POSITION DESCRIPTION
Position Title:

Manager, Inclusion & Engagement

Faculty/Unit:

Student Success Directorate

Discipline:

Inclusion and Engagement

Appointment Level:
Reporting to:

Dean of Students

Vacancy Reference Number:

565

THE UNIVERSITY OF CANBERRA
ORGANISATIONAL OVERVIEW
The University of Canberra is committed to serving its communities through professional
education and applied research.
Its purpose is to provide education which offers high quality transformative experiences to
everyone suitably qualified; to engage in research which makes an early and important
difference to the world around us; and to contribute to the building of just, prosperous, healthy
and sustainable communities.
The University’s strategic plan 2013-17 identifies 5 principles to underpin our educational
activities: student centred; engaging; adaptive, world class; and innovative. These principles
enrich the student experience, strengthen the organisation’s foundations, increase student
numbers, consolidate the University’s ranked position on educational indicators, improve
research performance and engage more effectively with constituencies.
FACULTY PURPOSE
The Student Success Directorate provides a range of academic and allied academic services
to support the student experience of students studying at the University of Canberra and the
University of Canberra College. The Student Success Directorate is comprised of the following
areas/sub-units:
o
o
o

Study Skills
Careers UC
Inclusion & Engagement

The position of Manager, Inclusion & Engagement, is based within the directorate of Student
Success, which incorporates a range of support services for students. The Manager, Inclusion
& Engagement, reports to the Dean of Students who is also the Director, Student Success
directorate
Inclusion & Engagement supports the participation, retention and success of students with
disability through developing reasonable adjustment arrangements and plans for each student
with disability; through the provision of advice and training for staff to ensure the University’s
compliance with the Disability Standards for Education 2005 (DSE); and through advocating
for students with disability to ensure that they can participate and succeed in their studies on
the same basis as other students. Additionally, Inclusion & Engagement provides leadership
in the coordination of Academic Clubs and Societies to promote peer-to-peer scholarly

engagement and engagement with relevant discipline-based academic staff to support
students’ academic success.
POSITION PURPOSE
Operating under the general direction of the Dean of Students, the Manager, Inclusion &
Engagement, will be responsible for managing and developing the services provided by the
Inclusion & Engagement team. The Manager will be required to manage the day-to-day
functions of the office; to implement a range of services and initiatives to improve the
participation, retention and success of students with disability; and to implement programs and
initiatives to support the academic engagement of all students.
DUTIES
Duties required of this position include:
1. Management of the efficient day-to-day functioning of Inclusion & Engagement,
including supervision of staff members (including casual invigilators, note-takers and
participation assistants) and oversight of the sub-unit’s budget.
2. Provision of specialised advice and assistance to the University community regarding
compliance with relevant legislative responsibilities relating to students with disability,
including in relation to inherent requirements and reasonable adjustments for units and
courses.
3. Design, organisation and presentation of training and professional development
programs aimed at educating staff of the University relevant education partner
providers on their responsibilities to students with disability, to ensure compliance with
Commonwealth legislation.
4. Student case management, particularly complex case management, as needed.
5. Assisting the Dean of Students to update and oversee the University’s Disability Action
Plan and Disability Policy.
6. Preparation of the annual Additional Support for Students with Disability
Commonwealth funding application.
7. Maintaining up-to-date knowledge of trends in the student disability arena in order to
provide efficient operation of services to students that encompass innovative service
delivery initiatives.
8. Oversight of the coordination of the Academic Clubs and Societies.
9. Assisting the Dean of Students in the development and/or implementation of innovative
programs and activities to support the academic engagement and success of students
in collaboration with other relevant stakeholders.
10. Maintenance of appropriate records and preparation of reports, information resources
and publications for internal and external stakeholders on services and activities
undertaken and/or implemented by Inclusion & Engagement.
11. Assisting the Dean of Students in the preparation of submissions for internal and
external funding.
12. Other duties relevant to the position as required by the Dean of Students.
INTERNAL/EXTERNAL RELATIONSHIPS:
The directorate of Student Success includes the following key sub-units:




Careers UC
Inclusion & Engagement
Study Skills

The position requires regular interaction with these offices, with the Office of the Dean of
Students and with staff and students of the University and its associated entities. The position
also requires frequent liaison, advice and negotiation with the University’s third party
education providers and with other external agencies.

SELECTION CRITERIA
To be considered for this position your application must include your resume and a
cover letter outlining briefly the qualifications, skills and experience that would enable
you to successfully undertake the duties required.
1. Relevant tertiary qualifications in Education, Social Work, Psychology or a related field and
experience of working with people with disability.
2. Proven expertise in the management of human and financial resources within a team
environment.
3. Demonstrated high level interpersonal, written and oral communication skills, high level
computer skills (particularly in relation to Microsoft Office) and high-level project
management skills.
4. Demonstrated understanding of, and the ability to apply and interpret, relevant legislation
relating to students with disability.
5. Expertise in the evaluation of medical documentation for the purpose of determining
appropriate adjustments for students with disability, and demonstrated understanding of
best-practice services and initiatives to support students with disability in the higher
education environment.
6. Demonstrated ability to work independently, to use initiative and to determine one’s own
work priorities.

POSITION DESCRIPTION
Position Title:

Senior Inclusion Advisor

Faculty/Unit:

Student Success

Discipline:

Inclusion & Engagement

Appointment Level:

UC Level 7

Reporting to:

Manager, Inclusion & Engagement

Position Number:

TBA

Organisational Overview:
The University of Canberra is committed to serving its communities through professional education and
applied research. Its purpose is to provide education that offers high quality transformative experiences
to everyone suitably qualified; to engage in research which makes an early and important difference to
the world around us; and to contribute to the building of just, prosperous, healthy and sustainable
communities.
The University’s strategic plan 2013-17 identifies five principles to underpin our educational activities:
student centred; engaging; adaptive, world class; and innovative. The aim of these principles is to enrich
the student experience, strengthen the organisation’s foundations, increase student numbers,
consolidate the University’s ranked position on educational indicators, improve research performance
and engage more effectively with constituencies.
The Business Unit Purpose:
The Student Success Directorate provides a range of academic and allied academic services to support the
student experience of students studying at the University of Canberra and the University of Canberra
College. The Student Success Directorate is comprised of the following areas/sub-units:
•
•
•

Careers UC
Inclusion & Engagement; and
Study Skills

Inclusion & Engagement supports the participation, retention and success of students with disability
and/or health conditions through the development of individualised reasonable adjustment
arrangements and plans; through the provision of advice and training for staff to ensure the University’s
compliance with the Disability Standards for Education 2005 (DSE); and through advocating for students
with disability and/or health conditions to ensure their participation and success in their studies on the
same basis as other students. Additionally, Inclusion & Engagement provides leadership in the
coordination of Academic Clubs and Societies to promote peer-to-peer scholarly engagement and
engagement with relevant discipline-based academic staff to support students’ academic success.
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Position Purpose:
Operating under general direction of the Manager, Inclusion & Engagement, the Senior Inclusion Advisor
is responsible for providing services and support programs for students with disability and/or health
conditions. This includes provision of advice on reasonable adjustments, alternative assessment and
inclusive educational practices to students, professional and academic staff at UC.
Primary Responsibilities:
Duties required of this position will include:
1.

Provision of advocacy and case management for students and determination of the effects of the
disability and/or health condition on students’ study and participation.

2.

Arranging for appropriate adjustments, equipment and strategies to address the effects of the
disability and/or health condition on study and participation in University life.

3.

Liaising with University staff for the purposes of recommending and negotiating reasonable
adjustments for students, and providing advice regarding supporting students with disability and/or
health conditions.

4.

Mentoring, advising and supporting other staff within the unit during peak times and when dealing
with complex and/or high needs’ student queries.

5.

Coordinating the Special Condition Examination Processes for students with disability and/or health
conditions, including organising appropriate adjustments; negotiating rescheduling of exams with
academic staff; and liaising with the Examinations Office staff as necessary.

6.

Coordinating the Participation Assistant program including recruitment, staffing, implementing and
overseeing the program and assisting the Manager with coordination of casual staff such as note
takers and interpreters.

7.

Coordinating annual surveys for Inclusion & Engagement, and preparation of associated reporting.

8.

Assisting the Manager in the delivery of workshops, events, specialised programs, staff information
sessions relating to legislative compliance and support for students accessing services from Inclusion
& Engagement.

9.

Liaison and referral to education sector support providers, other disability support staff and outside
agencies locally and nationally.

10. Work collaboratively with other relevant business units, including Student Administration, the
Welfare Officer, and Medical & Counselling in advising and supporting students on wellbeing matters.
11. Contribute to and participate in Student Success Planning and to the achievements and
development of Inclusion and Engagement Objectives.
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12. Liaison and referral to education sector support providers, other disability support staff and outside
agencies locally and nationally.
13. Other duties consistent with the role and as directed.

Page 3 of 4

Internal/External Relationships:
The position requires regular interaction with Student Success areas/sub-units and with staff and students
of the University and its associated entities. The position also requires frequent liaison with a number of
external stakeholders and agencies.
Essential Selection Criteria:
1. Completion of a relevant degree (e.g. education, social work or psychology) or an equivalent
combination of experience and education/training.
2. Understanding of, and ability to apply, relevant legislation such as the Disability Discrimination Act
1992, Disability Standards for Education 2005 and relevant ACT anti-discrimination legislation.
3. Understanding of disability support practices and procedures, physical access requirements and
flexible service delivery (particularly in higher education) and experience and skills in the evaluation
and development of appropriate academic adjustments for a range of disabilities.
4. Ability to assess client's disability, with an appreciation of the need for sensitivity, confidentiality and

discretion, and to provide appropriate support, advice and/or referral.

5. Demonstrated ability to assist in the planning and delivery of a range of disability, educational,
and/or vocational specialised programs and events for students.
6. Excellent written, interpersonal and communication skills including cross-cultural communication
skills and case management skills.
7. Demonstrated ability to work independently, use initiative and show resilience in a demanding work
environment.
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POSITION DESCRIPTION
Position Title

Inclusion Advisor

Business Unit:

Inclusion & Engagement

Appointment Level:
Reporting To:
Position No:

Manager, Inclusion & Engagement
TBC

THE UNIVERSITY OF CANBERRA
The University of Canberra is a young University anchored in the national capital. UC works with government,
business and industry to serve our communities and nation. UC challenges the status quo always pursuing better
ways to teach, learn, research and add value – locally and internationally. Distinctive by Design, UC is the
University for the Professions.
Its purpose is to provide education which offers high quality transformative experiences to everyone suitably
qualified; to engage in research which makes an early and important difference to the world around us; and to
contribute to the building of just, prosperous, healthy and sustainable communities.
Our Shared Plan has five interconnected streams of strategic intent that will drive our quest to shape UC into a
globally prominent institution of learning, research and public engagement. This will empower our diverse people
to drive our core missions of distinctive teaching and research in an enriched living-learning environment
encompassing our Canberra campus and global locations.

BUSINESS UNIT OVERVIEW
Student Life provides a range of academic and allied academic services to support students studying at the
University of Canberra and the University of Canberra College. Student Life is comprised of the following
areas/sub-units:
•
•
•
•
•
•
•

Inclusion & Engagement
International Student Support Service
Library
Multi-Faith Centre
Study Skills
Welfare
Widening Participation

Inclusion & Engagement coordinates and implements services and support to assist students with disability
and/or health conditions. This is achieved through the provision of reasonable adjustments to allow equal access
and participation in university life. Reasonable adjustments are made in consultation with students and are made
in accordance with the Disability Standards for Education 2005 (DSE). Additionally, Inclusion & Engagement
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provides leadership in the coordination of Academic Clubs and Societies to promote peer-to-peer scholarly
engagement and engagement with relevant discipline-based academic staff to support students’ academic
success.

POSITION PURPOSE
Operating under the direction of the Manager, Inclusion & Engagement, the Inclusion Advisor will be responsible
for assessment, planning and coordination of individual support services for students with a disability and/or
ongoing health conditions. The Inclusion Advisor will provide services in a customer focused environment where
students are viewed as independent learners capable of owning and leading their student journey.
The Inclusion Advisor will work collaboratively with academic staff and provide resources, training and support for
academic staff and students to ensure reasonable adjustments reflect best practice whilst ensuring compliance
with anti-discrimination legislation and policy.

PRIMARY RESPONSIBILITIES
The occupant of this position will be required to:
•
•
•
•
•
•
•
•

Assess individual support needs of students with a disability and/or health condition and develop
reasonable adjustment plans to implement necessary supports and adjustments.
Organise and source equipment and resources including software, adaptive technologies and assistive
equipment for use by students with a disability.
Liaise with University staff and provide advice for the purpose of recommending and negotiating
reasonable adjustments for students with a disability and/or health condition.
Maintain and record all student contacts conducted on relevant university systems.
Identify, evaluate, escalate and report on potential risks in relation to students with a disability.
Work collaboratively with other relevant business units, including Student Administration, Welfare, and
Medical & Counselling in advising and supporting students on wellbeing matters.
Assist the Manager in the delivery of workshops, events, specialised programs, staff information sessions
relating to legislative compliance and support for students accessing services from Inclusion & Engagement.
Other duties consistent with this role and as directed.
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KEY CAPABILITIES
Key Capabilities

Descriptors

1. Customer service

1.1 Delivers seamless customer focused service underpinned by simplified and
efficient processes.
1.2 Understands and anticipates the customer’s needs.
2.1 Adjusts message and delivery appropriate to audience.

2. Effective Communication

2.2 Listens to others and effectively communicates ideas.
2.3 Produces accurate and effective information in a timely and efficient manner.
2.4 Influences and negotiates persuasively.
3.1 Creates opportunities for communities of work colleagues.

3. Collaboration

3.2 Looks beyond self and immediate team to add value to the whole University.
3.3 Develops relationships with external parties. Seeks and acts on opportunities
to connect external parties and customers to the University.
4.1 Delivers on agreed outcomes and escalates issues as appropriate.

4. Delivers results

4.2 Identifies opportunities to improve processes and takes opportunities to
problem solve to deliver outcomes.
4.3 Responds effectively to changing circumstances and prioritises effectively.

5. Business Acumen

5.1 Understands the purpose of own position and how this contributes to the
objectives of the University.
5.2 Manages resources effectively.
5.3 Understands the commercial context the University operates in.

Note: This position requires a skill level that assumes knowledge or training equivalent to graduate qualifications,
or extensive relevant experience, or an equivalent combination of relevant experience and/or education/training.
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POSITION DESCRIPTION
Position Title:

Inclusion & Engagement Student Support Officer

Faculty/Unit:

Student Life

Discipline:

Inclusion & Engagement

Appointment Level:
Reporting to:

Manager, Inclusion & Engagement

Position Number:

TBC

Organisational Overview:
The University of Canberra is a young University anchored in the national capital. UC works with government,
business and industry to serve our communities and nation. UC challenges the status quo always pursuing better
ways to teach, learn, research and add value – locally and internationally. Distinctive by Design, UC is the University
for the Professions.
Its purpose is to provide education which offers high quality transformative experiences to everyone suitably
qualified; to engage in research which makes an early and important difference to the world around us; and to
contribute to the building of just, prosperous, healthy and sustainable communities.
Our Shared Plan has five interconnected streams of strategic intent that will drive our quest to shape UC into a
globally prominent institution of learning, research and public engagement. This will empower our diverse people
to drive our core missions of distinctive teaching and research in an enriched living-learning environment
encompassing our Canberra campus and global locations.

Business Unit Overview:
Student Life provides a range of academic and allied services to support the student experience of
students studying at the University of Canberra and the University of Canberra College.
Inclusion & Engagement supports the participation, retention and success of students with disability
and/or health conditions through the development of individualised reasonable adjustment
arrangements and plans; through the provision of advice and training for staff to ensure the University’s
compliance with the Disability Standards for Education 2005 (DSE); and through advocating for students
with disability and/or health conditions to ensure their participation and success in their studies on the
same basis as other students. Additionally, Inclusion & Engagement provides leadership in the
coordination of Academic Clubs and Societies to promote peer-to-peer scholarly engagement and
engagement with relevant discipline-based academic staff to support students’ academic success.
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Position Purpose:
Operating under general direction of the Manager, Inclusion & Engagement, the Student Support Officer
will assist in the coordination of supports established for students with disability and/or health conditions.
This includes liaison with internal and external stakeholders to source services and products required to
facilitate reasonable adjustments. The Student Support Officer will assist in the coordination of training
and information sessions for students in relation to Assistive Technology and Software.

Duties:
Duties required of this position will include:
1.

Assisting in the coordination of arrangements for adjustments, equipment and software to support
students with a disability and/or health condition to study and participate in University life.

2.

Work collaboratively with other relevant business units, including Student Connect, Study Skills,
Library staff to ensure timely coordination of support arrangements and equipment.

3.

Enable the planning and coordination of Inclusion & Engagement service delivery schedule, including
casual staff.

4.

Assisting the Inclusion & Engagement team in the delivery of student support sessions relating to
assistive technology.

5.

Supporting the ongoing evaluation of Inclusion & Engagement services, including preparation of
associated reporting.

6.

Contribute to and participate in Inclusion & Engagement Planning and to the achievements and
development of Inclusion & Engagement Objectives.

7.

Other duties consistent with the role and as directed.

Internal/External Relationships:
The position requires regular interaction with Student Life areas/sub-units and with staff and students of
the University and its associated entities. The position also requires frequent liaison with a number of
external stakeholders and agencies.
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Key Capabilities

Descriptors
1.1.

Delivers seamless customer focused service underpinned
by simplified and efficient processes.

1.2.

Understands and anticipates the customer’s needs and is able to
convert these into commercial outcomes.

2.1.

Adjusts message and delivery appropriate to audience.

2.2.

Listens to others and effectively communicates ideas.

2.3.

Influences and negotiates persuasively.

3.1.

Creates opportunities for communities of work colleagues.

3.2.

Looks beyond self and immediate team to add value to the
whole University.

3.3.

Develops relationships with external parties. Seeks and acts on
opportunities to connect external parties and customers to the
University.

4.1.

Delivers on agreed outcomes and escalates issues as
appropriate.

4.2.

Identifies opportunities to improve processes and takes
opportunities to problem solve to deliver outcomes.

4.3.

Responds effectively to changing circumstances and prioritises
effectively.

5.1.

Understands the purpose of own position and how this
contributes to the objectives of the University.

5.2.

Manages resources effectively.

5.3.

Understands the commercial context the University operates in
and takes every opportunity to identify and convert commercial
outcomes.

1. Customer service

2.Effective
Communication

3. Collaboration

4. Delivers results

5. Business Acumen
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Note: This position requires a skill level that assumes knowledge or training equivalent to graduate
qualifications, or extensive relevant experience, or an equivalent combination of relevant experience
and/or education/training.
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Additional information about the roles within the Inclusion and Engagement Office
The team currently has the following staff:
•
•
•
•

3 Inclusion Advisors
Inclusion & Engagement Student Support Officer
Senior Inclusion Advisor
Manager Inclusion & Engagement

The following changes occurred over December 2019 and January 2020 but have not been
formalised:
•

In addition to the duties listed on the Position Description for the Manager, Inclusion
and Engagement, that role is currently also required to manage the International
Student Support Services (ISSS) team.

•

In addition to the duties listed on the Position Description for the Senior Inclusion
Advisor, that role is currently also required to undertake a supervisory and team
leader role.

Charter of Conduct and Values
Authority Source: University Council
Approval Date: 11/12/2015
Publication Date: 11/12/2015
Review Date: 01/01/2018
Effective Date: 11/12/2015
Custodian: Chief Executive, People and Diversity
Contact: ucpeople@canberra.edu.au
Accessibility: Public
Status: Published
In developing this policy the University had regard to the provisions of section 40B(1)(b) of the Human Rights
Act 2004 (ACT).

PURPOSE:
“Our behaviours, internally and as an institution, will continue to reflect the principle that as a community
we should be an exemplar of the way that societies around us must act if the world is to be a just place...”
- University of Canberra vision statement Breakthrough Strategic Plan: 2013 - 2017
This charter sets out the values and standards of conduct for the University of Canberra which constitutes
the basis of decision-making and behaviour in the university. The charter is enforceable and seeks to
provide an ethical framework which outlines the university’s expectations of its employees whilst also
clarifying the university’s obligations and commitments. These standards are supported by our values and
the university’s strategic direction, fostering an ethical, collaborative and innovative environment.
Values
Our values serve to guide our actions and describe how we behave in the world. The University of Canberra
and its employees commit to the following values:
Integrity - University of Canberra people hold themselves to the highest standards of ethics, integrity
and accountability in all that they do.
Collaboration - University of Canberra people work cohesively and collaboratively, a cornerstone of any
successful academic institution.
Inclusion - The University of Canberra, as an institution of higher learning, demonstrates its commitment
to equity, diversity and social justice through its actions.
Innovation - The University of Canberra encourages creative, innovative and applied thinking. From
research impact to daily decision-making, innovation is essential in a competitive environment.
Entrepreneurship - University of Canberra people are committed to excellence in all their professional
and academic endeavours. In our market-driven environment, this means turning great ideas into action
to take advantage of market opportunities.
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PRINCIPLE:
The University’s Commitments
The university commits itself to providing an environment that supports its employees in reaching their
potential. As a socially responsible employer with an international outlook, the University of Canberra
strives to achieve best practice in reward and recognition, supporting work-life balance, and supporting
career and professional development of its employees. We make the following commitments in the pursuit
of these aims:
Intellectual freedom
The university is traditionally a place where freedom of speech is respected, where free and open
discussion and intellectual debate is encouraged. The university is committed to act in a manner consistent
with the protection and promotion of intellectual freedom for all employees within the University of
Canberra, where expressed in a manner that is consistent with an employee’s responsibilities in relation to
Public Comment set out below.
For academic employees, intellectual freedom means the right of all academic employees to pursue critical
and open enquiry, and to disseminate their views in areas of their academic expertise, within the law,
without fear or favour.
A safe and healthy workplace
The University of Canberra is dedicated to the provision of a safe and healthy environment for its
employees. We commit ourselves to fostering an environment of inclusion, which respects the rights of
others, and encourages respectful interactions between colleagues. The university will set the expected
standard through the provision of relevant policies and processes, and the timely resolution of workplace
issues.
Diversity
The university is committed to building a diverse community which reflects the diversity of the broader
society in which we live. It is essential to the achievement of this aim that all employees commit themselves
to the creation of a workplace environment that is not only free from discrimination on the grounds of race,
gender, religion, disability, age, political persuasion, sexual preference or caring responsibility, but one
which openly embraces such diversity.
Engagement, consultation and communication
The university views its responsibilities to consult beyond the workplace relations context. We commit to
engaging with employees and the broader community, to consult on the important decisions of strategy
and direction, and to communicate with staff in an open, transparent and genuine manner.
Career development
The University of Canberra encourages and values the ongoing career development of its employees. In an
ever changing higher education environment, the university is committed to the development of its
employees. Through learning and development opportunities, mentoring, higher duties opportunities, and
other support mechanisms, the university seeks to create and foster an environment which supports
ongoing career planning and development.
Remuneration, reward and recognition
The University of Canberra prides itself in offering competitive remuneration. The University supports
innovative reward and recognition mechanisms with a view to recognising the efforts of employees who
contribute towards the strategic objectives of the organisation. Recognition of effort and output, and the
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link between remuneration and performance, is fundamental to the engagement of employees in the
strategic direction and success of the organisation.
Employee Commitments
The University of Canberra strives to maintain the highest ethical standards in its actions and decisionmaking. Every employee is expected to carry out their duties in accordance with the law, lawful and
reasonable instruction, to adhere to all applicable university policies and guidelines, and the ethical
standards and shared behaviours outlined in this document.
Professional behaviour
Employees are expected at all times to accept responsibility and be accountable for their own actions,
behaviours and outputs, and to:
a. Treat all others with dignity and respect, consistent with legislative and policy obligations and help create
an environment free from discrimination, bullying and other inappropriate behaviour;
b. Treat students, colleagues, and members of the public with courtesy and with respect for their rights,
duties and aspirations;
c. Perform official duties with care, skill, fairness and diligence and to exercise their given authority for the
purposes for which that authority has been granted;
d. Perform their duties professionally;
e. Act consistently with their responsibilities, and in a manner that does not bring the university into
disrepute; and
f. Abide by all requirements established by legislation and university policy, and ensure that no unsafe
areas or practices go unreported.
Conflict of interest
A conflict of interest arises from a situation where an employee or university representative has a private
interest which may influence, or appear to influence, the impartial, objective and effective performance of
their official duties. The employee’s private interest includes any advantage to themselves, their family or
friends and persons or organisations with whom they have a relation with.
It is incumbent upon the employee with an actual or potential conflict of interest to:
a. Be alert to any actual, apparent or potential conflict of interest;
b. Take steps to avoid such conflict;
c. Disclose to their manager or supervisor any such conflict as soon as they become aware of it;
d. Comply with any decision to remedy the perceived, potential or actual conflict of interest.
Incompatible outside interests/work
No employee will engage in any position or function, paid or unpaid, which conflicts with the proper
performance of the duties for which they are engaged by the university. Where the employee is unclear
whether an activity is compatible with their employment, they will seek advice from their supervisor.
Subject to the relevant policy, the employee is required to notify and seek approval of their supervisor to
carry out defined activities or functions outside of their employment, ensuring that the proposed activity
does not conflict with the University’s interest.
Gifts and benefits
No employee will demand or accept gifts, favours, hospitality or any other benefit for themselves or their
family, close relatives and friends, or persons or organisations for which they have a relationship with or
interests in, which may influence or appear to influence the impartiality with which the employee carries
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out their duties. This does not include conventional hospitality and minor gifts can be accepted when it is
clear that they would not influence the employee's impartiality or give the appearance of influencing the
employee's impartiality. Where the employee is in doubt they will seek advice from their supervisor.
Where an improper gift or benefit is offered or provided, an employee will report to their supervisor as
soon as possible. Such gifts will be returned, auctioned with proceeds provided to the UC Foundation
Endowment, or reported to the relevant authorities, as appropriate to the circumstances.
Appropriate use of authority, resources and information
Every employee will have due regard for the appropriate use of the authority of their position, university
resources and information, and not seek advantage for themselves, their friends, family or associates.
Employees are expected to manage university resources effectively, efficiently, economically, and for the
purposes for which they are intended.
Employees will only disclose university information in accordance with university policy and legislative
requirements, including privacy and freedom of information legislation.
Public and social media comment
In making written or oral comments which purport to represent the views or authority of the University of
Canberra and which might reasonably be expected to become public, employees have a responsibility to
ensure that they hold proper authority to make such public comments, and that such authority has been
given to them by a person holding actual authority on behalf of the university.
Where the matter of a media statement or letter relates directly to the academic or other specialised subject
area of an employee's appointment, they may use the university's name and give the title of his or her
university appointment in order to establish his or her credentials.
All employees have the right to express their views publicly on any matter of public interest provided that
they make clear the fact that such views are those they hold as private citizens.
Compliance with the standards and the obligation to report breaches
Employees will familiarise themselves with this charter, relevant statute law and regulations, relevant
university statute and rules, enterprise agreements, the university's strategic plan, university policies and
procedures (referred to hereafter as "legislation and university policy") and seek to comply with them.
When in doubt, employees will at the earliest moment refer matters to the relevant senior employees for
independent guidance and resolution.
In certain circumstances breaches of ethical guidelines in this document may also involve breaches of other
breaches of legislation and university policy which may require action being taken by the university to
remedy the situation.
If an employee becomes aware of conduct which may be inconsistent with the charter, legislation or
university policy, they have a responsibility to take immediate action by raising these issues with their
immediate manager.
Complaints in relation to alleged breaches of the charter will be handled utilising the Grievance Resolution
Procedure contained in the Enterprise Agreement. Where the alleged breach constitutes misconduct or
serious misconduct, the relevant section of the Enterprise agreement will apply.
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[2019] FWCA 4428

DECISION
Fair Work Act 2009
s.185—Enterprise agreement

University of Canberra
(AG2019/1859)

UNIVERSITY OF CANBERRA ENTERPRISE AGREEMENT 2019 - 2022
Educational services
COMMISSIONER JOHNS

SYDNEY, 26 JUNE 2019

Application for approval of the University of Canberra Enterprise Agreement 2019 - 2022.
[1]
An application has been made for approval of an enterprise agreement known as the
University of Canberra Enterprise Agreement 2019 - 2022 (the Agreement). The application
was made pursuant to s.185 of the Fair Work Act 2009 (the Act). It has been made by
University of Canberra. The Agreement is a single enterprise agreement.
[2]
I am satisfied that each of the requirements of ss.186, 187 and 188 as are relevant to
this application for approval have been met.
[3]
The Agreement lodged contained an error at Clause 28. On 25 June 2019, the
Applicant filed an amended version of the Agreement pursuant to s.586 of the Act. I am
satisfied that the correction should be made and that it is appropriate to do so pursuant to
s.586 of the Act.
[4]
The “Automotive, Food, Metals, Engineering, Printing and Kindred Industries Union”
known as the Australian Manufacturing Workers’ Union (AMWU) and the National Tertiary
Education Industry Union being bargaining representatives for the Agreement, have given
notice under s.183 of the Act that they want the Agreement to cover them. In accordance with
s.201(2) I note that the Agreement covers the organisations.

1

[2019] FWCA 4428

[5]
The Agreement is approved and, in accordance with s.54 of the Act, will operate from
3 July 2019. The nominal expiry date of the Agreement is 31 March 2022.

COMMISSIONER
Printed by authority of the Commonwealth Government Printer
<AE504123 PR709719>

2

University of Canberra
Enterprise Agreement 2019-2022

CONTENTS
University of Canberra ..................................................................................................................... 1
Enterprise Agreement 2019-2022 ..................................................................................................... 1
PART A: INTRODUCTION .................................................................................................................. 4
1.

Title and Operation ........................................................................................................ 4

2.

Application .................................................................................................................... 4

3.

Definitions ..................................................................................................................... 4

PART B: CORE TERMS ....................................................................................................................... 7
4.

Agreement Flexibility ..................................................................................................... 7

5.

Training for Employee Representatives.......................................................................... 8

6.

Consultation on Organisational Change ......................................................................... 8

7.

Changes to Rosters or hours of work ............................................................................. 8

8.

Consultation on Policy ................................................................................................... 9

9.

Grievance and Dispute Resolution ................................................................................. 9

10.

Types of Employment .................................................................................................. 10

11.

Full-Time Employment ................................................................................................. 12

12.

Fixed Term Employment .............................................................................................. 12

13.

Severance Pay for Fixed Term Employees .................................................................... 14

14.

Flexible and Part-time Working Arrangements ............................................................ 15

15.

Aboriginal and Torres Strait Islander Employment ....................................................... 15

16.

Probationary Period ..................................................................................................... 16

17.

Performance and Development ................................................................................... 16

18.

Salary Increases ........................................................................................................... 17

19.

Salary Payments .......................................................................................................... 18

20.

Overpayment of entitlements and recovery of outstanding debts ............................... 18

21.

Salary Packaging .......................................................................................................... 19

22.

Incremental Step Progression ...................................................................................... 19

23.

Higher Duties Allowance .............................................................................................. 19

24.

Superannuation ........................................................................................................... 20

25.

Breaks .......................................................................................................................... 20

26.

Holidays ....................................................................................................................... 21

27.

Recreation Leave ......................................................................................................... 21

28.

Parental Leave ............................................................................................................. 21

29.

Personal Leave ............................................................................................................. 23

30.

Long Service Leave ....................................................................................................... 24

31.

Leave Without Pay ....................................................................................................... 25

32.

Miscellaneous Leave .................................................................................................... 25

33.

Aboriginal and Torres Strait Islander Australian Leave ................................................. 26

34.

First Aid Allowance ...................................................................................................... 27
University of Canberra Enterprise Agreement 2019-2022

2

35.

Loss or Damage to Personal Effects .............................................................................. 27

36.

Voluntary Early Retirement ......................................................................................... 27

37.

Ill Health Separation .................................................................................................... 27

38.

Suspension ................................................................................................................... 28

39.

Termination of Employment - Notice ........................................................................... 29

40.

Handling Serious Misconduct ....................................................................................... 29

PART C: ACADEMIC STAFF .............................................................................................................. 30
41.

Minimum Standards for Academic Levels .................................................................... 30

42.

Casual Academic Staff .................................................................................................. 30

43.

Intellectual Freedom .................................................................................................... 33

44.

Academic Workload ..................................................................................................... 34

45.

Academic Availability ................................................................................................... 36

46.

Academic Supervisor .................................................................................................... 37

47.

Resignation - Academic Staff........................................................................................ 37

48.

Redundancy - Academic Staff....................................................................................... 38

PART D: PROFESSIONAL STAFF ....................................................................................................... 40
49.

Attendance .................................................................................................................. 40

50.

Ordinary Hours ............................................................................................................ 40

51.

Casual Professional Staff .............................................................................................. 40

52.

Flextime ....................................................................................................................... 41

53.

Overtime and Time Off In Lieu ..................................................................................... 41

54.

Shift Work .................................................................................................................... 43

55.

Emergency Duty and On-Call Duty ............................................................................... 43

56.

Hourly Rate .................................................................................................................. 44

57.

Professional Staff Workloads ....................................................................................... 44

58.

Position Classification and Broadbanding .................................................................... 45

59.

Resignation – Professional Staff ................................................................................... 46

60.

Redundancy – Professional Staff .................................................................................. 46

PART E: SENIOR MANAGERS........................................................................................................... 48
61.

Senior Manager Agreements ....................................................................................... 48

Schedule 1 - Staff Salaries .............................................................................................................. 49
Schedule 2 - Casual Rates and Activity ........................................................................................... 52
Schedule 3 - Professional Staff Position Classification Standards ................................................... 53
Schedule 4 - Minimum Standards for Academic Levels ................................................................... 69
Schedule 5 - Grievance Resolution Procedure ................................................................................ 72
Schedule 6 - Handling Misconduct Procedure................................................................................. 74
Schedule 7 - Managing Underperformance Procedure ................................................................... 78
Schedule 8 - Contingent Continuing Assistant Professors ............................................................... 81

University of Canberra Enterprise Agreement 2019-2022

3

PART A: INTRODUCTION
1.

Title and Operation

1.1

This Agreement is made under section 172 of the Fair Work Act 2009 (Cth) and shall be known as the
University of Canberra Enterprise Agreement 2019 - 2022.

1.2

The terms and conditions of employment of the Employees covered by this Agreement are stated in this
Agreement.

1.3

This Agreement will commence operation seven days after its approval by the Fair Work Commission
and will have a nominal expiry date of 31 March 2022.

2.

Application

2.1

This Agreement binds all staff of the University other than the Vice-Chancellor and Executive Staff.

2.2

Nothing in this Agreement will be taken as incorporating as a term of this Agreement any policy,
procedures or guidelines referred to in this Agreement.

2.3

This Agreement is a closed and comprehensive Agreement that wholly displaces any award (existing or
future) or any other agreement.

2.4

The University undertakes in the event that the Agreement provides a benefit or entitlement which is
less beneficial for the staff concerned than the National Employment Standards (NES), then the NES
will prevail to the extent of the inconsistency.

3.

Definitions

3.1

In this Agreement the following terms have the following meaning:
Term

Meaning

Academic Staff

staff employed by the University whose primary duties include conducting
and/or managing teaching and/or research.

Act

the Fair Work Act 2009 (Cth) as amended.

Agreement

The University of Canberra Enterprise Agreement 2019-2022

AMWU

Australian Manufacturing Workers Union

Chief Executive People and
Diversity (CEPD)

the person occupying or acting in that position, or their nominee.

Chosen Representative

a union, or a person other than a practising legal practitioner, who is chosen
by the Employee or University management to represent each of them
respectively in consultation or negotiation under this Agreement on
workplace relations and human resources matters.
With respect to Employees, a Chosen Representative is another Employee of
the University, an officer of a union or other person other than a practising
legal practitioner.
With respect to University management, a Chosen Representative is
normally either an Employee, a member of the University Council or an
officer of the University's industrial association.

University of Canberra Enterprise Agreement 2019-2022
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Term

Meaning
A Chosen Representative will be involved only where the affected Employee
or the University chooses to be represented.

Consultation

means conferring between the University and its Employees, and their
Chosen Representative(s) if they so elect, in such a way that there is the
opportunity for affected Employees to influence the University's decisionmaking process. Consultation does not mean having to reach agreement.

Contemporaneous Marking

is any marking that is undertaken during a lecture, tutorial or clinical session
or which could reasonably have been done in paid time associated with that
lecture, tutorial or clinical session. This marking attracts no additional
payment.

Contingent Period

the period subject to intermittent reviews of performance to determine an
Employee's eligibility for 'continuing' employment.

Delegate

position named in the University's HR delegations, which are an instrument
of the University Council.

Deputy Vice-Chancellor (DVC)

the person at the time holding or acting in the office of Deputy ViceChancellor of the University or the DVC's nominee.

Employee

all persons who are employed by the University and to whom this
Agreement has application by virtue of Clause 2 Application.

Executive Staff

positions identified as Deputy Vice-Chancellors, Vice-Presidents or
equivalent positions by the Vice-Chancellor as the Executive of the
University.

FWC

the Fair Work Commission.

Health Professional

a person registered to practice medicine under the Health Professionals Act
2004 (ACT) or equivalent State, Territory or international regulation, or
other health practitioner as approved by the University.

Legal Practitioner

a person admitted to practice as a barrister or solicitor of the Supreme
Court of any State or Territory of the Commonwealth or of the High Court of
Australia, or any equivalent foreign status.

Manager

an Employee who has supervisory and/or managerial responsibilities in
relation to one or more Employees.

NES

National Employment Standards under the Act.

NTEU

National Tertiary Education Industry Union.

Professional Staff

those Employees of the University who are not members of the Academic
Staff, or Executive Staff.

Regulations

the Fair Work Regulations 2009.

Senior Manager

those Employees of the University employed in accordance with Part E:
Senior Managers.
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Term

Meaning

Serious Misconduct

conduct of a kind envisaged under section 12 of the Fair Work Act 2009 and
regulations 1.07 of the Fair Work Regulations 2009. Serious misconduct may
also include circumstances where the employee has engaged in repeat
misconduct for which disciplinary action has previously been taken.

Shiftworker

a shiftworker for the purpose of the NES, is an employee who is regularly
rostered to work Sundays and public holidays in an institution in which shifts
are continuously rostered 24 hours a day 7 days per week

Union(s)

a registered Employee organisation.

University

the University of Canberra.

Vice-Chancellor (VC)

the person at the time holding or acting in the office of the Vice-Chancellor
of the University under the University of Canberra Act 1989 (ACT), as
amended from time to time, or the Vice-Chancellor's nominee.
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PART B: CORE TERMS
4.

Agreement Flexibility

4.1

The University and any Employee covered by this Agreement may agree to make an individual flexibility
arrangement to vary the effect of the terms of this Agreement if:
(a)

4.2

4.3

the individual flexibility arrangement deals with one (1) or more of the following matters:
(i)

arrangements about when work is performed;

(ii)

purchased leave, that is, an arrangement that permits an Employee to work a
reduced number of weeks in the year with a proportionate reduction in their
salary; and

(b)

the individual flexibility arrangement meets the genuine needs of the University and the
Employee in relation to one (1) or more of the matters mentioned in paragraph (a); and

(c)

the individual flexibility arrangement is genuinely agreed to by the University and the
Employee.

The University must ensure that the individual flexibility arrangement:
(a)

is in writing;

(b)

includes the name of the University and the Employee;

(c)

is signed by the University and the Employee and, if the Employee is under 18 years of age,
is signed by a parent or guardian of the Employee; and

(d)

includes details of the terms of this Agreement that will be varied by the individual flexibility
arrangement and how they will be varied.

The University must ensure that the terms of any individual flexibility arrangement:
(a)

are about permitted matters under section 172 of the Act;

(b)

are not unlawful terms under section 194 of the Act;

(c)

result in the Employee being better off overall than they would be if no arrangement was
made;

(d)

do not result in the Employee being provided with any payment or benefit that is
inconsistent with the NES under the Act; and

(e)

has been considered by the Chief Executive, People and Diversity.

4.4

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

4.5

The University or the Employee may terminate the individual flexibility arrangement:
(a)

by giving 28 days written notice to the other party to the agreement; or

(b)

if the University and Employee agree in writing – at any time.
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5.

Training for Employee Representatives

5.1

Reasonable access to training is to be facilitated for union delegates and Employee representatives. This
may, for example, include training during work time if that does not prejudice efficient operation or
service provision. With reasonable notice, a union office bearer will be provided sufficient time to attend
national and/or state conference/s.

6.

Consultation on Organisational Change

6.1

The University will notify and Consult with affected Employees, their Union and their Chosen
Representative over any firm proposal for significant and substantial organisational change. Such change
includes, but is not limited to, outsourcing or contracting out.

6.2

Where there is a specific change proposal, the University will issue a Consultation paper to affected
Employees, their Union and their Chosen Representative. The Consultation paper will include:
(a)

an explanation of the rationale for organisational change;

(b)

circulation of specific proposals for consideration, including identification of any
anticipated health and safety issues;

(c)

provision of opportunity for written responses or alternatives from affected Employees
and their Chosen Representative(s);

(d)

meetings with Employees and their Chosen Representative(s) to discuss and examine the
organisational change proposal and alternatives; and

(e)

provision of relevant information related to the proposed organisational change.

6.3

Affected Employees will be Consulted about the proposed change through meetings with the head of
the work unit, and time will be allowed to discuss and respond to the proposal. However, the University
is not required to disclose confidential information (such as council papers or information that has been
provided to the University on a confidential basis) or commercially sensitive information to Employees
or their Chosen Representative(s). The University will invite the Employees to give their views about the
impact of the change (including any impact in relation to their family or caring responsibilities).

6.4

If a decision to proceed is made by the University, management will Consult again with the affected
Employees and their Chosen Representative(s) or, where Employees choose, with the Union, about the
implementation of that change, particularly where the change is likely to have an impact on the work,
conditions or career prospects of staff. Steps for implementation will be clearly articulated and consulted
upon with staff.

6.5

Consistent with its obligations under the Act and clauses 48 and 60 of this Agreement, where the
organisational change results in Employees being identified as excess, the University will make
reasonable attempts to identify alternate employment with the affected Employee.

6.6

Consultation will be conducted within a framework that acknowledges the statutory obligations and
responsibilities of Senior Managers but there will be no power of veto over the University's decisionmaking processes.

7.

Changes to Rosters or hours of work

7.1

Where the University proposes to change an Employee's roster or ordinary hours of work, the University
must Consult with the affected Employee(s) and their Chosen Representatives, if any, about the
proposed change.

7.2

The University must:
University of Canberra Enterprise Agreement 2019-2022
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(a)

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

(b)

invite the affected Employee(s) and their Representative(s), 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 consideration to any views about the impact of the proposed change that are given by
the Employee(s) concerned and/or their Representative(s).

7.3

These provisions are to be read in conjunction with other Agreement provisions concerning the
scheduling of work and notice requirements.

8.

Consultation on Policy

8.1

Policies of the University are not incorporated into and do not form part of this Agreement.

8.2

The University undertakes to Consult affected Employees and their Chosen Representative(s) on policies
that have significant and substantial effect on Employee(s).

8.3

The University undertakes to Consult affected Employees and their Chosen Representative(s) in relation
to the University's classification policy.

9.

Grievance and Dispute Resolution

9.1

The procedure for resolving complaints and/or grievances is set out in Schedule 5 - Grievance Resolution
Procedure of this Agreement.

9.2

If a dispute relates to:
(a)

a matter arising under this Agreement; or

(b)

the NES; then

this clause sets out procedures to settle the dispute.
9.3

An Employee who is a party to the dispute may appoint a Chosen Representative for the purposes of the
procedures in this clause. Alternatively a Union may notify the existence of a dispute.

9.4

In the first instance, the parties to the dispute must try to resolve the dispute at the workplace level (i.e.
between an Employee and their Manager).

9.5

If discussions at the workplace level do not resolve the dispute, then the matter may be referred to
Senior Management or the Executive.

9.6

If discussions with University Management or the Executive do not resolve the dispute, a party to the
dispute may refer the matter to the FWC.

9.7

The FWC may deal with the dispute in two stages:
(a)

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

(b)

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

arbitrate the dispute; and
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(ii)
9.8

make a determination that is binding on the parties.

While the parties are trying to resolve the dispute using the procedures in this clause:
(a)

until the internal procedures described in the preceding clauses have been exhausted, the
Employee will continue to work in accordance with this Agreement and their contract of
employment unless there is a reasonable concern about an imminent workplace health and
safety risk; and

(b)

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

the work is not safe; or

(ii)

applicable occupational health and safety legislation would not permit the work
to be performed; or

(iii)

the work is not appropriate for the Employee to perform; or

(iv)

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

9.9

The parties to the dispute agree to be bound by a decision made by the FWC.

9.10

A dispute formally commenced under the University of Canberra Enterprise Agreement 2015-2018
(Enterprise Agreement), but not concluded at the time at which this agreement commences, shall
continue to be dealt with in accordance with the relevant provisions that applied under that Enterprise
Agreement.

10.

Types of Employment

10.1

Employment at the University will normally be as follows:
(a)

Continuing employment, which is employment for an indefinite duration;

(b)

Contingent Continuing employment, which is employment subject to the Employee
reaching certain milestones within set time periods before the employment becomes
continuing;

(c)

Fixed-term employment, which is employment for a specified duration, or until an
ascertainable event occurs as set out in the contract of employment. There is no expectation
of continuity of employment; and

(d)

Casual employment, which is employment by the hour.

10.2

The University will recruit suitable Employees based on operational requirements.

10.3

Employees will be advised in writing of the terms of their engagement, and subsequent changes to the
engagement during employment, including a list of the main instruments governing the terms and
conditions of the employment, position classification level and salary on commencement.

10.4

Subject to operational requirements and the need to retain flexibility the University's preference is for
continuing employment rather than fixed-term employment where a continuing work requirement
exists, and for fixed-term employment rather than casual employment where work is not irregular or
intermittent. Specifically, the University will use its best endeavours to ensure that the level of casual
academic employment does not rise during the term of this Agreement.
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10.5

Averaged over the preceding 12 months, 30% of all education focused appointments must have been
either casual or fixed-term Employees in the Australian higher education sector in the three (3) years
previous to their appointment.
Conversion from Fixed-term to Continuing or Contingent Continuing Employment

10.6

Fixed-term Employees may apply for conversion to continuing employment or contingent continuing
employment. Conversion will be granted at the University's discretion, taking into account:
(a)

At least three (3) years length of service as a fixed-term Employee;

(b)

having been originally appointed following an open and competitive selection;

(c)

recommendation by the relevant Manager;

(d)

the type of work performed;

(e)

the Employee's level of performance at work; and

(f)

any other circumstances the University considers appropriate.

Conversion from Casual to Fixed-Term, Continuing or Contingent Continuing Employment
10.7

10.8

Casual Academic Employees may apply for conversion to fixed-term, continuing employment or
contingent continuing employment. Expressions of interest for conversion will be undertaken annually
and considered at the University's discretion, taking into account:
(a)

Regular and systematic employment over typically three (3) years length of service as a
casual Employee;

(b)

having regard to the teaching performance;

(c)

recommendation by the relevant academic Head of School;

(d)

type of work performed is requisite to a continuing academic appointment;

(e)

the Employee's level of performance and conduct at work; and

(f)

any other circumstances the University considers appropriate.

Casual Professional Employees may apply for conversion to fixed-term or continuing employment.
Conversion will be granted at the University's discretion, taking into account:
(a)

length of service (including average weekly hours worked);

(b)

the likely requirement of the work continuing;

(c)

recommendation by the relevant Manager;

(d)

type of work performed;

(e)

the Employee's level of performance at work; and

(f)

any other circumstances the University considers appropriate.
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11.

Full-Time Employment

11.1

Full-time employment is employment for the ordinary hours of work (as set out in clause 50 for
Professional Staff) or the workload required for full-time Academic Staff as set out in this Agreement.

12.

Fixed Term Employment

12.1

The use of fixed-term employment will be limited to work that comes within the description of one or
more of the following:
(a)

Specific task or project: A definable work activity that has a starting time and is expected to
be completed within an anticipated period. Without limiting the generality of that
circumstance, it will also include a period of employment provided for from identifiable
funding external to the University not being funding that is part of an operating grant from
government or funding comprised of payment of fees made by or on behalf of students.
Where the employment period is defined as the duration of the task or project (that is, has
no pre-determined fixed end date), severance payments as envisaged under clause 12.1 will
apply. Where such employment exceeds a period of ten (10) years of continuous service,
including multiple fixed-term contracts in the same or substantially similar work, a severance
payment based on two (2) weeks' salary for each year of continuous service will apply up to
a maximum of fifty-two (52) weeks instead of the provisions of clause 12.1.

(b)

Research: Where an Employee is engaged on research functions for a fixed-term period not
exceeding five (5) years.

(c)

Replacement Employee: Where an Employee undertakes work replacing another University
Employee for a definable period, while the latter Employee is on leave, secondment or
absence from the University, or where an Employee performs the duties of a vacant position
pending the appointment of an Employee to the vacant position for which a definite decision
has been made to fill it, and recruitment action has commenced.

(d)

Recent Professional Practice: Where a curriculum in professional or vocational education
requires that the work should be undertaken by a person who has recent practical or
commercial experience for a fixed-term period not exceeding two (2) years.

(e)

Graduate Employment Scheme: Where the University offers up to twelve (12) months
employment to recent University of Canberra graduates, provided no more than ten (10)
graduate Employees are in place at any one time and only one contract can be offered to
each graduate under this sub-clause.

(f)

Pre-retirement: Where an Employee declares an intention to retire, a fixed-term contract of
up to five (5) years may be offered.

(g)

Senior Staff: Where an Employee is engaged in accordance with Part E Senior Managers at
clause 61.

(h)

Organisational Change: Where a work area has been the subject of a decision by the
University to discontinue that work within three (3) years, provided that:
(i)

the offer of employment includes an undertaking that subject to satisfactory
performance, should the decision to discontinue the work be reversed, or
should for any other reason the Employee's position or substantially the same
position continue beyond a period of three (3) years, the Employee will be
offered that work on a continuing basis. A short term extension (for example,
for up to three (3) months) of the fixed-term contract may be permitted
without invoking this sub-clause where such extension is necessary to permit
the timely conclusion of any discontinuing activity; and
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(ii)

(i)

should a continuing position not be offered under this sub-clause, upon
request by the Employee, the University will make reasonable attempts to
identify other employment opportunities within the University.

Convertible fixed-term: This may occur where there is a new initiative and where continuing
operation is uncertain. For the purposes of this sub-clause, a new initiative relates to a new
area of work not previously undertaken, and not created from the merger or division of, or
movement of, work from existing work areas. Convertible fixed-term employment may only
be offered where:
(i)

a demonstrated sudden and unanticipated increase in student enrolments
requires additional staffing in a specific area to meet the student demand; or

(ii)

there is a new organisational area/discipline in which case, a contract may be
offered prior to or from the establishment of any such discipline or area, during
a period in respect of that establishment not exceeding two (2) years; or

(iii)

otherwise agreed between the University and the relevant Union(s).

A convertible fixed-term appointment will normally be for a period not exceeding three (3)
years. An area of work ceases to be a new area of work after three (3) years of operation
and a fixed-term position may be converted in accordance with this sub-clause at that time.
Conversion from fixed-term to continuing employment will be determined by the University,
based on the availability of continuing work and the Employee's performance since
appointment
(j)

On a case-by-case basis: The Parties by written agreement may permit the use of fixed-term
employment in circumstances not otherwise covered in the Agreement. An agreement
under this sub-clause is not to be used to create a precedent for any further agreement(s).

Teaching Fellowships
12.2

12.3

Where the University offers a fixed-term teaching fellowship to a person who is enrolled as a student of
the University, or who will enrol within a reasonable period of time, in the following circumstances:
(a)

the employment is for a period that does not extend beyond the academic year in which the
person ceases to be a student, including any period that the person is not enrolled as a
student but is still completing postgraduate work or is awaiting results; and

(b)

the employment is within the student's academic unit or an associated research unit of the
academic unit and is generally related to the degree course the student is undertaking.

Employment under sub-clause 12.2 will not exceed a total period of five (5) years. The fraction of a full
time Academic Staff member will not be less than 0.2 and will not exceed 0.5, including the allocation of
teaching load, when averaged across any calendar year provided the employment does not contravene
the terms of the student's funding or scholarship.
Aboriginal and Torres Strait Islander Teaching Fellows

12.4

With a view to improving the University’s Aboriginal and Torres Strait Islander Academic Staffing profile
and providing greater access to academic careers, the University shall employ Aboriginal and Torres
Strait Islander Teaching Fellows.

12.5

Aboriginal and Torres Strait Islander Teaching Fellows will be employed on the same basis as that
outlined in subclauses 12.2 and 12.3 - Teaching Fellows, with the exception of the total contract length
and fraction, the terms of which are as follows:
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(a)

Aboriginal and Torres Strait Islander Teaching Fellows employed under this sub-clause may
be employed on an initial contract of up to three (3) years in circumstances where the
Academic Staff member is enrolled in a Master's program;

(b)

where the Aboriginal and Torres Strait Islander Teaching Fellow is enrolled in a PhD program,
they may be employed on a contract not exceeding a period of five (5) years; and

(c)

nothing in this clause prevents an Academic Staff member from having subsequent contracts
for Masters and PhD study. The fraction of an Academic Staff member employed under these
provisions will not be less than 0.2 and will not exceed 0.5, including the allocation of
teaching load, when averaged across any calendar year provided the employment does not
contravene the terms of the student's funding or scholarship.

Offer of a new fixed-term contract
12.6

The University will give fixed-term Employees written notice of the University's intention to offer, or not
to offer, a new fixed-term contract upon the expiry of the current fixed-term contract. Such notice will
be at least:
(a)

one (1) week prior to expiration of the existing fixed-term contract where the period of
continuous service will be less than six (6) months; or

(b)

two (2) weeks prior to expiration of the existing fixed-term contract where the period of
continuous service will be six (6) months but less than three (3) years; or

(c)

three (3) weeks prior to expiration of the existing fixed-term contract where the period of
continuous service will be three (3) years but less than five (5) years; or

(d)

four (4) weeks prior to expiration of the existing fixed-term contract where the period of
continuous service will be five (5) years or longer.

12.7

Where, because of circumstances relating to the provision of specific funding to support employment
which is external to the University and beyond its control, the University is not reasonably able to give
the notice required by this sub-clause 12.7, it will be sufficient compliance with this sub-clause if the
University advises those circumstances to the Employee in writing at the latest time at which the notice
would otherwise be required to be given, and gives notice to the Employee at the earliest practicable
date thereafter.

13.

Severance Pay for Fixed Term Employees

13.1

A fixed-term Employee whose contract of employment is not renewed in circumstances where the
Employee seeks to continue the employment will be entitled to a severance payment in accordance with
this clause if:

13.2

(a)

the Employee is employed on a second or subsequent fixed-term contract to do work
required for the circumstances described in sub-clause 12.1(a) and 12.1(b), and the same or
substantially similar duties are no longer required by the University; or

(b)

the Employee is employed on a fixed-term contract to do work required for the
circumstances described in sub-clauses 12.1(a) and 12.1(b) and the duties of the kind
performed in relation to that work continue to be required but another person has been
appointed, or is to be appointed, to the same or substantially similar duties.

This sub-clause 13.2 does not apply to an Employee who returns to their substantive employment after
a period of secondment or similar arrangement.
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Severance pay rates
13.3

The rate of severance pay is set out in the table below:
Period of continuous service

Severance pay

Up to 1 year

2 weeks' pay

1 year and up to 2 years

4 weeks' pay

2 years and up to 3 years

6 weeks' pay

3 years and up to 4 years

7 weeks' pay

4 years and over

8 weeks' pay

14.

Flexible and Part-time Working Arrangements

14.1

An Employee may request flexible working arrangements in accordance with section 65 of the Act.
Flexible working arrangements will be negotiated and agreed with the University on a case by case basis.

14.2

Flexible working arrangements will be made available to Employees who wish to undertake part-time
work.
Variation of working arrangements

14.3

An Employee may apply for a variation in their working arrangements in accordance with University
policy.
Part-time, Pro rata salary and benefits

14.4

All Employees may apply to undertake work on a part-time basis. Part-time working arrangements will
be negotiated and agreed with the University on a case by case basis.

14.5

Unless otherwise agreed between the Employee and the University in writing, or otherwise described in
this Agreement, remuneration and other benefits for part-time Employees will be calculated on a pro
rata basis.

15.

Aboriginal and Torres Strait Islander Employment
The University is committed to the ongoing successful implementation of the Aboriginal and Torres Strait
Islander Employment Strategy. Further, the University will use its best endeavours to achieve and
maintain an employment target of at least 3% of the University's workforce identifying as Aboriginal and
Torres Strait Islander by 31 December 2020, and maintain that level of employment for the life of the
Agreement.
Respect, Support and Recognition

15.1

The University continues to:
(a)

respect and consider the cultural, social and religious systems practiced by Aboriginal and
Torres Strait Islander people;

(b)

support participation of Aboriginal and Torres Strait Islander Employees in activities of a
cultural or ceremonial nature, recognising that the provision of paid leave for such purposes
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has a direct impact on the effectiveness of Aboriginal and Torres Strait Islander people as
Employees and is therefore of direct benefit to the University;
(c)

recognise that the general working environment requires the redress of past social injustice,
exploitation and Aboriginal and Torres Strait Islander employment inequities;

(d)

ensure that Employees are supported by institutional policies and procedures aimed at
eliminating racism in the workplace, and promoting a culturally responsive and responsible
University; and

(e)

ensure the ongoing operation of the Aboriginal and Torres Strait Islander Employment
advisory committee, which will include at least two members of the ACT Aboriginal and
Torres Strait Islander communities and a representative from the NTEU.

Aboriginal and Torres Strait Islander knowledge and expertise
15.2

The University recognises that Aboriginal and Torres Strait Islander Employees bring specific knowledge
and expertise to their position. In addition to carrying out their duties and roles as defined by their
position descriptions, Aboriginal and Torres Strait Islander Employees are often called upon to utilise
their knowledge as a contribution to other bodies of knowledge.

15.3

In acknowledging this, an Aboriginal and Torres Strait Islander Employee's workload will recognise
contributions made to internal, and where appropriate external, committees and networks, and the
provision of advice and support to fellow Aboriginal and Torres Strait Islander Employees and students.

16.

Probationary Period

16.1

At the time of commencing employment, the University may require an Employee to undertake a
probationary period, as follows:
(a)

Continuing Academic Staff – up to three (3) years;

(b)

Fixed-term Employee where the fixed-term period is three (3) years or greater – six (6)
months; and

(c)

Continuing Professional Staff – six (6) months.

16.2

An Employee's employment will be subject to only one (1) period of probation. A second or subsequent
period of employment offered immediately after an Employee's first twelve (12) months of service, in
an area of work similar to the initial period of employment, will not be subject to a probationary period.

16.3

All actions of the relevant Delegates under this clause and applicable University policy will be final and
not subject to further appeal, grievance, dispute, or challenge under this Agreement or University
procedures, except that nothing in this clause will be construed as excluding the jurisdiction of any
external court or tribunal which, but for this clause, would be competent to deal with the matter.

17.

Performance and Development
Building performance capability

17.1

The University strongly supports its Employees to achieve and maintain an effective level of performance
at work. Employees are encouraged to undertake professional development and skills recognition
activities to enable them to build performance capability and achieve University objectives. Employees
are encouraged to participate in professional development activities, including development
opportunities aimed at furthering the Employee's career and promotion prospects.

17.2

The University is committed to supporting its Employees to meet performance expectations and
behavioural expectations as set out in relevant University policy.
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17.3

The University may approve funding of professional development needs where these are agreed
between the University and the Employee.
Participation

17.4

All Employees must participate in performance planning, feedback and review as provided under
University policy. The University may also develop from time to time performance and development
guidelines for any particular class of Employees. However, no amendment to those guidelines published
later than three (3) months into the relevant twelve (12) month period shall have any adverse effect on
an Employee's next incremental assessment.
Managing Unsatisfactory Performance and Behaviour

17.5

The University will take appropriate steps to identify and address performance and/or conduct-related
issues as they arise. Unsatisfactory performance and behaviour is managed in accordance with Schedule
7 of this Agreement and may include disciplinary action up to and including termination of employment.

17.6

If an Employee is not fully meeting and maintaining all performance expectations, the Employee's
Manager will make reasonable attempts to assist the Employee to improve their performance.

17.7

If an Employee is not upholding behavioural expectations as set out in the University's Charter of
Conduct and Values, the Employee's Manager will make reasonable attempts to assist the Employee to
improve their behaviour.

17.8

The University will aim in the first instance to support the Employee to address the unsatisfactory
performance and/or behaviour and identify areas where professional development may occur.

17.9

The University will observe the following principles when taking disciplinary action:
(a)

any performance process will be conducted according to the principles of equity,
transparency and procedural fairness and will be aimed at supporting and improving
performance;

(b)

identified issues relating to unsatisfactory performance and/or behaviour will be addressed
as soon as practicable;

(c)

an Employee will be given advance notice of the purpose of any disciplinary meetings;

(d)

disciplinary meetings will be conducted in a private setting as far as possible;

(e)

all Employees are entitled to have a support person present during meetings and
discussions regarding their performance and/or behaviour;

(f)

all Employees will be provided with a reasonable opportunity to respond to any allegations
of unsatisfactory performance and behaviour; and

(g)

all discussions with Employees will be conducted in a respectful and courteous manner.

18.

Salary Increases

18.1

Salaries will be increased in accordance with this clause 18 over the life of the Agreement.

18.2

Salary increases for Employees will be the same as the percentage increase in CPI for the December
Reference Quarter. If, however, the CPI percentage increase is less than 1.75%, the CPI of the December
Reference quarter will be replaced, and a salary increase of 1.75% will apply.
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18.3

If, however, the Commonwealth Government introduces a replacement Index during the life of this
Agreement, subject to clause 18.2, the salary increase will be the same as the Index, using the Index for
the 12 months preceding the pay increase.

18.4

Salary increases will be paid in the first full pay period following 1 January in each year. In January 2019,
a Salary increase of 1.9% was applied.

18.5

In this Agreement:
(a)

"CPI" means the ABS Consumer Price Index, All Groups, weighted average of eight capital
cities (catalogue no 6401.0).

(b)

December Reference Quarter means the quarter ending on the 31 December that is a year
and a day before the relevant 1 January.

(c)

"Index" means the index, calculated in accordance with the Higher Education Support Act
2003 (Cth), as amended from time to time, for calculating the increase in discretionary
funding received by the University under the Commonwealth Grants Scheme or its
successor.

19.

Salary Payments

19.1

The University will make fortnightly salary payments (in arrears) through electronic funds transfer.
Casual Employees will be paid within twenty-two (22) calendar days of submission of a valid and
complete claim for payment to the appropriate authorising officer of the University.

19.2

The University will permit pay in advance only in circumstances it deems exceptional or as otherwise
provided for in this Agreement.

19.3

Recreation leave loading will not be payable as all salaries have incorporated this loading.

20.

Overpayment of entitlements and recovery of outstanding debts

20.1

Where an Employee owes a debt or is overpaid an amount of salary or other remuneration, the
University will notify the Employee who may authorise the University to deduct the amount of the
overpayment or debt from the next available salary instalment. The University and the Employee may
agree, in writing, on deduction by instalment to recover the overpayment or debt.

20.2

If no agreement is made within two pay periods from notification of the overpayment or debt, the
Employee authorises the University to deduct the debt through salary deduction;
(a)

in full in the next available pay period in instances where the debt is up to 10% of the total
salary instalment payable; or

(b)

in instalments equivalent to 10% of the total salary instalments, from the next available pay
period, until the debt is repaid.

20.3

The Employee authorises the University to deduct from their final pay, including any leave entitlements,
on cessation of employment, any overpayment balance remaining outstanding, or any debt owing. This
applies whether or not the Employee and the University had previously agreed to deduction of the
overpayment by instalment.

20.4

Where the overpayment or debt is discovered after cessation of employment or after payment of any
final entitlements, the Employee must repay the amount to the University on receipt of an invoice from
the University.

20.5

The Employee authorises the disclosure of their personal address and other personal information to
enable the issuing of an invoice to the Employee and recovery of a debt or overpayment.

University of Canberra Enterprise Agreement 2019-2022

18

21.

Salary Packaging

21.1

Employees of the University may opt to have salary converted to non-cash pre-tax benefits, consistent
with University policy. Participation in salary packaging will not affect salary for superannuation or any
other purpose.

21.2

Casual Employees may opt to have salary converted to superannuation, consistent with University
policy.

22.

Incremental Step Progression

22.1

Employees occupying positions whose classification attracts a salary range under this Agreement are
eligible to progress by increment steps to the top of that salary range based on performance that meets
the required standard.

22.2

Incremental step progression will be paid from the first full pay period following 1 January unless, in the
preceding twelve (12) months, the Employee’s performance and/or behaviour has resulted in
disciplinary action in accordance with Schedule 6 or Schedule 7 of this Agreement. This assessment will
include, but is not limited to, an assessment as to whether performance is at a standard appropriate to
an Employee's level of appointment and consistent with the Employee's duties and the relevant
performance expectations for academic levels.

22.3

Nothing in this clause prevents the University from paying multiple increment steps for outstanding
performance in circumstances determined by the University.

22.4

An Employee who has reached the last step of their classification may apply for a high-performance
allowance of between 2% and 4%, for performance that is above the required standard. This allowance
is approved for the twelve (12) month period following the assessment, commencing from the first full
pay period following 1 January. The University will only allocate a high-performance allowance following:

(a)

confirmation the Employee has an approved performance and development plan recorded
in the University endorsed system;

(b)

a recommendation by the Employee’s Manager and endorsement by the relevant Executive
Dean or Director;

(c)

an assessment of the application by the central committee comprised of the University
Executive; and

(d)

consideration of the application of performance standards is fair and equitable.

22.5

Where an Employee is appointed to or acting in a higher classification, any entitlement to a highperformance allowance in accordance with this clause will cease from the date the appointment takes
effect.

23.

Higher Duties Allowance

23.1

Employees who temporarily perform the duties of a higher classified position are entitled to be paid a
higher duties allowance, subject to performing such duties for a period of at least;

23.2

(a)

five (5) consecutive working days for UC Levels 1-7; and

(b)

ten (10) consecutive working days for Academic Employees, and UC8 and above.

Higher duties allowance is not payable to an Employee when on periods of leave in excess of five (5)
consecutive working days, where the period of acting is for a period of three (3) months or less.
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23.3

An Employee who has been acting in a higher duty position for a continuous period in excess of twelve
(12) months immediately preceding cessation of employment will receive payment of all entitlements
on cessation of employment at the higher rate of pay.

23.4

For Professional Staff, higher duties allowance is not to be used instead of reclassification of substantive
positions where a continuing requirement exists for the higher level duties nor to meet regular seasonal
or predicable fluctuations in work levels.

24.

Superannuation

24.1

For all new and existing Employees the University will provide superannuation arrangements under the
UniSuper superannuation fund.

24.2

The University will continue to provide the rate of employer contributions to the above funds that are
in effect at the date of commencement of this Agreement.

24.3

Consistent with the UniSuper Trust deed which provides for flexibility, employer and Employee
contributions may be reduced at the request of an individual staff member to the extent that the law
permits, and that foregone part of the employer contribution will be payable as additional salary.

24.4

Fixed term Employees whose initial contract is less than twelve (12) months but which is extended past
twelve (12) months will receive 17% employer superannuation contribution from the commencement
of the thirteenth (13) month.

24.5

From the first full pay period on or after 30 June 2022, all fixed-term Employees will be entitled to receive
17% superannuation.

24.6

The University will make compulsory employer contributions for all other Employees as required by the
applicable legislation and fund requirements.

25.

Breaks

25.1

Employees must not work for more than five (5) hours without an unpaid break of at least thirty (30)
minutes.

25.2

Employees are entitled to a maximum ten (10) minute tea break each morning and afternoon.

25.3

Casual Employees will be allowed a maximum ten (10) minute tea break every three and a half hours
(3.5) of continuous employment per day.
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26.

Holidays

26.1

All Employees are entitled to public holidays in accordance with section 115 of the Act. Where the
University and the affected Employee agree, another day may be substituted for any public holiday.

26.2

The University will observe a Christmas close-down period from 25 December until the commencement
of the first working day following 1 January. Employees will not be required to take recreation leave over
this period.

26.3

The University will observe a University break between 20 December and 20 January each year. Staff
who have accrued more than four (4) weeks’ leave as at 20 December will be required to acquit
recreational leave between 20 December and 20 January, unless:
(a)

the staff member has been approved to take recreational leave of at least ten (10) days in
the next twelve (12) months; and/or

(b)

otherwise approved by the Manager in accordance with the instrument of delegations.

26.4

Public Holidays occurring during periods of recreation leave will not be deducted from leave
entitlements.

27.

Recreation Leave

27.1

Staff are entitled to recreation leave of twenty (20) working days per year, accrued on a daily basis. Parttime staff are entitled to recreation leave on a pro-rata basis.

27.2

Shift workers are entitled to an additional one (1) week's recreation leave in accordance with the NES,
in recognition of the nature of shift work and the need to ensure the ongoing health and wellbeing of
the University's shift workers.

27.3

Recreation leave will be taken at times approved by the University and must be approved by the staff
member’s Manager. The Manager will not unreasonably withhold approval for recreation leave. It is
expected that staff will access their recreation leave within the year in which it is accrued. All staff are
expected to plan recreation leave in accordance with workload allocation.

27.4

Where a staff member’s recreational leave entitlement equals or exceeds six (6) working weeks, the staff
member’s Manager can direct the staff member to take at least two (2) working weeks of their
recreational leave entitlement within a three (3) month period from the date of direction. The Manager
must provide the staff member with at least eight (8) weeks’ notice of the start date of such leave.

27.5

Further conditions and notice requirements for taking of recreation leave, including where leave can be
taken at half pay or cashed out, are prescribed by University policy and amended from time to time.

27.6

If a Professional Staff Employee with personal leave credits is injured or becomes ill for two (2) or more
consecutive days during a period of approved recreation leave, the days the Employee was ill or injured
may be treated as personal leave instead of recreation leave, on the provision of a valid medical
certificate by the Employee. In such circumstances, the Employee's recreation leave balances will be recredited.
This does not apply to Academic Employees or Employees on approved recreation leave immediately
preceding retirement, resignation, redundancy, or other termination of employment.

28.

Parental Leave

28.1

Eligible Employees (including casual Employees under section 67(2) of the Act) are entitled to various
forms of parental leave as set out in the table below. Casual Employees and Employees with less than
twelve (12) months service will receive pro rata paid parental leave.
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Provision

Entitlement

Conditions

Primary carer leave (also
applies in relation to
adoption)

Up to thirty (30) weeks continuous
leave taken within the thirty (30) week
period that may start within six (6)
weeks before the nominal expected
birth date i.e. thirty (30) weeks leave on
full pay or sixty (60) weeks on 50% of
salary.

Expectant birth is supported by a
medical certificate.
Must apply for paid parental leave not
less than ten (10) weeks before the
expected date of birth.
Primary carer is expected to give four
(4) weeks' notice of the start of paid
parental leave.
University may direct Employee to take
leave within six (6) weeks of expected
birth unless Employee provides medical
evidence indicating otherwise.

Surrogate mother paid
leave

Up to twelve (12) weeks continuous
leave taken within the twenty (20) week
period that may start within six (6)
weeks before the nominal expected
birth date and finishes twelve (12)
weeks after delivery.

Expectant surrogate mother, supported
by medical certificate.

Paid miscellaneous leave
for antenatal purposes

One (1) day a month for each of the
final three months of pregnancy.

Antenatal purposes.

Paid parental leave in the
event of miscarriage/
stillbirth

Twelve (12) weeks.

Pregnancy lasted at least twenty (20)
weeks and ended in miscarriage or
stillbirth. Medical certificate is required.

Paid partner leave

Fifteen (15) days paid leave to be taken
within the seven (7) week period which
starts a week before the expected date
of birth and concludes six (6) weeks
after the birth.

A medical certificate attesting to the
pregnancy is required.

Paid partner return to
work

Fifteen (15) days at 50% fraction
immediately following Paid Partner
Leave

Partner returns to work immediately
following paid partner leave at 50%
fraction with 50% fraction paid as leave

Paid primary care-giver
leave for partner

Eight (8) weeks paid leave immediately
following the first twenty two (22)
weeks of any parental leave.

Partner of mother is also employed by
the University. Combined paid leave for
both partners may not exceed thirty
(30) weeks. Only one(1) partner may be
on paid primary care-giver leave at one
time.

Unpaid primary care-giver
leave

Primary Care-giver: up to twenty-four
(24) months minus Paid Parental Leave
(where both parents are employed by
the University, the twenty-four (24)
months can be shared between
parents).

Parents, with four (4) weeks' notice,
have one (1) opportunity to apply for an
extension of unpaid leave; this leave
will not be available to the parent after
the child's second birthday.

Up to seven (7) hours paid leave spread
across the working week; for child

Birth mother has returned to full-time
work.

Postnatal time release for
full-time employees
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Provision

Entitlement

Conditions

related post-natal arrangements and/or
for breastfeeding (in addition to regular
paid breaks for breastfeeding). Not
accruable or to be taken as whole days.

Child is under one (1) year of age.

Paid adoption/intended
parent (surrogacy) leave

Up to twenty (20) weeks from date of
placement, birth or custody plus up to
two (2) days paid miscellaneous leave
for interviews or examinations required
by adoption procedure.

The child is under five (5) years of age at
time of placement. Parent is employed
by the University. Employee has
statement from appropriate
government authority about the
adoption and/or surrogacy.

Unpaid
adoption/intended parent
(surrogacy)
leave/permanent care
order

A further continuous period of up to
thirty-two (32) weeks leave without pay
for primary care-giver.

Employee is expected to give eight (8)
weeks' notice of the start of paid
parental leave. At least nine (9) weeks'
notice is required. Long service leave
and recreation leave can replace some
or all of the unpaid leave.

29.

Personal Leave

29.1

Employees will accrue twenty (20) working days per year of personal leave, accrued on a daily basis.
Part-time Employees are entitled to personal leave on a pro-rata basis. In addition, on appointment,
each new Employee will be credited with five (5) working days personal leave or pro-rata equivalent for
part-time Employees.

29.2

Unused personal leave will not be paid out on termination of employment or under any other
circumstances.

29.3

The University will recognise prior service for the purpose of transfer of personal leave credits with other
publicly funded Australian Universities of up to twenty-five (25) days.

29.4

The University may require an Employee to undertake an independent medical examination by a Health
Professional of the University's choosing and at the University's cost, where the University considers
such a requirement appropriate. The University will give the Employee reasonable advance notice of
such a requirement (normally two (2) weeks). A medical examination under this sub-clause 29.4 will not
obviate the provisions set out in the ill health separation.

29.5

The University may consider granting paid personal leave in excess of those entitlements specified in
this clause under exceptional circumstances.

29.6

Personal leave will be granted to Employees in the following circumstances:
Circumstance

Evidence required for
absences of

Type of evidence
required

Maximum allowable paid
absence

Where an Employee is
unfit to attend duty due
to illness or injury or to
attend a medical
appointment.

Less than three (3)
consecutive days.

Approved leave form.

Three (3) consecutive days
or more. The University

Approved leave form
and medical certificate

Up to available credits,
thereafter recreation leave
or long service leave within
available credits or leave
without pay.
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Evidence required for
absences of

Type of evidence
required

may require an Employee
to provide a medical
certificate in respect of
absences for a lesser period
where such a request is
reasonable, given the
nature and history of an
Employee's pattern of
absence from the work
place.

from a Health
Professional.

Less than three (3)
consecutive days.

Approved leave form.

Three (3) consecutive days
or more.

Approved leave form
and medical certificate
from a Health
Professional.

Attendance at own
graduation ceremony.

One (1) day or more.

Approved leave form
and supporting
evidence.

Moving residence.

One (1) day or more.

Circumstance

For care of an
immediate family
member who is ill or
injured, where an
Employee has a caring
responsibility.
Employee may also
apply for leave to deal
with emergency
situations or for
compelling personal
reasons.

Maximum allowable paid
absence

Up to available credits,
thereafter recreation leave
or long service leave within
available credits or leave
without pay.

Up to two (2) days.
Thereafter, recreation leave
or long service leave within
available credits or leave
without pay.

30.

Long Service Leave

30.1

Eligible Employees will accrue long service leave in accordance with ACT long service leave legislation,
accruing at six and a half (6.5) working days per year, calculated on a daily basis.

30.2

Except as provided for under relevant applicable legislation, casual Employees are not eligible for long
service leave.

30.3

The University will recognise prior service with other publicly funded Australian Universities of up to
ninety (90) days long service leave accrual, where the period between cessation of employment with the
previous employer and commencement of employment with the University is two (2) months or less.

30.4

Where an Employee's break in service is four (4) months or less, prior service will count for the purpose
of qualifying for leave, however long service leave credits will not accrue in this period between cessation
and recommencement.

30.5

Long service leave credits do not accrue in respect of any period of leave without pay, unapproved
absence, stand-down without pay or the period between employment contracts with the University.

30.6

If an Employee is ill during long service leave for a period of three (3) days, and provides a valid medical
certificate, the period of certified illness will be treated as personal leave with long service leave being
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re-credited for the period. This does not apply to Employees in respect of long service leave taken
immediately before retirement, resignation, redundancy or termination of employment.
Cashing out long service leave
30.7

An Employee who has access to long service leave credits accrued in accordance with this clause may
elect to cash out a proportion of their long service leave credits. The Employee's long service leave
credits will be debited accordingly.

30.8

Unless otherwise specified in this Agreement, where higher duties payment or other loading has been
in force for at least twelve (12) months immediately before taking long service leave, that amount will
be included in the calculation of salary while on long service leave.
Pro rata payment

30.9

Employees who have at least one (1) year's continuous employment, but less than the qualifying period
of continuous employment or less than the qualifying period of a combination of continuous
employment and recognised employment (i.e. at a recognised University), are entitled to pro rata
payment instead of long service leave credits where they cease employment on the grounds of
redundancy, retirement or death. In the case of death, the payment will be made to the Employee's legal
representative.

31.

Leave Without Pay

31.1

The University may grant leave without pay in certain circumstances on application by an Employee and
in accordance with University policy.

31.2

Leave without pay will not count as service for the purpose of calculating any leave entitlements.

31.3

Except for leave without pay for parental leave or for personal illness or injury, the University will
normally require, and may request, that staff take recreation and/or long service leave credits before
commencing a period of leave without pay.

31.4

No payment will be made for a holiday falling within a period of leave without pay. In approving a period
of leave without pay, the University will determine whether a holiday occurring immediately before or
immediately after the period of leave without pay will be paid or unpaid.

31.5

Periods of leave without pay covered by illness or injury that is supported by a medical certificate will be
considered by the University on a case by case basis, subject to personal leave provisions and an
application being submitted at the earliest opportunity.

31.6

No allowances will be paid during periods of leave without pay.

31.7

With the exception of illness resulting from pregnancy or childbirth, there is no entitlement to any other
form of leave if the leave sought coincides with an approved period of leave without pay.

32.

Miscellaneous Leave

32.1

Miscellaneous leave will be granted at the Employee's substantive rate of pay in the following
circumstances:
(a)

on the death or life-threatening/serious injury of an immediate family member, partner or
person dependent on the Employee for care and support (up to three (3) days per occasion);
or

(b)

for jury service; or

(c)

for attendance as a witness in industrial proceedings that directly affect the University; or
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32.2

(d)

volunteers for blood donation; or

(e)

for antenatal and postnatal purposes as outlined in clause 28.1; or

(f)

participation in state emergency services activities or to assist in state of emergency
situations such as bushfire, flood and earthquake as a member of a relevant voluntary
organisation; or

(g)

other circumstances as approved on a case-by-case basis.

In circumstances where an Employee (including casual Employees) is experiencing domestic/family
violence and/or abuse, the University is committed to providing support to the Employee in the following
ways:
(a)

the Employee's personal circumstances will be kept confidential, with no information kept
on an Employee's personnel file without their express permission;

(b)

up to fifteen (15) days leave will be made available under this clause for associated time off
such as medical appointments, legal proceedings, seeking safe housing and other such
events;

(c)

an Employee can make an application for special consideration of additional leave to be
determined by the individual's situation through consultation with the CEPD; and

(d)

protocols will be maintained to support Employees who experience domestic/family
violence, including: changes to hours of work; relocation to another position or physical
location where possible; changes to work contact details (phone, email etc.); and other
arrangements as needed.

33.

Aboriginal and Torres Strait Islander Australian Leave

33.1

The University acknowledges that participation of Employees in cultural or ceremonial activities
enhances the effectiveness of Aboriginal and Torres Strait Islander people as Employees. In order to fulfil
Aboriginal and Torres Strait Islander cultural responsibilities, the University supports fixed-term,
continuing, and contingent continuing Aboriginal or Torres Strait Islander Employees by providing five
(5) days paid Aboriginal and Torres Strait Islander Australian leave annually (in addition to other leave
provisions), for the purposes of:

33.2

(a)

bereavement leave for an immediate family member (inclusive of traditional kinship
relationships of equivalent significance);

(b)

participating in National Aboriginal and Islander Day of Observance Committee (NAIDOC)
activities/events during NAIDOC week;

(c)

purpose of fulfilling ceremonial obligations of a traditional or urban nature and may include
relevant cultural events, initiation, birthing and naming, funerals and smoking or cleansing
and sacred site or land ceremonies or other relevant cultural events; and

(d)

other compassionate or appropriate grounds as determined by the Delegate.

Applications for personal leave for the purpose of attending a significant cultural event in accordance
with clause 33.1 should be submitted four (4) weeks prior to leave (unless it is for an emergency such as
a funeral, cultural event or obligation) to allow the work area to make appropriate staffing arrangements
to cover the absence if necessary. The leave entitlements outlined in 33.1 do not carry into the next
calendar year.
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34.

First Aid Allowance

34.1

An Employee who is appointed as a first aid officer will be paid a fortnightly allowance as follows:
Level

Allowance

First Aid Level 2 (Senior); or

$703.89 per annum.

First Aid Level 3 (Advanced).
Occupational First Aid Certificate; or

$821.25 per annum.

Registered Nurse.

34.2

Entitlement to the first aid allowance will lapse when an Employee does not maintain the currency of
the qualification as required by the accrediting authority or if the University informs an Employee in
writing that the Employee is no longer required to be available to perform first aid.

34.3

First aid allowance is not payable during any periods of leave without pay, unapproved absence or any
other leave where such leave is for a continuous period in excess of three (3) months.

34.4

First aid allowance will be increased in accordance with the salary increases payable under this
Agreement.

35.

Loss or Damage to Personal Effects

35.1

Employees will be reimbursed for the reasonable cost of repair or replacement of the Employee's
personal effects lost or damaged due to lack of reasonable care by the University or other Employees in
the performance of their duties.

36.

Voluntary Early Retirement

36.1

The University may, at its discretion, offer voluntary early retirement to an Employee or specific groups
of Employees where:
(a)

such Employees are invited to apply for early retirement under the benefits of the scheme.
The University has the discretion to decide whether or not it will approve any application for
early retirement having regard to the operational requirements of the University; and

(b)

the benefits payable to an Employee whose application for early retirement is approved will
be a lump sum of a minimum of two (2) weeks' salary for each year of continuous service,
with a maximum payment of fifty-two (52) weeks' salary. This benefit is additional to other
entitlements on retirement.

36.2

The University may offer an Employee early retirement, in accordance with a scheme approved by the
commissioner of taxation, by agreement.

37.

Ill Health Separation

37.1

The University is committed to the effective management of ill and injured Employees. The University is
focused on supporting ill and injured Employees with managing their medical conditions and facilitate
their return to work to at the earliest opportunity.

37.2

The University may require an Employee whose capacity to perform their regular duties is in doubt to
undergo a medical examination, at the University's expense, where the Employee's health:
(a)

may be affecting, or has affected, the Employee's work performance or conduct;

University of Canberra Enterprise Agreement 2019-2022

27

(b)

has caused, or may cause, the Employee to have an extended absence from work; or

(c)

has caused or may present a workplace health and safety concern to themselves, other
Employees, students or members of the public.

37.3

Where the University arranges for the Employee to attend a medical practitioner of its choice, the
University will notify the Employee (usually four (4) weeks' notice) with the time and place of the
appointment, the purpose of the appointment and the reason for the appointment. The University will
make available a copy of the report of that examination.

37.4

Where the Employee applies to the Employee's superannuation fund, before the expiry of the period of
notice, for invalidity retirement or temporary disability benefit pursuant to the rules of the
superannuation fund the requirement for a medical examination will lapse.

37.5

Where the superannuation fund decides that the Employee is capable of resuming work and the
University disputes that decision, the University may proceed in accordance with this clause 37.5 without
further notice.

37.6

If the medical report reveals that the Employee is unable to perform their duties and is unlikely to be
able to resume them within a reasonable period, being not less than twelve (12) months, the University
may, subject to the review procedure set out below, terminate the employment of the Employee with
notice as provided in this Agreement. The University will provide the Employee an opportunity to
respond to any proposed action it may take including the opportunity for the Employee to resign the
employment.

37.7

If within ten (10) working days of the report being made available, and if the Employee or their Chosen
Representative so requests, the University will not terminate the employment of the Employee until the
findings of the medical report are confirmed by an AMA appointed independent Health Professional in
Consultation with the University and the Employee's Chosen Representative. For clarity, any costs
associated with this sub-clause 37.7 will be borne by the University.

37.8

In making an assessment as to whether or not an Employee is unable to perform their duties and is
unlikely to resume them within a reasonable period, the independent Health Professional will as far as
possible apply the same standards as are used by the Employee's superannuation scheme.

37.9

The University may construe a failure by an Employee to undergo a medical examination in accordance
with this clause as prima facie evidence that such a medical examination would have found that the
Employee was unable to perform their duties and was unlikely to be able to resume them within twelve
(12) months, and may act accordingly provided that such a refusal by an Employee in these
circumstances will not constitute misconduct nor lead to any greater penalty or loss of entitlements than
would have resulted from an adverse medical report.

38.

Suspension

38.1

The University may suspend an Employee with or without pay in circumstances where the Employee is
alleged to have engaged in misconduct, including Serious Misconduct.

38.2

The University will notify the Employee of the suspension in writing, including the grounds for suspension
and requirements relating to access to the workplace, systems and facilities.

38.3

During any period of suspension, the Employee may be excluded from the University and denied access
to University systems and facilities. Where necessary, the Employee will be permitted reasonable access
to the University's systems and facilities for the preparation of his/her case and to collect personal
property.
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39.

Termination of Employment - Notice

39.1

Any termination of employment at the initiative of the University will be in accordance with the terms
of this Agreement.

39.2

The period of notice to terminate the employment of Academic Staff is three (3) months' notice, or the
payment of equivalent salary instead of notice.

39.3

The period of notice to terminate the employment of Professional Staff is set out in the table below. The
University may pay the equivalent salary instead of notice;
Period of Continuous Service

Notice

3 years or less.

2 weeks.

More than 3 years but not more than 5 years.

3 weeks.

More than 5 years.

4 weeks.

Notice is increased by 1 week for an Employee over 45 years of age with at least 2 years
continuous service.

40.

Handling Serious Misconduct

40.1

Where an Employee is alleged to have engaged in Serious Misconduct within the meaning of section 12
of the Act and regulation 1.07 of the Regulations the matter will be referred to the CEPD.

40.2

The CEPD will notify the Employee in writing and in sufficient detail to enable the Employee to
understand any allegations and to properly consider and respond within ten (10) working days.

40.3

The CEPD will convene an independent panel of review. The independent panel of review will consist of
an independent chair experienced in matters of Serious Misconduct, nominated by the Vice-Chancellor,
who shall not be an Employee of the University, but shall be experienced in investigating findings of fact;
a Vice-Chancellor appointee; and, an NTEU appointee.

40.4

The independent chair will be nominated by the Vice-Chancellor after consultation with the NTEU from
a list agreed from time to time.

40.5

The independent panel of review will conduct their investigations and provide to the Vice-Chancellor
findings of fact only.

40.6

Based on the report of the independent panel of review and any other relevant information provided by
the CEPD, the Vice-Chancellor will determine whether the employment will or will not be terminated.

40.7

If the Vice-Chancellor terminates the Employee for Serious Misconduct, the termination takes effect
immediately and without notice or payment in lieu.
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PART C: ACADEMIC STAFF
41.

Minimum Standards for Academic Levels

41.1

The minimum standards for academic levels for full-time and part-time Academic Staff are set out in
Schedule 4.

42.

Casual Academic Staff

42.1

The following employment conditions apply to casual Academic Staff:

42.2

(a)

casual Academic Staff may have their employment terminated by the University on giving
one (1) weeks' notice or payment instead of notice, calculated on average weekly hours over
the semester;

(b)

casual Academic Staff will be given access to a desk, a mail box, electronic communication
and photocopy facilities where these items are necessary for the efficient performance of
duties; and

(c)

casual Academic Staff are not authorised to convene graduate courses.

Casual Academic Staff are not entitled to annual leave or personal leave under this Agreement.
Incidence of employment

42.3

The rates paid to casual Academic Staff will be according to incidence of duties performed and are
derived from the formulae in the following tables. Actual rates are contained in Schedule 2 to this
Agreement.
Casual lecturing

42.4

A lecture includes the provision of education activities to a large group of students including teaching
via equivalent modes of delivery to ‘face to face’ and of equivalent duration such as flexible, intensive,
blended learning and via on-line/distance education media. A lecture provides students with an
overview of essential knowledge and typically includes formal structured presentations.

42.5

Casual Academic Staff required to provide a lecture (or equivalent delivery through other than face-toface teaching mode) of a specified duration as well as directly associated non-lecture duties in the nature
of preparation, Contemporaneous Marking and student consultation will be paid at a rate for each hour
of lecture delivered according to the following table.
Rate

Incidence

Base Rate formula

Rate
A.

Basic lecture

AA x 3.

Rate
B.

Rate
C.

•

one (1) hour of delivery and

•

two (2) hours of associated working time.

Developed lecture
•

one (1) hour of delivery and

•

three (3) hours of associated working time.

Specialised lecture (Distinguished Scholar)
•

AA x 4.

AA x 5.

one (1) hour of delivery and
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Rate

Incidence
•

Rate
D.

Base Rate formula

four (4) hours of associated working time.

Repeat lecture (within the same teaching period)
•

one (1) hour of delivery and

•

one (1) hour of associated working time.

AA x 2.

Casual tutoring
42.6

A tutorial includes the provision of education activities to a smaller ‘discussion based’ group of students
enrolled in a particular unit. Tutorials are usually less formal than a lecture and may include teaching via
equivalent modes of delivery to ‘face to face’ such as flexible, intensive, blended learning and via online/distance education media. Tutorials may be structured to provide and discuss learning activities that
support the content of a lecture, other aspects of the unit of study or be more free-flowing enabling
collaboration between student peers. Tutorials involve a much higher level of interaction than a lecture.

42.7

Casual Academic Staff required to deliver or present a tutorial (or equivalent delivery through other than
face-to-face teaching mode) of a specified duration as well as directly associated non-tutorial duties in
the nature of preparation, Contemporaneous Marking and student consultation will be paid at a rate for
each hour of tutorial delivered according to the following table.
Rate

Incidence

Base Rate formula

Rate E.

Tutorial

CC x 3.

Rate F.

Rate G.

Rate H.

•

one (1) hour of delivery and

•

two (2) hours of associated working time.

Repeat tutorial (within the same teaching period)
•

one (1) hour of delivery and

•

one (1) hour of associated working time.

Tutorial (unit coordinator and/or PhD qualification held)
•

one (1) hour of delivery and

•

two (2) hours of associated working time.

Repeat tutorial (unit coordinator and/or PhD qualification
held, and within the same teaching period)
•

(one (1) hour of delivery and

•

one (1) hour of associated working time.

CC x 2.

BB x 3.

BB x 2.

Casual marking
42.8

Except in the case of Contemporaneous Marking, all marking requested to be undertaken by the
University that forms part of the formal assessment for the subject or course will be paid for at the
prescribed marking rate.
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Rate

Incidence

Base Rate formula

Rate M.

Marking as a supervising examiner or marking requiring a
significant exercise of academic judgement appropriate to
an Academic Level B.

AA x 1.

Rate N.

Standard marking.

CC x 1.

Rate O.

Standard marking in circumstances where full subject
coordination duties are required as part of normal duties or
the Employee holds a relevant doctoral qualification.

BB x 1.

Other required academic activities
Rate

Incidence

Base Rate formula

Rate P.

Other required academic activities include other work that
is required to be performed by casual Academic Staff,
including but not limited to:

CC x 1.

•

access to three (3) hours of paid professional
development per annum to staff employed to
deliver twelve (12) or more hours of teaching
(lectures / tutorial) in a single semester. This will
include one (1) hour of Induction and two (2)
hours of teaching and learning best practice and
scholarship.

•

the conduct of practical classes, demonstrations,
workshops, student field excursions;

•

the conduct of clinical sessions other than clinical
nurse education;

•

the conduct of performance or visual art studio
sessions;

•

musical coaching, repertoireship, musical
accompanying other than with special educational
service;

•

development of teaching and subject materials
such as the preparation of subject guides, reading
lists and basic activities associated with subject
coordination;

•

consultation with students beyond that normally
expected of the appropriate rate;

•

supervision of postgraduate students; and

•

attendance at departmental and/or faculty
meetings as required.

Base rates
42.9

The following base rates are used as the foundation for the casual academic pay rate formulae:
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Base Rate

Formula

AA.

Level B Step 2
7
X
+ 25%
365.25
37.5

BB.

Level A Step 6
7
X
+ 25%
365.25
37.5

CC.

Level A Step 2
7
X
+ 25%
365.25
37.5

Full subject coordination
42.10

'Full subject coordination' normally includes most or all of the following:
(a)

oversight of the content of all teaching delivered in the subject, including lectures, tutorials
and workshops;

(b)

coordination of the work of any other staff involved in the subject;

(c)

allocation of staff to tutorials and/or lectures;

(d)

maintenance of class lists;

(e)

compilation and moderation of results; and

(f)

oversight of the preparation and distribution of information for students.

43.

Intellectual Freedom

43.1

Subject to the University's Charter of Conduct and Values, the parties to the Agreement are committed
to act in a manner consistent with the protection and promotion of intellectual freedom for all
Employees within the University. The University will encourage Employees to actively participate in its
operations.

43.2

The University supports and upholds the concept and practice of intellectual freedom in accordance with
the University's Charter of Conduct and Values, and within the limits of the charter, supports all
Employees engaging in active and frank internal debate and the right of its Employees to freely
participate in such debate.

43.3

For Academic Staff, intellectual freedom includes:
(a)

the right of all Academic Staff to pursue critical and open enquiry and to disseminate their
views in areas of their academic expertise, within the law, without fear or favour;

(b)

the right of all Academic Staff to participate in professional and representative bodies,
including the NTEU, and engage in community service without academic-related fear of
harassment, intimidation and unfair treatment; and

(c)

procedures to protect Academic Staff from arbitrary dismissal for exercising the above
rights.
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44.

Academic Workload

44.1

Unless stated otherwise, Executive Deans are responsible for allocating academic workloads in
accordance with this clause 44. For the avoidance of doubt, this clause 44 does not apply to casual or
sessional Academic Staff.
Principles

44.2

The Executive Dean will ensure that workload allocations and the supporting guidelines are governed by
the principles of:
(a)

the faculty operational needs;

(b)

fairness and transparency;

(c)

enabling workload monitoring;

(d)

consideration of individual circumstances such as family responsibilities.

Workload Allocation
44.3

44.4

The Executive Dean will develop workload guidelines for the allocation of academic work in each faculty
(or equivalent) with affected Employees. In doing so, the Executive Dean will oversee allocation of
individual workloads having regard to:
(a)

workload allocation commensurate with the individual’s level of appointment and
performance required as set out in the University Policy - Performance Expectations for
Academic Staff (PEAS);

(b)

flexibility in order to accommodate changing academic demands and strategic and
operational priorities as well as fairness, equity, consistent and transparent implementation
for an individual Employee;

(c)

the assigned student load in each unit as determined by the University;

(d)

an appropriate allowance for online, blended, flexible, intensive and other modes of
teaching delivery;

(e)

sufficient time for an academic to establish or re-establish expertise in accordance with the
PEAS; and

(f)

the most efficient manner in consideration of the student success and Employee well-being

A fulltime Academic Workload allocation spans the whole year on a basis of an annual availability of
1700 hours as follows:
(a)

a full-time workload of fifty-two (52 weeks) (1950 hours);

(b)

four (4) weeks of annual leave (150 hours);

(c)

holidays in accordance with clause 26 (100 hours);

(d)

the workload hours of 1700 hours assumes a full time Employee will take four (4) weeks
annual leave within the relevant year;

(e)

pro-rata for part-time Employees; and
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(f)

workloads will be adjusted on a pro-rata basis in appropriate circumstances such as
significant periods of absences from the workplace not accounted for in workload allocation.

44.5

The annual available 1700 hours will be on the basis of workload allocation able to be achieved in a
reasonable working week averaged to thirty-seven and one half (37.5) hours.

44.6

Unless otherwise agreed, the following workload allocations are applicable:
Available Hours (Fulltime)

Annual availability

Education
Focused (EF)

Education
Research (ER)

Research
Focused (RF)

(hours)

(hours)

(hours)

1700

1700

1700

Minimum annual allocation for professional development
(pursuant to clause 44.9)

40

40

40

Minimum annual allocation for reflective practice, review,
reporting and analysis of analytics

35

35

35

Maximum annual teaching allocation (pursuant to clause
44.7)

550

288

75

Allocation for research and other academic activities
including teaching related activity. (see 44.6a for first year
of employment)

1075

1335

1550

(a)

In addition to table 44.6, the first year of employment at UC includes an allocation for:

Familiarisation with systems, process and on-boarding
The allocation for research and other academic activities
including teaching related activity is therefore reduced
during the 1st year of employment

35

35

35

1040

1300

1515

(b)

unless otherwise agreed, the distribution of the annualised individual teaching workload will
not exceed twelve (12) hours per week for ER staff or seventeen (17) hours for EF staff per
week;

(c)

allocation of hours for online delivery will be considered for equivalency of face to face
delivery; and

(d)

teaching prior to 8:00am, after 9:30pm, and on weekends, will only be allocated with the
agreement of the Employee.

Guide for Teaching and Teaching Related Activity
44.7

Teaching (face to face equivalence) includes, but is not limited to, the provision of education activities
such as: lectures, tutorials, laboratory classes, design studios, seminars, demonstrations, clinical/
practicum sessions, on/ offshore fieldwork and includes teaching via equivalent modes of delivery and
of equivalent duration such as flexible, intensive, blended learning and via on-line/ distance education
media.
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44.8

Teaching-related activity refers to essential activities that do not count towards the annual number of
hours allocated to teaching and ‘face to face’ equivalence. These activities include, but are not limited
to, monitoring, reviewing and improving unit and course performance including the use of data
analytics, unit and course coordination, marking, student consultation, preparation, curriculum and
materials development.

44.9

Professional development will be determined by reference to the Employee’s personal development
plan and the Performance Framework and must be approved by the Employee’s Manager. The
personal development plan will be recorded in the University endorsed system by the Employee.

Guidelines
44.10

In addition to clause 44.3 (workload allocation) the Executive Dean will ensure that;
(a)

the guidelines will provide sufficient time for Academic staff to perform their required duties
within an average working week;

(b)

the guidelines will be determined following consideration of the views of affected Academic
Staff; and

(c)

the guidelines will be finalised and published before the commencement of the new
calendar year, to be used as a benchmark for the allocation of teaching loads within the
faculty (or equivalent) on an annualised basis.

Off-shore work
44.11

Off-shore work will only be allocated with the agreement of the affected Employee, unless a contract of
employment contains an obligation to perform off-shore work. When off-shore work is proposed, the
staff member may seek the assistance of his or her supervisor in addressing any issues of concern raised
by the staff member about off-shore work, including the staff member’s family responsibilities.

44.12

Academic Staff working off-shore for the University will continue to be employed as Academic Staff of
the University, with full rights and obligations under this Agreement and University policies.
Workload Review Process

44.13

An Academic Staff member who is dissatisfied with their workload allocation may utilise the following
review process:
(a)

the Academic Staff member shall initially raise the issue with their direct Manager;

(b)

if the Academic Staff member remains dissatisfied with the outcome of the discussion with
their direct Manager, they may raise their concerns with the relevant Head of
School/Executive Dean (or nominee) to request a further review of their workload allocation.

(c)

if following completion of the process prescribed by this clause and the Academic Staff
member’s concerns remain unresolved, the Academic Staff member may utilise the dispute
resolution procedure set out in clause 9 of this Agreement.

44.14

At any stage of the review of workload allocation the Academic Staff member may be accompanied by
the Union or their chosen Representative.

45.

Academic Availability

45.1

Academic Staff who are on duty but off campus must remain accessible and must wherever practicable
give the Executive Dean (or their nominee) contact details, particularly if the Employee is not at their
normal address.

University of Canberra Enterprise Agreement 2019-2022

36

45.2

Absences from duty must be covered by an approved leave application in accordance with this
Agreement and relevant University policy.

45.3

Academic Staff must be available to students for consultation either on campus during teaching, study
and examination periods or for off-campus teaching, via telephone and/or email. Student consultation
times will be agreed with the Executive Dean (or nominee) and will be notified to students at the
commencement of each semester. A notice must be placed either on the Academic Staff member's office
door, the learning management system and/or on an approved University web site displaying these
times and be consistent with the Academic Staff member's mode of teaching.

45.4

Because of the diversity of academic work and noting that there are no standard hours during which
such work would normally be performed, the parties recognise the principle of Academic Staff being
able to self-manage responsibly the distribution of work time. Reasonable campus attendance
requirements may be negotiated with staff to ensure the requirements under this clause, and other
workload matters are adequately addressed.

45.5

Where a conflict arises over an Academic Staff member's availability, the Employee may raise such a
grievance in accordance with the provisions of this Agreement.

46.

Academic Supervisor

46.1

The Executive Dean will appoint a supervisor to supervise an Academic Staff member (the 'Academic
Supervisor').

46.2

An Academic Supervisor supports, guides and mentors an academic employee to develop and
successfully implement a personal development plan that relates to the performance framework; the
personal development plan must be approved by the academic employee’s Manager.

46.3

The Academic Supervisor will be at least one (1) level above the Employee they are supervising, based
on the standards described in Schedule 4 - Minimum Standards for Academic Levels, except that:
(a)

the Academic Supervisor of a staff member employed under Schedule 8 of this Agreement
(Contingent Continuing Employment for Academic Staff) will be at least Associate
Professor; and

(b)

an Academic Staff member employed at Level E Professor will be appointed an Academic
Supervisor who is no lower than Professor, and where possible, the Academic Supervisor
for a Professor will have greater years' experience as a Level E than the staff member they
supervise.

46.4

Where possible, the Academic Supervisor will be a member of the same faculty or University research
centre in which the Academic Staff member is employed. In circumstances where there is no suitable
Academic Supervisor within the academic unit, the Deputy Vice-Chancellor may appoint an Academic
Supervisor from another academic unit in the University or from another University.

46.5

If an Academic Staff member is dissatisfied with the appointment of their Academic Supervisor, they
may request a review of the decision. The Deputy Vice-Chancellor will conduct the review, where
possible. The Deputy Vice-Chancellor's review will be undertaken in an expeditious manner, taking into
account all relevant information made available to them. The Deputy Vice-Chancellor's decision
following their review will be final.

47.

Resignation - Academic Staff

47.1

Continuing and contingent continuing Academic Staff may resign from their employment by giving at
least three (3) months' notice.

47.2

Fixed-term Academic Staff may resign by giving at least one (1) months' notice.
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47.3

The University may agree to a shorter notice period. If an Employee does not serve the full notice period,
the University may deduct from the Employee's final salary an amount equivalent to the shortfall in
written notice.

48.

Redundancy - Academic Staff

48.1

In circumstances where the University determines that an Employee's position has become, or is likely
to become, excess to the University's requirements for reasons of an economic, technological, structural
or similar nature, the University will inform the Employee and their Chosen Representative(s) as soon as
possible. The Academic Staff and their Chosen Representative(s) will be given the following information:

48.2

48.3

(a)

the proposed terminations and the reasons;

(b)

the number and categories of Employees likely to be affected; and

(c)

the period when the University intends to carry out the terminations.

Subject to operational requirements and the need to retain flexibility, the University recognises the
importance of redeployment and will seek to explore potential redeployment opportunities before
offering staff members the opportunity to elect a redundancy, provided that:
(a)

nothing in this clause requires the University to first attempt to redeploy a staff member
before offering the staff member the opportunity to elect redundancy and/or seek
redeployment; and

(b)

nothing in this clause requires an employee to first seek redeployment before being offered
the opportunity to elect a redundancy.

The University will give the Employee(s) and their Chosen Representative(s) an opportunity to consult
on:
(a)

measures to avert or minimise the proposed terminations; and

(b)

measures to mitigate the adverse effects of the proposed terminations, including where
appropriate redeployment, voluntary early retirement, voluntary separation in accordance
with this clause, natural attrition, fixed-term pre-retirement contract, leave without pay,
voluntary variation to part-time employment, long service leave or secondment.

48.4

The University will give the Employee an opportunity to respond and/or express interest for a voluntary
redundancy.

48.5

An Employee who has been informed that their position is excess to the University's requirements under
this clause will be given eight (8) weeks to apply for a voluntary redundancy. Such applications may be
made to the Vice-Chancellor. On receipt of an application to take a voluntary redundancy, the ViceChancellor is required to inform the Employee of their decision to grant or refuse the application within
seven (7) days.

48.6

Where an application for voluntary redundancy is granted, the Employee will be entitled to:
(a)

three (3) weeks' pay per year of University service for the first ten (10) years of service and
two (2) weeks' pay per year of University service for subsequent years of service, calculated
to the nearest completed month, within a maximum entitlement of sixty (60) weeks Where
an Employee has completed between one (1) and (2) years of service, they will be entitled
to four (4) weeks’ pay in accordance with s119(2) of the Act;

(b)

pro-rata long service leave;
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(c)

a minimum eighteen (18) weeks further employment from the date of acceptance of an
application for voluntary redundancy. By agreement between the University and the
Employee, all or part of the period of further employment may be waived and the Employee
will receive payment for the balance of the further employment period or four weeks' pay,
whichever is the lesser;

(d)

all voluntary separation payments under this clause will be calculated on the Employee's
salary at the date of termination of employment; and

(e)

the voluntary separation benefits under this clause replace any notice period, access to a
scheme of redeployment or other redundancy benefit in this Agreement.

48.7

In circumstances where the Employee has not applied for a voluntary redundancy, the Vice-Chancellor
may advise the Employee that a decision has been made to terminate their employment on the basis
that their position is excess to the requirements of the University.

48.8

An Employee who is made redundant will be given further employment from the date of the notice of
termination as follows:

48.9

48.10

(a)

twelve (12) months, where the Employee is over forty (40) years of age; or

(b)

six (6) months in any other case.

Once the foregoing steps of this clause have been exhausted and at the conclusion of any further
employment period as per clause 48.8, the Vice-Chancellor may retrench an excess Employee on giving
three (3) months' notice or payment in lieu of notice. Payments due on retrenchment are:
(a)

eight (8) weeks' severance pay (or in accordance with the NES); and

(b)

pro-rata long service leave and recreation leave.

An Employee who has been given notice of a decision to terminate employment on the basis their
position is excess to the requirements of the University may, within ten (10) working days of receiving
such notice, lodge an application for review of the decision with the Vice-Chancellor. On receipt of such
an application, the Vice-Chancellor will conduct a review of the decision and notify the Employee of the
outcome of that review within a reasonable timeframe. All reviews conducted by the Vice-Chancellor
are final and not subject to further review. If the Vice-Chancellor upholds the decision, the notice period
in clause 48.8 applies.
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PART D: PROFESSIONAL STAFF
49.

Attendance

49.1

Professional Staff will be required to attend for work and record their attendance as determined by the
University. Except where specifically required by the University, Professional Staff employed at or above
UC Level 8 will not normally record attendance.

50.

Ordinary Hours

50.1

Ordinary hours of work for Professional Staff will be typically:

50.2

(a)

thirty-five (35) hours per week;

(b)

Monday to Friday, excluding holidays; and

(c)

between the span of hours of 7.00 a.m. and 7.00 p.m. unless otherwise specified in this
clause.

The ordinary span of hours for Professional Staff as set out in subclause 50.1 may be varied in
appropriate cases, such as:
(a)

University Open Days; and

(b)

University Graduation Ceremonies.

51.

Casual Professional Staff

51.1

Casual Professional Staff are employed by the hour and paid the ordinary hourly rate derived from the
salary applicable to 'Step 1' of the appropriate position classification for the work performed as set out
in Schedule 1. A loading is paid in addition to the ordinary hourly rate, unless otherwise specified in this
Agreement. The loading paid to casual Professional Staff is incorporated into the hourly rates, as set out
in Schedule 2, and is paid instead of benefits not provided to casual Professional Staff, including all leave
entitlements, penalties and loadings unless otherwise specified in this Agreement.

51.2

Casual Employees are not entitled to annual leave or personal leave under this Agreement.

51.3

Where scheduled for further work the employment of casual Professional Staff may be terminated on
giving one (1) working days' notice or payment for seven (7) hours work instead of notice.

51.4

The minimum period of engagement for casual Professional Staff is three (3) hours, except for those
persons listed below, where a one (1) hour minimum engagement may apply:
(a)

students of the University engaged on any Monday to Friday during the main teaching weeks
of the University other than public holidays as applied at the University;

(b)

persons with a primary occupation elsewhere (or with the University);

(c)

persons engaged to perform tasks as note takers assisting people with a disability,
examination invigilators, security, building and maintenance trades, nursing and gardening;
and

(d)

casual Professional Staff who, for personal reasons, request an engagement of less than
three (3) hours.
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51.5

Overtime will be payable to casual Professional Staff in respect of work in excess of seven (7) hours, on
any one day. In respect of such excess, the Employee will receive the overtime rates provided in this
Agreement instead of the casual loading.

52.

Flextime

52.1

Professional Staff below UC8 (except for Shiftworkers and Employees working a nine (9) day fortnight)
may access flextime arrangements under University policy. The University will administer these
arrangements in a way which meets the University's operational requirements and responsibilities.
Where possible, the University will take into consideration the individual needs of the Employee.

53.

Overtime and Time Off In Lieu

53.1

Professional Staff are eligible for payment of overtime penalty rates or time off in lieu when they have
been directed by the University or subsequently approved to work:

53.2

(a)

(7) hours or more on any one day; or

(b)

Outside the Ordinary hours of work; or

(c)

In excess of five (5) hours without a meal break of at least thirty (30) minutes; or

(d)

In circumstances where they have had less than ten (10) hours between ceasing and
recommencing work.

The following categories of Employees are not eligible for overtime:
(a)

Shiftworkers; and

(b)

Employees working Emergency Duty (except in exceptional circumstances, see clause 60);
and

(c)

Employees at or above UC Level 8; and

(d)

Employees in receipt of a loading instead of overtime.

53.3

Wherever possible, Employees will be given at least forty-eight (48) hours notice of any overtime to be
worked.

53.4

Nothing prevents the University and an Employee adopting locally appropriate time off in lieu
arrangements in other circumstances.
Part-time Employees

53.5

Part-time Employees who work more hours a week than their regular hours of work a week, but not in
excess of thirty-five (35) hours per week, will be paid at the ordinary hourly pay rate for each additional
hour worked.
Time off in lieu instead of overtime payment

53.6

An Employee may request to take time off in lieu rather than receive overtime payments for additional
hours worked. In such circumstances, the University may, instead of paying overtime, give the
Employee time off for a period equal to the overtime hours that would have been payable.
Note: For example, four (4) hours overtime worked at double time is equal to eight (8) hours time off
instead of overtime payment.

53.7

An Employee may request a written statement of any agreement made under this sub-clause.
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53.8

The maximum number of hours of time off in lieu that may be accumulated will be thirty-five (35)
hours. Where an Employee has accrued more than thirty-five (35) hours of time in lieu, the Employee
will be paid overtime rates for any further overtime hours. Payment will be made at the rate applicable
at the time that the overtime was worked.

53.9

Time off in lieu will be taken at a mutually agreed time within three (3) months of the time that the
overtime was worked.
Overtime Rates

53.10

The applicable overtime rate is set out in the table below:
Day worked

Overtime rate (% of ordinary hourly pay rate)

Monday to Saturday other than a
holiday.

150% for the first three (3) hours, 200% thereafter.

Sunday other than a holiday.

200%

Holiday.

250%

Sunday duty
53.11

An Employee who has been required to perform, and has performed, in addition to their prescribed
hours of duty for the week a full day's duty on Sunday will, wherever practical, be granted a day off
with pay during the five (5) days succeeding that Sunday.
Overtime - minimum payment

53.12

Where an Employee is required to attend for duty outside the ordinary span of hours for work, they
are entitled to a minimum payment of three (3) hours at the applicable overtime rate. Where overtime
is performed immediately before or after the Employee's ordinary hours of work (continuous with
ordinary duty), there is no minimum payment. Such duty will be calculated to the nearest fifteen (15)
minutes.

53.13

For the purposes of determining whether an overtime attendance is or is not continuous with ordinary
duty, or is or is not separate from other duty, meal periods are to be disregarded.

53.14

A period of overtime work which is performed over midnight is taken to be one (1) period of work. If
one day (either side of midnight) attracts a higher penalty rate, the entire period of overtime will be at
the higher rate.
Overtime meal allowance

53.15

Where an Employee is:
(a)

required to work more than two (2) hours overtime after completion of the
Employee's ordinary hours of work; or

(b)

required to perform duty on a Saturday, Sunday or on a Public Holiday, in addition to
the Employee's normal weekly hours of work; then

the Employee will be entitled to an overtime meal allowance of $28.09.
53.16

Overtime meal allowance will be increased in accordance with salary increases payable under this
Agreement.
Rest relief after overtime
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53.17

An Employee who works approved overtime is entitled to a minimum of ten (10) hours break before
re-commencing duty. Where the Employee's ordinary working time commences less than ten (10)
hours after the Employee has finished work, they will not be required to attend work until that period
has elapsed.

53.18

In circumstances where it is impossible to release an Employee for ten (10) consecutive hours between
periods of duty, the Employee will be paid at least double time for all hours worked on commencement
of duty until able to take a ten (10) hour break.

54.

Shift Work

54.1

This clause applies to Professional Staff only and does not apply to Employees who are engaged in a
classification at or above UC Level 8 (including Employees acting in such positions).

54.2

Where the University requires an Employee to undertake shift work, the relevant clauses of the
applicable Modern Award will apply.

55.

Emergency Duty and On-Call Duty

55.1

Professional Staff engaged in a classification at or above UC Level 8 (including Employees acting in such
positions) or paid a loading for emergency duty are not entitled to emergency duty payment except in
exceptional circumstances.

55.2

Where an Employee is required to work to meet an emergency and no notice of such requirement was
given to the Employee before ceasing ordinary duty for the day:
(a)

the Employee will be paid for such emergency duty at the rate of double time;

(b)

the Employee will be paid for time necessarily spent in travelling to and from duty;

(c)

the minimum payment under this clause will be for three (3) hours at double time;

(d)

the Employee may be relieved from duty on the Employee's next scheduled time of duty, for
a period not exceeding the number of hours extra duty worked, without loss of pay, for the
duty scheduled but not worked; and

(e)

there will be a break of twenty (20) minutes taken at the end of every four (4) hours and
such breaks will be paid for as time worked.

55.3

This clause will not apply to Employees whose duty for the day is varied by alteration to the
commencement of a scheduled shift to meet an emergency, in which case overtime may be payable.

55.4

The University may require Employees engaged in information technology and related activities to be
available on-call at rates prescribed below. Wherever possible, Employees will be given at least two (2)
weeks' notice of any on-call requirement. Where the University does not give two (2) weeks' notice to
an Employee, the University will not require the Employee to undertake the shift work if, on the provision
of information by the Employee about any mitigating circumstances, it is satisfied that the Employee
cannot work such an arrangement.

55.5

Employees are entitled to an on-call allowance of $2297.67 where they are required to be on-call for up
to ten (10) weeks per twelve (12) month period as nominated by the University. If an Employee is
required to work more than ten (10) weeks on-call during any twelve (12) month period the Employee
will be paid an additional $229.76 for each extra week.

55.6

The on-call allowance will be increased in accordance with the salary increases provided under this
Agreement.
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56.

Hourly Rate

56.1

'Ordinary hourly pay rate' =

56.2

'Annual Salary' for the purposes of computation of overtime and shift work penalty rates includes higher
duties allowance and/or any allowance paid in the nature of salary.

57.

Professional Staff Workloads

57.1

Managers are responsible for allocating workloads in accordance with the terms of this Agreement. The
University will take reasonable steps to ensure that all Managers are fully aware of the conditions in this
Agreement relating to the management of Professional Staff workloads, including the overtime
provisions.

57.2

Professional staff workloads will be allocated consistent with the following principles:

𝐴𝑛𝑛𝑢𝑎𝑙 𝑆𝑎𝑙𝑎𝑟𝑦
365.25

7

x 35

(a)

the University will endeavour to allocate workloads in a fair and equitable manner taking
into consideration the Employee's level of employment, the nature of their duties and their
total responsibilities;

(b)

Employee(s) responsible for originating and implementing new initiatives will give fair and
proper consideration to workload implications; and

(c)

an Employee's inability to meet unreasonable workloads does not constitute unsatisfactory
performance.

57.3

Subject to provisions of this Agreement that afford the University flexibility to meet operational
requirements, Employees will be allocated a workload that is manageable within an Employee's ordinary
hours of work. No Employee will be required to regularly work overtime.

57.4

A Professional Staff member who considers that their workload is unreasonable may seek a review with
their Manager. If the matter remains unresolved, it will be referred to the Manager's Manager who will
investigate the issue and where appropriate, initiate action to address the problem.

57.5

A Manager who becomes aware of unacceptably high workloads for Professional Staff across their area
of responsibility will give a written report to their Manager who will investigate the issue and, where
appropriate, initiate action to address the problem.

57.6

If following completion of the process prescribed in this clause and the Professional Staff member’s
concerns remain unresolved, the Professional Staff member may utilise the dispute resolution procedure
set out in clause 9 of this Agreement.

57.7

Professional Staff are entitled to access a minimum of forty (40) hours of relevant professional
development per year.
(a)

Relevant professional development will be determined by reference to the Employee's
personal development plan and the performance framework, and must be approved by the
Employee's Manager.

(b)

The personal development plan will be recorded in the University endorsed system by the
Employee.

(c)

Pro-rata for fractional or part-time Employees.
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58.

Position Classification and Broadbanding
Reclassification of positions

58.1

Where a Manager or Employee is of the view that the University's requirements and responsibilities of
a position are no longer in accordance with the level as defined in Schedule 3 – Professional Staff Position
Classification Standards, the Manager or Employee has the right to seek reclassification of the position
to a higher or lower classification. The University will generally reclassify positions to only one (1) level
above or below the current classification level.

58.2

Classification actions will be undertaken in a timely manner and, shall pay particular regard to pay equity
and consistency across the University.
Broadbanding of position classifications

58.3

Broadbanding refers to the merging of one (1) or more of the position classification standards provided
for in this clause. An Employee in a position with a broadbanded classification will be entitled to progress
through the broadbanded salary range, subject to clause 22 incremental progression, and to meeting
additional requirements attaching to a particular instance of broadbanding, as provided under this
clause.
Types of broadband

58.4

Two types of broadbanding are available:
(a)

position-based broadbanding; and

(b)

individual-based broadbanding.

Position-based broadbanding
58.5

The University may determine a range of position classifications to be broadbanded. Broadbanding may
apply to either all positions within a range of classifications or positions in a specific employment group.
Individual-based broadbanding

58.6

An Employee occupying a position classified under this clause may apply to have their position
classification broadbanded to the next higher classification level. Conditions and procedures applying to
individual broadbanding are set out in University policy.

58.7

Individual broadbanding will be approved subject to satisfaction of the following conditions:
(a)

work at the higher level must be genuinely required;

(b)

immediately preceding the application the Employee has had at least one (1) year of
continuous service at the top of the salary range for a position to which they have either
been appointed or reclassified;

(c)

the Employee must be able to demonstrate competency in performing the full duties of a
higher level position and/or the acquisition of higher level skills useful to the University;

(d)

if the application is approved the Employee may be required to perform duties appropriate
to all classifications within the broadband; and

(e)

individual broadbanding will not be available to an Employee,
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58.8

(i)

whose position classification has been broadbanded, or is to be broadbanded
(for example, position-based broadbanding has been approved or a previous
individual broadband exists);

(ii)

who is engaged at a classification at or above UC Level 8; or

(iii)

who is paid a personal salary that exceeds the top of the salary range for their
substantive classification.

Employees who wish to apply for individual broadbanding should discuss the application with their
Manager in the first instance. In consultation with the Employee and the Manager, the relevant Manager
will recommend one (1) of the following:
(a)

approval of the individual broadband;

(b)

a development program addressing the requirements set out in sub-clause 58.7 above; or

(c)

the application be denied if there is no reasonably foreseeable need for work at the higher
level.

58.9

If the Manager recommends approval of the individual broadband the recommendation will be made to
the relevant Executive Staff member for final approval.

59.

Resignation – Professional Staff

59.1

Continuing Employees may resign from their employment by giving at least four (4) weeks' written
notice, unless otherwise agreed between the Employee and the University.

59.2

Fixed-term Employees may resign by giving at least one (1) weeks' written notice.

60.

Redundancy – Professional Staff

60.1

In circumstances where the University determines that an Employee's position has become, or is likely
to become, excess to the University's requirements, the Employee will be notified at the earliest
practicable opportunity. The University will provide the Employee with an opportunity to respond
and/or express interest for redeployment opportunities. The University will reimburse costs of up to
$500 for professional financial advice for each affected Employee, subject to proof of expenditure.

60.2

Subject to operational requirements and the need to retain flexibility, the University recognises the
importance of redeployment and will seek to explore potential redeployment opportunities before
offering staff members the opportunity to elect a redundancy, provided that:
(a)

nothing in this clause requires the University to first attempt to redeploy a staff member
before offering the staff member the opportunity to elect redundancy and/or seek
redeployment; and

(b)

nothing in this clause requires an Employee to first seek redeployment before being
offered the opportunity to elect a redundancy.

60.3

Once an Employee has been given notice that their position is to be declared excess, they will be
provided two (2) weeks to consider whether they wish to elect a redundancy, or seek redeployment as
described below.

60.4

An Employee who expresses interest for redeployment opportunities will undergo an eight (8) week
placement period with the University to determine if any suitable redeployment opportunities exist. The
University will make reasonable attempts to redeploy the Employee into a position that is similar to the
Employee's existing position, taking into account the Employee's skills and experience. No Employee
may be redeployed involuntarily under this clause 60.
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60.5

An Employee who is successfully redeployed, but into a position at a level lower than their previous
salary level, or smaller fraction of employment on a continuing basis, will receive salary maintenance at
their previous rate of pay or employment fraction for a period of six (6) months. Following this period,
the Employee will be paid at the top step of the level, or the smaller employment fraction for the position
into which they have been redeployed. Subject to the rules of the relevant superannuation fund and the
Employee electing to maintain Employee contributions, employer superannuation contributions will be
maintained at the classification level and fraction that would have been paid if the redeployment had
not occurred.

60.6

Where an Employee does not elect to be redeployed, the CEPD may give thirteen (13) weeks' written
notice to the Employee that their employment will be terminated on the basis that their position is
excess to the requirements of the University.

60.7

Where an Employee elects to be redeployed under this clause, but is not redeployed by the end of the
placement period specified in clause 60.4, the CEPD may give thirteen (13) weeks' notice (less any
placement period under this clause) to the Employee that their employment will be terminated on the
basis that their position is excess to the requirements of the University.

60.8

An Employee who elected to be redeployed (but was unable to be redeployed) will be entitled to:

60.9

60.10

(a)

outplacement support up to a maximum value of $500, subject to proof of expenditure; and

(b)

reasonable access to leave to attend job interviews or other job search activities, subject to
provision by the Employee of documentary evidence of the activity.

An Employee who is made redundant will be entitled to:
(a)

three (3) weeks' pay per year of University service for the first ten (10) years of service and
two (2) weeks' pay per year of University service for subsequent years of service, calculated
to the nearest completed month, within a maximum entitlement of sixty (60) weeks. Where
an Employee has completed between one (1) and (2) years of service, they will be entitled
to four (4) weeks’ pay in accordance with s119(2) of the Act;

(b)

pro-rata long service leave;

(c)

recreation leave credits; and

(d)

pay instead of some or all of the applicable notice of redundancy as provided above.

An Employee who is notified of a decision to terminate their employment on the basis that their position
is excess to the University, may apply for a review of the decision in accordance with the dispute
resolution procedures in this Agreement.
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PART E: SENIOR MANAGERS
61.

Senior Manager Agreements

61.1

The University may, in accordance with this clause enter into a performance-based contract with Senior
Managers employed in the manner described below, that sets out key performance criteria or targets
which must be met within defined time-frames or under defined circumstances (a "Senior Manager
Agreement").

61.2

A 'Senior Manager' includes:
(a)

head of Co-operative Research Centre, University Research Centre or equivalent positions
as approved by the Vice-Chancellor;

(b)

Academic Staff employed in managerial positions and paid in excess of $212,284 per annum
as at the time this Agreement is made indexed to the salary increases specified in clause 18;

(c)

Professional Staff paid salary above UC Level 10 step 3.

61.3

An Employee may hold a Senior Manager position substantively or on a temporary basis.

61.4

The University will not appoint any Professional Staff at UC Level 11 or 12 under the life of this
Agreement. Employees who are appointed to positions with a salary above UC Level 10 step 3 during
the life of this Agreement will be engaged under a Senior Manager Agreement.

61.5

Where the University intends to offer an Employee a Senior Manager Agreement in accordance with this
clause it must:

61.6

61.7

(a)

advise the Employee that they may choose a Chosen Representative which may include a
Union representative, to negotiate the terms of a Senior Manager Agreement on their
behalf; and

(b)

provide the Employee with access to this Agreement.

Where an Employee enters into a Senior Manager Agreement pursuant to this clause 61, the following
clauses or parts of this Agreement will not apply to the employment covered by the Senior Manager
Agreement:
(a)

clause 9 - Grievance and Dispute Resolution;

(b)

clause 18 - Salary Increases;

(c)

clause 39 - Termination of Employment (Notice);

(d)

clause 50 - Ordinary hours; and

(e)

clause 53 - Overtime and Time Off In Lieu.

The termination of an Employee under a Senior Manager Agreement will be in accordance with Division
11 of Part 2-2 of the Act, except that the required period of notice will be stated in the Senior Manager
Agreement and will be a minimum of three (3) months. Where any Senior Manager Agreement pursuant
to this clause involves a probation period that probation period will be no less than three (3) months
(where the length of probation is not expressly stated).
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Schedules
Schedule 1 - Staff Salaries

ACADEMIC STAFF
SALARIES

STEP

first full pay
period after 1
Jan 2019

first full pay
period after 1
Jan 2020

first full pay
period after 1
Jan 2021*

first full pay
period after 1
Jan 2022*

1.9%

1.8%

CPI or 1.75%

CPI or 1.75%

Academic Level A

Step 1

68,386

69,617

70,835

72,075

(Associate Lecturer)

Step 2

72,230

73,530

74,817

76,126

Step 3

76,069

77,438

78,793

80,172

Step 4

79,920

81,359

82,782

84,231

Step 5

83,050

84,545

86,024

87,530

Step 6

86,169

87,720

89,255

90,817

Step 7

89,298

90,905

92,496

94,115

Step 8

92,425

94,089

95,735

97,411

Academic Level B

Step 1

97,232

98,982

100,714

102,477

(Lecturer)

Step 2

100,841

102,656

104,453

106,281

Step 3

104,439

106,319

108,180

110,073

Step 4

108,050

109,995

111,920

113,878

Step 5

111,603

113,612

115,600

117,623

Step 6

115,159

117,232

119,283

121,371

Academic Level C

Step 1

118,714

120,851

122,966

125,118

(Senior Lecturer)

Step 2

122,277

124,478

126,656

128,873

Step 3

125,835

128,100

130,342

132,623

Step 4

129,395

131,724

134,029

136,375

Step 5

132,949

135,342

137,711

140,121

Step 6

136,515

138,972

141,404

143,879

Academic Level D

Step 1

142,438

145,002

147,539

150,121

(Associate Professor)

Step 2

147,180

149,829

152,451

155,119

Step 3

151,927

154,662

157,368

160,122

Step 4

156,668

159,488

162,279

165,119

Step 1

182,765

186,055

189,311

192,624

Academic Level E
(Professor)

The steps for Contingent Continuing Assistant Professors appear as shaded in the above table.

* The rates shown in these columns are based on the minimum increase of 1.75%. This figure may be higher, as
per clause 18.2.
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Schedules
PROFESSIONAL STAFF
SALARIES

UC LEVEL 1

UC LEVEL 2

UC LEVEL 3

UC LEVEL 4

UC LEVEL 5

UC LEVEL 6

UC LEVEL 7

UC LEVEL 8

UC LEVEL 9

UC LEVEL 10

first full pay
period after 1
Jan 2019

first full pay
period after 1
Jan 2020

first full pay
period after 1
Jan 2021*

first full pay
period after 1
Jan 2022*

1.9%

1.8%

CPI or 1.75%

CPI or 1.75%

Step 1

47,924

48,787

49,640

50,509

Step 2

48,990

49,872

50,745

51,633

Step 3

50,054

50,955

51,847

52,754

Step 1

51,651

52,581

53,501

54,437

Step 2

52,988

53,942

54,886

55,846

Step 3

54,205

55,181

56,146

57,129

Step 1

54,312

55,290

56,257

57,242

Step 2

56,438

57,454

58,459

59,482

Step 3

58,572

59,626

60,670

61,731

Step 4

60,703

61,796

62,877

63,977

Step 5

62,963

64,096

65,218

66,359

Step 1

63,365

64,506

65,634

66,783

Step 2

65,628

66,809

67,978

69,168

Step 3

67,886

69,108

70,317

71,548

Step 1

68,426

69,658

70,877

72,117

Step 2

70,678

71,950

73,209

74,491

Step 3

72,940

74,253

75,552

76,875

Step 4

75,339

76,695

78,037

79,403

Step 5

77,742

79,141

80,526

81,936

Step 1

78,272

79,681

81,075

82,494

Step 2

80,268

81,713

83,143

84,598

Step 3

82,266

83,747

85,212

86,704

Step4

84,258

85,775

87,276

88,803

Step 1

86,252

87,805

89,341

90,905

Step 2

88,652

90,248

91,827

93,434

Step 3

91,051

92,690

94,312

95,962

Step 4

93,441

95,123

96,788

98,481

Step 1

96,903

98,647

100,374

102,130

Step 2

100,629

102,440

104,233

106,057

Step 3

104,360

106,239

108,098

109,989

Step 4

108,083

110,029

111,954

113,913

Step 1

112,807

114,838

116,847

118,892

Step 2

115,433

117,511

119,567

121,660

Step 3

118,061

120,186

122,289

124,429

Step 1

121,118

123,298

125,456

127,651

Step 2

123,318

125,538

127,735

129,970

Step 3

125,414

127,672

129,906

132,179

STEP
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The following salary schedule applies to Professional Staff employed as UC 11 or 12 prior to the commencement of
this Agreement and not employed in accordance with Part E: Senior Managers of this Agreement.
PROFESSIONAL STAFF
SALARIES

UC LEVEL 11

UC LEVEL 12

ALLOWANCES

first full pay
period after 1
Jan 2019

first full pay
period after 1
Jan 2020

first full pay
period after 1
Jan 2021*

first full pay
period after 1
Jan 2022*

1.9%

1.8%

CPI or 1.75%

CPI or 1.75%

Step 1

127,666

129,964

132,238

134,553

Step 2

132,460

134,844

137,204

139,605

Step 3

137,254

139,725

142,170

144,658

Step 4

142,045

144,602

147,132

149,707

Step 1

152,951

155,704

158,429

161,201

Step 2

158,578

161,432

164,258

167,132

Step 3

164,203

167,159

170,084

173,060

Step 4

169,831

172,888

175,914

178,992

STEP

first full pay
period after 1 Jan
2019

first full pay
period after 1 Jan
2020

first full pay
period after 1 Jan
2021*

first full pay
period after 1
Jan 2022*

1.9%

1.8%

CPI or 1.75%

CPI or 1.75%

704.01

716.68

729.22

741.99

2297.68

2339.04

2379.97

2421.62

28.10

28.61

29.11

29.62

All staff:
First aid allowance
Professional Staff only:
Emergency duty-on call
yearly rate
Professional Staff only:
Meal allowance

* The rates shown in these columns are based on the minimum increase of 1.75%. This figure may be higher, as
per clause 18.2.
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Schedule 2 - Casual Rates and Activity
first full pay
period after 1 Jan
2019

first full pay
period after 1 Jan
2020

first full pay
period after 1 Jan
2021*

first full pay
period after 1
Jan 2022*

Base Rate Code

1.9%

1.8%

CPI or 1.75%

CPI or 1.75%

AA

64.41

65.57

66.72

67.88

BB

55.07

56.06

57.04

58.04

CC

46.14

46.97

47.79

48.63

Rate A

193.24

196.72

200.16

203.66

Rate B

257.65

262.29

266.88

271.55

Rate C

322.07

327.87

333.60

339.44

Rate D

128.82

131.14

133.43

135.77

Rate E

138.42

140.91

143.38

145.89

Rate F

92.28

93.94

95.59

97.26

Rate G

165.15

168.12

171.06

174.06

Rate H

110.09

112.07

114.03

116.03

Rate M

64.41

65.57

66.72

67.88

Rate N

47.18

48.03

48.87

49.72

Rate O

55.07

56.06

57.04

58.04

Rate P

46.14

46.97

47.79

48.63

first full pay
period after 1 Jan
2019

first full pay
period after 1 Jan
2020

first full pay
period after 1 Jan
2021*

first full pay
period after 1
Jan 2022*

Base Rate Code

1.9%

1.8%

CPI or 1.75%

CPI or 1.75%

Casual Loading

25%

25%

25%

25%

UC Level 1

32.81

33.40

33.99

34.49

UC Level 2

35.37

36.01

36.64

37.19

UC Level 3

37.18

37.85

38.51

39.09

UC Level 4

43.37

44.15

44.92

45.60

UC Level 5

46.83

47.67

48.51

49.23

UC Level 6

53.57

54.53

55.49

56.32

UC Level 7

59.03

60.09

61.14

62.06

UC Level 8

66.33

67.52

68.71

69.74

UC Level 9

77.22

78.61

79.99

81.19

UC Level 10

82.97

84.46

85.94

87.23

CASUAL RATES – ACADEMIC
STAFF

CASUAL RATES –
PROFESSIONAL STAFF

Note: the casual rates – Professional Staff – set out in the above table are inclusive of the 25% loading calculated
on the ordinary hourly rate for Step 1 of the relevant classification in Schedule 1.
* The rates shown in these columns are based on the minimum increase of 1.75%. This figure may be higher, as
per clause 18.2.
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Schedule 3 - Professional Staff Position Classification Standards
The position classification standards set out in this Schedule shall be the primary determinant of the classifications
of Professional Staff positions. Positions will be classified at the level which most accurately reflects the work
performed by the Employee, taking into account the skills and responsibilities required to perform that work.

Definition 1

Supervision

Close supervision

Clear and detailed instructions are provided. Tasks are covered by standard
procedures. Deviation from procedures or unfamiliar situations is referred to higher
levels. Work is regularly checked.

Routine supervision:

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

General direction:

Direction is provided on the assignments to be undertaken, with the occupant
determining the appropriate use of established methods, tasks and sequences.
There is some scope to determine an approach in the absence of established
procedures or detailed instructions, but guidance is readily available. Performance
is checked by assignment completion.

Broad direction:

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

Definition 2

Qualifications

Within the Australian Qualifications Framework,
Year 12:

Completion of a Senior Secondary Certificate of Education, usually in Year 12 of
secondary school.

Trade certificate:

Completion of an apprenticeship, normally of four years duration, or equivalent
recognition, e.g. Certificate III.

Post-trade certificate:

A course of study over and above a trade certificate and less than a Certificate IV.

Certificates I and II:

Courses that recognise basic vocational skills and knowledge, without a Year 12
prerequisite.

Certificate III:

A course that provides a range of well-developed skills and is comparable to a trade
certificate.

Certificate IV:

A course that provides greater breadth and depth of skill and knowledge and is
comparable to a two year part time post-Year 12 or post-trade certificate course.

Diploma:

A course at a higher education or vocational educational and training institution,
typically equivalent to two years full time post-Year 12 study.

Advanced diploma:

A course at a higher education or vocational educational and training institution,
typically equivalent to three years full time post-Year 12 study.

Degree:

A recognised degree from a higher education institution, often completed in three
or four years, and sometimes combined with a one-year diploma.

Postgraduate degree:

A recognised postgraduate degree, over and above a degree as defined above.

Note: Previously recognised qualifications obtained prior to the implementation of the Australian Qualifications
Framework continue to be recognised. The above definitions also include equivalent recognised overseas
qualifications.
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Definition 3

Classification dimensions

Training level:

The type and duration of training that the duties of the classification level typically
require for effective performance. Training is the process of acquiring skills and
knowledge through formal education, on the job instruction or exposure to
procedures.

Occupational equivalent:

Examples of occupations typically falling within each classification level.

Level of supervision:

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

Task level:

The type, complexity and responsibility of tasks typically performed by staff within
each classification level.

Organisational
knowledge:

The level of knowledge and awareness of the organisation, its structure and
functions that would be expected of staff at each proposed classification level, and
the purposes to which that organisational knowledge may be put.

Judgement,
independence and
problem solving:

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

Typical activities:

Examples of activities typically undertaken by staff in different occupations at each
of the classification levels.
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University of Canberra Level 1
Training level or qualifications
Employees at the base of this level would not be required to have formal qualifications or work experience upon
engagement.
Employees engaged at the base of this level will be provided with structured on the job training in addition to up to
thirty-eight (38) hours of induction to the higher education industry which will provide information on the higher
education institution, conditions of employment, training to be made available and consequent career path
opportunities, physical layout of the institution/work areas, introduction to fellow workers and supervisors, work
and documentation procedures, occupational health and safety, equal opportunity practices and extended basic
literacy and numeracy skills training where required/necessary to enable career path progression.
Occupational equivalent
Cleaner, labourer, trainee for level 2 duties.
Level of supervision
Close supervision or, in the case of more experienced staff working alone, routine supervision.
Task level
Straightforward manual duties, or elements of level 2 duties under close supervision and structured on-the-job
training. Some knowledge of materials, for example, cleaning chemicals and hand tools, may be required.
Established procedures exist.
Organisational knowledge
May provide straightforward information to others on building or service locations.
Judgement, independence and problem solving
Resolve problems where alternatives for the jobholder are limited and the required action is clear or can be readily
referred to higher levels.
Typical activities
Perform a range of industrial cleaning tasks, move furniture, assist trades personnel with manual duties.
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University of Canberra Level 2
Training level or qualifications
Level 2 duties typically require a skill level that assumes and requires knowledge, training or experience relevant to
the duties to be performed, or
•

completion of year 12 without work experience; or

•

completion of Certificates I or II with work related experience; or

•

an equivalent combination of experience and training.

Occupational equivalent
Administrative assistant, security patrol officer.
Level of supervision
Routine supervision of straightforward tasks; close supervision of more complex tasks (see task level below).
Task level
Perform a range of straightforward tasks where procedures are clearly established. May on occasion perform more
complex tasks.
Organisational knowledge
Following training, may provide general information/advice and assistance to members of the public, students and
other staff that is based on a broad knowledge of the Employee's work area/responsibility, including knowledge of
the functions carried out and the location and availability of particular personnel and services.
Judgement, independence and problem solving
Solve relatively simple problems with reference to established techniques and practices. Will sometimes choose
between a range of straightforward alternatives.
An Employee at this level will be expected to perform a combination of various routine tasks where the daily work
routine will allow the latitude to rearrange some work sequences, provided the prearranged work priorities are
achieved.
Typical activities
Administrative positions at this level may include duties involving the inward and outward movement of mail,
keeping, copying, maintaining and retrieving records, straightforward data entry and retrieval.
Security officers may be involved in a range of patrol duties, including responding to alarms, following emergency
procedures and preparing incident reports.
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University of Canberra Level 3
Training level or qualifications
Level 3 duties typically require a skill level that assumes and requires knowledge or training in clerical/administrative,
trades or technical functions equivalent to:
•

completion of a trades certificate or Certificate III; or

•

completion of Year 12 or a Certificate II, with relevant work experience; or

•

an equivalent combination of relevant experience and/or education/training.

Persons advancing through this level may typically perform duties that require further on-the-job training or
knowledge and training equivalent to progress toward completion of a Certificate IV or Diploma.
Occupational equivalent
Tradesperson, technical assistant/technical trainee, administrative assistant.
Level of supervision
In technical positions, routine supervision, moving to general direction with experience. In other positions, general
direction. This is the first level where supervision of other staff may be required.
Task level
Some complexity. Apply body of knowledge equivalent to trade certificate or Certificate III, including diagnostic skills
and assessment of the best approach to a given task.
Organisational knowledge
Perform tasks/assignments that require knowledge of the work area processes and an understanding of how they
interact with other related areas and processes.
Judgement, independence and problem solving
Exercise judgement on work methods and task sequence within specified timelines and standard practices and
procedures.
Typical activities
In trades positions, apply the skills taught in a trades certificate or Certificate III, including performance of a range
of construction, maintenance and repair tasks, using precision hand and power tools and equipment. In some cases
this will involve familiarity with the work of other trades or will require further training.
In technical assistant positions:
•

assist a technical officer in operating a laboratory, including ordering supplies;

•

assist in setting up routine experiments;

•

monitor experiments for report to a technical officer;
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•

assist with the preparation of specimens;

•

assist with the feeding and care of animals.

Staff would be expected to perform a greater range and complexity of tasks as they progressed through the level
and obtained further training.
In administrative positions, perform a range of administrative support tasks including:
•

standard use of a range of desktop-based programs, for example, word processing, established
spreadsheet or database applications, and management information systems (for example, financial,
student or human resource systems). This may include store and retrieve documents, key and lay out
correspondence and reports, merge, move and copy, use of columns, tables and basic graphics;

•

provide general administrative support to other staff including setting up meetings, answering
straightforward inquiries and directing others to the appropriate personnel;

•

process accounts for payment.
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University of Canberra Level 4
Training level or qualifications
Level 4 duties typically require a skill level that assumes and requires knowledge or training equivalent to:
•

completion of a diploma level qualification with relevant work related experience; or

•

completion of a Certificate IV with relevant work experience; or

•

completion of a post-trades certificate and extensive relevant experience and on the job training; or

•

completion of a Certificate III with extensive relevant work experience; or

•

an equivalent combination of relevant experience and/or education/training.

Occupational equivalent
Technical officer or technician, administrative above Level 3, advanced tradespersons.
Level of supervision
In technical positions, routine supervision to general direction depending upon experience and the complexity of
the tasks. In other positions, general direction.
May supervise or co-ordinate others to achieve objectives, including liaison with staff at higher levels. May
undertake stand-alone work.
Task level
May undertake limited creative, planning or design functions; apply skills to a varied range of different tasks.
Organisational knowledge
Perform tasks/assignments that require proficiency in the work area's rules, regulations, processes and techniques,
and how they interact with other related functions.
Judgement, independence and problem solving
In trades positions, use extensive diagnostic skills.
In technical positions, apply theoretical knowledge and techniques to a range of procedures and tasks.
In administrative positions, provide factual advice that requires proficiency in the work area's rules and regulations,
procedures requiring expertise in a specialist area or broad knowledge of a range of personnel and functions.
Typical activities
In trades positions:
•

work on complex engineering or interconnected electrical circuits;

•

exercise high precision trades skills using various materials and/or specialised techniques.
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In technical positions:
•

develop new equipment to criteria developed and specified by others;

•

under routine direction, assist in the conduct of major experiments and research programs and/or in
setting up complex or unusual equipment for a range of experiments and demonstrations;

•

demonstrate the use of equipment and prepare reports of a technical nature as directed.

In library technician positions:
•

undertake copy cataloguing;

•

use a range of bibliographic databases;

•

undertake acquisitions;

•

respond to reference inquiries.

In administrative positions:
•

may use a full range of desktop based programs, including word processing packages, mathematical
formulae and symbols, manipulation of text and layout in desktop publishing and/or web software,
and management information systems;

•

plan and set up spreadsheets or data base applications;

•

be responsible for providing a full range of secretarial services, for example, in an academic division;

•

provide advice to students on enrolment procedures and requirements;

•

administer enrolment and course progression records.
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University of Canberra Level 5
Training level or qualifications
Level 5 duties typically require a skill level that assumes and requires knowledge or training equivalent to:
•

completion of a degree without subsequent relevant work experience; or

•

completion of an advanced diploma qualification and at least one (1) years subsequent relevant work
experience; or

•

completion of a diploma qualification and at least two (2) years subsequent relevant work experience;
or

•

completion of a Certificate IV and extensive relevant work experience; or

•

completion of a post-trades certificate and extensive (typically more than two [2] years) relevant
experience as a technician; or

•

an equivalent combination of relevant experience and/or education/training.

Occupational equivalent
Degree level graduate or professional, without subsequent work experience on entry (including inexperienced
computer systems officer); administrator with responsibility for advice and determinations; experienced technical
officer.
Level of supervision
In professional positions, routine supervision to general direction, depending on tasks involved and experience. In
other positions, general direction and may supervise other staff.
Task level
Apply body of broad technical knowledge and experience at a more advanced level than Level 4, including the
development of areas of specialist expertise. In professional positions, apply theoretical knowledge, at degree level,
in a straightforward way. In administrative positions, provide interpretation, advice and decisions on rules and
entitlements.
Organisational knowledge
Perform tasks/assignments that require proficiency in the work area's rules, regulations, policies, procedures,
systems, processes and techniques, and how they interact with other related functions, in order to assist in their
adaptation to achieve objectives, and advise, assist and influence others.
Judgement, independence and problem solving
In professional positions, solve problems through the standard application of theoretical principles and techniques
at degree level. In technical positions, apply standard technical training and experience to solve problems. In
administrative positions, may apply expertise in a particular set of rules or regulations to make decisions, or be
responsible for co-ordinating a team to provide an administrative service.
Typical activities
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In technical positions:
•

develop new equipment to general specifications;

•

under general direction, assist in the conduct of major experiments and research programs; and/or

•

in setting up complex or unusual equipment for a range of experiments and demonstrations;

•

under broad direction, set up, monitor and demonstrate standard experiments and equipment use;

•

prepare reports of a technical nature.

In library technician positions, perform at a higher level than Level 4, including:
•

assist with reader education programs and more complex bibliographic and acquisition services;

•

operate a discrete unit within a library that may involve significant supervision or be the senior
manager in an out-posted service.

In administrative positions:
•

responsible for the explanation and administration of an administrative function, for example, HECS
advice, records, determinations and payments, a centralised enrolment function, the organisation and
administration of exams at a small campus.

In professional positions and under general supervision:
•

work as part of a research team in a support role;

•

provide a range of library services including bibliographic assistance, original cataloguing and reader
education in library and reference services;

•

provide counselling services.
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University of Canberra Level 6
Training level or qualifications
Level 6 duties typically require a skill level that assumes and requires knowledge or training equivalent to:
•

a degree with subsequent relevant experience; or

•

extensive experience and specialist expertise or broad knowledge in technical or administrative fields;
or

•

an equivalent combination of relevant experience and/or education/training.

Occupational equivalent
Graduate or professional with subsequent relevant work experience (including a computer systems officer with
some experience); line manager; experienced technical specialist and/or technical supervisor.
Level of supervision
In professional positions, general direction; in other positions, broad direction. May have extensive supervisory and
line management responsibility for technical, administrative and other non-professional staff.
Task level
Perform work assignments guided by policy, precedent, professional standards and managerial or technical
expertise. Employees would have the latitude to develop or redefine procedure and interpret policy so long as other
work areas are not affected. In technical and administrative areas, have a depth or breadth of expertise developed
through extensive relevant experience and application.
Organisational knowledge
Perform tasks/assignments that require proficiency in the work area's existing rules, regulations, policies,
procedures, systems, processes and techniques and how they interact with other related functions, and to adapt
those procedures and techniques as required to achieve objectives without impacting on other areas.
Judgement, independence and problem solving
Discretion to innovate within own function and take responsibility for outcomes; design, develop and test complex
equipment, systems and procedures; undertake planning involving resources use and develop proposals for resource
allocation; exercise high level diagnostic skills on sophisticated equipment or systems; analyse and report on data
and experiments.
Typical activities
In technical positions:
•

manage a teaching or research laboratory or a field station;

•

provide highly specialised technical services;

•

set up complex experiments;

•

design and construct complex or unusual equipment to general specifications;
University of Canberra Enterprise Agreement 2019-2022

63

Schedules
•

assist honours and postgraduate students with their laboratory requirements;

•

install, repair, provide and demonstrate computer services in laboratories.

In administrative positions:
•

provide financial, policy and planning advice;

•

service a range of administrative and academic committees, including preparation of agendas, papers,
minutes and correspondence;

•

monitor expenditure against budget in a school or small Academic Division.

In professional positions:
•

work as part of a research team;

•

provide a range of library services, including bibliographic assistance, original cataloguing and reader
education in library and reference services;

•

provide counselling services;

•

undertake a range of computer programming tasks;

•

provide documentation and assistance to computer users;

•

analyse less complex user and system requirements.
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University of Canberra Level 7
Training level or qualifications
Level 7 duties typically require a skill level that assumes and requires knowledge or training equivalent to:
•

a degree with at least four (4) years subsequent relevant experience; or

•

extensive experience and management expertise in technical or administrative fields; or

•

an equivalent combination of relevant experience and/or education/training.

Occupational equivalent
Senior librarian; technical manager; senior research assistant, professional or scientific officer; senior administrator
in a small less complex academic division.
Level of supervision
Broad direction. May manage other staff including administrative, technical and/or professional staff.
Task level
Independently relate existing policy to work assignments or rethink the way a specific body of knowledge is applied
in order to solve problems. In professional or technical positions, may be a recognised authority in a specialised
area.
Organisational knowledge
Detailed knowledge of academic and administrative policies and the interrelationships between a range of policies
and activities.
Judgement, independence and problem solving
Independently relate existing policy to work assignments, rethink the way a specific body of knowledge is applied in
order to solve problems, adapt procedures to fit policy prescriptions or use theoretical principles in modifying and
adapting techniques. This may involve stand-alone work or the supervision of others in order to achieve objectives.
It may also involve the interpretation of policy that has an impact beyond the immediate work area.
Typical activities
•

In a library, combine specialist expertise and responsibilities for managing a library function.

•

In student services, the training and supervision of other Professional Staff combined with policy
development responsibilities that may include research and publication.

•

In technical manager positions, the management of teaching and research facilities for a department
or school.

•

In research positions, acknowledged expertise in a specialised area or a combination of technical
management and specialised research.

•

In administrative positions, provide less senior administrative support to relatively small and less
complex academic divisions or equivalent.
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University of Canberra Level 8
Training level or qualifications
Level 8 duties typically require a skill level that assumes and requires knowledge or training equivalent to:
•

postgraduate qualifications or progress towards postgraduate qualifications and extensive relevant
experience; or

•

extensive experience and management expertise; or

•

an equivalent combination of relevant experience and/or education/training.

Occupational equivalent
Manager (including administrative, research, professional or scientific); senior school or academic division
administrator; researcher.
Level of supervision
Broad direction, working with a degree of autonomy. May have management responsibility for a functional area
and/or manage other staff including administrative, technical and/or Professional Staff.
Task level
Work at this level is likely to require the development of new ways of using a specific body of knowledge that applies
to work assignments, or may involve the integration of other specific bodies of knowledge.
Organisational knowledge
The Employee would be expected to make policy recommendations to others and to implement programs involving
major change that may impact on other areas of the institution's operations.
Judgement, independence and problem solving
Responsible for program development and implementation. Provide strategic support and advice (for example, to
schools or academic divisions) requiring integration of a range of University policies and external requirements, and
an ability to achieve objectives operating within complex organisation structures.
Typical activities
•

Assist in the management of a large functional unit with a diverse or complex set of functions and
significant resources.

•

Manage a function or development and implementation of a policy requiring a high degree of
knowledge and sensitivity.

•

Manage a small or specialised unit where significant innovation, initiative and/or judgement are
required.

•

Provide senior administrative support to schools and academic divisions of medium complexity, taking
into account the size, budget, course structure, external activities and management practices within
the academic division or equivalent unit.

University of Canberra Enterprise Agreement 2019-2022

66

Schedules
University of Canberra Level 9
Training level or qualifications
Level 9 duties typically require a skill level that assumes and requires knowledge or training equivalent to:
•

postgraduate qualifications and extensive relevant experience; or

•

extensive management experience and proven management expertise; or

•

an equivalent combination of relevant experience and/or education/training.

Occupational equivalent
Manager (including administrative, research, professional or scientific); senior school or Academic Division
administrator; senior researcher.
Level of supervision
Broad direction, working with a considerable degree of autonomy. Will have management responsibility for a major
functional area and/or manage other staff including administrative, technical and/or Professional Staff.
Task level
Demonstrated capacity to conceptualise, develop and review major professional, management or administrative
policies at the corporate level. Significant high level creative, planning and management functions. Responsibility
for significant resources.
Organisational knowledge
Conceptualise, develop and review major policies, objectives and strategies involving high level liaison with internal
and external client areas. Responsible for programs involving major change that may impact on other areas of the
institution's operations.
Judgement, independence and problem solving
Responsible for significant program development and implementation. Provide strategic support and advice (for
example, to schools or academic divisions or at the corporate level) requiring integration of a range of internal and
external policies and demands, and an ability to achieve broad objectives while operating within complex
organisational structures.
Typical activities
•

Assist in the management of a large functional unit with a diverse or complex set of functions and
significant resources.

•

Manage a function or development and implementation of a policy requiring a high degree of
knowledge and sensitivity and the integration of internal and external requirements.

•

Manage a small and specialised unit where significant innovation, initiative and/or judgement are
required.
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•

Provide senior administrative support to the more complex schools and Academic Divisions, taking into
account the size, budget, course structure, external activities and management practices within the
Academic Division or equivalent unit.
University of Canberra Level 10

Training level or qualifications
Duties at or above this level typically require a skill level that assumes and requires knowledge or training equivalent
to:
•

proven expertise in the management of significant human and material resources; in addition to, in
some areas;

•

postgraduate qualifications and extensive relevant experience.

Occupational equivalent
Senior program, research or administrative manager.
Level of supervision
Broad direction, operating with a high overall degree of autonomy. Will have substantial management responsibility
for diverse activities and/or staff (including administrative, technical and/or Professional Staff).
Task level
Complex, significant and high level creative planning, program and managerial functions with clear accountability
for program performance. Comprehensive knowledge of related programs. Generate and use a high level of
theoretical and applied knowledge.
Organisational knowledge
Bring a multi-perspective understanding to the development, carriage, marketing and implementation of new
policies; devise new ways of adapting the organisation's strategies to new, including externally generated, demands.
Judgement, independence and problem solving
Be fully responsible for the achievement of significant organisational objectives and programs.
Typical activities
•

Manage a large functional unit with a diverse or complex set of functions and significant resources.

•

Manage a more complex function or unit where significant innovation, initiative and/or judgement are
required.

•

Provide senior administrative support to the most complex schools and Academic Divisions in large
institutions, involving complex course structures, significant staff and financial resources, outside
activities and extensive devolution of administrative, policy and financial management responsibilities
to this position.
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Schedule 4 - Minimum Standards for Academic Levels
Introduction
Minimum standards for levels of Academic Staff, other than a casual, are set out in the following standards. The
levels are differentiated by level of complexity, degree of autonomy, leadership requirements of the position and
level of achievement. The responsibilities of Academic Staff may vary according to the specific requirements of the
University to meet its objectives, to different discipline requirements and/or to individual staff development.
An academic appointed to a particular level may be assigned and may be expected to undertake, responsibilities
and functions of any level up to and including the level to which the academic is appointed or promoted. In
addition, an academic may undertake elements of the work of a higher level in order to gain experience and
expertise consistent with the requirements of the University's promotion processes.
These standards will not be used as a basis for claims for reclassification.
Teaching and research Academic Staff
Level A
A Level A academic will work with the support and guidance from more senior Academic Staff and is expected to
develop their expertise in teaching and research with an increasing degree of autonomy. A Level A academic will
normally have completed four (4) years of tertiary study or equivalent qualifications and experience and may be
required to hold a relevant higher degree.
A Level A academic will normally contribute to teaching at the institution, at a level appropriate to the skills and
experience of the staff member, engage in scholarly, research and/or professional activities appropriate to their
profession or discipline, and undertake administration primarily relating to their activities at the institution. The
contribution to teaching of Level A academics will be primarily at undergraduate and graduate diploma level.
Level B
A Level B academic will undertake independent teaching and research in their discipline or related area. In
research and/or scholarship and/or teaching a Level B academic will make an independent contribution through
professional practice and expertise and will coordinate and/or lead the activities of other staff, as appropriate to
the discipline.
A Level B academic will normally contribute to teaching at undergraduate, honours and postgraduate level, engage
in independent scholarship and/or research and/or professional activities appropriate to their profession or
discipline. They will normally undertake administration primarily relating to their activities at the institution and
may be required to perform the full academic responsibilities of and related administration for the coordination of
an award program of the institution.
Level C
A Level C academic will make a significant contribution to the discipline at the national level. In research and/or
scholarship and/or teaching they will make original contributions, which expand knowledge or practice in their
discipline.
A Level C academic will normally make a significant contribution to research and/or scholarship and/or teaching
and administration activities of an organisational unit or an interdisciplinary area at undergraduate, honours and
postgraduate level. They will normally play a major role or provide a significant degree of leadership in scholarly,
research and/or professional activities relevant to the profession, discipline and/or community and may be
required to perform the full academic responsibilities of and related administration for the coordination of a large
award program or a number of smaller award programs of the institution.
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Level D
A Level D academic will normally make an outstanding contribution to the research and/or scholarship and/or
teaching and administration activities of an organisational unit, including a large organisational unit, or
interdisciplinary area.
A Level D academic will make an outstanding contribution to the governance and collegial life inside and outside of
the institution and will have attained recognition at a national or international level in their discipline. They will
make original and innovative contributions to the advancement of scholarship, research and teaching in their
discipline.
Level E
A Level E academic will provide leadership and foster excellence in research, teaching and policy development in
the academic discipline within the institution and within the community, professional, commercial or industrial
sectors.
A Level E academic will have attained recognition as an eminent authority in their discipline, will have achieved
distinction at the national level and may be required to have achieved distinction at the international level. A Level
E academic will make original, innovative and distinguished contributions to scholarship, research and teaching in
their discipline. They will make a commensurate contribution to the work of the institution.
Research Academic Staff
Level A
A Level A research academic will typically conduct research/scholarly activities under limited supervision either
independently or as a member of a team and will normally hold a relevant higher degree.
A Level A research academic will normally work under the supervision of Academic Staff at Level B or above, with
an increasing degree of autonomy as the research academic gains skills and experience. A Level A research
academic may undertake limited teaching, may supervise at undergraduate level and may publish the results of
the research conducted as sole author or in collaboration. They will undertake administration primarily relating to
their activities at the institution.
Level B
A Level B research academic will normally have experience in research or scholarly activities, which have resulted
in publications in refereed journals or other demonstrated scholarly activities.
A Level B research academic will carry out independent and/or team research. A Level B research academic may
supervise postgraduate research students or projects and be involved in research training.
Level C
A Level C research academic will make independent and original contributions to research, which have a significant
impact on their field of expertise.
The work of the research academic will be acknowledged at a national level as being influential in expanding the
knowledge of their discipline. This standing will normally be demonstrated by a strong record of published work or
other demonstrated scholarly activities.
A Level C research academic will provide leadership in research, including research training and supervision.
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Level D
A Level D research academic will make major original and innovative contributions to their field of study or
research, which are recognised as outstanding nationally or internationally.
A Level D research academic will play an outstanding role within their institution, discipline and/or profession in
fostering the research activities of others and in research training.
Level E
A Level E research academic will typically have achieved international recognition through original, innovative and
distinguished contributions to their field of research which are demonstrated by sustained and distinguished
performance.
A Level E research academic will provide leadership in their field of research, within their institution, discipline
and/or profession and within the scholarly and/or general community. They will foster excellence in research,
research policy and research training.
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Schedule 5 - Grievance Resolution Procedure
1.

Purpose

1.1

The University is committed to developing and maintaining a harmonious, fair and productive working
environment. The University aims to overcome workplace related grievances in a prompt, conciliatory, fair
and effective manner. This procedure sets out the process in which the University may handle a grievance,
and is subordinate of the grievance and dispute resolution clause of this Agreement.

1.2

A decision made, or step taken, in relation to the handling of a grievance is not invalid only because it is
inconsistent with these processes. For example, where time limits are referred to in these procedures, such
time limits may be varied by the University where in its discretion it determines to be necessary in the
circumstances.

2.

Scope

2.1

This procedure applies to all University Employees who are employed under the University of Canberra
Enterprise Agreement 2015 - 2018 (the Enterprise Agreement).

3.

Principles

3.1

The University respects an Employee's right to raise a grievance about matters arising directly in connection
with their employment and seek a solution. In the first instance, an Employee should resolve day-to-day
work-related concerns through a discussion with his/her immediate Manager.

3.2

A staff member may seek assistance from, and may be accompanied by, a Chosen Representative at any
stage of this process.

3.3

The principles of procedural fairness and natural justice will apply to all parties.

3.4

The University will, as far as possible, observe the following principles in the handling of a grievance:
(a)

facilitating informal, early resolution of a grievance where possible;

(b)

maintaining confidentiality at all times by all parties, subject to any legal requirements for disclosure
of information;

(c)

all parties have the right to bring a support person to attend investigative meetings;

(d)

frivolous or vexatious grievances will be dealt in accordance with the University's misconduct
procedures; and

(e)

zero tolerance for victimisation of either a complainant, respondent or any other person involved in
the grievance process.

4.

Procedure

4.1

The process for addressing issues is set out in the table below.
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Grievance Procedure
Stage 1 - Informal Stage
1.

The Employee will, as soon as practicable, raise the matter with their immediate Manager.

2.

If the matter involves an allegation concerning the immediate Manager, then an alternative Manager or
the Office of the Chief Executive, People and Diversity (CEPD) will be assigned to handle the grievance.

3.

A meeting will be arranged with all relevant parties, including the CEPD (or their nominee or Chosen
Representative), who will mediate a discussion about the allegation/s or issue/s and attempt to resolve
the grievance informally.

4.

If the meeting does not occur within ten (10) working days or Employee is not satisfied with the
outcome of the discussion, the Employee may lodge formal notification of their grievance to the CEPD
outlining:
a.

details of the grievance;

b.

actions taken to resolve the grievance; and

c.

desired outcome/resolution to address the grievance.

Stage 2 - Resolution Officer
1.

The CEPD will, within ten (10) working days of receipt of the grievance, make relevant enquiries into the
substance of the complaint in order to determine whether there is, prima facie, a genuine grievance and
to ascertain the nature of the grievance. This may include gathering of documents the Employee has to
substantiate the grievance and identifying possible witnesses who may be able to assist.

2.

If the CEPD has determined that there is not, prima facie, a genuine grievance, the Employee will be
notified in writing and no further action will be taken. The CEPD may notify other parties whose actions
or decisions formed the substance of the grievance, if applicable.

3.

If the CEPD determines that there is a genuine grievance, then the CEPD will appoint an independent
person as the Resolution Officer (RO) to investigate the grievance. The RO may be a person external to
the University. In appointing a RO, the CEPD will ensure that:
(a) the RO's skills, expertise and/or knowledge are relevant to the nature of the grievance;
(b) there is no conflict of interest; and
(c) the Employee does not object to the appointment.

4.

The Employee must not unreasonably refuse the appointment of a RO. If, after reasonable attempts to
find an agreed RO, the Employee continues to dispute the appointment, the CEPD may appoint a RO of
the CEPD's choosing.

5.

The RO will investigate the matter and attempt to facilitate a fair and reasonable conclusion to the
grievance as quickly as possible. The RO may mediate the grievance directly, refer the matter to an
Employee trained in mediation, or to an external mediation service.

6.

If the grievance is not resolved within a reasonable timeframe (usually no longer than ten (10) working
days), the RO must provide a written report to the CEPD and provide a copy to the Employee.

7.

The CEPD must make a decision on the grievance having due regard to the report of the RO. The CEPD
may seek advice as appropriate to assist in making a decision.

8.

The CEPD will inform the Employee and any other parties to the dispute of his/her decision.

9.

The decision of the CEPD will be final and is not subject to further review or appeal. If the Employee is
not satisfied with the outcome of the grievance, they may seek assistance through an external body,
such as the Ombudsman.
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Schedule 6 - Handling Misconduct Procedure
1.

Purpose

1.1

The University expects all its Employees to behave in a respectful and courteous manner, consistent with
their obligations under the Charter of Conduct and Values (or its equivalent). Where an Employee's conduct
falls short of the expected standard, the University will take appropriate action in accordance with the
procedures set out in this Schedule.

2.

Scope

2.1

This Schedule applies to all University Employees who are employed under the University of Canberra
Enterprise Agreement 2019 - 2022 (the Agreement), except casual Employees and Employees on probation.

2.2

Where an Employee has engaged in Serious Misconduct, clause 40 of the Agreement will apply.

2.3

The University may also handle frivolous or vexatious complaints in accordance with the procedure set out
below.

3.

Standard of Proof and Investigation

3.1

When investigating an allegation of misconduct, the decision maker will make a finding based on the
balance of probabilities, that is, whether it is more likely than not that the misconduct occurred.

3.2

Nothing in this policy prevents the University from appointing an external investigator at any point in the
process to conduct a fact-finding investigation. The decision maker may use any report arising out of the
fact-finding investigation to assist in reaching a decision.

4.

Allegations of bias

4.1

In circumstances where an Employee alleges that the decision maker undertaking an investigation is
affected by bias, or is perceived to be affected by bias, the Employee may make a request to the CEPD that
a different decision maker conduct the investigation. Any such request must be supported by reasons. The
CEPD will give full and proper consideration to any such request and advise the Employee of the outcome
within five (5) days of receiving the request.

5.

Research Misconduct (Australian Code for the Responsible Conduct of Research)

5.1

The University has specific responsibilities under the Australian Code for the Responsible Conduct of
Research (the Code).

5.2

Where a supervisor receives a complaint or otherwise forms the view that an Employee’s behaviour could
constitute research misconduct, the procedures set out in this Schedule will apply.

5.3

Where an Employee has engaged in Serious research misconduct, clause 40 of the Agreement will apply.

5.4

Where the University and the NTEU agree that the allegations of research misconduct appear to involve
action in concert between Employees of more than one (1) employer, and each such employer is, in respect
of the relevant Employees, covered by an Enterprise Agreement to which the NTEU is a party, the relevant
CEOs of the employers, and the NTEU, may agree in writing that a joint investigation and inquiry be held.
The procedures for such a joint investigation and inquiry shall be agreed in writing, and where this occurs,
those procedures shall apply in substitution for the procedures otherwise.

6.

Procedure

6.1

The procedure for investigating and dealing with allegations of misconduct in respect of Professional and
Academic Employees is set out in the table below.
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Handling Misconduct
Stage 1 - Informal Counselling
•

The Employee's Manager receives a complaint or is otherwise made aware of an issue relating to an
Employee's conduct.

•

The Manager will arrange to have a meeting with the Employee to discuss their conduct.

•

If the conduct is minor, the Manager will discuss the matter with the Employee and undertake informal
counselling or coaching with the Employee. The Manager will provide guidance to the Employee about
acceptable standards of behaviour and reiterate the University's expectations in relation to the
Employee's conduct.

•

The Manager will make a file note of the discussion and provide a copy of the file note to the Employee.

Stage 2 - Further Counselling if conduct is repeated and/or unresolved
•

The Manager will arrange to have a further meeting with the Employee to discuss their conduct.

•

The Manager will reiterate to the Employee the University's expectations in relation to acceptable
standards of behaviour and offers the Employee an opportunity to provide a response, including
information regarding any mitigating circumstances that would otherwise impact on the Employee's
ability to meet the required standard of behaviour. The Manager will also inform the Employee that
they may be subject to further action if the conduct continues.

•

The Manager will make a file note of the discussion and provide a copy of the file note to the Employee.
A copy of the file note may also be placed on the Employee's personnel file.

Stage 3 – Investigation
Allegation/s of misconduct other than research misconduct
•

In circumstances where the conduct is repeated, the facts are contested or the complaint about the
Employee is of a serious nature, the University may undertake an investigation into the alleged conduct.

•

The Employee will be notified as soon as practicable after the decision to undertake an investigation is
made. An independent investigator will be nominated by the CEPD to conduct the investigation.

•

The investigator will inform the Employee of the allegation/s in writing and offer the Employee a
reasonable opportunity to provide a response. The Employee may provide a written response or attend
an interview, but is under no obligation to provide a response to the allegation/s.

•

The investigator may conduct interviews and make enquiries as they see fit for the purpose of carrying
out the investigation.

•

The investigator will consider all the available information and evidence before them, test the evidence
against the allegations and weigh the evidence accordingly.

•

After assessing the available information and evidence against the allegation/s, the investigator will
make findings of fact in relation to each allegation, including an indication of whether the allegation is
substantiated or unsubstantiated, or if a finding cannot be made (inconclusive)

Allegations of research misconduct
•

In circumstances where the conduct is repeated, the facts are contested or the complaint about the
Employee is of a serious nature, the University may undertake an investigation consistent with the
provisions of the Code into the alleged conduct.
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•

The Employee will be notified as soon as practicable after the decision to undertake an investigation is
made.

•

The investigation will be undertaken in accordance with this Agreement and consistent with the Code
and relevant University policy. In undertaking the investigation, the composition of the investigation
panel will include consultation with the NTEU to ensure that the panel chair has sufficient expertise and
standing in a discipline relevant to the allegation of research misconduct (or in a cognate discipline).

•

The investigation panel will inform the Employee of the allegation/s in writing and offer the Employee a
reasonable opportunity to provide a response. The Employee may provide a written response or attend
an interview, but is under no obligation to provide a response to the allegation/s.

•

The investigation panel may conduct interviews and make enquiries as they see fit for the purpose of
carrying out the investigation.

•

After assessing the available information and evidence against the allegation/s, the investigation panel
will make an indication of whether the allegation is substantiated or unsubstantiated.

Stage 4 - Disciplinary Action
Allegations of misconduct other than research misconduct
•

The investigator will inform CEPD of the outcome of the investigation and whether the alleged conduct
is substantiated.

•

The CEPD will provide the outcome of the investigation to the relevant DVC/VP or equivalent.

•

The actions available to the DVC/VP include:
o

formal warning;

o

training or re-training;

o

withholding of an increment for one year;

o

reduction in salary;

o

reduction in classification level.

•

The DVC/VP will advise the Employee of the outcome of the investigation and the proposed disciplinary
action. The CEPD will also provide the Employee with a reasonable opportunity to respond to the
proposed disciplinary action and to make further submissions (for example, five (5) days).

•

If the CEPD is satisfied that, in all the circumstances, the disciplinary action is reasonable, the CEPD will
notify the Employee of their decision to commence such disciplinary action in accordance with this
procedure.

Allegations of research misconduct
•

The investigation panel will inform CEPD and DVC – Research and Innovation of the outcome of the
investigation and whether the alleged conduct is substantiated.

•

In circumstances where the alleged conduct is substantiated, the DVC – Research and Innovation will
chair and convene an independent panel to determine the actions limited to:
o

formal warning;

o

training or re-training;

o

withholding of an increment for one year;

o

reduction in salary;

o

reduction in classification level;

o

reallocation of responsibilities related to the research in question;

o

communication to all relevant stakeholders, publishing bodies and grant authorities.
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•

The independent panel will include a University nominated Professor, and; an NTEU appointee.

•

The DVC – Research and Innovation will advise the Employee of the outcome of the investigation and
the proposed disciplinary action. The Employee will be provided with a reasonable opportunity to
respond to the proposed disciplinary action and to make further submissions (for example, five (5)
days).

•

If the DVC – Research and Innovation is satisfied that, in all the circumstances, the disciplinary action is
reasonable, the DVC will notify the Employee of their decision to commence such disciplinary action in
accordance with this procedure.

7.

Review of decision

7.1

Following the completion of Stage Four where a decision results in action (eg. reclassification, deferment of
increment):
(a)

Professional Staff may seek a review of the decision by the CEPD in writing, no more than fourteen
(14) days after the decision was made; and

(b)

Academic Staff may seek a review of the decision by the VC in writing, no more than fourteen (14)
days after the decision was made.

7.2

Unless the Employee is informed otherwise, the decision of the DVC/VP remains in effect during any review.

7.3

The VC or CEPD will inform the Employee of their review of decision within fourteen (14) days of receiving
the request for review, where possible, or as soon as practicable after fourteen (14) days has expired.
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Schedule 7 - Managing Underperformance Procedure
1.

Purpose

1.1

This Schedule reflects the University's aim to build performance capability within its workforce and support
its Employees to address performance issues as they arise. This Schedule sets out the various ways in which
the University may manage unsatisfactory performance.

1.2

A decision made, or step taken, in relation to concerns about an Employee's performance is not invalid only
because it is inconsistent with these processes.

2.

Scope

2.1

This Schedule applies to all University Employees who are employed under the University of Canberra
Enterprise Agreement 2019 - 2022 (the Agreement), except casual Employees and Employees on probation.

3.

Preliminary steps

3.1

The University's preference is for early intervention when dealing with instances of underperformance and
accordingly, adopts a 'no surprises' approach. Managers and supervisors are expected to discuss
performance issues with their Employees as they arise and work to resolve them as expeditiously as
possible. Such actions might include:
(a)

discussing the matter informally with the Employee;

(b)

arrange performance counselling for the Employee;

(c)

review the Employee's performance; or

(d)

undertake any other informal action that is appropriate.

4.

Procedure

4.1

The process for addressing issues of underperformance in respect of Professional and Academic Employees
is set out in the table below.
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Managing Underperformance
Stage 1 - Informal Counselling
•

The Employee's Manager identifies that the Employee is underperforming.

•

The Manager will arrange to have a meeting with the Employee to discuss their underperformance.

•

The Employee will be given an opportunity to respond and to indicate whether there are any mitigating
circumstances that might be impacting on the Employee's performance. It may be appropriate to make
temporary adjustments to the Employee's working arrangements to assist them in particular
circumstances, such as reduced hours or flexible working arrangements.

•

The Manager and Employee will discuss measures that may be taken to improve the Employee's
performance, including any training or development opportunities that may assist the Employee. The
Manager will, unless it is obviously not required in the circumstances, set down a date in the future to
meet again to review the Employee's progress against the measures identified.

•

The Manager will make a file note of the discussion and provide a copy to the Employee.

Stage 2 - Performance Improvement Plan / Milestones
•

The Manager will arrange to have a further meeting with the Employee to discuss their performance.

•

The Employee may elect to have a support person attend any formal discussion. The University is not
required to agree to undue delays in the discussion occurring because of the unavailability of the
Employee's chosen support person. The role of the support person is to provide emotional and/or moral
support to the Employee, but must not participate or represent the Employee in discussions.

•

The Manager will advise the Employee that their performance has not improved and that more formal
measures are required to assist the Employee to improve their performance.

•

The Manager and Employee will set down a Performance Improvement Plan (PIP), which sets out:
(a) key deliverables for the Employee;
(b) how the key deliverables will be measured; and
(c) the dates on which the Employee and Manager will meet to discuss the key deliverables.

•

If the Employee refuses to participate in the PIP process, the Manager may issue a lawful direction to
the Employee to participate in the process.

Stage 3 - Review of Performance Improvement Plan / Milestones
•

The Manager and Employee will meet at regular intervals to discuss the Employee's performance
against the key deliverables of the PIP.

•

If, by the end of the period identified in the PIP, the Employee has not met the key deliverables of the
PIP, the Manager will advise the Employee that the University will be considering further action which
may include termination of employment. (proceed to Stage 4)

•

If the Employee has met the key deliverables of the PIP, the process will cease.
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Stage 4 – Disciplinary Action including Termination
Professional

Academic

•

The Manager will inform CEPD of the
Employee's progress against the PIP and that
the Employee's performance has not improved
to the required standard.

•

The Manager will inform the DVC of the
Employee's progress against the key deliverables
and that the Employee's performance has not
improved to the required standard.

•

The Manager and CEPD will arrange to meet
with the Employee and offer the Employee an
opportunity to invite a support person to the
meeting.

•

The Manager and DVC will arrange to meet with
the Employee and offer the Employee an
opportunity to invite a support person to the
meeting.

•

The Manager and CEPD will inform the
Employee that they have failed to meet the key
deliverables under the PIP and as a
consequence, their performance has not
improved to the required standard. The
Manager and CEPD will inform the Employee
that the University is considering disciplinary
action including termination of employment.

•

The Manager and DVC will inform the Employee
that they have failed to meet the key
deliverables under the PIP and as a
consequence, their performance has not
improved to the required standard. The
Manager and DVC will inform the Employee that
the University is considering disciplinary action
including termination of employment.

•

The Employee will be invited to provide a
response to the CEPD and to 'show cause' as to
why their employment should not be
terminated, or whether alternative action, such
as reclassification, is more appropriate. The
Employee should be afforded a reasonable
opportunity to provide their response (for
example, ten (10) days).

•

The Employee will be invited to provide a
response to the DVC and to 'show cause' as to
why their employment should not be
terminated. The Employee should be afforded a
reasonable opportunity to provide a response
(for example, ten (10) days).

•

If, after considering any response from the
Employee, the DVC remains of the view that
termination is appropriate, the DVC may give the
Employee the required notice under the
Enterprise Agreement and initiate relevant
University procedures to terminate the
Employee's employment.

•

If, after considering any response from the
Employee, the CEPD remains of the view that
termination is appropriate, the CEPD may give
the Employee the required notice under the
Enterprise Agreement and initiate relevant
University procedures to terminate the
Employee's employment.

5.

Review of decision

5.1

Following the completion of Stage Four where a decision results in action other than termination of
employment (eg. reclassification, deferment of increment):
(a)

Professional Staff may seek a review of the decision by the DVC/VP in writing, no more than fourteen
(14) days after the decision was made; and

(b)

Academic Staff may seek a review of the decision by the VC in writing, no more than fourteen (14)
days after the decision was made.

5.2

Unless the Employee is informed otherwise, the decision of the CEPD or DVC remains in effect during any
review.

5.3

The reviewing DVC/VP or VC will inform the Employee of their review decision within fourteen (14) days of
receiving the request for review, where possible, or as soon as practicable after fourteen (14) days has
expired.
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Schedule 8 - Contingent Continuing Assistant Professors
1.

Assistant Professors

1.1

Assistant Professors may be appointed on a contingent continuing basis and subject to the Contingent
Period contract reviews as set out in this clause.

1.2

Assistant Professors will be appointed under one of the following categories:

1.3

(a)

Education-Research (ER);

(b)

Research-Focused (RF); or

(c)

Education-Focused (EF).

Assistant Professors will be employed on a contingent contract of up to seven (7) years during, or at
the completion of which, they must apply and be promoted to Level D.
Length of the Contingent Period

1.4

Assistant Professors may be appointed for a period shorter than seven (7) years, but no less than three
and a half years (3.5), if there is a reasonable prospect that the Assistant Professor may obtain
promotion to Level D within that shorter period. The length of the appointment will be at the
University's discretion and will be established on engagement of the Assistant Professor.

1.5

The Contingent Period of an Assistant Professor shall end on a date nominated by the University on
engagement, or on successful promotion of the Assistant Professor to Level D.

1.6

At the point of promotion or contract review, the University may extend the Contingent Period in the
following circumstances:
(a)

where an Assistant Professor takes parental leave;

(b)

where an Assistant Professor takes extended personal leave (of greater than three (3)
months at a time);

(c)

where an Assistant Professor takes approved leave without pay for a period greater than
six (6) months;

(d)

where an Assistant Professor works less than a full-time academic workload for greater
than six (6) months; or

(e)

where an Assistant Professor is deemed likely to be promoted to Level D at their final
Contract Review but is unsuccessful in a subsequent promotion application.

Notwithstanding the above, the University may, at its discretion, attach conditions to the extension of
a Contingent Period.
Support for Assistant Professors
1.7

Assistant Professors have access to accelerated salary increments, as outlined in Schedule 1 - Academic
Staff Salaries, subject to performance.

1.8

The Academic Supervisor of an Assistant Professor will be in accordance with Clause 46 – Academic
Supervisor.

1.9

Assistant Professors are entitled to access forty (40) paid hours of professional development each year
to pursue opportunities agreed with their Manager in their annual performance development program.
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1.10

Assistant Professors are encouraged, where appropriate, to participate in an Outside Study Program.

Reviews during the Contingent Period
1.11

Assistant Professors will be subject to periodic reviews to assess the Assistant Professor's performance
and determine whether it is "likely" or "unlikely" the Assistant Professor will obtain promotion to Level
D by the end of the Contingent Period (Contract Review).

1.12

If the Assistant Professor’s Contingent Period is three and a half (3.5) years, the University will, upon
engagement, nominate one (1) date in the second year, at which date the University will carry out a
Contract Review.

1.13

If the Assistant Professor's Contingent Period is five (5) years, the University will, upon engagement,
nominate two (2) dates, at least two (2) years apart, at which dates the University will carry out a
Contract Review.

1.14

If the Assistant Professor's Contingent Period is more than five (5) years, the University will, upon
engagement, nominate three (3) dates, at least two (2) years apart, at which dates the University will
carry out a Contract Review.

1.15

The below table provides further information about Contract Reviews:
Contract Review Stage

‘Likely’ to be promoted to Level D

Initial

The Employee is notified they are likely
to be promoted.
The Employee must develop a
performance development plan
identifying areas based on their
Contract Review, for professional
development to continue on the
trajectory toward promotion to Level
D.

Mid-point

‘Unlikely’ to be promoted to Level D
a.

The Employee will be managed
under Schedule 7 of this
Agreement;

b.

The University will give the
Employee six (6) months' notice
of termination.

OR

The Employee will not receive accelerated
incremental step progression.

As above

As above

The Employee is notified they are likely
to be promoted.

The University will give the Employee six
(6) months' notice of termination.

(occurs if Contingent
Period is more than five
(5) years)
Final
(first and final for
contracts less than five
(5) years)

1.16

The Employee must apply for
promotion to Level D within twelve
(12)months of their final Contract
Review.

An Assistant Professor may apply and be assessed for promotion to Level D in accordance with the
University's normal promotion procedures at any time. If an Assistant Professor is successful in
obtaining a promotion to Level D, this Schedule shall cease to apply to their employment.
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End of the Contingent Period
1.17

If the Assistant Professor obtains promotion to Level D by the end of their Contingent Period this
Schedule no longer applies.

1.18

If the Assistant Professor fails to obtain promotion to Level D, the Assistant Professor may give notice
that they will cease their employment at the end of the Contingent Period, or such other date as is
agreed with the University. If this does not occur prior to the Contingent Period ending:
(a)

and the Assistant Professor is notified they have been unsuccessful in their application for
promotion less than six (6) months before their Contingent Period ends, the University
may give the Assistant Professor three (3) months' notice of termination or advise that
their employment will cease at the end of the Contingent Period, whichever date is later.
or,

(b)

if the Assistant Professor is notified they have been unsuccessful less than twelve (12) but
more than six (6) months prior to the Contingent Period ending, the University may give
the Assistant Professor six (6) months' notice of termination.

Termination payments made under this sub-clause will be calculated in accordance with the NES.
1.19

Any notice period or part of a notice period under 1.18 may be converted to an additional termination
payment by agreement between the University and the Employee.
Termination of Assistant Professors

1.20

In addition to termination related to performance or failure to obtain promotion, as outlined above,
the University may also terminate Assistant Professors in the following circumstances:
(a)

The University may, at any time, terminate the employment of an assistant professor in
accordance with the relevant termination and redundancy provisions of this Agreement.

(b)

Further, the University may terminate the employment of an Assistant Professor at any
time during the first three (3) months of employment, without applying any other
provisions of this Agreement if the University considers they are manifestly unsuitable or
unqualified, or the appointment process is found to have involved serious dishonesty on
the part of the Employee.

University Commitments
1.21

The University commits to provide the findings and implementing the accepted recommendations of
the 2019 review into the Assistant Professor program.

1.22

The University will offer an opportunity during the first six (6) months of operation of the Agreement
for Contingent Continuing Assistant Professors appointed before 31 March 2018 to convert to a
continuing appointment under University Policy.
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Performance Expectations Policy
Authority Source: Vice-Chancellor
Approval Date: 25/07/2018
Publication Date: 06/08/2018
Review Date: 25/07/2020
Effective Date: 06/08/2018
Custodian: Chief Executive, People and Diversity
Contact: ucpeople@canberra.edu.au
Accessibility: Public
Status: Published
In developing this policy the University had regard to the provisions of section 40B(1)(b) of the Human Rights
Act 2004 (ACT).

PURPOSE:
This policy sets out the University of Canberra's approach to create a culture of continuous feedback for
continuous improvement, through engaging with our people to understand their aspirations, and how we
can assist employees to develop and reach their goals through high performance.

SCOPE:
This policy applies to all staff employed at the University.
While the principles in this Policy apply to Sessional and Casual employees, the activities undertaken will be
on an as needs basis determined between the employee and their manager.

PRINCIPLE:
POLICY STATEMENT
The University strives to achieve excellence through our ambitious strategic agenda, with particular focus
towards providing an enriched learning environment for our students. Development and recognition of our
people is key to achieving this. The University enables individual employees and teams to be self-driven in
achieving high performance, and in the identification of development and career goals, in the following
areas of focus:
Role: individuals and teams having a clear understanding of their role, their work objectives, and the
University outcomes that they contribute to;
Expectations: broadening the scope of performance beyond the technical requirements of the job, this
places emphasis on living the University's values through behaviours and attitudes, supporting
transformative change through entrepreneurial behaviours, team work, respect, inclusion and a focus
on continuous improvement;
Capability: ensuring our people have the knowledge and skills to deliver and achieve success in their
current role; and
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Capacity: the potential that individuals and teams possess for growth and adaptation into the future,
including planning for future career steps and nurturing and developing key talent.
This policy aims to support employees to achieve high performance and development goals by setting a
framework for performance, development, ongoing feedback and career-based conversations.
As part of the University's overarching Planning Framework, Managers undertake forward planning for the
academic/calendar year with their teams and staff to set clear work objectives, goals and expectations,
during the period from November through to February. Ongoing feedback, development and career
conversations will naturally flow from this strategic planning process and should be conducted in
accordance with the principles set out within this Policy.
Performance Framework

PRINCIPLES
This policy is based on the following foundational principles:
Every staff member is selected on the basis of the skills, knowledge and experience that they bring to
their role, supporting their ability and an underlying assumption that they meet all standards and
expectations of their role.
All staff are encouraged and supported to not only be active participants, but to take ownership and be
self-driven in their performance, achievement and development.
A cascade of strategy will exist for teams and individuals contributing to overall University outcomes,
through alignment of objectives as part of the University’s overall planning framework.
Leaders and managers are responsible for engaging with their people, and their own leadership
capability development to achieve and promote the performance framework as outlined above.
FEEDBACK AND DEVELOPMENT CONVERSATIONS
The University's focus is on continuous improvement, and building successful careers with and for our
people. We do this by engaging in regular dialogue with staff and teams over the course of the year.
Importantly, the University recognises and values the diversity of aspirations and capability of our people,
and that careers can progress in many different ways. Achieving sustained excellence in one role over a
period of time, aspiring to a position of management or leadership, or broadening by taking a ‘sideways’
step are some of the potential career considerations.
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Feedback and development conversations are informal, designed to be ongoing, two-way, and to address all
aspirations of a staff member, not just their daily work. They should maintain a focus on maximising
performance, and a willingness to both give and receive feedback and ideas. Each discussion stage of the
feedback and development conversation cycle may be conducted at a frequency and duration that suits the
employee and their manager. The framework is intended as a guide, offering flexibility across focus areas
for discussion at either an individual level, or to support team-based conversations.
In circumstances where conversations result in the reinforcing of standards for a staff member as to
expectations of their performance, including where managers identify underperformance, this will be
addressed on a case by case basis in accordance with the relevant University of Canberra Enterprise
Agreement as in force at the time.
STUDIES ASSISTANCE
The University aims to support staff with their future growth, through identifying the steps needed to
achieve career goals. Recognition for an individual’s capacity and career development is available through
promotion, Outside Studies Program (Academic staff), mentoring, coaching, mobility across other roles, and
undertaking further study. The University provides support for staff to undertake learning and education
through further study, which may take the form of paid or unpaid study or examination leave, and/or
financial assistance to meet study costs.
Applications for Studies Assistance will be considered and approved at the manager’s discretion, according
to the following principles:
Alignment and relevance of the proposed course of study with the individual’s development plans;
Alignment with University outcomes and strategic vision, benefiting the goals of the work area;
An assessment of the impact of the type of assistance sought, including that it can be accommodated
within the work area budget, operational needs and functioning of the area; and
Consideration for any fringe benefit tax implications, including liability that may be incurred by the work
area, and meeting budget outcomes.
An agreement between a manager and employee as to the nature of study assistance that will be provided
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should be reflected and monitored in a study assistance plan.
The University maintains commitment and belief in the quality of teaching, learning, research and the
student experience provided. As such, in accordance with this Policy, if the course of study proposed is one
provided by the University of Canberra, then a decision taken by an individual to undertake the study at a
different institution will not attract Study Assistance.

RESPONSIBILITIES:
Managers and Supervisors:
Engage with staff on a regular basis to ensure they understand their individual and team role, what is
expected of them, how they are going, and what they are working towards in the future.
Identify situations where performance does not meet standards or expectations, and take follow up
steps as appropriate to the circumstances.
Identify and recognise high performance at both individual and team level.
Be open to feedback and ideas, adopt a collaborative approach to improvement and maximising
performance.
Employees:
Participate constructively in discussions and offer commitment to work at implementing proposed
solutions and improvements.
Think creatively about your goals and what you wish to achieve in your role, and into the future.
Be self-driven by taking the initiative to seek feedback, or arrange a conversation with your manager
where needed.
Be open to feedback and ideas, adopt a collaborative approach to improvement and maximising
performance.

SUPPORTING INFORMATION:
Questions about the application of this policy, including guidance on feedback and career conversations, can
be directed to ucpeople@canberra.edu.au or if you are a Manager, your People and Diversity Business
Partner.
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Respect at Work (Prevention of Bullying) Policy
Authority Source: Vice-Chancellor
Approval Date: 05/04/2016
Publication Date: 15/04/2016
Review Date: 05/04/2019
Effective Date: 05/04/2016
Custodian: Chief Executive, People and Diversity
Contact: ucpeople@canberra.edu.au
Accessibility: Public
Status: Published
In developing this policy the University had regard to the provisions of section 40B(1)(b) of the Human Rights
Act 2004 (ACT).

PURPOSE:
The intent of this policy is to support the Charter of Conduct and Values in constructing a positive working
environment, built on mutual respect and consistent with the University’s values.
The Respect at Work (Prevention of Bullying) Policy affirms that:
workplace bullying is not acceptable in the University;
appropriate action will be taken against individuals engaging in workplace bullying; and
all complaints of workplace bullying will be treated seriously, promptly and fairly with due regard to the
principles of procedural fairness and confidentiality.

SCOPE:
This policy covers all workers at the University of Canberra who are engaged in University-related activity
either on or off-campus. This includes employees, contractors, volunteers, and work experience students.
Bullying by any member of the University community against another is prohibited. This policy will be
regularly reviewed to ensure it complies with relevant legislation and the principles outlined in the Charter
of Conduct and Values.

PRINCIPLE:
The following principles apply for the purpose of creating a positive work environment of respect and
courtesy, consistent with the University’s values and the Charter of Conduct and Values:
1. The University upholds a culture where diversity is respected and the contribution that people with
diverse backgrounds, experience and skills make to the workplace is valued;
2. Each individual is unique and has the right to be treated with dignity, respect and courtesy and to
work in a fair, safe and productive environment;
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3. The University is committed to providing safe and healthy workplaces which are free from workplace
bullying;
4. Reasonable management action taken in a reasonable way is not considered workplace bullying;
5. Fair and accessible mechanisms are available for staff to raise issues and make complaints;
6. Complaints and informal reports of bullying are to be treated seriously, promptly, confidentially and
with adherence to the principles of procedural fairness (afforded to all parties to avoid unfair or
disproportionate treatment to either complainants, respondents or witnesses);
7. Complaints should be resolved informally where practicable and appropriate;
8. All parties to a complaint will be informed of the outcome taking into consideration privacy, the
nature of the complaint and the proportionality of information applicable to each party;
9. Every individual has the right to bring informal reports or formal complaints to an executive or
manager; and
10. All stakeholders have a shared duty of care to provide a safe workplace free from bullying.
Self-Resolution
1. Self-resolution is encouraged in the first instance through informal mechanisms conducted with
goodwill by the parties. Informal mechanisms should involve a minimal number of people and respect
the confidentiality of all parties and are not about blaming or finding fault; they are about attempting to
resolve the complaint. They are not, however, appropriate in all instances. In an informal resolution:
Focus is placed on inappropriate conduct rather than on personalities or individuals involved in
the conduct;
All parties are encouraged to take responsibility for their own behaviour and discuss options for
resolution;
A non-blaming approach is used and no disciplinary action needs to arise as a result; and
A focus on providing clarity around future behaviour and boundaries.
2. Informal mechanisms can include, but are not limited to, mediation between the parties.
Process
1. In circumstances where informal mechanisms and self-resolution are unsuccessful, or where
allegations are so serious that the less formal approaches are inappropriate, more formal procedures
may be utilised.
2. Where a formal process becomes necessary to resolve an issue that arises under this policy, the
parties will utilise the procedure outlined in Schedule 5 of the University of Canberra Enterprise
Agreement. While Schedule 5 is utilised for the resolution of bullying issues, this policy does not form
part of the Agreement. The civil standard (see Definitions 6.2) will be utilised for all investigations and
processes undertaken in accordance with this policy.
3. In instances where the employee is also a student of the University, consideration must be given by
the complainant and/or Human Resources as to whether the complaint is best handled under this policy
or the Student Grievance Resolution Policy. Where doubt remains, the Chief Executive, People and
Diversity will confer with the Dean of Students.
4. In some circumstances it may be appropriate to deal with the complaint under both the student and
the worker processes concurrently.
Implementation
1. This policy, along with the Charter of Conduct and Values, will be implemented through training,
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communication and awareness-raising.
2. The policy will be monitored and reviewed on a regular basis.

RESPONSIBILITIES:
The following table provides a high-level summary of key roles and responsibilities in relation to this
policy.
WHO

RESPONSIBILITIES

All Workers

To understand and comply with the policy.
All workers at the University of Canberra must:
uphold the Charter of Conduct and Values at the University of Canberra and
treat all workers with respect;
uphold and familiarise themselves with the Respect at Work (Bullying) Policy;
understand their own behaviour and how it may be perceived and impact on
others at work;
offer support to anyone who is being bullied and if possible let them know
where they can obtain help and advice;
where appropriate, talk directly to the person engaging in the inappropriate
work behaviour, to try to resolve the matter informally in the first instance;
raise concerns as early as possible about potential workplace bullying issues;
raise their concerns with their supervisor or any other senior manager or
executive or raise their concern with their manager or supervisor or relevant
human resources contact;
raise complaints in good faith, and will ensure that such complaints are
neither frivolous or vexatious in nature; and
participate in the complaint resolution process in good faith and will maintain
confidentiality.

Managers

Implementation of this policy in their area of responsibility.

Chief Executive
People and
Diversity (or
delegate)

Owner and final decision-maker of this policy.

LEGISLATION:
This policy is governed by the:
Fair Work Act 2009 (Cth);
Work Health and Safety Act 2011 (ACT);
Safety, Rehabilitation and Compensation Act 1988 (Cth);
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Disability Discrimination Act 1992 (Cth);
Sex Discrimination Act 1984 (Cth);
Age Discrimination Act 2004 (Cth);
Racial Discrimination Act 1975 (Cth);
Australian Human Rights Commission Act 1986 (Cth);
Discrimination Act 1991 (ACT); and
Human Rights Act 2004 (ACT).

SUPPORTING INFORMATION:
Related Documents
Charter of Conduct and Values
Human Rights and Discrimination Policy

DEFINITIONS:

Terms

Definitions

Bullying

Bullying is repeated inappropriate behaviour, direct or indirect, whether verbal,
physical or otherwise, conducted by one or more persons against another or
others, that a reasonable person would regard as undermining the individual's
right to dignity through victimising, harming, humiliating, intimidating or
threatening a person or persons which therefore creates a risk to health and
safety.
Examples of behaviour that may be considered to be workplace bullying if they are
repeated, unreasonable and create a risk to health and safety include but are not
limited to:
abusive, insulting or offensive language or comments;
unjustified criticism or complaints;
deliberately excluding someone from workplace activities;
withholding information that is vital for effective work performance;
setting unreasonable timelines or constantly changing deadlines;
setting tasks that are unreasonably below or beyond a person's skill level;
denying access to information, supervision, consultation or resources to the
detriment of the worker;
spreading misinformation or malicious rumours;
changing work arrangements such as rosters and leave to deliberately
inconvenience a particular worker or workers.
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Civil Standard of
Proof

In civil proceedings, the standard of proof is held when the contested facts are
proved on the balance of probabilities. By this standard, a fact is proved to be true
if its existence is more probable than not.

Complaint

A grievance by a person(s) about inappropriate conduct by another person(s),
including discrimination, harassment or bullying.
On occasion more than one employee is aggrieved by the same or related actions
that may constitute workplace bullying. If those employees choose to act as a
group on this matter, such a group complaint is an acceptable form of complaint
and will be dealt with as a group complaint.

Complainant

The party who makes a complaint

Discrimination

Discrimination is when a person is treated less favourably than another person
because of certain attributes (direct discrimination) such as some cultural and
biological features such as sex, sexuality, transsexuality, relationship status, status
as a parent or carer, pregnancy, breastfeeding, race, religious or political
conviction, disability, membership or non-membership of an association or
organisation of employers or employees, age, profession, trade, occupation or
calling, or association with a person who has an attribute listed here.
Discrimination also may occur when a requirement that is the same for everyone
has an unfair effect on some people because of a certain attribute (indirect
discrimination).

Harassment

Workplace harassment includes offensive, belittling or threatening behaviour
toward an individual or group of employees.

Inappropriate
work behavior

Includes discrimination, harassment, sexual harassment, bullying, vilification and
victimisation.

Mobbing

Bullying behaviour where the perpetrator is a group of people rather than an
individual.

Procedural fairness Procedural fairness is concerned with the procedures used by a decision-maker
and/or investigator, rather than the actual outcome reached. It requires a fair and
proper procedure be used when making a decision or investigating a complaint.
Procedural fairness ensures that all parties are provided an opportunity to
respond to any complaint and/or evidence considered; that the investigator must
be unbiased; and any findings reached are supported by the evidence.
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Reasonable
management
action

Examples of reasonable management action includes but is not limited to:
setting reasonable performance goals, standards and deadlines;
rostering and allocating working hours where the requirements are
reasonable;
transferring a worker for operational reasons;
deciding not to select a worker for promotion where a reasonable process is
followed;
informing a worker about unsatisfactory work performance in an honest, fair
and constructive way;
informing a worker about inappropriate behaviour in an objective and
confidential way;
differences of opinion or other disagreements;
implementing organisational changes or restructuring;
taking disciplinary action, including suspension or terminating employment,
where grounds exist to do so.

Respondent

The party against whom the complaint is made.

Repeated Behavior

Repeated behaviour refers to the persistent nature of the behaviour and can
involve a range of behaviours over time.

Unreasonable
behaviour

Unreasonable behaviour means behaviour that a reasonable person, having
considered the circumstances, would see as unreasonable, including behaviour
that is victimising, humiliating, intimidating or threatening.

Victimisation

Victimisation occurs when a person does or threatens to do something that will be
detrimental to another person because they have lodged a complaint, are
considering lodging a complaint or they are or will be involved in the complaint
resolution process. Victimisation usually involves retaliation or retribution

Vilification

Vilification is behaviour that happens in the workplace that incites others to hate,
to have serious contempt for or to severely ridicule individuals or groups because
of their race, sexuality, transsexuality, HIV/AIDS status, or other personal
characteristic.

Worker

A person is a worker if they carry out work in any capacity at the University of
Canberra, including; an employee; contractor or subcontractor; an employee of a
contractor, subcontractor or labour hire company; a student gaining work
experience; or a volunteer.
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Human Rights and Discrimination Policy
Authority Source: Vice-Chancellor
Approval Date: 05/04/2016
Publication Date: 15/04/2016
Review Date: 05/04/2019
Effective Date: 05/04/2016
Custodian: Chief Executive, People and Diversity
Contact: ucpeople@canberra.edu.au
Accessibility: Public
Status: Published
In developing this policy the University had regard to the provisions of section 40B(1)(b) of the Human Rights
Act 2004 (ACT).

PURPOSE:
The intent of this policy is to support the University’s legislative obligations of the various discrimination
acts and the Human Rights Act 2004 in constructing a positive working environment, built on mutual
respect and consistent with the University’s Charter of Conduct and Values.
1. This policy asserts that:
all individuals have rights under legislation, for which the University commits to uphold;
appropriate action will be taken against individuals engaging conduct which limits the legislative
rights of others; and
all University decisions will be made, and policies will be written and enacted, with due
consideration given to relevant human rights.

SCOPE:
1. This policy covers employees, students, contractors and others at the University of Canberra who are
engaged in University-related activity either on or off-campus.
2. Discrimination or other violations to the rights of others, by any member of the University
community against another is prohibited.

PRINCIPLE:
Introduction
Consistent with its legislative and policy commitments, the University commits to providing a work and
study environment free from discrimination which upholds the human rights of staff, students and others
at the University of Canberra who are engaged in University-related activity either on or off-campus. As
such, the University will seek to ensure that due regard is given to human rights in the application of
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workplace policies and administrative actions and that discrimination in all of its forms is appropriately
addressed.
Discrimination
The University affirms its continuing opposition to discrimination, whether direct or indirect, on the basis of
the attributes outlined in the discrimination definition outlined in relevant legislation and outlined below.
Human Rights, university policy and administrative decision-making
1. As a public authority, as defined by the Human Rights Act 2004, the University of Canberra is
required to act consistently with the human rights defined therein and appearing in section 5.3 of the
policy below.
2. Human Rights in this policy refers to the Civil and Political Rights, and the Economic, Social and
Cultural Rights defined in Parts 3, and 3A of the Human Rights Act 2004 (ACT), and additionally our
responsibilities under section 27A, the Right to Education.
These rights include:
recognition and equality before the law;
privacy and reputation;
freedom of thought, conscience, religion and belief;
peaceful assembly and freedom of association;
freedom of expression; and
take part in public life.
3. Section 40B of the Act requires the University to “act consistently with human rights”. Acting
consistently with human rights means:
acting in a way that is compatible with human rights, and
giving “proper consideration to a relevant human right”.
4. In making administrative decisions, or producing and enacting university policies, the human rights of
employees, students and others in the University will be considered by the decision-maker, or decision
making body.
5. Note that the above considerations are not relevant where other legislation, Commonwealth or
Territory, expressly requires the act or decision to be made in a particular way, or the legislation itself is
inconsistent with a human right.
Complaint resolution
1. In circumstances where informal resolution attempts are unsuccessful, or where allegations are so
serious that the less formal approaches are inappropriate, the complainant may utilise the University’s
complaint processes.
2. Where the complainant is an employee, the procedure outlined in Schedule 6 of the University of
Canberra Enterprise Agreement will be utilised.
3. In circumstances where the respondent is an employee, consideration will be given as to whether
there may also have been a breach of the University of Canberra’s Charter of Conduct and Values.
4. Where the complainant is a student of the University, the Student Grievance Resolution Policy or the
Student Conduct Rules will apply, depending on the nature of the complaint.
5. Where a complaint is made against a student, the Student Conduct Rules will apply.
6. Where a complaint is made against a staff member by a student, the relevant authority investigating
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the student’s allegations will ensure that any actions taken in relation to the staff member arising from
the complaint will be done in accordance with the relevant processes outlined in the University of
Canberra Enterprise Agreement.
7. In instances where the complainant is both an employee and a student of the University, Human
Resources and the Dean of Students will determine the appropriate processes under which the complaint
should be handled depending upon the nature of the complaint.
8. In instances where a complaint is brought against someone who is both a student and a staff
member, Human Resources and the Dean of Students will determine the appropriate processes under
which the complaint should be handled depending upon the nature of the complaint.
9. In some circumstances it may be appropriate to deal with the complaint under both the student and
the worker processes concurrently.
Implementation
This policy will be implemented through training, communication and awareness-raising, and will be
monitored and reviewed on a regular basis.

RESPONSIBILITIES:
The following table provides a high-level summary of key roles and responsibilities in relation to this policy.
Who

Responsibilities

Vice-Chancellor

Approval of this policy following VCG discussion

University Management Advisory Committee

Endorsement of this policy

Chief Executive People and Diversity; Dean of
Students and Secretary to Council

Co-Owner of policy and decision-makers in
relation to staff/Student matters under this
policy

Managers

Implement this policy in their area of
responsibility

Staff, Students, Contractors and others engaged in
University-related activity either on or off-campus

Comply with the policy

LEGISLATION:
This policy is governed by the:
Fair Work Act 2009 (Cth)
Work Health and Safety Act 2011 (ACT)
The Safety, Rehabilitation and Compensation Act 1988 (Cth)
Disability Discrimination Act 1992 (Cth)
Sex Discrimination Act 1984 (Cth)
Age Discrimination Act 2004 (Cth)
Racial Discrimination Act 1975 (Cth)
Australian Human Rights Commission Act 1986 (Cth)
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Human Rights Act 2004 (ACT)
Discrimination Act 1991 (ACT)

SUPPORTING INFORMATION:
Related Documents
Charter of Conduct and Values
Respect at Work (Prevention of Bullying) Policy
Schedule 5 of the University of Canberra Enterprise Agreement;
Student Grievance Resolution Policy
University of Canberra (Student Conduct) Rules 2015

DEFINITIONS:

Terms

Definitions

Direct
Where a person treats or proposes to treat another person unfavourably because the
Discrimination other person has an attribute mentioned either in this policy or in relevant legislation.
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Discrimination Discrimination occurs when a person or groups of persons:
1. Harasses the other person because the person has an attribute referred to
below;
2. Treats or proposes to treat the other person unfavourably because the other
person has an attribute referred to below; or
3. Imposes or proposes to impose a condition or requirement that has, or is likely
to have, the effect of disadvantaging people because they have an attribute referred
to below:
Because of their race, colour, descent, national or ethnic origin, or cultural
group as defined under the Racial Discrimination Act 1975 (Cth), or the
Discrimination Act 1991 (ACT);
Or because of their sex, sexual orientation, intersex status, marital status,
pregnancy, family responsibility, or breastfeeding as defined under the Sex
Discrimination Act 1984, or the Discrimination Act 1991 (ACT);
Or because of a disability as defined under the Disability Discrimination Act
1992, or the Discrimination Act 1991 (ACT);
Or because of age as defined under the Age Discrimination Act 2004, or the
Discrimination Act 1991 (ACT);
or on the grounds outlined in the Australian Human Rights Commission Act
1986 (Cth), and the Human Rights Act 2004 (ACT), including: industrial,
political or religious belief, affiliation, or activity; spent or irrelevant criminal
conviction; profession, trade or occupation; association (whether as a relative
or otherwise) with a person identified by reference to an attribute referred to
above; or other attributes as legislation is amended from time-to-time.

Harassment

Harassment includes offensive, belittling or threatening behaviour toward an individual
or group of employees

Human Rights

Human Rights in this policy refer to the Civil and Political Rights, and the Economic,
Social and Cultural Rights defined in Parts 3, and 3A of the Human Rights Act 2004
(ACT).
They include the right to;
Recognition and equality before the law;
Privacy and reputation;
Freedom of thought, conscience, religion and belief;
Peaceful assembly and freedom of association;
Freedom of expression;
Take part in public life.

Indirect
Where a person or organisation imposes or proposes to impose a condition or
Discrimination requirement that has, or is likely to have, the effect of disadvantaging people because
they have an attribute mentioned either in this policy or in relevant legislation.
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Others
engaged in
Universityrelated
activity either
on or offcampus

Volunteers, contractors, sub-contractors, visiting academics, adjuncts and others who
engage in University-related activities. As a public authority as defined under the
Human Rights Act 2004 (ACT), the University’s Human Rights obligations extend more
broadly than solely to our staff and students
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Disability Policy
Authority Source: Vice Chancellor
Approval Date: 19/05/2010
Publication Date: 12/08/2010
Review Date: 12/12/2016
Effective Date: 19/05/2010
Custodian: Director, Student Life
Contact: inclusion@canberra.edu.au
Accessibility: Public
Status: Published
In developing this policy the University had regard to the provisions of section 40B(1)(b) of the Human Rights
Act 2004 (ACT).

PURPOSE:
The University has a responsibility to ensure that people with disabilities are able to work and study on an
equitable basis with other members of the University community in an environment that is free from
harassment or discrimination.
The University seeks to ensure that staff members and students with disabilities are provided with the
opportunity to fully participate in University life and to realise their individual potential.
This document outlines the University’s policy to support staff members and students with a disability and
to comply with relevant legislation.

SCOPE:
This policy applies to both staff and students of the University.

PRINCIPLE:
1. The University will educate staff to develop informed views, behaviours and attitudes about disability
issues.
2. The University will educate teaching staff members to develop informed teaching practices relevant
to teaching students with disabilities.
3. The University will ensure that reasonable adjustments are made to ensure that people with
disabilities have access to and participate in the academic, occupational and/or social activities of the
University. In cases, where the adjustment could bring unjustifiable hardship upon the University, it may
be deemed that the University is not obligated to provide the requested or recommended adjustment.
4. In making reasonable academic adjustments, the University will ensure that the academic integrity of
courses and programs offered is maintained to the appropriate standards.
5. The University will promote access to employment and education for people with a disability,
maintaining consistency with the merit principle.
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6. Harassment, discrimination or bullying by any member of the University community, including
contractors and visitors, against another on the basis of disability is prohibited.
7. The University will ensure that people with disabilities are provided with opportunity for consultation
and participation in decision-making relevant to their role within the University and that matters specific
to the needs of people with disabilities are included in relevant University plans.
8. The University recognises and respects the right to confidentiality of information related to a person's
disability. However, the University may seek information about a person's disability:
in order to substantiate eligibility for services;
to make reasonable adjustment for the person to enable them to participate in relevant activities;
for statistical record-keeping for purposes of accountability and monitoring;
to provide information to funding agencies or government bodies; and/or
to monitor or evaluate policies and programs.
9. The University recognises the sensitivity surrounding the disclosure of an individual’s disability.
However, in rare cases where an emergency occurs that threatens the safety of the individual or other
members of the University community, the University may disclose information to ensure the safety of
the individual or others is maintained.

RESPONSIBILITIES:
The implementation of this policy is the responsibility of all staff and students of the University; however,
some areas of the University community have specific responsibilities, which are outlined in the University’s
Disability Action Plan.

LEGISLATION:
The University’s policies and programs for staff and students with disabilities are informed by relevant
guidelines and legislation, including:
The Commonwealth Disability Discrimination Act (1992)
The Commonwealth Disability Standards for Education (2005)
The ACT Discrimination Act (1991)
The ACT Human Rights Act (2004)
The Commonwealth Privacy Act (1988)
AVCC Guidelines relating to Students with a Disability (2006)
AVCC Guidelines on Information Access for Students with Print Disabilities (2004)

DEFINITIONS:

Terms

Definitions

Reasonable A reasonable adjustment is a measure or action taken to ensure equal opportunity for
Adjustment people with a disability.
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Disability

The Commonwealth Disability Discrimination Act (1992) defines "disability", in relation to
a person, as:
1. total or partial loss of the person’s bodily or mental functions; or
2. total or partial loss of a part of the body; or
3. the presence in the body of organisms causing disease or illness; or
4. the presence in the body of organisms capable of causing disease or illness; or
5. the malfunction, malformation or disfigurement of a part of the person’s body; or
6. a disorder or malfunction that results in the person learning differently from a
person without the disorder or malfunction; or
7. a disorder, illness or disease that affects a person’s thought processes, perception
of reality, emotions or judgment or that results in disturbed behaviour; and includes a
disability that:
presently exists; or
previously existed but no longer exists; or
may exist in the future (including because of a genetic predisposition to that
disability); or
is imputed to a person.
To avoid doubt, a disability that is otherwise covered by this definition includes behaviour
that is a symptom or manifestation of the disability.

LINKS:
Procedures/ Guideline Supporting this policy:
Disability Action Plan

NOTES:
Context
A person requiring adjustment should provide reasonable notice of the need for adjustment and necessary
documentation to support this request. Staff members who require adjustment should discuss their needs
with their supervisor or other senior officer in their organisational unit. Students who require adjustments
should discuss their needs for academic adjustment with a University Inclusion Advisor in the first instance.
Adjustments will be made in line with legislative guidelines
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Work Health and Safety Policy
Authority Source: Vice-Chancellor
Approval Date: 19/07/2016
Publication Date: 21/07/2016
Review Date: 19/07/2019
Effective Date: 21/07/2016
Custodian: Chief Executive, People and Diversity
Contact: HealthandSafety@canberra.edu.au
Accessibility: Public
Status: Published
In developing this policy the University had regard to the provisions of section 40B(1)(b) of the Human Rights
Act 2004 (ACT).

PURPOSE:
This Policy defines the principles of the health and safety commitment of the University of Canberra and its
approach to the continuous improvement and compliance of health and safety in the workplace.

SCOPE:
This Policy applies to all workers of the University of Canberra as well as students, affiliates and other
visitors unless otherwise agreed.

PRINCIPLE:
The University will ensure, as far as is reasonably practicable:
1. the health and safety of workers engaged by the University, and workers whose activities in carrying
out work are influenced or directed by the University, while the workers are at the workplace; and
2. that the health and safety of other persons is not put at risk from work carried out as part of the
conduct of the University.
Implementation
The University will undertake the following activities in fulfilling its commitment to a healthy and safe
workplace:
1. develop, implement and maintain a health and safety management system which includes the
requirements of this Policy;
2. comply with applicable health and safety legislation as well as other requirements such as Codes of
Practice or Australian Standards;
3. implement a health and safety risk management process to ensure workplace hazards are identified,
assessed, controlled and reviewed where they are not able to be eliminated;
4. allocate sufficient financial and physical resources to enable the effective implementation of the Work
Page 1 of 4

Health and Safety (WHS) Policy;
5. implement arrangements for the consultation of health and safety matters;
6. ensure, so far as is reasonably practicable:
the provision and maintenance of a work environment without risks to health and safety;
the provision and maintenance of safe plant and structures;
the provision and maintenance of safe systems of work;
the safe use, handling, storage and transport of plant, structures and substances;
the provision of adequate facilities for the welfare at work of workers in carrying out work for the
business or undertaking, including ensuring access to those facilities;
the provision of any information, training, instruction or supervision that is necessary to protect
all persons from risks to their health and safety arising from work carried out as part of the
conduct of the business or undertaking; and
that the health of workers and the conditions at the workplace are monitored for the purpose of
preventing illness or injury of workers arising from the conduct of the business or undertaking.
7. provide injury management guidelines to assist staff who sustain a work-related illness or injury in
order to support them to achieve a timely, safe and sustainable return to work;
8. establish measurable objectives and targets for health and safety aimed at the elimination of workrelated illness and injury; and
9. report on measurements and targets to Council, Audit and Risk Management Committee, Senior
Management and the Work Health and Safety Management Committee and associated sub committees;
Ensure that the Health and Safety Office and University websites are updated with current legislative and
University of Canberra WHS Management System requirements.

RESPONSIBILITIES:
A high-level summary of key roles and responsibilities in regards to this policy are outlined below.
Who

Responsibility

Vice-Chancellor

The Vice-Chancellor has responsibility for, and is committed to, the effective
implementation of the University Work Health and Safety Policy.

Council

The governing body of the University is the Council as set out in the University of
Canberra Act 1989 (ACT). University Council has the responsibility to oversee the
monitoring of the University’s workplace health and safety performance against
objectives and targets.

Senior Executive Senior Executive has primary responsibility and accountability for the implementation
of University policies at all levels of the organisation and the overarching
responsibility for workplace health and safety.
Managers and
Supervisors

Understand, promote and comply with health and safety policies, procedures and
related work health, safety management system documentation.
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Workers

Workers include employees, contractors and volunteers working for the University of
Canberra. Under the WHS Act, workers must take reasonable care for their own
health and safety and take reasonable care that their actions or omissions do not
adversely affect the health and safety of others.

Students/others Students and other persons at the workplace have a duty to take reasonable care for
their own health and safety. They also have a duty to take reasonable care that their
acts or omissions do not adversely affect the health and safety of other persons. They
must also comply, so far as they reasonably can, with any reasonable instruction
given by the person conducting the business or undertaking to allow the person to
comply with the WHS Act.
Human
Resources

To provide advice regarding specific health and safety matters, update the University
on legislative changes and assist with the development, implementation and
monitoring of this Policy and the workplace health and safety management system.

LEGISLATION:
Work Health and Safety Act 2011 (ACT);
Safety, Rehabilitation and Compensation Act 1988 (SRC Act)
Work Health and Safety Regulations 2011;
Dangerous Substance Act 2004; and
relevant Codes of Practice, National and Australian Standards.

SUPPORTING INFORMATION:
WH&S-140.3 Roles and Responsibilities for WH&S – Guidelines
Injury & Rehabilitation Management Guidelines
Resilience Management Framework
Risk Management Plan and Tools
For WHS procedural requirements of Contractors, please refer to the Contractor Portal

DEFINITIONS:

Terms

Definitions

health

Means physical and psychological health

reasonably In relation to a duty to ensure health and safety
practicable
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worker

An individual who carries out work in relation to a business or undertaking, whether for
reward or otherwise, under an arrangement with the person conducting the business or
undertaking, including work as:
an employee; or
a contractor or subcontractor; or
an employee of a contractor or subcontractor; or
an employee of a labour hire company who has been assigned to work in the person’s
business or undertaking; or
an outworker; or
an apprentice or trainee; or
a student gaining work experience; or
a volunteer; or
a person of a prescribed class.
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