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PART 1 - COVERAGE AND APPLICATION OF AGREEMENT

11

1.2

13

Parties

This Collective Agreement shall be binding on and enforceable by:
@) Otago Polytechnic; and

(b) TEU Te Hautl Kahurangi o Aotearoa

Coverage

This Collective Agreement will cover all members of TEU employed by the
Polytechnic except for those in the following positions:

Senior Managers — as defined by the State Sector Act

General Staff Managers reporting directly to Senior Managers
Doctors
Childcare Workers

Note: Academic Heads of Department continue to be covered by the Collective
Agreement with the following exclusions, clauses 5.1 Workload and 6.6
Discretionary Leave, and Schedule B Criteria for Progression and Schedule C
Salary Scales.

Application of Collective Agreement
@) When a person is appointed to a position where the work to be done
comes within the coverage clause of this Collective Agreement the

employer will:

0] inform the employee that this Collective Agreement exists and
covers the work to be done by the employee; and

(i) give the employee a copy of the Collective Agreement; and

(iii) inform the employee that he/she may join TEU, which is a party
to this Collective Agreement; give the employee an application
form to join TEU

(iv) inform the employee how to contact TEU; and

(b) If the employee agrees, the employer will inform TEU within two weeks
that the employee has accepted employment with the employer.

(c) The provisions of this Collective Agreement will not apply to staff
employed as Research Assistants and Peer Tutors, except where
specified. Minimum statutory entitlements will apply.



1.4

15

1.6

1.7

1.8

Term of Collective Agreement

This Collective Agreement takes effect on 1 April 2009 and expires on 31 March
2010.

Variation

The parties have agreed that this Agreement may be varied during its term by
agreement in writing by the parties.

Savings Clause

Nothing in this Agreement shall operate so as to reduce the wages and conditions
of employment of any worker employed under this Agreement.

Salary Increases

The parties agree to:

() A 2% salary increase for academic staff backdated to the nearest pay day to 01

April 2009.

(i) A 3.5% salary increase for general staff who are covered by the TEU agreement,

backdated to the nearest pay day to 01 April 2009
Policies

The parties recognise that other policies and procedures may be current from time
to time to ensure the smooth operation of the polytechnic and/or to give practical
effect to those provisions within this Agreement which are subject to employer
discretion and that, whilst not forming part of this Agreement, these policies and
procedures are binding on employees.

Should any discrepancies occur between the provisions of this Agreement and any
polytechnic policy or procedures, then the provisions of this Agreement shall take
precedence.

Where the polytechnic wishes to develop a new policy or vary an existing policy
and that variation or addition will impact upon employees' terms and conditions of
employment, the employer will consult with TEU.

For the purpose of this clause a policy is an officially promulgated policy that
emanates from an authorised source.



PART 2 —DEFINITIONS

2.1

2.2

2.3

2.4

2.5

2.6

2.7

2.8

2.9

"Academic Staff Member"

(ASM) means any person employed in a teaching position and any person

employed in a position defined as a non teaching academic position within the

polytechnic.

€)) A non teaching ASM is defined as having less than 50 timetabled teaching
hours per year but whose position draws substantively on the criteria
listed in Schedule D.

(b) For the purposes of this Agreement ASM is used to define staff employed
under this Collective Agreement but recognises that other terms such as
tutor and lecturer will be commonly used.

“Professor”

means a person appointed to the position of Professor in accordance with the
Polytechnic’s policy Professorial Appointments.

“Associate Professor”

means a person appointed to the position of Associate Professor in accordance
with the Polytechnic’s policy Professorial Appointments.

"Full-time employee"

means an employee who undertakes the duties of a position for the normal hours
of work.

"Part-time General"

means a general staff member who usually works less than 37.5 hours per week.
" Casual Academic"

means an ASM appointed under clause 3.1(d) of this Agreement.

"Clinical teaching”

means off-campus health science teaching involving patient care.

"Grade"

means a division of a salary scale in respect of which a particular salary or range
of salaries is payable.

"Duty"

refers to any time when an academic staff member may be required by the
employer to be on duty at the polytechnic or at another location.



2.10

2.11

2.12

2.13

2.14

2.15

2.16

"Duty day"

means any day other than a day set aside for leave, discretionary leave, a holiday,
a weekend day or, when a weekend day is worked by agreement, a day in lieu of a
weekend day.

"Employer"

means the Chief Executive of the polytechnic.

"Polytechnic"

has the same meaning as defined in the Education Amendment Act 1990 and
includes any other organisation engaged in the delivery of teaching/ learning
programmes for which the CEO fulfils the role of employer.

"Proportional”

means academic staff appointed under clauses 3.1(b) and 3.1(c) of this Agreement
to undertake a specified fraction of the work of a fulltime academic staff member.

"Research"

is as defined by the New Zealand Qualifications Authority for the purposes of the
approval and accreditation of programmes leading to qualifications and includes
specified institutional policy.

“Research and Teaching Assistant”

The purpose of Research and Teaching Assistants is to support Academic Staff
Members in the preparation and delivery of research and teaching materials and
activity.”

"Service"

€)) Means continuous service in the employment of any NZ polytechnic
including correspondence institutes, community colleges and senior
technical divisions, REAP, community education centres, the Pacific
Islanders' Educational Resource Centre and the Multicultural Education
Resource Centre.

(b) Plus any other relevant service as may be agreed between the employer
and employee at time of appointment.

(©) Continuous Service
0] Continuous service as a teacher or educator in an operation
which has since been absorbed into the polytechnic service is
counted as continuous service for the purposes of "service".
(i) "Continuous service" for the purposes outlined above include all
periods of paid leave and would not be broken by, but would not
include all periods of:

. Approved leave without pay;



2.17

2.18

2.19

2.20

2.21

2.22

2.23

. Breaks of not more than three months between
employment within the polytechnic service.

(d) Continuous casual service for the polytechnic currently employing the staff
member shall be aggregated as fulltime equivalent service on a pro-rata
basis.

"Teaching day"

means any duty day on which teaching is timetabled to occur, or on which distance
learning teaching duties are undertaken.

"Timetabled teaching hour"

in relation to any ASM or Tutorial Assistant means a period of one hour spent in
timetabled class instruction and/or includes any timetabled hour of structured
learning activity for which the ASM is responsible.

"Tutorial Assistant"

means a person employed to assist the learning process under the supervision
and direction of an ASM. The actual work performed by tutorial assistants will be
those tasks the ASM deems appropriate to delegate, provided that the day to day
learning and teaching programmes, the assessment of students’ learning
outcomes, and any development of course and curriculum content, remain the
responsibility of the ASM.

"Peer Tutor"

means a person employed to support students who require assistance with course
work, normally on a 1:1 basis but no more than 1:2, to consolidate learning and
develop study skills.

"Student Research Assistant 1"

means a person employed under the supervision of an ASM to carry out
information gathering, literature searches and administrative tasks which are well
defined and don't involve high levels of analytical skill and judgement.

"Student Research Assistant 2"

means a person employed to gather information and complete administrative tasks
which require some analytical skill/judgement but remain under the supervision of

an ASM.

"Community Learning Facilitators"

The work of a Community Learning Facilitators is detailed in Appendix 3

2.24 “Technician Lecturer”

Is an employee permanently working as a technician who is also employed to
lecture on a proportion basis. Generally these employees work 37.5 hours per
week with occasional peaks in excess of this to cover academic duties

PART 3 — APPOINTMENTS



3.1

Categories of Appointment

(@)

(b)

()

(d)

(€)

(f)

Academic and general staff may be appointed according to the categories
set out in subclauses 3.1(b) - 3.1(d).

On a tenured basis as follows:

(i) Fulltime;

(i) Academic proportional for not more than 0.8 of a full time position
(i) General staff — part-time for specified hours.

(iv) Academic, permanent, part time for not more than 0.3 of a full time
position

On a limited tenure or temporary basis as follows:
0] Fulltime for a specified period of time;

(i) Academic staff - proportional, for not more than 0.8 of a fulltime
position, for a specified period of time.

(i) General staff — part-time for specified hours.

If, at the expiry of a fixed term appointment the genuine reason for the
expiry no longer exists, the position has already been advertised and is
approved as on going position the provisions of clause 3.6C shall not
apply and the incumbent will be confirmed into a permanent position.

Limited tenure or temporary appointments made under the conditions
below subclauses (d) (i) - (d) (iv) will not as such imply any expectation of
on-going employment. These conditions should be read in conjunction
with clause 10.2:

0] To fill a vacancy occasioned by the resignation, retirement or
death of a tenured staff member pending the advertisement and
subsequent appointment of a replacement staff member;

(i) To relieve for a tenured staff member on approved leave;
(i) To trial new courses for a period not exceeding two years;
(iv) To undertake specific and finite projects or tasks for a period not

exceeding two years;

Academic casual appointments may be:

Academic casual appointments are on an on call and as required basis
without any commitment from either party to ongoing employment. This
includes staff engaged for one-off situations. They do not have pre-
determined hours of work and work arrangements are made on an hourly,
daily or weekly basis as the employer’s needs arise.



3.2

3.3

(@)

A casual employee is defined as an employee who:

a) Is engaged to work only on an “as and when” required basis; and

b) Is under no obligation to accept work offered; and

c) Is employed for a discreet casual work engagements(s)’ and

d) Has no expectation of ongoing or further casual work engagements
being offered; and

e) Is paid in full at the end of each completed casual work engagement

(including holiday pay)

Consistent with the good employer obligations of the State Sector Act
1988, the employer shall develop, in consultation with the Workload and
Staff Concerns Committee, policies relating to conditions for part-time
staff members including:

0] equitable, reasonable and safe workload;
(i) expectations on accepting employment;
(iii) career structure;

(iv) accommodation;

(V) staff training provisions;

(vi) salary review provisions;

(vii) salary assessment procedures;

(viii) determination of salary loading.

Tutorial Assistants

(@)

(b)

Unless otherwise specified, the terms and conditions contained in this
Agreement shall apply to tutorial assistants.

No existing staff members shall be displaced by the appointment of a
tutorial assistant.

Advertising of Positions

(@)

(b)

New permanent positions and limited tenure positions for periods greater
than one year's duration will, when practicable, be advertised nationally in
an appropriate manner in accordance with the requirements of Sections
77G and 77H of the State Sector Act 1988.

Other Positions

Where the proportionality of a position is altered by agreement between
the employer and the employee the incumbent will have automatic right to
the position provided that if initiated by the employer, the local branch of
TEU will be notified.



3.4

3.5

()

If the redesignation occurs as a result of surplus staffing the provisions of
Part 10 will apply.

Equal Opportunities

(@)

(b)

()

The employer shall appoint staff in accordance with an equal employment
opportunities programme. For the purposes of this CA an equal
employment opportunities programme means a programme that is aimed
at the identification and elimination of all aspects of policies and
procedures and other institutional barriers that cause or perpetuate, or
tend to cause or perpetuate, inequality in respect of the employment of
any persons or group of persons on the basis of their gender, race, colour,
ethnic or national origin, sexual orientation, marital status, family
responsibilities, religion, disability or age.

The employer shall notify the local branch of TEU when intending to
develop an equal employment opportunities programme as required by
Section 80(2) (a) of the State Sector Act 1988.

The union shall be involved in the process of developing, implementing
and monitoring the equal employment opportunities programme.

Probationary Period

(@)

(b)

(©)

(d)

(e)

(f)

(9)

Every staff member appointed to a tenured position may be required to
serve a probationary period.

All requirements of probation may apply to limited tenure staff members in
accordance with the polytechnic's policies and procedures.

Notwithstanding subclause (a), the employer may reduce the probationary
period.

For the purposes of subclause (a) above, continuous service as a limited
tenure staff member at a polytechnic for not less than three months or
more than six months immediately prior to the appointment may be
credited toward the probationary period.

The employer may, during any such probationary period, terminate the
appointment of the staff member so appointed by giving that staff member
one month's notice in writing of her/his intention to terminate the staff
member’s appointment.

The employer shall give the staff member a written report on her/his
performance as a staff member at the end of the first six months and at
the completion of the first year of the probationary period for academic
staff and at the end of the first three months and the completion of the first
six months of the probationary period for general staff (excluding any
period of service credited to the probationary period under subclause (d)
above).

Notwithstanding subclause (f) above, the employer may provide written
reports at any other time within the probationary period but must provide a
probation report prior to the completion of the probationary period.



3.6

3.7

3.8

(h) At the end of the probationary period the employer shall terminate,
confirm or extend the appointment in writing. Probation may be extended
for a period of up to 12 months.

0] Refer to policy and procedures regarding performance management.
Resignation/Termination of Employment

€)) The staff member other than those appointed on a limited tenure or part-
time basis or those on probation, (see subclause 3.5(e)) shall be given
two months’ notice of termination of employment.

(b) For general staff in the case of resignation or termination, one months
notice shall be given

(©) The employment of a staff member on a limited tenure or part-time basis
may be terminated with two weeks' written notice by either party. In the
case of a surplus staffing or redundancy situation the employer will give
one months notice to be worked or will pay in lieu of one months notice a
staff member on a limited tenure or part-time basis.

(d) Nothing in this clause shall remove from the employer her/his obligation to
observe the principles set out in clause 3.7 prior to applying any notice to
a staff member in the event of a termination of employment resulting from
disciplinary action.

(e) Notwithstanding the above, any staff member may be summarily
dismissed for serious misconduct.

() A staff member appointed to a tenured position shall give at least two
months’ written notice of resignation or such shorter time as agreed
between the employer and employee.

Abandonment of Employment

Where an employee is absent from work for five or more consecutive workdays
without notifying the employer of the reason for absence, they will be deemed to
have abandoned their employment, provided the employer has taken all
reasonable steps to contact the employee. Where an employee was unable,
through no fault of their own, to notify the employer, their employment shall not be
deemed to have been abandoned.

Incapacity

If as a result of physical or mental incapacity a staff member is unable to perform
the duties of the position and is unlikely to recover the capacity to perform those
duties within a reasonable timeframe, the employer:

@) will consult with TEU on behalf of the employee

(b) may require the staff member to undergo a medical examination at the
employer’'s expense, by a registered medical practitioner agreed upon
between the two parties, or by two medical practitioners, one nominated
by the employee and the other agreed between the two parties.
Agreement shall not be unreasonably withheld.



C) will take into account any report and/or recommendations made available
as a result of the medical examination(s), or any other reports and or
recommendations which are provided by the staff member and apply one
or a combination of the following options:

. No further action under this clause

. The formulation of a professionally facilitated return to work plan

. Redeployment

. Retraining

. Proportional employment

. An agreed period of leave without pay up to one year

. Terminate employment with two months’ notice

Where employment may be terminated under this clause the staff member

will be entitled to remain in employment until her/his sick leave is used or

to end her/his employment immediately and be paid all remaining sick
leave.
3.9 Disciplinary Procedures

(@) Principles to be observed
In any disciplinary action the following principles shall be observed:

(1) The staff member must be advised in writing of the specific
problem and given reasonable opportunity to respond;

(i) Before any substantive disciplinary action is taken, an
appropriate investigation is to be undertaken by the employer;

(iii) The response of the staff member must be considered before a
decision is made;

(iv) The staff member must, if appropriate in all of the circumstances,
be advised of any improvement required, given reasonable
opportunity and assistance to change, and advised of the
consequences if the problem continues;

(V) The notification of complaint and results of any action are to be
recorded in writing, and sighted and signed by the staff member
as having been seen;

(vi) The staff member must be advised by the employer of her/his
right to request union assistance, and/or representation at any
stage.

(b) In the case of serious misconduct the employer may:

(©)

0] Suspend with or without pay;
(i) Place on other temporary duties; or
(i) Dismiss without notice.

Where the employee has been suspended and the allegation is
subsequently found to be without substance, the employee must be
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3.10

entitled to resume the position from which he/she was suspended and be
reimbursed for any loss of pay.

(d) Refer to policy and procedures regarding performance management.

Academic Freedom

We include the following summary to highlight the concept of academic freedom
and the value that Otago Polytechnic and TEU place upon it. The full explanation
of academic freedom can be found within the Education Act 1989 Part 14 Section
161 at www.legislation.govt.nz.

Under the Education Act all employees have the freedom within the law, to
guestion and test received wisdom, to put forward ideas, to state controversial or
unpopular opinions, and to undertake research. The polytechnic acknowledges
that the practice of academic freedom is essential to the professional conduct of
teaching, research and scholarship. It encourages all employees to engage in the
responsible pursuit of knowledge and to provide informed and accurate
commentary within the scope of their expertise.

Academic freedom must be exercised in a professional, timely and lawful manner

that shows respect for the opinion of others and recognises the institution’s
statutory requirement to account for the proper use of resources.
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PART 4 — CAREER PROGRESSION AND REMUNERATION

4.1

4.2

Salary Rates ASM

Staff covered by this Agreement shall be paid the minimum rates set out in
Schedule C of this Agreement for the duties for which they are engaged.

(@)

(b)

()

Starting Salaries - The employer shall apply a policy in respect of the
determination of starting salaries for all ASMs covered by the CA. The
local branch of TEU shall be invited to participate in any review of this

policy.

The appropriate ASM grade at time of appointment will be established
following an assessment of a new employee's skills and attributes
established in accordance with policy developed in (a) above.

Where the employer deems it necessary to appoint an ASM at a rate of
salary higher than that initially assessed the difference between the actual
salary paid and the assessed base salary on the ASM grade shall be met
by way of an allowance.

This allowance may be abated by any subsequent salary increases (including
incremental progression and promotion).

Proportional ASMs’ salary shall be paid on a proportional basis which will be
arrived at by the following calculation:

Fulltime salary rate x the predetermined proportion of a fulltime position as
specified in the position description and confirmed in the letter of appointment.

Casual ASM

@)

(b)

()

Casual ASMs shall be paid rates set out in Schedule C of this CA for
every hour of work for which they have been employed, plus 8% holiday
pay from 01 April 2009 provided that when an hour of work involves
timetabled teaching there shall be an agreed amount of additional paid
work credited which shall not be less than 0.2 of an hour for each teaching
hour, except that,

Clinical lecturers may be paid an agreed amount for each hour without a
loading provided they are paid for all teaching hours plus attendant duties
which include attendance at meetings, preparation and assessment. The
total hours paid may be less than those set out in subclause 4.3(a) if all
requirements are specifically set out in the letter of appointment. In either
case,

In determining the amount of additional paid work to be credited for each
teaching hour, the employer shall maintain an equitable workload which
reflects that of fulltime ASMs undertaking the same or similar teaching
duties.

12



4.3

4.4

4.5

4.6

Increments

(&) Academic Staff

Subject to clauses 4.6, 4.7 and 4.8 of this Part, a staff member regardless
of whether fulltime or proportional shall on completion of each year of
service on a step of a grade be paid a salary for the next higher step of
the staff member grade until the maximum for that grade is reached.

(b) General Staff

(i)

(i)

An employee holding a position or a grade to which two or more
salary steps apply, and who is not being paid at the highest of those
steps shall, after 12 months at that rate, move over to the salary step
above

The employer may withhold such increments if in the opinion of the
employer the employee’s performance is unsatisfactory. When an
increment is withheld, the employee shall be advised in writing of the
reason(s)

(i) The employer may allow additional or accelerated salary steps
(iv) All salaries shall be reviewed at least annually

(c) No increment shall be paid until an employee completes a probationary period
as provided in clause 3.5 of this Agreement.

Double Increments

(@)

(b)

A double increment may be approved by the employer in recognition of
the need to provide for:

0] recognition of meritorious professional performance;
(i) equitable salary relativities within the polytechnic;
(i) retention.

The new increment date is from the effective date of the double
increment.

Withholding of Increments

(@)

(b)

An employer may decline to pay an increment in salary to any staff
member whose work for the previous year has, in the opinion of the
employer, been unsatisfactory. The employer shall notify the staff
member concerned of the decision and the reasons for it.

Refer to policy and procedures regarding performance management.

Progression within the SASM Grade and the PASM Grade

(@)

Progression within the SASM grade and the PASM grade beyond the
requirements specified in subclause 4.4(a) shall be upon verification of
significant professional practice through an annual review. Significant
professional practice shall be verified in accordance with a policy which
incorporates the SASM criteria contained in Schedule B.
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4.7

4.8

4.9

4.10

(b)

©)

Policy and procedures for the implementation of subclause 4.7(a) above
are as set out in Schedule B.

Where the salary payable to an individual ASM is increased as a result of
the review described in subclauses (a) and (b) above, that increase shall
be no less than $500 per annum.

Progression between Grades

Progression between grades shall be by regrading:

(@)

(b)

To SASM on verification of the attainment and application of appropriate
key skills and attributes as set out in Schedule B. Policies and
procedures to establish whether an ASM fulfils the requirements of this
subclause are set out in Schedule B.

To SASM under the policies and procedures as set out in Schedule B.

Market Allowance

A market allowance may be paid on an annual or ongoing basis to reflect the ease
or difficulty in retaining specific skills and/or experience for any given position.

General Staff Salaries

Rates of annual salaries to be paid to employees are listed in schedule 4 of this
agreement

Acting in a Higher Position

(@)

(b)

()

(d)

(€)

Subject to the provisions of subclauses (b) and (c) of this clause, a staff
member who relieves for another staff member holding a higher position
to which a higher salary is payable, shall be paid for the period which the
staff member is so relieving at a rate agreed between the employer and
the staff member.

The staff member must perform the extra duties and undertake the
responsibilities of the higher position for a period of at least five
consecutive days before any agreed payment would be made. A staff
member may be asked to act in a higher position for less than five
consecutive days without any additional payment.

Leave periods, including special leave, shall not be counted as part of, or
deemed to interrupt, the qualifying period specified in subclause (b) of this
clause if the staff member continues in the higher position immediately
after the period of leave.

An abated rate of allowance may be paid where less than full duties and
responsibilities of the higher position are performed.

A staff member who does not resume in the higher position immediately
after the leave and who is being paid additional salary in a relieving
position on the day preceding the leave, is to be paid the additional salary
during the leave for a period equal to one-fourth of the period of
employment in the higher position or until the end of the leave period,
whichever is the shorter period.
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411

4.12

4.13

4.14

Higher Salaries

Nothing in this Agreement shall preclude the employer from paying salaries in
excess of those prescribed in Schedule C and the general staff schedule, on such
terms as may be agreed between the employer and employee.

Special Responsibilities Allowance

(@) A staff member who is required by the employer to undertake special
responsibilities, which are over and above that normally expected of a
staff member (as defined by the employer), shall be paid an allowance at
a level sufficient to reflect the nature of the responsibilities, being not less
than at the rate of $1,000 per annum and no more than 20% of the staff
member’s base salary.

(b) The following conditions shall apply:

M The granting of the allowance by the employer shall be
communicated to the staff member in writing specifying the time
period for which the payment will apply and the nature of the
responsibilities for which the allowance is to be paid;

(i) The allowance shall be paid for such period as the employer
determines in each case, but in each case shall be subject to
annual review and shall be terminated by the employer by giving
one month's notice in writing.

Salary Profile within the Polytechnic

A profile of salaries paid to staff will be made available to the union in December
each year. The profile will provide a breakdown by gender, ethnicity, length of
service, rate of salary payment, category of employment and any changes to
salary during the year. This will be supplied without names to protect individual
privacy.

Payment of Salary
@) Pay periods
0] The salaries of staff members shall be paid fortnightly no later

than 3 working days from the end of the pay period provided that
wages shall be paid not later than Wednesday following the pay

period

(i) The gross salary for the pay period shall be calculated at annual
salary /26

(iii) General staff — salary determined by their hours of work and
hourly rate.

(iv) Payment shall be drawn on the polytechnic's bank and payable at
any bank or by lodgement to a staff member’'s current bank
account.

(V) Payment for the holiday periods may combine more than one pay
period.
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(b) Entitlement to Payment

ASMs other than casual ASMs and casual general staff shall be entitled to
payment of salary from the day of commencing duty until the day on which
duties cease (apart from periods of leave without pay) subject to the
following conditions:

0] Payment includes all statutory holidays, leave periods and
intervening weekends;

(i) On resignation or retirement, a staff member who completes the
normal full working week shall receive payment for the Saturday,
Sunday and all statutory holidays immediately following;

(i) Annual and staff member discretionary leave due on resignation
or retirement shall be payable as follows:

(iv) A staff member who resigns at the end of the polytechnic year
shall receive payment up to the end of any period of leave due;

(V) A staff member who resigns during the year shall receive
payment in accordance with clause 6.8 of this Agreement.

4.15 Salary Progression for Community Learning Facilitators

Facilitators and Senior Facilitator and Principal Facilitators shall be appointed on
scales as set out in Schedule C3. Progress within bands shall be by automatic
increment as per the usual procedures for automatic increments as described in
clause 4.4.The scale incorporates three distinct roles so there is not an expectation
that a facilitator could go to level 5 unless they were appointed to a Senior
Facilitator role, nor could they go to level 8 unless they were appointed to a
Principal Facilitator role.
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PART 5 - WORKLOAD
ACADEMIC
51 Workload and Staff Concerns Committee: Terms of Reference

€)) The employer shall establish a Workload and Staff Concerns Committee
with the local branch of TEU.

(b) The terms of reference of the Committee shall be:
0] To set its own procedures;

(i) When requested, examine unusual teaching/working conditions
and recommend to the Human Resource Manager fair and
reasonable workloads to cover these situations. Where these lie
outside the existing provisions of the Agreement, recommend
likely areas of change to be incorporated in the renegotiation of
this section of the Agreement;

(i) To mediate between staff and the HOD concerns which are
unable to be resolved within the department;

(iv) To review workload allocation to individual teaching staff when
requested by staff or management or when there is a substantive
change to programmes.

(c) When the Committee is unable to reach a consensus on any of the above
to advise the Human Resources Manager of any problems of workload
allocation in the polytechnic and make recommendations for solutions.

(d) The parties agree it is desirable to work in a problem solving mode and
use the processes identified in subclauses 5.1(b) (iv) and 5.1(c) when
dealing with any differences arising out of workload allocation. However
this process does not negate the employee's legal right to use other
grievance procedures as identified in the Employment Relations Act 2000.

(e) In dealing with staff concerns, the Committee shall be required to take into
account appropriate Agreement provisions in its deliberations, and shall
endeavour to resolve the concerns by discussion with the parties but,
failing that, to investigate the matter (after giving both parties an
opportunity to be heard) and then make written recommendations to the
parties.

) The Human Resources Manager shall make the final decision where the
matter is unable to be resolved to the satisfaction of the parties.

(9) The composition of the Workload and Staff Concerns Committee shall be
two Otago Polytechnic TEU representatives; a HOD representative; and
one deputy director who will be the chair of the Committee.

(h) Resourcing

Secretarial support and time allowances will be made available to the
Committee to ensure its effective operation.
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5.2 Workload Principles

(@) The employer is to ensure that ASMs are allocated a workload that is
equitable, reasonable and safe at all times.

(i)

(ii)

In arriving at a safe, equitable and reasonable annual workload
all relevant workload factors will be taken into account. These
may include:

class size;

course development requirements;

assessment requirements;

student support requirements;

other specific demands of the teaching programme;
experience and skill level of the ASM;

particular requirements related to open/distance learning;
cultural requirements of Charter obligations;

EEDO/EEO obligations of the organisation;

the need for breaks from timetabled teaching throughout
the year;

participation in research projects as appropriate;

specific requirements related to e-learning and flexible
delivery.

As well as attendant duties including:

preparation for lessons;

routine administration and participation in institute
processes;

student assessment;

ordinary student pastoral care and assistance;

routine updating of courses and material;

contribution to day-to-day maintenance of teaching areas;

maintaining skills and professional currency.

(b) Timetabled Teaching Hours

ASMs shall not be required to undertake timetabled teaching for more
than 825 hours or equivalent per year - a full annual workload shall be
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deemed to be a maximum of 825 timetabled teaching hours plus
attendant duties such as those identified in clause 5.2(a)(i) above.

No tutorial assistant shall be required to undertake timetabled teaching as
defined in clause 2.15 for more than 1,000 hours per year; and

Timetabled teaching hours for any ASM or tutorial assistant shall be
spread over no more than 185 teaching days in any year.

0] For the purposes of this subclause the leave year (clause 6.2)
shall be deemed to be broken into four equal defined periods.

) No ASM shall undertake more than 300 timetabled
teaching hours in any of the defined periods, provided that:

The 300 TTH maximum for any ASM shall be reduced by
4.5 hours for every day of leave, statutory holidays, or
professional development time falling within the defined
period for that ASM; and

. No tutorial assistant shall undertake more than 360 TTH in
any of the defined periods provided that:

The 360 TTH maximum for any tutorial assistant shall be
reduced by 5.5 hours for every day of leave, statutory
holidays or professional development time falling within the
defined periods.

(i) Where approved leave, other than annual leave, discretionary
leave or statutory holidays, is taken, the annual TTH maximum
shall be reduced as follows:

For an ASM 4.5 h/d
For a Tutorial Assistant 5.5 h/d

(i) The maximum number of teaching days in the year for an ASM or
tutorial assistant shall be reduced by one day for each day when
the ASM is on approved leave with pay, other than annual leave,
discretionary leave or statutory holidays.

(iv) An ASM on probation shall undertake no more than 0.8 of the
maximum TTH specified in subclause 5.2(b) which would
otherwise apply.

(V) Notwithstanding subclause 5.2(b) (ii) where programmes with
exceptional timing factors cannot be accommodated by the TTH
maximum set out in subclause 5.2(b) (i) alternative arrangements
for these programmes may be implemented with the agreement
of the Workload and Staff Concerns Committee.

(vi) In a situation where ASMs are required to stay overnight on a
noho marae visit, field trip, or any time that the ASM formally
teaches a class the time will be counted as timetabled teaching
hours (TTH), as if that teaching was taking place on campus.
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()

(d)

(vii)

TTH will be counted as it is normally and duty time will be agreed
between the ASM and the HOD prior to the trip.

Where the visit is part of an approved programme the HOD shall
designate the lecturer who will assume responsibility for it prior to
the event occurring. Each lecturer so designated shall be
allowed one day off for each completed 24-hour period spent at
the marae or on the field trip. The time shall be taken either
immediately before or after the event.

Calculation of the workload for e-education and other flexible
delivery must be equitable and include the processes of design,
teaching and evaluation.

A joint working party will be established to develop a policy
relating to workload for e-education and other flexible teaching
within existing workload parameters.

ASM with a Special Responsibilities Allowance

(i)

(ii)

Where an ASM who is in receipt of a special responsibilities
allowance as defined in clause 4.12, has increased workload
directly related to the special responsibilities undertaken under
that clause, the maximum timetabled teaching hours or the
maximum hours of teaching duties for distance learning shall be
reduced by an amount determined by the employer and which is
consistent with the ASM's workload being maintained at an
equitable and reasonable level.

Where an ASM's associated workload increases as a result of
supervising or directing a tutorial assistant the maximum
timetabled teaching hours shall be reduced by an amount
determined by the employer and which is consistent with the
ASM's workload being maintained at a safe, equitable and
reasonable level.

Weekly Duty Hours

The parties acknowledge the professional responsibilities of ASMs to
discharge the obligations of the position subject to the following:

(i)

(ii)

(iii)

No ASM shall undertake more than thirty-six hours of duty in any
one week at the polytechnic or other approved location; and,
unless the ASM consents or any conditions of employment
agreed to at the time of their appointment otherwise specify, the
ASM shall not be required to be on duty for more than thirty-four
hours in any one week;

Non-teaching Academic Staff Members

Notwithstanding subclause 5.2(d)(i) above, where an ASM's job
requires less than fifty hours of directed teaching per annum the
ASM may be required to be on duty for up to 37.5 hours per
week;

An ASM may be required to undertake duty between the hours of

8.00am and 9.30pm Monday to Friday inclusive provided that
they may not be required to undertake duty for more than a total
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5.3

of eight hours a week after 5.00pm on no more than two nights
each week;

(iv) Where there is a demonstrated need for staff (existing or new) to
teach a programme on more than two nights a week and/or
Saturdays and Sundays, Otago Polytechnic may negotiate
directly with the affected staff members. Agreement shall not be
unreasonably withheld. This clause remains subject to
subclauses 5.2 (d) (i) and (ii).

(V) An ASM shall not undertake duty on more than five consecutive
days, except where under provision subclause 7.3(c) (iv) non-
duty days are approved for the purpose of professional
development.

(e) Daily Duty Hours

0] Subject to subclauses (i) and (iii) of this clause, except for field
trips or approved off-campus teaching duties, an ASM shall be on
duty for no more than eight hours in any one day.

(i) An ASM shall take a meal break of not less than thirty minutes
and not more than one hour after each period of five hours of
continuous duty.

(i) An ASM shall not undertake duty within eleven hours of
completing duty on the previous day.

() Travelling Time to Count Towards Duty Hours

Hours spent travelling from a site on campus to either a site off campus or
to another campus or where overnight accommodation is required, may
be counted as directed duty hours to a maximum of ten duty hours in any
day.

Proportional Academic Staff Members and Tutorial Assistants

@) The maximum duty hours for a proportional ASM or tutorial assistant shall
be a predetermined proportion, specified in the position description and
confirmed in the letter of appointment, of the maximum duty hours for a
fulltime ASM as specified in subclauses 5.2(d) (i) and 5.2(d) (ii).

(b) The timetabled teaching hour maximum or the maximum hours of
distance learning teaching duties for a proportional ASM shall be a
predetermined proportion, as specified in the advertisement and
confirmed in the letter of appointment, of the fulltime maximum except that
where a proportional ASM is appointed for a period of less than the
number of days for which the maximum applies the maximum hours shall
be averaged out over the available teaching days.

(b) Notwithstanding subclauses (a) and (b) above, a proportional ASM may
consent to work as a fulltime ASM for a proportion of the year not
exceeding the predetermined proportion, specified in the advertisement, of
the available duty days; provided that if the ASM's employment is
prematurely terminated payment shall be made for the necessary number
of additional days to bring the workload back to the predetermined
proportion of fulltime.
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54

5.5

5.6

Academic Permanent Part-time

(@)

(€)

(d)

An Academic staff member may be appointed on a permanent part time
basis for not more than 0.3 of a full time position.

Permanent part time will be paid on hours worked and the agreement will
cover the hours required for preparation, teaching and marking.
Permanent part time staff will receive at least 0.2 of a paid hours work for
associated duty for every teaching hour. In determining the total hours
employed class size, assessment requirements and
preparation/development requirements will be agreed between the parties
but shall be reviewed after 3 months.

Associated conditions for permanent part time staff are pro rata sick leave
entitlement, pro rata annual leave entitlement, payment at part time hourly
rate, no entitlement to discretionary leave, pro rata redundancy provisions
if required, pro rata professional development money and time with
flexibility to agree between the parties how this is used.

Health Sciences Clinical Teaching Duties

Notwithstanding subclause 5.2(d)(iii) and (iv) of this Agreement ASMs engaged in
clinical teaching duties may be required to undertake such teaching duties for up to
450 hours outside the hours of 8.00am and 5.00pm in any year.

Research and Teaching Assistants

(@)

(b)

()

All work carried out by Research and Teaching Assistants is directly
supervised by academic staff members.

Research and Teaching Assistants may perform a range of research and
teaching activities including

The normal hours of work are 37.5 hours per week, 7.5 hours per day
Monday to Friday.

0] literature searches for teaching and research;

(i) accessing articles/publications and photocopying;

(i) assisting with marking assessments to predetermined marking
criteria;

(iv) facilitating tutorials designed by the responsible academic staff
member;

(V) otherwise support academic staff members’ teaching. Annual

limit of formal tutorial and group contact hours 200 unlimited one
to one contact hours.

22



GENERAL STAFF

5.7 Hours of Work

(@)

(b)

()

(d)

The normal hours of work are 37.5 hours per week (7.5 hours per day) to
be worked between 7.00am and 9.00pm, Monday to Friday, or hours
otherwise agreed in accordance with subclause 5.6(b).

() Employees employed pursuant to the terms of this Agreement
shall not have their existing hours of work altered other than by
agreement between the parties.

(i) The daily hours of work shall be continous from the time of
commencement and shall not be broken except for meal intervals
which shall not exceed on hour in duration

(i)  Where an Employee agrees, the normal hours may be carried up
to 40 hours per week. In this instance the employee’s salary will
be increased on a pro rata basis

(iv) Where an Employee currently employed with normal hours of
work of 40 per week, joins the collective he/she may agree to
retain normal weekly hours of 40 per week.

Varying the Normal Work Hours

Both parties recognise that, from time to time, there will be a need to
create positions with a regular requirement to work outside the normal
hours of work specified in subclause 5.5(a).

® Employees employed pursuant to the terms of the Agreement
shall not have their existing hours of work altered other than by
agreement between the parties. The local TEU Organiser shall
be included in this consultation

(i) Where there is a demonstrated need to employ staff, employed
under the terms and conditions of this Agreement, outside of the
normal hours specified in subclause 5.5(a) Otago Polytechnic will
develop a written proposal to be discussed with TEU at an early
stage. Such a proposal may be for groups of staff or individual
staff. The proposal will be sent to the Assistant Secretary of TEU
who will discuss the proposal with appropriate representatives of
the Branch Executive. TEU commits, where possible, to return a
written response within ten working days. Agreement to the
proposal will not be unreasonably withheld.

All employees will be allowed a rest period of ten minutes duration in the
morning and afternoon and in the evening.

Community Learning Facilitators shall be employed on the following
terms:

Normal hours of work shall be 37.5 per week, worked any five days of the
week. The five days shall be consecutive. Two consecutive days
“weekend” will be guaranteed. Hours worked beyond the 37.5 in a week
or 7.5 in a day shall be paid at the overtime rate as set out in subclause
5.6(d).
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5.8

Overtime

(@)

(b)

()

(d)

(e)

(f)

()]

(h)

Overtime hours are all hours worked in excess of the normal hours of
work.

Minimum break between spells of duty:

. Nine hour break, means a period off duty of nine consecutive
hours.

. Unbroken work means ordinary work, which is separated from
the preceding period of ordinary work by less than a nine hour
break.

Wherever practicable, no employee shall be required to perform unbroken
work.

If unbroken work is performed it shall be paid at overtime rates, with
regard to the time at which it occurs and the amount of overtime which
precedes it.

Time spent off duty during ordinary hours solely to obtain a nine-hour
break shall be paid at ordinary time rates. Any absence after the ninth
hour of such a break, if it occurs in ordinary hours, shall be treated as a
normal absence from duty.

Subject to subclause 5.6(h), employees shall, by mutual agreement, be
compensated for authorised overtime by either of the following options:

0] Time off in lieu of overtime (reserve time) to be taken as one and
a half hours for each hour worked.

(i) The payment of all overtime hours at time and a half, except that
double time shall be paid for all overtime worked as follows:

(i) Sundays; and

(iv) Whole holidays as defined in clause 6.4

An employee required to work overtime on a Saturday, Sunday or whole
holiday shall be paid a minimum payment equal to three hours at the
appropriate rate.

Reserve time may be accumulated to a maximum of fifty hours. If the
reserve time cannot be taken within three months of the accumulation, it
shall be removed.

An employee who receives in excess of the following rate shall not be
entitled to overtime payments:

As from 27 August 2008 $57,846

Computation for overtime and penal rates

For the purposes of calculating the hour rate, annual salary shall be
divided by 2080 for a 40 hour week, and 1950 for a 37.5 hour week.
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5.9

5.10

Call Back

@) Subject to the provisions of subclauses 5.7(a) and 5.7(b) below, where an
employee is called back to work after:

0] completing the day's work; and
(i) leaving the place of employment; or
(iii) is called back before the normal time of starting work and does

not continue working until such normal starting time, the
employee shall be paid for a minimum of three hours, at the
appropriate rate.

(b) A call back, which commences and finishes within the minimum period
covered by an earlier call back, shall not be paid for.

(© Where a call back commences before and continues beyond the end of a
minimum period for a previous call back, payment shall be made as if the
employee had worked continuously from the beginning of the previous call
back to the end of the later call back.

Technician Lecturer

A technician lecturer is an employee permanently working as a technician who is
also employed to lecture on a proportional basis. Generally these employees work
37.5 hours per week with occasional peaks in excess of this to cover academic
duties.

@) Base teaching commitments are to be discussed, timetabled and agreed
in writing by all parties at least two weeks before the teaching year begins.
The hourly rates for both the technical work and the lecturing work will be
averaged and paid as one salary throughout the calendar year. Tax will
be applied at the single taxation rate.

(b) Teaching workloads will be reviewed quarterly with appropriate
adjustments to salary.

(c) Technician lecturers will teach for no more than 0.5 of a full time position
and will earn discretionary leave, for all hours above 0.2, on a pro rata
basis up to a maximum of ten days.

(d) Professional development leave of ten days will be available to all
technician lecturers.
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PART 6 — LEAVE

6.1

6.2

6.3

6.4

Limitations of Leave Provisions

The following leave provisions do not apply to casual ASMs and shall be limited as
specifically provided in other cases.

The Leave Year
@) The leave year shall be 01 January - 31 December.

(b) Annual leave accruing in the course of the "leave year" shall be taken
from 01 February of that year to 31 January of the following year.

Leave of Absence to Count as Days and Half-Days

For any ASM in the polytechnic, absence for any session (being a morning,
afternoon or evening session) in one day shall count as absence for one half-day
but absence for two or more sessions in one day shall count as absence for one
day.

Statutory and Polytechnic Holidays

The following days shall be observed as whole holidays, in addition to annual
leave and discretionary leave:

o New Year's Day

o The day after New Year's Day

o Christmas Day

o Boxing Day

o The day after Boxing Day (General Staff Only)

o Good Friday

o Easter Monday

o Tuesday immediately following Easter (Polytechnic holiday)

o Anzac Day (when this day falls on a day when the polytechnic would
normally be open)

o The Sovereign's birthday observance

o Waitangi Day (when this day falls on a day when the polytechnic would
normally be open)

o Labour Day (the fourth Monday in October)

o For general staff with less than five weeks leave entitlement per annum,
the three days after Boxing Day shall be observed as whole holidays

o Observance of Anniversary Day. Anniversary Day shall be observed on a

Monday closest to the 23 March except where that is Easter Monday in
which case it shall be observed on the Thursday prior to Easter
o Easter

Payment of staff required to work on statutory holidays is to be made at time and a
half, the rate normally applicable.
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6.5

6.6

General Staff Time Off for Working on Public Holidays

(@)
(b)

()

Any general staff employee may be required to work on any of the public
holidays (or substituted succeeding days) set out in clause 10.0

If an employee is required to work on a public holiday (or substituted
succeeding day), then he or she will be paid at double time rates for the time
worked.

If an employee is required to work on a public holiday or substituted
succeeding day (with the exception of Anzac Day, Waitangi Day, the day
after Boxing Day, and the Tuesday immediately following Easter) he or she
will be entitled to an alternative holiday at a time decided by the employer

Annual Leave

(@)

(b)

()

(d)

ASMs, Community Learning Facilitators and Research and Teaching
Assistants

ASMs shall be entitled to take five weeks of annual leave each year.

0] ASMs are entitled to not less than four weeks of leave in one
block but may agree to shorter blocks of time. Any statutory
holidays which fall within that four week block may constitute part
of the four week block but will be credited as untaken annual

leave days.

(i) The remainder shall be taken in periods of not less than one day
at a time.

(iii) Within the above constraints the timing of annual leave shall be

fixed having regard to the operational requirements of the
polytechnic, provided that such timing shall not prevent the ASM
taking the leave entitlement in the current leave year.

General Staff

With the exception of casual/part-time staff employed for less than a year,
general staff with less than or equal to five years service shall be entitled
to four weeks annual leave. General staff employed for less than a year
on a casual or part-time basis shall receive three weeks leave paid
fortnightly at 8% from 01 April 2007 of their total earnings.

Current annual leave including paid days between Christmas and New
Year will be grandparented for those staff with less than five years
service. Staff with more than five years service shall be entitled to five
weeks annual leave.

After the completion of five years service, general staff shall be entitled to
five weeks annual leave.

If a general staff member becomes entitled to 5 weeks leave prior to 30 May
then in the year the entitlement falls due the three days between Christmas
and New Year shall be regarded as annual leave and reduce their
entittement accordingly. If a general staff members becomes entitled to 5
weeks leave after the 30 May, in the year the entitlement falls due the 3 days

27



between Christmas and New Year shall be paid holidays and shall not
reduce their annual leave entitlement.

(e) Leave carried forward

Staff members may apply for approval to carry forward leave of up to ten
working days, for up to one year.

6.7 Discretionary Leave
€)) Each ASM shall be entitled to four weeks per leave year which shall be
used at the ASM's discretion, and shall not be duty with the following
exceptions:

(i)

(ii)

(iif)

up to three weeks for initial ASM training as provided in Part 7 of
this CA;

for any ASM who teaches primarily in courses leading to degrees
and whose duties include research, ASM discretionary leave may
be individually negotiated out of conditions, provided that
timetabled teaching is spread over no more than 148 teaching
days for the ASM and the maximum timetabled teaching hours
for each quarter of the year shall be 175 not 300 as in subclause
5.2 (b) (i). The other provisions of clause 5.2 apply;

Any ASM who is identified by the polytechnic's formal review and
appraisal procedures as requiring remedial assistance to meet
normal performance standards may be required to use ASM
discretionary leave for directed development aimed at
improvement in the areas where performance inadequacies have
been identified.

(b) ASM discretionary leave shall be used in blocks of not less than one
week, unless the ASM consents otherwise, and shall be timed having
regard to the operational requirements of the polytechnic.

(© Discretionary Leave will not apply to non-teaching academic staff
members.

(d) Exchange of Discretionary Leave

(i)

(ii)

The employer and the employee may agree to exchange or
convert the quantum of discretionary leave either in full (i.e. four
weeks per leave year) or in part (but not less than one week).
The employee will be advised of his/her right to seek advice from
TEU prior to any agreement. No employee will be required to
exchange or convert his or her discretionary leave.

This agreed exchange would be for a fixed period and for an
agreed purpose. On expiry of the agreed term the employee's
original remuneration and conditions of service, including the
original terms of the discretionary leave, will apply unless a new
agreement is signed. This is in accordance with the Research
and Study Leave Policy 1101.
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6.8

6.9

(iii) Where discretionary leave is exchanged for salary the employee
shall be compensated at the rate of 2% of salary for each week
exchanged.

(iv) Up to four weeks of the discretionary leave may be accumulated
to be exchanged for industry refresher leave or research and
study leave; this exchange shall be on a week for week basis. In
such cases the employee may not be required to produce
research or other forms of outcomes unless the employee is also
in receipt of a grant for which the polytechnic requires a specific
outcome.

(V) The exchange or conversion of discretionary leave does not
affect the workload provisions relating to teaching days or
teaching hours.

(vi) The exchange or conversion of discretionary leave shall only
have application to the employee who has agreed in writing to
the agreed terms. Other employees shall continue to be covered
by subclauses 6.6 (a), (b), (c).

(vii) Should discretionary leave be exchanged for an employee at the
commencement of his or her employment, such exchange shall
not remove the requirements relating to professional
development for a permanent employee without significant prior
teaching experience. In the case of such an employee not
demonstrating the required capabilities through an appropriate
Recognition of Prior Learning (RPL) process, the employer shall
make available to the employee the time necessary (up to 12
weeks) in order to undertake the professional development
required. In such circumstances the employer shall make the
time required for professional development available to the
employee by sufficient reduction of TTH.

Provision and Calculation of Annual and Discretionary

@) Each complete week of leave taken shall be recorded as five days' leave.
The period commences on the first working day of absence and ends on
the last working day of absence.

Annual and Discretionary Leave Plan

Each Employee will provide a plan by 1 March each year which will set out planned
periods of leave. In the absence of a leave plan a default plan will be provided by
the employer. Periods of discretionary leave and annual leave may be continuous.
Annual leave and discretionary leave as provided for in the leave plan shall be
deemed to have been taken unless a variation of the plan has been agreed with the
Employer, in writing. Requests for variation of the plan will be considered in line
with operational requirements. Permission to vary plans will not be unreasonably
withheld.

Annual and Discretionary Leave for ASMs with Short Service

@) Combined leave for ASMs who have less than 12 months' full service in
any one year, as a result of a late start, or an early finish or a period of
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leave without pay of more than five working days, shall be granted as 0.21
of the period worked, less any leave used during the year.

(b) Notwithstanding subclause (a) of this clause, where ASMs are entitled to
annual leave only or reduced discretionary leave, and they have less than
12 months' full service in any year as a result of a late start or an early
finish or a period of leave without pay of more than five working days, the
leave shall be granted on the following basis:

Five weeks’ leave entitlement = .11 of the period worked less any leave taken.
Six weeks’ leave entitlement = .14 of the period worked less any leave taken.

Seven weeks’ leave entitlement = .16 of the period worked less any leave
taken.

Eight weeks’ leave entitlement = .18 of the period worked less any leave taken.

(©) ASMs with short service shall retain sufficient leave to cover any periods
when the polytechnic is closed.

(e) ASMs with short service who have not been granted leave since
appointment shall be paid in full for the periods of any recess between the
one year and the next and any other period when the polytechnic closes
completely, even though the normal entitlement is insufficient to cover these
periods.

6.10 Casual Staff
@) Holiday pay for casual or temporary staff will be paid in accordance with
the Holidays Act 2003. Payment for statutory holidays shall be made only

if the staff member would have worked on the day.

(b) Any employee may be required to work on any of the whole holidays (or
substituted succeeding days) set out in clause 6.4.

(© If an employee is required to work on a statutory holiday (or substituted
succeeding day), then he or she will be paid at double time rates for the
time worked.

(d) If an employee is required to work on a statutory holiday or substituted

succeeding day (with the exception of Anzac Day, Waitangi Day, the day
after Boxing Day, and Tuesday immediately following Easterhe or she will
be entitled to a compensatory paid day off at a time decided by the
employer.

6.11 Travelling Time for Leave Purposes
Where specifically provided in this Agreement, travelling time with pay for a period
of up to seven days (exclusive of public holidays) shall be granted, subject to the

following conditions:

@) Leave for travelling can only be granted if the ASM is required to travel
when the Polytechnic is open;

(b) The quickest and most direct means of travel must be used,;
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6.12

6.13

()

No travelling time is granted for a journey that is preceded by leave
without pay or for a return journey that is followed by a period of leave
without pay.

Special Leave without Pay

Except as specified elsewhere in this Agreement, special leave without pay, not
exceeding two years, may be granted to a staff member by the employer.

Sick Leave
ASMs
@) An ASM who is granted on application leave of absence on account of

(b)

(©)

(d)

(e)

(f)

(9)

sickness or injury not arising out of, or in the course of, the ASM's
employment, shall be entitled to sick leave on pay for a period or periods
not exceeding a total amount determined in accordance with the scale set
out in the following table. The periods of sick leave due at any time shall
be the amount specified in the following table, less the total amount of sick
leave with pay that the ASM has already taken during her/his teaching
service:

Length of Service (Aggregate period for which sick leave on
pay may be granted during service)

Up to 3 months 7 days
Over 3 months and up to 6 months 14 days
Over 6 months and up to 9 months 31 days
Over 9 months and up to 5 years 46 days
Over 5 years and up to 10 years 92 days
Over 10 years and up to 20 years 154 days
Over 20 years and up to 30 years 229 days
Over 30 years 306 days

An ASM may be required to provide a medical certificate for any absence
beyond five days.

Recognised service for staff employed prior to the commencement of this
Agreement shall continue to be recognised for the purpose of sick leave
entitlement.

Any statutory holiday which occurs within an unbroken sick leave period is
not counted for purposes of calculating sick leave usage.

Any weekend which occurs within an unbroken sick leave period is to be
counted for purposes of calculating sick leave usage.

In exceptional circumstances the employer may grant sick leave with pay
in excess of the periods prescribed in the scale set out in subclause (a)
above in anticipation of future entittements provided that no extension
may be granted beyond 306 days.

For the purposes of subclause (a) above, disregarded sick leave not

exceeding an overall aggregate of two years may be granted by the
employer.
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6.14

6.15

6.16

(h) Notwithstanding subclause (a) above a limited tenure ASM has a sick
leave entitlement on the basis of service completed since the last date of
tenured or permanent employment.

GENERAL STAFF

@) An employee who is absent due to sickness shall advise the employer of
such as soon as it is practicable.

(b) An employee may be required to provide a medical certificate for any
absence beyond five days.

(c) The period of leave to which an employee is entitled shall be as follows:

0] From commencement of employment an employee shall be
entitled to ten days sick leave per annum (on full pay).

(i) This leave can be accumulated to a maximum of 300 days.

(iii) An employee is entitled to utilise up to thirty days (three years) of
their sick leave entitlement from the date of their employment
commencement. In exceptional circumstances the employer
may grant sick leave in excess of the periods prescribed in
clause (c) above. Should employment be terminated or notice of
resignation received prior to entitlement of sick leave used in
advance, it may be deducted from the employee’s final pay at the
employer’s discretion.

Sick Leave for Employees Citing Stress

TEU and Otago Polytechnic agree that they shall work together to develop
strategies for return to work and assist return to work as early as possible for any
staff member who cites work related stress as a causal factor for the use of sick
leave.

Sick Leave for Casual ASMs

Casual ASMs shall be entitled to five days sick leave each year in accordance with
the Holidays Act, to be used for sick leave, sickness of spouse or dependant, or
bereavement.

Domestic and Paternity Leave

0] The employer may grant a staff member leave on pay as a charge against
a sick leave entitlement when the staff member must be absent from work
to attend to a member of the household who through illness becomes
dependent on the staff member. Members of the household may include
the staff member’'s family or household. The production of a medical
certificate or other evidence of illness may be required.

(i) When an employee has run out of sick leave the employer may agree to
the taking of anticipated sick leave, use of annual leave or extended sick
leave without pay.

(iii) Domestic Leave may also be used for periods of up to 10 working days as

Paternity Leave as described in the Parental Leave and Employment
Protection Act 1987 an its amendments This leave is available to both

32



fathers and same sex partners and shall be deducted from sick leave
entitlement.

6.17 Disregarded Sick Leave

Disregarded sick leave is any sick leave on pay which is not debited from the sick
leave entitlement. Total disregarded sick leave granted must not exceed an
overall aggregate of two years. Sick leave shall be disregarded in the following

cases:

(@)

(b)

()

Sickness Caused by Working Conditions - the provisions of the Injury
Prevention, Rehabilitation and Compensation Act 2001 normally apply to
absences on account of sickness caused by working conditions, and so
the question of sick leave should not arise. However, where the Accident
Rehabilitation and Compensation Insurance Corporation declines to
accept liability, the employer may approve the disregarding of sick leave.
Sick leave shall be disregarded only when the sickness is directly
attributable to the conditions or circumstances under which the staff
member is working, or when a staff member contracts an illness through
contact in the course of her/his duties;

Epidemic Disease - when an epidemic occurs, the sick leave of the staff
members who contract the disease shall be disregarded for the time
necessary for the disease to run its normal course;

Infectious Diseases - when a staff member contracts an infectious disease
or has been in contact with a sufferer from an infectious disease and is
thereby prevented by direction of the appropriate health authority from
attending the polytechnic, leave will be disregarded for the period covered
by the direction. In the case of hepatitis, however, the period of
disregarded sick leave is the time that the staff member’s doctor decides
is necessary for the staff member to remain away from the polytechnic.

6.18 Special leave for Family Reasons

(@)

(b)

(©)

A staff member may be granted leave for family reasons with or without
pay in the following circumstances:

® Marriage of a close relative;
(i) Other important family occasions.

This provision shall be administered in a culturally sensitive manner and
approval shall not be unreasonably withheld.

Travelling time with pay may be allowed in terms of clause 6.10.

6.19 Bereavement/Tangihanga Leave

@)

Death in New Zealand or Overseas — A staff member shall be granted
special bereavement leave on full pay to discharge her/his obligation
and/or pay her/his respects to a deceased person with whom she/he has
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 Tangihanga, or its equivalent.
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(b)

()

If bereavement occurs while an employee is absent on annual leave, sick
leave on pay, or other special leave on pay, such leave may be
interrupted and bereavement leave granted as above. This provision will
not apply if the employee is on leave without pay.

In granting time off therefore, and for how long, the employer must
administer these provisions in a culturally sensitive manner, taking into
account the following points:

0] The closeness of the association between the staff member and
the deceased (Note: This association need not be a blood
relationship);

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

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

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

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

(vi) If paid special leave is not appropriate then annual leave or leave
without pay should be granted, but as a last resort.

6.20 Parental Leave

@)

Background

Parental Leave is unpaid leave of absence from work. These contractual
parental leave provisions apply only to tenured or limited tenure staff
members appointed for more than 12 months. Other staff members are
entitled to parental leave in accordance with the parental Leave and
Employment Protection Act 1987 and its subsequent amendments.

Parental leave may be taken by both women and men following the birth
or legal adoption of a child under five years of age. Parental leave is also
available to employees intending to adopt a child under five years by
whaangai placement. Under this agreement, parental leave includes both
unpaid and paid leave and is available to both partners, either
concurrently or consecutively.

Notice required to take Parental Leave

(@)

An employee intending to take parental leave is required to give at least
three months’ notice in writing and the application is to be accompanied
by a certificate signed by a registered medical practitioner certifying the
date of delivery.
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(b) Except that leave for a pregnant woman may commence at any time
during pregnancy, subject to the employee giving the employer one
month’s notice in writing supported by documentation from a doctor or
midwife. A shorter period of notice will be accepted on the
recommendation of a medical practitioner.

(c) An employee intending to either legally adopt or to adopt a child by
whaangai placement is entitled to parental leave during the child’'s first
year with the new family. In the case of adoption, evidence of an official
adoption or whaangai placement must be provided, but the requirement of
one month’s notice does not apply.

(d) Staff members who wish to take parental leave within 12 months of ending
a period of parental leave in respect of another child must apply to the
CEO of the polytechnic for permission to take the further period of leave.
Permission is at the sole discretion of the CEO and is not available as of
right. Permission will not be unreasonably withheld but, if granted, may
be subject to such individual conditions as the CEO deems reasonable.

Duration of leave:

The length of entitlement to parental leave from the date of birth or date of
assuming responsibility for the child is:

(@) For an employee with 12 months’ or more service, 12 months’ parental
leave from the date of birth or the date of assuming responsibility;

(b) For an employee with less than 12 months’ service, the entitlement is six
months’ parental leave from the date of birth or the date of assuming
responsibility, but up to six months’ additional leave may be granted at the
discretion of the employer.

Return to work:

An employee must give the employer at least one month’s notice of intention to
return to work before parental leave expires. When an employee suffers a
miscarriage or stillbirth, or an adoption becomes null and void, a request to return
early to work shall be granted. Should an employee wish to return to work early for
other personal reasons, agreement shall not be unreasonably withheld.

An employee returning from a period of parental leave is entitled to resume work in
the same or similar position to that occupied at the time of commencing parental
leave.

The institution will give due consideration to an employee’s request for a reduction
of hours for a period of time to be negotiated with the employee after the return
from a period of parental leave.

Breastfeeding women shall have the right to one or more daily breaks to attend to
their child. The breaks shall be counted as working time and included in the total
duty hours.

Failure to Return to Work

If a staff member fails to return to work or take up work offered during a period of

preference, then the staff member’'s employment is deemed to be at an end.
Temporary Replacements
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6.21

Where a staff member is employed to temporarily replace a staff member on
parental leave, he or she must be informed that the employment is temporary to
replace an employee on parental leave and the circumstances under which the
employee can return to work early. The temporary staff member must also be
advised of the notice that will be given in the event of an early return to work.

Sick leave during pregnancy:

Periods of illness due to pregnancy, prior to cessation of duties, may be charged
against the employee’s sick leave entittement. Parental leave is not to be granted
as sick leave, with or without pay.

Annual leave:

Parental Leave does not affect continuity of service for calculation of contractual
entittements. If the staff member is a member of a superannuation scheme, the
taking of leave does not relieve them from the obligation to make contributions.
Annual Leave will continue to accrue when an employ is on parental leave. An
employee on parental leave may carry over ten days of annual leave to be used
after they return to paid employment.

Parental Leave Grant

A parental leave grant shall be payable to an employee on production of the
certificate of the birth of the child (whether live or still born) or on production of an
approved adoption/whaangai placement.

The grant will be equivalent to six weeks full salary at the employee’s substantive
rate of pay. A female employee who has, because of pregnancy, temporarily
reduced proportionality, will be paid the grant at the rate and proportion that
existed immediately prior to the temporary reduction in hours. If the rate of salary
payable at the date of birth or placement is later subject of a retrospective
increase, a sum representing six times the weekly increase shall be payable to the
employee.

The full parental leave grant equivalent to six weeks salary as above will be
payable regardless of whether the employee returns to work before the expiry of
six weeks parental leave. Receipt of salary will not affect the payment of the full
grant.

Where an employee elects to resign because of birth/adoption, such resignation
will be deemed to take effect six weeks after the employee’s last day of duty and
parental leave shall be paid during this period.

If both partners are employed at the institution and are eligible for paid leave, they
are entitled to six weeks' grant between them and the grant will be evenly
apportioned between them.

Special Leave

Special leave of absence with or without pay may be granted to an employee at
the employer's discretion. Leave will not be unreasonably withheld in the following
circumstances:

@) Cultural, community and sporting activities, involving national or provincial
representation;
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(b)

Educational activities pertaining to a staff member’s work noting that:

(i)

(ii)
(i)
(iv)
(V)

(vi)

(vii)

(vii)

for recognised travelling awards, scholarships and fellowships,
leave with pay shall normally be approved,;

examination leave shall be on full pay;
Upgrading qualifications at the request of the employer;
Marriage of the staff member;

Involvement in recognised civil defence and search and rescue
activities;

Attendance at meetings of recognised local authorities as a
member;

Attendance, as a duly appointed representative of the union, at
meetings of TEU;

Attendance at approved union education courses.

6.22 Leave for Approved Statutory Authorities

(@)

An employer shall grant leave on full pay to a staff member who is
required to attend as a member of, or in a formal capacity at, any of the
following statutory authorities with the proviso that any fees due to the
staff member from the authority shall be paid to the polytechnic:

(i)

(ii)
(iii)
(iv)
v)

(vi)

(vii)
(vii)

A polytechnic council;

A university council;

Government Superannuation Board;
NZ Qualifications Authority;

Disputes and grievance committees established under Part 10 of
this Agreement or any other bodies replacing them in function;

Hearings of the Employment Court or any body established to
replace the Employment Court;

ITP Quality
Jury Service

Any full time, proportional, or part time staff member required to
attend a court on Jury Service will, on the production of a
statement from the registrar of the court, be paid their normal
gross ordinary daily pay for the days involved in Jury Service.
The employee will reimburse to the Polytechnic all payments
received from the court excluding any reimbursing payment for
travel, accommodation or meals.
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6.23

6.24

(b)

An employee shall return to work as soon as possible if not
selected for Jury Service.

If Jury Service will significantly compromise the Polytechnic’s
operational requirements, the Polytechnic may require the
employee to seek exclusion from Jury Service and the
Polytechnic will supply a written letter of support for that
application for exclusion.

The period with pay is for the time necessary to travel to, to attend and
return from the meeting.

Leave for Union Business

In accord with established polytechnic policies the union and the employer agree
to an exchange of letters each leave year to establish the quantum of, and
arrangements for, leave available to elected representatives of TEU for union
business.

Long Service Leave General Staff

(@)

(b)
(©)
(d)

(e)

(f)

Subject to the provisions of sub clauses (b) to (e) below, an employee
shall on the completion of 20 years' continuous service, be granted four
weeks' long service leave with full pay. As of 01 January 2006, Long
Service Leave shall be earned as follows:

. Staff who have completed 10 years service shall be entitled to
two weeks Long Service Leave.

. Staff who have completed 15 years service shall be entitled to an
additional two weeks Long Service Leave

. Staff who have completed 20 years service shall be entitled to an
additional two weeks Long Service Leave

The above change shall apply to all staff who, after 01 July 2005, become
entitled to Long Service Leave based on their anniversary date.

Long service leave shall be granted no more than once to any employee.
Long service leave shall be taken in a single period.

Subject to the provisions of clause 6.22 (f)below, long service leave shall
be forfeited if not taken within five years of the entitlement becoming due
or before the date the employee relinquishes office.

An employee who becomes eligible for long service leave within two years
of retirement may, at the discretion of the employer, take that leave
immediately following the day office is relinquished together with any other
leave due or granted on retirement, and the employee shall be deemed to
be a supernumerary during the period of leave; but retirement shall then
be effective as from the date on which all such leave expires.

An employee who is working reduced hours or is employed part-time and

who takes long service leave shall receive a pro rata reduction of salary
while on leave but not of the number of leave days.
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6.25

6.26

(9)

If an employee dies after qualifying for long service leave but before the
leave has been taken or forfeited in accordance with the provisions of this
clause, the employee's partner or the estate may be paid a
compassionate grant equivalent in value to the salary which would
otherwise have been paid to the employee in respect of long service
leave.

Retiring Leave for General Staff

The following sections apply to staff who were employees of Otago Polytechnic at
01 July 1993.

(@)

(b)

()

(d)

(€)

The following shall be entitled to retiring leave as set out in Schedule
E (1.0). Retiring leave shall be calculated on a pro rata basis according to
the employee's record of service.

Full time employees who have established eligibility for retirement on
medical grounds. Such employees shall be entitled to retirement leave of
65 working days where the length of service does not exceed twenty-five
years, and retirement leave in accordance with Schedule E (1.0)
otherwise.

For employees whose services are dispensed with through no fault of
their own, before they retire, the employer will consider granting retiring
leave in accordance with this table:

Qualification Required Retiring Leave
(working days)

Completion of fifteen years' service 65 days
Completion of ten and under fifteen years' service 44 days
Completion of five and under ten years' service 22 days

Instead of granting retirement leave as above, an employer may, on
application from the employee, pay a lump sum equivalent in value to that
leave.

An employee who has more than twenty years' continuous service, or is
eligible to retire on the grounds of service shall be entitled to anticipate
retiring leave in terms of Schedule E (2.0).

On the death of an employee the employer may approve a cash grant in
lieu of retiring leave to the spouse or dependants or the estate of the
deceased employee.

Resigning Leave

The following sections apply to staff who were employees of Otago Polytechnic at
01 July 1993.

(@)

(b)

Resigning leave, as set out in Schedule E (3.0), may be granted to full
time employees who resign their position.

The amount of resigning leave granted to any person shall be reduced by
the amount of any long service leave taken by that person.
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6.27

()

Resigning leave shall be calculated on a pro rata basis according to the
employee's record of service.

Holiday Falling During Period of Leave

(@)

(b)

()

Leave on pay - where a holiday falls during a period of annual leave, sick
leave on pay, or special leave on pay, an employee is entitled to that
holiday, which is not to be debited against such leave. This provision
does not apply to a holiday falling during annual or retiring leave taken
after the employee has ceased to work prior to leaving the service, unless
the employee has worked at any time during the fortnight ending on the
day on which the holiday is observed.

Leave without pay - an employee shall not be entitled to payment for a
holiday during a period of leave without pay, unless the employee has
worked at any time during the fortnight ending on the day the holiday is
observed. This applies to both sick and military leave without pay.

Leave on reduced pay - an employee shall be paid at ordinary time rate
for a whole holiday falling during a period of reduced pay.
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PART 7 — TRAINING AND PROFESSIONAL DEVELOPMENT

7.1

7.2

7.3

Intent

The following provisions recognise the commitment that the employer has to
provide ongoing professional development opportunities and support for academic
staff members. These opportunities will facilitate academic staff members
continuing to develop their competencies as educators as well as specialists in
their own subject areas.

Training

(@)

(b)

()

(d)

(e)

Every tenured ASM shall undergo recognised ASM training which will be
for up to 12 weeks provided that ASMs with appropriate prior training or
experience may have this recognised as fulfilling all or part of the
requirements of this clause.

Appropriate training opportunities for limited tenure ASMs shall be
provided having regard for the length of their appointments.

Up to three weeks of discretionary leave may be used for initial ASM
training during the probationary period.

ASMs in their first year of employment in the polytechnic may be required
to use up to five days of professional development time in meeting the
requirement for training set out above.

New employees, who do not already hold a recognised teaching
qualification, are required to complete a teaching qualification (minimum
CAT level 5) within their first three years of employment. Staff will be
given time release and fees will be covered by Otago Polytechnic.
Existing staff, who do not hold a teaching qualification will be encouraged
and supported to complete a teaching qualification.

Professional Development

(@)

(b)

()

Each general staff member will be allocated five days professional
development leave per year, reduced on a pro-rata basis for periods of
employment of less than a full year.

ASMs, Research and Teaching Assistants and Community Learning
Facilitators shall be allocated ten duty days for professional development
activities in each full year for which they are employed reduced on a pro-
rata basis for periods of employment of less than a full year.

Professional development leave will be allocated subject to:

0] The submission by the ASM of a proposed programme of
development activities which accounts for this time or its
equivalent;

(i) The approval of the employer for such programmes, but approval

shall not be unreasonably withheld;

41



(d)

(e)

(f)

(9)

(h)

(i)

(iii) Reasonable notice being give of proposed activities and the
timing of the programmes being negotiated with due regard to the
polytechnic's operational requirements;

(iv)  Where an ASM undertakes approved professional development
in their own time for the equivalent of the allocated duty days,
they shall use the allocated days at their discretion provided the
provisions of subclause (iii) apply.

(V) On the job training is part of normal work time and not to be
deducted from the professional development days

Provided that the requirements of subclause (c) (iii) of this clause are met
the following activities shall be approved as part of a programme:

0] Attending staff development or training programmes sponsored
or run by the polytechnic or TEU;

(i) Attending work related conferences;
(iii) Undertaking work related study of not less than two weeks.

If, in the opinion of the employer, a proposed programme of development
activities is inappropriate, or if a proposal is not submitted, the ASM may
be required to undertake such duty as the employer directs for any part or
all of the ten days so affected.

The Employer may allocate a grant-in-aid towards expenses. Provided
operational requirements can be met, an allocation of additional time may
be granted.

Professional development days may be accumulated if there is written
agreement between the employer and the ASM according to any
conditions which may be agreed between the employer and the ASM.

Any staff being required to change their mode of delivery to e-education
(or other flexible modes) will receive suitable training in the use of the new
technology required and will be provided with appropriate technical
support.

Professional development opportunities will be provided to ensure

transition into e-teaching is informed by relevant e-education literature,
pedagogy and standards of good practice.
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PART 8 — ALLOWANCES, EXPENSES AND GRANTS

8.1

8.2

8.3

8.4

8.5

Employment Related Expenses

(@)

(b)

The parties agree that employees should not have to incur personal costs
as a result of the requirements of the employer under the circumstances
described in this part of this Agreement.

The employer shall apply the provisions outlined below in accordance with
institutional procedures.

Travelling Allowance

(@)

(b)

A staff member required to travel within New Zealand on official business
shall be paid a travelling allowance within the following parameters.

The written approval of the employer or delegated authority is required
prior to any expenditure within (i) (ii) and (iv) below:

0] Approved actual and reasonable accommodation and travel
costs on proof of payment;

(i) Actual and reasonable meal costs up to $75.00 for each
completed 24 hour period, on proof of payment;

(iii) An incidental allowance of $9.00 for each 24 hour period or part
thereof;

(iv) An allowance of $50.00 per night when staying privately.

Meal Allowance

When a staff member’'s required hours of duty span two meal breaks the staff
member shall be paid one meal allowance of $15.00. The standard meal breaks
shall be breakfast, lunch and dinner.

Tea Allowance

The employer shall provide free morning and afternoon tea to employees.

Transport Allowances

(@)

(b)

A motor vehicle allowance of 62c per km for the first 3,000 km and 19 c
per km there after shall be reimbursed to employees required to use their
own vehicle for official business with the approval of the employer.
Official business is defined as approved activities directly related to the
polytechnic's educational programme and/or administrative requirements.

Employees shall cover the cost of their own travel to and from the work
base each day provided that where the work base may vary from time to
time, the employer shall pay the difference between home and fixed base
and home and variable base, in accordance with and as defined by
polytechnic policy.
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8.6

8.7

(b)

8.8

Tool Allowance

Otago Polytechnic will provide all staff with the tools necessary to carry out their

job.

Relocation Expenses

(@)

Relocation expenses shall be paid when a staff member’s normal place of
work, within the polytechnic, is moved at the employer’s instigation, to a
location out of the local area and the staff member elects to relocate
within 12 months of the change in workplace.

The Polytechnic shall pay actual and reasonable costs of relocation directly to the
providers of services. Relocation expenses are to be invoiced and paid directly by
the employer and not reimbursed. Such costs to include:

()

(d)

0] provision of temporary accommodation pending acquisition of
permanent accommodation, for up to three months;

(i) packaging, freight and storage of furniture and personal effects;

(iii) travel costs for the staff member's immediate family and other
dependent members of the household;

(iv) Legal fees and land agent's commission in respect of both the
sale of a home at the former location and the purchase of a home
at the new location (home shall include land purchased for the
purpose of building a house);

(V) Any penalty attached to the early repayment of the mortgage.

Where relocation expenses are paid the maximum payment shall be
$25,750.

In any case other than that specified in subclause (a) a payment towards
relocation expenses may be made by agreement at the time of making the
appointment in line with existing policy.

Reimbursements

Reimbursement shall be made in full upon application to the employer according to
the following provisions:

(@)

(b)

Subscriptions to professional associations where membership is
mandatory.

Reimbursement shall be made to proportional and fulltime staff members
for the cost of annual practising certificates or registrations, where these
are required, either to undertake the work for which the staff member has
been employed, or to maintain membership of a recognised professional
association in terms of subclause (a) of this clause.

Expenses incurred in attendance at courses or conferences required by
the employer. Reimbursement shall be for actual and reasonable
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8.9

(©)

(d)

(e)

(f)

(9)

(h)

expenses agreed in writing prior to travel for travel and the daily travelling
allowances set out in clause 8.2 of this CA shall be paid.

Transport of students because of sickness or other exceptional
circumstances.

Travelling away from the polytechnic on polytechnic business and
curriculum activities.

Loss or damage to personal property or clothing in the course of duty,
provided that this is not the result of the staff member's negligence or
misconduct, and provided that, where appropriate, payment may be less
than replacement cost.

Expenses incurred attending courses at employer approved training
venues in accordance with the following limits:

(1) One return fare from their home together with travel costs to
return home at weekends, met up to the level it would have cost
to keep the staff member at the course centre over the weekend;

(i) In addition, a staff member with dependants is entitled to one visit
home per month at official expense;

(iii) Accommodation, meal and incidental expenses; and
(iv) Travel expenses for observation and other visits.

Expenses incurred in attendance at approved meetings outside the
normal hours of duty which may be required of a staff member.

Temporary relocation of staff members - In special circumstances, eg
rebuilding of a polytechnic, where the work location of staff is temporarily
relocated, staff members may be reimbursed for additional expenses
incurred in this situation.

Payment shall be on the basis of public transport.

Expenses incurred in caring for dependants - When an employee attends
a course or is travelling on official business or is required to work
abnormal hours, the employer has the discretion to approve the actual
and reasonable cost of expenses incurred by employees in caring for
dependants where the situation is such that the employee cannot make
alternative arrangements for the care of her/his dependants without
incurring extra expenses.

Compassionate Grant on Death of Employee

(@)

Upon the death of a tenured employee, the employer may pay to the
estate of the employee an amount as follows:

(1) For an employee with ten years’ and under twenty years’ service,
one-twelfth of the annual salary;

(i) For an employee with twenty years’ service or more, one-eighth
of the annual salary.
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PART 9 — Health, Safety and Wellbeing
9.1 Accident Compensation

Attention is drawn to the Accident Prevention Rehabilitation & Compensation Act
2001. The provisions of this Act shall apply.

Sick Leave Entitlement arising from Accident Compensation:

@) An ASM's sick leave entitlement under this Agreement shall not be used
in respect of absence on work accident leave;

(b) In respect of a non-work accident, leave with pay shall be:
(1) a charge against sick leave entitlement for the first week; and
(i) after the first week and for a period of up to 26 weeks from the

date of the accident, a proportionate charge against the sick
leave entitlement;

(iii) leave without pay shall be granted when sick leave entitlement
has been exhausted.

9.2 Hearing Protection

(@) Where, in the opinion of the employer, a staff member is working in noisy
conditions which are likely to cause impairment to the hearing of the staff
member, and it is not practicable to prevent exposure to the noise, the
staff member shall be supplied with a personal ear protection device of a
type approved by the Medical Officer of Health.

(b) Subclause (a) shall be applied in the following manner:

Earplugs or ear muffs shall be provided for use in accordance with noise
levels recommended by the appropriate Health Authority as follows:

0] In noise levels in excess of 84 decibels - earplugs or ear muffs;
(i) In noise levels in excess of 104 decibels - ear muffs;
(iii) The maximum allowable daily exposure with earmuffs shall be:
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9.3

9.4

Intensity (DB) Max. Daily Exposure

115 8 hours
118 4 hours
121 2 hours
124 1 hour
127 30 minutes
130 15 minutes

Safety Glasses

(@)

(b)

()

(d)

(e)

Where, in the opinion of the employer, a staff member is working in an
"eye danger" area the staff member shall receive a personal issue of
standard neutral safety glasses.

Where, in the opinion of the employer, a staff member who ordinarily
wears optical glasses at work is occasionally engaged on work in an "eye
danger" area, the staff member shall be supplied for the time engaged on
such work, with especially hardened neutral “clip on" type safety glasses
to be worn over normal glasses.

Where, in the opinion of the employer, a staff member who normally
wears optical glasses at work is required to work, constantly or for a
substantial time in an "eye danger" area, the staff member shall be fitted
by an optometrist with a pair of specially hardened optically correct
lenses, fitted in a safety frame, at the expense of the employer, up to a
level agreed between employer and employee.

Where a staff member is in an "eye danger" area and has been issued
with neutral safety glasses, and who is in the opinion of the employer
required to wear the glasses constantly or for a substantial time, is found
to have a refractive error of her/his eyesight, the ASM shall be fitted by an
optometrist with a pair of specially hardened optically correct lenses fitted
in a safety frame, at the expense of the employer, up to a level agreed
between employer and employee.

In the case of subclauses (c) and (d) of this clause, the glasses shall
become the property of the staff member, provided that if the staff
member resigns within three months of being issued with the glasses the
cost of them may be recovered from the staff member.

Protective Clothing

Staff members shall be issued with protective clothing under the following
circumstances:

(@)

(b)

()

Where in the opinion of the employer, the nature of a staff member’s work
is more than normally destructive to clothing, suitable protective clothing
shall be issued;

Protective clothing may be issued on a permanent basis or on a
temporary loan as is decided by the employer;

Protective clothing issued on temporary loan shall be laundered at the
employer's expense.
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9.5

9.6

9.7

Issue of Uniforms

(@)

(b)

()

Where, in the opinion of the employer, a staff member is required to wear
a uniform, sufficient and adequate uniforms shall be issued to enable the
staff member to perform required duties.

All uniforms so issued shall remain the property of the employer and shall
be replaced on a fair wear and tear basis.

All uniforms and capes soiled in the course of duty shall be laundered or
dry cleaned, at the employer's expense.

Safety Footwear

The following conditions shall apply to all occupational classes.

(@)

(b)

()

(d)

(€)

An eligible employee is one whose work is of such a nature that wearing
safety footwear lessens the risk of foot injury from work accidents.

Where an eligible employee, with the employer's approval, buys their own
safety footwear and produces a receipt to the employer, they may be
reimbursed the actual and reasonable costs (subject to subclause 9.5 (d)
below if they resign) up to the annual maximum specified in Schedule
F (2.0).

The entitlement to this reimbursement payment shall be limited to one per
year except that in those instances where the employer is satisfied that
due to genuine wear and tear an employee's safety footwear should be
replaced within the one year period, the employer may reimburse the
employee for an additional pair of safety footwear in terms of subclause
9.5(b) above.

® No more than two pairs of safety footwear will be reimbursed in
any one year and the cost of the second pair shall be reimbursed
only on the production of the worn out boots, which shall remain
with the employer.

An employee who has been reimbursed for the purchase of safety
footwear and who ceases to be employed before completing 12 months
continuous service shall refund to the employer 1/12™ of the reimbursing
payment for each uncompleted month of the 12 month period.

The employer's consent is required prior to purchase.

Immunisation — Hepatitis B

(@)

(b)

The parties agree in principle the responsibility for pre-exposure
immunisation of employees rests with the employer, advised as necessary
by the appropriate Health Authority.

In situations where the staff members may be at significantly increased
risk of acquiring hepatitis B because of the nature of their job, the situation
shall be assessed on an individual basis to decide if immunisation would
be appropriate. If immunisation is deemed to be appropriate the employer
shall meet the cost of immunisation.
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9.8

()

In all situations where a risk of being infected by the hepatitis B virus
exists it shall be the duty of the employer to require safe working practices
on the part of the staff member and to ensure appropriate hygiene
measures to reduce such risk to a minimum, whether or not immunisation
is considered advisable.

Working Conditions

(@)

(b)

The good employer provisions of the State Sector Act 1988, sections 79
to 80 or any amendment or Act passed in substitution of this Act shall
apply with particular regard to good and safe working conditions and
opportunities for the enhancement of the abilities of individual staff
members.

The provisions of the Health and Safety in Employment Act 1992 and

amendment 2002 shall apply insofar as they relate to the working
conditions of employees.
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PART 10 — Organisational Change

10.1 Consultation and Cooperation

(@)

(b)

()

The parties to this Agreement commit themselves to identifying ways of
continuing to improve the consultative process.

The National Secretary and the Chair of the local branch of TEU will be
notified by the employer:

0] at any early stage of any review by Otago Polytechnic of the
whole, or part of the polytechnic’s organisational structure or
function, which may result in significant changes to either the
structure, staffing or work practices affecting existing staff
member.

(i) when there has been a reduction in demand for a course or
group of courses sufficient to affect the structure, staffing or work
practices of the existing staff member.

The employer will provide the union with an opportunity to be involved in
any review. An agreed time frame will include a minimum of 28 calendar
days to ensure TEU and the employees can prepare individual or
collective submissions to the employer. The consultation timeframe will
be extended by the length of any periods of standard, approved leave
which fall during that time. Should the review confirm a surplus staffing
situation, individuals who might be affected shall be advised in writing of
this and of their right to assistance from TEU.

10.2 Surplus Staffing Provisions

@)

(b)

©)

Intent

The employer recognises the serious consequences that the loss of
employment can have on individual staff members and seeks to minimise
those consequences by means of this Agreement. These provisions
apply to staff members who for all intents and purposes have an ongoing
expectation of employment. They will not apply to staff members who
have reached the expiry of a limited tenure appointment made in
accordance with subclause 3.1(d) of this Agreement or to part-time staff
members.

Definition

A surplus staffing situation exists when as a result of reduction in funding,
course demands, organisational changes or other identified factors the
employer requires a reduction in the number of staff members.

Notification

When, as a result of the consultation as specified in the Agreement,
specific positions are identified as surplus the employer shall advise the
National Secretary of TEU, the Chair of the local TEU branch and the
employees affected not less than two months prior to the date by which
the surplus staff are to be discharged. The date may be varied by
agreement between the parties. The employer will not unreasonably
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withhold approval to cancel pre approved leave from a staff member who
is working out his/her 2 month notice period.

10.3 Options

The following are the options to be applied in staff surplus situations:

@) Voluntary severance;

(b) Attrition;

(c) Redeployment;

(d) Enhanced early retirement;
(e) Retraining;

) Severance.

The aim will be to minimise the use of severance. Where the other options are
inappropriate to discharge the surplus the option of severance will be made
available. Employees who are offered a position within the polytechnic which is
directly comparable to their existing position, which does not require a change in
residential location, and who decline appointment will not have access to
severance.

10.4 Conditions applying to options
@) Voluntary Severance

The employer will consider the use of voluntary severance. The process
for enacting voluntary severance is as follows:

0] The employer will call for volunteers to apply for severance from
the pool of employees in the affected programme/area;

(i) All expressions of interest in voluntary severance will not
necessarily be accepted. The operational requirements of the
polytechnic will be taken into consideration when making this
decision;

(iii) Should the number of volunteers exceed that required the
employer will select which employee(s), if any, will be accepted
using the process outlined in the selection criteria section below;

(iv) Staff accepted for voluntary severance will have their
employment terminated in accordance with the severance
provision below.

(b) Attrition

Attrition means that as staff members leave their jobs because they retire,

resign, transfer, die or are promoted then they may not be replaced. In

addition or alternatively, there may be a partial or complete freeze on
recruiting new staff members or on promotions.
(9 Redeployment

Staff members may be redeployed to a new job at the same or lower
salary within the polytechnic. The following conditions will apply:
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(d)

(e)

(f)

(1) Where the new job is at a lower salary, an equalisation allowance
will be paid to preserve the salary of the staff member at the rate
paid in the old job at the time of redeployment.

(i) The salary can be preserved in the following ways:

) A lump sum to make up for the loss of basic pay for the
next two years (this is not abated by any subsequent salary
increases); or

o An ongoing allowance for two years equivalent to the
difference between the present salary and the new salary
(this is abated by any subsequent salary increases).

(i) Where the new job is at a location outside the local area, the staff
member shall be entitled to relocation expenses as set out in
subclause 8.7(a) of this CA.

Enhanced Early Retirement

This option provides for a staff member to be paid the money available
under the severance option which may, if the staff member so desires, be
used to make up the actual superannuity payable. Staff members are
eligible if they have 10 years total service. Service does not have to be
continuous nor is membership of a superannuation scheme relevant to
eligibility. Subject to discussion with GSF.

Enhanced early retirement may be made available at the discretion of the
employer at any time to eligible staff members not declared surplus if they
are replaced by a surplus staff member seeking redeployment or
reassignment.

Retraining

The employer may, following application from the staff member, offer the
option of retraining with financial assistance up to the maintenance of full
salary plus appropriate training expenses in order to enhance the staff
member’s prospects of re-employment. The total cost to the employer,
including any costs other than salary in respect of the training which may
be paid by the employer, shall not exceed 110% of the value of the
severance payment the staff member would be entitled to.

Severance

(1) For the purposes of these provisions, salary is defined as taxable
salary, which includes special responsibility allowances and
market forces allowances, but is exclusive of non taxable
allowances.

(ii)

(iii) All service recognised under subclause 10.4(f) (ii) excludes
service which has been taken into account for the purposes of
calculating any entitlement to a redundancy/severance/early
retirement or similar payment from any of the above services or
from any polytechnic employer.
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10.5

10.6

(iv) "Continuous service" includes all periods of paid leave and would
not be broken by, but would not include all periods of approved
leave without pay and all breaks of not more than three months
between periods of employment within the polytechnic service, or
one month with other service(s) approved under above. Periods
of parental/maternity leave would be included.

(v) Payment will be made in accordance with the following:

o Sixteen percent of salary, or the appropriate portion of this
amount, for the preceding 12 months shall be payable in
lieu of any notice not worked regardless of length of
service;

) 12 percent of salary for the preceding 12 months, or part
thereof for employees with less than 12 months service;
and

o Four percent of salary for the preceding 12 months
multiplied by the number of years of service minus one, up
to a maximum of nineteen; and

o where the period of total aggregated service is less than 20
years, 0.333 percent of salary for the preceding 12 months
multiplied by the number of completed months in addition to
completed years of service;

Outstanding annual and discretionary leave shall be cashed up
separately.

Selection

(@)

(b)

()

(d)

(e)

If the employer determines that there is a need to select which
employee(s) are surplus from a pool of employees, it will develop the
selection criteria and process to be used in selecting which staff
member(s) will be made redundant.

The selection criteria will genuinely reflects the type and variety of skills
required, the knowledge and experience required and operational needs
of the area. The selection criteria must be unbiased, measurable, fair,
objective and consistent with the purpose of determining which staff will
be declared surplus.

Prior to finalising the selection criteria, affected employees and TEU will
be given the opportunity to comment.

Staff will be given the opportunity to update their curriculum vitae and the
employer will provide assistance with CV preparation if required.

Staff involved in the selection process will be given copies of any selection
assessment material made of them and will have the opportunity to
correct any errors prior to any individual staff member being given notice
that they have been declared surplus.

Rights of Staff Members Declared Surplus

(@)

Time Off to Attend Interviews
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(b)

(©)

(d)

The employer shall give staff members reasonable time off to attend
interviews for alternative employment, subject to the operational
requirements of the polytechnic.

References

The employer shall supply to all surplus staff members a letter of
reference.

Counselling

Counselling for affected staff members and family may be made available
as necessary.

Staff Members on Leave

A staff member who is declared surplus and who is on maternity leave,
absence due to extended illness, accident compensation, approved
special leave without pay or secondment shall be covered by the surplus
staffing provisions of this CA.

10.7 Technical Redundancy

Where an employee’s employment is being terminated by the polytechnic by
reason only of the sale or transfer of the whole or part of its business, nothing in
this Agreement or any other agreement shall require the polytechnic to pay
compensation for redundancy to the employee if:

(@)

(b)

the person or organisation acquiring the business, or part being sold or
transferred:

0] has offered the employee employment in the business or part
being sold or transferred in the same capacity;

(i) or has offered the employee employment in a different capacity
which the employee is willing to accept which may have different
terms and conditions. In the case of lesser terms and conditions
redeployment as defined by subclause 10.4 (c) will apply; AND

the conditions of employment being offered to the employee by the person
or organisation acquiring the business, or the part being sold or
transferred are the same as the employee’s conditions of employment,
including;

0] recognition of existing service;
(i) any service related and redundancy conditions; AND
(iii) any conditions relating to superannuation under the employment

being terminated.

10.8 Employee Protection/Transfer of Undertakings/Mergers

@)

Introduction
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(b)

(©)

(d)

(€)

(f)

In any case of restructuring, as defined in the Employment Relations
Amendment Act (No 2) 2004, where it is proposed that the business (or
part of it) is to be sold or contracted out, the employer will notify TEU and
the employee(s) that restructuring is a possibility, as soon as is
practicable, subject to the requirements to protect commercially sensitive
information.

Definitions

For the purposes of these provisions “affected employee” “restructuring
"and “new employer” shall have the same meaning as in the Employment
Relations Amendment Act (No. 2) 2004. “Employer” shall mean the
original employer party to this Collective Agreement.

Consultation

These employee protection provisions are to be read in conjunction with
the surplus staffing consultation and restructuring provisions of this
Agreement. When consulting, the employer will provide TEU with relevant
information about the restructuring proposal and details of how and when
it is likely to impact on the affected identified employees.

Terms of Employment

In the course of negotiating a sale or purchase agreement or a contract
for services, the employer will endeavour to obtain employment of
employees with the new employer on the same or substantially similar
terms and conditions of employment.

If the proposed new employer is a party to a collective agreement that
covers the work to be done by affected employees, the employer will
negotiate with the proposed new employer for affected employees’ length
of service to be recognised for the purposes of service-related
entittements and for employees to be offered the more favourable of the
terms and conditions of the agreement which is already in place; or the
terms and conditions of this Agreement. An agreement as to alternative
collective agreement arrangements will not be unreasonably withheld.

New Employment Opportunities

The employer will subsequently advise TEU and employees as to whether
employment opportunities exist with the new employer and, if so, the
nature of those opportunities. The employer will also advise employees of
their right to accept or decline to transfer to the new employer.

Implications for redundancy compensation of election to transfer

Those employees who elect to transfer to the new employer on the same
terms and conditions, and performing the same duties, with full
recognition of service-related entitlements as above, shall not be entitled
to redundancy compensation from the employer because of the transfer.
Any subsequent redundancy from the new employer would include
recognition of service with the employer.
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PART 11 — Union Matters

111

11.2

11.3

11.4

Inadvertent Omission

Any matters inadvertently omitted from this CA shall be the subject of further
discussions between the parties.

Union Information

(@)

(b)

the employer, when requested in writing by the National Secretary of TEU,
shall, within one month after the receipt of such request, supply to the
union a list of the names, addresses and designations of all employees
covered by this Agreement then in their employ (but such requests shall
not be made to the employer at intervals shorter than six months).

The employer undertakes to provide the local branch of TEU with the
names of new staff that at the time of appointment have elected to be
covered by this Agreement.

Deduction of Union Fees

(@)

(b)

The employer shall arrange for the deduction of union subscriptions for all
TEU members covered by this CA except in cases agreed to between the
employer and the union.

The manner of deduction and of remittance shall be determined by
agreement between the National Secretary of TEU and the employer.

Union Meetings

(@)

(b)

()

(d)

(€)
(f)

Subject to subclauses (b) to (e) below, the employer shall allow every
employee covered by this CA, who is a member of TEU, to attend, on paid
leave, two union meetings (each of a maximum of two hours' duration)
with TEU in each year.

The union shall give the employer at least fourteen days' notice of the
date and time of any proposed union stop work meeting to which
subclause (a) is to apply.

TEU will endeavour to ensure that the time of the proposed stop work
meeting will be set by negotiation between the employer and the union.

The union shall make such arrangements with the employer as may be
necessary to ensure that the employer's business is maintained during
any union meeting, including, where appropriate, an arrangement for
sufficient union members to remain available during the meeting to enable
the employer's operation to continue.

Work shall resume as soon as practicable after the meeting.

TEU shall supply the employer with a list of members who attended and
shall advise the employer of the time the meeting finished.
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11.6

Access to Premises

(@)

(b)

Designated officers, branch representatives or any authorised salaried
representative of TEU may, with the agreement of the employer, be given
access to the workplace or workplaces concerned for the purpose of
obtaining authority to represent employees covered by this CA.

Designated officers, branch representatives or any authorised salaried
representative of TEU may, once TEU is authorised to represent any
employee of this polytechnic in negotiations for an Employment
Agreement, for the purpose of those negotiations, enter those premises at
any reasonable time when the employees are employed to work on the
premises, to discuss with the employees matters relating to those
negotiations.

Branch Chair

The employer will recognise the TEU Branch Chair as the union representative on
site. Notice of the appointment of the Chair will be given to the employer in writing.
The employer agrees to allocate 0.4 work time to the Branch Chair to undertake
their union duties.
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PART 12 - PROCEDURE FOR RESOLVING EMPLOYMENT RELATIONSHIP

The Employment Relations Act 2000 requires that all collective agreements contain a plain-
language explanation of the services and processes available to resolve any employment
relationship problems. The polytechnic and TEU have agreed on the following procedure
and wish to draw it to the attention of all existing staff.

121

12.2

12.3

12.4

12.5

12.6

Employment relationship problems include:

€)) a personal grievance (a claim of unjustifiable dismissal, unjustifiable
disadvantage, discrimination, sexual or racial harassment, or duress in
relation to membership or non-membership of a union or employee
organisation).

(b) a dispute (about the interpretation, application or operation of an
employment agreement).

(c) any other problem relating to or arising out of your employment
relationship with the polytechnic except matters relating to the fixing of
new terms and conditions of employment.

If you believe there is a problem with your employment relationship with the
polytechnic you should tell your manager, either personally or through TEU as
soon as possible:

(@) that there is a problem; and
(b) the nature of the problem; and
(© what you want done about the problem.

If for any reason you feel unable to raise the matter with your Head of School,
other suggested contacts are the:

. Head of School or Programmes/Section;
. Manager;

. Human Resource Manager; or

o Chief Executive.

You have the right to seek the support and assistance of TEU or to seek
information from the Department of Labour Mediation Service at any time.

In the case of a personal grievance, you must raise the matter with the Human
Resources Manager within ninety days of the grievance occurring or coming to
your notice, whichever is the later. A written submission is preferable but not
necessary.

The employer will try to resolve the matter through discussion with you and/or
TEU.
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12.7 If the problem cannot be resolved through discussion, then either you or the
employer can request assistance from the Department of Labour which may
provide mediation services.

12.8 If the problem is not resolved by mediation, you may apply to the Employment
Relations Authority for investigation and determination.

12.9 In certain circumstances the decision of the Employment Relations Authority may
be appealed by you or the polytechnic to the Employment Court.

SCHEDULE A

Translation

Non-TEU members on Individual Employment Contracts (IEC)/Individual Agreements (I1A).
All staff covered by this Collective Agreement (CA) who are employed on IEC/IEAS, who
are not members of TEU and who subsequently join TEU, will transfer to the CA and will be
covered by all terms and conditions contained within this CA. Each week of discretionary
leave entitlement under the CA additional to that provided by their IEC/IEA will be
exchanged for one week's salary.

Staff may come across on existing salary and annual/discretionary leave in salary. This will
be reviewed in accordance with subclause 6.6 (d).
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SCHEDULE B

LECTURER

PROFILE AND EXPECTATIONS

Overview of Role — General

General Descriptions

The Lecturer is an industry/professional practitioner with demonstrated experience and
expertise in their field. The Lecturer develops and provides current and relevant learning
opportunities within the context of the learning environment and learning needs. Lecturers
will hold a relevant undergraduate qualification or a relevant industry/professional
qualification appropriate for the level of teaching and will have current involvement in trade,
professional, industry or community activities in their field. They will hold or be working
towards a teaching qualification.

SENIOR LECTURER
PROFILE AND EXPECTATIONS

Overview of Role — General

General Descriptions

The Senior Lecturer is a lecturer who has maintained and developed specialised
industry/professional knowledge and experience and in addition has demonstrated
continuous and consistent excellence in facilitating learning. The Senior Lecturer will have a
record of either; research, leadership and service or consultancy. Senior Lecturers will hold
a relevant teaching qualification and be active in continuing professional development,
including teaching practice; and will have current involvement in trade, professional,
industry or community activities in their field. The Senior Lecturer will mentor and guide
other staff in their development and practice as learning facilitators.

PRINCIPAL LECTURER

PROFILE AND EXPECTATIONS

Overview of Role — General

General Descriptions

The Principal Lecturer is a leading academic with advanced qualifications / industry
equivalent knowledge in their field and national recognition for academic excellence. The
Principal Lecturer has a significant record of either research and publications, leadership
and service, or consultancy and will be developing specific area(s) of academic expertise.
Principal Lecturers will be involved in significant leadership activities in their
industry/profession as well as demonstrating academic leadership internally. They will have
demonstrated excellence in facilitating learning and will hold a relevant teaching
qualification. The role of Principal Lecturer is of leading and developing the programmes in
which they become involved.
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SALARY REVIEW - CRITERIA FOR MOVEMENT OF ACADEMIC STAFF

NOTE: These criteria are designed to be cumulative

EVIDENTIAL REQUIREMENTS FOR

ACADEMIC SALARY REVIEW AND PROMOTION

To support a recommendation for salary review/promotion the HOD (or Programme
Manager under delegation) must have cited appropriate evidence in respect of each
accountability. Evidence shown in bold is required. Other evidence will reinforce the case
for promotion. Evidence of regular feedback on performance is expected.

1. FACILITATING LEARNING

(@)

(b)

()

Curriculum Delivery

Student feedback

Colleague feedback from experienced and successful teachers who
have observed the applicant’s teaching on multiple occasions

Statements from other appropriate persons (for example, of role with
diverse student groups / students with special needs etc)

Related personal qualifications, related personal study and/or
professional development

Self appraisal - reflective statement, teaching journal or teaching diary

Student Supervision

Student feedback

Colleague feedback from others who have co-supervised the same
students/ student groups

Self appraisal

Pastoral Care

Student feedback
Colleague feedback re leadership role

Statements from others, e.g. Polytechnic staff, OPSA staff, who have
been involved in pastoral care interventions

Self appraisal
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(d)

(e)

(f)

(9)

(h)

Assessment of Student Achievement

Colleague feedback of assessment skills and application of those
skills

Assessment products developed and implemented by applicant. The
quality of such products should be attested to by an experienced
colleague

Related personal qualifications, related personal study and/or
professional development

Curriculum development

Colleague feedback

Curriculum outputs (including papers/modules). The quality of these
outputs to be attested to by HOD/programme leader or similar

Products relating to curriculum development. The quality of these
outputs to be attested to by colleagues

Related personal qualifications, related personal study and/or
professional development

Self-appraisal — applicant’s own statement

Scholarship

Self-appraisal — reflections on scholarly activity undertaken
Colleague feedback (possibly external to Otago Polytechnic)

Scholarly outputs, including articles, conference papers and other
publications

Professional roles

Quality Outcomes

Programme Manager/HOD statement

Feedback from AAC, CDU or other internal agencies concerned with
quality

Colleague feedback

Self appraisal

Teamwork

Colleague feedback

HOD appraisal
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()

(k)

2. RESEARCH

(@)

Appraisal from other relevant Team/Department staff

Self-appraisal

Administration

Department Administrator/Programme Manager/HOD statement

Colleague feedback

Health and Safety

Programme Manager/HOD statement

Feedback from Health and Safety manager with respect to proactivity
in H&S, or as regards incident handling

Self appraisal

Professional Development

Summary of own development processes since last promotion or over
at least the last two years (whichever is greater), relevant to teaching
and scholarship criteria, including development pursued in response
to student feedback

Professional development plan for present year

Qualifications obtained/training and development undertaken since
joining Otago Polytechnic, or since last promotion application

Research activity

Research Outputs

Applicants are required to present a summary only of their research
outputs — the whole output is not required.

Where research outputs are a result of collaborative efforts,
attestation as to the staff member’s contribution by the appropriate
colleague or manager is required

Evidence of favourable reviews and/or commendations of research
including review articles, professional comments, letters of
commendation

Evidence of favourable citations of particular research outputs that
demonstrate the esteem the work is held by other researchers.

Research activity plan and progress log

Self-appraisal, such as reflection on publications and/or
conference/seminar experiences
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(b)

()

(d)

Teaching-Research Interface
e Self-reflective account

¢ Statements from Otago Polytechnic colleagues and/or managers (e.g.
Programme Managers, programme or research team members)

e Statements from external sources (e.g. professional associations,
group of teachers or researchers)

e Student statement or a summary of student statements, prepared by
colleagues, that demonstrate the teaching-research interface

e Summary evaluations of teaching or supervision that demonstrate the
teaching-research interface.

Professional Development

e Summary of own development processes relevant to research and
scholarship criteria over past two years, including development
pursued in response to feedback

o Professional development plan for present year

e Qualifications obtained/training and development undertaken in
research practice since joining Otago Polytechnic, or since last
promotion

Networking/Collaborative Links

e Appropriate industry or community feedback referring to the
applicant’s contribution to research

e Facilitation of disciplinary and research networks (e.qg.
organising/hosting conference panels, seminars, workshops)

e Invitations as keynote speakers to conferences/events in NZ or
elsewhere

e Fellows and/or restricted or elected membership of professional or
learned societies or academies in NZ or elsewhere with restricted or
elected admission

¢ Research fellowships in research institutions within NZ or elsewhere

e Appointments to key disciplinary, research, industry/government
bodies including appointment to NZ or overseas bodies, appointment
to research selection and funding bodies or committees, and/or
appointment to statutory or non-statutory Boards

e Evidence of ability to attract and/or host esteemed researchers or
decision makers to visit the Polytechnic or New Zealand

e Other evidence that demonstrates esteem, recognition or

acknowledgment of the staff member’s research by peers, end users
(etc) in the staff member’s own institution, within NZ and/or elsewhere
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(€)

(f)

(9)

(h)

Research Grant/Awards

Demonstrated success in attracting external funding

Research prizes and awards attached to a specific research output,
finding or activity

Research prizes and awards that reflect the overall quality and
productivity of applicant

Peer review of other’s research

Evidence of refereeing of articles, conference papers and other
publications and research outputs.

Invitations to peer review or act in a quality assurance role in relation
to other research activities, processes or policies

Invitations to mentor

Postgraduate supervision / programmes

Feedback from postgraduate students who have been supervised
Evidence of examiner duties (internal or external)

Evidence of ability to attract postgraduate students

Evidence of sponsoring students into higher level research
qualifications, positions or opportunities due to applicant’s research

reputation

Examples of assisting students under supervision to publish or
produce research output

Staff guidance

Colleague feedback — from those colleagues who have been
supervised or mentored, attesting to supervisory and/or mentoring
skills and helpfulness

Activities contributing to the development of new researchers (e.g.
running workshops, seminars)
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3.

LEADERSHIP AND SERVICE

General Evidence

(@)

(b)

(©)

Contribution to Department/Programme

Feedback from HoD attesting to the nature, scope and quality of
contribution

Feedback from colleagues
Feedback from Senior Managers/other HODs, where appropriate
Examples of resources developed

Self-appraisal

Contribution to the Polytechnic

Colleague feedback and/or statement from HoD

Examples of resources developed by the lecturer, either individually
or as part of a group, with attestation to the lecturer’s contribution by
the appropriate colleague or manager

Feedback from Service Managers/other HODs, where appropriate
Statement by committee chair, or working party/project team leader or
co-member. This statement must confirm the degree of participation
and the quality of the lecturer’s contribution

NB Contributions to the Polytechnic must be significant and go
further than attendance of committee/project team meetings.

Self appraisal

Contribution to the community

Statement from trade/professional body/industry group, or from
relevant government or community body. This statement must
confirm the nature and scope of the contribution and the quality and
impact of the contribution

Appropriate industry or community feedback referring to the lecturer’s
contribution and the quality and impact of the contribution

Statement from key PEAC members

NB Contributions to the community must be significant and go further than
mere attendance at committee/board meetings.
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4.

(d)

(€)

Professional Development

Reflective summary of own development processes relevant to
academic leadership and service, including development pursued in
response to feedback. Self-reflection involves consideration as to
how knowledge, skills and attitudes about leadership have been built
and how professional development has contributed to this
development.

Qualifications obtained/training and development undertaken since
joining the Polytechnic, or since last promotion application

Evidence of professional development plan for present year, verified
by HoD

Role Specific Evidence

Where the leadership and service role is an embedded organisational role
other evidence relevant to the specific accountabilities of the role will be
required e.g. a Programme Manager.

CONSULTANCY

(@)

(b)

Consultancy Activity

Consultancy reports documenting activities completed

Feedback attesting to the quality of the consultancy work from clients
and/or suitably competent peers

Consultancy work in progress log. Ongoing consultancy activity must
be demonstrated

Self appraisal

Consultancy-Teaching Linkages

Self-reflective account

Statements from Otago Polytechnic colleagues and/or managers (e.g.
Programme Managers, programme or consultancy team members).

Statements from external sources
Student statement(s) or a summary of student statements prepared
by colleagues, that demonstrate teaching-consultancy linkages have

been made

Summary evaluations of teaching that demonstrate linkages have
been made
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(d)

(e)

(f)

(9)

Professional Development

e Summary of own development processes and activities relevant to
consultancy over past two years, including development pursued in
response to feedback

Consultancy Outputs

e Summary of consultancy outputs (evidence of specific outputs to be
sighted by HOD/Programme Manager)

NB: Consultancy outputs may also qualify as research outputs.
Engagement of Students
e Summary of projects involving students as consultants

e Client and/or peer feedback regarding satisfaction with and
competency of student consultants

e Student feedback regarding appropriateness and value of the
consultancy experience

Consultancy Funding

e Summary of funds obtained on behalf of the Polytechnic (if any)

NB: It is acknowledged that consultancy work may be undertaken pro
bono.
Staff Guidance

e Colleague feedback — from those colleagues who have been guided,
supervised or mentored, attesting to supervisory/mentoring skills and
helpfulness

e Activities contributing to the development of new consultants

Guidelines for Gathering and Interpreting Evidence

1. General

(@)

The promotion/salary review decision must be evidenced based. The
evidence on which the decision is based must be:

0] Credible — collected from appropriate qualified and experienced
sources; and for student and colleague survey feedback,
collected through independent parties, with confidentiality
assured to those providing feedback

(i) Valid — supporting the key dimension of performance related to
the selected criteria. Valid evidence reveals the quality of
performance, not merely activity

(i) Reliable — collected from multiple sources and from those who
have direct experience of the staff member’s work
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(b)

(©)

(iv) Sufficient — so that a reasonable conclusion about performance
can be drawn.

Evidence of performance in the relevant criteria will usually have been
collected over at least two years, and will be analysed and reflected upon.
Gaps in evidence should be explained and verified. Evidence gathered in
the course of employment in another tertiary institution is acceptable
provided that evidence has been collected in a manner consistent with
Otago Polytechnic’s requirements.

Feedback instruments used to collect evidence to support salary review or
promotion must be Otago Polytechnic’s standard instruments or an
approved variation. Standard instruments are available for student
feedback and colleague feedback.

Student Feedback

(@)

(b)

()

(d)

Student feedback to support teaching performance is mandatory and must
be representative of the teaching undertaken by the Lecturer.

Student feedback must be collected and summarised through an
independent party, not directly by the applicant. Students must be
assured of their anonymity.

Sufficient student feedback must be gathered, to ensure that a reasonable
conclusion about teaching performance can be drawn. This will usually
be from each type of class taught, e.g. theory and practical, distance and
face to face, full time and part time; with a 75% response expected from
small classes (up to twenty); 50% response from large classes (over
twenty). Lower response rates require explanation.

Lecturers are advised to address carefully in their self appraisal significant
negative feedback or explain particular contexts in which student
feedback has been less than supportive. In such cases it is helpful to
have corroborating statements, e.g. from a HOD/HOS or Programme
Manager.

Colleague Feedback

@)

(b)

(©)

Colleague feedback to support leadership is mandatory for those who
have chosen “Leadership and Service” as their career path, and where
leadership is being exercised in formal contexts, e.g. Programme
Manager. The standard feedback form covers this dimension.

Colleague feedback is mandatory as evidence of teamwork in all cases
and of leadership effectiveness where the leadership is being exercised in
informal contexts. The standard feedback form also covers these
dimensions.

Feedback from acknowledged authorities, leaders, experts or specialists
(internal to Otago Polytechnic or external) is expected in support of claims
being made by applicants of specialist skills and expertise, or
national/international recognition, e.g. curriculum, research, community
service. This feedback will usually be by way of a referee report.
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(d) Colleagues will generally be people with whom the applicant works on a
reqular basis (or has worked on a project or Committee, either internal to
Otago Polytechnic or external) and who have been able to observe how
the applicant goes about his/her work.

(e) Colleague feedback gathered by way of standard survey must be
collected through an independent party, not directly by the staff member.
Respondents must be assured of their anonymity.

() Colleague feedback which is in the nature of ‘referee’ reports will be from
named and credible parties. These referees shall be provided the option
of forwarding a confidential report directly to the HOD/HOS or to the
Group Manager.

(9) Feedback must be sufficient to enable reasonable conclusions to be
drawn, with the appropriate sample of colleagues agreed between the
HOD/HOS and the applicant. At least four colleagues should be included
in any general survey; and as a general guide all team members should
be requested to provide feedback.

(h) Where “Leadership and Service” is the chosen career path and the staff
member is in a formal leadership role, feedback is expected from all
colleagues for whom the staff member has leadership responsibilities.

Self Appraisal

Self appraisal is expected in the form of a personal statement in which the staff
member addresses his/her performance in each of the criteria relevant to their
chosen career path. An overall reflective statement should provide insight into the
staff member’s personal theory of effective teaching, research, leadership, service
or consultancy practice, as appropriate. The statement should reveal how the
applicant has engaged with the scholarship of teaching, research leadership,
consultancy or service.

Other Evidence

Whilst feedback data is an essential form of evidence, so too are the staff
member’'s accomplishments as measured by artefacts, reports, creative works,
publications, conference keynotes, presentations and workshops, awards etc. The
HOD/HOS (or delegate) must be satisfied that such evidence exists, and is the
staff member’'s own work.

Interpreting Evidence

The HOD/HOS/delegate (i.e. the reviewer) is required to reach a decision having
weighed up all of the evidence available. Given the subjective nature of feedback
processes, undue weight should not be given to occasional negative feedback,
especially where this is at variance with the overall performance.

Student Feedback

In interpreting student feedback the reviewer is expected to focus on trends and
patterns. As a general guide:

o A feedback profile which shows the majority (e.g. 80%) of students find

the teaching to be satisfactory is expected. This would not support a
promotion decision.
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10.

o A feedback profile as above, but also with a high proportion (e.g. 50% or
more) of students finding the teaching to be more than satisfactory will be
indicative of advanced performance.

o A feedback profile with 80% or more of students finding the teaching to be
more than satisfactory will be indicative of outstanding or excellent
performance.

o Negative feedback in excess of 10% of respondents will be indicative of

problems with teaching effectiveness. Negative feedback in excess of
20% of respondents would suggest unsatisfactory performance.

o More weight should be given to recent feedback, especially where the
feedback shows an improving trend over a sustained period of time.

o Where an applicant has been employed by Otago Polytechnic for several
years the reviewer should be looking for evidence that reflects a
commitment to ongoing professional development, rather than mere
compliance with promotion requirements.

Colleague Feedback

Colleague feedback to support the criteria subject to review must be provided.
The reviewer should be satisfied this feedback is from people who themselves
have the skills and experience to comment credibly on the staff member's
performance. For example:

) An acknowledged successful researcher should be providing qualitative
feedback on research expertise.

) Those providing feedback on teaching quality should themselves be
recognised as excellent teachers, e.g. already promoted to Principal
Lecturer; or an experienced and successful Senior Lecturer.

o Those providing feedback on “Leadership and Service” should themselves
be recognised as having relevant expertise with regard to the services
being performed.

The reviewer should be satisfied that colleague feedback identifies and affirms that
feedback indicates excellent performance.

Research

When weighing up the quality of research performance the reviewer should look
for evidence of recognition by peers and give due weight to reputation, i.e.
Polytechnic wide, national and international standing.

Leadership and Service

When weighing up the quality of contributions to “Leadership and Service” the
reviewer should be satisfied that these contributions are significant and go further
than mere attendance at committee and board meetings.

Leadership for the purposes of promotion does not always mean leadership of
group endeavour. It can be contribution to a group development or individual
creative effort recognised by others as contributing towards group or organisational
goals, improvement to systems or to the work of others within the Polytechnic.
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All staff in their daily work demonstrate leadership with students and colleagues,
but it is when activities go beyond typical expectations of contribution that the case
for promotion gains weight.

NB: In all cases, evidence must be interpreted in the context of the lecturer’'s
current role, and whether or not promotion to a higher grade is being
contemplated. The Polytechnic’s expectations increase as lecturers
progress through the career structures — both as to the breadth and depth
of skills, and to the leadership expected. Thus, for example, Senior
Lecturers must be evaluated for their performance as Senior Lecturers,
and “excellence” is related to the expectations of Senior Lecturers
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SCHEDULE C

1.0 FULL-TIME AND PROPORTIONAL ACADEMIC STAFF MEMBER PER ANNUM

RATES

28/03/2007 5/12/2007 27/08/2008 08/04/2009

3.00% 2.00% 3.00% 2.00%
TAL 32,001 32,641 33,620 34,292
TA2 34,236 34,921 35,969 36,688
TA3 36,468 37,198 38,313 39,079
TA4 38,706 39,480 40,665 41,478
TA5 40,940 41,759 43,012 43,872
LO1 39,465 40,255 41,462 42,291
LO2 41,587 42,419 43,692 44,566
LO3 43,709 44,583 45,921 46,839
LO4 45,831 46,747 48,150 49,113
LO5 47,953 48,912 50,379 51,387
LO6 50,074 51,076 52,608 53,660
LO7 52,196 53,240 54,837 55,934
LO8 54,318 55,404 57,067 58,208
LO9 56,440 57,569 59,296 60,482
L10 58,562 59,733 61,525 62,756
L11 60,683 61,897 63,754 65,029
SLO1 61,744 62,979 64,869 66,166

62,805 64,061 65,983 67,303
SL02 63,866 65,144 67,098 68,440

64,927 66,226 68,212 69,576
SL03 65,988 67,308 69,327 70,714

67,049 68,390 70,442 71,851
SLO4 68,110 69,472 71,556 72,987

69,171 70,554 72,671 74,124
SLO5 70,232 71,636 73,785 75,261
PLO1 71,292 72,718 74,900 76,398

72,353 73,800 76,014 77,534
PLO2 73,414 74,883 77,129 78,672

74,475 75,965 78,244 79,809
PLO3 75,536 77,047 79,358 80,945

76,597 78,129 80,473 82,082
PLO4 77,658 79,211 81,587 83,219

78,719 80,293 82,702 84,356
PLO5 79,780 81,375 83,817 85,493

HOS/HOP Salary Range

79,568 81,159 83,594 85,266

90,177 91,980 94,739 96,634
Associate Professor Salary Range

79,568 81,159 83,594 85,266

90,177 91,980 94,739 96,634
Professor Salary Range

90,177 91,980 94,739 96,634

100,786 102,801 105,885 108,003
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2.0 CASUAL ACADEMIC STAFF MEMBER HOURLY RATES

Due Date 28/03/2007 5/12/2007 27/08/2008 08/04/2009
3.00% 2.00% 3.00% 2.00
Grade
PL
SL Max 48.04 49.00 50.47 51.48
SL Min 40.03 40.83 42.05 42.89
SL
L2 Max 38.85 39.63 40.82 41.64
L2 Min 37.69 38.44 39.59 40.38
L
L1/10 36.49 37.22 38.34 39.11
L1/09 35.17 35.88 36.95 37.69
L1/08 34.15 34.84 35.88 36.60
L1/07 32.97 33.63 34.64 35.33
L1/06 31.81 32.44 33.42 34.09
L1/05 30.63 31.24 32.18 32.82
L1/04 29.46 30.05 30.95 31.57
L1/03 27.84 28.40 29.25 29.84
L1/02 26.22 26.75 27.55 28.10
L1/01 24.70 25.19 25.95 26.47
Tutorial Assistant
TAO8 25.11 25.61 26.38 26.91
TAO7 24.19 24.68 25.42 25.93
TAO6 23.30 23.76 24.48 24.97
TAO5 22.40 22.85 23.54 24.01
TAO4 21.51 21.94 22.59 23.04
TAO3 20.59 21.00 21.63 22.06
TAO2 19.69 20.09 20.69 21.10
TAO1 18.79 19.16 19.74 20.13
Peer Tutor
PT 14.83 15.13 15.58 15.89
Student Research Assistant 1
SRA1 13.66 13.93 14.35 14.64
Student Research Assistant 2
SRA 2 16.03 16.35 16.84 17.18
Research and Teaching Assistants:
TRA1 34,486 35,176 36,231 36,956
TRA2 36,896 37,634 38,763 39,538
TRA3 39,301 40,087 41,289 42,115
TRA4 41,712 42,546 43,823 44,699
TRA5 44,119 45,001 46,351 47,278
TRAG 46,407 47,335 48,755 49,730

When applying these casual ASM rates, subclause 4.3(a) of this CA must be applied where
an hour of work involves timetabled teaching.

These part-time rates have been adjusted to meet the minimum requirements of the

Holidays Act with respect to the payment of holiday pay. Accordingly, holiday pay shall be
calculated at 8% of gross earnings and paid in accordance with that Act.
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3.0

COMMUNITY LEARNING FACILITATORS

Community Learning

Facilitators 28/03/2007 5/12/2007 27/08/2008 08/04/2009
3.00% 2.00% 3.00% 2.00%
Facilitator Level 1 34,486 35,176 36,231 36,956
Level 2 36,896 37,634 38,763 39,538
Level 3 39,465 40,255 41,462 42,291
Level 4 41,587 42,419 43,692 44,566
Level 5 43,709 44583 45,921 46,839
Senior Facilitator Level 6 45831 46,747 48,150 49,113
Level 7 47,953 48,912 50,379 51,837
Level 8 50,074 51,076 52,608 53,660
Principal Facilitator Level 9 52,196 53,240 54,837 55,934
Level 10 54,318 55,404 57,067 58,208
Level 11 56,440 57,569 59,296 60,482
Level 12 58,562 59,733 61,525 62,756

Structure Principles:

o] The line right across is hard bar

o] To move over the hard bar requires a promotion, skill hike and
responsibility hike

o] The line just under the salary figure is soft bar

o] To move over the soft bar requires satisfactory performance review and
application to Salary Review Committee

o] To go above levels 4 and 8 are hard bards Promotion/salary review are
required to move beyond these points

o] The scale incorporates three distinct roles so there is not an expectation
that a facilitator could go to level 5 unless they were appointed to a senior
facilitator role

o] The general rule is that anyone asked to be a supervisor will be at the
senior facilitator level or above

o] There is no substantive position as a supervisor and this will be
addressed as an SRA. The guidelines currently used for establishing
Special Responsibility Allowances will be used. These will be amended to
include Community Learning Suite supervision/management roles

Facilitators Senior Facilitators Principal Facilitators

. Support . Support . Support

learners/learning

learners/learning learners/learning

. Oversee non- . Oversee non- . Oversee non-
assessed, self-paced assessed, self-paced assessed, self-paced
learning learning learning

. Oversee self-paced . Oversee self-paced . Oversee self-paced

learning where
assessment is
embedded in the

learning where
assessment is
embedded in the

learning where
assessment is
embedded in the

learning material and
assessment is by way
of a checklist. Where

learning material and
assessment is by way
of a checklist

learning material and
assessment is by way
of a checkilist.
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descriptive Administer

assessment is required | ¢ Administer assessments

an academic staff assessments

member shall oversee . Design Assessment

the process . Mark / grade programmes

competency supervised by ASM
. Self-paced learning assessments

with students working . Mark/grade

towards a National . Provide advice and competency

Certificate assist ASMs with e- assessments

Qualification. learning/ electronic

Assessment will be format assessment . Grade qualitative

administered by the design assessments in areas

Community Learning of expertise

facilitator under the

direction of an . Contribute to meeting

academic staff pre and post

member assessment
,moderation
requirements under
supervision of ASM

No Community Learning Facilitators can design assessment programmes but they may
contribute to the design of assessment activities. They do not design courses or
programmes

37.5 hours per week

5 weeks annual leave
2 weeks professional development leave
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4.0 Schedule C General Staff TEU

GRADE
BAND POINTS POSITIONS GRADE 1 GRADE 2 GRADE 3
70 - 100 e Telephonist Al.l $26,877 A2.1 $31,620
A e Mailroom Attendant Al.2 $28,038 A2.2  $33,230
e Custodian/Maintenance Assistant
o Tea Person/Assistant
101 -150 | e Customer Services Admin B1.1 $31,056 B2.1 $33,540 B3.1 $37,267
e Contact Centre/Customer Service B1.2 $32,298 B2.2 $34,782 B3.2 $38,509
B Rep B2.3 $36,024 B3.3 $39,752
e Accounts Payable
¢ Academic Resource Co-ordinator
e Accounting Clerk
151 -210 | e Technician Ci1 $38,365 C2.1 $41,434 C3.1 $46,038
e Customer Services Representative C1.2 $39,899 C2.2 $42,968 C3.2 $47,572
o Department/School Administrator C2.3 $44,503 C3.3  $49,107
o Systems Co-ordinator AQU
C e International Admissions Advisor
e Property Systems
e Graphic Designer
e Payroll Co-ordinator
o Helpdesk Operator / Administrator
211 -280 | e Disability Advisor / Administrator D1.1 $46,600 D2.1 $50,328 D3.1 $55,920
e Financial Analyst D1.2 $48,464 D2.2 $52,192 D3.2 $57,784
e Executive / Personal Assistant D2.3  $54,056 D3.3  $59,648
D ¢ Systems Engineer
e Desktop / Systems Administrator
¢ Human Resources Co-ordinator
e Restaurant Supervisor / Technician
o Staff Trainer
281 - 350 e Network Systems Engineer E1.1 $56,568 E2.1  $61,093 E3.1 $67,882
E e Information Systems Admin/BA E1.2 $58,831 E2.2  $63,356 E3.2 $70,145
e Client Services Team Leader E2.3 $65,618 E3.3 $72,407
350 - 450 e Health & Safety Advisor F1.1 $68,672 F2.1  $74,165 F3.1 $82,406
= e Counsellor F1.2 $71,418 F2.2  $76,912 F3.2 $85,153
o Systems Analyst/Programmer F2.3  $79,658 F3.3 $87,899
[ ]

Management Info Systems T/L
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SCHEDULE D

LECTURER AND PROFESSOR PROFILE AND EXPECTATIONS

The following position summaries provide an overview of the profile and expectations for
the Lecturer roles. Each has a defined profile and set of expectations which flows from and
is consistent with the overview. There are three career streams outlined. They are research;
leadership and service; consultancy

These expectations define the lecturer roles for ASMs and provide the criteria for the
Performance Review.

The Performance Review will be based on evidence that is:
o Credible - collected from appropriate qualified and experienced sources;

o Valid and support the key dimensions of performance related to the selected
criteria, revealing the quality of performance, not merely activity

o Reliable - collected from multiple sources and from those who have direct
experience of the staff member’s work

) Sufficient - so that a reasonable conclusion about performance can be drawn.

The promotion/salary review process will be based on the profile and expectations for the
ASM positions, and will come out of the Performance Review. The feedback instruments
used in support of salary review or promotion must be Otago Polytechnic’s standard
instruments or an approved variation.

LECTURER (ASM)

The Lecturer is an industry/professional practitioner with demonstrated experience and
expertise in their field. The Lecturer develops and provides current and relevant learning
opportunities within the context of the learning environment and learning needs. Lecturers
will hold a relevant undergraduate qualification or a relevant industry/professional
qualification appropriate for the level of teaching and will have current involvement in trade,
professional, industry or community activities in their field. They will hold or be working
towards a teaching qualification.

SENIOR LECTURER (SASM)

The Senior Lecturer is a lecturer who has maintained and developed specialised
industry/professional knowledge and experience and in addition has demonstrated
continuous and consistent excellence in facilitating learning. The Senior Lecturer will have a
record of either; research, leadership and service or consultancy. Senior Lecturers will hold
a relevant teaching qualification and be active in continuing professional development,
including teaching practice; and will have current involvement in trade, professional,
industry or community activities in their field. The Senior Lecturer will mentor and guide
other staff in their development and practice as learning facilitators.

PRINCIPAL LECTURER (PASM)

The Principal Lecturer is a leading academic with advanced qualifications/ industry
equivalent knowledge in their field and national recognition for academic excellence. The
Principal Lecturer has a significant record of either research and publications, leadership
and service, or consultancy and will be developing specific area(s) of academic expertise.
Principal Lecturers will be involved in significant leadership activities in their
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industry/profession as well as demonstrating academic leadership. They will have
demonstrated excellence in facilitating learning and will hold a relevant teaching
qualification. The role of Principal Lecturer is of leading and developing the programmes in
which they become involved.

ASSOCIATE PROFESSOR

Associate Professor provides academic leadership of the highest order by maintaining
excellence in teaching, research and related leadership and by undertaking of
professional/community/lwi service activities at a significant level relevant to their
profession or discipline.

PROFESSOR

Professor provides academic leadership of the highest order by maintaining excellence in
teaching, research and related leadership and by undertaking of professional/community/Iwi
service activities at a significant level relevant to their profession or discipline.

RESEARCH AND TEACHING ASSISTANTS

. The purpose of Research and Teaching Assistants is to support Academic
Staff Members in the preparation and delivery of research and teaching
materials and activities.

. All work carried out by Research and Teaching Assistants is directly
supervised by Academic Staff Members.

Research and Teaching Assistants may perform a range of research and teaching
activities including:

- literature searches for teaching and research

- accessing articles/publications and photocopying

- collecting, transcribing and inputting data, using software to analyse data
- assisting with other research activities

- assisting with marking assessments to predetermined marking criteria

- facilitating tutorials designed by the responsible Academic Staff Member
- otherwise supporting Academic Staff Members’ teaching
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SCHEDULE E

1.0 RETIREMENT LEAVE ENTITLEMENT IN WORKING DAYS

Years of Months of Service
Service

0 2 4 6 8 10
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 45 45 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
20to 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 or more 131 " " " " "
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2.0 ANTICIPATED RETIREMENT LEAVE ENTITLEMENT IN WORKING DAYS

Years of Months of Service
Service

0 3 6 9
20 65 66 66 67
21 68 69 69 70
22 71 71 72 73
23 74 76 75 76
24 76 77 78 79
25 79 80 81 81
26 82 83 84 84
27 85 86 86 87
28 88 89 89 90
29 91 91 92 93
30 94 94 95 96
31 96 97 98 99
32 99 100 101 101
33 102 103 104 102
34 105 106 106 107
35 108 109 109 110
36 111 111 112 113
37 114 114 115 116
38 116 117 118 119
39 119 120 121 121
40 or more 122 " " "
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3.0 RESIGNING LEAVE

Years of Leave in Years of Leave in

Service Working Service Working
Days Days
20 32 30 46
20% 33 30% 47
21 34 31 48
21% 34 31% 49
22 35 32 49
22Y5 36 32V 50
23 36 33 51
23Y5 37 33Y% 51
24 38 34 52
24% 39 34% 53
25 39 35 54
25% 40 35% 54
26 41 36 55
26% 41 36% 56
27 42 37 56
27% 43 37% 57
28 44 38 58
28Y% 44 38Y% 59
29Y5 46 39% 60
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SCHEDULE F
1.0 MEAL ALLOWANCE
$15.00
2.0 SAFETY FOOTWEAR
Technicians Occupational Classes
Safety Footwear Maximum Reimbursement rate shall be $120.00 plus GST and

shall refer to Otago Polytechnic Policy Protective Clothing and Equipment
MP408.01. (01 November 05).
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SCHEDULE G
CONSULTATION

For the purposes of this Collective Agreement the following principles outlined in the High
Court Judgement of McGechan J of 6.1.92 shall apply:

The essence of consultation is the communication of a genuine invitation to give advice and
a genuine consideration of that advice. To achieve consultation sufficient information must
be supplied by the consulting to the consulted party to enable it to tender helpful advice.
Sufficient time must be given by the consulting party to enable it to do that, and sufficient
time must be available for such advice to be considered by the consulting party. Sufficient,
in that context, does not mean ample, but at least enough to enable the relevant purpose to
be fulfilled. By helpful advice, in this context, | mean sufficiently informed and considered
information or advice about aspects of the form or substance of the proposals, or their
implications for the consulted party, being aspects material to the implementation of the
proposal as to which the consulting party might not be fully informed or advised and as to
which the party consulted might have relevant information or advice to offer.

Consultation must be allowed sufficient time, and genuine effort must be made. Itisto be a
reality, not a charade. To "consult" is not merely to tell or present. Nor, at the other
extreme, is it to agree. Consultation does not necessarily involve negotiation toward an
agreement, although the latter not uncommonly can follow, as the tendency in consultation
is to seek at least consensus. Consultation is an intermediate situation involving
meaningful discussion.

Implicit in the concept is a requirement that the party consulted will be (or will be made)
adequately informed so as to be able to make intelligent and useful responses. It is also
implicit that the party obliged to consult, while quite entitled to have a working plan already
in mind, must keep its mind open and be ready to change and even start afresh. Any
manner of oral or written interchange which allows adequate expression and consideration
of views will suffice. In some situations adequate consultation could take place in one
telephone call. In other contexts it might require years of formal meetings.
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SCHEDULE H

To understand how Otago Polytechnic implements the following clauses (and list the
clauses) refer to Otago Polytechnic Policies as listed.

Where there are differences between the policy and the Collective Agreement then the
Collective Agreement takes precedence.

List of Policies
o Appropriate Use of Internet Access
Code of Conduct — 25.9.03
Ethical Guidelines and Forms
Records Retention
Research and Study Release
Snow Days
Room Ownership — Teaching Equipment
Use of Phone Policy
Preferred Supplier Agreement — Hotel Accommodation
Occupational Health and Safety — Commitments and Responsibilities
Health and Safety Induction and Training
Hazard Management
Accident, Incident and Occupational lllness Reporting
First Aid
Emergency Evacuation and Earthquakes
Computer Health and Safety
Protective Clothing and Equipment
Vision Safety
Employee Workplace Injury, lliness, Rehabilitation
After Hours Security and Maintenance
Smokefree/Auahi Kore Policy
Use of Minivans
Driving and Vehicle Safety
Staff with Disability
Employment Delegations
Recruitment and Appointment of Staff
Monitoring and Review of Employees on Probation
Relocation expenses for new employees
Market Forces Allowance
Four for Five Employment Options
Conflict of Interest
Protected Disclosure of Serious Wrongdoing (Whistleblowing)
Surplus Staffing
Resolving Performance Problems
Harassment Prevention Policy and Complaints Procedure
Overseas Conference Leave to Present Conference Papers
Retention of Employee Information
General staff working from home
Family Friendly Workplace
Staff Discount
Staff Identification Cards
Stress Prevention and Management
Performance Review
Staff Development
Workload
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e Salary Review and Promotions Committee
e Parental Leave
e Annual and Discretionary Leave
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SIGNATORIES

The Chief Executive of Otago Polytechnic and TEU Te Hautli Kahurangi o Aotearoa
undertake that this Collective Agreement will be administered in accordance with the true
intent of its terms and provisions and will give to each other the fullest cooperation to the
end that harmonious employment relations may be maintained.

Signed:
Chief Executive
Otago Polytechnic
Date:
Signed:
National Secretary
For and on behalf of the
Tertiary Education Union TEU Te Hautl Kahurangi o Aoteroa
Date:
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