TE AHO O TE KURA POUNAMU

SPECIALIST AND SUPPORT STAFF
COLLECTIVE AGREEMENT

19 October 2011- 25 April 2014

(Formally known as The Correspondence School Specialist and Support Staff Collective
Agreement)
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PART 1 - PARTIES AND TERM OF THIS AGREEMENT

11

1.2

1.3

14

141

1.4.2

PARTIES

The parties to this agreement are the Secretary for Education acting under delegation
from the State Services Commissioner made pursuant to s 23 State Sector Act 1988
(“the Ministry”) and acting in accordance with s 74(5) of that Act; and New Zealand
Educational Institute Te Riu Roa (Inc.) (“the Union”);

COVERAGE

This agreement is made pursuant to the Employment Relations Act 2000 and is binding
on the following:

(@) The Board of Trustees of Te Aho O Te Kura Pounamu (“Te Kura” or “the
employer”).

(b) every employee, as defined in 2.2, who is, or who becomes a member of the
Union.

Note: Appendix A of this agreement outlines the principles, agreed between the
employer and the union, for determining collective agreement coverage.

TERM
The term of this agreement is 19 October 2011 to 25 April 2014.
VARIATION OF AGREEMENT

The parties agree that the terms and conditions in this agreement may be varied at any
time by written agreement between the Ministry and the Union.

The variation may be limited to employees directly affected by the proposed variation.
For the purpose of this clause the phrase "employees directly affected” shall mean only
those employees whose terms of employment will be altered as a result of the
proposed variation.

PART 2 - DEFINITIONS

2.1

2.2

Unless otherwise specified, terms in this agreement will have the same meaning as the
Employment Relations Act 2000 and other relevant legislation.

“Employee” means a person employed by Te Kura who is engaged in specialist or
support staff positions, with the following exceptions:

e Those employees who are considered members of the Senior Leadership Team
and/or the fourth and upward tiers of management; and

e Those in positions reporting directly to members of the Senior Leadership Team;
and

e Those in management positions who have responsibility for appraisal and
performance management; and

e External teachers aides, which are those occupying positions created by
discretionary allocation.



2.3

2.4

A “permanent salaried employee” (full time or part time) is an employee who is
employed on an ongoing basis at the time of the appointment.

o A full time employee is employed for 40 hours per week.

e A part time employee is an employee who is employed regularly for fewer hours
than those specified above and/or for less than 52 weeks of the year. Any
employee who was appointed as a limited tenure employee shall continue to work
the previously agreed hours and weeks, unless varied by mutual agreement.

A “fixed term employee” is appointed in addition to the regular staff or to replace an
absent member of the regular staff, for a specific purpose or for a specific period.
Genuine and reasonable grounds for all fixed term positions shall be identified as per
s66 of the Employment Relations Act 2000. The purpose or period of employment and
the reasons shall be defined in writing. Clause 8.3 shall not apply to a fixed term
employee.

PART 3 - HOURS OF WORK AND OVERTIME

3.1

3.1.1

3.1.2

3.1.3

3.2

3.2.1

3.2.2

HOURS OF WORK

The hours of work will not exceed 40 per week, Monday to Friday, unless varied by the
parties.

The employer will allow employees to work flexible hours. The use of flexible working
hours must not inhibit the functions and operational requirements of Te Kura. Where
flexible hours are worked the employee may be required to keep a record of hours
worked. Flexible hours provide for:

(@) The hours of work to be worked between 7am and 6pm daily with two tea breaks
of ten minutes plus a break for lunch of no less than 30 minutes in duration and
no more than two hours.

(b) Attendance during the core hours of 9.30 am to 3.30pm.

An employee may be required to start and/or finish work outside the hours specified in
clause 3.1.2, subject to mutual agreement.

OVERTIME

All time required by the employer to be worked in excess of 40 hours per week, or 8
hours per day or outside of Monday to Friday inclusive or on public holidays shall be
deemed to be overtime. Computation shall be on a daily basis and payment for
overtime shall be at time and a half or alternatively by mutual agreement time off in lieu
may be taken on the basis of up to one hour for each additional hour worked. These
provisions apply to all employees covered by this agreement.

The maximum an employee can earn in terms of salary and overtime is $47,500 pa. In
the case of employees whose annual salary is $47,500 or more no overtime payment
shall be made. Time off in lieu may be taken at mutually agreed times on the basis of
up to one hour for each additional hour worked.



PART 4 - REMUNERATION

4.1

4.2

REMUNERATION POLICY OBJECTIVES

The objectives of the remuneration policy are to:

e ensure fair and equitable remuneration having regard to internal relativity, the rate
for the job and Te Kura’s equal employment opportunities policy.

e recognise and reward differences in individual ability and performance.
e maximise career path opportunities both horizontally and vertically.

e provide appropriate pay ranges for conditions requiring different levels of
responsibility, experience, skills and knowledge.

o reflect the Te Kura’s ability to pay.
SALARY LEVELS AND RATES

Jobs of similar responsibility, experience, skills and knowledge have been placed
together in four different levels (A-D). Any new or significantly changed position will be
evaluated and placed on the appropriate salary rate in the relevant salary level.

The incremental step range which operates in all salary levels (A-D) up to specific
salary rates provides for annual salary progression based on achievement of
reasonable satisfactory performance.

The range of rates range which operates in salary levels B, C and D provides for salary
progression based on performance that is consistently above the reasonable
satisfactory performance level.

Each level has a minimum and maximum salary for the designated positions listed in
that level. The level that applies to a specific position will be recorded in the job
description for that position.

Employees shall not refuse reasonable requests to provide short term cover in a
position in a different level from the employee’s own position where the employee has
the required skills to do so.



Level A

Position Characteristics

Routine tasks.

Little or no independent problem solving.

Little or no previous experience in role required.

Communicates by listening to others and responding promptly; some routine written recording.
Adapts to new situations with assistance.

Works with others to establish and maintain constructive working relationships.

Agrees with and monitors personal objectives and performance standards and identifies and works to
priorities.

Has basic knowledge and practical skills and performs a range of directed tasks under supervision.
¢ No financial or staffing delegation.

e High level of supervision.

Rates Rates Rates Examples of
Rates effective effective | effective | positions that
Steps effective Steps 19 25 July 30 April would be
P 1 P 2012 2013 consistent with
October C
May 2010 characteristics
2011 S
description
Entry(i) 1 $27,694
2 $28,582 Entry(i) 1 $28,939 $29,301 $29,667 | (i) Despatch
3 | $29,469 2 | $29,837 | $30,210 | $30,588 O_ff'cer
4 | $30,356 3 | $30,735 | $31,120 | $31,509 g':)ler‘;lfsource
Max (i) 5 $31,243 | Max (i) 4 $31,634 | $32,029 | $32,429 (i) Resource
Entry (ii) 6 $31,785 | Entry (i) 5 $32,182 $32,585 $32,992 | Recycler
7 $32,667 6 $33,075 $33,489 $33,907 | (i) Mail Clerk
8 $33,549 7 $33,968 $34,393 $34,823
9 $34,431 8 $34,861 $35,297 $35,738 | (i) Admin _
10 | $35313 o | $35754 | $36201 | $36,654 | SuPpOrtOfficer
(ii) Enrolment
11 $36,196 10 $36,648 $37,107 $37.570 | Administration
12 $37,078 11 $37,541 $38,011 $38,486 | Support
13 $37,960 12 $38,435 $38,915 $39,401 | (ii) Receptionist
Max (i) | 14 | $38,843 | Max (i) | 13 $39,329 | $39,820 | $40,318 | (ii) Library
Assistant
(i) Purchasing
Officer




Level B

Position characteristics

Mostly routine tasks.

Some level of independent problem solving.

Some previous experience and skills required.

Communicates by delivering effectively with well structured written/ spoken communication; some non-
routine written drafting and recording.

Adapts well to new situations.

Works with others to establish and maintain constructive working relationships.

Is able to evaluate implications and risks of proposed work, draw conclusions and discuss with others.
Applies knowledge and practical skills to perform tasks of some complexity independently with limited
supervision.

Can identify consequences when decision making.

¢ Ongoing supervision and feedback to manager required.

Rates Rates Rates Rates Examples of positions
effective | effective | effective | effective that Wopuld be Eonsistent
Steps 1 19 25 July 30 April . Lo
May | October | 2012 2013 with characteristics
2010 2011 description
Entry (iii) 1 $36,767 | $37,227 | $37,692 | $38,163 | (iii) Inward Goods Officer
2 $37,788 | $38,260 | $38,739 $39,223 | (iii) Team Administrator
3 $38,808 | $39,293 | $39,784 $40,282
4 $39,830 | $40,328 | $40,832 $41,342
5 $40,850 | $41,361 | $41,878 $42,401
6 $41,871 | $42,394 | $42,924 $43,461
7 | $42,893 | $43.429 | $43.972 | saa52p | (V) Personal Assistant
iv) Designer
Entry (iv) 8 | $43.914 | $44,463 | $45019 | $a5581 | (V) Desid
Maximum (iii) 9 $44,936 | $45,498 | $46,066 $46,642
10 $45,838 | $46,411 | $46,991 $47,579
11 $47,014 | $47,602 | $48,197 $48,799
Range of Rates Range of | Range of | Range of | Range of
Rates Rates Rates Rates
Maximum (iv)
$51,715 $52,361 | $53,016 $53,679




Level C

Position type characteristics

Few or no routine tasks

Independent problem solving required.

Previous experience/ knowledge/ skills required — including specialist/ technical knowledge in field.
Communicates ideas with little need for guidance by supervisor and is able to incorporate information
from external sources; high level of verbal and written skills required.

Likely to undertake some staff management.

Adapts to new situations and provides positive and constructive feedback.

Works with others to establish and maintain constructive working relationships.

Identifies the risks and recommends the solutions to minimise the risk.

High degree of applied knowledge and an understanding that enables problem solving in technical,
administrative and specialist fields.

Is able to delegate decision making.

e Some level of supervision, regular reporting required.

Rates Rates Rates Rates Examples of
effective effective effective effective positions that would
Steps 1 19 October 25 July 30 April be consistent with
May 2010 2011 2012 2013 characteristics
description
Minimum 1 $47,860 $48,458 $49,064 $49,677 Senior Multi Media
Developer
2 $49,189 $49,804 $50,426 $51,057
HR Coordinator
3 $50,520 $51,152 $51,791 $52,438
Warehouse Manager
4 $51,850 $52,498 $53,154 $53,819 o
Librarian
5 $53,176 $53,841 $54,514 $55,195
6 $54,891 $55,577 $56,272 $56,975
Midpoint 7 $56,373 $57,078 $57,791 $58,514
Range of Range of Range of Range of Range of
Rates Rates Rates Rates Rates
Maximum $65,275 $66,091 $66,917 $67,754




Level D

Position characteristics

e Medium to high level problem solving required.
e Considerable experience/ knowledge/ technical skills required.
¢ Staff management likely.
o Develops and delivers ideas independently.
e Initiates change; high level verbal and some complex written skills required.
e Works with others to establish and maintain constructive working relationships.
e Actual and perceived risks are identified and contingency plans developed.
e Ability to review/audit processes/ practice.
e Applies technical knowledge to complex issues and manages high levels of risks.
e Makes decisions based on all-round benefits for student learning outcomes.
o Likely to have financial and/or staffing delegations.
Rates Rates Rates Rates Examples of positions that
effective effective effective effective P POS ,
Steps : would be consistent with
1 19 October 25 July 30 April h e L
May 2010 2011 2012 2013 characteristics description
Minimum 1 $58,954 $59,691 $60,437 $61,193 | Technical Support Analyst
2 $60,593 $61,350 $62,117 $62,894 | Team Leader - Multi Media
3 $62,230 $63,008 $63,795 $64,593 | Administration Manager
4 $63,867 | $64,665 $65,474 $66,202 | Education Advisor
5 $65,505 $66,324 $67,153 $67,992
6 $66,834 $67,669 $68,515 $69,372
Midpoint 7 $68,087 $68,938 $69,800 $70,672
Range of Range of Range of Range of Range of
Rates Rates Rates Rates Rates
Maximum $89,072 | $90,185 | $91,313 |$92454
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4.3

4.4

441

4.4.2

4.4.3

4.4.4

445

4.4.6

4.5

SALARY ON APPOINTMENT

Employees may be appointed to a salary anywhere within the minimum and maximum
of the applicable salary level. Factors to be considered in deciding the actual starting
salary rate will include:

e Previous relevant paid or unpaid work or experience
e Their level of relevant skills and knowledge

¢ Relevant academic and professional qualifications

o The level of expected performance.

ANNUAL SALARY REVIEW AND PROGRESSION

The salary of all permanent staff will be reviewed in January each year and will be
based on the performance achieved in the performance agreement for the previous 12
month period. The performance review must be completed prior to the salary review
being undertaken.

The salary review process will consist of a formal discussion between the employee
and their manager and the outcome of the discussion will be recorded. Any increase to
salary shall be effective from the first day of the first pay period in January.

Where the employee is paid in the incremental step range of a salary level, annual
progression to the maximum increment level of the employee’s level shall be subject to
satisfactory performance as defined in 4.4.4. The increase shall be to the next salary
step provided this does not exceed the maximum step, except where Te Kura agrees
to do so.

An employee shall be deemed to have performed satisfactorily where they have met
the requirements of the position to a reasonable satisfactory level and have received
no formal written warning for poor performance.

Where the employee is paid within the range of rates of a salary level, progression
shall be for performance that is consistently above the reasonable satisfactory level
required to be met under 4.4.4 above. The increase shall be no less that $1000,
provided this does not exceed the maximum step, except where Te Kura agrees to do
so.

The salary of any fixed term employee, provided their term of employment is greater
that one (1) year and the term will expire after 1 January of the year following, will be
reviewed in January.

BONUS PAYMENTS

Bonuses may be considered where an employee:

¢ has made a one-off contribution that was outside of or in excess of the key
achievements in the performance agreement; or

¢ s at the top of their salary range and performs exceptionally well; or
e is onincremental steps, and performs exceptionally well.

Bonuses are usually in line with the appropriate salary increase amount. An employee
cannot receive a salary increase and a bonus for the same achievement.

11



4.6

4.7

4.7.1

4.7.2

PAYMENT OF SALARIES

Salaries shall be paid fortnightly by direct credit to the employee's specified bank
account. The employee shall be paid the appropriate annual rate, according to the
hours and/or weeks actually worked.

QUALIFICATIONS

An employee with a grandparented qualification’s allowance upon the coming into force
of this agreement shall retain that allowance.

An employee who, while in the employ of Te Kura, attains a qualification which:
e is equivalent to level 6, or higher, on the NZQA framework; and

¢ has been agreed by Te Kura and the union to be relevant to the position held by
the employee,

shall either move to the next incremental step on their level or, if the employee’s salary
is within a range of rates, receive no less than $1000.

PART 5 - LEAVE

51

5.1.1

5.1.2

5.1.3

514

PUBLIC HOLIDAYS
The Holidays Act 2003 shall apply except where otherwise provided.

The following days shall be observed as public holidays and paid in accordance with
the provisions set out below:

Christmas Day Boxing Day

New Years Day The day after New Years Day

Waitangi Day Good Friday

Easter Monday Sovereign's Birthday

Easter Tuesday ANZAC Day

Labour Day Anniversary Day as observed in the locality concerned

In addition, the three working days between Christmas and New Year shall be granted
as Board Holidays.

In the event of a public holiday (excluding ANZAC and Waitangi Day) or a Board
Holiday falling on a Saturday or a Sunday, such holiday shall be observed on the
following Monday, and in the event of another holiday falling on such Monday then the
whole holiday shall be observed on the succeeding Tuesday.

Employees shall be paid for the public holidays listed in 5.1.1 above on the basis of the
hours they would normally work on the day of the week on which the public holiday is
observed.

An employee whose employment is terminated (including expiry of a fixed term
agreement) but whose final day of work is notionally extended by any annual leave
holiday entitlement (in accordance with s40 of the Holidays Act 2003) to include a
public holiday falling on a day normally worked would receive the relevant daily pay for
that day.

12



5.1.5

5.1.6

5.2

521

522

523

524

53

531

53.2

5.3.3

534

535

Except as provided in 5.1.3 and 5.1.4 above, it is not intended that an employee
specifically on leave without pay would be eligible for a paid public holiday.

An employee who is required to work on a public holiday shall be paid at the rate of
time and one half of their relevant daily pay for all time worked. If the public holiday the
employee works on is a day that would otherwise be a working day for the employee,
the employee shall be entitled to a paid alternative holiday to be taken at a subsequent
mutually agreed date.

ANNUAL LEAVE

The employee shall be entitled to 4 weeks paid leave for the purposes of annual leave
in addition to public and Board holidays. Such leave shall be taken at any time during
the year but subject to the employer's operational requirements.

Employees may accumulate up to five days annual leave. Approval must be obtained
to accumulate leave in excess of this. Employees shall be given adequate notice of
outstanding leave and will be provided with a reasonable opportunity to take such
accumulated leave.

Employees engaged on a part time basis for less than 52 weeks of the year are entitled
to the equivalent of four weeks’ annual leave. Payment for the leave entitlement is to
be made in accordance with the Holidays Act and at the commencement of the
Christmas break.

Where an employee’s employment is terminated before the end of the leave year
annual leave shall be paid in accordance with the Holidays Act 2003.

SICK LEAVE

Employees shall be entitled to ten working days sick leave per annum. Employees
shall be entitled to anticipate up to five days of their next entitlement.

Employees working part time shall be entitled to sick leave on a proportionately
reduced annual basis provided that their entittement shall not be less than that
contained in the Sick Leave section of the Holidays Act 2003.

Sick leave may be accumulated to a maximum of 150 days for use in subsequent
years, if not used in the year in which it is granted.

Employees who at the date of settlement of the 2010 collective agreement (19 March
2010) had accumulated sick leave in excess of 150 days shall have the accumulation
grandparented. For clarity:

e the accumulated balance will reduce if the employee’s use of sick leave exceeds
the annual entitlement in any given leave year, and

e the accumulated balance shall not increase beyond 150 days should the
employee use less than the annual sick leave entitlement in any given leave year.

The production of a medical certificate from a registered medical or dental practitioner
or other evidence of their ililness may be required for absences exceeding 5 working
days.

13



54

541

54.2

5.4.3

54.4

55

5.5.1

5.5.2

55.3

554

5.5.5

5.5.6

5.6

5.6.1

DOMESTIC LEAVE

The employer may grant an employee leave on pay as a charge against their sick
leave entittement when the employee is absent from work to attend to a person
dependent on the employee.

Employees working part time shall be entitled also to request that time off is granted to
attend to a dependent who is sick.

The production of a medical certificate from a registered medical or dental practitioner
or other evidence of their illness may be required.

Employees are referred to the Parental Leave clause should they wish to take leave in
the event of the birth or adoption of a child by an employee or an employee's partner.
Domestic leave is not to be used.

PARENTAL LEAVE

Parental leave shall be allowed in accordance with the requirements and provisions of
the Parental Leave and Employment Protection Act 1987.

This Act provides that on written application an employee shall be entitled to unpaid
parental leave provided that:

(@) The employee has worked for the employer for the immediately preceding six
months before the expected date of delivery or the date of adoption; and

(b) The employee has worked at least 10 hours per week during that period.

Parental Leave is:

(@) Maternity leave of up to 14 weeks;
(b) Special leave of up to 10 days;

(c) Paternity leave of up to 2 weeks; and
(d) Extended leave of up to 52 weeks.

When a staffing surplus is declared involving a position that is usually occupied by an
employee who is on parental leave, then the deployment provisions that would apply to
other staff members who are part of the same surplus will apply.

An employee on parental leave must be notified if their position is to be disestablished
as a result of surplus staffing.

On returning from parental leave the employee is entitled to resume work in the same
or similar position to the one they occupied at the time of commencing parental leave.

BEREAVEMENT/TANGIHANGA LEAVE

An employee shall be granted bereavement leave on full pay to discharge their
obligations and/or to pay their respects to a deceased person with whom they have
had a close association. Such obligations may exist because of blood or family ties or
because of particular cultural requirements such as attendance at all or part of a
Tangihanga (or its equivalent).

14



5.6.2

5.6.3

5.6.4

5.6.5

5.6.6

57

571

5.7.2

5.7.3

574

In granting time off the employer must administer these provisions in a culturally
sensitive manner taking into account:

(@) The closeness of the association between the employee and the deceased (Note:
this association need not be a blood relationship).

(b) Whether the employee has to take significant responsibility for any or all of the
arrangements to do with the ceremonies resulting from the death;

(c) The amount of time needed to discharge properly any responsibilities or
obligations;

(d) Reasonable travelling time should be allowed, but for cases involving overseas
travel that may not be the full period of travel.

(e) Any bereavement leave granted by the employer will not be of shorter duration
than the minimum amounts set out by s70 Holidays Act 2003.

A decision must be made as quickly as possible so that the employee is given the
maximum time possible to make any necessary arrangements. In most cases the
approval will be given immediately, but may be given retrospectively where necessary.

If paid bereavement leave is not appropriate then annual leave or leave without pay
should be granted.

(@) Where an employee is absent on annual leave and a bereavement occurs the
employer shall be notified and will determine the number of days of bereavement
leave to be granted in accordance with 5.6.2 above. The days shall replace the
annual leave.

(b) If bereavement leave is sought while an employee is absent on sick leave or any
other leave with pay, the employer may agree to such leave being interrupted and
bereavement leave being granted in its place.

(c) The above provisions will not apply if the employee is on leave without pay.

Payment of bereavement leave will be an amount that is equivalent to the employee’s
relevant daily pay for each day of bereavement taken by the employee that would
otherwise be a working day for the employee.

PROFESSIONAL DEVELOPMENT

The parties agree that ongoing professional development is an important component of
the provision of quality support services within schools. Further the parties
acknowledge that the provision of quality support services is aided by appropriately
qualified staff.

Both the employer and employee are responsible for discussing and identifying
appropriate professional development opportunities. This should occur on at least a 12
monthly basis and where possible be linked to the annual appraisal process.

Subject to 5.7.6, the employer may require an employee covered by this agreement to
attend professional development opportunities for up to five days in each calendar
year. The identification of such opportunities is likely to arise from the process referred
toin 5.7.2.

The most appropriate opportunities may be within or outside of the employee’s normal
working hours. When considering such opportunities, the employer will give every
reasonable regard to the employee’s external responsibilities and commitments.

15



5.7.5

5.7.6

5.7.7

5.7.8

579

5.8

5.9

Where the employee considers that they are not being provided with an appropriate
professional development opportunity through the process referred to in 5.7.2, the
employee may apply to the Chief Executive or their delegate to have their attendance
at a particular course approved and reimbursed in accordance with this clause. Such
approval will be at the discretion of the Chief Executive or their delegate based on the
principles expressed in this clause (5.7).

Where professional development occurs outside of work hours or on a day not
normally worked, the employee shall receive full pay for the time spent at the course,
including reasonable travelling time, for a maximum of eight hours per day. In addition
the course costs and reasonable expenses shall be met by the employer. A minimum
of four week’s notice of any such course will be given to the employee.

Where professional development occurs on a day or days the employee would
normally work, the employee will be entitled to have course costs and reasonable
expenses paid by the employer in addition to normal wages for the day. Where the
course length, including reasonable travelling time, exceeds the hours normally worked
on the day, those additional hours shall also be on full pay to a maximum of eight.

Where the employer requires the employee to use their own vehicle reasonable
expenses shall be as per 6.1. The applicable rate for mileage payments is as per the
Inland Revenue guidelines.

The overtime provisions in this agreement shall not apply to the time spent on
professional development.

EMPLOYMENT RELATIONS EDUCATION LEAVE

Leave will be granted in accordance with Part 7 of the Employment Relations Act 2000.
OTHER LEAVE

The employer may, at its discretion, grant an employee special leave with or without

pay on such terms and conditions as it may approve. Examples of the type of leave
are: first aid training, study leave, jury service.

PART 6 - EXPENSES AND ALLOWANCES

6.1

6.2

6.2.1

EXPENSES

Provided approval in advance has been obtained by an employee, the employer will
reimburse the actual and reasonable expenses incurred because of work activities.

HIGHER DUTIES

€)) Until 31 December 2012, where an employee is required to undertake the full

duties and responsibilities of a higher position, whether or not covered by this
agreement, for five consecutive working days or more (including the
management and planning responsibilities), the employee shall be paid a higher
duties allowance based on the greater of either:

o the difference between the salary the employee normally receives and
salary for the higher position; or

e 6.5% of the salary of the employee acting in the higher position.
16



6.2.2

6.2.3

PART 7

7.1

7.1.1

7.1.2

7.2

7.3

7.3.1

7.3.2

7.3.3

7.3.4

7.3.5

(b) From 1 January 2013, where an employee is required to undertake the full
duties and responsibilities of a higher position, whether or not covered by this
agreement, for more than five consecutive working days (including the
management and planning responsibilities), the employee shall be paid a higher
duties allowance based on the greater of either:

o the difference between the salary the employee normally receives and
salary for the higher position; or

e 6.5% of the salary of the employee acting in the higher position.
For clarity: 6.2.1 (b) replaces 6.2.1 (a) with effect from 1 January 2013

The allowance shall only be paid where the employee competently discharges these
higher duties.

An employee required to undertake only some of the duties will be paid at a lesser rate.

- GENERAL TERMS AND CONDITIONS
EQUAL EMPLOYMENT OPPORTUNITIES AND GOOD EMPLOYER PROVISIONS

The equal employment opportunities and good employer provisions of the State Sector
Act 1988 apply.

The Ministry of Education and NZEI Te Riu Roa agree with the Government's
aspiration in the Pay and Employment Equity Plan of Action that remuneration, job
choice, and job opportunities in the state education sector should not be affected by
gender.

SEXUAL HARASSMENT

The parties to this agreement consider sexual harassment in the workplace is not
acceptable. An employee is sexually harassed in his/her employment (whether by a co-
employee or by a client or customer of the employer) if the circumstances described in
section 108 of the Employment Relations Act have occurred.

WORKING CONDITIONS OF EMPLOYEES

Attention is drawn to the provisions of the Health & Safety in Employment Act 1992 and
the Health and Safety in Employment Amendment Act 2002 and any amendment or
any other relevant legislation or code subsequently introduced.

Attention is also drawn to the policies and procedures adopted by Te Kura in relation to
its commitment to health and safety as outlined on the intranet.

The parties agree to comply with the Code of Practice for Visual Display Units issued
by the Labour Department.

The employer acknowledges and supports the existence of the workplace Employee
Participation Programme / Health and Safety Committee which provides a forum for
recommendations to the employer and contributes to the development of sound health
and safety policy and procedures.

The employer will provide protective clothing where necessary.
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7.3.6

7.3.7

7.4

74.1

7.4.2

7.5

7.5.1

7.5.2

Where an employee (excluding a nurse aide or nurse) holds a current first aid
certificate or recognised nursing qualification and is a designated first aider in Te Kura,
such an employee shall be paid an allowance of 35 cents per hour while so
designated. The employer shall meet the cost (up to a maximum of $160) of obtaining
and renewing a first aid certificate from a recognised provider for a designated first
aider.

(a) Eye Tests — any permanent employee whose regular weekly hours of work are
not less than 20 and who is required to work on a VDU at least 50% of their
normal working time shall be entitled to an eye test biennially or as required at the
employer’'s expense. If the test discloses that prescription lenses are required for
the normal viewing distance of a VDU, or that an eyesight problem has been
created or worsened by a VDU, then the actual and reasonable cost of
prescription lenses will be met by the employer. The employer will also meet the
actual and reasonable cost of spectacle frames where the employee requires
prescription lenses for the first time. The cost to Te Kura shall not exceed $300
per annum for any individual, as reflected in the policy of Te Kura.

(b) If the employee chooses contact lenses the employer will meet the costs only up
to the level required to be met under (a) above.

EMPLOYEE ASSISTANCE

The parties commit themselves to the continuation of an employee assistance
programme based on the following statement of principle:

"It is in the best interest of the employer and the employee that a person with impaired
work performance should receive early assistance and at the same time be assured
that receiving such assistance will in no way be detrimental to their career.”

On-site and off-site assistance will be provided to employees on the following basis:
e It will be voluntary

o It will be confidential and no records will be placed on personal files

e Appropriate professional personnel will be available

e Consideration will be given to meeting costs

e Sick leave provisions apply.

o Employees will not be adversely affected or penalised by participation in respect of
promotional opportunities and job security.

o Self referral is encouraged
¢ It is available when the work of the employee is affected by the personal problems

of family members.
VACANCIES AND APPOINTMENTS

Where an employer intends to fill a position that is vacant in Te Kura (other than with a
fixed term employee) the employer shall wherever practicable, notify or advertise the
vacancy in a manner sufficient to enable suitably qualified persons to apply for the
position.

Attention is drawn to the State Sector Act 1988 in so far as it provides that the person
best suited to the position shall be appointed.
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7.5.3

7.6

7.6.1

7.6.2

7.6.3

7.6.4

7.7

7.7.1

Every appointee to a vacancy shall be notified in writing of:
(&) the appointment; and

(b) the salary to be paid; and

(c) the hours and weeks to be worked; and

(d) the purpose and /or duration of employment if the appointment is to a fixed term
position.

RE-ENTRY AFTER ABSENCE DUE TO CHILDCARE

An employee who resigned to care for pre-school children may apply for re-
employment under preferential provisions provided that:

(a) The absence does not exceed four years from the date of resignation or, five
years from the date of cessation of duties to take up parental leave.

(b) The applicant must:
e Produce a birth certificate for the pre-school child;

e Sign a statutory declaration to the effect that absence has been due to the
care of a pre-school child and paid employment has not been entered into for
more than 15 hours per week or other income received during that absence.

Note: Where paid employment has been entered into for substantially more than 15
hours per week, or other income earned at a rate in excess of a weekly average
equivalent to 15 hours, eligibility for re-entry under these provisions will be at the
discretion of the employer.

(c) An applicant seeking re-employment with the employer should give at least 3
months' notice and renew that notice at least one month before the date he/she
wishes to return to work, or one month before the expiry of the period in (a),
whichever is the earlier.

Where the applicant meets all the provisions of clause 7.6.1 above and, at the time of
application:

(@) has the necessary skills to competently fill a vacancy which is available; and

(b) the position is substantially the same in character and at the same or lower salary
and grading as the position previously held,

then the applicant under these provisions is to be appointed in preference to any other
applicant for the position.

Absence for child care reasons will interrupt service but not break it. The period of
absence will not count as service for the purposes of sick leave or annual leave or any
other leave entitlement.

If an applicant under these provisions is not appointed to any position within three
months after the expiry of the period in clause 7.6.1(a) the benefits of these provisions
will lapse.

UNION MATTERS

The employer recognises the rights of employees, in respective work areas, to select a
fellow employee to represent their interests on employee relations issues.
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7.7.2

7.7.3

7.7.4

7.7.5

The employer acknowledges the key role that representatives play in the positive
development of the workplace industrial relationship including:

e Recognition of elected representatives; and

¢ Reasonable time for representatives to meet with members to discuss work related
matters.

A representative of the Union shall be entitled to enter at all reasonable times upon the
premises for purposes related to the employment of its members or for purposes
related to the union’s business or both. The representative shall enter at a reasonable
time and in a reasonable way and comply with existing safety, health and security
procedures and requirements applying in respect of Te Kura.

The employer shall, in accordance with relevant legislation, grant union members leave
on relevant daily salary /pay to attend union education and development courses or
health and safety courses provided:

e This does not unreasonably disrupt the operation of the organisation;

e The union/member has given the employer at least two weeks notice in writing of
the intention to take paid union leave.

The employer shall deduct union dues from those employees who are bound by this
agreement and who have given the employer written authority to make such a
deduction. The employer shall retain an administration fee of 2.5 per cent. The
employer shall remit such deductions to the union at mutually accepted intervals.

PART 8 - TERMINATION OF EMPLOYMENT

8.1

8.1.1

8.1.2

8.2

8.2.1

NOTICE / ABANDONMENT OF EMPLOYMENT

Unless otherwise agreed, the employee shall give the employer one month’s notice of
termination and the employer shall give the employee one month’'s notice of
termination, or if mutually agreed a payment in lieu of notice, except in cases of serious
misconduct which may warrant instant dismissal.

Where an employee is absent from work for a continuous period exceeding three
working days without the consent of the employer and without good cause or without
notification to the employer they shall be deemed to have terminated their employment.

DISCIPLINE AND DISMISSAL

The following principles are to be followed when dealing with disciplinary matters:

(@) The employee must be advised of their right to request union assistance and/or
representation at any stage.

(b) The employee must be advised of the specific matter(s) causing concern and a
reasonable opportunity provided for the employee to state any reasons or
explanations.

(c) The employee must be advised of the corrective action required to amend their
conduct and given a reasonable opportunity to do so.
(d) Before any substantive disciplinary action is taken, an appropriate investigation is
to be undertaken by management.
(e) Depending upon the seriousness of the misconduct an oral warning should
usually precede a written warning.
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8.3

8.3.1

8.3.2

8.3.3

8.3.4

8.3.5

8.3.6

8.3.7

() The process and results of any disciplinary action is to be recorded in writing,
sighted by the employee and placed on their personal file.

(g) If the offence is sufficiently serious an employee is to be placed on suspension
pending an investigation under (d).

(h) An employee aggrieved by any action taken by an employer must be advised on
their right to pursue a grievance in terms of the personal grievance procedure.

RESTRUCTURING AND SURPLUS STAFFING

The parties to this agreement and those bound by this agreement recognise the
serious consequences that the loss of employment can have on individual employees
and propose to minimise this as far as possible by using the provisions in this
agreement to keep as many employees as possible in employment.

A surplus staffing situation may arise when the work undertaken by the employee

ceases to exist or is significantly changed. This may be the result of the restructuring of

the whole or any part of the employer’s operations because of, for example:

e the reorganisation or review of work;

o staffing or work practices relevant to the individual employee; or

e merger, change of status or closure of Te Kura, or the sale or transfer of all or part
of Te Kura.

Should a surplus staffing situation arise the employer will consult with the union in
regard to a reasonable timeframe. The first option that will be examined is retraining
and/or redeployment. Declaring an employee redundant is the last option. The
employer will consult with the employee to examine all the available options. One of
the purposes of consultation is to encourage the suggestion of options, which may suit
the employee. These may include items such as shortened notice, extended notice,
redeployment or other options the employee may favour.

The employer will endeavour to redeploy the person to a suitable alternative position
either within the organisation or elsewhere. In any redeployment situation the
agreement of the employee (which cannot be unreasonably withheld) will be sought.

A suitable alternative position would be one which:

e involves duties that are reasonable given the employee’s skills, abilities and
employment history which may entail on the job training provided by the employer

¢ has terms and conditions, including any service related and redundancy conditions
and any conditions relating to superannuation, that are no less favourable

e s at the same location or within reasonable commuting distance

e does not place an unreasonable imposition on the employee’s individual
circumstances.

Where an offer of a suitable alternative position is made the employee is not entitled to

a redundancy payment.

Where the employer offers the employee a position, which is not a suitable alternative
position, a salary protection package shall be negotiated if the position attracts a lower
salary rate. The duration of the salary protection package will be negotiated between
the parties; however, it shall not be for a period greater than two years. |If the
employee accepts the position they will not be entitled to a redundancy payment.

Employees who are redeployed to another position shall be given a minimum of one
month’s written notice of termination of employment.
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8.3.8

8.4

During the notice period both the employer and the employee shall make reasonable
efforts to locate alternative employment for the employee. The employer will provide
reasonable paid time to attend interviews where the employee has obtained the
employer’s prior approval (which shall not be unreasonably withheld).

REDUNDANCY PAYMENT

In the event that an employee is made redundant they are entitled to redundancy

payments as per the following provisions. Payment will be based on the following:

¢ One months notice of redundancy or payment in lieu of notice; and

e 10 percent of total ordinary pay for the preceding 12 months; and

e 4.165 percent of total ordinary pay for the preceding 12 months for one person
(other than a dependent child) who is dependent on the employee; and

e 8.33 percent of total ordinary pay for the preceding 12 months for each dependent
child.

"Dependent child" means all children up to the age of 15 years and all children

between the ages of 15 and 18 who are not:

(@) in paid employment; or

(b) in receipt of a state benefit; or

(c) in receipt of a basic grant or an independent circumstances grant under the
Student Allowances Regulations; and

(d) including those for whom the employee is paying maintenance in terms of
Department of Work and Income requirements and those for whom liable parent
contributions are made.

Where both parents are declared surplus, only one parent can claim for dependent

children. Itis the employee’s choice as to which one claims.

"Dependent person” means a person who is dependent on the employee and who
earns an annual taxable income of $23,492 or less.

“Ordinary pay” is defined as basic taxable salary, plus regular taxable allowances paid
on a continuous basis, except in the case of employees on parental leave where
ordinary pay shall be ordinary pay at the time of taking leave.

These payments are regardless of length of service but are conditional on finishing on
an agreed date.

In addition, an employee with 12 months or more continuous service will receive:

e 10 percent of total ordinary pay for the preceding 12 months; and

e 4 percent of total ordinary pay for the preceding 12 months multiplied by the
number of years of continuous service minus one, up to a maximum of 15; and

e 0.333 percent of total ordinary pay for the preceding 12 months multiplied by the
number of completed months in addition to completed years of service, provided
total service is less than 16 years; and

e 5 percent of total ordinary pay for the preceding 12 months multiplied by the
number of years of continuous service between 16 and 19 years; and

o 0.416 percent of total ordinary pay for the preceding 12 months multiplied by the
number of completed months in addition to completed years of continuous service
provided total service in years is between 16 and 19 and less than 20 years.

Note: The total amount paid to an employee under the above provisions (excluding the
payments made for dependents and for the notice period) shall not exceed $42,000.
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Cessation Leave in accordance with the scales below will be paid, subject to the leave being
reduced by the amount of paid anticipated retiring leave already taken where this applies.

8.5

85.1

Qualification Required Amount of Leave
Under 5 years’ service Nil

Completion of 5 and under 10 years’ service 22 working days
Completion of 10 years and under 15 years’ service 44 working days
Completion of 15 years and under 25 years’ service 65 working days

Cessation Leave (days) for employees with 25 years or more service

Years | Omths |2mths |4mths |6mths |8 mths |10 mths
25 65 66 66 67 68 69

26 69 70 71 71 72 73

27 74 74 75 76 76 77

28 78 79 79 80 81 81

29 82 83 84 84 85 86

30 86 87 88 89 89 90

31 91 91 92 93 94 94

32 95 96 96 97 98 99

33 99 100 101 101 102 103

34 104 104 105 106 106 107

35 108 109 109 110 111 111

36 112 113 114 114 115 116

37 116 117 118 119 119 120

38 121 121 122 123 124 125

39 125 126 126 127 128 129

40 131

“Service” for the purposes of the surplus staffing provisions shall mean service within

Te

Kura. Employees who were last appointed to Te Kura (previously known as The

Correspondence School) prior to 1 January 1997 who had conditions in relation to
“service” in excess of those defined above will continue to be eligible for their
entitlements according to the conditions which existed at the time of their appointment.

In addition the employee will be paid in cash for any outstanding annual leave.

EMPLOYEE PROTECTION PROVISIONS

Where work undertaken by an employee covered by this Agreement will be, or is likely
to be undertaken by a new employer the employer will:

Provide the new employer with details of the work currently performed by the
employees concerned together with details of the terms and conditions of their
employment; and

Seek a proposal for the employment (if any) of the affected employees by the new
employer, including the terms and conditions upon which those employees would
be offered employment by the new employer; and

Arrange to meet with the new employer for the purpose of negotiating on the
proposal; and

Notify the National Office of the union where any affected employees are union
members; and
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8.5.2

8.5.3

PART 9
9.1

9.2

9.3

Note that the notice provisions of the surplus staffing provisions in this Agreement shall
apply.

The following shall be matters for negotiation with the new employer in relation to
employees affected by the restructuring and again should be read in conjunction with
the surplus staffing provisions:

e The number and type of positions that may be offered by the new employer to
employees affected by the restructuring; and

e The terms and conditions of employment to be offered to those employees
(including whether the employees will transfer to the new employer on the same
terms and conditions of employment); and

e The arrangements, if required, for the transfer of any accrued benefits and
entitlements in relation to those employees; and

e The arrangements, if required, for when and how offers of employment are to be
made to the affected employees and the mode of acceptance.

The process to be followed at the time of the restructuring to determine what
entittements, if any, are available for employees who do not transfer to the new
employer are set out in clause 8.3. This clause as a whole shall be read in conjunction
with those provisions.

- DISPUTES AND PERSONAL GRIEVANCES
EMPLOYMENT RELATIONSHIP PROBLEMS

An employment relationship problem is a problem between employee and employer.
For example, it might be a personal grievance or a dispute about a provision in an
employment agreement.

RESOLVING AN EMPLOYMENT RELATIONSHIP PROBLEM

The employee and employer should first make a reasonable effort to discuss the
problem and settle it by mutual agreement. (If it's a personal grievance, it must first be
raised with the employer and within 90 days - Personal Grievances are explained
further below).

An employee (or employer) has the right to be represented at any stage. When a
problem arises, union members should contact their local NZEI Te Riu Roa field officer
for advice and representation.

PERSONAL GRIEVANCES

A personal grievance is a particular type of employment relationship problem that
normally must be raised with the employer within 90 days of the grievance arising.
An employee may have a personal grievance where:

e They have been dismissed without good reason, or the dismissal was not carried
out properly

o They have been treated unfairly

e Their employment or a condition of their employment has been affected to their
disadvantage by an unjustified action of their employer.
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9.4

e They have experienced sexual or racial harassment, or have been discriminated
against because of their involvement in a union or other employee organisation, or
have suffered duress over membership or non-membership of a union or other
employee organisation.

e They have been discriminated against in terms of the prohibited grounds of
discrimination under the Human Rights Act 1993.

Note: The full meaning of the terms personal grievance, discrimination, sexual
harassment, racial harassment, and duress, shall be the meaning given by sections
103 to 110 inclusive of the Employment Relations Act 2000 only.

As with other employment relationship problems, the parties should always try to
resolve a personal grievance through discussion.

Either party can refer a personal grievance to the Employment Relations Service of the
Department of Labour for mediation assistance, or to the Employment Relations
Authority.

If the problem relates to a type of discrimination that can be the subject of a complaint
to the Human Rights Commission under the Human Rights Act 1993, the person can
either take a personal grievance, or complain to the Human Rights Commission, but
not both. If in doubt, advice should be sought before deciding.

EMPLOYMENT RELATIONS SERVICES AVAILABLE

To help resolve employment relationship problems, the Department of Labour
provides:

e An information service

This is free. It is available by contacting the Department of Labour or by phoning toll
free 0800 20 90 20. The Department's Employment Relations Service internet address
is www.ers.dol.govt.nz and can be contacted by e-mail at info@ers.dol.govt.nz.

e The Mediation Service
The Mediation Service is a free and independent service available through the
Department of Labour.

This service helps to resolve employment relationship problems and generally to
promote the smooth conduct of employment relationships.

Mediation is a mutual problem solving process, with the aim of reaching an agreement,
assisted by an independent third party.

If the parties can’t reach a settlement they can ask the mediator, in writing, to make a
final and binding decision.

A settlement reached through mediation and signed by the mediator at the request of
the parties is final, binding and enforceable. Neither party can then take the matter any
further and, either party can be made to comply with the agreed settlement by court
order.

If the problem is unresolved through mediation either party may apply to have the
matter dealt with by the Employment Relations Authority.
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e The Employment Relations Authority

This Authority is an investigative body that operates in an informal way. It looks into the
facts and makes a decision on the merits of the case and not on the legal
technicalities.

Either an employer or an employee can refer an unresolved employment relationship
problem to the Authority by filing the appropriate forms.

The Authority may call evidence, hold investigative meetings, or interview anyone
involved. It can direct the parties to try mediation. If mediation is unsuitable or has not
resolved the problem, the Authority will make a decision that is binding on all parties.
Any party can contest the Authority’s decision through the Employment Court.

Note: All employment relationship problems, including personal grievances and any

disputes about the interpretation or application of this agreement, must be resolved
under Parts 9 and 10 of the Employment Relations Act 2000.

PART 10 - SAVINGS CLAUSE
10.1 Schedule A lists various entitlements for which staff may be eligible depending upon

the appointment criteria listed. Subject to meeting the specified appointment criteria in
any provision listed an employee will be eligible to the content as listed.

SIGNATORIES

This collective agreement has been signed by the duly authorised representatives on behalf of
the parties on the 19th day of October 2011.

For the Secretary for Education

For the New Zealand Educational Institute Te Riu Roa

Witnessed by Te Aho o Te Kura Pounamu
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SCHEDULE A — PRIOR ENTITLEMENTS

LONG SERVICE LEAVE

Employees who were appointed or last appointed to Te Kura (previously known as The
Correspondence School) prior to 22 December 1993 are entitled to long service leave as per
the following provisions.

Employees who have completed 20 years' continuous service are entitled to be granted once
only, four weeks' long service leave. Continuous service means present service and previous
service which is unbroken, i.e.; the employee has not had a break in service of more than one
month.

Periods of service with the Public Service and Parliamentary Service will be recognised, except
for any periods of service in which the employee received additional annual leave such as
Director General's Leave or Editorial and Journalist Leave.

Long service leave must be taken in one period within 5 years of qualifying for the leave; or
before the employee ceases duty. If not taken the leave will be forfeited, except that employees
who retire medically unfit or who are within one year of retirement when they qualify, may
receive payment for long service leave on ceasing duty. The effective date of retirement will be
at the expiry of all paid leave.

Grant in Lieu of Long Service Leave

The Chief Executive Officer may approve a cash payment to the surviving partner, widow or
widower with whom the employee was living in a normal domestic relationship or dependent
children of a deceased employee who had qualified for the leave but had not taken it, nor
forfeited it as above. This payment is in addition to any payment for annual or retiring leave. It is
a compassionate grant for the benefit of the deceased employee's dependants. It does not form
part of the estate, and as such it is not taxable nor will superannuation be deducted from it.

RETIRING LEAVE
Employees who were appointed or last appointed to Te Kura (previously known as The
Correspondence School) prior to 22 December 1993 are entitled to retiring leave provided they

have completed either 30 or more years' service or have 10 years or more service and are aged
50 years or more. Any part-time service will be calculated on a pro rata basis.
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Entitlement (in working days) with Service of Years and Months Specified

Years 0 months | 2 months | 4 months | 6 months | 8 months | 10 months
10 22 23 24 24 25 26
11 26 27 28 29 29 30
12 31 31 32 33 34 34
13 35 36 36 37 38 39
14 39 40 41 41 42 43
15 44 44 45 46 46 47
16 48 49 49 50 51 51
17 52 53 54 54 55 56
18 56 57 58 59 59 60
19 61 61 62 63 64 64
20-25 65 65 65 65 65 65
25 65 66 66 67 68 69
26 69 70 71 71 72 73
27 74 74 75 76 76 77
28 78 79 79 80 81 81
29 82 83 84 84 85 86
30 86 87 88 89 89 90
31 91 91 92 93 94 94
32 95 96 96 97 98 99
33 99 100 101 101 102 103
34 104 104 105 106 106 107
35 108 109 109 110 111 111
36 112 113 114 114 115 116
37 116 117 118 119 119 120
38 121 121 122 123 124 124
39 125 126 126 127 128 129
40 131

An employee who has established eligibility to retire on medical grounds shall be granted a
minimum of 65 working days retiring leave regardless of length of service, with the exception
that an employee with more than 25 years service may be granted additional leave in
accordance with the above.

For employees whose services are dispensed with through no fault of their own before reaching
retiring age, the Chief Executive Officer will consider granting retiring leave in accordance with

this table.

Qualification Required

Retiring Leave (Working Days)

Completion of 5 and under 10 years service 22 days
Completion of 10 and under 15 years service 44 days
Completion of 15 years service 65 days

While the leave may be taken in a lump sum or by fortnightly payments, employees are
encouraged to receive payment for the leave in a lump sum.

An employee who has more than 20 years continuous service, or is eligible to retire on the
grounds of age or service, shall be entitled to anticipate retiring leave.
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Medical Retirements

Retirement on medical grounds must be acceptable to the Government Superannuation Board if
the employee is a member of GSF. If the employee is not a member of GSF the Chief Executive
Officer may approve the medical retirement on production of satisfactory medical evidence.

Satisfactory medical evidence is considered to be the results of two independent registered
medical practitioners.

Grant in Lieu of Retiring Leave

On the death of an employee the Chief Executive Officer may approve a cash grant, in lieu of
retiring leave, to:

(@) the surviving partner; or
(b) dependent children; or
(c) the estate of a deceased employee.

RESIGNING LEAVE
Employees who were appointed or last appointed to Te Kura (previously known as The

Correspondence School) prior to 22 December 1993 may be granted to employees who are not
eligible for retiring leave:

Years of Leave Working Years of Leave Working
Continuous Service Days Continuous Service Days
20 32 30 46
20.5 33 30.5 47
21 34 31 48
215 34 315 49
22 35 32 49
22.5 36 32.5 50
23 36 33 51
23.5 37 33.5 51
24 38 34 52
24.5 39 34.5 53
25 39 35 54
25.5 40 35.5 55
26 41 36 55
26.5 42 36.5 56
27 42 37 56
27.5 43 37.5 57
28 44 38 58
28.5 44 38.5 59
29 45 39 59
29.5 46 39.5 60

Resigning leave is payable only to those employees who have given one month notice of
resignation, and where the work record is satisfactory.
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Where an employee has taken long service leave prior to resignation, the resigning leave due is
to be reduced by 20 days but for each complete period of six months worked after the taking of
long service leave, an additional credit of one day is to be granted up to a maximum of twenty
days.

Where an employee resigns on the grounds of ill health the full resigning leave entitlement will
be granted and no reduction will be made for any long service leave taken.

Resigning leave entitlements for reduced hour or part-time employees will reflect the pattern of
service of the employee.

EX GRATIA PAYMENT ON RETURN FROM PARENTAL LEAVE

Employees who were appointed or last appointed to Te Kura (previously known as The
Correspondence School) prior to 22 December 1993 will be granted an ex gratia payment of 30
working days, paid at the rate applying for the 30 days prior to ceasing work, when they return
from parental leave and once they have completed six months continuous service.

This payment recognises the extra costs of childcare and is designed to encourage and assist
employees to return to work. Application for the payment should be made to the manager.
Employees on parental leave for less than six weeks (30 working days) are entitled to a
proportion of the payment.

MEMORANDUM OF UNDERSTANDING

Renewal of the collective agreement

The parties agree that substantive bargaining for succeeding agreements will proceed in a
timely manner, which will afford the opportunity for negotiations to be concluded before the
expiry of this document.
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APPENDIX A — PRINCIPLES FOR DETERMING COVERAGE

Overarching Principles:

The NZEI and Te Kura agree that the main principles that determine collective agreement
coverage for this agreement should reflect the requirements of the Employment Relations Act
2000 and the bargaining parameters fort the State Sector, as determined by the State Services
Commission, in order to build productive employment relationships though the promotion of
good faith in all aspects of the employment environment and the employment relationship.

Principles determining collective agreement coverage:

1.

Employees engaged in specialist or support staff positions, other than positions covered
by the exclusions in (3) below and in clause 2.2 of this agreement, will have the
opportunity to be covered by this collective agreement.

Eligibility for coverage will be determined by the job title, occupational grouping and
employer requirements.

Positions will be excluded from collective agreement coverage of this agreement where

the employer requirements of a position include:

e Acting as the direct agent of the employer in employment matters (e.g. direct
responsibility for disciplinary matters and performance management);

e Representing the employer in governmental and/or public forums;

e Providing specialist advice to the CEO and the Board of Trustees;

o Developing Te Kura-wide policies.

Note: For clarity positions excluded from coverage are stated in clause 2.2 of this
agreement.

Placement of positions within the agreement will be based on these principles. The
generic level of responsibilities, technical knowledge, skills and experience together with
the competencies required for each position will determine the position placement within
the collective.

Positions for the fourth organisational tier and upward and positions which report to the Senior
Leadership Team, have the opportunity to be covered by a collective agreement particular to the
responsibilities and sensitivities of those positions. Any so negotiated collective agreement will
seek to reflect the core terms and conditions of Te Aho O Te Kura Pounamu Specialist and
Support Staff to ensure consistency of provisions across Te Kura.
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Terms of Settlement
Te Aho o Te Kura Pounamu Specialist and Support Staff Collective Agreement

12 October 2011

This document sets out the agreed components of the settlement of the Te Aho o Te Kura Pounamu
Specialist and Support Staff Collective Agreement. This collective agreement has been settled between
the Ministry of Education and the New Zealand Educational Institute Te Riu Roa (NZEI). It is subject to
ratification by NZEI members pursuant to section 51 of the Employment Relations Act 2000.

The document comprises the following elements of the settlement and attachments which provide specific
clauses/changes to the provisions of the collective agreement. Full details of each provision are
contained in this document.

This collective agreement is effective from 2619 October 2011 until 25 April 2014 (30 months from the
date the collective agreement is signed).

1. Salary increases

From the date the collective agreement is signed (expected to be 2619 October 2011):
e Printed rates will increase by 1.25%
e Alump sum payment of $250 (gross) will be paid (pro rata for part timers)

From nine months after the date the collective agreement is signed (expected to be 25 July 2012):
e Printed rates will increase by a further 1.25%
e Alump sum payment of $200 (gross) will be paid (pro rata for part timers)

From eighteen months after the date the collective agreement is signed (expected to be 30 April
2013):
e Printed rates will increase by a further 1.25%

For the purpose of this settlement the general increases applied to the printed salary rates will also be
applied to salaries in the range of rates.

A copy of the new printed salary scales is attached.

2. Deletion of Level A (i) step one (salary $27,694)

From the date the collective agreement is signed, delete Level A (i) step one (salary $27,694) with the
consequential numbering of all other steps of A(i) and A(ii) i.e. current step 2 will become step 1 and
current step 14 will become step 13 etc.

For clarity, employees currently paid in Level A will retain their existing salary only the step number
will change. (Note there are currently no people paid on Step 1, Level A).

3. Amendment to Working Conditions of Employees — eye tests (clause 7.3.7(a))

Amend clause 7.3.7(a) to remove the reference to ‘single’ in “single vision spectacle lenses”.
Amended wording attached.

4. Amendment to the Higher Duties Allowance (clause 6.2.1)

Amend the Higher Duties Allowance with effect from 1 January 2013 so that it reads ‘more than five
consecutive working days’ before an employee is eligible for the allowance.

Amended wording attached.
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5. Editorial/Technical Changes

(i) Amend the layout of the salary tables in Part Four — Remuneration

(i) Change the name of the collective agreement and all references to The Correspondence School
in the collective agreement to Te Aho o Te Kura Pounamu (“Te Kura”)

(iif) Amend references to “Deputy Chief Executive”

(iv) Amend the collective agreement to reflect any other editorial changes as agreed.

The parties on signing this document acknowledge, subject to any subsequent agreed editorial changes,
that this reflects the agreements reached in the settlement of Te Aho o0 Te Kura Pounamu Specialist and
Support Staff Collective Agreement 2011-2014.

Signed in Wellington on £219 October 2011

Sharyn Gibbons Tanya Duncan
Executive Officer Senior IR Adviser
NZEI Te Riu Roa For the Secretary for Education

Witnessed by

Sue Mark
Human Resources Manager
Te Aho o Te Kura Pounamu
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