Services to 

the Director, on the Application for Leave Form with a supporting statement as 

to why such leave is requested. 

4.7.7 Compensatory Leave 

Professional Officers and Education Officers who only receive four (4) weeks 

annual leave and don’t receive an additional entitlement during pupil 

vacation periods will be granted a maximum of 10 days compensatory leave 

per calendar year as compensation for work undertaken outside of normal 

office hours. This leave must be taken within the calendar year and will be pro 

rata for Part-time Employees and Employees who commenced during the year. 

It is expected that compensatory leave will be taken during school holidays of 

the accrual year. 
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5.0 HOURS OF EMPLOYMENT 

5.1 HOURS OF WORK 

a) Employment of all Employees is based on a 35-hour working week which shall 

be as a seven (7) hour day worked continuously plus one (1) (unpaid) hour for 

lunch, Monday to Friday, provided that for positions other than Administrative 

Support Staff, after hours work may be required.  A paid morning or afternoon 

tea break of 15 minutes shall be provided at a time suitable to the Employer.  

b) The span of ordinary hours of work for Part-time Employees will be the same as 

those worked by Full-time Employees as provided in 5.1(a).  Part-time 

Administrative Support Staff who are required to work additional hours will be 

paid at the casual rate of pay applicable to the Employee’s position, provided 

that Administrative Support Staff will be paid overtime rates for hours worked 

outside the span of ordinary hours or hours that are worked in excess of seven 

(7) hours per day; and for hours that are worked in excess of 35 hours per week. 

A Part-time Employee will be paid for a minimum of three (3) consecutive hours 

on any day.  

5.2 SPAN OF HOURS 

The normal working day spans the hours between 8.00am and 6.00pm. 

5.3 FLEXITIME 

Flexitime is available for all full-time Administrative Support Staff. 

The conditions for Flexitime can be found at Appendix 6. 

Flexitime arrangements must be approved by the Head of Service prior to 

commencing, and may be reviewed from time to time.  

5.4 FLEXIBILITY WITHIN NORMAL WORKING HOURS 

In order for professional services to be available to the educational community, there 

may need to be flexibility within the normal working hours to accommodate before 

school, after school, evening and special project commitments. Starting and finishing 

times can be negotiated as long as these do not interfere with the services provided 

to schools. 

The use of flexible hours may expand the span of hours worked to be between 

8.00am and 6.00pm for Education and Professional Officers based at the Catholic 

Schools Office. To ensure that the efficiency of the team or the level of service to 

schools is not lessened, the Employee must apply for approval to their Head of 

Service. Such a request will only be granted if there is no increase in cost to the CSO 

and service levels can be maintained. This arrangement may be varied from time to 

time.  
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5.5. OVERTIME 

This clause 5.5 Overtime only applies to Administrative Support Staff.    

5.5.1 Requirement to Perform Reasonable Overtime 

a)  Administrative Support Staff may be required to perform reasonable 

overtime and must be paid at overtime rates for work performed either 

outside, or in excess of, the ordinary hours.   

b) Administrative Support Staff may refuse to work overtime in 

circumstances where the working of such overtime would be 

unreasonable. What is unreasonable or otherwise will be determined 

having regard to:  

 i) any risk to the Employee’s health or safety;    

 ii)  the Employee's personal circumstances including any family and 

carer responsibilities; 

 iii) the needs of the Employer;    

iv) the notice (if any) given by the Employer of the overtime, and by the 

Employee of his or her intention to refuse it; and  

v)  any other relevant matter.  

5.5.2 Overtime Rates  

a) An Employee employed as Administrative Support Staff will be paid 

overtime for all authorised work performed outside of the ordinary hours 

of work, as provided in clause 5.1, as follows:  

Monday to Friday: 150% of the unaveraged ordinary hourly rate of 

pay for the first two (2) hours and 200% of the unaveraged ordinary 

hourly rate of pay after that. 

Midnight Friday to Midnight Sunday: 200% of the unaveraged 

ordinary hourly rate of pay.  

b) In calculating overtime, each day’s work will stand alone.  

c) For work performed on Sunday an Employee will be paid at the overtime 

rate calculated in accordance with paragraph 5.5.2(a) for a minimum 

payment of four (4) hours work.  

5.5.3 Time Off Instead of Overtime Payment  

a) Where an Employee employed as Administrative Support Staff has 

performed work on overtime, the Employee may elect, with the consent 

of the Employer, to take time off in lieu of payment for overtime at a time 

or times agreed with the Employer within 12 months of the election. Such 
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election will be evidenced in writing and kept with time and wages 

records.   

b) Overtime taken as time off during ordinary time hours will be taken at the 

ordinary time rate, that is, an hour for each hour worked, in respect of 

overtime worked between Monday and Friday inclusive.  

c) Normal overtime rates for Saturday and Sunday as set out in paragraph 

5.5.2(a) will typically apply for those days, provided that an Employee 

may request that the Employer provide time off instead of payment of 

overtime equivalent to the number of hours of payment the Employee 

would have received had they been paid overtime for such work.  

d) An Employee may not accumulate more than 20 hours to be taken as 

leave in lieu of overtime payment.   

e) An Employee will be paid any outstanding time in lieu of overtime at the 

appropriate overtime rate provided for in subclause 5.5.2 if such leave 

has not been taken within 12 months of accrual or if the Employee’s 

employment terminates.   

5.5.4 Recall to Work  

a) An Employee employed as Administrative Support Staff required to 

attend the Employer’s premises for a reason other than carrying out 

rostered duties after leaving the place of employment (whether notified 

before or after leaving the place of employment) will be paid a minimum 

of two (2) hours pay at the appropriate rate for each such attendance.  

b) This subclause will not apply where a period of duty is continuous with the 

completion or commencement of ordinary working time 

(notwithstanding that the Employer may allow the Employee a 

reasonable meal break before, during or after such attendance).    

5.5.5 Make-up Time  

An Employee employed as Administrative Support Staff may elect, with consent 

of the Employer, to work make-up time under which the Employee takes time 

off during ordinary hours, and works those hours at a later time, during the 

spread of ordinary hours provided in this Agreement, at the ordinary rate of 

pay.  
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6.0 OTHER CONDITIONS, BENEFITS AND 

GUIDELINES 

6.1 CARS AND TRAVEL 

The CSO recognises that in order to fulfil their duties of employment Employees may 

be required to undertake work-related travel.  

The CSO will meet the travel needs of Employees by using one of the following 

methods: 

a) Employees can elect to take on a packaged leased vehicle where the 

business portion of the lease is paid by the Catholic Schools Office.    OR 

b) Reimbursement of travel expenses based on a cents per kilometre 

method for the business kilometres that are travelled (as set out in 

subclause 3.6.2). 

Any incidental expenses may be recouped by the presentation of an expenses claim 

form to the Head of Service. 

6.2 SUSPENSION 

6.2.1 Notwithstanding any of the provisions in this Agreement, an Employer may 

suspend an Employee with or without pay while considering any matter which 

in the view of the Employer could lead to the Employee’s summary dismissal. 

6.2.2 Suspension without pay will not be implemented by the Employer without prior 

discussion with the Employee and will not, except with the Employee’s consent, 

exceed a period of four (4) weeks. 

6.3 TERMINATION OF EMPLOYMENT 

This clause 6.3 Termination of Employment excludes Casual Employees. 

6.3.1 Notice of Termination 

a) An Employer must not terminate an Employee’s employment unless the 

Employer has given the Employee written notice of the day of the 

termination. The day of termination cannot be before the day the notice 

is given. 

b) An Employer must not terminate an Employee’s employment unless: 

i) the time between the giving of notice and the day of the 

termination is at least the minimum period of notice set out in 

paragraph 6.3.1c), or 

ii) the Employer has paid the Employee payment in lieu of notice of 

at least the amount the Employer would have been liable to pay 

the Employee had the Employee continued to work until the end 

of the notice period. 
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c) The employment of an Employee (other than a Casual Employee) will not 

be terminated without the provision of four (4) weeks notice. In the case 

of Employees over 45 years of age who have completed at least two (2) 

years of continuous service, an additional one (1) week’s notice shall be 

applied. 

d) An Employee is required to give at least four (4) weeks notice of 

termination to their Employer. 

e) The notice periods above will not affect the right of the Employer to 

dismiss any Employee without notice for serious misconduct and in such 

case salary will be paid up to the time of dismissal only. 

6.3.2 Payment on Termination 

a) Employees will, upon termination of employment be paid all salary or 

wages and other monies due, including any payments which may be 

due in lieu of annual leave and/or long service leave. 

b) If an Employee fails to give the notice specified in paragraph 6.3.1d), the 

Employer may withhold from any amounts payable under this 

Agreement, an amount for the period of notice not given by the 

Employee.  Any such deduction made by the Employer must be in 

accordance with section 324 of the Act.  

6.3.3 Statement of Service 

a) On termination of employment the Employer will, on request, provide an 

Employee with a Statement of Service. 

b) Upon request, a Casual Employee will be supplied with a Statement of 

Service that sets out the number of days of duty undertaken by the 

Employee during the period of engagement. 

6.4 REDUNDANCY PAY 

6.4.1 Where an Employee’s employment is to be terminated due to redundancy, the 

Employer (subject to an application and further order of the FWC), will pay the 

following redundancy pay in respect of a continuous period of service: 

a) Administrative Support Staff 

YEARS OF SERVICE ENTITLEMENT ENTITLEMENT 

 
Under 45 years of 

age 

45 years of age and 

over 

less than 1 year Nil Nil 

1 year and less than 2 years 4 weeks 5 weeks 

2 years and less than 3 years 7 weeks 8.75 weeks 

3 years and less than 4 years 10 weeks 12.5 weeks 

4 years and less than 5 years 12 weeks 15 weeks 

5 years and less than 6 years 14 weeks 17.5 weeks 

6 years and over 16 weeks 20 weeks 
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b) Educational and Professional Officers, Psychologists and Counsellors 

YEARS OF SERVICE ENTITLEMENT ENTITLEMENT 

 
Under 45 years of 

age 

45 years of age and 

over 

less than 1 year Nil Nil 

1 year and less than 2 years 4 weeks 5 weeks 

2 years and less than 3 years 7 weeks 8.75 weeks 

3 years and less than 4 years 10 weeks 12.5 weeks 

4 years and less than 5 years 12 weeks 15 weeks 

5 years and less than 6 years 14 weeks 17.5 weeks 

6 years and less than 7 years 16 weeks 20 weeks 

7 years and less than 8 years 17 weeks 21.5 weeks 

8 years and less than 9 years 18 weeks 23 weeks 

9 years and less than 10 years 19 weeks 24.5 weeks 

10 years and less than 11 

years 
20 weeks 26 weeks 

11 years and less than 12 

years 
21 weeks 27.5 weeks 

12 years and less than 13 

years 
22 weeks 29 weeks 

13 years and over 26 weeks 32.5 weeks 

 

c) In calculating years of service, ‘service’ means continuous service.  

Service as a Casual Employee will not be included in the calculation of 

years of service for the purposes of clause 6.4 of this Agreement. 

d) Subject to paragraphs 3.5.3c) and d), redundancy payments will not be 

made to an Employee employed on a temporary maximum term 

contract on the expiry and/or non-renewal of the temporary maximum 

term contract, or to an Employee engaged as a Casual Employee. 

e) ‘Weeks’ means the all-purpose weekly rate of pay for the Employee 

concerned at the date of termination, and will include, in addition to the 

ordinary rate of pay, over Agreement payments and allowances 

provided for in this Agreement. 

6.4.2 Incapacity to Pay 

a) Subject to an application by the Employer and further order of the FWC, 

an Employer may pay a lesser amount (or no amount) of redundancy 

pay than that contained in subclause 6.4.1. 

b) The FWC will have regard to such financial and other resources of the 

Employer concerned as the FWC thinks relevant, and the probable 

effect paying the amount of redundancy pay in subclause 6.4.1 will have 

on the Employer. 
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6.4.3 Alternative Employment 

Subject to an application by the Employer and further order of the FWC, an 

Employer may pay a lesser amount (or no amount) of redundancy pay than 

that contained in subclause 6.4.1 if the Employer obtains acceptable 

alternative employment for an Employee. 

6.4.4 Time Off During the Notice Period 

a) An Employee given notice of termination by the Employer in 

circumstances of redundancy must be allowed up to one (1) day off 

without loss of pay during each week of notice, to a maximum of five (5) 

weeks, for the purpose of seeking other employment. 

b) If the Employee has been allowed paid leave for more than one (1) day 

during the notice period for the purpose of seeking other employment, 

the Employee will, at the request of the Employer, be required to 

produce proof of attendance at an interview or the Employee will not 

receive payment for the time absent. 

6.4.5 Employee Leaving During the Notice Period 

An Employee given notice of termination in circumstances of redundancy may 

terminate their employment during the period of notice. The Employee is 

entitled to receive the benefits and payments they would have received under 

this subclause had they remained in employment until the expiry of the notice, 

but is not entitled to payment in lieu of notice. 

6.4.6 Notice to Centrelink 

An Employer must provide written notice to Centrelink as required by section 

530 of the Act. 

6.4.7 Centrelink Employment Separation Certificate 

The Employer will, upon receipt of a request from an Employee whose 

employment has been terminated, provide to the Employee an ‘Employment 

Separation Certificate’ in the form required by Centrelink. 

6.5 SUPERANNUATION 

6.5.1 Definitions 

For the purposes of this clause: 

a) ‘Basic Earnings’ means: 

i) the minimum annual rate of salary/ wage prescribed from time to 

time for the Employee by 3.2 Salary; 

ii) allowances pursuant to 3.6 Allowances; and 

iii) any other payment that is ‘ordinary time earnings’ (OTE) as defined 

in subsection 6(1) of the Superannuation Guarantee 

(Administration) Act 1992 (SGAA). 
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b) ‘Fund’ means: 

i) NGS Super; 

ii) The Australian Catholic Superannuation and Retirement Fund 

(ACSRF); and 

iii) any other superannuation fund approved in accordance with the 

Commonwealth’s operational standards for occupational 

superannuation funds which the Employee is eligible to join and 

which is approved by the Employer as a fund into which an 

Employee of that Employer may elect to have the Employer pay 

contributions made pursuant to this Agreement in respect of that 

Employee; 

provided that, if offered as a default Fund, the Fund offers a MySuper 

Product. 

6.5.2 Benefits 

a) Each Employer will, in respect of each Employee employed by the 

Employer, and subject to the provisions of subclause 6.5.4, pay 

superannuation contributions into the Fund nominated by the Employee 

at the rate of 9.5 per cent of the Employee’s Basic Earnings. 

b) The percentage rate in paragraph 6.5.2a) reflects, and will increase to 

reflect any future increases to, the ‘Charge Percentage’ as set out in 

section 19 of the SGAA. Any such future increases to the percentage rate 

in paragraph 6.5.2a) will take effect at the date of commencement of 

any such increase to the Charge Percentage. 

c) Where a new Employee commences employment with the Employer, the 

Employer will advise the Employee in writing of the Employee’s 

superannuation entitlements under this Agreement and of the available 

Funds within two (2) weeks of the date of commencement of 

employment. The Employee will advise the Employer in writing of their 

choice of Fund (as defined in paragraph 6.5.1b). If the Employee does 

not nominate a Fund, the Employer may nominate a default Fund. NGS 

Super will be made available by the Employer to each Employee. 

d) Where a Casual Employee has, at any time prior to the Commencement 

Date, met the requirements to be a ‘Qualified Employee’ with an 

Employer who is a party to this Agreement under the superannuation 

provisions of any agreement, transitional industrial instrument or NSW 

State award that applied to the Employee at the relevant time, then the 

Employer will continue to make superannuation contributions to that 

Casual Employee under this subclause in respect of all days worked. 
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6.5.3 Transfers Between Funds 

If an Employee is eligible to belong to more than one Fund, the Employee will 

be entitled to notify the Employer that the Employee wishes the Employer to 

pay contributions in respect of the Employee to a new Fund. The Employer will 

only be obliged to make such contributions to the new Fund where the 

Employer has been advised in writing: 

a) of the Employee’s application to join the other Fund; and 

b) that the Employee has notified the trustees of the Employee’s former 

Fund that the Employee no longer wishes the contributions which are 

paid on the Employee’s behalf to be paid to that Fund. 

6.5.4 Exceptions 

An Employer will not be required to make contributions under this Agreement in 

respect of an Employee who: 

a) is absent from his or her employment without pay, for such period of 

absence without pay; or 

b) subject to the provisions of paragraph 6.5.2 d) (Qualified Employee), 

earns less than $450 salary per month; or 

c) is under the age of 18 years old and works less than 30 hours per week; or 

d) is otherwise referred to in section 27 of the SGAA. 
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7.0 CONSULTATION, DISPUTE RESOLUTION AND 

OTHER MATTERS 

7.1 CONSULTATION REGARDING MAJOR WORKPLACE CHANGE 

7.1.1 This clause applies if: 

a) the Employer has made a definite decision to introduce a major change 

to production, program, organisation, structure, or technology in relation 

to its enterprise; and 

b) the change is likely to have a significant effect on Employees of the 

enterprise. 

7.1.2 The Employer must notify the relevant Employees and the Union, of the decision 

to introduce the major change. The Employer will notify the Employee of their 

right to appoint a representative for the purposes of consultation, and if the 

Employee advises the Employer of the identity of the representative, the 

Employer must recognise the representative. 

7.1.3 As soon as practicable after making its decision, the Employer must: 

a) discuss with the relevant Employees: 

i) the introduction of the change; 

ii) the effect the change is likely to have on the Employees; 

iii) measures the Employer is taking to avert or mitigate the adverse 

effects of the change on the Employees; and 

b) for the purposes of the discussion — provide, in writing, to the relevant 

Employees, and where appointed as a representative, the Union: 

i) all relevant information about the change including the nature of 

the change proposed; 

ii) information about the expected effects of the change on the 

Employees; 

iii) where a change involves the termination of an Employee’s 

employment, all relevant information about the proposed 

terminations including the reasons for the proposed terminations, 

the number and categories of Employees likely to be affected, 

and the number of Employees normally employed, and the period 

over which the terminations are likely to be carried out; and 

iv) any other matters likely to affect the Employees. 

7.1.4 The Employer is not required to disclose confidential or commercially sensitive 

information to the relevant Employees or their representative or the Union. 
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7.1.5 The Employer must give prompt and genuine consideration to matters raised 

about the major change by the relevant Employees or their representative. 

7.1.6 In this clause, a major change is likely to have a significant effect on Employees 

if it results in: 

a) the termination of the employment of Employees; or 

b) major change to the composition, operation or size of the Employer’s 

workforce or to the skills required of Employees; or 

c) the elimination or diminution of job opportunities (including opportunities 

for promotion or tenure); or 

d) the alteration of hours of work; or 

e) the need to retrain Employees; or 

f) the need to relocate Employees to another workplace; or 

g) the restructuring of jobs. 

7.1.7 In this clause, ‘relevant Employees’ means the Employees who may be 

affected by the major change. 

7.2 DISPUTE RESOLUTION PROCEDURES 

7.2.1 In the event of a dispute about a matter under: 

a) this Agreement; or 

b) the NES 

in the first instance the parties must attempt to resolve the matter at the 

workplace by discussions between the Employee or Employees concerned and 

the relevant supervisor. If such discussions do not resolve the dispute, the parties 

will endeavour to resolve the dispute in a timely manner through discussions 

between the Employee or Employees concerned and senior management as 

appropriate. 

7.2.2 If a dispute is unable to be resolved at the workplace, and all appropriate steps 

under subclause 7.2.1 have been taken, a party to the dispute may refer the 

dispute to the FWC. 

7.2.3 The parties may agree on the process to be utilised by the FWC including 

mediation, conciliation and arbitration. 

7.2.4 Where the matter in dispute remains unresolved, the FWC may exercise any 

method of dispute resolution permitted by the Act that it considers appropriate 

to ensure the settlement of the dispute. 
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7.2.5 An Employer or Employee may appoint another person, organisation or 

association to accompany and/or represent them for the purpose of this 

clause. 

7.2.6 While the dispute resolution procedure is being conducted, work must continue 

in accordance with this Agreement and the Act. Subject to applicable work 

health and safety legislation, an Employee must not unreasonably fail to 

comply with a direction by the Employer to perform work, whether at the same 

or another workplace that is safe and appropriate for the Employee to perform. 

7.3 CONSULTATION ABOUT CHANGE TO REGULAR ROSTER OR ORDINARY 

HOURS OF WORK 

7.3.1 Where the Employer proposes to introduce a change to the regular roster or 

ordinary hours of work of Employees, the Employer must consult with the 

Employee or Employees affected and their representatives, if any, about the 

proposed change. If the Employee is a member of the Union, the Employee 

may appoint the Union to be their representative. 

7.3.2 The Employer must: 

a) provide to the Employee or Employees affected and their 

representatives, if any, all relevant information about the proposed 

change (for example, information about the nature of the change to the 

Employee’s regular roster or ordinary hours of work and when that 

change is proposed to commence), and information about what the 

Employer reasonably believes will be the effects of the change on the 

Employees; 

b) invite the Employee or Employees affected and their representatives, if 

any, to give their views about the impact of the proposed change 

(including any impact in relation to their family or caring responsibilities); 

and 

c) give prompt and genuine consideration to any views about the impact 

of the proposed change that are given by the Employee or Employees 

concerned and/or their representatives. 

7.3.3 The requirement to consult under this clause does not apply where an 

Employee has irregular, sporadic or unpredictable working hours. 

7.3.4 These provisions are to be read in conjunction with other provisions within this 

Agreement concerning the scheduling of work and notice requirements. 

7.4 UNION MEMBERS AND REPRESENTATIVES 

7.4.1 Meetings of Union members who are employed at the CSO may be held on the 

Employer’s premises at times and places reasonably convenient to both Union 

members and the Employer. 



CATHOLIC SCHOOLS OFFICE DIOCESE OF MAITLAND-NEWCASTLE 

Catholic Schools Office, Diocese of Maitland Newcastle Employees Enterprise Agreement 2017  Page 39 of 52 

7.4.2 Union meetings will take place during lunchtime or outside normal work hours. 

7.4.3 The Employer will permit the Union representative at the CSO to post Union 

notices relating to the holding of meetings on a staffroom noticeboard. 

7.4.4 The Union representative will be permitted in working hours to meet the 

Employer on Union business. Such meetings will take place at a time and place 

convenient to both parties. 
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APPENDICES 

APPENDIX 1: REMUNERATION & CLASSIFICATION REVIEW COMMITTEE 

 

ACCOUNTABLE TO: Director of Schools 

MEMBERSHIP:  Leadership Team 

TERMS OF REFERENCE: 

1. To advise the Director on salary matters and conditions of employment 

pertaining to CSO officers whose employment conditions are not covered by 

an Industrial Award. 

2. To clarify, rationalise and recommend to the Director changes and adjustments 

to the salary scales and other related issues for Professional Officers, Education 

Officers and Administrative Support Staff. 

3. To receive and review submissions from Heads of Services and individuals for 

the re-grading of positions for approval by the Director. 

4. To revise and keep current the documents – Position Definitions, Salary 

Structures, and Conditions of Employment for CSO Staff Employed in the 

Diocese of Maitland-Newcastle.  

5. To monitor and refer to the Director and/or the CSO Leadership Team 

significant issues that have implications of justice and equity among CSO 

Employees. 

 

FREQUENCY OF MEETINGS: 

The Committee will meet four (4) times in the year or when required. 

 

REPORTING PROCEDURE: 

The Chair of the committee reports to the Director of Schools. 
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APPENDIX 2: CURRENT SALARY SCALES – ADMINISTRATIVE SUPPORT STAFF 

 

Effective from the first full pay period after 1 January 2016 (2.5% increase) 

 

 

 

GRADE 

 

GROSS P.A 

$ 

GROSS/FORTNIGHT 

$ 

HOURLY 

RATE 

$ 

CASUAL 

HOURLY 

RATE 

$ 

CASUAL 

DAILY 

RATE 

$ 

1 46,647 1,789.20 25.56 30.67 214.70 

2 54,148 2,076.90 29.67 35.60 249.22 

3 61,667 2,365.30 33.79 40.55 283.85 

4 69,186 2,653.70 37.91 45.49 318.43 

5 76,723 2,942.80 42.04 50.45 353.15 

6 84,224 3,230.50 46.15 55.38 387.66 
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APPENDIX 3: CURRENT SALARY SCALES – EDUCATION AND PROFESSIONAL 

OFFICERS 

 

Effective from the first full pay period after 1 January 2016 (2.5% increase) 

GRADE SALARY LEVEL SALARY 

GROSS PA 

$ 

CASUAL 

HOURLY 

RATE 

$ 

CASUAL 

DAILY RATE 

$ 

1 1.1 75,978 49.96 349.70 

1.2 82,865 54.49 381.41 

1.3 89,658 58.95 412.67 

2 2.1 94,556 62.17 435.22 

2.2 102,432 67.35 471.47 

2.3 110,307 72.53 507.72 

3 3.1 115,539 75.97 531.79 

3.2 121,788 80.08 560.56 

3.3 127,757 84.01 588.04 

4 4.1 133,863 88.02 616.14 

4.2 136,921 90.03 630.22 

4.3 142,138 93.46 654.23 

5 5.1 148,782 97.83 684.80 

5.2 157,838 103.78 726.49 

5.3 166,512 109.49 766.42 
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APPENDIX 4: CURRENT SALARY SCALES – PSYCHOLOGISTS AND COUNSELLORS 

 

Effective from the first full pay period after 1 January 2016 (2.5% increase) 

 

 

  

LEVEL SALARY 

GROSS PA 

$ 

CASUAL HOURLY 

RATE 

$ 

CASUAL DAILY RATE 

$ 

1 64,008 42.09 294.61 

2 67,300 44.25 309.77 

3 70,603 46.42 324.97 

4 73,902 48.59 340.15 

5 77,200 50.76 355.33 

6 84,622 55.64 389.50 

7 87,919 57.81 404.66 

8 91,215 59.98 419.84 

9 94,518 62.15 435.05 

10 102,888 67.65 473.57 

11 110,307 72.53 507.72 
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APPENDIX 5: ALLOWANCES  

 

First Aid Allowance  

 

 

 

 

 

Travel Allowance 

The rates below will be calculated on a daily basis. 

 

  

DAILY RATE 

$ 

WEEKLY RATE 

$ 

3.61 18.03 

 CENTS/KM 

Education Officers 

Professional 

Officers 

Psychologists 

Counsellors 

Administrative 

Support Staff 

65 cents/km 

50 cents/km for every 100km and over  
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APPENDIX 6: FLEXITIME 

Scope 

The policy applies to Administrative Support Staff at the Catholic Schools Office. Part-

time Employees are not entitled to the flexible leave arrangements. 

Definitions  

 Working day refers to a period of 7 hours for Full-time Employees.  

 Block refers to a working period of 4 weeks (140 hours for Full-time Employees). 

 Work Attendance Record refers to the weekly spreadsheet documenting time 

worked.  

 Flexible leave refers to leave taken in lieu of time worked in excess of 35 hours 

per week for Full-time Employees. 

Overview 

The flexible work practices arrangement provides Administrative Support Staff and the 

Catholic Schools Office flexibility to achieve a better balance between the personal 

lives and working times of Employees, while giving priority to the Catholic Schools 

Office operational needs and the maintenance of acceptable workflows. 

The flexible work practices arrangement allows for Employees to accrue time, during 

a 4-week work cycle, which can then be taken as time off work without loss of pay at 

a later date. 

These arrangements require a commitment from both Employees and supervisors to 

ensure that work areas are adequately resourced to perform their functions at all 

times. Staffing levels must be adequate to ensure effective communication and the 

fulfilment of day-to-day service area functions and responsibilities. Hence, access to 

the flexible hours arrangement is at all times subject to the work area's operational 

requirements.  

To ensure all Administrative Support Staff at the CSO are able to have access to 

flexible work practices cooperation between Employees is required to assist with 

replacing Employees in other areas taking flexible leave.  

Flexible work practice rules for Administrative Support Staff 

 Employees are to apply in writing to their Head of Service in order to vary their 

working hours. 

 Flexible leave may only be taken in consultation with, and the approval of, the 

Head of Service. 

 Employees cannot accumulate flexible leave unless work is available to be 

performed during the four-week cycle and the work is actually performed. 
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 Employees must complete a formal record of their starting and finishing times 

using the appropriate Work Attendance Record (Excel), to submit as a signed 

document to their Head of Service at the end of each four-week block. 

 Employees may commence no earlier than 8.00am.  

 Employees are encouraged and normally expected to take one (1) hour for 

lunch between noon and 2.00pm. Employees may not work through the whole 

or part of lunch break to accrue flexible leave. 

 Employees may elect to accrue up to an additional half hour per day subject 

to the availability of work. 

 The accrued time is not to exceed 7 hours per four week block and cannot 

carry over from term to term. 

 The only exception to this is, if the relevant Head of Service approves 

Employees accruing flexible leave over three (3) four-week cycles (21 hours) to 

be taken as a block during the term school holidays. 

 When taking a flexible leave day Employees must complete a leave form and 

submit it to their Head of Service. 

 Time credit must be taken during the block following its accrual or it is lost.  

 Employees may not be in debit more than one (1) working day (7 hours) in any 

one (1) designated block or 21 hours in any three (3) blocks.  

 Where there is demonstrably insufficient work, the Head of Service or team 

coordinator may require an Employee not to work hours in addition to their 

ordinary hours. 

 No Casual Employees are employed to replace Employees on leave.  

Administrative Support Staff will be required from time to time to work outside 

their service area and perform duties in another area e.g. Reception  

 Any unresolved dispute in respect of this procedure is to be referred to the 

Head of Employee Services for final decision.  

 There is no pay-out of flexible leave on cessation of employment. 

What are the restrictions?  

The Head of Service may direct that:  

 Employees cannot access flexible leave during all, or part, of their regular hours 

on a given day where there are clear operational requirements; or  

 Employees may not work in addition to their regular hours where there is 

insufficient appropriate work.  
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Staff responsibilities 

Employees must ensure that they are working their prescribed hours in a four-week 

work cycle. For example, a Full-time Employee is expected to work 140 hours in each 

four-week work cycle. Employees are responsible for recording hours worked and are 

to maintain no less than a zero flexible leave balance. 

Employees may elect not to take advantage of flexible leave in any four-week cycle 

due to personal or work circumstances following discussion with and the agreement 

of their Head of Service.  

An Employee who does not comply with the flexible work practices guidelines will be 

given guidance and if they continue to fail to comply, may be denied access to 

flexible hours. 

Head of Service responsibilities 

The Head of Service will ensure that the flexible hours arrangement guidelines are 

followed and that adequate resources are available to service the needs of the work 

area and the Catholic Schools Office. Head of Services will monitor the flexible hours 

arrangements within their work areas to ensure the equitable distribution of flexible 

leave taken, that all flexible leave balances are reasonable and that they reflect the 

operational needs of the work area. 

The accumulation of flexible leave will be calculated over a four-week cycle, and the 

maximum carry over between the four-week work cycle will normally be seven (7) 

hours. Heads of Service may decide that Employees are able to accumulate flexible 

leave over three (3) four-week blocks (21 hours) if they wish Administrative Support 

Staff to take their flexible leave during the term school holidays. The operation of the 

flexible hours arrangement should ensure that either a zero or credit flexible leave 

balance is maintained. 

Disputes between Employees regarding working times and access to time off under a 

flexible hours arrangement are to be negotiated between the Employees concerned. 

Failing agreement between the Employees, the matter will be referred to the Head of 

Service and the Head of Service's decision will be final. 

Heads of Service will co-operate with other Service Areas in making available their 

Administrative Support Staff for duties in other areas when required. Arrangements 

and induction for Employees covering reception work will be coordinated by 

Employee Services. 
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Example Flexible Work Practice Arrangement 

Week 1  Monday Tuesday Wednesday Thursday Friday 

Hours 

Worked per 

week 

 8.30 - 5.00 8.00 - 4.30 8.00 - 4.30 8.00 - 4.30 
8.00 - 

4.30 

Lunch 
12.00 – 

1.00 

12.00 – 

1.00 
12.00 – 1.00 

12.00 – 

1.00 

12.00 – 

1.00 

Totals: 7.5 7.5 7.5 7.5 7.5 37.5 

Week 2 Monday Tuesday Wednesday Thursday Friday 

Hours 

Worked per 

Week 

 
8.30 - 5.00 8.00 - 4.30 8.00 - 4.30 8.00 - 4.30 

8.00 - 

4.30 

Lunch 
1.00 – 

2.00 

1.00 – 

2.00 
1.00 – 2.00 

1.00 – 

2.00 

1.00 – 

2.00 

Totals: 7.5 7.5 7.5 7.5 7.5 37.5 

Week 3 Monday Tuesday Wednesday Thursday Friday 

Hours 

Worked per 

Week 

 8.00 - 4.30 8.00 - 4.30 8.00 - 4.30 8.00 - 4.30 
8.00 - 

4.00 

Lunch 
12.00 – 

1.00 

12.00 – 

1.00 
12.00 – 1.00 

12.00 – 

1.00 

12.00 – 

1.00 

Totals: 7.5 7.5 7.5 7.5 7 37 

Week 4 Monday Tuesday Wednesday Thursday Friday 
Hours 

Worked per 

Week 

 8.30 - 4.30 8.30 - 4.30 8.30 - 4.30 8.30 - 4.30 FLEX DAY 

Lunch 
1.00 – 

2.00 

1.00 – 

2.00 
1.00 – 2.00 

1.00 – 

2.00 
N/A 

Totals: 7.0 7.0 7.0 7.0 0 28 
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APPENDIX 7: DIOCESE OF MAITLAND-NEWCASTLE CATHOLIC SCHOOLS OFFICE – ADMINISTRATIVE SUPPORT STAFF JOB GRADING MATRIX  
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APPENDIX 8: DIOCESE OF MAITLAND-NEWCASTLE CATHOLIC SCHOOLS OFFICE – EDUCATION AND PROFESSIONAL OFFICERS JOB GRADING MATRIX  

 

 


