
 

 
 

This document is located on the HR Intranet site at https://index.det.act.gov.au/resources/hr_advice.html 

HR Advice No: 07.2012 

  Updated HR Advice No: 02/08 

Attendance/Breaks/Duty of Care for School Assistants 
 
In relation to attendance beyond ordinary hours of work of school assistants, including Learning 
Support Assistants, the ACT Public Service Education and Training Directorate Enterprise 
Agreement 2011-2013 (the Agreement) clause N1.8 states the following: 
 
N1.8 Where employees work beyond ordinary hours of work in a fortnight they must have 

access to Time Off in Lieu (TOIL) or payment of overtime. Where TOIL arrangements are 
in place they will be based on the employee’s record of attendance maintained in 
accordance with clause N3 – Recording of Attendance. 

 
This means that if school assistants are required to attend to duties, including staff meetings, in 
addition to their ordinary hours of work, they are entitled to either Time Off in Lieu or paid 
overtime. This should be negotiated between the school assistant and their principal. 
 
The ordinary hours of work for school assistants are outlined in clause N1.4 of the Agreement, 
and will generally be an average of 62 hours 30 minutes per fortnight or 31 hours 15 minutes 
per week. 
 
In relation to breaks to be provided to school assistants, including Learning Support Assistants, 
during the school day; school assistants who work 6 hours and 15 minutes per day are entitled 
to 45 minutes of break time throughout the day, however the Agreement clause N1.7 places 
the following restriction on the use of the 45 minutes: 
 
N1.9 When employees are required to vary their standard hours due to operational 

requirements or to meet the specific needs of a school, they must be provided with a 
meal break of no less than 30 minutes after five continuous hours of work. 

 
This means that school assistants, including Learning Support Assistants, must be given a break 
of a block of at least 30 minutes if they have worked 5 hours. This time is for the purpose of a 
meal break and school assistants should not be required to perform duties during this period.  
 
In relation to school assistant duty of care, employees are reminded that all employees have a 
duty of care. The level of duty of care may depend on the circumstances of a specific situation. 
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