Procedures for Administering the Community Language Allowance Scheme
 

The Procedures for Administering the Community Language Allowance Scheme have been developed in conjunction with the Community Language Allowance Scheme Policy.

These procedures outline the eligibility requirements and payment procedures for staff members receiving the Community Language Allowance Scheme.

1. General
1.1. Deputy Directors-General, General Managers, Institute Directors, State Office Directors, Regional Directors and School Education Directors or their nominees, where appropriate, have authority to approve the payment of the CLA to eligible employees and determine the level of payment. The CLA is paid to approved state office, regional office and school administrative and support staff from the salaries budget, and to approved TAFE institute staff from the institute's budget. 

1.2. The two current rates for the CLA, which will be adjusted in accordance with relevant awards and agreements, are:

· the base level rate which is paid to staff members who have passed the CLAS examination conducted by the Community Relations Commission or have NAATI level 2 and whose language skills are required to meet occasional demands for one to one language assistance. Occasional demand means that there is no regular pattern of demand that necessitates the use of the staff member's language skills.

· the higher level rate is one and a half times the base allowance which is paid to staff members who use their language skills for one to one language assistance on a regular basis or who have achieved qualifications of NAATI level 3 and above and who are required to meet either occasional or regular demands for one to one language assistance.

2. Status of community language allowance recipients
2.1. Community language allowance recipients are to be viewed as language aides and not fully qualified interpreters or translators. CLA recipients do not necessarily have the requisite skills for undertaking the type of work a professional interpreter or translator undertakes. 

3. Eligibility for the community language allowance
3.1. The CLA may be paid to any eligible Departmental employee who has either passed the CLAS test or is NAATI accredited and who is:

· essentially public contact staff, counter staff or other administrative staff who deal with public enquiries;

· prepared to be identified as possessing language skills in a language other than English and available to use these language skills;

· required to use the language skill in a one-to-one (Language Aide) situation in dealing with public enquiries;

· not currently employed as an interpreter or translator;

· not currently employed in a position where particular language skills are an essential requirement of the position; and

· recognised by management as an employee who can use their skills in a language other than English as an adjunct to their normal duties.

4. The community language allowance scheme test
4.1. To be eligible for a CLA, the staff member (except those already accredited by NAATI) must pass a language test to determine their ability to speak and read a community language. The test is conducted and administered by the Community Relations Commission's Language Services Division and consists of the following elements:

· conversation in English and a language other than English in a semi-formal context, as well as a complex or problematic exchange;

· summarising brochure or work-related text from English into the language being tested;

· summarising brochure or work-related text from the language being tested into English; and

· reading aloud a text in the language being tested.

4.2. Employees who are accredited by NAATI at levels 2-5 do not need to sit for the CLAS test.

4.3. Costs for CLAS testing and any review of test results will be funded from the relevant budget of the state office directorate, regional office, institute or school.
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