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About this Award Summary c

This WA Award Summary is a ary of the state Motel, Hostel, Service Flats and Boarding House Workers Award
i uired by the award. Itis important that you also refer to the full Motel, Hostel,

us&Workers Award that is available on the WA Industrial Relations Commission website

If you are using a printed copy in which links are not visible, all additional information can be found at
www.dmirs.wa.gov.au/wageline or by contacting Wageline on 1300 655 266.

This WA Award Summary was updated in April 2020 to include information on the provisions of the COVID-19 General
Order issued by the Western Australian Industrial Relations Commission (WAIRC) on 14 April 2020. The COVID-19
General Order applies until 31 July 2020 unless extended. The WA Award Summary was further updated in May 2020
to include information on the provisions of the COVID-19 JobKeeper General Order issued by the WAIRC on 15 May
2020. The COVID-19 JobKeeper General Order applies until 28 September unless extended.
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@ Three Step Check: to make sure this WA Award Summary is relevant to you

Step 1 This information applies to businesses in the state industrial relations system. It
Is the business in the state covers businesses which operate as:
system? v sole traders (eg Jane Smith trading as Jane’s Motel)
v unincorporated partnerships (eg Jane and Bob Smith trading as Jane’s
Motel)

v unincorporated trust arrangements (Jane and Bob Smith as tnfiStees for
Jane’s Motel)

This information does not cover businesses and organisatio
which operate as:

t ati system

X Pty Ltd businesses that are trading or financial
Ltd trading as Jane’s Motel)

X incorporated partnerships or incorporated trust

g Smith Pty

X incorporated associations and other no fit bodies (that are trading or

financial corporations)

For more information visit the Guide t
business or organisation is in the nat
website www.fairwork.gov.au

WA state system page. If the
the Fair Work Ombudsman

al

Step 2 The Motel, Hostel, Servic
Is the business covered by businesses in the state j

tsan rding House Workers Award applies to
ial relations system which are:

the Motel, Hostel, Service v’ Establishmenfg§wh rders and/or lodgers are catered for, either
Flats and Boarding House temporar anently
Workers Award? v' Furnighfd nfurnished apartments sublet to tenants where there is
serficeas to ision of meals and/or cleaning
This aw es nap apply to any establishment covered by the Hotel and Tavern

Step 3
Is the employee’s job
covered by the Motgl,

ostel, Service Flats and Boarding House Workers Award sets pay rates,
ours and other employment arrangements for employees working as:

v' Guest services and wait staff

Hostel, Service Flats v' Cooks, chefs and kitchen staff
Boarding House er v’ Bar staff
Award?

W v’ Cleaners

vered by this WA Award are legally required to keep employment records. Employers can be
to $5,000 for not keeping employment records, for keeping inadequate or fraudulent records, or
providing records to Industrial Inspectors when required to do so. Page 12 details record keeping

=

=

\H irements.

The Motel,’Hostel, Service Flats and Boarding House Workers Award is a legal document that outlines the minimum
wages and condition of employment that must be provided to employees who are covered by the award. Employers
and employees cannot agree to lesser conditions.

o

r

Industrial Inspectors at the Department of Mines, Industry Regulation and Safety have statutory powers to investigate
employee complaints about underpayment of wages or leave entitlements under this WA Award and state
employment laws. The Department can prosecute employers in the Industrial Magistrates Court for not paying the
rates of pay, including overtime, penalty rates and allowances required by this WA Award.

Employees who believe that they have been underpaid should visit the Making a complaint about underpayment of
wages or entitlements page for more information.
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@ Rates of pay

All rates of pay are gross rates (before tax). Current rates applied from the first pay period on or after 1 July 2019.

@ Adults — 19 years and older

Full time/Part time employee f::; ailnecTJ?:II;)sy:aesual loading)
t:::l aze 12 fo Fortnightl Hourly Hourly | Public Holiday Hourly Hourly Public
definiigns) f "B Mon-Fri* Sat/Sun | (min 4 hours) Mon-Fri Sat/Sun Holiday
::::;i“::g;‘t’hs) $1,493.90 = $19.66 | $29.48 $49.14 $24.57 $ Y $44.23
Level 1 $1,530.10 $20.13 $30.20 $50.33 $25.17 30.20 $45.30
Level 2 $1,584.50 $20.85 $31.27 $52.12 $31.27 $46.91
Level 3 $1,624.30 $21.37 $32.06 $53.43 $32.06 $48.09
Level 4 $1,701.80 $22.39 $33.59 $55.98 $33.59 $50.38
Level 5 $1,794.50 $23.61 $35.42 S59¢ . . $35.42 $53.13
Level 6 $1,836.50 $24.16 $36.25 S66 \ $36.25 $54.37
e *Afull time or part time employee must receive an extha $1.66 per hour for any ordinary hours worked prior

to 7:00am or after 7:00pm on Monday to Fridaya¥If employee works the majority of their ordinary hours

in a shift between midnight and 7.00am he usBinstead be paid $1.75 per hour extra for each such
hour or part hour.
A split shift allowance of $2.70 per da tb to a full time or part time employee working a split shift.

@ Juniors — under 20 years of ag

Junior employees are paid a percen propriate adult rate. Juniors employed at Level 5 classification or

Percentage

years of age 50%
60%

70%
18 80%
19 Full adult rates

ils the restrictions on employment of children in this industry.

®
Trainees

For pay rates for registered trainees working under the Motel, Hostel, Service Flats and Boarding House Workers
Award, please contact Wageline on 1300 655 266.
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@ Apprentices

Fortnightly Hourly Hourly Hourly
3 Year Term Rate (Mon-Fri) (Mon-Fri) (Sat-Sun) (Public Holiday)
1st year - under 21 55% $936.00 $12.32 $18.47 $30.79
1st year - 21 or over*

759 1,276.4 16.7 25.1 41.

(Adult apprentice rate) >% »1,276.40 »16.79 »25.19 »41.99
2nd year 75% $1,276.40 $16.79 $25.19 $41.99
3rd Year 88% $1,497.60 $19.71 $29.56 S49(26

e *Apprentices aged 21 years and above must be paid the minimum adult apprentice ra 0 week
or the appropriate apprenticeship rate for their year, whichever is the higher, for ordin o ork.

Higher duties
Any employee performing work for two or more hours in any day on duties carrying a higher pr ibed rate of wage
than that, in which he or she is engaged, must be paid the higher wage for such da ork i rformed for less than

two hours in any day, the employee must be paid the higher wage for the time s d.

Annualised salary .

Full and part time employees may agree with their employer to be paid an 2 @ salary. The annualised salary
must be equivalent to their normal wage plus 25%, and be sufficie 0 at'the employee would have been

entitled to if all award overtime and penalty rate payment oblig een complied with. More details can be
found in Clause 24 of the Award.

@ To receive email updates when WA award pay rates change, subscribe to Wageline News.

AY
= \
|D Deductions from pay \
. N
An employer may deduct from an EHW an amount:
in

e the employer is authogi iting, by the employee to deduct and pay on behalf of the employee
to deduct and pay on behalf of the employee under the relevant WA award
required to deduct by law or a court order.

7

e the employeris autho

o the employew

= '/ x .
:—/ E yment of children

-

i is 13 or 14 years old may work in a restaurant between 6am and 10pm (excepting school hours)

ployer has obtained written permission from their parent or guardian.

ildren under 15 cannot be employed in other occupations or workplaces covered by this WA Award except
if the child is working as part of a school program or in a family business or a not-for-profit organisation.

e School aged children must not work in school hours except as part of a school program.

e Visit the Employment of children laws in WA — shop, restaurant, fast food or takeaway food businesses page
for more information about employing children under the age of 15 years, including a template for written

parental permission.
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)
-a- Ordinary working hours, penalty rates and overtime — full time employees

e Full time employees are engaged in ongoing employment and work 76 ordinary hours per fortnight.

e Full time employees can be employed subject to a three month probationary period, which can be extended
for up to a further 3 months provided that extension is reasonable.

Ordinary hours of work
Full time employees’ ordinary hours are:

76 hours of work per fortnight

e only 10 days in any fortnight

e shift must be at least 4 hours and not more than 10 hours and spread of shift not more
e must not work less than three hours consecutively exclusive of meal breaks

Overtime and penalty rates

When penalty rates apply for full time employee Penalty rates

If an employee works ordinary hours on a Saturday or Sunday Time and,a
If an employee works on a public holiday Double and"a half
M yment of four hours

If an employee works any ordinary hours prior to 7.00 am or after
7.00 pm on any day Monday to Friday

If an employee works the majority of his/her ordinary hours t
between midnight and 7.00 am

thereof worked
$1.75 per hour for each such hour, or
part thereof worked

When overtime applies for a full time employee

Overtime rates

If the employee has already worked:

Monday to Friday time and a half for the
first two hours and double time after that

e more than 10 hours per day or
e more than 10 days in any fortni
e more than 76 hours per fortnight

Work performed outside the daily Q

All overtime worked.on a Sa

Saturday or Sunday double time

Monday to Friday time and a half for the
first two hours and double time after that
Saturday or Sunday double time.

Double time

y or Sunday

applicable overtime rate can be given instead of payment for overtime.

e By agreem%)<
d:) O%ry ing hours, penalty rates and overtime — part time employees

o

t fine @mployees are engaged in ongoing employment and work on an ongoing basis every week for a

inthaum of 20 hours per fortnight.

° rt time employees can be employed subject to a three month probationary period which can be extended
forup to a further three months provided that extension is reasonable.

Ordinary hours of work
Part time employees’ ordinary hours are:
e At least 20 hours per fortnight
e Only 10 days in any fortnight
e Shift must be at least 3 hours and not more than 10 hours and spread of shift not more than 12 hours.
[ J

By agreement, hours of work in any pay period can be increased to a maximum of 76 ordinary hours, and these
extra hours will be paid at normal rates of pay.
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Overtime and penalty rates

When penalty rates apply for part time employee

Penalty rates

If an employee works ordinary hours on a Saturday or Sunday

Time and a half

If an employee works on a public holiday

Double time and a half
Minimum payment of four hours

If an employee works any ordinary hours prior to 7.00 am or after
7.00 pm on any day Monday to Friday

Extra $1.66 per hour for each such hour, or
part thereof worked

If an employee works the majority of his/her ordinary hours
between midnight and 7.00 am

Extra $1.75 per hour for each such hour, or

When overtime applies for a part time employee

part thereof worked c
l =N
Overtime rates

If the employee has already worked:
e more than 10 hours per day or
e more than 10 days in any fortnight or
e more than 76 hours per fortnight

Monday to Friday ti n alffor the
first two hours an u ime“after that
Saturday or Sundayadou e

Work performed outside the daily spread of shift (12 hours)

%ime and a half for the
r double time after that

ay double time.

All overtime worked on a Saturday or Sunday

e By agreement, time off at the applicable overtime rate ca

d) Ordinary working hours — casual er@
-

N\

® Casual employees work on an irregular hasis, With
e A casual employee must be providedgiith

instead of payment for overtime.

expectation of on-going work.
east two consecutive hours of work per shift.

When penalty rates apply for a casual employee Penalty rates

If an employee worksfMon riday Additional 25%

If an employee works'@n a Saturday or Sunday Additional 50%

If an employe s on a public holiday Additional 125%
COVID-19 JobKee e er

e
The COVID-19 JobKeeger
15 May 2020 intro
Commonwealt Keeper scheme.

The,sta
req cluding provisions that allow employers to:
[ J

nefal Order issued by the Western Australian Industrial Relations Commission on
temporary provisions for employers and employees who are participating in the

%bKeeper provisions allow employers to give certain directions to employees and make certain
em,in

ISsue a ‘JobKeeper enabling direction’ to temporarily alter or reduce an employee’s working hours (which may

be reduced to nil), change an employee’s duties and change their location of work; and

e request that an employee change their days/times of work.

There are a range of specific rules and requirements about the state system JobKeeper provisions. The State system
COVID-19 JobKeeper provisions page of the Wageline website has detailed information.

These new provisions apply from 15 May 2020 until 28 September 2020, unless extended.
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d Meal breaks

Meal break requirements are:
® an unpaid meal break of between 30 and 60 minutes after not more than 6 hours of work
® 3 10 minute paid break if shift is 6 or more hours long

e ifitis not possible to grant a meal break on any day, the said meal break must be treated as time worked, and
the employee must be paid at the applicable rate, plus 50% of the ordinary hourly rate, until the employee is
released for a meal.

J Public holida %
i yS

e Full time employees are entitled to public holidays without deduction of pay. Part yees are entitled
to public holidays without deduction of pay if they would ordinarily be requiked to rk on that day if it was
not a public holiday.

e |[f a public holiday falls on a worker's rostered day off, the holiday is he next rostered working
day. In this case the substituted day is a holiday without deduction a e day for which it is substituted
is not a holiday.

e Visit the Public Holidays in Western Australia page to view t li ay dates.

@ Allowances \
N o W
Allowance When allowance is paid Rate
Split Shift If an employee (except a cas split shift. $2.70 per day

Meal Money If required to work 2 or, f overtime without | Employees must receive a

notification on the prevj ay (o earlier). substantial meal or a meal
allowance of $11.30.

Location Where working i onal towns in Western Visit the Location Allowance page

Allowance Australia (paid on%,propgortionate basis to casual/part time | for the amount payable for each
employee apprefitices) town or Clause 42 of the Award

Protective Ifgequi ex%v dishes, clean toilets or handle $3.90 per fortnight, or $1.95 if

clothing det , S0aps or any injurious substances must working less than 38 hours per

ith rubber gloves by the employer or be paid | fortnight.

an allowa
If required to use his/her own knives. $14.40 per fortnight, or $7.20 if

Employee’s

working less than 38 hours per
fortnight.

Cooks - When a cook wears the ordinary apparel usually $11.00 per fortnight worked as a
laun worn by cooks such as black and white check trousers, laundry allowance, or $5.50 per
allowan white shirt, white apron and cap, these must be laundered | fortnight for employees working

at the employer's expense or an allowance paid. less than 38 ordinary hours per

fortnight

Other employees - If the employer requires a special
uniform (as defined in the award) to be worn the uniform $7.20 per fortnight, or $3.60 for
must be provided by the employer. The employer must employees working less than 38
arrange for the uniform to be laundered at the employer’s | ordinary hours per fortnight.

expense or pay a laundry allowance.
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Leave entitlements

Quick reference guide

Leave entitlement Full time Part time Casual
Annual leave v v X
Sick and carer’s leave v v X
Unpaid carers leave v v v
Bereavement leave v v v
Unpaid parental leave v v A
Long Service leave v v

Unpaid pandemic leave v v

This WA Award summary covers the basic leave entitlements for employees covered b& el, Hostel, Service
Flats and Boarding House Workers Award but does not include all details on leave tionstand entitlements. Full
details of conditions are contained in the Motel, Hostel, Service Flats and Boardihg sesWorkers Award on the WA
Industrial Relations Commission website www.wairc.wa.gov.au, the Minimum jti f Employment Act 1993 and
the Long Service Leave Act 1958.

J 11
Ca]Annual leave
e Full time employees are entitled to a minimum of f eks id annual leave for each year of completed

e
service, up to 152 hours. Part time employees arg,en d to a minimum of four weeks of paid annual leave
per year paid on a pro rata basis according to t e hours they are required ordinarily to work in a
four week period. Casual employees are no toannual leave.

it

e Annual leave is a minimum entitlement it inimtim Conditions of Employment Act 1993 and the Motel,
Hostel, Service Flats and Boarding Ho or ward sets out additional requirements regarding annual
leave and annual leave loading.

e During a period of annual leaveyan ee must be paid annual leave loading of 17.5%. If an employee
would have received any ad ratés for work performed in ordinary hours, had he or she not been on
leave, and this would be a greater nt than the 17.5% loading, then such additional rates must be paid in

lieu of the 17.5% loadi
e On terminati
completed yea
an incompletelye

loading of 17.5% is paid out on fully accrued annual leave entitlements for
nt. Annual leave loading is not paid on proportionate leave (leave accrued in
loyment) on termination.
n a weekly basis:
Il time employee accrues 2.923 hours of annual leave for each completed week of work.
itne employee accrues the relevant proportion of 2.923 hours annual leave for each completed

of service.

Wageline’s Annual leave calculation guide to work out annual leave entitlements.

Wageline’s Employment record obligations for WA award employers publication includes a leave
record template.

e The COVID-19 General Order has implemented new annual leave flexibility provisions enabling employers and
employees to agree to an employee taking twice as much annual leave at half pay or to agree for the employee
to take annual leave in advance.

e These provisions apply to all full time and part time employees covered by this WA award effective from
14 April 2020 until 31 July 2020, unless extended.

e The annual leave at half pay provisions in the COVID-19 General Order are:

o Instead of an employee taking paid annual leave at full pay, the employee and their employer may agree
to the employee taking twice as much leave at half pay.
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Example: Instead of an employee taking one week’s annual leave at full pay, the employee and their
employer may agree to the employee taking two weeks’ annual leave at half pay. In this example:
o the employee’s pay for the two weeks’ leave is the same as the pay the employee would have been
entitled to for one week’s leave at full pay; and
o one week of leave is deducted from the employee’s annual leave accrual.
o Any agreement to take twice as much annual leave at half pay must be recorded in writing and signed by
the employee (and a parent/guardian if the employee is under 18).
o The employer must keep the written agreement as part of the employee’s employment record.
o The agreed period of leave must start before 31 July 2020, but may end after that date.

® The granting annual leave in advance provisions in the COVID-19 General Order are:

o  Anemployee and employer may agree to an employee taking a period of annual | f the
entitlement being accrued if all of the following conditions are met:
o anyagreement to annual leave in advance must be recorded in writing an he employee

(and a parent/guardian if the employee is under 18); and
o the written agreement must state the amount of leave to be taken dv and the date on
which the leave will commence; and

o the employer must keep the written agreement as part of th

o If, on the termination of the employee’s employment, the empldy

all of the period of paid annual leave taken in advance, the e

the employee on termination an amount equal to the am

of any part of the period of annual leave taken in advan
This provision will continue to apply notwithstanding tion of the General Order.

o  Where an agreement has been reached under thisclause the leave commenced before the expiration

of the General Order, then the arrangement ma ntinue to operate for the period agreed between the

parties.
J Ill_
:[—] Sick and carer’s leave

e Sick and carer’s leave entitles a full tigne oRpart time employee to paid time off work due to either illness or
injury to themselves (sick leave), o se they have to care for aniill or injured family or household member

ee’s employment record.
accrued an entitlement to
deduct from any money due to
d to the employee in respect
lement has not been accrued.

e

(carer’s leave).
e Full time and part time employees ntitled to paid sick and carer’s leave equal to the number of hours

they would ordinarily work in oWeek period, up to 76 hours per year. Sick and carer’s leave is a cumulative
entitlement, and any ot taken in one year can be carried over to the next year.

G

Sick and carer®s,| aeCruegon a weekly basis for full and part time employees.

e Inthe first m ment, a full time or part time employee can use any paid sick and carer’s leave that
they have a d toydate for caring purposes.

e Inthe nd an sequent years of employment, a full time employee can only use a maximum of 76 hours
of thei ued sick leave entitlement for caring purposes, or a part time employee the relevant proportion

d on their ordinary hours of work.

e is entitled to up to two days of unpaid carer’s leave per occasion if an employee does not have
nt paid leave accrued or has exceed the maximum amount of carer’s leave that can be taken in any 12

nth period.

e Casual employees are not entitled to paid sick leave or paid carer’s leave. Casual employees can access up to
two day's unpaid carer's leave per occasion.

e Sick and carer’s leave is a minimum entitlement from the Minimum Conditions of Employment Act 1993.
e Wageline’s Sick leave calculation guide can assist with calculating sick and carer’s leave entitlements.

e Wageline’s Employment record obligations for WA award employers publication includes a leave record
template.
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J 11
Q] Long service leave
[ ]

Long service leave is a paid leave entitlement for employees who have continuous employment with ‘one and
the same employer’ for a specified period. Full time, part time and casual employees are entitled to long
service leave under the Long Service Leave Act 1958.

e To be entitled to long service leave an employee’s employment with their employer must be continuous. The
amount of their long service leave is determined by the employee’s period of continuous employment.

e There are a range of paid and unpaid absences or interruptions to an employee’s employment that count
towards the employee’s period of employment for the purposes of accruing long service leave. Some other
types of absences do not break an employee’s continuous employment, but do not count
employee’s period of employment for the purposes of accruing long service leave. See the
— What is continuous employment page for more information.

e ‘The one and the same employer’ also includes employers who previously owned a busine there has
uigesa
ee

been a transmission of business. This means an employer who buys or otherwise iness or part
of a business will take on the long service leave obligations for existing em ere has been a
transmission of business. This applies regardless of anything written in a salﬁ of busifaess contract.

Taking long service leave

The long service leave entitlement for full time, part time and casual em

e after 10 years of continuous employment with the one and 3 employer — 873 (8.667) weeks of
leave on ordinary pay;
e for every 5 years of continuous employment with the d me employer after the initial 10

years — 43 (4.333) weeks of leave on ordinary pay.

When employment ceases

Employee with When an employee with at least Whan 10 years of continuous employment resigns
between 7 and or is terminated, they are entitlgd toNpr a long service leave on the basis of 823 (8.667)
10 years of weeks for 10 years of conti s‘@mpldyment. This entitlement:
continuous e iscalculated on oyee’s entire period of employment; that is, years, months,
employment weeks and d
e applies to eMployees who resign, are made redundant, die or whose employer has
terminate for-any reason other than serious misconduct
e doesgnotappitoan employee whose employer has terminated them for serious
misgonduc
VN

ment — 10 years or more of continuous employment
ye@ who resigns or whose employment is terminated for any reason is entitled to:
years of (8.667) weeks of leave if they have completed 10 years of continuous
continuous x employment
employ \- an additional 4'/3 (4.333) weeks of leave for each subsequent 5 years after the initial
10 years of continuous employment.
' Pro-rata entitlement — more than 10 years of continuous employment
‘ When an employee with more than 10 years but less than 15 years of continuous
employment resigns or is terminated they are entitled to pro rata leave. This entitlement:
e s calculated on the basis of 823 weeks for 10 years of continuous employment for
each year of employment since they completed 10 years of continuous employment
e s calculated on completed years of employment only; that is, it does not include
months, weeks or days
e does not apply to an employee whose employer has terminated them for serious
misconduct.
This pro rata entitlement (calculated on the on the basis of 87> weeks for 10 years
of continuous employment) will also apply to each year of employment since an employee
completed 15, 20 25, 30, 35 years etc. of employment.

Employee with Full
10 or more
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e The Long service leave pages of the Wageline website contain extensive information on:
o What counts as continuous employment, including details on the impact of various types of paid and
unpaid absences or interruptions on continuous employment
o What happens when business ownership changes
e The WA long service leave calculator can provide an estimate of an employee’s long service leave entitlement
when employment ends as a result of resignation, dismissal, death or redundancy. The WA long service leave
calculator is available at www.dmirs.wa.gov.au/Islcalculator.

J 1}
Q] Bereavement leave

e All employees, including casual employees, are entitled to two days paid bereavement leav th of

a spouse, de facto partner, parent, step-parent, grandparent, child, step-child, grandchi i r agyother
member of the employee’s household. The two days need not be consecutive.
e Bereavement leave is a minimum entitlement from the Minimum Conditions of Emp 1993.
@
(d parental leave
e Employees, including eligible casual employees, are entitled to the unpaid tal leave entitlements in the
National Employment Standards of the Fair Work Act 2009, as well as more beneficial conditions

ork after parental leave on a
the Parental leave page for

contained in the Minimum Conditions of Employment Act 1993
modified basis and a reversion to pre-parental leave working
more details.

J 111}
Q Unpaid pandemic leave

e The COVID-19 General Order has implemented a emitlement to unpaid pandemic leave for all employees
working under this WA award. The new provisiois effective from 14 April 2020 and applies until 31 July 2020
unless extended.

e The unpaid pandemic leave provisions ip the ID319 General Order are:

(1)  Subject to subclauses (2) and(3), ap.em ee is entitled to take up to two weeks’ unpaid leave if the
employee is required, by govegnment or medical authorities or acting on the advice of a medical
practitioner, to self-isol otherwise prevented from working by measures taken by government
or medical authoriti to the COVID-19 pandemic. An employer and employee may agree
that the employee may, take more than two weeks’ unpaid pandemic leave.

(2)  The employe t giv ir employer notice of the taking of leave under subclause (1) and of the

e requires the leave, as soon as practicable. This may be a time after the leave has

(3) o has given their employer notice of taking leave under subclause (1) must, if
employer, give the employer evidence that would satisfy a reasonable person that the
for a reason given in subclause (1).
(4 e ken under subclause (1) does not affect any other paid or unpaid leave entitlement of the
loyee and counts as service for the purposes of entitlements.
leave:
(a) is available in full immediately rather than accruing progressively during any period of service;
(b) will be available until 31 July 2020 (unless extended by further variation depending on the
duration of the COVID-19 pandemic);
(c) will be available to full time, part time and casual employees (it is not pro rata); and
(d) must start before 31 July 2020, but may end after that date.
(6) It is not necessary for employees to exhaust their paid leave entitlements before accessing unpaid
pandemic leave.
(7)  Such unpaid leave does not operate on a ‘per occasion’ basis and is available once for those employees
compelled to self-isolate, even if they are required to self-isolate on more than one occasion.
(8)  Those caring for others who are compelled to self-isolate are not entitled to unpaid pandemic leave.
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| N
% Employment records

Employers are legally required to keep employment records which demonstrate that employees have been
paid all entitlements under the Motel, Hostel, Service Flats and Boarding House Workers Award and relevant
legislation.
Employers must keep all employment records for at least seven years after they are made for both current
and past employees. Records relating to long service leave must be kept for seven years from the date
employment ends.
Employers can be fined up to $5,000 by the Industrial Magistrates Court for not keeping emp cords
or for keeping inadequate or fraudulent records. A common requirement that employers f bsegVe is a
lack of detail in keeping employment records.
Employers must keep records that detail:
O Employee’s name %
O Date of birth if under 21 years of age \
O Date employee commenced with the employer
O Total number of hours worked each week
O The gross and net amounts paid to the employee
O All information required to calculate long service leave entitl S ment
O All pay deductions and reasons for them
O Name of WA award that applies
O Daily start and finish time and meal breaks tak
O Employment status (full time, part time, casual)
O Employee’s classification under the award
O All leave taken, whether paid, partly pai uRgai
O Any other information necessary togr at“the wages received by an employee comply with the
requirements of the Motel, Hos ﬁ% and Boarding House Workers Award, such as overtime
hours worked and allowances . tact Wageline or view the full Motel, Hostel, Service Flats and
Boarding House Worker on the WA Industrial Relations Commission website
WWww.wairc.wa.gov.au fo ils.
Employment records can be wiitten ectronic as long as they are in a form that can be printed. Time and
wage books can be used to keep yment records, however, it is the employer's responsibility to ensure the
time and wage book in all of the required information.
The records mu i
Wageline’s E ord obligations for WA award employers publication helps state system employers

keep correct em t records. The publication features helpful step by step guides to record keeping and
Wagelin ew lookefecord keeping templates.
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:—// Resignation, termination and redundancy

Resignation by the employee

e Full time and part time employees are required to provide:
o Inthe first year of service, at least one day’s notice
o Inthe second year of service, at least one week’s notice
o Inthe third and succeeding years, at least two weeks’ notice

e A casual employee can resign by providing one hour’s notice to the employer.

Termination
e Anemployer is required to give a casual employee one hour’s notice of termination.

e For apprentices, an employer must contact the Department of Training and e elopment
Apprenticeship Office on 13 19 54 to discuss any proposed termination of an apprentic
® Except in cases of serious misconduct, an employer is required to give full time pa e employees the

following period of notice of termination (or payment in lieu): D
Period of continuous service Notice period
Not more than 1 year

More than 1 year but not more than 3 years*
More than 3 years but not more than 5 years*
More than 5 years* weeks
*Employees over 45 years of age with two or m ears ntinuous service must receive an additional
week’s notice.

Redundancy

e An employee is redundant when their empl
has been doing done by anyone.

ecided that they no longer wish the job the employee

&

e Anemployer has a number of obligatidns ifygedundancy situations and may be required to pay severance pay.
Visit the Redundancy page for reddgdancy obligations.

Dismissal requirements
e Under State laws, employees€anno dismissed if to do so would be harsh, unfair or oppressive. There must
be a valid and fair rea or dismigsal, such as:
o consistent unsatis y work performance (which has been raised with the employee and the employee
i an opportunity to improve their work performance)
iour or actions or

tion page outlines obligations and requirements when an employee is terminated.
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% Classifications / Job duties

Introductory level

Means the level of an employee who enters the industry and who has not demonstrated the competency requirements
of level 1. Such an employee will remain at this level for up to three months while the appropriate training for level 1
is undertaken and assessment made to move from the introductory level to level 1. At the end of three months from
entry, an employee will move to level 1 other than where agreement has been reached and recorded between the
employee and the employer that further training of up to three months is required for the employeggto achieve
competence for movement to level 1.

Appropriate level of training
e Completion of a training course and the employee qualifying for an appropriate ¢ & ant to the
employee’s particular classification; or
e That the employee’s skills have been assessed to be at least the equivalent o %ned through the

ose
suitable course described in paragraph (a) of this sub-clause assessment to be unde en by a qualified skills
assessor.

Food and Beverage

Food and Beverage Attendant Grade 1 (Level 1) means an employee wh g any of the following:
® picking up glasses ° m ys
e removing food plates ti nd/or wiping down tables
e general assistance to food and beverage attendagts ning and tidying of associated areas
of a higher grade not including service to customer:
Food and Beverage Attendant Grade 2 (Level 2) Mean*n TE who has not achieved the appropriate level of
training and who is engaged in any of the following:
® engaged on delivery duties % e attending a snack bar
e receipt of monies e assisting in the cellar or bottle department
e supplying, dispensing or mixing ofdiquer inclading the e undertaking general waiting duties of both
sale of liquor from the bottle artme food and/or beverage including cleaning of

tables.
Food and Beverage Attendant Grade 3){Leyel 3) Means an employee who has the appropriate level of training and is
engaged in any of the followi

e supplying, miging of liquor including e undertaking general waiting duties of both
the sale ofgi hebottle department food and liquor including cleaning of tables
® engagedo i uties ® receipt and dispensing of monies
e assistiag’in the r or bottle department, where duties could include working up to 4 hours per day
(av edyover the relevant work cycle) in the cellar without supervision.
In addftion sk&performed by a food and beverage attendant grade 2 the employee is also involved in:

ion of a mechanical lifting device or

ing a wagering (e.g. TAB) terminal, electronic gaming terminal or similar terminal.
And/or ns an employee who is engaged in any of the following:

e full control of a cellar or liquor store (including the e training food and beverage attendants of a
receipt, delivery and recording of goods within such lower grade
an area)

e taking reservations, greeting and seating guests ® mixing a range of sophisticated drinks;

e supervising food and beverage attendants of a lower grade.

Food and Beverage Attendant (Tradesperson) Grade 4 (Level 4) Means an employee who has completed the
appropriate level of training or who has passed the appropriate trade test and as such carries out specialised skilled
duties in a fine dining room or restaurant.
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Food and Beverage Supervisor (Level 5) Means an employee who has the appropriate level of training including a
supervisory course and who has the responsibility for supervision, training and co-ordination of food and beverage
staff, or stock control for a bar or series of bars.

Kitchen
Kitchen Attendant Grade 1 (Level 1) means an employee engaged in any of the following:

e general cleaning duties within a kitchen or food preparation area and scullery, including the cleaning of
cooking and general utensils used in a kitchen and restaurant

e assembly and preparation of ingredients for cooking e general pantry duties.
e assisting employees who are cooking

Kitchen Attendant Grade 2 (Level 2) means an employee who has the appropriate level of training, an aged
in specialised non-cooking duties in a kitchen or food preparation area, or supervision of kitch t ts.

ining®including a

ttendants of

Kitchen Attendant Grade 3 (Level 3) means an employee who has the appropriate leve
supervisory course, and has the responsibility for the supervision, training and co-ordinati
a lower grade.

Cook Grade 1 (Level 2) means an employee who carries out cooking of breakfasts nacksihbaking, pastry cooking
or butchering.

Cook Grade 2 (Level 3) means an employee who has the appropriate level of tr andWwho performs cooking duties
including baking, pastry cooking or butchering.

—

Cook (Tradesperson) Grade 3 (Level 4) means a “commi chef” or equi
has passed the appropriate trade test, and who is engaged in cooki

a mpleted an apprenticeship or
, pastry cooking or butchering duties.

Cook (Tradesperson) Grade 4 (Level 5) means a “demi che
has passed the appropriate trade test and who is enga
baking or pastry cooking duties and/or supervises and t

equiv t who has completed an apprenticeship or
erform general or specialised cooking, butchering,
oks and kitchen employees.

Cook (Tradesperson) Grade 5 (Level 6) means a “ch ie” or equivalent who has completed an apprenticeship
or has passed the appropriate trade test in cooking, b erhg, baking or pastry cooking and has completed additional
appropriate training who performs any of thefollowing:

e general and specialised duties includi perVision or training of other kitchen staff

e ordering and stock control or
e solely responsible for other «.<oks a her kitchen employees in a single kitchen establishment.
Security

Doorperson/securityefficer g 1 (level 2) means a person who assists in maintenance of dress standards and good
order at an establishm

Timekeeper/securit icerygrade 2 (level 3) means a person who is responsible for timekeeping of staff, for the
king in and out of delivery vehicles and/or for the supervision of doorperson/security

Guest service
Guest service grade 1 (level 1) means an employee who performs any of the following:
e laundry and/or linen duties which may include minor repairs to linen or clothing such as buttons, zips, seams,
and working with flat materials
e the collection and delivery of guests personal dry cleaning and laundry, linen and associated materials to and
from accommodation areas

e performs general cleaning duties or
e parking guest cars.
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Guest service grade 2 (level 2) means an employee who has not achieved the appropriate level of training and who is
engaged in any of the following:

e Servicing accommodation areas and cleaning thereof

Receiving and assisting guests at the entrance to the establishments

Driving a passenger vehicle or courtesy bus

Transferring guests baggage to and from rooms

Assisting in the dry cleaning process

Cleaning duties using specialised equipment and chemicals or

Providing butler services such as food, beverage and personalised guest service.

Guest service grade 3 (level 3) means an employee who has the appropriate level of training and w, '%ed in
any of the following:
e Supervising guest service employees of a lower grade x%
e Providing butler services such as food, beverage and personalised guest service %
° an
. <

Major repair of linen and/or clothing including basic tailoring and major alterati ing or
Dry-cleaning.

Guest service grade 4 (level 4) means an employee who has completed an app
appropriate trade test or otherwise has the appropriate level of training to pe Q

cleaning, tailoring or as a butler.
@ S ining including a supervisory

éd’'in a housekeeping department.

eship or who has passed the
rk of a tradesperson in dry

Guest service supervisor (level 5) means an employee with the appro

iate
course, who supervises, trains and co-ordinates the work of employ a

Disclaimer

The Department of Mines, Industry Regulation and Safety has prepared this WA award summary to provide
information on pay rates and major award provisions. It is provided as a general guide only and is not designed to be
comprehensive or to provide legal advice. The Department does not accept liability for any claim which may arise
from any person acting on, or refraining from acting on, this information.
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