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2.0 PURPOSE

This document is a Memorandum of Understanding which reflects the agreed position between
the Director General of the Department 6f Transport and the General Secretary of the Public
Service Association of NSW (PSA), the Secretary of the Australian Transport Officers
Association (ATOA) with respect to those employees who were members as at 21 December,
1994 and the Branch Secretary of The Association of Professional Engineers, Scientists and
Managers, Australia (NSW Branch) (APESMA), in relation to cerain conditions and
arrangements to apply to the Department.

3.0 STATEMENT OF INTENT
The partiés acknowledge that the Agreement has been entered into:

- to enhance the Department’s efficiency and effectiveness and continue to facilitate the
achievement of the goals of the organisation;

- - to provide terms and conditions of employment for all employees of the Department;

- to maintain the single salary scale and Department of Transport Officer DOTO)
classification to focus on equity, family, performance and quality issues;

- to support organisation development through commitment to consultative practices and
business improvement;

- to cover all places where employees are employed by the Department; and

- to enhance working conditions and amenity of employees of Department.

4.0 LINK TO DEPARTMENT OF TRANSPORT OFFICERS
EMPLOYMENT CONDITIONS AGREEMENT

This Memorandum of Understanding:

- records the agreement of the parties to conditions applying to employees of the
Department of Transport; and

. will apply for the term of the Department of Transport Officers, Employment

Conditions, Deépartment of Transport Agreement.

5.0 VARIATION TO AGREEMENT AND MEMORANDUM OF UNDERSTANDING

The parties may raise items for discussion with a view to achieving mutuatly agreed variations
during the life of the Agreement and Memorandum of Understanding.

6.0 QUALITY MANAGEMENT PROGRAM
The parties are committed to implementing the Department's Quality Management Plan to
improve organisational performance, assist management and employees to continuously improve

the effectiveness of systems and processes and develop best practice management.

The parties agree to adopt a consultative approach to the ongoing implementation of quality
management and to identifying and developing continuous improvement projects.

The parties agree to monitor the Quality Management Plan, through the joint working
party/committee, amend as necessary and make appropriate recommendations to management.

7.0 PERFORMANCE DEVELOPMENT SCHEME

‘The Performance Development Scheme has been developed on 2 consultative basis and is the
agreed system to be used by the Department for all DTO staff and staff classified as Senior
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Officers.

Employees unions and the Department are committed to increasing the efficiency and
effectiveness of the organisation through a quality management approach and a focus on the
organisation’s goals and objectives in the implementation of the system. The Scheme has beeq
developed to apply principles of equity and faimess to the evaluation of performance.

The parties agree to consult on any proposed amendments to the exlstmg Performance
Development Scheme which is used as a basis- for determining an employee’s ehgxbxhty for
salary movement.

The Scheme follows an annual cycle and consists of four distinct phases:

- Phase 1 Work Plan Development
- Phase 2 Skills Development

- Phase 3 Performance Monitoring
- Phase 4 Performance Evaluation

Job performance will be reviewed at least twice a year under the Performance Development
Scheme (Phase 3 and Phase 4) during which the DTO's and Senior Officer’s work standard and
key result areas will be agreed in conjunction with their manager. The Department undertakes
to provide the necessary resources for the DTO and Senior Officer to perform their job
efficiently and effectively. On each subsequent review (which may be initiated by either the
DTO or Senior Officer or their manager and at any time), the Department will discuss with the
DTO or Senior Officer their progress towards achieving the objectives which have been
previously agreed, as well as their overall performance and competency in the job.

A DTO's or Senior Officer’s salary will be reviewed annually having regard to the achievement
of overall job accountabilities and individual key result areas which the DTO ar Senior Officer
has agreed to undertake. Salary movement will be determined within the Performance
Development Scheme Guidelines which apply to the DTO's and Senior Officer’s job grading and
while salary-is fixed on this basis.

Any dispute about the salaxy review process may be referred 1o the Consultative Committee and

dealt with in keeping with the Department’s Dispute Resclution Procedures.

The parties may from time to time, by agreement, wish to substitute a varied Performance
Development Scheme having regard also to local working conditions, provided that the varied
or new system is based on job analysis, evaluation and job competency definition. Any such
changes will be discussed and agreed between the parties to this Agreement before any such
changes are effected.

The Performence Development Scheme provides for Recognition of Excellent Performance and
performance pay in which employees may be considered for the payment of cash ‘bonuses’. This
does not apply to staff employed as Senior Officers.

‘The Recognition of Excellent Performance will be paid as a cash bonus to DTO's (in lieu of
accelerated progression arrangements) anywhere in the salary grade of either 100% or 50% of
the difference between an employees current salary rate and the next salary progression step in
keeping with the apgreed Guidelines. Employees recognised in this manmer will also
substantively progress to the next salary point if they are not already on the "maximum” 4th
salary point of their Grade.

The DTOQ's 5th pay point will continue as a perfonmance pay salary point and be paid only as a
50% or 100% cash bonus in keeping with the agreed Guidelines.

ZZ0/9T00

Depariment of Transport - Memerandum of Understanding

‘0°d°d 415 822 2 198 ST:TIT o0,

0tr/e2



4

7.12

8.1

The Guidelines for the Recognition of Excellent Performance are included in the Department's
Staff Resource Folder.

8.0 JOB EVALUATION/WORK ORGANISATION

The parties agree that the procedures detailed in the Job Evaluation/Work Organisation
Guidelines contained in the Department’s Staff Resource Folder will continue to apply. The
parties agree on the job evaluation/work organisation system to be used in operational areas of
the Department. The Guidelines have been developed to apply principles of equity and faimess
to the evaluation of positions.

The parties agree to monitor the ongoing implementation of the job evaluation/work organisation
process and to consider any opportunities for improvement. Ay resulting modifications will
be made by mutual agreement between the parties to this Agreement,

Wark Organisation

') 8.3

34

8.5

The parties agree that the Work Organisation process will continue to be used as the mechanism
for determining draft Division/Branch structures to ensure that functions and tasks are arranged
to achieve organisation/branch goals,

It is recognised that Divisions/Branches may need to review their structure through consultation
on a regular basis to ensure that it meets current priorities, ensures efficiency and increases job
satisfaction for employees in working towards agreed orgapisation goals.

It is recognised that all parties may confribute valuable ideas in developing a draft structure. At
the same time, the parties acknowledge that the Director General is responsible for the f‘mal
decision on implementing the proposed stmcture

Job Evaluation

8.6

8.7

8.8

8.9

8.10

The parties agree that an accredited points to grade job evaluation system will continue to be
used as the means for determining the work value and grade of positions. .

It is recognised that positions may be evaluated following the work organisation process or
outside that process. Individual positions may be evaluated where the duties and responsibilities
of the position have changed or where a new position has been created.

‘Where the duties and responsibilities of a position are not significantly changed after the
application of the job evaluation/work organisation process and job evaluation scores the
position at a lower grade, the employee occupying the position will receive salary maintenance
in keeping with the public service standard.

Where job evaluation scores 2 position at a higher grade approval will be sought from Premier's
Department for the cument occupant of a position being paid by way of allowance where the
work has not changed but job evaluation indicates a higher salary level for the same work, and
the current occupant is performing satisfactorily in the position. This is subject to the existing
occupant of the position having been appointed following a process of competitive merit
selection (albeit to the pre~job evaluation level). Where the work has changed or the position
falls vacant the position is to be filled by ment selection.

‘Where the arrangements detailed above do not apply and a position is evaluated and graded at
a higher level, the position will be advertised and filled on the basis of merit.
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9.0 INTRODUCTION OF NEW TECHNOLOGY

The parties agree that all employees will use the technology provided by the Department which
apply to their position, The Department will, in tumn, provide initial training and training on an
ongoing consultative basis to ensure all employees can fully utilise the systems relevant to their
positions subject to the provisions of the Crown Employees (Public Service Conditions of
Employment 1997) Award.

The parties agree that a minimum of 2 union representatives will be members on the User
Committee. Management and representatives on the User Committee will consult and agree in
relation to the introduction of new technology, operation of existing computer systems and be
available for the referral of problems identified by employees.

10.0 FLEXIBLE WORKING ARRANGEMENTS
RECOGNITION OF HOURS WORKED

It is acknowledged that in striving to deliver agreed outcomes, employees of the Department are
at times confronted by difficult workloads. It is also recognised that it can at times be difficult
to balance work and family commitments.

In recognition of hours worked, management strategies of performance management, job
evaluation/work organisation are being initiated in an effort to maintain workloads at a
reasonable level. In addition to these, the Department has introduced a set of flexible working
provisions that allow employees, in consultation and Wwith the agreement of the
supervisor/manager, to adjust their working arrangements.

The conditions of the Crown Employees (Public Service Conditions of Employment 1997)
Award shall apply to employees of the Department with the exception of the following:

- flex time bandwidth (Clause 11 (vi)e);

- flex time coretime (Clause 11 (vi)f);

- accruing untaken flex days to a maximum of 5 days (Clause ¢ 1 (Vl)]) and
= - working from home in certain circumstances. : .

11.0 FLEXIBLE WORKING HOURS

A flexible and adaptable approach will be adopted by employees and management in relation
to normal working hours and working arrangements.

Flexible working hours arrangements are voluntary arrangements, entered into at the request of
individual employees. Not all flexible working hours options will be available to every
employee whenever they are sought. Circumstances will vary from time to time and from
Branch to.Branch and decisions whether to grant proposed amrangements will be the subject of
consultation and be based on local circumstances between the employee and their
supervisor/manager.

Breaches of the relevant sections of the Crown Employees (Fublic Service Conditions of
Employment 1997) Award and/or clause 9 or 10 of the Department of Transport Officers
Employment Conditions Agreement or provisions of this clause will be subject to cansultation
betwesn the employee and their supervisor/manager and may result in the employee or
employees being required to revert to standard hours.

Issues that may be determined at the request of an employee and with the approval of their
supervisor/manager are:
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13.2

14.1

- bandwidih and coretime;
- " working at home; and
- the aceurnulation of flex days.

A mutually agreeable arrangement and a consultative approach are the aims of these clauses
however, decisions by supervisors/managers in these matters must be subject to organisational
convenience and an approprate level of service being provided. The parties agree that
employees have access to the flexible working arrangements provided there is no detrimental
effect to the Department's service levels as detailed in the Department's Guarantee of Service
which is included in the Department's Staff Resource Folder.

12.0 TRAINING AND DEVELOPMENT

The parties are committed to providing employees with appropriate, effective and efficient
training and skill development to meet identified needs.

To meet this commitment the Departrnent will focus on the following key areas:

- Leadership and Management Development;

- Performance Development;

- Personal and Career Development; and

- meeting training needs and requirements of employees identified through the
Performance Development Scheme and the Quality Management Plan,

The development of the training program should include:

- ensuring that the training and development needs of employees at all levels are identified
and addressed and that there is equity of access of all employees (including part-time -
employees) to training and development opportunities; and

- commitment to equity requirements to ensure there are no discriminatory barriets to
training and to meet the diverseneeds of EEO groups.

The Department's commitment to training and development includes a commitment to providing.
adequate resources, people, equipment, time and money to ensure the effectiveness of the
training and development program. It also invelves a commitment to enable employees to
participate in training and development such that:

- training authorised by Department and undertaken during normal working hours shall
be without foss of salary. Wherever possible employees shall be able to undertake
training during their normal working howrs. Training outside normal working hours will
be covered by the Crown Employees (Public Service Conditions of Employment 1997)
Awrard.

13.0 LEADERSHIP AND MANAGEMENT PEVELOPMENT PROGRAM
The Department is committed to implementing a Leadership and Management Development
Program. It is proposed that the parties will consult on the implementation of the program which
may comprise key features such as Executive Development, Manager Development, Supervisor
Development, Executive and Manager Feeder Groups and Career Development.
The parties agree to consult, monitor and review any changes to the program.

14.0 WOMEN'S DEVELOPMENT PROGRAM

The Department is committed to conducting a special career development program for women
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ta complement the Department’s Spokeéswomen Program and other initiatives already
undertaken. A central theme of the program will be to provide skills development opportunities
for women across the Department.

142 It is proposed that the program will align with the Leadership and Management Development
"Program and while some activities will be designed for women many will be appropriate for all
employees.

14.3  The parties agree to consult, monitor and review any changes to the program.
15.0 JOB ROTATION/CAREER DEVELOPMENT

15.1  As part of the Department's commitment to training and developing a multiskilled workforce,
a process for job rotation/career development will continue,

152 A job rotation program may involve the temporary placement of employee(s) into different
positions in the same grade. It is intended employees will return to their original position
' ) following the period of job rotation.

153  The parties agree that a job rotation program will be available to employees and may be
advertised as deemed necessary and interested employees will be asked to apply through the
Expression of Interest process. Periods of job rotation will be determined through the needs of
the Department and can be amanged with the mutual consent of participants and their
supervisors/managers.

154  Anemployee may wish to identify 2 job rotation/career development opportunity as part of their
Skills Development Plan under the Performance Development Scheme. An individual request
for a job rotation/career development opportunity can be made at any time and may involve the
temporary or permanent placement of an employee at their existing grade within or outside the
Department.

16.0 HIGHER DUTIES ARRANGEMENTS

16.1  Generally, the opportunity to perform higher duties is to be a means of skills development and
career enhancement. The Department's decision to select employees to perform higher duties
} will give priority to the skills and carcer development of staff whilst being consistent with
' maintaining organisational efficiency and effectiveness. The opportunity 1o perform the duties
of vacant positions will be advertised and decided, by the Department, on the basis of the
following factors:

16.1.2 Equity - defined as the opportunity for employees to participate in the process; or

16.1.2 Skills Development - defined as an opportunity for employees to enhance their skills.
Provided that the employees possess the potential to successfully discharge the duties,
the opporiunity will be provided for employees 1o act in a higher grade to acquire
additional or new skills. Where possible for longer periods of relief (ie. 6 weeks),
amrangements may be made for employees to be notified in advance and expressions of
interest called for, prior to an employee being selected for higher duties (see Job
Rotfation/Career Development clause); or

16.1.3 Competence - defined as capable and/ar experienced. Where it is essential that the most
suitable, efficient or experienced employee fill the position, "competence” should be the
most important factor applied in the assessment to ensure that operational standards and
the Department's objectives are maintained.

Deparimens of Transport - Memorondum of Understanding
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3 19.1

19.2

19.3

20.1

The parties agree to Teview these arrangements as needed.
17.0 RISK MA.NAGEI\’IENT/OCCUPATIONAL HEALTH AND SAFETY

The parties to this Agreement are committed to achieving and maintaining a healthy and safe
working environment. In order to achieve this, it i3 the iIntention that Risk
Management/Occupational Health and Safety will be given a higher profile and become more
thoroughly integrated at all levels of the Department.

This will be accomplished by a comprehensive approach to managing Risk
Management/Occupational Health and Safety, which will include:

- taking account of relevant Risk Management/OH&S issues in any planning;
- provision of rehabilitation assistance for injured employees as required;

- regular workplace inspections of work areas; '

- attending to identified Risk Management/OH&S issues;

- consulting external experts as needed; and

- compliance with statutory requirements:

18.0 ENVIRONMENT IMPROVEMENT

The parties are committed to investigating measures to reduce waste which may include
strategies to save on paper and electricity useage in the Department. It is proposed that this
investigation will be undertaken by a joint working party/committee and shall be completed
within 12 months of the signing of this Agreement.

It is expected that the investigation may outline initiatives to effectively integrate environmental
improvement strategies in the workplace.

The parties will then commence negotiations on the options identified by the working
party/committee and any proposed processes or tfime-frames for the reduction of waste. The
parties agree to consult, monitor and review the implementation of the program. -

15.0 FAMILY CARE

The parties are committed to maintaining a child care policy and will continue to investigate the
provision of child care assistance by the Department for its employees, It is proposed that a
thorough investigation be undertaken by a joint working party to look at enhancemenis to the
Department's Child Care Policy and family care initiatives.

It is anticipated that this investigation shall be completed within 12 months of the making of this
Agreement, at which time the working party shall prepare a report on its findings. The parties
shall then commence negotiations on the options identified by the working party and any
proposed processes or time-frames for the provision of family care initiatives.

The Department will continue to engage the services of a child care referral service for the use
of employees. This service will assist employees to locate family day care places appropriate

to their needs and location, and to receive advice and/or referral with regard to other child related
matters.

20.0 PART-TIME WORK/JOB SHARING

The Department is committed to providing part-time work opportunities including job shering

‘ where practicable.
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22.3

The parties agree that part-time work is an important equity initiative and it widens the choice
of available work patterns, thus opening up job opportunities to those who may not otherwise
have been able 1o pursue a career where full-time hours are required.

Requests for part-time work will be supported where the needs/circumstances of the work area
permit this to occur.

21.0 EQUITY

The principles of equity play a central role in the development and implementation of a range
of initiatives designed to increase the efficiency and effectiveness of the organisation. This
includes a commitment from the Department to create an organisational climate in which
employees have rewarding and satisfying jobs, the ability to continue to develop their level of
expertise, training and development opportunities, opportunity to be recognised and rewarded
for their performance and meet the diverse needs of EEO groups.

In addition, the Department has given a commitment to provide the necessary avenues and
resources (subject to funding constraints) to support an organisation in which ongoing training
and skills development can occur and flexible work practices are implemented in a family
friendly working environment,

The Department's commitment to equity will be further demonstrated by:

establishing opportunities for employees which capitalise on their current skills and knowledge,
develop their-talents by making available challenging new opportunities and provide a viable and
satisfactory career path eg. Leadership and Management Developraent Program and 2 Women's
Development Program;

ensuring the existence of fair employment practices and behaviour;

exarnining the feasibility of employment programs which target equity groups;

ensuring that all employees have equitable access to training courses, job rotation and career
development activities; '
monitesing and improving aspects of the job evaluation/work organisation process, performance
development scheme and flexible/family friendly working practices; and

ensuring that there is diversity at all levels of the organisation.

22.0 EMPLOYEE ASSISTANCE PROGRAM

The parties agree 10 maintain an Employee Assistance Program through an independent
confidential counselling service which will provide counselling free of charge to employees,
families and dependants for a wide range of personal and/or work related problems.

The parties agree that an independent counselling service can often help employees reselve
problems before they seriously affect lifestyle, work performance or may be used at any time
(as needed) to rehabilitate an employee. '

Any information gathered as a result of the counselling service will be held in the strictest
confidence by the counselling service and referral will not endanger an employee's job security,
promotional opportunities, leave or other entitlements. '
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