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[LEGAL NOTICE NO.   ]  

 

EMPLOYMENT RELATIONS PROMULGATION 2007 

        

(No.  36 of  2007) 

 

 

EMPLOYMENT RELATIONS (ADMINISTRATION) REGULATIONS 2008 

 

IN exercise of the powers conferred upon me by Section 264 of the Employment Relations Promulgation 

2007 (“the Promulgation”) and acting on the advice of the Employment Relations Advisory Board (“the 

Board”), I make these Regulations-  

 

 

PART 1 — PRELIMINARY 

 

Citat ion and commencement 

1.-(1) These Regulat ions may be c i ted as  the Employment  Relat ions 

(Admin is trat ion) Regu lat ions 2008. 

 

(2)   These Regulat ions come into force on the 2n d  day of  Apr i l  2008. 

 

Interpretat ion  

2 .   In these Regulat ions,  unless  the context otherwise requ ires—  

 

“Chief  Mediato r” means  the person appointed as Ch ief  Mediato r under sect ion 

193  of  the Promulgat ion;   

 

“Employment Relat ions Agency Fund” means a spec ia l  account es tabl ished 

wi th in the Min is tr y under sec t ion 20 of  the F inanc ia l  Management Act 2004 

for the purposes of  Part  6 of  these Regulat ions;  

 

“Med ia t ion Serv ices” means the Mediat ion Services  estab l i shed under  sect ion  

193  of  the Promulgat ion;  

 

“Min ist ry” means the Minist r y respons ib le fo r the admin is trat ion of  the 

Employment Relat ions Promulgat ion 2007 and i t s Regulat ions;   
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“Of f icer” means an o ff icer o f  the M in is try respons ib le for the admin ist rat ion of  

the Promulgat ion and i ts  Regu lat ions;  

 

“Permanent Secretary” means the Permanent Secretary fo r  the Min is try;  

 

“prel iminary conference”  means a  meet ing to dea l with procedural  or 

admin is t ra t ive matters in  connect ion wi th a mediat ion.  

 

For  a l l  o ther def in i t ions ,  re ference should be made to Part  1 Sect ion 4  o f  the 

Promulgat ion.  

 

 

PART 2 — EMPLOYMENT GRIEVANCES AND MEDIATION 

 

Referra l  o f  employment gr ievance to Mediat ion Serv ices 

3.-(1) A refer ra l  o f  an employment gr ievance to the Med ia t ion Serv ices  must be 

made in Form 1 set out  in  Schedule 1 of  these Regulat ions.  

 

(2)  A copy of the refer ra l  in  sub regu la t ion (1)  must be sent to  the employer to  

wh ich the employment gr ievance re lates  at  the same t ime the employment  gr i evance 

has been refer red to the Mediat ion Serv ices .  

 

Mediato r to  not i fy par t ies  

4.-(1) As soon as poss ib le bu t no t later than 7 days of  the Mediat ion Serv ices  

receiv ing the refer ra l  under regu la t ion 3 ,  the appoin ted Media tor shal l  issue a not ice   

to  the par t i es  that sets  out -  

(a)  the name of the appoin ted Med ia tor;   

(b)  the t ime and place of  any pre l iminary conference,  i f  appl icable;  and 

(c)  the t ime and place of  the mediat ion.  

 

(2)  The not ice referred to in  sub regulat ion (1) must be issued in  Form 2 set out  in  

Schedule 1  and may be issued by facs imi le,  in ternet e-mai l  serv ice or by post 

 

(3)  I f  a par ty w ishes to request a change of date for  the prel iminary conference or  

mediat ion,  the par ty  must in form the Mediato r a t least  7 working days  befo re the 

prel iminary conference o r med iat ion is  due to take place.  
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(4) The Med iator  may reschedule the pre l iminary conference or mediat ion i f  the 

Mediato r is  sat is f ied that one of the par t ies  has a reasonable excuse for not at tending 

the pre l iminary conference or mediat ion on the scheduled date.  

 

(5)  The Mediator may hold more than one mediat ion sess ions i f  he or  she bel ieves 

that fur ther med iat ion sess ions are necessary to  resolve the employment gr i evance or  

d ispute.  

 

(6)  Further med iat ion conferences are to be schedu led by mutua l  agreement  

between the part ies .  

 

Mediato r may request wr i t ten statements  from part i es  

5.-(1) The Mediato r may request  that  each  par ty submits  a  conf ident ia l  s tatement  

pr ior to  the mediat ion that sets  ou t any matters  that the Mediator cons iders  re levant  

to  the mediat ion,  inc lud ing -  

(a)  the issues in  employment  gr ievance or employment d ispute;   

(b)  the c la ims and defences;  

(c)  re levant  factua l matters;  and 

(d)  the remedy sought.  

 

(2)  The Med ia tor may request fu rther in format ion from the par t ies in  the course of  

mediat ion.  

 

(3)  The part i es  may,  o f  the ir  own vo l i t ion,  prov ide fu rther in fo rmat ion to the 

Mediato r dur ing the course of  the mediat ion.  

 

Mediato r may request at tendance of non-par t ies  

6.   The Med iator  may request that a person who is  not a party to  the employment 

gr ievance o r employment dispute attend the mediat ion  i f  the Med ia tor be l ieves that 

the person ’s presence would ass is t  in  the set t lement of  the employment gr ievance o r  

employment d ispute.  

 

 

Mediato r may meet  with part ies  separately 

7.   The Media tor may meet  and communicate separately wi th a par ty provided that  

in format ion  given at  such meet ings  and in  such  communicat ions  may not  be d isc losed 
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to  the other par ty wi thout the express author isat ion of  the party g iv ing the 

in format ion.  

 

Mediato r may make recommendat ions  

8 .    At the request  of  both part i es ,  the Mediato r may make non-binding 

recommendat ions  to ass is t  the part i es  to reso lve the employment  gr i evance or  

employment d ispute.  

 

Timeframe fo r med iat ion  

9 .- (1)  The Med iator  and the par t ies  must complete the mediat ion with in 30 days 

from the date of  the f i rs t  med ia t ion sess ion.  

 

(2)  I f  a Mediator fa i l s  to reso lve an employment gr ievance or employment d ispute 

wi th in the t imef rame set  out in  sub regula t ion (1)-   

(a)   the par t i es  may extend the t imeframe by mutua l agreement;  or 

(b)   the Mediator may re fer the matter  to the Employment Tr ibuna l.  

 

(3)  I f  the Med iator  determines  that  the employment  gr ievance o r employment  

d ispute is  un l ike ly to  be resolved through mediat ion,  the Media tor may refer the case 

to the Employment Relat ions Tr ibunal befo re the t imef rame in sub regulat ion (1) 

lapses.  

 

Cert i f icate of  mediat ion 

10. -(1) When a mediat ion has been completed,  the Med iator must  issue a  

cer t i f i ca te s ta t ing whether the employment gr ievance or employment dispute has been  

reso lved or refer red to the Employment Relat ions Tr ibuna l.  

  

(2)  A copy of  the cert i f icate completed for the purposes of  sub regu la t ion  (1)-  

(a)  must  not contain conf ident ial  mater ia ls  ar is ing from the mediat ion;  and 

(b)  must  be served on the part ies  invo lved in the mediat ion.  

 

(3)   The Mediato r mus t f i le the o r ig ina l of  the cert i f i ca te re ferred to in sub 

regula t ion (1) wi th the Mediat ion Serv ices .  

 

(4)  The cer t i f icate refer red to in sub regu lat ion (1) must be issued in Form 3 set  

out  in  Schedule 1.   
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Referra l  of  employment gr ievance or d ispute to the Tr ibunal 

11.  When the Med ia tor  refers  an employment  gr ievance or employment  d ispute to  

the Employment Re lat ions Tr ibunal,  the Med iato r sha l l  set  out  the deta i ls  o f  the 

employment gr ievance or employment d ispute as in i t ia l ly repor ted to mediat ion in  

Form 4 set out in  Schedule 1.  

 

 

PART 3 — EMPLOYMENT DISPUTES, TRIBUNAL AND COURT 

 

Report ing of  a d ispute to the Permanent Secretary 

12. -(1) A  report  of  a d ispute requi red under sect ion 169(2)  of  the Promulgat ion  

must be made in  Form 5 set out in  Schedule 1.  

 

(2)  A copy of  the repor t of  the d ispute in  sub regu la t ion (1) must  be provided 

wi th in 3 days to the trade un ion or the employer to which the dispute re lates .  

 

 

Permanent Secretary to not i fy part ies 

13.  - (1)  With in 30  days af ter receiv ing the report of  the dispute under regulat ion  

12,  the Permanent Secretary shal l  in form the par t ies  or their  representat ives in  wr it ing 

that he or she accepts  or  rejects  the d ispute,  and give reasons for  rej ect ing the 

dispute.  

(a)  In exerc is ing h is  powers under th is  sect ion,  the Permanent  Secretary mus t 

be sat isf ied that the par t ies  to  the d ispute have taken al l  reasonable means to  

exhaust  the gr ievance procedure and have engaged in  good fa i th in  at tempt ing 

to reso lve the dispute .  

 

(b)  The Permanent  Secretary may reject  the dispute and refer  the d ispute back 

to the par t ies  i f  he is  sat is f i ed that the part ies  have not  engaged in  good fa ith 

negot ia t ions in  a ttempt ing to reso lve the dispute.  

 

 

(2)   I f  a report  of  a d ispute is  accepted by the Permanent Secretary,  i t  becomes an  

employment dispute,  and he or she sha l l  refer the employment  d ispute e i ther to  the 

Employment Re la t ions T r ibunal  o r the Mediat ion Serv ices in accordance wi th sect ion  

170(4) of  the Promulgat ion,  with not i f ica t ion to the part ies .  
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Referra l  o f  employment d ispute to Media t ion Serv ices  

14. -(1) A re ferra l  o f  an  employment d ispute by the Permanent Sec retary to the 

Mediat ion Serv ices  must  be made in  Form 6 set out in  Schedule 1.  

 

(2)  A copy of  the referra l  in sub regulat ion (1) must  be sent to  the t rade un ion and 

employer to  which the dispute  re lates  at the same t ime the employment d ispute has 

been referred to the Mediat ion Serv ices   

 

Referra l  of  employment  dispute to Employment  Relat ions Tr ibuna l 

15. -(1) A re ferra l  o f  an  employment d ispute by the Permanent Sec retary to the 

Employment Relat ions Tr ibuna l must be made in Form 7 set  out in Schedule 1.  

 

(2)  A copy of  the referra l  in sub regulat ion (1) must  be sent to  the t rade un ion and 

employer to  which the dispute re la tes  at the same t ime the employment d ispute has  

been referred to the Employment Re la t ions Tr ibunal .  

 

Matters to be heard by the Employment Relat ions Court  

16.    An appl ica t ion to refer an employment gr ievance or an employment  d ispute or 

other employment re la ted matters  to  the Employment  Relat ions Cour t and i ts  

reso lut ion or dec is ion by the Court,  shal l  be in  accordance with the re levant provis ions  

of  the Promulgat ion.  

 

PART 4 — EMPLOYMENT RECORDS AND WAGES ORDERS 

 

Wages and t ime record 

17. -(1) An employer  who employs a worker sha l l  keep a Wages and T ime Record,  

as  requ ired under sec t ion 45 o f  the Promulgat ion.  

 

(2)   The Wages and T ime Record referred to in  sub regu la t ion (1) shal l  inc lude  

the deta i l s o f  the materni ty leave payments ,  the record of  leave and ent i t lements ,  and 

the condi t ions of  employment of  ch i l dren spec if ied under sect ion 99  o f  the 

Promulgat ion.  

 

(3)   The requ irement  under sub regulat ion (2) does not abrogate the requi rement  

under sect ion 99 of the Promulgat ion to keep a separate regis ter for work ing ch i l dren.  

(4)  The regis ter refer red to in  (3)  must conta in detai ls  o f:  

(a)   hours  of  work;  

(b)  the rate o f  pay per contract per iod;  



  

Page 10  

(c)   the number of  breaks gi ven per  contract per iod;  

(d)   whether any contr ibu t ion is deducted and pa id in  respect of  the F i j i  

Nat ional Provident Fund Act (Cap 219);  

(e)   whether any contrac t of  service has been made wi th the ch i l d;  

( f)   whether any d ispute has been ra ised by the chi ld,  and i f  so,  what 

measures were taken to reso lve them. 

 

(5)   A l l  records are requi red to be kept by employers  for a t l east 6 years ,  in  

accordance wi th sect ion 45(2) of  the Promu lgat ion.   

 

Employment Regis ter  

18. -(1) Pursuant to sec t ion 45(1)( j )  o f  the Promulgat ion,  an employer  shal l  keep 

an Employment  Regis ter ,  compris ing the Wages and Time Record for workers  inc luding 

ch i ldren,  requ ired under regu lat ion 17,  the Record for Labour-Management  

Consu lta t ion and Cooperat ion Commi ttee requ i red under the Employment  Relat ions 

(Labour-Management  Consu ltat ion and Cooperat ion Committees) Regulat ions 2007, and 

add it ional employment part icu lars  spec if ied in sub regulat ion (2) .  

 

(2)  As par t o f  the Employment  Reg is ter  of  a worker,  the employer  sha l l  p rovide a 

record of  addi t ional employment  part icu lars  spec i f ied in  Form 8 set out in  Schedule 1.  

 

(3)  An employer  must  make avai lable the in format ion in  the Employment Regis ter  

or any par t o f  i t  upon request by the Permanent Secretary wi th in 14 days  

 

 

(4)  The Employment Regis ter requ ired to be kept by an employer under  sub 

regula t ion (1) shal l  a lso inc lude any other in format ion prescr ibed to be kept by an  

employer under any provis ion of  the Promu lgat ion or i t s Regulat ions.  

 

(5)  The Permanent Secretary may extend the compl iance date in  spec ia l  

c ircumstances.  

 

Wages Regulat ions Orders  

19. -(1) Pursuant to sect ion 54(5)  of  the Promu lgat ion,  where the Min is ter agrees 

to a Wages Regu la t ion  Order proposal  submit ted f rom a Wages Counc i l ,  the Min is ter 

shal l  forthwi th make the Order.   

 

(2)   Remunerat ion ( inc luding leave and ho l iday remunerat ion) f ixed by a Wages  

Regulat ion Order  shal l  be refer red to as  “s tatu to ry min imum remunerat ion”.  
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(3)  The Wages and T ime Record with respec t to  a  Wages Regula t ion  Order  shal l  be 

kept by an employer in  a form s imi la r to  that provided in Regu lat ion 17.  

(4)  Al l  the Wages Counc i ls  l i s ted in  Schedule 3 sha l l  meet as  of ten as  necessary  

and at  least  once annual ly to  make proposa ls  to  the Min is ter.  

(5)  I f  the Wages Counc i l s  are unable to reach consensus about proposa ls ,  each  

party may put separate proposals  to  the Min is ter.  

(6)  I f  any employer  or  industry  af fected by a Wages Regulat ion Order p leads  

inab i l i ty to  pay,  that  employer or  indust ry must wri te to  the Min is ter  

exp la in ing the reasons why i t  so pleads.  

(7)  The Min is ter may exempt any employee or c lass  of  employers  or indus try  f rom 

any par t of  the Order.  

(8)  The Min is ter must publ i sh any no t ice of  exemption in the Gazette.  

 

 

 

PART 5 — TRADE UNIONS 

 

Division 1 – General  

Regis t rar  to keep Reg is ter 

20.  The regis ter  of  trade un ions that is  requ ired to be kept under sect ion  118 of  

the Promu lgat ion  must  be kept in  a fo rm that includes the fo l lowing informat ion for  

each trade un ion -  

(a)  regis tered name of t rade un ion;  

(b)  physical  locat ion of regis tered off i ce;  

(c)  posta l  address  of  regis tered off ice;  

(d)  physical  locat ion of branch off ices ,  i f  any;  

(e)  date of  regist rat ion;  

( f)  a descr ipt ion of  the industry,  occupat ion or  en terpr ise in  re la t ion to  

which the union operates;  

(g)  informat ion that is  requi red by sect ion 118(1)(b)  of  the Promulgat ion;  

(h)  date and detai ls  o f  any cancel lat ion of  reg is trat ion;   

( i)  date and deta i ls  o f  any suspens ion of  regis t rat ion and the per iod o f 

suspens ion;  and 

( j )  other re levant mat ters .  
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Appl ica t ion form fo r trade union reg is tra t ion 

21.  An appl ica t ion to reg is ter  as a t rade un ion under sec t ion  119 of the 

Promulgat ion must be -  

(a)  made in Form 9 set out in  Schedule 1;  and  

(b)  accompanied by the fee set  out in Schedule 2.  

 

Cert i f icate of  regis t rat ion 

22.    A cert i f icate of  regist rat ion of  trade union under sect ion 126 of the 

Promulgat ion must be is sued in  Form 10 set out in Schedu le 1.  

 

Not ice of  change of of f icers  

23.    I f  there is  a change of  of f i cers  or in  the t i t les  of  of f i cers  of  a trade union,  

the t rade union  must  not i fy the Regis t rar of  Trade Un ions with in 14 days of  the 

change tak ing p lace.  

 

Appl ica t ion for change o f t rade un ion name 

24.  I f  there is  a change in  the name of a t rade un ion,  the t rade un ion must  not i fy  

the Regis t rar wi thin 14 days of  the change tak ing place.  

 

D isso lut ion of  a trade un ion 

25.  A not ice of  the dissolut ion of  a t rade un ion must be sent to the Regis t rar  

wi th in 14 days of  such d isso lut ion.  

 

Const i tut ion and ru les to  be avai lable for inspec t ion 

26.  The cons t i tut ion,  ru les  and l is t  o f  o f f icers  of  a  trade union must  be ava i l able  

for inspect ion by members of  that t rade un ion  at  the off ice of  the Regis t rar dur ing 

off ice hours ,  upon payment of  the fee set out in  Schedule 2.   

 

Division 2 – Amalgamation,  alteration or change of name, aff i l iation to  

federation of trade unions  

 

Members to be in fo rmed of amalgamation proposal 

27.  - (1)  I f  a t rade un ion proposes to amalgamate with another trade un ion under  

sect ion 123 of the Promulgat ion,  the t rade un ion must take a l l  reasonable s teps to 

in form its members of  –  
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(a)  the reasons for the amalgamat ion;  

(b) the condi t ions under  which the amalgamation wi l l  take p lace;  and  

     (c)  the t ime and place of  the sec ret  ba l lo t .  

 

(2)  For the purposes of  sub regu la t ion (1) ,  ‘a l l  reasonab le  s teps ’  inc ludes post ing a  

not ice that inc ludes the in fo rmat ion in sub regulat ion  (1)  in  the regis tered of f i ce o f  

the trade un ion and al l  o f  i t s branches,  and the not ice to remain in p lace for at l east  

two weeks before the secret bal lo t  and unt i l  i ts  complet ion.  

 

Forwarding of resu lts  of  secret  ba l lo t  for amalgamat ion 

 28.- (1)  The trade un ions must send the fo l lowing documents to  the Regis t rar  as  

soon as poss ib le but within 30 days a fter the resu lts  of  the sec ret ba l lo ts  are known –  

  

(a)  s igned cer t i f i cate of  the resu lt  of  the bal lo t;  and  

  

(b)  a copy of the not ice of  amalgamat ion wi th prescr ibed fee.  

 

(2)  The cer t i f ica te of  the resu lt  o f  the bal lo t  in  sub regu la t ion (1) must be 

provided in  Form 11 set out in  Schedule 1.  

 

(3)  The not ice of  amalgamat ion mus t be provided in  Form 12 set out  in  Schedule 1.  

 

Alterat ion or change of name 

 

(29).–(1) I f  a t rade un ion wishes to a l ter or change i ts  name under sec t ion 122  o f  

the Promulgat ion,  the t rade un ion mus t take a l l  reasonab le s teps to in form its  

members of  – 

(a)  the reasons for the a lterat ion or change; and 

 

(b) the t ime and place of  the secret  bal lot .   

 

(2)  For the purposes of  subregulat ion (1) ,  “a l l  reasonab le s teps” inc lude post ing a 

not ice that contains  the in format ion in  subregu la t ion (1) in  the registered off ice of  the 

trade un ion and al l  o f  i t s  branches,  and the not ice to remain in place for  at least two 

weeks before the secret bal lo t  and unt i l  i ts  complet ion.  
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Aff i l iat ion to federat ion of t rade un ion 

 

30. - (1) I f  a trade un ion wishes to af f i l ia te to  a federat ion of  trade unions under 

sect ion 124 of the Promulgat ion,  the t rade un ion must take a l l  reasonab le s teps to 

in form its members of  –  

 

(a)  the reasons for the af f i l iat ion;  

(b)  the cond it ions for the af f i l ia t ion;  and the  

(c)  the t ime and p lace of  the sec ret bal lo t .  

 

(2)  For the purposes of  subregulat ion (1) ,  “a l l  reasonab le s teps” inc lude post ing a 

not ice that contains  the in format ion in  subregu la t ion (1) in  the registered off ice of  the 

trade un ion and al l  o f  i t s  branches,  and the not ice to remain in place for  at least two 

weeks before the secret bal lo t  and unt i l  i ts  complet ion.  

 

 

Division 3 – Accounts  

Annua l retu rn 

31.    The annua l re turn of  a trade un ion required under sect ion 129(2) of  the 

Promulgat ion must  be made in Form 13 set  out  in Schedule 1,  and accompanied by 

four cop ies  of  the ru les  of  the trade un ion  in  force at the end of the ca lendar  year  in  

quest ion.   

 

Trade un ion to keep proper  f inanc ia l  records 

32. -(1) A trade un ion must  -  

(a)  keep such f inanc ia l  records as  cor rec t ly recorded and exp la in the 

transac t ions and f inanc ia l  pos i t ion of  the trade union;  

(b)  keep i t s f inanc ia l  records in  a manner that wi l l  enable an annual  

return to be prepared under sect ion 129 of the Promulgat ion;  and 

(c)  keep i ts  f inanc ia l  records in  a manner that wi l l  enable the accounts  of  

the trade un ion to be convenien t ly and proper ly audi ted.  

 
(2)   A trade un ion must  reta in  the f inanc ia l  records kept under sub 
regula t ion  (1) for  a per iod of 6 years  af ter the complet ion of  
transac t ions to wh ich they re late.  
 

(3)   A t rade un ion that does not comply wi th sub regula t ions (1) or  (2)  commi ts  an  

offence.  
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Part   6 – Strike Ballot  

Not ice of  Secret Bal lo t  to  the Reg is t rar 

 
33.-(1) A notice of a secret ballot required under section 175(2) of the Promulgation must be made to the 

Registrar in Form 14 set out in Schedule 1 no less than 21 days prior to the nominated date to hold the 

ballot.(2) A copy of the notice in sub regulation (1) must be sent to the employer or employers to which the 

secret ballot relates, at the same time as the notice is sent to the Registrar. 

(3)  Where a copy of the not ice has not  been sent  by the un ion,  the secret bal lo t  

resu l ts  wi l l  be deemed to be inval id and any s tr ike ac t ion which takes place on the 

bas is  of  a mandate obtained from these resu lts  wi l l  be deemed to be un lawfu l.  

(4)  In the case of  an employment d ispute,  al l  in ternal  d ispute procedures mus t be 

exhausted befo re a not ice of  secret  ba l lo t  to  obtain a s tr ike  mandate is  sen t to  the 

Reg is t rar.  

(5)  In the case of  negot iat ions for a new co l l ect i ve agreement or  a var ia t ion to a 

co l lect ive agreement,  “good fa ith” barga in ing must have taken place in  accordance 

wi th the Promulgat ion and not l ess  than 21 days have elapsed s ince face to face 

negot ia t ions commenced, before a not ice of  sec ret  ba l lo t  to  obtain a s tr i ke ba l lo t  is  

sent to the Regis trar.  

(6)  Where more than  one employer is  invo lved, the un ion must complete a 

separate Form 14 for each dif ferent employer.  

 

Secret bal lo t  procedure for  s tr ike ac t ion 

34. -(1) Th is  regu lat ion sets  out the procedures  for  conduct ing a secret  bal lo t  for  

s tr ike act ion by a trade un ion.  

 

(2)   The secret bal lo t  must be conduc ted by a  return ing off i cer of  the un ion who 

shal l  determine the dates and p laces on wh ich  the bal lo t  is  to  be held supervised by 

an off ic ia l  o f  the Regis t rar of  Trade Unions.   

 

(3)  The t rade un ion mus t prov ide the return ing o ff icer wi th -  

(a)  a wr i t t en l is t  o f  the members who are e l ig ib le to vote in  the secret 

bal lo t;   

(b)  an adequate supply of  bal l ot  papers;  and  

(c)  a bal lo t  box f i t ted wi th a lock and key.  

 

(4)  The ba l lo t  papers refer red to in sub regulat ion (3) must be in  Form 15 set  out  

in  Schedule 1.  
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(5) Before the s tar t  of  the ba l lo t ,  the retu rning off i cer shal l  -  

(a)  mark off  on the l i st  o f  el ig ib le members ,  the member who co l lects  a  

bal lo t  paper;   

(b)  ensure that  there is  a  screen or s imi lar dev ice in  p lace to enab le  

members to mark their  bal lo t  papers  in  secret;  and 

(c)  ins truct  each member  to fo ld the bal lo t  paper before depos it ing in  the 

bal lo t  box.  

 

   Bal lo t  Count ing Procedure 

35. -(1) Once the bal lo t  conduc ted under regu lat ion 31 has c losed, the return ing 

off icer,  with  the supervis ion of  an o ff i c ia l  o f  the Regis trar,  must  as  soon as is  

pract icab le:  

(a)   count the val id votes;   

(b)   record the number of  val id votes-   

( i )   in  favour of  st r ike ac t ion;   

( i i )  aga inst the s t r ike act ion;  and 

(c)  count the number of  in formal or inval id votes .  

 

 (2)  Once the resu l ts  of  the bal lo t  have been recorded, the return ing of f i cer mus t  

prepare and s ign the cer t i f icate of  the resul ts  of  the bal lot .  

 

Forwarding of  resu lts  of  secret bal lo t  for s t r ike act ion 

 36.- (1) The return ing o ff icer mus t,  as  soon as poss ib le and in wr it ing,  not i fy -  

(a)    the Regis trar of  the resu lts  o f  the ba l lo ts  through a s igned cert i f i cate of  

the resu lts  of  the ba l lo t;  and 

 

(b)   the Permanent  Secretary,  of  the trade un ion’s  28 days not ice o f  s tr i ke in  

the case of  essent ia l  serv ice as  provided for in  sect ion 186(1)(b) of  the 

Promulgat ion.  

 

(2)   The cert i f icate o f  the resu l ts  of  the bal lot  in  sub regulat ion (1) must be 

provided in  Form 16 set out  in  Schedule 1.  

 

(3)  A trade un ion that does not  comply wi th any of the procedures set  out in  sub 

regula t ions (1) and (2) commits  an of fence.  
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PART 7 – FEES AND EMPLOYMENT RELATIONS AGENCY FUND 

 

Prescr ibed Fees 

37. -(1) The fees,  for the purposes of  the Promulgat ion,  are l is ted in Schedule 2 

and sha l l  be payable in  respec t of  the matters  spec if ied therein.  

 

(2)   A l l  the fees prescr ibed under Schedu le  2 shal l  be paid in to  the Employment 

Relat ions Agency Fund establ ished wi th in the Min is try.   

 

(3)   The fees l is ted under Schedule 2 shal l  be paid by the employer,  trade union or  

any person represent ing or agent of  the employer or t rade un ion  whichever  is  

app l icable or any other  person or  ent i ty,  befo re or at the t ime of  the respec t i ve 

prescr ibed ac t i vi ty or employment re lat ions (ER) tra in ing or product iv i ty improvement  

(PI)  t rain ing or  other  mediat ion serv ices  or consu ltancy serv ices  are under taken by 

any off i cer of  the Min is t ry or Mediato r.  

 

(4)  No cer t i f ica te of  regis t rat ion or other cer t i f ica te of  user-pay serv ice sha l l  be 

issued before payment in ful l  o f  the appl icable fee.  

 

The Employment Relat ions Agency Fund 

38. -(1) There sha l l  be establ i shed wi th in the Min ist ry a spec ia l  account as  the 

Employment Relat ions Agency Fund.  

 

(2) The Fund sha l l  cons is t  of  – 

(a)  the fees paid pursuant to  these Regu la t ions;  

(b)  any penal ty payment paid in  response to any F i xed Penal ty Not ice issued 

under sect ion 263 of the Promu lgat ion;  

(c)  any money prov ided by Par l iament for the purpose of the Fund or 

requ ired to be paid in to the Fund by or  under these Regu la t ions or any 

other wr i t ten l aw; and 

(d)  any donat ion to the Fund fo r the promotion of good fa i th employment 

re lat ions or produc t iv i ty improvement in Fi j i .    

 

(3) There sha l l  be pa id  out of  the Fund al l  amounts payable under regula t ion 39  

and al l  o ther amounts  required to be pa id out of  the Fund by or under these 

Regulat ions.    
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Payments  from the Fund 

39. -(1) The money s tanding to the credi t  o f  the Fund may be app l i ed by the 

Permanent  Secretary,  on  the adv ice of  the Min is t ry of  F inance,  for the purposes of  – 

(a)  promoting o r ensur ing good fa ith employment re la t ions in  workplaces;  

(b)  promoting o r ensur ing product iv i ty improvements  in  workplaces;  

(c)  educat ion or training or research in  employment re la t ions;  

(d)  educat ion or training or research in  produc t iv i ty improvements;  

(e)  capac ity bu i ld ing of Labour-Management Consu ltat ion and Cooperat ion 

Committees in  pr ivate and publ ic  sector en terpr ises and organizat ions;  

( f)  capac ity bu i lding of the Min is try to  e f fect ively admin is ter,  promote and 

enforce the po l icy f ramework and legal  requ i rements of  the Promulgat ion 

and i ts  Regulat ions and Codes of  Pract ice;   

(g)  capac ity bu i ld ing of the Med iat ion Serv ices  of  the Min ist ry to  promote 

effect ive del ivery of  mediat ion serv ices and re lated conf l i c t  resolut ion  

mechan isms; and 

(h)  capac ity bui ld ing of the Employment  Re la t ions Adv isory Board to ef fec t ively 

fu l f i l  i t s funct ions and ro les .   

 

   (2) The Permanent Secretary shall submit to the Employment Relations Advisory Board on request the 

details of the expenditure incurred under the Fund.  

 

 

PART 8 – CHILDREN 

 

Conditions of work 

40.-(1) A child must not be employed or permitted to be employed in any of the following situations: 

(a)   in situations of direct hostilities; 

(b)  any work for which the child has little capacity; 

(c)  any work which is hazardous to the child’s health, mental, spiritual or social development; 

(d)  in an environment which subjects the child to physical harm, psychological torture, any form of 

neglect, torture, any form of cruel,  inhuman or degrading treatment, or which does not foster the health, 

self-respect and dignity of the child. 

(2)  An employer who does not comply with sub regulation (1) commits an offence. 

 

Hours of  work fo r chi ld ren and n ight employment 

41. - (1) For the purposes of  sect ion 97 of the Promulgat ion,  a ch i ld must  not be 

employed for more than 8 hours  dur ing day l ight hours.  

(2)  Each ch i ld  employed dur ing dayl igh t hours  must  be g iven a 30 minute paid  

lunch break.  
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(3) For the purposes of  sect ion 98 of  the Promulgat ion,  no ch i l d may work beyond 

10 pm at n ight.  

(4)  Each chi ld employed dur ing n ight employment  must  be given a 30 minute paid  

d inner break  with in 2 hours  of  s tar t ing work.  

(5)  No ch i ld may be employed for more than 8 hours  per day.  

(6)  Any employer who does not comply wi th th is  regulat ion commits  an offence.  

 

PART 9 – LEAVE AND HOLIDAYS 

 

Declared Publ ic  Ho l idays  

 

42.–(1)The pub l ic  ho l i days for Ratu S i r  La la Sukuna Day,  Queen ’s  B ir thday and 

Youth Day must be ce lebrated on the days on wh ich they fa l l .  

(2)  The pub l ic ho l idays in  respect o f  F i j i  Day should a lways be observed on the 

10 t h  o f  October each year.  

  

Bereavement l eave 

    

 43.  Bereavement leave en t i t lement must not be accumulated and unused 

bereavement l eave for  each year automat ical ly lapses in the fo l lowing year .  

 

 

Materni ty Leave 

 

  44.- (1) A woman is  ent i t led to the normal  remunerat ion she would have received 

as i f  she had been at work for her  f i rs t  3 b i r ths;   

 

       (2)   For the 4 t h  and subsequent bi r ths  a woman is  ent i t led to at half  the normal  

remunerat ion she wou ld have received as i f  she had been at work;  and  

 

       (3)   Sub regulat ion 1 shal l  not app ly when a woman is  employed by another 

employer  or employers  af ter g iv ing b ir th to  her  th ird ch i l d,  or  where a woman is  

previous ly unemployed dur ing any of  her f i rs t  b ir ths .  

 

(4)  Where the woman ’s  p lace of  employment i s  on an is l and with no  doctor o r  

hospi ta l ,  o r where the woman works on a boat  or sh ipp ing vesse l  with  no  f ixed 

locat ion for the major i ty of  her t ime at work,  o r where spec ial  med ica l  c ircumstances  

require,  the employer may requ ire her  to  commence her materni ty l eave on  a  date 

recommended by her reg is tered medica l  prac t i t ioner o r registered nurse.  
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(5) For  the purposes o f  subregulat ion  (4) ,  a  woman should prov ide the cert i f i cate  

to her employer 3 months pr io r to  her expected del ivery date.  

 

45.  For the purposes of  sect ion 103 of  the Promulgat ion,  a woman may nominate a  

person by-  

(a)  Wi l l ;  or 

(b)  any wr it i ng that by law is  recognised as a va l id au thor i ty f rom the 

woman; 

(c)  a dying declarat ion;  

and any person so nominated wi l l  be t reated as  a val id d ispos it ion under the Wi l l s  Ac t 

(Cap 59);  

(2)  The Permanent Secretary who receives the outstand ing wages of  a  woman 

pursuant to Sect ion 103(b) of  the Promulgat ion,  hold the wages in  t rust ,  and must  pay 

the wages to an executor/Trustee or personal  representat ive of  the woman ’s  estate  

pursuant to the Success ion,  Probate and Admin is trat ion Act (Cap 60).  

(3)  The Permanent  Secretary may ho ld the wages in  an interest  bear ing depos it  

account  unt i l  he receives not ice from an executor/Trustee o r personal representat ive  

of  the woman’s  estate.  Any interest  earned fo rm the account  wi l l  be paid in to the 

Employment  Re la t ions Agency Fund, minus any costs  assoc iated wi th mainta in ing the 

account.  

(4)  A person c la iming to be a benef ic ia ry of  the estate of  the woman may not i fy  

the Permanent Sec retary  of  that person ’s  ent i t l ement to  c la im such wages he ld by the 

Permanent  Secretary,  and upon such proof as  i s  necessary to sat isf y the Success ion,  

Probate and Admin is trat ion Ac t,  the Permanent Secretary may pay out such wages as  

held.  

(5)  For  the purposes of  sect ion 6(1) ( l)  o f  the Success ion,  Probate and 

Admin is trat ion Act,  such wages wi l l  be paid into the Employment Relat ions Agency 

Fund.  

Offences 

46. - (1) Any person who contravenes a prov is ion under these Regulat ions re lat ing 

to th is  Part  commits  an offence.  

  

(2)  Under th is  Part ,  ‘person ’  means an employer,  a trade un ion o r any person  

represent ing or agent  o f  the employer or t rade union or any other person or  en t i ty  

secur ing a prescr ibed user-pay serv ice from the Min is t ry.  
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PART 10 — DEMAND AND PENALTY NOTICES 

 

Demand Not ice 

47. -(1) A  demand not ice that i s  i ssued under sect ion 19(4) of  the Promulgat ion 

must be issued in  Form 17 set out  in  Schedule 1 .  

 

(2)  A Permanent Secretary,  a labour of f icer o r a l abour inspector may serve a 

demand not ice on an employer ,  a trade union or a person, fo r the purpose fo r  

ensur ing compl iance wi th any prov is ion of  the Promulgat ion or i ts  Regulat ions.  

 

Pena lty not ice 

48. -(1)  A f ixed penal ty not ice that i s  issued under sect ion 263(3) of  the 

Promulgat ion must be is sued in  Form 18 set out in  Schedu le 1.  

 

(2)   A labour of f icer o r a labour inspec tor may serve a penal ty no t ice on an  

employer or a trade un ion or a person , i f  i t  appears  to the l abour of f i cer or the labour 

inspecto r that the employer or  the trade un ion o r the person has commit ted an offence 

aga inst any prov is ion spec if i ed in Co lumn 1 of Schedule 8 to the Promulgat ion.  

 

(3)   For the purposes of  sect ion 263(3) of  the Promulgat ion,  the f i xed penal t ies  to  

be issued for f ixed penal ty  not ices  are set  out in  Co lumn 2  of Schedule 8 to the 

Promulgat ion.  

 

(4)   Any penal ty paid  under a f ixed pena lty not ice shal l  be paid into the 

Employment Relat ions Agency Fund. 

 

(5)   An  employer o r a person  who is  served with the penal ty  not ice  and pays the 

fu l l  penal ty spec if ied under the not ice shal l  not be prosecuted for that part icu lar 

of fence.  

 

Notices  may inc lude direct ions 

49. -(1) A demand not ice o r pena lt y not ice  may inc lude di rect ions  as  to the 

measures to be taken to remedy the matters  to  which the not ice re lates .  

 

(2)   A di rect ion under sub regulat ion (1) may-  

 

(a)  refer to  an approved code of prac t ice or nat ional  po l icy;  and/or 
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(b)  offer the person to whom i t  is  issued a cho ice of  ways in which to 

remedy the matters  to  which the not ice re lates .  

 

(3)  For  the purposes of  th is  Part ,  a not ice may be served persona l ly or by post.  

 

PART 11– HOURS OF WORK 

 

                                    Maximum number  of  hours  

50. -(1) The hours  of  work spec i f i ed in  sect ion 72 of the Promu lgat ion are for the 

purposes of  calcu lat ing overt ime when they become due; after 8 hours  for a s ix day 

week and af ter 9 hours  for a f ive day week.  

      

      (2)  Where i t  is  not pract icab le  for  an employer  to  s tr i ct ly  adhere to the 

arrangement in  sub regula t ion 1 because of the pecu l iar  needs of  the bus iness ,  an  

employer shal l  have regard to the provis ions of  the re levant Wages Regula t ion Orders .   

 

PART 12— MISCELLANEOUS 

 

Cert i f i cate of  regis trat ion of  a co l l ec t i ve agreement 

51.   A cert i f icate of  regis tra t ion  of  a co l l ect ive agreement under sect ion 166(4)(b)  

of  the Promulgat ion mus t be issued in Form 19 set ou t in  Schedule 1.  

 

Record of s tr ike or lockout 

52.   A record of  a s tr ike or lockout under  sec t ion 183 o f  the Promulgat ion must  be 

made in Form 20 set  ou t  in Schedu le 1.  

 

Power to issue dupl ica te  copies  

53. -(1) A person who is  author ised to i ssue a document under the Promu lgat ion o r 

i ts  Regu la t ions may issue a dupl icate of  the document  i f— 

(a)  i t  is  proven that such document has been lost or  des troyed; and  

(b)  the prescr ibed fee is pa id.  

 

(2)  I f  the document that  was thought to  have been lost or destroyed is  found 

after a dup l icate is  issued, the document that  was thought to  be lost or destroyed 

must be sur rendered to the Regis t rar of  Trade Unions or the Permanent Secretary.  
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Notices  

54.  A not ice that is  requ ired to be served may be served on the par t ies  personal ly,  

or by facs imi l e,  i nternet,  e-mai l  serv ice or by post.  I f  posted,  may be posted to an 

address  adv ised in wr it ing by a par ty,  or to  the last  known address of  the par ty,  and 

wi l l  be demed received 5 working days af ter pos t ing.  I f  served by facs im i le o r  

e lect ron ic transmiss ion,  i t  wi l l  be deemed rece ived on the date sent by facs imi l e or 

other e lec tron ic  t ransmiss ion.  I f  personal ly served, i t  wi l l  be deemed received at  the 

date and t ime of ac tual receip t.  

 

Pena lt i es  

55. -(1) Any person who contravenes a provis ion of  these Regulat ions commi ts  an  

offence and,  un less  otherwise provided, shal l  be l iable  for  a f ine not exceeding 

$20,000.  

  

(2)   Under these Regula t ions,  a ‘person ’ means an employer,  a t rade un ion or any 

person represent ing or  agent of  the employer or trade union o r any other person or  

ent i ty secur ing a  prescr ibed user-pay serv ice  from the Minis t ry  or  other  serv ice  

prescr ibed to be undertaken under these Regula t ions.  

 

 

 

 

PART 13 — REVOCATION, TRANSITIONAL AND SAVINGS 

 

Def ini t ions 

56.  In th is  Part  – 

 

“Arbi trat ion Tr ibunal”  means the body establ ished under Sec t ion 20  of the 

Trade Disputes Ac t (Cap 97);  

 

“Commencement date”  means the date on which the Employment  Relat ions 

Promulgat ion 2007 comes into force;  

 

“complet ion date” means the day,  on or af ter which the Arbi t ra t ion Tr ibunal  

has d isposed of a l l  the proceedings in that Tr ibunal.  
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Transfer  of  jur isd ic t ion 

57. -(1) Th is  regu lat ion app l ies  to  jur isd ic t ion and powers ves ted in  or exerc isab le  

by the Arbi trat ion Tr ibunal  or  a member of  that  T r ibunal  immediatel y before the 

commencement date in re la t ion to an ac t  or omiss ion occurr ing befo re the 

commencement date,  except in re la t ion to matters  for wh ich the Arbi t rat ion Tr ibuna l  

had begun the substant ive hear ing in  proceedings.  

 

(2)  On and af ter the commencement date,  the jur isd ic t ion and powers to which  

th is  regulat ion appl ies  -  

(a)  cease to be vested in  or exercisab le by the Arbi trat ion Tr ibunal  or a 

member of  that  Tr ibunal ;  and 

(b)  are vested in  the Employment Re la t ions T r ibunal.  

 

Transfer of  proceedings  

58. -(1)   Th is regula t ion appl ies  to  proceed ings commenced in  the Arbi t rat ion  

Tr ibunal but  in  respect of  which the Arbi t rat ion Tr ibunal  had not begun the 

substant ive hear ing befo re the commencement date.  

 

(2)  On the commencement date,  proceed ings to which this  r egu la t ion appl ies  are  

transferred to the Employment Relat ions Tr ibunal .  

 

(3)  I f  proceedings  to which th is  i tem appl ies  are transferred under  sub regulat ion 

(2) -  

(a)  al l  documents f i l ed in  the Arbit rat ion Tr ibunal in relat ion to the 

proceedings are to be transmitted to the Employment  Relat ions  

Tr ibunal;  and 

(b)  everything done in  or in  re lat ion to the proceed ings in the Arb it ra t ion  

Tr ibunal is  taken to have been done in the Employment Relat ions  

Tr ibunal.  

 

Arb it ra t ion Tr ibuna l remains in  exis tence 

59. -(1) The Arb it ra t ion Tr ibunal cont inues in  ex i s tence as i f  the Trade Disputes Act  

(Cap 97) i s  in force immediate ly before the commencement date and cont inued to be 

in  force on and after that commencement.  

 

(2)  Sub regulat ion (1) ceases to have effec t on after the complet ion date.  
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Limited jur isdic t ion of  the Arbi trat ion Tr ibunal  

60. -(1) Th is  i tem appl i es  to  proceedings  commenced in the Arbi t rat ion Tr ibunal  in  

respect of  which  the Arb itr at ion Tr ibuna l had begun the substant ive hear ing before the 

commencement date.  

 

(2)  On and after the commencement date -  

(a)  the Arbi trat ion Tr ibuna l cont inues to have jur isd ict ion to deal  wi th the 

proceedings to wh ich th is  i tem app l i es  as  i f  the Promu lgat ion  had not  

been enacted;  and 

(b)  the Trade D isputes Act  (Cap 97) as in force immediately before the 

t ransfer day cont inues to have effect in re lat ion to the Arb it ra t ion  

Tr ibunal ’s  exerc ise of  i t s  jur i sdic t ion in relat ion to the proceedings.  

 

(3)  This regu lat ion ceases to have eff ect after the complet ion date.   

 

Terms and condi t ions of  appo intment of  members  of  the Arb it ra t ion Tr ibunal 

61. -(1) The Permanent Arbi t ra tor  and other  members of  the Arbi t rat ion Tr ibuna l  

cont inue to ho ld of f ice as  members of  that t r ibunal ,  on and after the commencement  

date.  

 

(2)  Sub regulat ion (1) ceases to have effec t af ter the complet ion date.  

 

 

Revocat ion of regu lat ions 

62.   Subject to  sect ion 265 o f  the Promu lgat ion  and Par t 13 of these Regulat ions,  the 

fo l lowing Regu la t ions are revoked -  

(a)  Employment Regula t ions (eg Regula t ions 1,  2 6 8) 

(b )  Employment (App l icat ion) Order 

(c)  Employment (Exc lus ion) Order 

(d )  Employment (Med ica l  Treatment)  Regu la t ions  

( e)  Trade Disputes Regulat ions 

( f )  Trade Disputes (Procedure Agreement)  Order  

(g)  Trade Un ions Regulat ions 

(h )  Trade Un ions (Accounts)  Regu lat ions 

( i )  Trade Un ions (Deduct ion  of Union Dues) Regulat ions, 1991 (LN 59/91) 

( j )  Wages Counc i l  Regula t ions 

(k)  Wages Counc i l  (Meet ings  and Procedures) Ru les 
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( l )  Al l  orders  made under  the repealed Ac ts  pursuant  to  sect ion 265  o f  the 

Promulgat ion 

 

 
 
 
DATED this ………………. day of                                  2008. 

 

 

 

 

…………….……………………………. 

Lekh Ram Vayeshnoi 

Minister for Labour, Industrial Relations, Employment, Local Government, Urban Development and 

Housing 
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SCHEDULE 1 
 
FORMS 
 
 
FORM 1 
 
REFERRAL OF AN EMPLOYMENT GRIEVANCE TO MEDIATION 
 
[Sect ion 200(1) (a) ,  Employment Re lat ions Promu lgat ion 2007 and Regula t ion3(1)]  
 

Worker detai ls  
 
Name …………………………………… 

 
Address………………………………….. 

 
Phone number/Mobi l e Number…………………………… 
 
E-mai l  Address……………………………………. 

 
Occupat ion ……………………………… 

 
Membersh ip o f  trade un ion (Yes/No) ……………………………. 
 
Has th is  gr ievance been repor ted by your trade un ion? (Yes/No)….. . . . . . . . . . . . . . . . .  

 

Employer detai ls  
 
Name of employer ……………………….. 
 
Contact person (preferably someone who has been invo lved in  the internal  gr i evance 
procedure) 
 
…………………………………………….. 
 
Type of bus iness……………………………………………… 
 
 
 
Address:  …………………………….………………. 
 
Phone number/Mobi l e:  ……………………………. 
 
E-Mai l  Address………………………………………………. 
 
Fax Number……………………………………………………… 
 
 
 
Detai ls  of  employment grievance (the problem) 
 
P lease expla in what caused your prob lem:  
 
……………………………………………………………………………………………… 
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……………………………………………………………………………………………… 
 
……………………………………………………………………………………………. 
 
Note:  I f  the employment gr ievance or problem relates  to a dismissa l ,  p lease at tach a  
copy of  the employer ’s  s ta tement  that  sets out  the reasons for the d ismissal .  An  
employer i s requ ired to provide th is  s ta tement under Sect ion 114  o f  the Promulgat ion.  
 
 

 
 
I  declare that a l l  in terna l gr ievance procedures,  as  appl icable,  have been exhausted in  
accordance with Sect ions 110  and 111 ,  i nc luding Schedule 4 o f  the Employment 
Relat ions Promulgat ion 2007 .  
 
I  now wish to refer th is  mat ter to  mediat ion.  
 
 
 
…………………………………..   
Name of worker    
 
 
…………………………………… 
Signed 
 
 
…………………………………. 
Date 
 
Note 

•  An employment gr ievance must be ra ised with the employer wi th in 6 months of  the 
re levant i ssue ar is ing.   

•  I f  the gr i evance is  not  ra ised wi th in th is  per iod and the employer does  not agree 
to extend the per iod,  the worker may apply to  the Tr ibunal  fo r an extens ion of th is  
per iod.  (See Sect ion 111 of  the Promulgat ion).  

•  A copy of th is  form must  be sent to  the employer to which the employment  
gr ievance re lates .  

•  Case Number:………………………(to be f i l led by the Mediation Services) 
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FORM 2 
 
NOTICE TO ATTEND MEDIATION 
 
[Sect ion 201  Employment Re la t ions Promulgat ion 2007 and Regula t ion 4(2)]  
 
(Case Number:…………………….) 
 
To the parties 
 
Worker………………..………………..         Employer…………..…………………… 
 
Trade Un ion……………………………..  
 
The Mediato r appo in ted to mediate your case is………………..…………………. 
 
You wil l  be required to attend: 
 
1 .  Your prel im inary conference ( i f  app l icable)  on  (date/t ime and place)- - - - -- -- - -  
 

2 .  Your f i rs t  mediat ion sess ion on (date/ t ime and p lace) - - - -- -- - -- -- -- - -- -- - -- - - -  
 
 
The matter that wi l l  be mediated on is  an employment gr ievance /  employment d ispute 
[cross out the one that i s  inappl icable]  
 
The issues that wi l l  be mediated on ( i f  poss ib le  to s tate)  inc lude:  
 
 
……………………………………………………………………………………………… 
 
 
……………………………………………………………………………………………… 
 
 
I f  you fai l  to  appear  at mediat ion on th is  date wi thout reasonab le  excuse,  you commit  
an off ence under Sect ion 201 o f  the Promulgat ion and may have to pay a f ine of  up to 
$2,000.  
 
I f  there is  a good reason why you cannot  attend the mediat ion  on the above date,  
p lease advise the Mediat ion Serv ices  a t least 7 working days befo re the mediat ion,  and 
the Mediat ion Serv ices  wi l l  cons ider  your request.  You  wi l l  be not i f i ed i f  there is  any 
change to the above date.  
 
 
…………………………………..   …….. . ……………………………… 
Signature of  the appointed Mediator          Name of  the appointed Mediator  
 
…………………………………. 
Date 
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FORM 3 
 
CERTIFICATE OF MEDIATION 
 
[Regulat ion 10(4) ,  Employment Relat ions (Adminis trat ion) Regulat ions 2007]   
 
(Case Number:…………………….) 
 
 
This  is  to  cert i fy that ………………………………….. . . .( insert  name of  worker or trade union) 

and …………………………………………... . . . . . . . . . . . . . . ( insert  name of  employer)  at tended the 

Mediat ion Serv ices  on ………………………………(inser t date(s))  to resolve an employment  

……………………………(inser t gr i evance or d ispute,  as  appl icable) .   

 

 

This  mat ter  was [cross  out as  appl icab le]-  

�  sett led at the Mediat ion Services  on ………………. or 

�  referred to the Employment Relat ions Tr ibunal on………………..  

 

 
 
……………………………………… 
Name of Appointed Mediator 
 
 
 
 
 
……………………………... . . . . . . . . . .    ……………………………… 
Signature of  Appointed Mediator    Date of Certif icate 
 
 
 
Note 

•  A copy of the Cer t i f ica te must not conta in conf ident ia l  mater ia l  ar is ing from the 
mediat ion.    

•  A copy of the Cer t i f i cate  must be served on the part ies invo lved in  the mediat ion.  

•  The Mediato r must f i l e the or ig inal o f  the Cert i f i cate wi th the Mediat ion Serv ices .  
 
 
 
 
 
 
 
]  
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FORM 4 
 
CERTIFICATE OF DECLARATION AND REFERRAL OF EMPLOYMENT GRIEVANCE 
OR EMPLOYMENT DISPUTE TO EMPLOYMENT TRIBUNAL 
 
[Sect ion 194(5) ,  Employment  Re la t ions Promulgat ion 2007 and Regulat ion 11]  
 

Case Number:……………………. 
 
I  hereby dec lare that the employment  gr ievance(s)/employment d ispute(s)  out l ined 
below has/have not  been reso lved in mediat ion he ld on ………………………….,  and, in  
accordance wi th Sect ion  194(5) of  the Promulgat ion,  I  hereby refer the employment  
gr ievance(s)/employment dispute(s)  to the Employment Rela t ions Tr ibunal.  
 
 
Outline of unsettled employment grievance(s)/employment dispute(s):  
   
1 .…………………………………………………………………………………………… 
 
2.…………………………………………………………………………………………… 
  
3.…………………………………………………………………………………………… 
 
4.…………………………………………………………………………………………… 
 
5.…………………………………………………………………………………………… 
 
6……………………………………………………………………………………………. 
 
7……………………………………………………………………………………………. 
 
 
 
- - -- -- - -- - - - -- -- -- - -- -- - -- --- - -- -     - - -- -- - -- - - - -- -- -- - -- -- -  
Name of Appointed Mediator    Date 
 
 
 
- - -- -- - -- - - - -- -- -- - -- -- - -- --- - -- -- - --  
Signature of  Appointed Mediator 
 

 
Note:   
•  Please at tach co rresponding Form 1 or Form 6 
•  Addi t iona l info rmat ion can be a lso attached 
•  A copy of th is  Form and Form 1 to be sent to the Permanent Secretary 
•  A copy of th is  Form to be sent to  the Mediat ion Serv ices .  
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FORM 5 
 
REPORT OF A DISPUTE TO THE PERMANENT SECRETARY 
 
[Sect ion 169(2) ,  Employment  Re la t ions Promulgat ion 2007and Regulat ion  12(1)]  
 
 

 
Trade Union detai ls 
 
Name …………………………………… 

 
Reg is tered Address………………………………….. 

 
Phone number/Mobi l e Number…………………………… 
 
E-mai l  Address……………………………………. 

 
Worker(s) detai ls  

 
Name of worker represented……………………………………………… 
 
Occupat ion of Worker ……………………………… 

 
Is  the worker a member of  the trade un ion ment ioned above (Yes/No) ………… 
 
Has th is  i ssue been reported by the worker as a gr ievance (Yes/No). . . . . . . . . . . . . . . . . .  

 

Employer detai ls  
 
Name of employer ………………………….. 
 
Contact  person (preferably someone who has been invo lved in the interna l  set t l ement 
of  d ispute o r gr ievance procedure) 
 
…………………………………………….. 
 
Type of bus iness……………………………………………… 
 
 
 
Address:  …………………………….………………. 
 
Phone number/Mobi l e:  ……………………………. 
 
E-Mai l  Address………………………………………………. 
 
Fax Number……………………………………………………… 
 
 
Detai ls  of  dispute (the problem) 
 
P lease expla in what the dispute i s  about or l is t  the matters  in  d ispute:   
 
……………………………………………………………………………………………… 
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……………………………………………………………………………………………… 
 
……………………………………………………………………………………………. 
 
Note:  I f  the d ispute re la tes  to a dismissal ,  p lease attach a copy of the employer ’s  
s tatement that  sets  ou t the reasons fo r the dismissa l .  An employer  is  requ ired to  
provide th is  s ta tement under Sect ion 114 o f  the Promulgat ion.  
 

 
 
I  dec lare that a l l  internal procedures for sett l ing d isputes ,  as  appl icable,  have been 
exhausted in accordance with Sec t ion 168  and Schedule 6 of  the Employment  
Relat ions Promulgat ion 2007 .  
 
I  now wish to report  th is  matter to  the Permanent Sec retary.  
 
 
 
……………………………………………….   
Name of Trade Union/Name of Employer (delete whichever appl icable)   
 
 
………………………………………………………… 
Signature of  the Trade Union’s  General  Secretary/ 
Signature of  Employer (delete whichever applicable) 
 
 
…………………………………. 
Date 
 
Note 

•  A repor t of  a d ispute is  only enter ta ined by the Permanent Secretary i f  i t  i s  wi th in  
6 months f rom the date on which the d ispute arose “except where the de lay to 
repor t was caused by mistake o r other good cause” (Sect ions 170(6) and 170(9) of  
the Promulgat ion).  

•  The par ty repor t ing the dispute must,  with in 3 days,  provide a copy of  th is  Form 
and any attachment(s)  to each par ty to  the dispute.  

•  Addi t iona l at tachment(s)  to  this  Form can a lso be forwarded i f  the repor t ing par ty  
bel ieves that the in fo rmat ion is  necessary to fac i l i tate the dec is ion of  the 
Permanent  Secretary e.g .  copy of re levant col lec t ive agreement.  

Case Number:………………………(to be f i l led by the Ministry) 
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FORM 6 
 
REFERRAL OF EMPLOYMENT DISPUTE TO MEDIATION SERVICES BY THE 
PERMANENT SECRETARY 
 
[Sect ion 170(4) (b) ,  Employment Re lat ions Promu lgat ion 2007 and Regula t ion 14(1)]  
 

Case Number:……………………. 
 
I  have accepted and hereby refer  the employment d ispute(s)  out l ined below to  the 
Mediat ion Serv ices ,  after exerc is ing the dec is ion  making powers vested upon me under  
the re levant prov is ions o f  Sect ion 170 of the Promulgat ion.  
 
 
Out l ine of  mat ters  in employment d ispute as  repor ted by the aggr ieved party:  
   
1 .…………………………………………………………………………………………… 
 
2.…………………………………………………………………………………………… 
  
3.…………………………………………………………………………………………… 
 
4.…………………………………………………………………………………………… 
 
5.…………………………………………………………………………………………… 
 
6……………………………………………………………………………………………. 
 
7……………………………………………………………………………………………. 
 
 
 
- - -- -- - -- - - - -- -- -- - -- -- - -- --- - -- --     - - -- -- - -- - - - - - -- -- - -- -- -  
Name of Permanent Secretary     Date 
 
 
 
- - -- -- - -- - - - -- -- -- - -- -- - -- --- - -- -- - -- -      
Signature of  Permanent Secretary    Official  Stamp 
 

 
Note:   
•  Please at tach co rresponding Form 5 
•  Addi t iona l info rmat ion can a lso be attached 
•  A copy of th is  Form to be sent to  al l  the par t ies in  d ispute.   
•  The mediat ion process must  f i rs t  be exhaus ted before the employment  d ispute is  

referred to the Employment  Re la t ions Tr ibunal (Sect ion 170(5) of  the 
Promulgat ion).  
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FORM 7 
 
REFERRAL OF EMPLOYMENT DISPUTE TO EMPLOYMENT RELATIONS TRIBUNAL 
BY THE PERMANENT SECRETARY 
 
[Sect ion 170(4) (a) ,  Employment Re lat ions Promu lgat ion 2007 and Regulat ion 15(1)]  
 

Case Number:……………………. 
 
I  have accepted and hereby refer  the employment d ispute(s)  out l ined below to  the 
Employment Relat ions Tr ibunal,  a f ter exerc is ing the dec is ion mak ing powers vested 
upon me under the re levant  provis ions of  Sect ion  170 of the Promu lgat ion.  
 
 
Out l ine of  mat ters  in employment d ispute as  repor ted by the aggr ieved party:  
   
1 .…………………………………………………………………………………………… 
 
2.…………………………………………………………………………………………… 
  
3.…………………………………………………………………………………………… 
 
4.…………………………………………………………………………………………… 
 
5.…………………………………………………………………………………………… 
 
6……………………………………………………………………………………………. 
 
7……………………………………………………………………………………………. 
 
 
 
- - -- -- - -- - - - -- -- -- - -- -- - -- --- - -- --     - - -- -- - -- - - - - - -- -- - -- -- -  
Name of Permanent Secretary    Date 
 
 
 
- - -- -- - -- - - - -- -- -- - -- -- - -- --- - -- -- - -- -      
Signature of  Permanent Secretary   Off icial  Stamp 
 

 
Note:   
•  Please at tach co rresponding Form 5 
•  Addi t iona l info rmat ion can a lso be attached 
•  A copy of th is  Form to be sent to  al l  the par t ies in  d ispute.  
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FORM 8 
 
EMPLOYER WORKPLACE-BASED INFORMATION 
 
[Sect ion 45(1)( j)  o f  the Employment Re la t ions Promulgat ion 2007 and Regulat ion  
18(2)]  
Employment Information 
 
Registered Name of Employer………………………………………………………...  
Trading Name (i f  different from above)……………………………………………. 
Location Address………………………………………………………………………..  
Registered Postal  Address…………………………………………………………….. 
City/Town………………………………………………………………………………… 
Distr ict……………………………………………………………………………………. 
Tikina…………………………………………………………………………………….. 
Province………………………………………………………………………………….. 
Contact  Detai ls…………………………………………………………………………. 
�  Phone…………………………………………………………………………………. 
�  Fax…………………………………………………………………………………….. 
�  Email…………………………………………………………………………………. 
Type of Ownership…………………………………………………………………….. 
�  Private……………………………………………………………………………….. 
�  Public………………………………………………………………………………… 
�  State Owned Enterprise 
�  Multinational 
�  Others 
Parent Company/Holding Group 
�  Name of Parent Company/Holding Group 
�  Physical  Address of Parent Company/Holding 
FNPF Reference Number 
Nature of Business  (Type e.g.  Paint retai lers) 
Major Type of Work Undertaken 
Type of Service 
�  Essential  
�  Non-Essential  
�  Mixed 
Industry Classi f ication (By ISIC Standard) 
Name of Registered (or Recognized) Trade Unions 
Number of Union Members 
Workers Profi le 
�  By size 
             Less than 10 workers  
  10 to 20 workers 
  21 to 50 workers 
  51 to 100 workers 
  More than 100 workers 
�  Number of People With Disabi l ity (PWD) Status 
�  By Gender 
                    Number of Male Workers 
   Permanent  
   Casual 
   Others 
  Number of Female Workers 
   Permanent 
   Casual 
   Others 
�  By Residency:  If  Expatriate –country of  origin  
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                                                -nationality  
                    Local  
  Expatriate 
   China 
   Austral ia 
   New Zealand 
   United States of Amer ica 
   Canada 
   South America 
   Europe 
   Korea 
   Japan 
   India 
   Pakistan 
   Sri  Lanka 
   Phil ippines 
   Ghana 
   Nigeria 
   United Kingdom 
   Russia 
   Tonga 
   Samoa 
   Cook Island 
   Papua New Guinea 
   Others 
�  By Age Groups 
                    <15 years 
 >=15 and <18 
 >=18 and <21 
 >=21 and <55 
 >=55 and <60 
 >=60 and <70 
 >=70 years 
�  By Ethnici ty 
                   Fij ian & Rotuma origin 
 Indian origin 
 European origin 
 Others 
                             Part European origin 
  Chinese origin 
  Melanesian origin 
  Polynesian origin 
  Micronesian origin 
  Others 
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FORM 9 
 
APPLICATION FOR REGISTRATION AS A TRADE UNION 
 
[Sect ion 119  Employment Re la t ions Promulgat ion 2007 and Regula t ion 21]  
 

 
Name of t rade un ion or  proposed trade un ion 
 
…………………………………………………….. 
 
Phys ica l  locat ion of proposed reg is tered off i ce 
 
……………………………………………………… 
 
Posta l  address  of  of f i ce 
 
………………………………………………………. 

 
We, the unders igned members ,  have been author ised by the trade un ion  to make th is  
app l icat ion on i ts  behalf  by a General  Meet ing held at  
 
[ insert  address  of  meet ing place]. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
 
on [ insert  date] ……………………………………………….. 
 
We dec lare that none of  us  i s  a member of  any other trade un ion.  
 
We have attached the fo l lowing documents ,  as  requ ired by Sec t ion 119 of the 
Employment Relat ions Promulgat ion 2007 :  

(a)  A statement of  the names of the of f i cers  of  the t rade un ion,  inc luding the ir  
t i t l es ,  addresses,  ages and occupat ions;   

(b)  Four copies  of  the rules  of  the trade union,  authent icated by the president and 
the secretary;  and 

(c)  A cer t i f ied copy of the re levant ext rac t f rom the minutes of  the General  
Meet ing.  

 
S igned by the fo l lowing members on [ insert  date]………………: 
 
Name of Member 1 
 
……………………………………………… 
Address  
 
……………………………………………… 
Phone number  
 
……………………………………………. 
Occupat ion  
 
…………………………………………. 
S igned 

Name of Member 2 
 
……………………………………………… 
Address  
 
……………………………………………… 
Phone number 
 
……………………………………………. 
Occupat ion  
 
…………………………………………. 
Signed 
 

Name of Member 3 
 

Name of Member 4 
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……………………………………………… 
Address  
 
……………………………………………… 
Phone number  
 
……………………………………………. 
Occupat ion  
 
…………………………………………. 
S igned 
 

……………………………………………… 
Address  
 
……………………………………………… 
Phone number 
 
……………………………………………. 
Occupat ion  
 
…………………………………………. 
Signed 
 

Name of Member 5 
 
……………………………………………… 
Address  
 
……………………………………………… 
Phone number  
 
……………………………………………. 
Occupat ion  
 
…………………………………………. 
S igned 
 

Name of Member 6 
 
……………………………………………… 
Address  
 
……………………………………………… 
Phone number 
 
……………………………………………. 
Occupat ion  
 
…………………………………………. 
Signed 
 

Name of Member 7 
 
……………………………………………… 
Address  
 
……………………………………………… 
Phone number  
 
……………………………………………. 
Occupat ion  
 
…………………………………………. 
S igned 
 

 

 

Notes on members and off icers:   

•  No member may belong to more than one trade un ion.  

•  "Of f icer" inc ludes any member o f  the Execut ive Committee and any o ff icer of  a  
branch.  

•  Addi t iona l names of members may be submitted .  

•  Only a c i t i zen of the F i j i  Is lands may be an of f icer.  

•  An undischarged bankrupt  may not be an off icer .  

•  Off icers  must  have worked fo r a per iod of at  least 6 months in  an industry,  trade 
or occupat ion wi th which the un ion is  concerned. This  requ i rement does not apply  
to  the secretary and the treasurer.  

•  I f  a  person has been convic ted of a cr imina l o f fence that car r ies  a penal ty  of  6  
months impr isonment or  longer,  that person cannot be an of f i cer for 3 years  after 
the date of  convic t ion.  
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Notes on registration:  

•  The Regis t rar may refuse to register a t rade un ion fo r the reasons set out in  
Sect ion 125  o f  the Employment Rela t ions Promu lgat ion 2007 .  

•  The t rade un ion must no t i fy the Regis t rar of  any change to the physical  locat ion or  
the posta l  address  of  the regis tered of f ice.   
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FORM 10 
 
CERTIFICATE OF REGISTRATION OF A TRADE UNION 
 
[Sect ion 126  Employment Re la t ions Promulgat ion 2007 and Regula t ion 22]  
 
 
Registration No.. . . . . . . .  
 
 
I ,  the Regist rar of  Trade Unions,  cer t i fy that the [ inser t  name of  t rade un ion] was 
regis tered as a t rade un ion under  Sect ion 120  o f  the Employment Relat ions 
Promulgat ion 2007  on ……………………. [ insert  date] .  
 
This  cer t i f i cate,  un less  i t  has been proven to  have been cance l led or  wi thdrawn, is  
conc lus ive evidence that  the t rade un ion is  a du ly reg is tered trade union .  
 
 
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
Name of the Registrar  of  Trade Unions 

 
 
……………………………………………..    …………………. 
Signature of  the Registrar of  Trade Unions    Off icial  Stamp 
 
 
…………………………………………….. 
Dated  
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 FORM 11 
 
CERTIFICATE OF RESULT OF BALLOT FOR AMALGAMATION 
 
[Sect ion 123  Employment Re la t ions Promulgat ion 2007 and Regula t ion 28(2)]  
 

Name of t rade un ion 
 
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
 
Locat ion o f regis tered of f ice 
 
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
 
Posta l  address  of  regis tered off i ce 
 
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

 
We dec lare that  the requi rements  of  the Employment Re la t ions Promulgat ion 2007 and 
i ts  regu la t ions have been compl ied wi th in  re lat ion to sec ret bal lo ts  for  the 
amalgamat ion of regis tered t rade un ions.  
 
Resu l ts  
 

The to ta l  number of  members ent i t led to vote was. . . . . . . . . . . . . .  
 
Number of  papers  issued. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
 
Number of  papers  in  the ba l lo t  box. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .   
 
Number of  votes in favour of  amalgamation. . . . . . . . . . . . . . . . . . .  
 
Number of  votes against  amalgamation. . . . . . . . . . . . . . . . . . . . . . . . . .  

 
Number of  in formal/ inval id votes . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
 

 
F inal  resu l t:  [s tr ike out as  appl icable]   
 
Amalgamation author ised /  not author ised 

 
 
………………………………….. 
S igned by Off ic i al  1  
(union off i cer)  
 
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
Name  
 
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
Pos i t ion 
 

 
………………………………….. 
S igned by Off ic ia l  2 
(member representat ive)  
 
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
Name  
 
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
Occupat ion 

 
Date………………………………. 
 
Note 

•  A s igned copy of  th is  cer t i f i ca te must be posted in the registered off i ce of  the 
trade un ion and in  every  branch off ice.   
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•  A s igned copy of  th is  cer t i f ica te must be sent  to the Reg is trar  together  with the 
not ice of  amalgamation.  
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FORM 12 
 
NOTICE OF TRADE UNION AMALGAMATION 
 
[Regulat ion 28(3) ,  Employment Relat ion (Admin is tra t ion) Regulat ions 2007]  
 
To the Regis t rar 
 
We, the unders igned,  apply under  Sect ion  123 of the Employment Relat ions 
Promulgat ion 2007  for amalgamat ion of the fo l lowing registered trade un ions:  
 
1 ……………………………………………….. 
 
2 ……………………………………………….. 
 
3 ……………………………………………….. 
 
The name of the new union formed by th is  amalgamation w i l l  be 
 
……………………………………………….. 
 
Each  trade un ion which  is  party to  this  appl icat ion has conduc ted a  secret  ba l lo t  
amongst i t  members as  prescr ibed by Sect ion 123(2) of  the Employment Relat ions  
Promulgat ion 2007 .  
 
Three copies  of  the proposed ru les  of  the new un ion are at tached to th is  form.  
  
S igned on [ insert  date]  
 
TRADE UNION 1:  [insert name] ………………………………………… 
 
 
………………………………… 
Signed by Chai rperson 
 
………………………………….. 
Name  
 

 
…………………………………  
S igned by Secretary 
 
………………………………….. 
Name  
 

 
………………………………… 
Signed by Treasurer 
 
………………………………….. 
Name  
 

 
………………………………… 
Signed by Member  
 
………………………………….. 
Name  
 

 
………………………………… 
Signed by Member  
 
………………………………….. 
Name  
 

 
………………………………… 
Signed by Member  
 
………………………………….. 
Name  
 

 
………………………………… 
Signed by Member  
 
………………………………….. 
Name  
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TRADE UNION 2:  [insert name] ………………………………………… 
 
 
………………………………… 
Signed by Chai rperson 
 
………………………………….. 
Name  
 

 
…………………………………  
S igned by Secretary 
 
………………………………….. 
Name  
 

 
………………………………… 
Signed by Treasurer 
 
………………………………….. 
Name  
 

 
………………………………… 
Signed by Member  
 
………………………………….. 
Name  
 

 
………………………………… 
Signed by Member  
 
………………………………….. 
Name  
 

 
………………………………… 
Signed by Member  
 
………………………………….. 
Name  
 

 
………………………………… 
Signed by Member  
 
………………………………….. 
Name  
 

 

 
TRADE UNION 3:  [insert name] ………………………………………… 
 
 
………………………………… 
Signed by Chai rperson 
 
………………………………….. 
Name  
 

 
…………………………………  
S igned by Secretary 
 
………………………………….. 
Name  
 

 
………………………………… 
Signed by Treasurer 
 
………………………………….. 
Name  
 

 
………………………………… 
Signed by Member  
 
………………………………….. 
Name  
 

 
………………………………… 
Signed by Member  
 
………………………………….. 
Name  
 

 
………………………………… 
Signed by Member  
 
………………………………….. 
Name  
 

 
………………………………… 
Signed by Member  
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………………………………….. 
Name  
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FORM 13 
 
ANNUAL RETURN 
 
[Sect ion 129(2)  Employment Re la t ions Promulgat ion 2007 and Regulat ion 31]  
 
 
 
Annual return of the [ insert name of trade union] for the year ended 31 
December [ insert  year].  
 
General  Informat ion  
 
1 .  Locat ion of regis tered off ice . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
 
2 .  Posta l  address . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
 
3 .  Does the t rade un ion have any branches? I f  yes ,  l i s t  each branch ’s  locat ion and 
number of  members .  
 
 Branch name 

 
Location No.  of  members 

1  
 

  

2  
 

  

…  
 

  

… 
 

   

 
 
4 .  In what t rade,  indust ry or  occupat ion are the members of  the un ion most ly  
employed?  
 
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
 
5 .  Tota l  number  of  vot ing members at the end of the ca lendar year for which th is  
annual  re turn is  prepared  
 
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
 
Deta i l s  of  the Execut ive Committee and Off icers  
 
 Tit le of  off icer Name  Date of  

appointment 

1 Pres ident  
 

  

2 Secretary 
 

  

3 Treasurer 
 

  

4 ……………………… 
 

  

5 ……………………… 
 

  

6 ………………………   
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7  ……………………… 

 
  

 
[Note:  Inser t  more rows  in  tab le as required] 
 
Income and Expend itu re  Account for the Year Ended 31 December  [ insert  year]  
 
[Attach the income and expendi ture account. ]  
 
Balance Sheet as at 31 December [ insert  year]  
 
[Attach the income and expendi ture account. ]  
 
Dec larat ion of  Off icer Bearers  
 
We dec lare that:  
 
•  None of the off icers  of  the trade un ion has been conv ic ted of  any c r ime invo lving 

fraud or d ishones ty dur ing the pas t three years;  
 
•  None of  the off i cers  of  the t rade un ion is  an of f i cer of  any o ther t rade un ion;  and 
 
•  Al l  o f  the off icers of  the trade un ion (except  the Secretary and Treasurer)  are 

current ly  engaged in  the indust ry  or  occupat ion of . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  wi th 
wh ich th is  trade un ion is  d irec t ly concerned. 

 
We dec lare that the in format ion conta ined in  this  Annua l Report  i s  t rue and cor rect 
and in accordance with the Employment Relat ions Promu lgat ion 2007 .  
 
 
……………………………………………………………………… 
Signed by Pres ident     Date 
 
 
……………………………………………………………………… 
Signed by Treasurer    Date 
 
 
……………………………………………………………………… 
Signed by Secretary     Date 
 
 
Aud ito rs ' Repor t 
 
We dec lare that we: 

•  Have had access to a l l  the books and accounts  of  the [ insert  name of  trade 
un ion] ……………………………………(inc luding i ts  branches);   

•  Have examined the Annual  Return and ver i f ied the related accounts  and 
documents;  and 

•  Find the Annua l Return to be co rrect and in  accordance with law. 
 
 
……………………………………………………………………… 
Signed by Fi rs t  Audi tor     Date 
 
Address . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
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Profess ion . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
 
 
 
……………………………………………………………………… 
Signed by Second Aud ito r    Date 
 
 
Address . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
 
Profess ion. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
 
 
Date of  complet ion o f  audi t . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
 
 
Notes  

•  The return must be accompan ied by four copies  of  the ru les  of  the trade union in  
force at  the end of the calendar year in ques t ion.  

•  I f  you make or cause to  be made a fa lse ent ry or omiss ion to annual  retu rn,  you  
commit an offence under  the Employment Relations Promulgation 2007 and 
may be l iab le  for a f ine of  up to $2000 and/or a term of  up to 6 months 
impr isonment.  
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FORM 14 
 

NOTICE OF SECRET BALLOT 
 
[Sect ion 175(2) of  the Employment  Relat ions Promulgat ion 2007 and Regulat ion 33] 
 
To the Registrar of  Trade Unions 
 
The………………………………………………                                  g ives not ice to ho ld a  
 (name of Trade Union) 
 
secret ba l lo t  seeking mandate for s t r i ke act ion aga inst 
 
 
………………………………………………….. 
           (name of Employer)  
 
Date of bal lot:………………………………………………………………. 
 
 
Time of ballot:……………………………………………………………… 
 
 
Place of ballot:……………………………………………………………. 
 
Issues are the fol lowing:  
( l ist  the detai ls  as they would appear in  the bal lot  paper)  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
…………………………………………………………………              …………… 
(s igned on behal f  o f  the Union)             (date of  not ice)     
 
 
 
……………………………………………………………………………………………… 
(pr int name and pos i t ion  in  the Union) 
 
 
 
 
(The Regulat ion requi res that  a  copy of  th is  not i ce  must  be  sent  to the  
employer/employers to whom the secret  bal lot  re lates at  the same t ime as  the not ice  
is  sent  to the Registrar)  
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FORM 15 
 
SECRET BALLOT PAPER FOR PROPOSED STRIKE ACTION 
 
[Sect ion 175(3) of  the Employment  Relat ions Promulgat ion 2007 and Regulat ion 34] 
 
 
 
Name of un ion conduct ing secret bal lo t   
 
……………………………………………………. 
 
 
Record your vote by mark ing a cross  (X) or  a t i ck (√) in  the box next to your  
prefer red opt ion.  
 
Mark only one square.  
  
Do not s ign your name. 
 
 

                                                    STRIKE ACTION 
   I ssues                                                YES  (√)         NO(X)  
   
 
 
 
 
 
 
 

 

        STRIKE ACTION 
Issues                                              YES (√)        NO(X)  
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FORM 16 
 
CERTIFICATE OF RESULT OF STRIKE BALLOT 
 
[Sect ion 175(3) Employment Relat ions Promulgat ion 2007 and Regulat ion 36] 
 
 

Name of t rade un ion 
 
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
 
Locat ion o f regis tered of f ice 
 
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
 
Posta l  address  of  regis tered off i ce 
 
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

 
We dec lare that  the requi rements  of  the Employment Re la t ions Promulgat ion 2007  and 
i ts  regu lat ions have been compl ied with in re lat i on to secret  ba l lo ts  for st r ike act ion in  
accordance wi th Sect ion  175 of the Promu lgat ion.  
 
Resu l ts  
 

The to ta l  number of  members ent i t led to vote was. . . . . . . . . . . . . .  
 
Number of  papers  issued. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
 
Number of  papers  in  the ba l lo t  box. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .   
 
Number of  votes in favour of  st r ike ac t ion. . . . . . . . . . . . . . . . . . .  
 
Number of  votes against  s tr i ke act ion. . . . . . . . . . . . . . . . . . . . . . . . . .  

 
Number of  in formal o r inval id votes . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
 

 
F inal  resu l t:  [s tr ike out as  appl icable]   
 
Str ike act ion author ised /  not author ised 

 
 
………………………………….. 
S igned by Off ic i al  1  
(union return ing off i cer)  
 
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
Name  
 
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
Pos i t ion 
 

 
………………………………….. 
S igned by Off ic ia l  2 
(member representat ive)  
 
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
Name  
 
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
Occupat ion 

 
Date………………………………. 

•  Note:  A s igned copy of  th is  cert i f i cate must be sent to  the Regis trar as  soon as 
poss ib le.  
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FORM 17 
 
DEMAND NOTICE 
 
[Sect ion 19(4) Employment Relat ions Promu lgat ion 2007 and Regula t ion 47] 
 
 
Demand Notice No….………………..  
  
 
Under the provis ions o f  Sect ion 19(4) o f  the Promu lgat ion and Regula t ion  47,  I  
[………………….insert name of enforcer]   a Labour  Off icer or Labour Inspector appo in ted 
under the prov is ions of  Sect ion 16  o f  the Promu lgat ion,  do requi re you, 
 
 
 
Name of Employer:  …………………………………………………………………. 
 
Address of  Employer:  ………………………………………………………………. 
 
 
 
To produce the fol lowing or ig inal  documents  within 14 days with  effect from   
[ insert  date/t ime/ at ………… 
 
……………………………………………………………………………………………… 
 
……………………………………………………………………………………………… 
 
……………………………………………………………………………………………… 
 
……………………………………………………………………………………………… 
 
Fai l ing to produce such  documents  at the date,  t ime and place spec if i ed above is  an 
offence under the Promulgat ion and the Employment Re la t ions (Admin is t rat ion)  
Regulat ions 2007, punishable on convic t ion by a  f ine not  exceeding $20,000.  
 
 
 
S igned: ………………………………………                Date:  …………………….. 
           [Labour Inspector/Labour Off icer ]  
 
 
………………………………….                                 …………………………… 
Name of the Labour Of f i cer/Labour Inspector        Pos it ion 
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FORM 18 
 
FIXED PENALTY NOTICE 
 
[Sect ion 263(3) of  the Employment Relat ions Promulgat ion 2007 and Regulat ion 48] 
 
 
Part  A      Notice number……………….. 
  
Name of manager /  trade union off ic ia l  /  
worker:  
 
 
 

Name of re levant employer or trade 
union:  

 
 
1 .   At [ inser t  t ime] on [ insert  day of  week and date] a t [ inser t  p lace],  i t  is  a l leged 
that you have been found commit t ing an of fence against [ inser t  re levant deta i l s  or 
Sect ion of  Promulgat ion or Regulat ions] .   
 
[ insert  br ie f  detai ls ]………………………………………………….…………………..  
 
………………………………………………………………………………….…………..  
 
………………………………………………………………………………….…………..  
 
………………………………………………………………………………….…………..  
 
2.   I f  you do no t wish for the matter to  be determined in  a tr ibuna l hear ing,  you may 
complete Par t B at tached to th is not ice and forward that fo rm together wi th the 
prescr ibed sum by way of penal ty to the Min is t ry of  Labour  and Indust r ia l  Relat ions  
before inser t  date within 21 days.  
 
3 .  The pena lty for the a l leged offence is  $ ………………. 
 
4.   You have the r ight to  dec l ine to proceed in  the manner descr ibed in c lause 2 above 
and to a l low the matter to  be determined in  a t r ibunal hear ing:– 

( i)     i f  you wish to contest whether the offence al leged was actual l y commi tted;  

( i i )  i f  you wish to submit  to  the t r ibuna l matters  in ex tenuat ion of the pena l ty;  
or 

( i i i )  or any other reason,  in wh ich event you need not  reply or take further  
act ion in respect  of  th is  not ice,  and in  such  case court  proceed ings w i l l  be 
issued agains t you in  due course.  

 
5 .  As we l l  as  paying the penalty connec ted wi th th is  of fence,  you are requ ired to  
remedy your non-compl iance wi th the re levant prov is ions of  the Employment Relat ions  
Promulgat ion by 
 
……………………………………………………………………………………………… 
 
Dated ……………………….. 
 
 
…………………………………………………. 
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Name of Labour Off icer  or Labour Inspector 
 
 
Part  B     Notice number…………… 
 
Surname 
 
 

Given names 

Reg is tered company name /  name of reg is tered t rade un ion  
 
 
Trading as:  
 
 
Res ident ia l  or bus iness address:  
 
 
 
Date of  of fence 
 

Where the of fence was committed 
 
 

Pena lty 
 
$ 
 
 
I  at tach a cheque o r money order of  $ ………………… 
 
S igned…………………………………………………………….. 
 
Name …………………………………………………………….. 
 
Date …………………………………………………………….. 
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FORM 19 
 
CERTIFICATE OF COLLECTIVE AGREEMENT 
 
[Sect ion 166(4)(b) Employment Rela t ions Promu lgat ion 2007 and Regulat ion 51] 
 
 
I ,  the Regis trar of  Trade Un ions,  cer t i fy that  the col lect ive agreement  dated [ inser t  
date] ,  made between [ inser t  name of  trade un ion] and [ insert  name of  employer]  was  
regis tered under Part 16 of the Employment  Relat ions Promulgat ion 2007 on [ insert  
date] .   
 
 
S igned 
 
 
 
………………………………………     …………………………… 
[Insert  Name of Reg is trar]  
Reg is t rar of  Trade Unions   Date 
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FORM 20 
 
RECORD OF STRIKE OR LOCKOUT 
 
[Sect ion 183 Employment Relat ions Promu lgat ion 2007 and Regulat ion 52] 
 
1. Name of  business  …………………………………. 
 
2. Main industry of  your business…………………………………. 
  
3. Type of  work reduction  
[ i f  the type of work  reduc t ion changed dur ing a cont inuous per iod of work 
inter rupt ion,  t ick each type]:  
 
�  Complete s tr ike:  tota l  wi thdrawal  of  labour by some or a l l  workers  
 
 
�  Par t ia l  s t r ike:  reduc t ion  in  type of work;  eg,  “go s low”,  work to rule,  overt ime 

ban, ban on part icu lar types of  work or s imi la r 
 
 
�  Lockout 
 
4.  Place of str ike or lockout  [nearest c i ty or town]  …………………………….. 
 
5.  Number  of  workers  involved in the str ike/lockout  
[ inc lude non-st r ik ing workers  suspended because of the avai lab i l i ty o f  normal  work 
dur ing a s t r ike/ lockout]  ………………………………….. 
 
6.  Describe the group of workers  involved according to thei r  membersh ip of  a 
union,  occupat ion or  other re levant character is t i c   
 
……………………………………………………. 
……………………………………………………. 
 
Do the workers invo lved inc lude any— [p lease t ick a l l  that apply]:  
 
�   par t- t ime workers  
 
�  sh i f t  workers  
 
�  Workers  whose normal span of hours  inc ludes weekends 
 
 
7.  Start  t ime of  str ike/lockout  ……..am/pm on ……………………….…………. 
          [day]       [month]        [year]  
 
    Finish time of str ike/lockout  . . .… am/pm on ……………………….…………. 
          [day]       [month]        [year]  
 
8.  On how many of  these days  was work affected by the str ike/lockout? 
 
………………………………………… 
 

Please answer questions 9 and 10 if  the str ike or lockout included  
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(a)  a total  withdrawal  of  labour by some or al l  of  the workers;  or  

(b)  a lockout;  or  

(c)  wages or salaries deducted by you for the duration of the str ike or  
lockout.  

Otherwise go straight to question 11.  
 
9.  How many hours were lost in total  by al l  workers during the 
str ike/lockout? Inc lude a l l  hours  normal ly worked at al l  t imes inc luding regular  
overt ime that wou ld have been worked 
 
………………………………… 
[For  example,  tota l  t ime los t = durat ion of s t r ike/ lockout (hrs)  x workers  invo lved.  
Inc lude a l l  hours  normal l y worked at a l l  t imes,  including regu lar overt ime and pena l  
t ime that would have been worked.]  
 
10. What was the total  amount of wages  and salaries lost by al l  workers  
during the total  t ime of the str ike/lockout?  
 
$ . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
 
[ Inc lude a l l  wages and salary normal ly  earned at  a l l  t imes inc lud ing regular  overt ime 
and penal t ime that  would have been pa id.]  
 
11.  What were the main reasons for the str ike/lockout ? [ti ck al l  that apply] 
 
�  d ispute over  whether the par t i es  have acted in  good fa i th 
 
�  d ispute ar is ing from negot iat ion of  coverage of employment agreement 
 
�  d ispute over  wage provi s ions of  an employment agreement 
 
�  d ispute over  a safety or heal th agreement 
 
�  d ispute over  the way the employment agreement is  in terpreted or appl i ed 
 
�  d ispute over  a l leged breach of agreement 
 
�  d ispute over  hours  of  work provis ions of  employment agreement 
 
�  d ispute over  redundancy provis ions of  employment agreement 
 
�  d ispute over  leave provi s ions of  employment agreement 
 
�  d ispute over  overt ime/sh if t  provis ions of  employment agreement 
 
�  o ther [p lease desc r ibe]  ……………………………………………… 
…………………………………………………………………………………… 
 
12.  How was this underlying dispute f inal ly resolved? [tick one only] 
 
�  not  reso lved 
 
�  negot ia t ions between employer and workers  or thei r  representat i ves 
 
�  media t ion serv ices  prov ided by the Min is try of  Labour and Industr ia l  Relat ions 
 
�  a determinat ion /  order of  the Employment Relat ions Tr ibuna l  
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�  a dec is ion of  the Employment Cour t or other th i rd par ty 
 
�  o ther [p lease desc r ibe] ……………………………..  
 
13.  What was the method by which normal work was final ly resumed? [tick  
one only] 
 
�  wi thout negot iat ions or  other ac t ion 
 
�  negot ia t ions between employer and workers  or thei r  representat i ves 
 
�  media t ion serv ices  prov ided by the Min is tr y of  Labour and Industr ia l  Relat ions 
 
�  a determinat ion /  order of  the Employment Relat ions Tr ibuna l 
 
�  a dec is ion of  the Employment Re la t ions Court 
 
�  o thers  [p lease descr ibe]  ………………………………………………. 
 
14.  Detai ls  of  person completing this  form 
 
Name ………………………………………. 
 
Pos i t ion ……………………………………… 
 
Bus iness address ……………………………………. 

 
……………………………………. 
 
……………………………………. 

 
Telephone number ……………………………………. 
 
Fax number ……………………………………. 
 
Emai l  address  ……………………………………. 
 
15.  Please sign here:  
 
 
 
……………………………….……………. Date:  ……………………………. 
 
 
Notes 

•  A st r ike or lockout i s  an  industr ia l  ac t ion,  whether i t  is  lawfu l o r not,  that resu lts  
in  a to ta l  or par t ia l  reduct ion of labour fo r a cont inuous per iod of t ime.  

•  Complete one form for each s tr ike or lockout.  

•  I f  the s tr ike  or  lockout was in  more than one locat ion,  complete one fo rm for  each 
locat ion.  

•  Under the Employment Relations  Promulgation 2007 ,  you are ob l iged to keep 
a record of  a l l  of  this  in format ion whenever there is  a s t r ike or lockout .  

•  When you have completed th is  form, p lease send a copy wi th in one month a fter  
the end of each s t r ike or  lockout to  the Min is t ry of  Labour & Industr ia l  Relat ions.   
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•  The mean ings of  “s tr ike” and “ lockout” under  Sec t ion 4  of  the Employment  
Relations  Promulgation 2007  are set ou t below: 

 
A “str ike” means the ac t of  a number of  workers  who are or have been in  the 
employment of  the same employer or d i f ferent employers— 

(a)  in  d iscont inu ing the ir  employment e i ther  who l ly or  par t ia l ly ,  or  in  
reduc ing the normal  performance of i t ;  

(b)  in  breach ing thei r  employment contract wh ich resu lts  in a reduct ion or 
discont inuance in  the work of  the employer;   

(c)  in  refus ing o r fa i l ing after  such discont inuance to resume or re turn  to  
thei r  employment;  

(d)  in  refus ing o r fa i l ing to accept  engagement for work in which the 
workers  are usua l l y employed; or 

(e)  in  reduc ing the ir  normal  output  or  thei r  no rmal  rate of  work  wi th the 
intent ion of d is rupt ing the work;  

i f  the act  is  due to a  combinat ion,  agreement,  common understanding or  
concer ted act ion,  expressed or  imp l ied,  made or  en tered in to by the workers ;  
but  does not inc lude a un ion meet ing agreed to between a trade un ion and the 
employer.  

 
A “ lockout” means the act of  an employer— 

(a)  in  c los ing the employer ’s  p lace of  bus iness ,  or suspending or  
d iscont inu ing the employer ’s bus iness;  

(b)  in  d iscont inu ing the employment of  workers  employed by the employer  
in  consequence of a d ispute;  

(c)  in  breaking any of the employer ’s  employment contract;  or 

(d)  in  refus ing or fa i l ing to engage workers  for any work for wh ich the 
employer usual l y employs the worker;  

wi th a v iew of compel l ing the workers  to accept terms or condi t ions  of  or 
af fect ing employment.   
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SCHEDULE 2 
 
FEES 
 
 
1.0 In th is  Schedule ‘ER’ means Employment Relat ions;  ‘PI ’ means Product iv i ty  

Improvement;  and ‘LMC’ means Labour-Management Consu l ta t ion and 
Cooperat ion Committees.  

 
2.0 Administration of  LMC - 
  

Reg is t ra t ion of  a LMC    -  $150 per LMC 
 Training of LMC committee members   -  as  prescr ibed below. 
 
3.0 Administration of  trade unions - 
     
 Reg is t ra t ion of  trade un ion   -  $1,000 per un ion 
 Reg is t ra t ion of  new ru les and/or a l terat ion of  const i tut ion -   $50  
 Publ ic  Inspec t ion f ee for  Union Const i tut ions,  Ru les  etc  -$5 
 Amalgamation regis trat ion fee      -$10 
 Photocopying lost documents      -$0.20/page 
 
 
4.0 Mediation Services – 
   
 A l l  employment re la t ions mediat ion service conducted by the Chie f  Mediator or  

Mediato rs of  the Med ia t ion Serv ices  const i tuted under Par t 20  of  the 
Promulgat ion are f ree of  charge,  wi th the except ion o f the fol lowing serv ices ,  
wh ich may be conducted by the Mediators  a t the fol lowing bas ic  fees spec if i ed 
below (these fees are part o f  the tota l  charge rates  for respect i ve serv ices as  
prescr ibed under C lause 8)  – 

 
 commercial  mediat ion serv ice   -  $150 per hour 

trade mediat ion service   -  $150 per hour 
consumer mediat ion serv ice    -  $90 per hour 
communi t y med iat ion serv ice   -  $90 per hour 
fami l y mediat ion serv ice   -  $90 per hour 
counsel l ing service    -  $90 per hour 
other mediat ion serv ice   -  $90 per hour 

  
5.0 Training Courses,  Lectures and other ER or  PI Consultancy Services 
 
 conduct ing ER t ra in ing course or lec ture  -$110 per hour 
 conduct ing PI tra in ing course or lec ture  -$110 per hour 
 conduct ing LMC tra in ing course or lec ture  -$110 per hour 
 provid ing ER consu ltancy    -  $110/hour 
 provid ing ER research and development serv ice  -$110/hour 
 provid ing PI consu ltancy    -$110/hour 
 provid ing PI research and development serv ice  -$110/hour 
 provid ing any other consu ltancy or tra in ing serv ice -  $110/hour 
 
6.0 Sell ing of  ER and PI information and publi cations 
 
 se l l ing ER Code of Good Fai th   -  $0.40 per page 
 sel l ing ER Code of E th ics  for Mediators   -$0.40 per page 
 sel l ing ER Nat ional Po l i cy on Sexual  Harassment  -$0.40 per page 
 sel l ing ER Code on HIV/AIDS Prevent ion in Workplaces-$0.40 per page 
 sel l ing ER Advisory Guides     -$0.40 per page 
 sel l ing ER Gu idance Notes    -$0.40 per page 
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 se l l ing Wage & T ime Record    -$0.50 per page 
 sel l ing ER In format ion Brochures/Pos ters   -   Free 
 sel l ing ER In format ion Pamphlets     -   Free 
 sel l ing ER Newsletter      -   Free 
 sel l ing ER Mediat ion Pamph lets ,  brochures,  booklets  etc  -$0.20/page 
 sel l ing LMC Code of  Prac t ice     -  $0.40 per page 
 sel l ing LMC Adv isory Gu ide    -  $0.40 per page 
 sel l ing LMC Gu idance Notes     -  $0.40 per page 
 sel l ing LMC Informat ion Brochures   -   Free 
 sel l ing LMC Informat ion Pamphlets     -   Free 
 sel l ing LMC Newslet ter     -   Free 
 sel l ing any o ther pub l ica t ion     -$0.40 per page 
 access ing & supplying Minis t ry ’s  in format ion -$0.50 per page  
 
 
7.0 Administration Fees 

 
For  the purposes of  determin ing a tota l  charge for any of the serv ices  spec if i ed 
above, any part o f  an hour shal l  be regarded as an hour.  
 
Where appl icable,  admin is trat ion cost  may be added to any of the charges 
under th is  Schedule where appl icable.  

 
 
8.0 Off icers Overtime Charges  and Payment 
 

�  After Normal Working Hours of Service 
 
For  the purposes of  serv ices  l i s ted above which are been under taken by 
Minist ry ’s  o f f icers ,  normal working hours  are  from 8.00am to  4.30pm from 
Monday to Thursday and 8.00am to 4.00pm on Fr iday.    
 
After normal work ing hours  mean hours  of  work ( inc luding travel l ing t ime to  
and from the off icer ’s  home or of f ice wh ichever is  appl icable)  outs ide the 
normal  work ing hours  spec if ied above f rom Monday to F r iday inc lus ive,  in  
add it ion to  Saturday,  Sunday or any other Publ ic  Hol iday o r Spec ia l  Publ ic  
Ho l iday.  
 
 
�  Service conducted after Normal  Working Hours 

 
Where the employer or any person spec if i ca l ly requests  that a user-pay serv ice  
prescr ibed under th is  Schedule be car r ied out af ter  normal work ing hours,  the 
fee to be charged in  respec t to  any serv ice so made shal l  be double the f ee 
otherwise appl icable and, in  add it ion,  the employer or person sha l l  provide fo r  
the of f icer  h is or her  travel l ing,  meal  and accommodat ion costs  where 
app l icable inc luding the of f icer ’s  over t ime pay in  accordance wi th regula t ion  
below.  
 

 
�  Officers Overtime Payment  

 
The of f icer ’s  over t ime shal l  be ca lcu lated on the double- t ime bas is.   That is ,  by  
mult ipl ying by two (2) the current of f i cer ’s  equ ivalent  hour ly rate of  pay wi th  
the number of  ‘a f ter normal work ing hours ’  the of f icer has worked, inc luding 
travel l ing t ime to and from home or  of f i ce whichever is  app l icable.   Any part  o f  
an hour shal l  be regarded as an hour.  
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�  Training Courses,  Lectures and other Services 
 

For  conduct ing a t rain ing course or  lecture,  the charge ra te inc ludes the bas ic  
fee as  spec if i ed above, p lus  t ra ining mater ia l  cost,  t rave l l ing,  meal s  and 
accommodat ion costs  where app l icab le.  
 
For  prov id ing a consul tancy serv ice or research and development serv ice,  the 
charge rate inc ludes the bas ic fee as  spec i f i ed above, p lus  travel l ing,  mea ls  
and accommodat ion costs  where appl icab le .  
 
For  provid ing any other  consu ltancy or t ra in ing serv ice,  the charge rate 
inc ludes the bas ic  fee as  spec i f ied above,  p lus  t ra in ing mater ia l  cost,  
t ravel l ing,  mea ls  and accommodat ion costs  where appl icab le.  
 
The t ime charged for any tra in ing,  research & development and consu ltancy 
service inc ludes the ac tual t ime taken for the part icu lar serv ice provided p lus  
travel l ing t ime. 
 
For  the h i r ing of  any Minis try ’s  Tra in ing Centre or Conference Centre ( inc lus i ve 
of  i ts  t raining equipment)  the charge rate i s $50.00 per hour or par t thereof.  
 
 
For  the purposes of  determin ing a tota l  charge for any of  the serv ices  spec if i ed 
above, any part o f  an hour shal l  be regarded as an hour.  

 
A l l  f ees and charges under th is  Schedule exc lude Value Added Tax (VAT).  
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SCHEDULE 3 
 
 
Wage Counci ls 
 
The fo l lowing are the Wages Counci ls  re ferred to in Regulat ion 19(4):  
 
1 .    Bu i ld ing and C iv i l  and Elec tr ica l  Engineer ing Trades 
2.    Garment Indust ry 
3    Hotel  and Cater ing Trades 
4.    Manufactu r ing Indus try 
5.    M in ing and Quarry ing Indust ry 
6.    Pr in t ing Trades 
7.    Road Transpor t  Industry 
8.    Sawmi l l ing and Logg ing industry 
9.    Secur i ty Serv ices  
10.  Wholesa le and Retai l  Trades 
 
 


