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SECTION 1 - PREAMBLE

1.1

1.2

1.3

14

1.5

Title

This agreement is the Procter & Gamble Manufacturing Pty Ltd (Rydalmere) Enterprise
Agreement 2002/2003,

Parties
This Agreement is made between:

Procter & Gamble Manufacturing Pty Ltd (Rydalmere) (hereinafter referredtoas P & G or “the
Company”) and its empioyees and the Shop, Distributive and Allied Employees’ Association,
New South Wales (SDA).

Coverage

Duration Lo d -
This Agreement will begin from the eeﬂiﬂeatierrof«this—AgFeement and will remain effective until
March 31, 2004 .

The parties will start development of 3 neéw agreement three months before expiration of this
Agreement.

The terms ang conditions of this Agreement shall be read and interpreted in conjunction with
The Drug Factorieg (State) Award ang The Warehouse Employees Drug (State) Award This
Agreement will prevaif over any Inconsistencies with inese awards.

Australian Workplace Agreements

The Company undertakes, during the life of this agreement, that they will not pursue with any
individual covered by this Agreement any Australian Workplace Agreements under the Federal
Workplace Relations Act 1998
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" manufacturing Operations:
* Ppackaging;

* lransportation and distribution:

* contracted goods and Services.

We shall Support this policy by maintaining compliance with applicable govemmental laws and
regulations, as well as the Company's policies and requirements which are set out in the Environmental,
Health and Safety ( EHS) Policy, Codes of Practice, EHS Guidance, and the Company's Palicies and
Procedures. Facility Management wij| encourage all employees to consider environmental protection
and health and safety as inseparable parts pf their everyday fesponsibilities, Any unapproved deviation
from our standarg operating procedures should be brought to the attention of the dppropriate department
manager immeﬁiareiy and is subject to the appropriate leve| of disciplinary action.
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> SECTION 3

% Our Purpose, Values and Principles

PURPOSE

We will provide products and services of superior quality and value that improve the lives of the
world'’s consumers,

As a result, consumers will reward us with leadership sales, profit and value creation, allowing
our people, our shareholders, and the communities in which we live and work to prosper.
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P&G is its people and the valyes by which they live.

P&G PEOPLE §
We attract and recruit the finest people in the world. We build our organization from within, promoting
and rewarding people without regard to any difference unrelated to performance. We act on the
conviction that the men and women of P & G will always be our most important asset.

LEADERSHIP

We are all leaders in our area of responsibility, with a deep commitment to deliver leadership results. We have a
clear vision of where we are going. We focus our resources to achieve leadership objectives and strategies. We
develop the capability to deliver our strategies and eliminate organizational barriers.

OWNERSHIP

We accept personaj accountability to meet the business needs, improve our systems and help others improve their
effectiveness. We all act like owners, treating the Company’s assets as our own and behaving with the Company’s
long-term success

in mind.

INTEGRITY

We always try to do the right thing. We are honest and straightforward with each other. We operate within the
letter and spirit of the law. We uphold the values and principles of P&G in every action and decision. We are data-
based and intellectually honest in advocating proposals, including recognizing risks,

PASSION FOR WINNING

We are determined to be the best at doing what matters most, We have a healthy dissatisfaction with the status quo.
We have a compelling desire to improve and to win in the marketplace.

TRUST

We respect our P&G colleagues, customers, consumers and treat them as we want to be treated. We have
confidence in each other’s capabilities and intentions. We believe that people work best when there is a foundation
of trust.
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These are the Principles and Supporting behaviours which flow from our Purpose and Valyes,

WE SHOW RESPECT FOR ALL INDIVIDUALS

. We believe that all individuals can and want to contribute to their fullest potential.
. We value differences,

We inspire and enable peopie to achieve high expectations, standards and challenging goals.
. We are honest with people about their performance.

THE INTERESTS OF THE COMPANY AND THE INDIVIDUAL ARE INSEPARABLE

. We believe that doing what is right for the business with integrity will lead to mutua! success for both the
Company and the individual. Cur quest for mutual success ties us together.
We encourage stock ownership and ownership behaviour.

WE ARE STRA TEGICALLY FOCUSED IN OUR WORK

. We operate against clearly articulated and aligned objectives and strategies.

. We only do work and only ask for work that adds value to the business.

. We simplify, standardise and streamline our current work whenever possible.
INNOVATION IS THE CORNERSTONE OF OUR SUCCESS

. We place great value on big, new consumer innovations,

' We challenge convention and reinvent the way we do business to better win in the marketpiace.
WE ARE EXTERNALLY FOCUSED

. We develop superior understanding of consumers and their needs.

. We create and deliver products, packaging and concepts that build winning brand equities.

We develop close, mutually productive relationships with our customers and our suppliers.
- We are good corporate Citizens.

WE VALUE PERSONAL MASTERY

. We believe it is the responsibility of al) individuals to continually develop themselves and others.
. We encourage and expect outstanding technical mastery and executional excellence,

WE SEEK TO BE THE BEST

. We strive to be the best in a]| areas of strategic importance to the Company,

We benchmark our performance rigorously versus the very best internally and externally.
We learn from both our successes and our failures.

MUTUAL IN TERDEPENDENCY IS A WAY OF LIFE

. We work together with confidence and trust across functions, sectors, categories and geographies.
We take pride in results from reapplying others’ ideas.
We build superiar relationships with al| the parties who contribute to fulfilling our Corporate Purpose,
including our customers, suppliers, universities and govemments.
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SECTION 4 - TEAMS ATP & G
Our goal is to continuously improve the areas in which we work. EHS, Quality, Productivity and
Participation will continuously improve through the cultivation of a strong team environment, throughout
the whole organisation, The Company and its employees will pursue the creation of customer focused

self-managed teams’

What is a self-managed team?

A team is a number of people with complementary skills who are committed to a common objective,
goals and approach for which they hold themselves accountable. They work strongiy as a team, valuing
individuals' diversity and opinions, They work to create harmony within and across teams throughout

the Company.

Why do we want to cultivate a team environment?

We knaw that the potential of teams is unlimited and that teams are one of the best methods for
improving overall performarnce of the Company whilst developing and rewarding individuals. We will do
this by empowering teams to be accountable and take ownership of the business.

Within our organisation there are 3 number of teams who focus on areas of growing and improving the
business. We want to build on this success by developing the Team environment within our operation,
This agreement is not just about the business - greater participation in the development of the business
will lead to an improved quality of work life.

How will we cultivate a team environment?

We will equip team members with the skills needed to function in a team environment and develop them
to be decision makers. We have developed a Skills Development System which we believe will assist
us with this. However it is not the only answer. We will develop Teams around the values of the
Company and the single most important policy of treating one another fairly and with respect.

The leadership of our Company believes in the development of its employees - it is our pledge. With
continued support from upper management, this is the first step.

How long will it take?

Our organisation is constantly learning and the transformation to teams will take effort and time. Moving
to teams can be difficult so we will Make assessments and adjust as our business environment changes.
The point is, we will never stop learning, developing as individuals and improving our processes.

What will it look like when we get there?

There are no specific rules that teams need to follow. Over a period of time the teams will evolve and
mature gradually taking responsibility for areas such as quality assurance, production scheduling,
recruitment, training and other areas. Therefore, as teams develop and become more accountable, the
current management roles will change from less direct, administrator roles to mare coaching and
advisory roles,
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SECTION 5 - SKILLS DEVELOPMENT SYSTEM (Annexure 1)

The classification structure has been designed using the previous structure and training program. The
system was developed by a sub-committee, which was formed from the request of the Consuitative
Committee. At each stage the system has been reviewed and improved upon by the Consultative
Committee to ensure conformity.

objective of Improving safety, quality, productivity and participation. Skills gained will become skills paid
for when it has been determined there is a need by the Company or department manager/leader and
when the person is deemed to be competent. Employees will be formally identified and deemed
competent at each skill level following a skills assel monitor/assessment (via training documents),
Appeals are to be made through the Consultative Committee. The general rule of thumb is that the skills
must be used at least routinely. As with the previous agreement as employees’ income rises, they are
to perform duties at Classifications below their pay in other departments in addition to their normal
department.

Within the framework of the teams it is unlikely that any one member will be responsible for many areas.
Itis desirable to spread the warkload across the l2am members, combining complementary skills. For
example, a line leader waould probably not be responsible for mechanically changing over a piece of
equipment as well as performing line leader duties. The line leader should have 3 working knowledge of
the processes required. Mechanical changeovers will be the responsibility of the operators,

51 Receivin

- Finished product testing/approving.

- Testrngfappmwng packaging materials

- Raw material sam pling

The 3 areas may be trained for ang approved in any order following successful completion of the
first 3 levels,

5.2 Compoundin
All staff will be required to follow the current classification structure up to and inciuding level 2
competencies, which includes one work station. From there the current | evel 3 and 4 will be
split into 5 task based areas. These gre:
- Dyes
- Pre-weigh/ Dispensary
- Dye Prewsigh Room
- Essence (worth half a work station)
- Rollette (worth half a work station)
- Herbal Essences Compounding Room
- Common Base Station

(The deionised work system is not a work station in itseif but g necessary part of the overal|
Process).

At level 2, ane ful| work station shail pe chosen from any of the above so that there are four
remaining full work stations over the current level 3 and 4.

5.3 Packing

Permanent line leadership area. These are:

1. Changeover of Equi ment (where the equipment is designed for quick release as far as is
Possible) and in aceordance to the quick change program.
- Strip and reassemble fillers
- Size changes on auto cappers and cartoners across all lines,
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5.4

5.5

5.6

The purpose of this is to €ncourage up-skilling and make the team more self-
managing by being less dependant on fitters.

2. Relief Line Leadership (RLL) within the team
- Ensure that the team coliects data about downtime on the line effectively.

- Works with the line leader to ensure that ai| members of the team are contributing to
team performance.

- Supports the line leader in the development of self-managed teams.
Runs line as needed
Negotiates with the ine Ieader about holidays and RDO's to ensure that either the LL or
RLL are available to run the line as often as possible.

- Responsible for ensuring safety and quality.

3. Permanent line leader on one line
- Trained following current procedure
- All duties of RLL.
- EnsureRLL s kept informed of any changes in running the line.
- To advise where necessary in production planning of their line, re-engineering their line,
other areas of expertise.
- Totake a proactive role in solving problems.
- Identify fraining needs of the team Arrange for training through the team leader.

The line leadersthip role will be Mmaintained at the current level 4 for employees who are
trained to permanently run multipie lines

4. Permanent jine leader on mutltiple lines
- Al duties of PLL.

- To be competent in performing line leader duties on multiple lines.

Distribution

All staff will be required to follow the current classification structure up to and including levei 3
Competencies. From there the current level 4 remains but there have been added additional
development areas. These are:

Relief Distribution Clerk

Dangerous Goods Airfreight Certification

Inventery Reconciliation

Process Improvement Involvement _

Trainer and Facifitator o

Stock Replenishment, Resupply Orders : [

Lamratong

The Laboratory will follow the existing classification structure system. -

Knuwledge Based Skills

In order to achieve the vision for this site. we recognise that we need to build on our knowledge
based skills, As such. we have added some generic skill blocks which are focussed on
improving a process. This does not refer to 3 specific process as the tools can be used to soive
any problem, We are offering three broad bands-

1. Data collection ang assisting with mapping a work process '
This is a basic data collection on a process. This is a basic and fundamental requirement

of employees at alt levels in order to improve a process. The idea is to collect information
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5.7

5.8

5.9

and map it to see how it all fits together. The tools used for this skill will give teams an
understanding of what they do within a process.

The purpose of reliefs is to allow wider flexibility across the organisation. All types of leave will
need to be Managed so as not to overlap.

General Business A reciation
= ————x=l1eSS Appreciation

In order for employees to gain an understanding of the financial management of P & G,
Programs will be developed to assist employees understanding of Cost of Goods, Budgets,
Planning and Profit and Loss.

Assessment of Com etence
=——=—CrTr Of Lompetence

lSLTar
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SECTION 6 - REMUNERATION AND HUMAN RESOURCES MANAGEMENT

6.1 Performance and Improvement Counselling
All forms of Performance ang Improvement Counselling are deajt with within the guidelines set
out in Annexure 2

6.2 Leave

Annual leave wij| be granted in accordance with the Annual Holidays Act 1944 Refer Employee
Information Folder and/or ES Connect.

For ali other types of Leave, refer to Employee Information Folder and/or ES Connect.
6.3 Equal Employment Dppnrtunitfestﬂnnative Action

Opportunity Palicy reflects the guidelines set out the Affirmative Action/EEO Act. Refer
Employee Information Folder and/or ES Connect.

6.4 Payments and Allowances
6.4.1 Payments

Emplayees will receive a 4,5% increase from 1* April 2002, and a 4.5% increase from
1“'Apni! 2003. The 2003 review (4.5%) will run untit 31% March 2004, Al wages will he
paid on monthly basis, on or about the 14" day of each month, d i
nominated hank accounts

— 1Aprii2002 | 7 Agni 2003
$769.85 $804.49
$712.48 $744.54 [

£ $638. | $667 .46 $697.50

2 $599.08 $626.02 $654.19

1 _ $548.04 $572.70 $598 47

members, and two are appainted by the Company.

The Plan meets the requirements of the Government's standards for
Superannuation plans.

Further information on the Plan benefits is available in the p & G Member Booklet,
6.4.2 pPa ment of Wages

Wages shall be paid by electronic Funds Transfer (EFT) into each individua] émployee's
nominated bank account, on a monthly basis.
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6.4.3

6.4.4

150 hours [ 78

Allowances

The parties to this Agreement are committed to the total integration of all allowances into
the base rate of pay during the life of thig Agreement. All other allowances except for
those listed below have been absorbed into the appropriate rate of pay for the relevant
classification. These allowances will not apply to those employees in Staff Roles.

In addition to the rates of pay outlined in Clause 6.4.1 of this Agreement, the following
allowance shall be paid as appropriate and will be paid separately at the following rate:

First Aid allowance - $12.12 per week in 2002 and $12.67 per week in 2003. This is on
attainment of St John Ambulance Certificate and assigned as a First Aider by the
Company.

The payment of any other individual allowances will not be a feature of this Agreement.
Employees and management accept that there will be no extra claims for allowances for
the life of this Agreement.

Bonus for Non-Absenteeism
————=2_Ton-Absenteeism

The Bonus for Non-Absenteeism applies to full-time employees covered by the
Enterprise Agreement and who have been em loyed by the Company for a minimum of

carers leave and does not include Annual Leave, Long Service Leave, RDOs, Jury
Leave, Study Leave, Military Leave, Maternity Leave/Parental Leave or Bereavement

ecember. Where an employee is away on leave in excess of three
months, e.g. Long Service Leave, Matemity Leave, the above bonus payment will be
paid on a pro-rata basis.

Guidelines:-

1 To qualify for the Non-Absenteeism Bonus, an employee must have a minimum of
76 hours bankad under Sick Leave provision,

2. Sick days are accryed at 6.33 hours per month.
Therefore 12 months = 76 hours. or 10 days.

3 Any sick leave taken during the calendar year will be taken from the current year
entitlements before drawing from any banked sick leave.

Example:-
Hours brought | Current Year's Sick Leave Tofal Hours at | Bonus Hours )
|forward o Entitlement J_Takﬁ.____ End of Year P:!mznt |
150 hours | L 0 226 76 |
0 hours 78 0 76 0
L7 | 219 _ e ]

the event you are sick and require more than 10 days sick leave in any one year,
In such an event the sick leave bonus would not apply and therefore you would not
qualify for a bonus payment,

5 An empioyee may increase their sick leave holding bank from 75 hrs to any
number of hours above this, for individua) requirements. Therefore an empioyee
may transfer hours from the bonus scheme to their holding bank of sick leave.

6. If at the end of the qualifying year an employee has a minus balance,
€.g . ~23.00hrs, they will not qualify for any bonus and will re-commence the new
year on a 0 balance.
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6.5

6.6

6.7

7. If a balance of 76 hours or below is held at the end of the qualifying period, no
bonus is paid. No hours can be cashad in at or below 76 hours. The scheme is
designed to maintain a safety net of 76 hours/10 days as a minimum.,

8. The current sick leave system remaing separate from the bonus system. The sick
leave policy will continue to be administered as it was before,

9. If an employee terminates during the year, they will receive any bonus accrued up
to their termination date.

Grievance Procedure

Policy
Where a grievance/dispute arises, an employee shall seek remedy by using the process

described below. The elements of this policy ars:

1. Any grievance or dispute will be dealt with as quickly as possible.
To ensure that the Proper relationships are preserved, such matters must be handled
through the Supervisor concerned.

3. No employee will be disadvantaged as a result of acting in terms of this procedure.

Procedure

The following procedure applies in dealing with grievances from an individual or group of
employees. It also includes any matter that might lead to a dispute between employees and
the Company:

Step 1 The employee (or representative of the group) will discuss the grievance with the
immediate supervisor,
if not resolved, proceed to Step 2.

Step 2 The employee and supervisor will inform the department head of any grievance or

Step 3 The matter is discussed with the Site Manager, department head, the empioyee
and the union delegate if the empioyee requests it
f not resolved, proceed to Step 4.

Step 4 The matter is discussed in a meeting comprising the Site Manager and the Human
Resources Manager. If a union member is involved the union organiser and
delegate may also attend.

Step 5 If the matter is stj| unresolved it may be referreq by either party to the NSW
ons Commission for conciliation and/or arbitration.

While ail these discussions are taking piace, it is expected that all work activities will continue
as normal.

Workers’ ComQensatioanehabilitation

set out in the Compa
and Safety Act,

Union Relationships
=——Refalionships

f: Union Membersh;
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the Shop, Distributive and Allied Employees'’ Association, New South Wales (SDA).

Role of Union

The Company believes that employees would be best répresented by one preferred
trade union for the Rydalmere site. The union has g role to play in offering assistance
and advice to jis members and to offering training and benefits where the need arises,

if there is a need for an accrediteg official to enter a workplace areg, approval must be
Sought from the Site Manager, before such entry is mage.

Agreement.

Trade Union Trainin
Refer Drug Factoriesg (State) Award, Clause 34
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SECTION 7 - TERMS AND CONDITIONS OF EMPLOYMENT
Employment wilj be on a ful time, part time or casual basis.

All permanent employees covered under this Agreement shall be employed on a weekly basis

7.1 Part Time Emgloyees

A part time employee is defined a5 @ worker employed on 5 Peérmanent basis, who is required to
Work less than 30 hours per week.

i Part-time employees may be employed as required.

if. Unless otherwise specified, the ordinary span of hours shall be the same as those
Prescribed for full time weekly emplayees, provided that part-time employees hours shai|
not be less than fifteen (15) hours Per week. All work performed outside of ordinary hours
shall be paid for at the appropriate overtime rate,

iil, Part-time employees will be peid at an hourly rate of Pay, which will not be Jegs than the
rate of one-thirty eighth of the weekly wage of the appropriate equivalent full-time
classification,

V. All other Provisions of thig Agreement with respect to annual leave, sick leave and

holidays shaj apply to part-time employees on a3 pro-rata basis.

7.2 Casual Employees

In this Agreement, a casyal employee shall mean an employee supplied to the Company by a
3 Party supplier, e€ngaged on an hourly basis to perform, short term work fo meet peak
demands with no set hours of wark unless otherwise specified. The casyal employee's contract
of employment finishes at the end of each day of work.

The Company believes it is prefarable to have the maximum number of employees on site as full
time permanent employess, However, there will be circumstances such as promotional periods

where the totg| Number of casyg| employees (including 3™ Party casuals) may increase to levels

as high as 50% of total employees.

h Casuals will ba paid an hourly rate of Pay. The casual rate of pay will be based on
86.3% of the first level for each area to which they are assigned, divideg by 38 plus
17.5% casual loading plus 1/12 annual leave caiculated to the nearest cent.

li. The span of ordinary hours for casual employees, including meal breaks, shall not
€xceed ten (10) Per day or 38 per week. All work performed outside of ordinary hours
shall be paid for at the appropriate overtime rate for casuals.

i, Casual employees will be engaged for a minimum of four (4) hours for any one

engagement.

iv. The determination for the need for Casual labour will be the responsibility of
management.

V. Other terms of this Agreement do not apply to Casuals,

Casual Entry Levels

: |
| Leveld Laboratoy |
Level 3 Laboratory Assistant -

_ level2 Manufacturing
! Leve| 1 Packin /Receivin /Distribution
=l g g — ]
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7.4

i. A probationary period of three (3) months wil be applied to all new employees. The
probationary period shajj commence from the date of €ngagement to permanent
employment status.

i, The Company may terminate g Probationary employee who does not satisfactoriiy Meet
any ane of the following standards:
* Jaob Performance — qualjtyiquanﬁty of work, knowledge of job, generaj affitude,
* Conduct - Cooperation with Management ang other employees, adherence to

*  Any breach of tCt::rm:ranj,ur policy,

i, Probationary €Mployees will be Subject to three reviews on a monthly basis during the
period of probationary employment, involving their immediate supervisor/manager/peers.
Refer Annexure &

v A pro batr‘onary Period may extend, by mutual agreement, for g period of ona (1) manth,
when additiona) time is required tp evaluate the employes to meet the abave standards,
In these cases, the employee will be notified in writing of the extension by their supervisor,

V. All employees will be subject to the conditions of the probationary period once employed
0n a permanent basis,

vi.  An eémployee, while Bngaged on 5 Probationary period, may be terminated with one (1)
Week's notics.

Separation of Emgloxment

All forms of termination of employment from the Company are deait with within the guidelineg set
outin the Company's Policies and Procedures, Refer Annexure 3.

Management ang employees will abide by the following as Part of this Agreement:
i.

Reoigrrat'ron

Employees ierminating their employment through resignation myst confirm their intention
in writing withn the appropriate period of notice, being one week for employees covered
by this agreement

Where fequested, and with the agreement of the employee, the Human Resources
Department will conduct an Exit Interview with the departing eémployee.

iL. Dismissal
Dismissal of an employee shouid only occur after a review is mage by the relevant
Department Manager in Consultation with the Human Resources Department ang the Site
Manager discussing the incidents leading up to this action.

iil. Notice of Termination
———==01 lermination

a) Except in the case of miscondyct when employment may be terminateq without

fﬁf l—‘——_‘—_'_'_‘_————._.__‘_ - >
! | Service Period of Notice f
—__Servi
! I Less than one year | 1 week |
] ____._.—_______y,_,._,q_____
| 1=3years 2 weeks
——— 1 =3 ye
[ 3-5 vears [ 3 waeks
—_ Years —
| More than 5 ears 4 weeks |

—_—

" Note: ifan €mployee is over 45 years of agde and has completed 2 years of senvice gr
more, the employee is entitlad to an additiona| week.
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b)

c)

d)
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At any time where misconduct is suspected, an employee shall be suspended with full pay and
conditions pending a full investigation of the circumstances.

In the case of misconduct, it is preferable that the services of the employee be terminated
immediately or as soon as possible after the offence has been committed.

Casual employees can be terminated with one hour's notice and paid for the hours worked. In
the case of misconduct, a casual will be terminated without prior notice and paid for the hours
worked.

Security of employment - Continuity of employment, job security and future career prospects
within the Company are all key objectives of P & G in Australia. This Agreement, in itself, will
not lead to forced redundancies, however, should the need arise due to other factors or
influences, the Company agrees to follow the redundancy agreement as applicable with
employees and relevant union, prior to any involuntary redundancies being implemented. Refer
Annexure 3.

Hours of Work

7.5.1 Ordinary hours of work
a) Flexibility in the designated daily hours of work will optimise work effectiveness, offer
the Company greater opportunities to respond to market and customer requirements
and provide employees with greater scope for balancing work and family
commitments.

7.6

| b) The ordinary hours of work shall be worked continuously, except for meal breaks,
I. between the operating hours of 6 am to 6 pm, Monday to Friday.

| ¢} The regular working week for permanent full-time employees will be based on an
average of thirty-eight (38) hours over 5 days unless otherwise mutually agreed (refer
to point v.).

d) The rostered ordinary hours of work may be averaged over a twenty (20) day cycle,
provided that the roster shall be fixed by mutual agreement between the
supervisor/manager and the employee(s) concerned.

e} Within the normal 38 hour rostered week, by mutual agreement employees may be
required to work up to 10 ordinary hours on any week day at normal rates of pay.

7.5.2 Rostered Days Off

Principles of Flexibie Leave Days Bank
Leave under the flexible Leave Days Bank scheme is to be taken at a mutually agreed

time between the employee and the Department Manager, with minimum disruption to the
operations (time taken will be at the Friday rate of 7 hours 20 minutes), refer Annexure 4.

Overtime

Employees would be expected to make themseives available to work a reasonable number of
hours in excess of the normal rostered hours as requested by management in order to meet
operational requirements of their job and the needs of the business.

Where practical, employees will be provided with reasonable notice to work overtime and full
time employees will be given the first option to work overtime in preference to casual staff.

Based on a 38 hour week for full time permanent employees and casual contract staff, overtime
will be calculated as follows:
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i. in Computing overtime, any portion of an hour less than thirty minutes shall pe reckoned
as half an hour ang any portion of an hour in excess of thirty minutes shall be reckoneq
as one (1) hour.

ii. 1.7 x the ordinary rate of pay calculated after working in excess of the normal rostered
hours from Monday to Friday.

i, Saturdays: Overtime will be calculated at 1.5 ordinary rate of pay for the first two {2)

iv Sundays: Overtime will be calculated at 2 xordinary rate of pay for the whole day with
a minimum payment of four (4) hours,

v Public holidays Overtime will be calculated at 2.5 x ordinary rate of pay for the whole
day.

vi. Overtime is calcuiated in this manner as a result of the flexible start ang finish times
required and the flexible Operating span of hours as part of this Agreement

V. Where overtime is worked, it shall, wherever reasonably Practicable, be so arranged
that employees have at least ten ( 10) consecutive hours off duty between the work of
Successive days.

viii. Where an employee has been unable to have the above break of ten (10) hours, the
Provisions set out in SHIFT WORK, point vii, and point viii. shajl appiy.

agreement by the Empioyee and the Company, the emplovea is not fequired to work the

full four {4) hours if tha job they were recalled to perform is completed within 5 shorter
period, will be Paid only for thajr time worked.

— Overtime for Casual contract staff will be based on the normal contract basis, when called in.
Qvertime will be Paid at the same rate (1.7) as full time employees.

7.7 SHIFT WORK

I “Afternoon Shift” shall mean a shift commencing after 12:00 noon and finishing after
6:00 pm but not later than 12:00 midnight,

Ii A shift worker whilst on afternoon shift shall be paid 15% more than his/her ordinary
rate for such shift. Provided that where work continues beyond midnight employeas
shall be paid at overtime rates, ie. 1.7 X ordinary rate of pay.

. el Shift workers shalf be aliowed twenty (20) minutes on each shift for g meal, which shall
r = be counted as time worked. These breaks are called Crib breaks ang shall be taken at
Cp e a time and manner that facilitates continuous production.

! > w““‘ Day workers will be asked to volunteer for shift work, but In the circumstance where

there are insufficient volunteers, the Company will éxplore all options including the use
| : of casual labour However, as 3 |ast resort the Company shai| have the right to select
> the appropriate employees to Perform this work.
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Where practical employees affacted

(1) months notice of the
Introduction of shift work or the change of shift arrangem
Bimergencies saven (7

ents, provided that in
) days notice shall be sufficient, H
period may be reduced by mutual agreement between the
concerned,

shall be given one

Vi, Employees who are required

to change shifts shall, wherever réasonably practical, be
allowed ten (10) consecutive

hours off duty between shifts.
vii, An employee who has not had at jeast ten (10) consecutive hours between his or her
standard shift finishing time and standard shift tommencerment time on the next day,

shall be released from duties yntil hefshe has had ten (10) consecutive hours off duty
without loss of Pay for normal working time during such an absence.

vili. If on instructions of the Company, such an employee resumes work withaut having had
Such ten (10) Consecutive hours off duty, he or she shal| be paid at double rates until he
or she is released from duty for such period. The employee shall be entitied to be
absent until he or she has h

ad ten (10) consecutive hours off duty withaut loss of pay for
normal working time Occurning during such an absence,

In the event of shift work bein

g required, we will desi
consensus through th

gn the shift pattern based on
e Consultative ¢

Ommittee process.
X.

MEAL PERIODS
—=AL FERIODS

Meal periods apply to shifts between the hours of 6:00 am and 6:00 pm.

A meal break will be as defined below:

i. An unpaid meal break of on
from the time

Employees will be entitied to 5 paid mo
minutes, which may

minimise disruption to the operation.

PUBLIC HOLIDAYS / PicNIC DAY
———————=aIS | FICNIC DAY

L. Public holidays will be those days gazetted by NSW and will Include: New Year's Day,
Australia Day, Good Friday, E

ming tea break of no more than ten (10)
be taken within the first four (4) hours of work, at times which

¥
¥, kaster Monday, Anzac Day, Queen's Birthday, Laboyr Day,
Christmas Day, Boxing Day. The for

€g0ing days will be taken on the date proclaimed
as public holidays, or days in lieu of public hel

idays, by the NSW State Government
and are subject to change by the Government

Work done on any public holiday or Easter Saturday shall be Paid for at the rate of
double time ang one half wit

h a minimum payment of four hours.

Picnic Day to be taken on any day mutually agreed to by employee and supervisor,
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SECTIONS: NO EXTRA CLAIMS AND SIGNATORIES
All parties agree

that during the life of th
relating to the ter

€ current agreement
Ms and conditions of th

» NO party will raise any further claim
€ agreement.

tion, commitment and participation
nagement and employees, both directly and through the Consultative Committee and the
Union.

The contents of this Agreement have been canvassed with all parties.

All parties are entering into this agreement with full knowledge as to the contents and effect of the
document The Parties declare that this agresment;
= Is not contrary to public interest

is not unfajr harsh or unconscionable
was at no stage entered Into under duress
reflects the interests, objectives and needs of the parties,

This Agreement is Mmade at Rydalmere in the state of New So

AGREEMENT SIGNED FOR
Procter & Gamble Manufacty

uth Wales on 1 April 2002 |

AND ON BEHALF OF
ring Pty Ltd

: uabe..’..?’/f.f/f:??i_._.

Ifi the presence of

SIGNED FOR AND ON BEHALF OF
Shop, Distributive and Allied Emplo

yees' Association, New South Wales (SDa)
. all

Lg’_} 5 A’Q R dEI’[E__H/:T/:E
= i

In the presence of

A /-:l{&/k date .. 3/0 72/6 ¢
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Annexure: 2
Procter & Gamblie Manufac
PERFORMANCE IMPROVEMENT COUNSELLING

[ Propared PProve

Approved
FEL_N_______l_hr:_

| Page: 1077 '

| == Rﬁaw
i Date:: =00 — O — | Date:

—_—

turing Pty Ltd

PURPOSE:

. If the employee
ployment results, then the

employes unacceptable. Th

unsatisfactory performance levels
absenteeism breaches of Company rules and procedures, secially unacceptable con
other deviations from established standards, Al these require prompt attention by th
Manager.

The following policy and Procedures outlines the principles which apply to Performan
Counselling.

ar work quality,
duct at work or
& Supervisor or

ce Improvement

ELIGIBILITY: 4
-rh‘-""—‘--x_»:_—__
All permanent employees of the Company. ,/j P —
;'l _:m*‘l A Z A.j:‘ ] I|I
PROCEDURE: ,'!’ f
;‘-'. }:il‘\ gl

1. INITIAL CONSIDERATIONS f/
Before considering commencement of the performance counselling process, the Supervisor must be
certain the following actiong have been observed.

11 The €Mmployee has been provided with a clear Job Descri

1.2 Details of the acceptable standards of performance and/or expected behaviour have been
outlined to the employee,

ption of Company Policy.
1.3

Sufficient on-the-job training/coaching!counsem'ng has been carried oyt

2 RESPONSIBILITY

22 The interests of both

23

ediate Supervisar js responsible for Carrying out the performance
IMprovemant Counselling process. The Supervisor should keep histher Manager and the
Human Resources Depart € pragress. In the event of termination, prior

ditions must be obtained from Human Resources,
nselling process has been followed,
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NT COUNSELLING
| Approved
b -

. | | Page: 20of7
¥ _—'_'_—‘——-——-r v e S _FT;H'_‘—_
I_Dale: Dato: 4

Dato: |
-—

Preparad
| b

3. DOCUMENTATION

3.1 Details of al| Performance Counselling
"Record of Performance Counselling Interyi
5 an accurate record of what was said
performance impravement and reinfore
Mmaintaining its high standard of perfo

3.2

3.3 The employee should receive a co

Py of the form whilst the original is to be retained
on their Personne file.

34 If an employee refuses to sign

the form, the Supervisor should make a notation on
the form giving the reasons wh

y.

THE PERFORMANCE COUNSELLING PROCESS

STEP ONE The employee should he

verbally counselled on an informai basis. The
Supervisor should spell out the nature of the deficiency, the problem caused,
ask the employes why jt cccurred and thair i i

the expected improvement. A follow-up dat
to review their progress {2-4 weeks). The dat of the conversation
should be noted an the employee’s personnel file,

STEP TWO

meeting will be arranged for a formai Performance Counselling Interview. This must
involve the use

of the Record of Performance Counselling Interview form and the
following areas must be covered: e

4

Details of Deficiencies
Employee's response
Corrective Action Plan
Next Review Date

| g Etag] | !;

III et
A Review Date should be set priar to completion of the interview
month. An ob

and held within one
jective third party should be in attendance at any c

Ounselling process,
ed by the employee or Supervisor

either request

Pag
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[ Prepared S Approved | Page: 3077 ]
I_‘L——— _————l—h— e Review —|
|_ Data: — Date:

= — | Date |
STEP THREE This step is the follow-up interview to review progress and should be held on the

review date previously agreed upon and documented on to the employee’s personne!
file.

If the problem has been addressed and im

provement achieved as required, the
purpose of the interview sho

uld be to acknowledge the fact.

iIf the problem has not been corrected, it may be appropriate to repeat Step Two.

STEP FOUR Ifthe problem has still not be

en corrected after STEP THREE and there are no
femaining alternatives, termi

nation of employment wili be considered,

It should also be specifically noted that in cases of severe or significant behavioural or
performance issues the Supervisor/Man

ager may cut out any or all of Steps 1 through
4 {refer Instant Dismissal Policy).
TERMINATION OF EMPLOYMENT

The final approval for the dismissal of any employee lies with the Site Manager in consultation with
Human Resources,

The employee should be informeq

this record of performance deficiency or breach of procedures by
the empioyee may result in their te

rmination of employment.

The employee should be informed this record o pEriormance counselling will remain on their

Personnei file for a 12 month period. The employee should also be informed if during this 12 month
period any other performance deficiency or breach of

procedures by the employee may result in their
termination of employment.

ord of narfae

The dismissal of an employee will be the only alternative when ajl other problem-soiving and
counselling efforts have failed and improvement in performance/behaviour is not forthcoming or where
the behavioural or performance issue is sufficient in Iaw to warrant immediate termination of
employment.

The termination of employment interview should be concise and to th

€ employee is a union m
eting.

deficiencies in performance/behaviour. (f th
delegate shouid be invited to attend the me

& point, outiining the continuing
ember, the employee’s union
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| _by: by: |

| Review J
| Date: Date: | Date:

FLOW CHART
THE PERFORMANCE COUNSELLING PROCESS

STEP 1

| Supervisor counsels Employee verbally and a summary of the session placed on the
Employee’s personnel file.

STEP 2

['f the issues are not resolved, a formal counselling interview takes place. This records.

Details of the problem areas.
Employee's response.

A plan to correct the problems.
Next review date.

BWA

STEP 3

|_Thi5 step Is the follow-up interview on action agreed in Step 2.
I

- STEP 4

If the problem is not resolved, Re
I_that employment be terminated.

peat 3. The last action if all else fails is a recommendation

NB 1. The Supervisor ma
believes the behav
Resources Depart

Yy recommend immediate termination where he/she

2, Each step of the counseliin

of Performance Counselling interview” form with a copy to employee and
original placed on the employee’s personnel file,

iour or performance warrants such action and the Human
ment believes such action is not in contradiction of law.

g process must be documented using the "Record
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CONFIDENTIAL
RECORD OF PERFORMANCE COUNSELLING
INTERVIEW
[ DATE OF TIME COMMENGED: |
| INTERVIEW: TIME FINISHED: |
—_—— PSR\
EMPLOYEE POSITION:
SUPERVISOR: POSITION:
WITNESS: — POSITION:
{Optional)
PURPOSE OF INTERVIEW:
——— = ——maaos e
- e
e - - e
—————

s of the performance defi
be given of where the individual fell short

ciency must be clearly stated and quantified. Details should
f
by the shortfall in performance.)

of the required Company standard and the problem caused
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[ Proparsd | Approved o __|“ Page: Gof7
g S | ... RS
| Date

!
Review

— | Date _______|_EfL_______
EMPLOYEE's RESPONSE:

(Attach extra Pages if required)

CORRECTIVE ACTION PLAN:

(The employee should be told what improvement is expected, how it should be achieved and by what
date. The employee should alsg be given the Opportunity to give their own suggestions as to how tn
Improve performance, Any assistance required of the Supervisor should be offered and the
Consequences speit oyt should the problem not be addressed and/or the employee fails to improve.
Next to the Performance or behaviour deficiency and Proposed action section, jt should also be noted
who will take the action and

when it should pe completed. The nature of the corrective action plan will
be based on the severity of the incident, )

T

PERFORMANCE DEFICIENCY: ACTION: WHO: WHEN:
—‘—'————______________—_———-———_____________
—-——_______—__________ R P
-._.___—_‘————-——____________________________
_—_ﬁ—————_________________.________q._ .
-________________-_-_________—-——-_______________
NEXT REVIEW DATE:

EMPLOYEE: DATE: .
SUPERVISOR: DATE:
WITNESS (Optional): DATE:
e
Distribution:

Original - Human Resources Department I
Copy - Empioyee

Annexure: 2



Page

Annexure: 2
Procter & Gam

ble Manufacturing Pty Ltd

PERFORMANCE IMPROVEMENT COUNSELLING
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hDate: =000 | Date:

-_— Date: — |

SUPERVISORS GUIDELINES FOR THE INTERVIEW
1 GET ALL THE FACTS

Do your homework! Be certa

in you have all the facts before Questioning the employee about the
deficiency or infraction. The |

nfermation shoulg be accurate and indisputable.
2 BE HUMANE

BE POSITIVE AND OBJECTIVE

The cost of recruiting, training and developing employees is high. Consider the investment the
Company has made in the individual and the effect of termination of their employment. It is often
much less expensive (in terms of financial, time and emotional cost) to give extra effort to assist a
employee to improve, than to replace the employee,

4 ACT PROMPTLY

There should
the time actio
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|_Preparecf | Approved | Page: 1o0f 1

by: | by: . ! |
[ | Review |
| Date: | pate: L | Date:

ELIGIBILITY:

All permanent employees.

PURPOSE:

This policy sets forth the procedure under which all permanent contracts of employment may be
terminated.
PROCEDURE:
1. All terminations of employment contracts are to be in writing giving the required notice period

(1 week).

An employee may request the Comp
Company may accept at its total dis
the employee in lieu of notice and t

any to waive part or all of the notice period , which the

cretion. It is also the prerogative of the Company to pay
erminate the contract immediately

2. The letter of resignation should be addressed to the immediate Supervisor who will append
any conditions of acceptance that he/she might wish to attach to the resignation and forward
same to the Human Resources Department.

3. The Human Resources Department will officially respond to the employee by acknowledging
the letter of resignation and setting out the

terms and conditions attached to the termination of
employment,

4. At the same time, the employee will be issued with 5 Certificate of Service.

5. The Human Resources Department will communicate to the Pay Office who will calculate the
final payrolt benefits/entitiement ang ensure payment to the employee concerned within 48
hours of the final date of empioyment,

6. The Pay Office will initiate the withdrawal'

process of the empioyee’s Superannuation benefits
and communicate to the employee.
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Prepared Approved | Page: 10f1
by: by:
Review
Date: | Date: Date:

PURPCSE:

Instant dismissal of an employee is recognised by the Company as a most serious matter and as a
means of terminating a contract of employment. [tis not to be entered into without there being definite
evidence of serious misconduct, compliant with legal requirements.

PROCEDURE:

1. Prior to commencing any action which may relate to dismissal, the Manager/Supervisor
should consult the Site Manager and the Human Resources Department.

2. Most award or agreements give expression to the common iaw principle entitling an employer
to summarily dismiss an employee in the event of misconduct.

3. There is no fixed rule of law defining the degree of misconduct which will justify instant
dismissal. However, it has been established that the misconduct must be inconsistent with the
fulfiiment of the expressed or implied conditions of employment or the behaviour of such a
nature as to expose the Company or its employees to criminal or civil suit or damages.

4. Misconduct has been defined to mean inter alia the following:
1. theft e s
2. assault ‘ s
3. dishonesty s . .f/
4. endangering the safety of others ji et
5. intoxication or under the influence of drugs TH , I
6. insubordination /. miltrar i
7. negligence b i
8. fraud eSS Eh
9, wilful damage of Company property
10. harassment (either sexually, physically or verbally) of empioyees.

5. In order to ensure legat compliance, the Human Resources Department will check the
circumstances of the case and advise management accardingly.

6. An employee may be suspended on full pay whilst investigations are carried out to determine

the cause of events. The decision to do so rests with the Human Resources Department.
The employee will not be permitted back on site whilst investigations are carried out and
finalised. The Human Resources Manager will keep the employee informed on the progress
of investigations.

7. It should be noted that instant dismissal must occur as soon as practicable after the offence
has been committed and detected. If the employee is permitted to continue working without
being advised as to the offence it is possible that the offence has been cohdoned and instant
dismissal cannot apply.

8. If as a result of careful examination of the evidence, it is decided by management that instant
dismissal is warranted and the employee is a union member, then the actual process of
dismissal wifl take place in the presence of the union delegate.

9. No dismissal may be entered into unless the approval of the Divisional Manager or Country
Human Resources Manager and the Site Manager has been obtained.
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REDUNDANCY PACKAGE

SEVERANCE PAY

A redundant employee will receive a benefit of four (4) weeks pay for each complete year of
continuous service with a pro-rata calculation for completed months of service.

“Continuous Service” means the unbroken period of employment up to the point at which the
employee is terminated and which would be recognised for Long Service Leave purposes.

LEAVE

A Employees will receive pro-rata Long Service Leave from commencement date.

B. Employees will receive their current annual feave balance and pro-rata leave up to termination
date.

NOTICE PERIOD

The Company will give a minimum of four (4) weeks, or notice as required under the Workplace

Relations Act 1996, notice of the actual ceasing date or payment in lieu if appropriate notice is not
given.

Any employee who has received notice, and during the notice period finds other employment, will be
permitted to accept such employment without loss of redundancy benefits e =
|

OTHER ISSUES

A A Separation Certificate will be provided upon request,

B. Each terminating employee will receive a Certificate of Service from the Company containing
information on pasition held, length of service and current address.

C. The Company will notify the Industrial Relations Commission where 15 or more employees
are made redundant and assist in the locating of aiternative employment with other employers.

D. During the period of notice of termination an employee will be allowed up to one day’s time off
each week of notice for the purpose of seeking employment. Proof of attendance at interview
may be required.

E.

Details of estimated redundancy payments and Superannuation entitlement will be made

available to each terminating employee at least two weeks prior to an individual's final working
day together with information on roli-over options,

SELECTION FOR REDUNDANCY

A, The Company reserves the right to select employees to be retrenched based on the
consideration of specific skills necessary for the ongoing needs of the operation.

Whilst management will be able to choose those employees being made redundant, they will
be taking into account those employees nearing retirement and offering the opportunity to

discuss individual situations with those employees who would like to be considered for
redundancy.
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B. When an employee is a union member the Company will consult with the Union at all stages
of the selection process in order to establish impartial treatment.

OUTPLACEMENT SUPPORT

The Company wili assist employees to prepare to find new employment and offer financial advice to
those employees who require assistance.

PAYOUT LIMIT

The total limit for a redundancy package is set at 104 weeks (26 years service) and equates to a
maximum payout of 2 years pay.

The benefits under this agreement are not applicable to casual or temporary employees or to
employees who resign or retire at normal retirement age.

Should any termination or redundancy occur 10 da

ys prior to any Public Haliday then payment for
such holiday will be included in the package
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FLEXIBLE LEAVE DAYS BANK (RDOs)

I' frﬁpared ' Qr—:prnvad [ Page:  10f2 J
) = _—TL | Review R |
( Date: |Date: | Date
R ———

Preamble

The focus of this Agreement isto e
end, the Company is committed to
employees covered un

ncourage and provide for totg) flexibility in

providing a Flexible Leave Days Bank to b
der this Agreement

the workplace. To this
e utilised by all

Principles of Flexible Leave Days Bank

The conditions of the flexible Leave Days Bank schemrie are as follows:

a) Leave under the flexible Leave Days Bank scheme is to be taken at a mutually agreed time B
between the employee and the Department Manager with minimum disruption to the
operations (time taken will be at the rate of 7 hours 20 minutes see point () of this clause).

b) An allocation of twelve (12) Flexible Leave

¢} These days will be allocated at the em

ployee’s normal rate of pay to which the employee
would have been entit]

ed had they been working on that day.

d) While the principle of twelve {12} Flexibie Leave Days will be uniform, the method of allocating
these days will vary from de

partment to department because of the differing operations and
production demands ang limitations of each Operating unit,

f) Itisthe responsibili

ty of the Department Supervisor to ensure that no more than five (5)
Flexible Leave day

§ are accumulated in the empioyees "Fiexible Leave Days Bank”.

g) Inthe event that an employee has accumul

ated the maximum five {5) days in the Bank, that
employee shail automatically be paid out any additiona| full day credits accrued at 7 hours 20
minutes at their ordinary time rate of pay.

h) Where an employee ceases employment with the company, any credit days owing to the
employee shall be paid out at th

€ employee's ordinary time rate of pay.

i) Atany time, an empioyee may “cash
Pay of seven hours, twenty minutes

-in” credit days, and wili be paid at the ordinary rate of
(7 hours, 20 minutes) per credit day.



Page

Annexure: 4
Procter & Gamble Manufacturing Pty Ltd

FLEXIBLE LEAVE DAYS BANK (RDOs)

[b pared |§ppruved
LE\IE________ _| Date

This time ig determined as follows:

Current RDO Friday off

Thursday prior to RDO early finish
Forgone

) Inthe case of an em
permitted b

Y mutual agreement wi
advance.(N

B This does not allow

Review ———
| Date; =r i

ergency, an employee who has
th their mana

| Page: 2of2 |

Paid Hours
7 hours 10 minutes

10 minutes

——
7 hours 20 minutes

no credits available in the bank may be

ge to take up one (1) day of credit in
for the payment of cash in advance).
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PROBATIONARY PERIOD
"??FFF_—_—____'EM___—____W:_WF__ T S
I I —J—L T e ee——— o " | Review — _'—_‘———|
| Date:_ I

PROCEDURE:

1.

The Company may terminate a Probationary employee with one week’
satisfactorily meet any one orm

§ notice who does not
ore of the following standards:

a) Job Performance: quality and quantity of work, knowledge of job, general
attitude/behaviour.

b) Conduct; Co-operation with Management and other eémployees, adherence to
Company policies.
c) Attendance and Punctuality.
A probationary period may be extended when additional time is necessary to evaluate the
ability of the Probationary employee fto meet the above outlined standards. (See Performance
Counseliing Policy)
a) Extensions will be m

ade on g month-by-month basis, and should not extend beyond 6
months from the date of employment.

b) The employee must be informed of the extension in writing by the Human Resources
Department.

performance expectations o
the Agreement.
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[ Prepared _—_—_—ﬁﬂ_mwecf = Page: 2Zofg ]
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PROBATIONARY EVALUATION GUIDELINES
INTRODUCTION

This form was designed by the Consultative Committee in line with the performance expectations of
the Enterprise Agreement.

AlM

The aim of this form is to ensure thatP & G employs people who meet both the Company’s and
employee's work performance €Xpectations.

GUIDELINES
Completing the form:

1. This form should be initia
rec

The form should be co

mpleted monthly for the first 3 months by the employee's immediate
Supervisor/team leader a

nd two peers that work with the employee who will be known as the
“evaluators”,
It will be the Supervisor/team leader's résponsibility to choose which
orm

s to complete the
A rating of one to five with appropriate criteria hag been selected to measure the performance
level of the individual.

Overall Average Meets Probation Requirements

3 or above Yes

Less than 3 May need probation extended to meet Com
Score of 1

Pany expectations.
Continuation of employment will need to be reviewed.

Where the scores differ between evaiuato

reyi

rs itis the Supervisariteam lea
iew each form and come up with 3 worl

der's responsibility to
kable solutio

n based on all the facts provided.
If the Supervisor/team leader is un

able to develop a workable solution he/she shouid refar the
Mmatter to the Consultative Committee.
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[Prepared [ Approved | Page:  30f5
b ey R il - |
| T =T |‘ Review
|_Di'5___ - J_ Date — - _____._Da_t.' R — |
9. After each evaluator Completes the form, the group of 3 should meet to compare evaluations

However, it is the Supervisor/team leader's résponsibility to give the employee feedback on

the evaluation and if Necessary the course of action required
10.

Once the form is Completed and no further follow-
e

upis r
valuations to the Human Resources Department

equired the supervisor should send ajj
for filing in the employee’s personnef fije.
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Procter & Gamble
PROBATIONARY EVALUATION RECORD

PERMANENT EMPLOYEES

EMPLOYEE............cc.o......__
FﬁTﬁﬁﬁcE T e

5 = Good Performance |

4 = Acceptable Performance |
| 3 = Adequate Performance After Instruction

2

= Adequate Performance With Canstant Supervision
J 1 = Unacceptable Performance
T Tefioimance

S )
e

PERFORMANCE FACTORS

RATING 1~5
1 Appearance:

Dress Appropriately

Hygiene and grooming acceptable for work

2 Punctuality/attendance
Advises when late or absent

Returns from breaks on time
Attends work each day

Interpersonal Behaviour
Pleasant to Co-workers

Co-operates/interacts with other employees

Accepts Supervisory authority on tasks €g no arguments
Acknowledges instructions and direction appropriately

When asked begins tasks promptty

Accepts on-going guidance and correction

Once task is learned, works without supervision

Asks for assistance when necessay .

Asks to borrow equipment etc in a polite manner

Page
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|' Pnlepaﬁ_——_—__—_m?_rw_nr____ | Page: 5Soff

[ Data: _!_E?ﬂ_

— | Date: |

e - e |

B

Quality of Work
Accurately completes all documentation

Maintains compliance to Protocols/Procedures

Meets acceptable Quality standards of work

5 Quantity of Work
Acceptable number of tasks completed within time frame

Maintains and meets all deadlines
6. Judgement

Considers all options in deciding upon correct course of
Action

Makes sound decisions in most cases

Shows initiative when applicable €g: if machine stops
7. Safety/Hygiene

Adheres to housekeeping policies

Works in g safe manner

TOTAL SCORE ..
OVERALL AVERAGE
Employee’s Comments
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Review
Date: l Date: Date:

EVALUATION CRITERIA

¢ If the overall average is 3 or above then the employee has met the performance probationary
requirements.

e If the overall average is less than 3 the evaluators will need to compare scores and ensure
fairness and continuation of employment for this employee will need to be reviewed in accordance
with the Probationary Policy.

Based on the “above outline" has the employee met the performance requirements for the probation
period? Yes/No

HENO, please eXplain... ... e

Supervisor Signature...............cccoooeeee..... Employes's Signature e

Date... .........ooco.ooe. |7 = | F RO

Upon completion ptease send this form to the Human Resources Dept. for filing on Empioyee's
Personnel File
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