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STAFF GENERAL CONDITIONS OF EMPLOYMENT POLICY, 2025 
Forming part of Giant Steps Tasmania’s Personnel Manual


Policy Statement
Giant Steps Tasmania is a respondent to the Educational Services  (General Staff) Award 2020 and Educational Services (Teachers) Award 2020 (the ‘Award’) and the National Employment Standards (the ‘NES’). 

Purpose
The purpose of this policy is to outline general employment arrangements at Giant Steps Tasmania.

Implementation 

Appointment Level
The appointment level of teaching staff and teaching aides is dependent upon qualifications and years of service. 
 
Offer of Appointment
In offering an appointment to a position, Giant Steps Tasmania sends a formal, written letter of offer and the Terms and Conditions of employment. The contents of this formal letter of offer and its attachments constitutes an agreement between the employee and the employer and supersedes all previous representations, negotiations, commitments and communications between the parties. Any agreements will only be binding on the employer where they have been formally accepted by the employee.

Contracts
All employees, regardless of arrangement are required to sign an employment contract that clearly states the expectations and obligations of both the employer and employee. 
 
Induction and Orientation
All staff undertake induction and orientation, beginning on the first day of employment. (see Staff Induction Policy)
 
Payslips
Payslips are issued in electronic form and sent by email on or before the day each pay is due. Payslips include the following information:
· the employer’s name
· the employer’s ABN
· the employee’s name
· the date of payment
· the pay period (beginning and end dates)
· the gross and net amount of payment
· the amount of each superannuation contribution for the pay period and the name of the superannuation fund into which the contribution is made
Staff also receive a Salary Detail Sheet at the commencement of employment and at any time that changes are made to any payment details (e.g. salary sacrifice or salary packaging).
  
Superannuation
Superannuation is paid to an approved fund for all eligible employees in accordance with current Superannuation Guarantee Legislation via the centralized Small Business Superannuation Clearing House. Staff members may choose their superannuation provider.
 
Loadings
All staff eligible for annual leave will receive an annual leave loading payment in December each year. The loading will be based on the staff member’s salary rate immediately preceding the payment date. Staff whose employment ends before the December payment date or who have not completed 12 months service as at the end of the accrual year, will receive a pro rata payment provided that employment was not terminated on grounds of misconduct.

Working Year
All staff are required to be in attendance during term time. Hours specific to roles and responsibilities are given in individuals’ Contracts of Employment.

Working Day
Because of the issues and challenges faced by the students at Giant Steps Tasmania and because of the distances that some of them have to travel, it is not possible to give an exact start time of the school day. Students are expected to be on-site to begin the school day by between 8.45am and 9.00am and the school day ends for students at 3.00pm.

[bookmark: _Hlk190166663]Staffing at Giant Steps is generally organised at four staff members below the number of students in the Green, Red and Orange classrooms (e.g. if there are 10 students with Extensive needs in a class as defined by the Nationally Consistent Collection of Data (NCCD) , there will be 6 staff members present) and five staff members below the number of students in Blue Room (e.g. if there are 10 students with Extensive needs in the class as defined by the NCCD, there will be 5 staff members present). If the students in any classroom are identified according to the NCCD as being at a Substantial, or Supplementary rather than Extensive level of need, these ratios may be altered.
	
Giant Steps Tasmania recognizes the importance of flexible working arrangements in maintaining a diverse and adaptable workforce. Valuing equity and diversity, Giant Steps Tasmania also recognizes that the use of flexible working arrangements can assist staff in maintaining a healthy work-life balance. Accordingly, Giant Steps Tasmania will reasonably consider staff requests for flexible working arrangements, where this does not impact on the well-being of students. Flexible working arrangements may include, but are not limited to, home based work arrangements and flexible start and finish times. In negotiating flexible working arrangements, the Principal has to ensure that flexible working arrangements are:
· fair and equitable for all staff
· aligned to the needs of Giant Steps Tasmania
· consistent with the Fair Work Act 2008

Leave
Permanent staff receive 4 weeks annual leave (as required by the Award) at the end of the academic year. In addition to this, Permanent staff currently receive discretionary leave in either the T1 or T2 term break of up to 2 weeks (not required by the Award). In one of these term breaks staff are required to attend for 2 days’ Professional Development.
Permanent staff have a Sick Leave allowance of 10 days per year. If staff are sick for 3 days or more they will be asked for a Doctor’s certificate.
In line with the Award, permanent staff may also apply for Carer’s Leave, Parental Leave, Long Service Leave and Domestic Violence Leave. 
Giant Steps Tasmania does not generally require staff to provide a medical certificate for sick leave or carer’s leave of one day, believing that its staff do not abuse the system and only take sick leave and carer’s leave when necessary.  However, should a pattern of absences be noted (e.g. if a member of staff is regularly absent from work on a particular day of the week, or for a day in each of a number of consecutive weeks) then the school reserves the right to ask for a medical certificate for every absence. (See also, Staff Professional Conduct Policy)
Any absence as a result of a staff member needing to take sick leave or carer’s leave on a day designated as a Training or PD Day, requires a certificate from a medical professional.
In exceptional circumstances, staff may use a Blue Form to request Special Leave Without Pay (LWOP).  The granting of this leave is entirely at the discretion of the Principal and the following will be taken into consideration when Special Leave Without Pay is requested:

· the impact the staff member’s absence will have on the Organisation (especially on the well-being of students)
· the amount of time the staff member has been/ will have been absent during the school year
· the amount of LWOP the staff member has been given during their time at Giant Steps
Permanent staff members considering applying for LWOP should also keep in mind: 

· they currently receive more Annual Leave than their entitlement under the Award
· the students at Giant Steps Tasmania benefit from consistency in all things, including staffing
· there are costs incurred by the Organisation for covering absent colleagues even in LWOP situations
· it is not possible to grant all requests for LWOP and the Organisation aims to be as equitable as possible in granting requests
· if the reason for which LWOP is requested (e.g. vacation) could be encompassed by another type of leave (e.g. Annual Leave, Discretionary Leave or Long Service Leave) the request is unlikely to be granted
Staff are reminded:

· Not to make any travel, accommodation or other bookings until they have a response to their request for Leave
· Requests for LWOP made in connection with medical procedures will always be granted, but must be accompanied by a letter/ appointment card from the medical professional concerned
· Giant Steps Tasmania has a Grievance Procedure in place should a staff member feel they have been treated in a manner that is inequitable or procedurally unfair
Personal/ Carer’s Leave, Community Service Leave, Parental/ Adoption Leave, Compassionate Leave and Long Service Leave is in accordance with the Fair Work Act, 2008 and the National Employment Standards. Details of each are explained in the individual’s Offer of Employment. 

Professional Learning
Professional Learning enables staff to better undertake their work, enhances their career prospects and/ or enables them to undertake a broader range of tasks. 

Professional development is offered to all permanent classroom staff and may include award-
bearing courses, agreed activities arising from the appraisal process, school/system initiated activities such as committees, seminars to introduce new curriculum, syllabus, methodology, administrative and conceptual changes and activities for individuals or groups of staff members which have been approved by the Principal. 

Professional development programs/activities are undertaken in consultation with staff members. 
All costs associated with fees for prescribed courses, prescribed textbooks and materials that are incurred in connection with the undertaking of professional development will be paid for directly by Giant Steps Tasmania or reimbursed to the employee upon production of receipts. 

All staff at Giant Steps Tasmania have the opportunity to participate in a professional learning cycle during which they work with their line manager to discuss their progress towards goals they have set for themselves and strategic goals prioritized by Giant Steps Tasmania. (For details, please refer to Staff Professional Learning & Development Policy.)
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