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1. Introduction

The Statement of Intent in the Local Government (State) Award states that the parties to the award are committed to cooperating positively to increase the structural efficiency of Local Government and to provide staff members with access to more fulfilling, varied and better paid work by providing measures to, for instance:-

*
establish skill-related career paths;

*
eliminate impediments to multi skilling;

*
broaden the range of tasks which a worker may be required to perform;

*
achieve greater flexibility in workplace practices, 

*
eliminate discrimination;

*
establish rates of pay and conditions that are fair and equitable, and;

*
work reasonable hours.

The Singleton Council’s Salary System is supported by a range of Human Resources policies which are developed in consultation with the Award Consultative Committee. The Salary System provides for progression based on the acquisition and use of skills and performance incentives. 

2.
Proposed Changes to the Salary System

2.1
The current Salary System has seventeen (17) grades, with five (5) steps within each grade.  The spread is 16% (3%, 3%, 5% and 5%).  This system has experienced spread shrinkage in the bottom eight (8) grades, due to the minimum award increases.
The current Salary Progressional Policy sets skill criteria for the first 6%, and performance criteria for the remaining 10%.

2.2
It is proposed to move to a new Salary Matrix, maintaining the seventeen (17) grades, with four (4) steps within each grade.  It is proposed to have four (4) skill steps with four percent (4%) between each step.  In addition, it is proposed to add an at risk performance layer, accessible from Step Two (2) through to Step Four (4).  The performance incentive would be based on performance agreements, and attract from 0% up to 6%.

2.3
The skills criteria to move between each step shall be more clearly defined.  The current system has caused some concern from staff regarding the lack of clarity.


The newly designed position descriptions will be used to establish the skills required for each step.  The position descriptions will be written in conjunction with the role clarity process.

2.4
The current Salary Progressional Policy states that staff must possess 100% of the required skills before progressing.  It is proposed to move this requirement to 80%.  The remaining skills gap of 20% would need to be obtained before progressing to a further step.  For example if an employee progresses to Step 2 with 80% skills, prior to moving to Step 3, 100% of skills for Step 2 must be achieved.

2.5
It is proposed that the four(4) skill steps be defined as follows:

	Step 1


	This is the “core” step and includes basic entry skills to carry out the essential requirements of the position.



	Step 2
	This is the “adding value” step and includes skills which build on the entry/core skills.



	Step 3
	This is the “cross skilling” step and includes skills which add further value to the position that are appropriate to the position and the team, and may allow the staff member to assist/support/relieve within the team.



	Step 4
	This is the “upskilling” step and includes skills which add further value to the position and may include team leadership and training.


2.6
The performance agreements are to be introduced to achieve access to the performance incentive.  These documents will be above and beyond the management plan and to focus on significant outcomes and clear performance targets. The Chandler-McLeod A3 – Role Clarity process will be instrumental in documenting top performing behaviours and key performance indicators.  Managers and Team Leaders will be trained in the role clarity process.

The performance incentive will be at risk, and paid as a one off payment, subject to successful completion of the performance agreement.  Access to the performance incentive is based on staff electing to participate in a performance agreement.

2.7
This proposal provides for more transparent progression rules for both the skill steps and the performance incentive (which is at risk).  This will continue to build on a very positive performance culture that already exists at Council.  Significant outcomes will be measured.

2.8
Organisational values will be included in all assessment documents and will continue to be promoted during the assessment process.

2.9
A flat rate bonus for teams that is currently available under the current Pay Policy will continue to be available at the Executive Management Team’s discretion.

2.10
The final documents produced must meet the criteria of objectivity and simplicity.  There needs to be a balance of the paperwork combined with gathering evidence and having meaningful discussions.

2.11
Conduct a formal review annually, in February/March, of both skills and performance.  This will enable recommendations to be incorporated into the budget process.

2.12
The timing of the skills assessments will be based on the calendar year from 1st January to 31st December.  The formal annual assessment will be conducted in February/March and take effect from the 1st January following the year in review. This review must be completed by 31st March each year. 
The performance management process will be based on the financial year from 1st July until 30th June.  The performance review will take place in August/September.  This enables a review of the outcomes of Council’s Management Plan. This review must be completed by 30th September each year.
In August each year, in addition to the performance management process described above, a six monthly informal review of the skills assessment will also be conducted.

Each Program Manager’s recommendations can proceed to the Executive Management Team when they have completed their skills or performance reviews.
2.13
All policies related to the Salary System to be incorporated into one (1) document.

3.
Council’s Vision Statement
“Singleton.  A progressive community of excellence and sustainability”

Council’s Mission Statement

“To provide quality services to the community in an efficient and friendly manner and encouraging responsible development”.

Council’s Statement of Core Values

	Service
	Putting the needs of customers first and achieving excellence in customer service;



	Consistency
	Having a professional approach to work with the highest ethical standard and a businesslike manner across the organisation;



	Focus
	Maintaining a clear focus on the vision and agreed goals;



	Respect
	Earning and retaining the respect of the community;



	Pride
	General pride in works and services;



	Communication
	Excellence in communications;



	Achievement
	Developing a well trained, motivated and focussed staff and elected Council;



	Equity
	Being a fair and equitable employer and provider of services;



	Reliance
	Ensuring that the community, elected Council and staff can rely upon each other;



	Commitment
	Displaying commitment and cohesion between community, elected members and staff;



	Efficiency
	Services provided by the organisation are to be carried out with the efficient allocation of resources


Council’s Values for Staff:

· Praise;

· Gratitude;

· Appreciation; 

· Courtesy
4.
Principles of the Salary System

The following principles of the Salary System have been developed in consultation with the Award Consultative Committee to provide a sound base upon which to develop and maintain a Salary System which reflect these corporate priorities and objectives.

	4.1
	Internal Equity
	To ensure internal relativities between jobs are fair, equitable and justified.



	4.2
	External competitiveness
	To set remuneration packages which are competitive enough to attract and retain staff members.



	4.3
	Individual motivation
	To provide a total Salary System with sufficient incentives for staff members to achieve their job objectives.



	4.4
	Ease of administration
	To be sufficiently simple to communicate and administer.



	4.5
	Affordability
	Reflects Council’s capacity to pay.



	4.6
	Performance recognition
	The Salary System will reward and encourage improvements in performance via a documented performance management system.



	4.7
	Competency recognition
	The Salary System will provide a system of recognition to skills used and applied.



	4.8
	Equity
	System is consistent with Equity and Diversity principles.


In summary, it is Council’s intention that the Salary System be fair, competitive, rewarding and at the same time affordable.  It will be based upon the key combined elements of skills assessment and performance incentive.

5.
Evaluation and Placement of Positions

5.1
Job Evaluation

The OCR job evaluation model was adopted by Council in consultation with the Award Consultative Committee for use in the evaluation of all positions within Council.

Job evaluation is a process of reviewing information about a position within Council to determine its relative worth.  The major inputs of job evaluation are the position description and the six (6) skill descriptors contained in the Award.  These skill descriptors are:

· Judgement and Problem Solving;

· Authority and Accountability;

· Specialist Knowledge and Skills;

· Management Skills;

· Interpersonal Skills;

· Qualifications and Experience.


Process of Job Evaluation

5.1.1
Position holder (or their representative) is invited to address the job evaluation panel.

5.1.2
The evaluation panel is convened by the Human Resource Manager.  The panel consists of the Human Resource Manager as a constant member of all panels, Divisional Director, job expert for the relevant position (Supervisor/Manager for the position) and an appropriately trained Award Consultative Committee member. The ACC member may also be the Director or Manager.

5.1.3
The position holder (or representative) is invited to address the panel immediately prior to the evaluation.


The panel refers to the position description, which is further explained and clarified by information provided by the job holder and job expert.

5.1.4
The panel then refers to the OCR job evaluation process to complete a comparison of the position against the six (6) skill descriptors within the Award.

5.1.5
The results of the evaluation provides Council with valuable information including:

· a value for placement within a grade of the salary model;

· a method of comparing job value within the organisation;

· a means of classifying new or changed jobs;

· a rational basis for classifying jobs;

· a method of ensuring equal pay for work of equal value;

· data on jobs for use in recruitment, career planning, training, employment equity and other HR functions.

5.1.6
The job evaluation results are processed by the Human Resource Manager, reviewed by the relevant Director and General Manager.  The Work Value Point score is then used to place the position in a grade within the model.

In applying the review process, the General Manager has the discretion to place the position based on the following criteria:



-
internal and external equity;



-
market relativities;



-
assessment of OCR six (6) skill descriptions;



-
similar positions within Council;



-
level of authority and accountability.

5.1.7
The staff member is then advised of the grade, salary range, and skills for the position.

5.1.8
Should the staff member wish to appeal the evaluation, the appeal process outlined in Section 7 should be followed.

5.2
   Award Classification Procedure

This classification procedure is to be followed for all positions within Council in conjunction 

with the Salary System.

Where a position has been created or changed after review during recruitment or re-design, the new position must be classified in accordance with the skill descriptors.

The process for Award classification is as follows:

5.2.1
Completed position description to be examined by the Manager/Director and Human Resource Manager to determine appropriate band using current Award Descriptors;

5.2.2
Human Resource Manager refers to job evaluation to confirm the level within the band for that position;

5.2.3
Human Resource Manager and Manager/Director confirm the award classification for the position by examining current award descriptors (band and level);

5.2.4
Human Resource Manager to report to General Manager recommending classification;

5.2.5
General Manager to consult with relevant Director/Manager and approve/reject recommendation within five (5) working days.

5.2.6
Position holder advised of the Award classification for their position in writing with a full explanation of the classification.  Position holder(s) have ten (10) working days to appeal the decision.  

5.2.7
Where a position holder wishes to appeal the Award classification, the appeal process would be as follows:

-
Position holder submits written report within ten (10) working days of official notification of the classification, with assistance as necessary, to the General Manager presenting a case for revision.

-
Human Resource Manager, relevant Manager and/or Director and Union Official (where relevant) review appeal and submit recommendation to General Manager.

-
General Manager to review the appeal, making the final ruling in writing and outlining the reasoning and rationale for the decision in this advice.

5.3
Market Relativities

Council has accessed salary survey data to place Singleton Council within the market. 
Council’s market relativity will be based upon the median for the market for comparable activities in other Councils.  For example: step two or three of the salary grade equals the mid point of market for positions of that work value.

The relativity to the market is being used as one of the measures to feed into the Salary System development.  The market relativity information is a reference point, as is the related issue of affordability.

6.
Skill Progression 
All staff members’ positions placed in the Salary System, are subject to an assessment on an annual basis.  It is also proposed to undertake an informal assessment six (6) months after the initial assessment. The Salary System consists of seventeen (17) grades and each grade has an entry level known as Step One, and three (3) consequential steps with a total range of 12% from Step One (1) through to Step Four (4).  Each step increase is four percent (4%).

Generally new staff members will be appointed at Step One (1) and any appointment made beyond this level will require the approval of the General Manager. Applications from new staff members that provide evidence of proven skills and performance will be considered by the General Manager when making letters of offer.  All steps within the Salary System will be based on the acquisition and use of skills.  The achievement of performance agreements or key performance indicators will be as agreed to between staff and Team Leaders/Managers.
6.1

Responsibilities

Managers/Team Leaders are responsible for monitoring the skills and performance of a staff member during the various phases of review within the Salary System.  Managers/Team Leaders are also responsible for updating staff members position descriptions and functional skills (including performance criteria) in conjunction with the staff member.  Changes to position descriptions and functional skills must also be approved by the relevant Director.  The General Manager has the authority to promote staff through the Salary System.
6.2

Progression Requirements

Movement through the Salary System and the four (4) steps described in the procedure is based on the following criteria.
· The acquisition of skills, demonstrated use of the skills and the need for them to be used in the position.

· Standard of performance as detailed in the position descriptions.

The four (4) steps under the proposed system will be defined in position descriptions and generally follow the criteria outlined below.
Criteria For Steps:
	Step 1


	This is the “core” step and includes basic entry skills to carry out the essential requirements of the position.

	Step 2
	This is the “adding value” step and includes skills which build on the entry/core skills.

	Step 3
	This is the “cross skilling” step and includes skills which add further value to the position that are appropriate to the position and the team, and may allow the staff member to assist/support/relieve within the team.

	Step 4
	This is the “upskilling” step and includes skills which add further value to the position and may include team leadership and training.


Step 4 is the “upskilling” step and can be defined as:

Employees at this level within any band would be seen as highly skilled in their specific job tasks and responsibilities. No positions will be lost as a result of the introduction of this step. The skill and knowledge may enhance further cross skilling or other examples may include:

- Career path skills related to undertaking higher duties

- Instruction and training skills

- Reviewing and improving work practices/procedures

- Project management or supervision skills if relevant

- undertaking additional agreed skills 

- undertaking staff development activities

6.3 
Effective Date

The current policy and practice is that any movements in the salary steps takes effect from the 1st of December for the assessment completed for the calendar year.  The assessments are conducted from December through to March under the current system.

It is proposed in the future to conduct the skills assessments in February/March which will then take effect from the 1st of January each year.  The performance management assessments will be based on the financial year and be conducted in August/September.

6.4
Skills Requirements

The skills requirement to move to the next step will be 80%.  The remaining 20% of skills must be achieved prior to any subsequent progression and within two years from the step increase.  For example if a staff member meets 80% of skills in January 2005, the remaining 20% must be achieved by January, 2007.

7.
Performance Incentive

Council maintains the right to encourage staff members to develop and work towards Key Performance Indicators, as clearly outlined in Council’s Enterprise Agreement.  Key Performance Indicators are a means by which quality of performance can be measured.  This is achieved by measuring actual performance and comparing it to a predetermined indicator.

7.1

Objectives

· to encourage self development and enhance job satisfaction and performance;

· to provide objective feedback to staff on their achievement of position responsibilities, their personal goals and Council’s corporate goals;

· to define performance targets to promote quality, productivity and accountability;

· to consider and promote opportunities for further career development and direction;

· to provide role clarity.

7.2

Performance Incentive Requirements

Top Performing Behaviours and Key Performance Indicators established in the A3 – Role Clarity process, form the basis of Council’s performance agreements.

The performance incentive scheme will be based upon exceptional performance of individual staff members in terms of:

· performance agreements derived from the role clarity process;

· personal contributions to the achievement of program/activity area objectives as established in the Management Plan and further measured by key performance indicators;

· work plans will be established for field staff if the role clarity process is not applicable to the teams.

Payments will be flexible ranging from 0% to 6% and may vary from staff member to staff member having regard to the extent of exceptional performance as determined by the General Manager on advice from the relevant Director and will be a lump sum one-off payment.

It is proposed to reward individual staff through performance agreements from 0% up to six percent (6%). Payments will be non-cumulative and will be paid as a one off bonus payment.  The performance payments will be built into the overhead allocation model.

8.
Job Redesign

Job redesign will only be undertaken where the role and function of the position changes significantly and a redesign is recommended by management and endorsed by the General Manager.

Significant change is defined to be change resulting from Council’s Continuous Improvement   philosophy or other workplace initiatives, where a position is altered in a way that results in the requirement for new or higher order skills to fulfil the responsibilities of the position; or where the position increases in complexity, use of specialist skills, accountabilities and/or supervision/management responsibilities.

In accordance with the Local Government (State) Award, the term “major change” refers to change resulting in “major changes in the composition, operation or size of Council’s workforce, or in the skills required, the elimination or diminution of job opportunities, promotion opportunities, on job tenure, alteration of hours of work, the need for re-training or transfer of employees to other work or locations, and the restructuring of jobs”.

The position holder(s), team members, relevant Manager and/or Director are required to consider the significance of any position changes for a possible job re-evaluation.  Should there by any disagreement with the significance of position changes, these will be referred to the Award Consultative Committee for discussion.  Any significant changes that may occur in the workplace, and result in regrading of a position, then the Local Government Act, 1993 and Council’s Recruitment and Selection Policy applies.

9.
New Staff members

9.1
Recruiting New Staff

In assessing salaries for positions to be recruited, it is intended that new staff members will be recruited at the entry level for their grade.  Consideration will be given to new staff if evidence can be provided of skills level above the entry level.  However, it may be necessary from time to time to pay above entry level due to market conditions.  It is the intention of this policy that all new staff members be placed in the Salary System at a point from which they will have a progression path.

Persons recruited and paid above Step 1 will be the exception, not the rule.

All new staff members must pass a three (3) month probationary period. During this period either party may terminate the contract with two (2) weeks notice.  Probationary period can be extended for an appropriate period.

9.2

Market Factors

Council acknowledges the impact of the Local Government market on the recruitment of some positions. Market factors, from time to time, require that for a specific position, Council be able to:

· recruit at a salary rate above the entry level for the position in the Salary System, or 

· negotiate a higher salary to secure a suitable person.

The pay policy acknowledges this situation by providing flexibility to offer a higher salary for specific positions when suitable applicants are not prepared to accept an offer of employment at the appropriate entry level salary.

Prior to offering a higher salary, the following actions will occur:

· the evaluation of the position will be reviewed to confirm that it has been correctly valued;

· market data on equivalent or similar positions within local government will be assessed by the Manager and Director in conjunction with the Human Resources Officer;

A decision on applying this clause will be made at the discretion of the General Manager.

10.
Appeal Procedures

10.1
Job Evaluation Appeal Procedure

The following procedure outlines the process for appealing job evaluation results.  The result of job evaluation may only be appealed by staff members currently employed in the position.  Only one (1) appeal per position will be heard, unless the grounds for appeal change.

Where there is an appeal on job evaluation, there are three (3) possible effects:


-
Work value points could increase;


-
Work value points could remain the same;


-
Work value points could decrease.

The procedures for job evaluation are as follows:

10.1.1
*
Only one (1) appeal against job evaluation will be permitted for 
each position.



*
All current job holders must agree to the appeal being lodged.

*
Where an staff member is on leave when work value points are released, they will receive their work value points on the date of re-commencement of duties and will be required to follow the appeals procedure as outlined.



Where a position is held by more than one (1) person, and one (1) is on leave, the remaining staff are required to follow the appeals procedure, lodging an appeal within ten (10) days.  The appeal shall not be heard until the absent staff member agrees.

*
No salary adjustments shall be processed until the appeal is resolved.

10.1.2
All staff will be provided five (5) working days to notify the Human Resource Manager of the intention to lodge an appeal.

*
All intentions to lodge an appeal shall be communicated in writing or delivered in person to the Human Resource Manager to ensure that all appeals are correctly lodged.


*
No appeal shall be heard unless all position holders agree.


*
All position holders are encouraged to speak with the Divisional 

Director and their Manager who will explain the process and 

methodology of job evaluation.  The Director will provide further information on the composition of the total work value score for their position.

10.1.3
All appeals must be lodged within ten (10) working days after the notification of position Work Value Points.  All appeal documentation must be lodged with the Human Resource Manager.  Skill descriptors are to remain confidential.

*
The reasoning and rationale of the appeal is to be outlined in writing and provided to the Human Resource Manager on or before the closing date.


Staff may seek independent assistance to prepare their appeal from Award Consultative Committee representatives.

10.1.4
Appeals are to be heard by a job evaluation panel comprised of:

(i)
Two (2) appropriately trained ACC members who have been involved in the process to date;

(Where an ACC representative is appealing their job evaluation result, they cannot appear on the panel.  Another appropriately trained ACC 

representative will attend.)


(ii)
General Manager;


(iii)
Human Resource Manager;


(iv)
Job Expert/Manager and/or Divisional Director.


The appellant or a representative of the appellant shall be required to address the panel to outline their rationale for the appeal.

10.1.5
The appeal results from this panel are final.  The reasoning and results of the appeal shall be conveyed in writing by the Director and signed by all Panel members.  Further explanation of the result can be sought from the ACC representative or Manager/Director.

10.1.6
Members of the Award Consultative Committee are able to receive training in the job evaluation process.
10.2
Assessment Appeal Procedure
The assessment appeal procedure is available to any staff member who wishes to initiate the process.

10.2.1
If the staff member does not agree with the performance assessment they can discuss areas of concern and discuss with their immediate team leader or Manager:

· Discuss in the first instance with the person who did the appraisal.

· Staff with literacy issues can approach the Human Resource Manager, members of the Equity and Diversity Committee, or a person of their choice.

10.2.2
If not overcome at first level, then document for second level.

10.2.3
Director to review all performance assessments and where an area of conflict or concern exists, discuss this with both the staff member and team leader present.  Reply in writing.

10.2.4
Human Resource Manager can offer a conflict resolution service in conjunction with Director, Team Leader and Staff member.

10.2.5

If an staff member does not agree with their decision, the matter shall be referred to the General Manager.

11.
Who is Responsible?

Guidelines have been requested by Managers and staff to enable people to understand their responsibilities during the performance assessment process.

Managers/Team Leaders

11.1.
Managers and Team Leaders are responsible for conducting annual assessments of staff on the basis of Council’s Salary System which incorporates both skills and performance. This must be done in a timely manner.  
11.2.
It is expected that the assessment process is based on the Plan Conduct and Review module  based on  training that has been conducted at Council.Retraining is currently being organised for all Managers and Team Leaders, who have not undertaken the training.  All team leaders are to be fully trained prior to conducting assessments.

11.3.
It is also the responsibility of the Manager and Team Leaders to take copies of Performance Agreements which will then enable staff to be reviewed throughout the year.  Managers are required to conduct a skills assessment based on the calendar year which will be conducted in February/March each year.  Managers are required to conduct a performance review based on the financial year which will be conducted in August/September each year.  At this time, Managers will also conduct an informal skills assessment review.

11.4.
At the completion of the process, it must be made clear to staff what criteria needs to be met to move to the next level, in the skills assessment.

11.5.
Staff training needs must be identified and implemented by the Team Leader.

11.6.
Managers and Team Leaders are to follow the guidelines titled: “Assessor Guidelines”
Staff’s Responsibilities

11.7.
It is envisaged that staff approach the process in an open and cooperative manner.

11.8.
It is expected that staff are made aware of the performance assessment and agree that it is achievable.

11.9
Staff are asked to outline any training they require to undertake their job and this will be the agreed training for the coming year.

11.10
Staff are required to assess themselves prior to the assessment and bring evidence to their assessment interview.

12.
Present Occupant Only Procedure 
Present Occupant Only refers to a situation where an employee’s rate of pay prior to transfer to a salary system exceeds the skills grade or salary step.
12.1
Staff members who are currently on Step 5 will maintain their current salary and be deemed a “Management Present Occupant Only”.  Award increases will continue to apply to all staff, including Present Occupants Only.

12.2
Staff members who are currently on Step 4 will have access to Step 5, under a sunset clause.  A sunset clause will apply to all staff placed at Step 4 at the time of transferring to the new Salary Administration System. The sunset clause will apply for two (2) years from the time of transfer.  


Staff will be able to access either Step 5 from the current salary system or the performance incentive from 0% to 6% from the new salary system. 

12.3
Before an employee is declared a Present Occupant Only, the Council shall review the following aspects of the salary system and placement of the employee effected:


*
review the evaluation of the job to ascertain areas of the job that 


may not have been evaluated;


*
determine whether the salary range and the nature of the work 



have been considered;


*
review the skills required for the position at each relevant salary 



point;


*
review which skills the employee is required to apply;


*
examine all agreeable job redesign alternatives;


*
offer training to the affected employee as a priority in order to 



bring the level of skill into line with the salary paid;


*
 at any stage of the process the employee may be represented by 



the union or its local representatives.

13.
Training Procedures
It is recognised that the basis of progression within this Salary System is the acquisition and use of skills to a standard of performance.  Both staff and Council benefit from effective staff training and development.

Council will endeavour to provide all staff with the opportunity to attend relevant training to reach the next level of competence for their position within each twelve (12)  month assessment period.  This training may be in the form of on the job training, external courses, seminars and conferences.  The provision of this training will be subject to budget constraints. Team Leaders are responsible for implementing training plans for staff.
Staff are encouraged to attend training outside work hours to assist in their progression.

The Staff Development Policy and Training Plan documents support the Salary System.
Equity and Diversity Principles

All employees will be treated with equity in relation to the assessment process.  Employees who access Maternity Leave provisions will be assessed prior to commencing leave or upon return.  This will be initiated by the employee.  Employees may request an observer to sit in on the assessment interview.

All employees can access advice from Human Resources if they feel they are being treated unfairly.

14.
Glossary of Terms
 .

	Job evaluation
	A systematic comparison of a position against six (6) award skill descriptors to determine the worth of the position.

	OCR
	Organisation Consulting Resources - consultants to Councils providing job evaluation processes, and salary survey data for the Local Government Market.

	Skill
	A skill is the specification of knowledge and skill and the application of that knowledge and skill within a function to a standard of performance required in employment.

	Performance 
	A document clearly stating work related goals for the staff member.  These goals are to relate to the broader corporate objectives for the work area.

	Training plan
	A statement of training to which the Council has committed itself over a period of time.  The plan is to be developed within budget limitations for the work area to reduce training gaps for staff.

	Work value points
	Total score for a position resulting from the job evaluation process.

	Core competency
	Those skills which may be applied to all positions within Council at different levels eg teamwork, quality service, communication.

	Functional skills
	Job specific skills which relate to the skills, knowledge, attitudes and behaviour required within the position.

	Base salary
	An staff member’s salary not including non-skill based allowance and benefits.  The Salary System refers to base rates of pay.

	Role Clarity
	A3 format that clarifies how each position’s role fits into the organisation.




.

Appendix “A” Salary Matrix
The Salary Matrix for Singleton Council is outlined at Appendix One. The salary ranges and grades have been developed from the previous salary structure.

The model has seventeen (17) grades where all positions within Council have been placed in a grade by job evaluation. The grades have a twelve percent (12%) salary range consisting of four (4) steps. This involves four percent (4%) between Step One (1), Step Two (2), Step Three (3) and Step Four (4).The four percent will be maintained over time by applying award increases to each entry point only.
Progression along the grade is based upon the successful acquisition and use of skills in the workplace, to specified performance standards and targets set for each staff member.
	
	
	
	Proposed Structure - 4% Increments
	
	

	Grade
	step
	Proposed Weekly Wage - Includes Award Increase November 2004
	Percentage Movement in Steps
	Proposed Weekly Wage - Includes Award Increase November 2005
	Percentage Movement in Steps
	Proposed Weekly Wage - Includes Award Increase November 2006
	Percentage Movement in Steps

	 % Rate Increase
	4.00%
	
	3.50%
	
	3.00%
	

	Minimum payment 
	 $              22.00 
	
	 $              20.00 
	
	 $              19.00 
	

	1
	
	1
	 $            541.30 
	
	 $            561.30 
	
	 $            580.30 
	

	
	
	2
	 $            562.95 
	4.00%
	 $            583.75 
	4.00%
	 $            603.51 
	4.00%

	
	Skills
	3
	 $            585.47 
	4.00%
	 $            607.10 
	4.00%
	 $            627.65 
	4.00%

	
	
	4
	 $            608.89 
	4.00%
	 $            631.38 
	4.00%
	 $            652.76 
	4.00%

	
	
	
	
	
	
	
	
	

	2
	
	1
	 $            568.82 
	
	 $            588.82 
	
	 $            607.82 
	

	
	
	2
	 $            591.57 
	4.00%
	 $            612.37 
	4.00%
	 $            632.13 
	4.00%

	
	Skills
	3
	 $            615.23 
	4.00%
	 $            636.86 
	4.00%
	 $            657.42 
	4.00%

	
	
	4
	 $            639.84 
	4.00%
	 $            662.33 
	4.00%
	 $            683.72 
	4.00%

	
	
	
	
	
	
	
	
	

	3
	
	1
	 $            593.86 
	
	 $            614.65 
	
	 $            633.65 
	

	
	
	2
	 $            617.61 
	4.00%
	 $            639.24 
	4.00%
	 $            659.00 
	4.00%

	
	Skills
	3
	 $            642.31 
	4.00%
	 $            664.81 
	4.00%
	 $            685.36 
	4.00%

	
	
	4
	 $            668.00 
	4.00%
	 $            691.40 
	4.00%
	 $            712.77 
	4.00%

	
	
	
	
	
	
	
	
	

	4
	
	1
	 $            616.60 
	
	 $            638.18 
	
	 $            657.33 
	

	
	
	2
	 $            641.26 
	4.00%
	 $            663.71 
	4.00%
	 $            683.62 
	4.00%

	
	Skills
	3
	 $            666.91 
	4.00%
	 $            690.26 
	4.00%
	 $            710.96 
	4.00%

	
	
	4
	 $            693.59 
	4.00%
	 $            717.87 
	4.00%
	 $            739.40 
	4.00%

	
	
	
	
	
	
	
	
	

	5
	
	1
	 $            643.50 
	
	 $            666.02 
	
	 $            686.00 
	

	
	
	2
	 $            669.24 
	4.00%
	 $            692.66 
	4.00%
	 $            713.44 
	4.00%

	
	Skills
	3
	 $            696.01 
	4.00%
	 $            720.37 
	4.00%
	 $            741.98 
	4.00%

	
	
	4
	 $            723.85 
	4.00%
	 $            749.18 
	4.00%
	 $            771.66 
	4.00%

	
	
	
	
	
	
	
	
	

	6
	
	1
	 $            677.77 
	
	 $            701.49 
	
	 $            722.53 
	

	
	
	2
	 $            704.88 
	4.00%
	 $            729.55 
	4.00%
	 $            751.43 
	4.00%

	
	Skills
	3
	 $            733.08 
	4.00%
	 $            758.73 
	4.00%
	 $            781.49 
	4.00%

	
	
	4
	 $            762.40 
	4.00%
	 $            789.08 
	4.00%
	 $            812.75 
	4.00%

	
	
	
	
	
	
	
	
	

	7
	
	1
	 $            706.21 
	
	 $            730.93 
	
	 $            752.86 
	

	
	
	2
	 $            734.46 
	4.00%
	 $            760.17 
	4.00%
	 $            782.97 
	4.00%

	
	Skills
	3
	 $            763.84 
	4.00%
	 $            790.58 
	4.00%
	 $            814.29 
	4.00%

	
	
	4
	 $            794.39 
	4.00%
	 $            822.20 
	4.00%
	 $            846.86 
	4.00%

	
	
	
	
	
	
	
	
	

	8
	
	1
	 $            752.26 
	
	 $            778.59 
	
	 $            801.95 
	

	
	
	2
	 $            782.35 
	4.00%
	 $            809.73 
	4.00%
	 $            834.03 
	4.00%

	
	Skills
	3
	 $            813.64 
	4.00%
	 $            842.12 
	4.00%
	 $            867.39 
	4.00%

	
	
	4
	 $            846.19 
	4.00%
	 $            875.80 
	4.00%
	 $            902.09 
	4.00%

	
	
	
	
	
	
	
	
	

	9
	
	1
	 $            816.09 
	
	 $            844.65 
	
	 $            869.99 
	

	
	
	2
	 $            848.73 
	4.00%
	 $            878.44 
	4.00%
	 $            904.79 
	4.00%

	
	Skills
	3
	 $            882.68 
	4.00%
	 $            913.58 
	4.00%
	 $            940.98 
	4.00%

	
	
	4
	 $            917.99 
	4.00%
	 $            950.12 
	4.00%
	 $            978.62 
	4.00%

	
	
	
	
	
	
	
	
	

	10
	
	1
	 $            860.93 
	
	 $            891.06 
	
	 $            917.79 
	

	
	
	2
	 $            895.37 
	4.00%
	 $            926.70 
	4.00%
	 $            954.50 
	4.00%

	
	Skills
	3
	 $            931.18 
	4.00%
	 $            963.77 
	4.00%
	 $            992.68 
	4.00%

	
	
	4
	 $            968.43 
	4.00%
	 $          1,002.32 
	4.00%
	 $          1,032.39 
	4.00%

	
	
	
	
	
	
	
	
	

	11
	
	1
	 $            923.85 
	
	 $            956.18 
	
	 $            984.87 
	

	
	
	2
	 $            960.80 
	4.00%
	 $            994.43 
	4.00%
	 $          1,024.26 
	4.00%

	
	Skills
	3
	 $            999.23 
	4.00%
	 $          1,034.21 
	4.00%
	 $          1,065.23 
	4.00%

	
	
	4
	 $         1,039.20 
	4.00%
	 $          1,075.58 
	4.00%
	 $          1,107.84 
	4.00%

	
	
	
	
	
	
	
	
	

	12
	
	1
	 $            995.82 
	
	 $          1,030.67 
	
	 $          1,061.59 
	

	
	
	2
	 $         1,035.65 
	4.00%
	 $          1,071.90 
	4.00%
	 $          1,104.05 
	4.00%

	
	Skills
	3
	 $         1,077.08 
	4.00%
	 $          1,114.78 
	4.00%
	 $          1,148.21 
	4.00%

	
	
	4
	 $         1,120.16 
	4.00%
	 $          1,159.37 
	4.00%
	 $          1,194.14 
	4.00%

	
	
	
	
	
	
	
	
	

	13
	
	1
	 $         1,078.80 
	
	 $          1,116.56 
	
	 $          1,150.06 
	

	
	
	2
	 $         1,121.95 
	4.00%
	 $          1,161.22 
	4.00%
	 $          1,196.06 
	4.00%

	
	Skills
	3
	 $         1,166.83 
	4.00%
	 $          1,207.67 
	4.00%
	 $          1,243.90 
	4.00%

	
	
	4
	 $         1,213.50 
	4.00%
	 $          1,255.98 
	4.00%
	 $          1,293.66 
	4.00%

	
	
	
	
	
	
	
	
	

	14
	
	1
	 $         1,174.07 
	
	 $          1,215.16 
	
	 $          1,251.61 
	

	
	
	2
	 $         1,221.03 
	4.00%
	 $          1,263.77 
	4.00%
	 $          1,301.67 
	4.00%

	
	Skills
	3
	 $         1,269.87 
	4.00%
	 $          1,314.32 
	4.00%
	 $          1,353.74 
	4.00%

	
	
	4
	 $         1,320.66 
	4.00%
	 $          1,366.89 
	4.00%
	 $          1,407.89 
	4.00%

	
	
	
	
	
	
	
	
	

	15
	
	1
	 $         1,270.32 
	
	 $          1,314.78 
	
	 $          1,354.22 
	

	
	
	2
	 $         1,321.13 
	4.00%
	 $          1,367.37 
	4.00%
	 $          1,408.39 
	4.00%

	
	Skills
	3
	 $         1,373.98 
	4.00%
	 $          1,422.06 
	4.00%
	 $          1,464.73 
	4.00%

	
	
	4
	 $         1,428.94 
	4.00%
	 $          1,478.94 
	4.00%
	 $          1,523.32 
	4.00%

	
	
	
	
	
	
	
	
	

	16
	
	1
	 $         1,371.93 
	
	 $          1,419.95 
	
	 $          1,462.55 
	

	
	
	2
	 $         1,426.81 
	4.00%
	 $          1,476.75 
	4.00%
	 $          1,521.05 
	4.00%

	
	Skills
	3
	 $         1,483.88 
	4.00%
	 $          1,535.82 
	4.00%
	 $          1,581.89 
	4.00%

	
	
	4
	 $         1,543.24 
	4.00%
	 $          1,597.25 
	4.00%
	 $          1,645.17 
	4.00%

	
	
	
	
	
	
	
	
	

	17
	
	1
	 $         1,482.29 
	
	 $          1,534.17 
	
	 $          1,580.20 
	

	
	
	2
	 $         1,541.58 
	4.00%
	 $          1,595.54 
	4.00%
	 $          1,643.41 
	4.00%

	
	Skills
	3
	 $         1,603.24 
	4.00%
	 $          1,659.36 
	4.00%
	 $          1,709.15 
	4.00%

	
	
	4
	 $         1,667.37 
	4.00%
	 $          1,725.73 
	4.00%
	 $          1,777.52 
	4.00%
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