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Document Information

	Name of policy
	Multi Skill

	Description of policy
	Outline the processes and requirements for Employees where they elect to be proficient in more than one skill set 

	Policy applies to
	¤ Organisation-wide
¡ Specific (outline location, site, organisational unit etc.)

	
	¤ All Staff
	¡ Nominated staff

	Policy Status
	¡ New
	¤ Revision

	Description of revision
	Updated after EA bargaining



	Document author
	Senior Manager Operaitonal Resources and Logistics

	Document owner
	Executive Director Emergency Communications Services

	Document type
	Policy

	Creation date
	11 October 2023



	Approved by
	Executive Director Emergency Communications Services

	Approval date
	

	Effective date
	

	Date of last revision
	3 April 2024

	Frequency of review*
	Annually



	Related documents: legislation, policies, procedures, guidelines and local protocols
	· Operations Enterprise Agreement 2024
· ECS Operational Workplace Currency Procedure
· Return to Work Scheduling Guidelines
· Expense Reimbursement policy and procedure
· Travel Policy (international and domestic)




* Unless otherwise indicated, this procedure will still apply beyond the review date.

[bookmark: _Toc162533148][bookmark: _Toc177593168]Further advice and information 
Please contact resourceslogisticsunit@triplezero.vic.gov.au 
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[bookmark: _Toc158802801][bookmark: _Toc177593170]Purpose
The purpose of policy is to outline the processes and requirements for Employees where they elect to be proficient in more than one skill set.
· Outline the purpose and management of multi skilled Employees
· Provide priority pathways for interested Employees to access multi skill training
· Outline the application process for multi skill training

[bookmark: _Toc158802802][bookmark: _Toc177593171]Scope
This procedure applies to all Triple Zero Victoria (TZV) Employees who train in a multi skill(s) (as defined) and maintain those skill/s.  TZV commits to continuing to support Employees who are trained as multi skilled across all streams to ensure that TZV remains ready to support community demand and respond adequately to unplanned surge events or significant unplanned absence, through a professional and flexible workforce that adapts to deliver the highest quality service to the Victorian public and Emergency Service Organisations (ESOs).

[bookmark: _Toc158802803][bookmark: _Toc177593172]Definitions
	Term 
	Definition 

	ECO
	Emergency Communications Officer

	Multi Skill
	Where an Employee is qualified in their Primary Stream and holds an additional skill in another Stream. Any skill obtained outside of the Primary Stream is considered a multi skill.

	Stream
	The three streams are Ambulance, Police/SES, Fire  

	Service 
	The six Services are the agencies within the three Streams which are, 
ERTCOMM, NETCOMM
Police, SES
FRV, CFA

	Skill
	The 12 Skills across all Streams which are: 
Ambulance - Call Taking AMB ERT, Call Taking AMB NET, Dispatch AMB ERTCOMM, Dispatch AMB NETCOMM
Police/SES - Call Taking Police, Call Taking SES, Dispatch POL, Dispatch SES
Fire- Call Taking Fire MFB, Call Taking Fire CFA, Dispatch Fire MFB, Dispatch Fire CFA

	Skill Set
	The skill set performed in the service(s), Call Taker, Dispatcher, Workplace Trainer, Assistant Team Leader, Team Leader

	Primary stream
	The primary stream where the Employee maintains their skills in for their standard roster.  Ambulance, Police/SES or Fire, Maximum of four skills

	Unplanned surge event
	An unplanned surge event which cannot be predicted resulting in significant increase in calls. This is not inclusive of events that can be predetermined (e.g, high FDI, public holidays, and events, etc)

	WFO
	Employee accessible component of the Workforce Management (WFM) rostering system


[bookmark: _Toc146278756][bookmark: _Toc161744938]

[bookmark: _Toc177593173]Acronyms
	AV
	Ambulance Victoria

	CFA
	Country Fire Authority

	ECS
	Emergency Communications Services

	EDECS
	Executive Director Emergency Communications Services

	EMECS
	Executive Manager Emergency Communications Services

	ERTCOMM
	Ambulance Emergency transport

	ESO
	Emergency Service Organisation

	FDI
	Fire Danger Index 

	FRV
	Fire Rescue Victoria

	FTE
	Full time equivalent

	MECS
	Manager Emergency Communications Services

	NETCOMM
	Ambulance non-emergency transport

	QIT
	Quality Improvement Team

	R&L
	Resources and Logistics

	SECC
	State Emergency Communications Centre

	SES
	Victorian State Emergency Service

	SPDM
	Service Performance Duty Manager

	TZV
	Triple Zero Victoria 

	VicPol
	Victoria Police

	WFM
	Workforce Management system




[bookmark: _Toc158802804][bookmark: _Toc177593174]Responsibilities
1. [bookmark: _Toc146278759][bookmark: _Toc161744942][bookmark: _Toc177593175]Multi Skilling
TZV recognises that having a multi skilled workforce is beneficial for both TZV and our Employees. The primary use of multi skilling is to ensure that TZV remains ready to support community demand in instances of unplanned surge and high levels of unplanned absence.

Multi skilled Employees have increased capabilities which provides TZV greater flexibility in rostering and responding to community and ESO demand, whilst also providing Employees the opportunity to progress in their careers, if they choose, as well as providing a variety in the tasks they undertake on a day-to-day basis. Our multi skilled Employees are acknowledged and rewarded for their additional capabilities through classification and salary progression.
1. [bookmark: _Toc146278763][bookmark: _Toc161744943][bookmark: _Toc177593176]Responsibilities
Employees
· to be aware of these guidelines 
· participate as a multi skilled Employee in accordance with these guidelines
Managers
· ensure multi skilled Employees are aware of and understand these guidelines
· use these guidelines in the management of multi skilled Employees 
Resources and Logistics Team (R&L)
· use the guidelines in the rostering/scheduling and reporting of multi skilled Employees
[bookmark: _Toc161744944][bookmark: _Toc177593177]Access to Multi Skill Training
All Employees (with the exception of those covered under section 3.1) who are interested in applying for multi skill and primary dispatch training will apply as per the Call Taker Multi skill and Dispatch EOI Selection Process and are subject to a merit-based selection process. 
While priority to express interest in multi skill training will be given to those under 3.1 of this policy, more spaces will become available as training for the existing Employees covered by the priority commitment under 3.1 is completed. 
TZV objective is to provide ongoing and increased equitable access to multi skill training for all Employees, including access to those Employees that currently do not have any multi skill, this includes ATL’s and WPT.  As part of this objective TZV will finalise the selection process for multi skill and primary dispatch training for Employees outside of the 3.1 commitment, no later than in the last six months of the Operations Enterprise Agreement 2024, in consultation with the unions. 
[bookmark: _Hlk161390616]The ongoing selection and EOI process for Employees to apply for multi skill and Dispatch training will include a merit-based selection process, to meet the objective of ongoing equitable access for all Employees. 
[bookmark: _Toc177593178]3.1 	Priority Access to Multi Skill Training
TZV is committed to increasing our multi skilled workforce to support career progression and optimise our ability to meet our service delivery. As part of this commitment TZV will offer all eligible Employees the opportunity to access priority training in an additional call taking stream. 
To be eligible to make an application under this priority access commitment, Call Takers and Dispatchers must meet one of the eligibility criteria set out in section 3.4 at the time of their application. Eligible Employees will be prioritised access to training in two stages (round one then round two). Once access to training has been offered to all round one and two applications, TZV will then offer expressions of interest to any newly eligible Employees the opportunity to access priority training. 
Round One Initial EOI – Single Stream Call Takers and Eligible Dispatchers
TZV commits that within the first three months of the commencement of the Operations Enterprise Agreement 2024 all eligible round one Employees will have the opportunity to express interest in accessing multi skill call taking training. 
The initial EOI round one process will be offered to Eligible Single Stream Call Takers and Eligible Dispatcher (refer to eligibility criteria in section 3.4). TZV extended only the initial round one eligibility criteria to Dispatchers with 5 or more years’ service who have previously applied for multi skill training but have never held a multi skill.  
All eligible Employees who make an application in the initial round one EOI process will be given priority access to multi skill training.  TZV will commence scheduling training to ensure that all applicants are provided with access to train as soon as practical following the EOI process. 
Round One On-going EOI – Single Stream Call Takers
After the conclusion of the initial round one and two EOI process, all newly eligible single stream Call Takers (who hold two primary stream call taking skills) will have the ability to express interest in accessing training into a multi skill stream, provided they meet the eligibility criteria at the time of the application (refer to section 3.4). TZV will schedule the training for these Employees within 12 months of their application. 
Round Two – Call Takers and Dispatchers (3 skills)
All eligible round two Employees will have the ability to express interest in accessing training into a multi skill stream, provided they meet the eligibility criteria at the time of the application. Employees will be able to make an EOI at the same time as round one.  
Provided that access to training has been offered to all eligible round one applications, round two applications will then receive priority access to train in a multi skill. TZV may commence scheduling the training for these Employees at any time from the EOI application being received, providing that all training is scheduled within a maximum of 2 years of the round one process being completed. 
Round two Employees include Call Takers and Dispatchers who have no more than three skills, comprising of two primary stream call taking skills and one additional skill (the additional skill can be either a multi skill or primary stream Dispatcher skill). Call Takers who have a single multi skill as there third skill, shall be offered their fourth skill in the corresponding call taking stream (e.g., Employees who have SES will be offered Police). 
[bookmark: _Toc161744945][bookmark: _Toc177593179]3.2 	Single Stream Dispatch 
In addition to the commitment (3.1) where an eligible Employee in either round one or round two expresses interest to accessing primary stream dispatch training as an alternative to multi skill training, if the Employee is accepted into primary dispatch training, this training will form part of this commitment and will be subject to the same time commitments.
[bookmark: _Toc161744946][bookmark: _Toc177593180] 3.3 	Expression of Interest Process 
Expressions of Interests applications will be offered to all eligible round one and two Employee at the same time. As part of the expression of interest process, all eligible Employees will be able to identify their preference for stream.  
Where available, TZV will endeavour to assign an Employee in a course in their preferred stream. However, all Employees who have only one multi skill, will be offered their additional skill in the corresponding call taking stream (e.g. Employees who have SES will be offered Police). 
Where an Employee declines the multi skill training offered to them under the 3.1 commitment, as it is not their preference, access to training into their preferred skill will no longer be subject to the time commitments in this initiative. 
Following the completion of any round one and two EOI process, TZV will undertake an Expression of Interest process bi-annually inviting newly eligible Employees (round one and two) to express interest in gaining a multi skill or primary dispatch in accordance with section 3.1 of this policy.
As part of this process, TZV will consider all eligible Employees who apply to multi skill fairly and equitably regardless of employment status in accordance with the Equal Opportunity Act.
[bookmark: _Toc146278766][bookmark: _Toc161744947][bookmark: _Toc177593181]3.4 	Eligibility Criteria
To be eligible to make an EOI application for multi skill training Employees must meet the following criteria:
1. Have successfully completed their FQA or consolidation in all current skills and have reached 12 months of service in their primary stream (or most recent skill) at the time of application; and 
2. Not currently working through a competency related Performance Improvement Plan.
In additional to the above criteria, to be eligible to make an EOI application under section 3.1 Priority Access to Multi Skill Training Employees must meet one of the following criteria:  
1. Round one (initial). 
· be a single stream Call Taker with no additional skills (with both primary stream call taking skills); 
or a Dispatcher, holding both primary calls taking skills, who is either.
· a single streamed Dispatcher in any service (i.e., not multi skilled); or
· a fire Dispatcher (with 5 skills where the 5th skill is in SES Call Taking).
and
· has a minimum of 5 years’ continuous service at TZV at the time of application; and
· has previously applied but never been successful in gaining access to training in a multi skill.  
2. Round one (ongoing) - be a single stream Call Taker with no additional skills (with both primary stream call taking skills); or 
3. Round two - be either a Call Taker or Dispatcher with no more than one additional skill in addition to having both primary call taking skills.
4. All Other Employees – Employees that do not meet the eligibility criteria under round one to two will be able to express interest in multi skill training in accordance with section 3. 
Allocation of training for a multi skilled position will be made by the Manager, Emergency Communications Services (MECS); in consultation with the Employee’s Team Leader and other relevant MECS, considering, where practical, Employees’ availability.  The release of and transfer of an Employee across services and State Emergency Communications Centres (SECC’s) must be endorsed by the relevant EMECS. 
[bookmark: _Toc161744948][bookmark: _Toc177593182]3.5 	Consultation on training timeframes
To ensure TZV can uplift the workforce in a safe and sustainable manner, when planning multi skill courses TZV will need to consider and assess the logistics to support the commitment to multi skilling Employees. The multi skill training calendar will take into consideration the interdependencies for training, mentoring, consolidation, currency, and skills maintenance required to successfully execute an effective multi skilling program. 
TZV will share the annual training calendar, including the number of multi skill training opportunities scheduled for each service and dispatch courses, with the unions through the Union Consultative Committee.
In the instance where Employee interest in accessing multi skill training exceeds TZV ability to safely facilitate training within the time periods set out in section 3.1 above TZV will consult on an extended training timeframe of no greater than 12 months.  
[bookmark: _Toc177593183]3.6 	Moving Streams to undertake Multi Skill Training
Employees moving to another Stream to undertake multi skill training and during the initial 12 month period, may need to temporarily change their rosters. Any roster changes required will be discussed with the Employee when confirming their access to training in a multi skill course.  No Employees (unless by agreement) will have their hours reduced because of multi skill training or during initial 12 month period. TZV will as far as reasonably practical maintain the rostering arrangements, including EKO & TIL.  Once the Employee returns to their primary stream, they will revert to their substantive rostering arrangements.
[bookmark: _Toc146278767][bookmark: _Toc161744949][bookmark: _Toc177593184]Prior to applying
[bookmark: _Int_MNi5NzfB]Those Employees who wish to express interest in a multi skilling opportunity are encouraged to speak to an existing multi skilled Employee. Where appropriate and where it can be operationally accommodated, Employees may be rostered to observe in the multi skill service/stream to assist them in making an informed decision. An applicant will not be penalised for TZV not being able to roster these observations hours. 
Requests to observe should be directed to the requesting Employee’s Team Leader who will co-ordinate the scheduling at an appropriate time based on operational performance. Unless otherwise agreed, observation shifts should be for a minimum of 6 hours.  If the observation requires the Employee to attend another site, then the MECS at their primary work location shall be required to liaise with the appropriate MECS at the other site.
[bookmark: _Toc177593185]Pre-Learning 
In addition to any other pre-course learning requirements, successful applicants scheduled to participate in a course will be scheduled for 24 hours of paid pre learning ahead of the commencement of the course. 
R&L will schedule the training during the Employees existing roster pattern, after discussion with the Team Leader and or MECS.
[bookmark: _Toc146278769][bookmark: _Toc161744951][bookmark: _Toc177593186]Salary 
Multi skilled Employees will be paid in accordance with the Operations Enterprise Agreement 2024.   
[bookmark: _Toc146278770][bookmark: _Toc161744952][bookmark: _Toc177593187]Administration
Feedback for multi skilled Employees is provided in accordance with standard TZV feedback procedures for their primary stream. 
TZV commits to assigning multi skilled Employees to a Team Leader (TL) or Assistant Team Leader (ATL) skilled in their multi skill stream who will assume responsibility for providing performance feedback at a minimum every two months.
[bookmark: _Toc146278772][bookmark: _Toc161744953][bookmark: _Toc177593188]Auditing
 Multi skilled Employees will be audited in accordance with normal auditing requirements.  
The TL for the multi skill stream in conjunction with the Quality Improvement Team (QIT) (where relevant) will be responsible for audit feedback.
[bookmark: _Toc161744954][bookmark: _Toc177593189][bookmark: _Toc146278773]8.1 Telephony Log in Requirements
Calls are presented to Employees based on skill sets defined within TZV’s call management system. 
To ensure calls are presented for the relevant Emergency Service, multi skilled Employees are required to liaise with their TL at the commencement of all their shifts to ensure their skill sets are configured appropriately in GAX.
[bookmark: _Toc161744955][bookmark: _Toc177593190][bookmark: _Toc146278774]8.2 Travel Costs
[bookmark: _Toc466473411][bookmark: _Toc77064839][bookmark: _Toc77065382][bookmark: _Toc77079525][bookmark: _Toc77081927]Travel related costs will be managed in accordance with the Operations Enterprise Agreement 2024, the Travel Policy and the Expense Reimbursement Policy and Procedure.
[bookmark: _Toc161744956][bookmark: _Toc177593191][bookmark: _Toc146278775]8.3 Travel Time
Refer to the TZV Travel Policy (international and domestic).
[bookmark: _Toc146278776][bookmark: _Toc161744957][bookmark: _Toc177593192]Skills Maintenance
[bookmark: _Toc146278777][bookmark: _Toc161744958][bookmark: _Toc177593193]9.1 Frequency and application during training
Where an Employee is undertaking classroom training and pre–Independent Operation Assessment (IOA) sign off, they should not be rostered in advance to undertake any other duties.
Once the Employee has completed their Independent Operation Assessment (IOA) and is consolidating in their multi skill, TZV will schedule an Employee a maximum of 8 hours skills maintenance per month in their primary services until the end of the consolidation phase to maintain currency (as per the Currency Policy). 
Unless by prior agreement; when an Employee has changed their primary stream to undertake multi skill training, they will automatically revert to their primary stream after they have successfully completed their Consolidation or Final Qualification Assessment (FQA) and after 12 months in their multi skill stream.  To avoid doubt, an Employee cannot permanently transfer to their multi skill stream without available FTE in the applicable stream.
[bookmark: _Toc146278778][bookmark: _Toc161744959][bookmark: _Toc177593194]9.2 Skills Maintenance all Employees
The following Maintenance Hours are required maintain currency and will be rostered in accordance with the enterprise agreement (excluding those in 9.1): 
	Full-time Call-takers
	12 hours during every three rotations

	Full-time Dispatchers
	24 hours during every three rotations

	Part-time Employees
	Hours on a pro-rated basis compared to their Full-time equivalent


* The above table is inclusive of travel time for those travelling from another centre.
The above minimum hours for skills maintenance should be read in conjunction with the TZV Currency Policy and may be exceeded in the relevant service to meet operational requirements. 
Any overtime hours completed in the relevant service will contribute towards skills maintenance hours which may be in addition to the rostered maintenance hours or as a replacement thereof depending on operational requirements.
R&L plan these hours monthly and distribute schedules to Employees by email and through WFO system.
When an Employee travels to another site to undertake skills maintenance, they should not be rescheduled back into their primary stream during this shift, except where operational requirements necessitate, primarily related to unplanned surge and significant unplanned absences. 
The approval of the SPDM (Service Performance Duty Manager) must be obtained before doing so and recorded in the shift log. At the cessation of the critical event / surge demand it is expected the Employee would return to complete their scheduled multi skilling shift. Remaining maintenance hours will be rostered in the Employees next two rotations.
If TZV cannot provide the applicable maintenance hours outlined for operational reasons, TZV will notify the relevant multi skilled Employee as soon as practicable and arrange an alternative time for them to perform their remaining maintenance hours.
TZV is not required to comply if an Employee is on any type of leave or absent on worker’s compensation in their primary stream.
ATLs and TLs that are multi skilled will have to comply with the Currency policy.
[bookmark: _Toc146278779][bookmark: _Toc161744960][bookmark: _Toc177593195]9.3 Interrupted Maintenance Hours
If due to operational requirements, the maintenance hours are interrupted and the multi skilled Employee does not work all their applicable maintenance hours in their multi skill service, TZV will schedule the remaining hours in accordance with the Enterprise Agreement (clause 21.2):
· if the remaining Maintenance Hours in the additional service are to be performed at the multi skilled Employee's usual work location, those remaining hours will be performed in the Employee's next two rotations: or
· if the remaining Maintenance Hours are to be performed at a work location other than the multi skilled Employee's usual work location, the Employee will be provided with one weeks' clear notice while the Employee is on shift of when they will perform the remaining Maintenance Hours in their additional service or the relevant Employee and TZV may, by mutual agreement, determine when the remaining Maintenance Hours are performed. 
· The relevant multi skilled Employee and TZV may, by mutual agreement, determine when the remaining maintenance hours are performed. 
· Any travel will be in accordance with the TZV travel policy. 
· If an Employees’ multi skilled shift is cancelled twice in a row, then priority will be made to ensure the next shift will not be altered and must occur as per the currency policy and EA subject to critical or surge event.
· The SPDM must record all interruptions in the shift log to be reported on at operational UCC meetings.
[bookmark: _Toc77081932][bookmark: _Toc466473418]If an Employee has already completed the minimum hours for skills maintenance, inclusive of any overtime performed, the interrupted hours may not be rescheduled. 
[bookmark: _Toc146278780][bookmark: _Toc161744961][bookmark: _Toc177593196]Multi Skill Changes
Employees rostered to a multi skill stream in advance will be rostered for a period of no less than 6 hours, unless by mutual agreement. TZV will provide advance notice of this change. Where Employees are rostered to undertake more than one stream in a shift, the change of skills must occur after a rostered break, unless mutually agreed.
TZV acknowledges the difficulty a short notice change in streams can have on the workforce and will take all reasonable steps to keep short notice changes to a minimum. 
Due to operational requirements, where multi skilled Employee is required to change streams at short notice, primarily related to unplanned surge and significant unplanned absences, changes will occur in consideration of the ‘Maintenance of staffing levels’ as per Scheduling, Deployment and Staffing Levels policy. 
Short notice changes made during an Employee’s training, mentoring or pre completion of their IOA should be made as a last resort and only with SPDM authorisation and as soon as practicable, the Employee will return to complete their scheduled multi skilling shift. Any training or consolidation time lost because of these interruptions will be extended. Where the change of stream is required at short notice, break times should be adjusted to allow for the Employee to have a break before returning to their rostered skill. 
In some circumstances, multi skill Employees may be requested to change work location. In such instances, travel times will be applied as per the TZV Travel policy and start and finish times will be adjusted accordingly.
Unless otherwise agreed, TZV will ensure that multi skilled Employees who are not undertaking training, (up to and including their FQA), or performing other duties outside of ESC will be rostered annually at least 50% of their shifts in their primary stream.
[bookmark: _Toc161744962][bookmark: _Toc177593197][bookmark: _Toc146278781]10.1 Permanent change of primary stream
A multi skilled Employee may request for a permanent change from their primary stream to their multi skill stream. Such requests can only be considered when there is available FTE within the multi skill stream. TZV will maintain a waiting list of requests to change primary stream to facilitate equitable access. All requests must be approved by the relevant EMECS.
If a permanent transfer to their multi skill stream is requested and mutually agreed, it will be deemed to be their new primary stream. For example, if a Fire Call Taker who is multi skilled in Police and SES call taking applies and successfully transfers to a Police/SES Call Taker position, their primary stream will now be Police/SES and their additional stream will be Fire.
[bookmark: _Toc161744963][bookmark: _Toc177593198]10.2 Leave
Multi skilled Employees requesting leave will have their request assessed against their primary skill only unless the Employee is rostered to the multi skill stream for a period of greater than one full rotation. 
[bookmark: _Toc161744964][bookmark: _Toc177593199][bookmark: _Toc146278783]10.3 Management of Multi Skill Employees
Employees should consult the TL on duty with any questions, concerns, or issues about their multi skilling.
A MECS or designated supervisor at each SECC will be accountable for overseeing all multi skilled Employees. They will be responsible for ensuring: 
· Multi skilled Employees have access to Communications Bulletins, and training requirements, so they can keep up to date
· All items included within 9.2 will be actioned 
· Multi skilling roster issues are raised with the relevant supervisor
· Audit and feedback requirements for multi skilled Employees are being met; and
· Employees transitioning to their multi skill stream are supported (i.e.: conversions, roster/ team allocation, advice to support areas etc).
[bookmark: _Toc161744965][bookmark: _Toc177593200][bookmark: _Toc146278784]10.4 Management of underperformance
Employees underperforming in their multi skill stream will be managed in accordance with TZV’s Performance Management Processes.
[bookmark: _Toc146278786][bookmark: _Toc161744966][bookmark: _Toc177593201]Relinquishing of a multi skill
Employees may request to relinquish a multi skill following the below process. Any Employee who is dispatch qualified must maintain their call-taking skillset in that service.
Temporary - A written request to temporarily pause work in a particular multi skill. Requests of this nature will be supported through the early intervention program. TZV will work in consultation with the Employee to understand the workplace concerns and capacity and develop a suitable plan for the Employee to return. 
Permanent - An Employee request to permanently relinquish a multi skill stream should be made in writing to their TL. A meeting may be arranged to understand the circumstances of the decision. The relevant EMECS will be notified for approval.  
Permanent after training - Following the commencement of training into a multi skill, if an Employee decides pre completion of their IOA, they no longer wish to continue with this multi skilling opportunity, then they are required to advise their TL writing of their decision and their request to cease training and return to their primary stream will not be refused.  The relevant EMECS will be notified.
In normal circumstances, and unless otherwise agreed, Employees should submit their relinquishment notification for their multi skill in writing and provide four weeks’ notice. In unforeseen circumstances or during the three month training period the four weeks’ notice may not apply.
TZV will formalise the relinquishment of the nominated multi skill and any subsequent change to their classification by initiating the appropriate workflow in the Hive as soon as practical.  
[bookmark: _Toc146278787][bookmark: _Toc161744967][bookmark: _Toc177593202]Shift Vacancy and Overtime allocation
Multi skilled Employees once completed their IOA, will be included in their primary and multi skill streams for overtime. 
Employees will be rostered the allocated overtime skill they agreed to, they can be utilised in other streams based on unplanned surged events or significant unplanned absence when all other options have been exhausted or by mutual agreement. TZV will provide notice in advance to the Employee wherever practical when this occurs.
Employees will be considered for overtime based on operational requirements, this could be in the primary or multi skills. Employee’s accepting an overtime time shift in one of these skills, as part of their skills maintenance hours should make this notification when accepting the shift. 
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