


<Insert Date>

Dear <Insert Name>
Conditions of Employment 

This letter confirms the terms and conditions upon which you are offered employment with <Insert Company Name> ("the Company").

1. Position

You are employed by the Company as a <permanent/semi permanent/full time/part time/casual> employee in the position of <insert position> commencing on <Insert Date>.  You are employed at the Company's premises at <insert company address> or, if the Company changes premises, such other premises as may be determined by the Company.  

2. Duties

Your duties are set out in the Job Description attached as Annexure A.  In your position, you report directly to <Insert supervisor’s name>. 

You will have such authority, duties and responsibilities which are consistent with and relate to your position, and as are delegated to you by the Company from time to time. 
You are required to:

· devote the whole of your time, efforts, attention and skills during the hours of work and such other times as may be reasonably necessary to the performance of your duties;

· use your best endeavours to promote the interests and business of the Company and any related Company; and

· faithfully and diligently perform such duties and exercise such powers consistent with your Position Description, or as may be assigned from time to time.

The Company reserves the right to vary your position (including the Job Description) and your duties in accordance with its needs.

You must not, directly or indirectly, engage or participate in any employment or business enterprise or hold any other interest which may in any way conflict with your position and the interests of the Company and/or its related bodies corporate without obtaining the prior and fully informed consent of the Company in writing.

3. Hours of Work

You will be required to devote the whole of your time and attention during normal working hours to the business of the Company.  

The ordinary hours of operation of the Company are:

Monday to Friday:
<Insert hours>
Saturday:  

<Insert hours>

Sunday:

<Insert hours>
You will be rostered to work shifts totalling a minimum of [insert] hours per week during the ordinary hours of operation of the Company, averaged over each four week period.

In each full day that you work, you will be entitled to an unpaid lunch break of at least <Insert time>. <Insert details of any other break entitlements>
You may be expected from time to time to work reasonable additional hours beyond these hours to complete your employment duties, or depending upon the needs of the Company. You may also be requested to work on weekends and public holidays from time to time.  

4. Wages and Overtime

You will be paid at the hourly rate of <Insert rate>, exclusive of superannuation.

These hourly rates are inclusive of all loadings, except that if you are required to work more than 38 hours in any week. The hours worked in excess of 38 will be paid at the overtime rate of time and one-half for the first two hours and double time thereafter. 

Your wages, less appropriate tax, will be paid to you on a <weekly/fortnightly/monthly> basis.

You agree to the deduction from your remuneration of statutory deductions and any other amounts owed by you to the Company.

5. Superannuation


Superannuation will be calculated on your wages on the basis of the percentage rate applicable to avoid the Superannuation Guarantee Charge set forth in the Superannuation Guarantee (Administration) Act 1992 (Cth).

The percentage rate applicable to your position is currently 9%, and amounts will be paid up to the statutory maximum per quarter.


You may nominate your preferred superannuation fund, provided that your nominated fund is a "Complying Fund" as defined in the relevant legislation.  If you do not choose to nominate a fund, the Company will make all payments into its preferred fund.


Amounts will be paid into your nominated fund on at least a <weeklt/quarterly/monthly> basis.

6. Annual Holidays

During each period of twelve months of continuous service with the Company, you will be entitled to take 4 weeks annual leave, during which period you will be paid at your base rate of pay for the ordinary hours which you would usually have worked in that period. Your wages include an amount in respect of any leave loading payable.

Any period of annual leave which remains untaken in any one year will accrue into subsequent years. However, the Company may require you to take annual leave in accordance with legislation. 

You must submit to the Company an application to take annual leave on specified dates.  Annual leave will only be granted by the Company at a time which is convenient to the Company.

7. Personal Leave

Full time employees are entitled to paid personal leave of 10 days for each year of service to the Company. Your personal leave entitlement will be calculated on a pro rated basis based on your weekly hours worked.

Personal leave may be taken when you are sick, or when you are required to act as the primary caregiver for a member of your family or household who is sick. 

Any period of personal leave which remains untaken in any one year will accrue into subsequent years. However, you will not be entitled to any payment in lieu of accrued but untaken personal leave upon termination of your employment for any reason.

If you will be absent from work, you are required to advise the Company as soon as possible on the first day of absence. A medical certificate may be required for absences at the discretion of the Company. Unpaid sick leave will be at the discretion of the Company.

8. Compassionate Leave

You will be entitled to up to two days compassionate leave without deduction of pay on each occasion of the death or serious illness of an immediate family member or member of your household.

You must notify the Company as soon as practicable of the intention to take compassionate leave and provide, to the satisfaction of the Company, proof of illness or death.

9. Annual Review

Your performance will be subject to annual and ongoing review by the Company. You must fully and truthfully complete all documents and questionnaires, attend all performance interviews and answer all questions in respect of your performance.

10. Skills

It is a condition of your employment that you have the necessary skills to carry out your employment duties and that any references used by you to obtain your employment are true and correct.

11. Transportation

If you are required to drive during the performance of your duties, you must have and maintain a current driver's licence and comply with all relevant motor vehicle driving laws. 

12. Occupational Health & Safety

It is a condition of your employment that you comply with all relevant Federal and State occupational health and safety laws. Both you and the Company have an obligation to provide a safe and healthy workplace for yourself, fellow employees and visitors to the Company.

13. Confidential Information

By virtue of your employment, you may become aware of information relating to the business or affairs of the Company including, but not limited to its client lists, trade secrets, intellectual property, client details, sales and marketing information, financial information between the Company and its staff and clients and other sensitive information ("Confidential Information").

Confidential Information remains the sole property of the Company and must be disclosed only to users of the Confidential Information authorised by the Company.

You shall not, either during (except in the proper course of your duties) or after employment, without the prior written consent of the Company, directly or indirectly, divulge to any person whomsoever or use the Confidential Information for your own or another's benefit.

You must immediately notify the Company should you suspect misuse of the Company's Confidential Information and assist the Company in any proceedings taken by the Company for alleged misuse of Confidential Information.

14. Intellectual Property

You acknowledge and agree that the Company is the exclusive owner of all copyright, creations, inventions, designs and other intellectual property related to works created or designed by you in the course of your employment.

You agree that you waive any moral rights you may have, both in any existing and in all future works made or designed by you in the course of your employment. You further agree that you will co-operate with the Company in registering or otherwise protecting any intellectual property created during your employment, and that you will execute any documents necessary to give effect to this.

15. Competition Restrictions

During the term of your employment, you will not compete with the Company anywhere within Australia or in any other country where you are employed by the Company.


Not by way of limitation, during the term of your employment and for a period of two months from the date of termination of your employment with the Company, you will not:

· enter into, engage in, or assist, financially or otherwise, any business which competes with the Company's Business;

· solicit, divert or take away from the Company any customers, business or patronage or attempt to do so; or

· directly or indirectly at any time solicit or induce or attempt to solicit or induce any employee(s), sales representative(s), agent(s) or consultant(s) of the Company to terminate their employment, representation or other association with the Company.

16. Company Policies, Memoranda etc


You will be required to comply with all Company policies as communicated to staff from time to time.  The Company reserves the right to vary such policies in accordance with its needs. However, such policies shall not form part of your contract of employment and shall not limit the ability of the Company to terminate your employment.

17. Termination

Either party may terminate the employment on provision of the following notice:
	Employee’s period of continuous service with the employer at the end of the day notice is given
	Notice period - Employee aged under 45

	Less than one year
	1 week

	More than one year but less than three years
	2 weeks

	More than three years but less than five years
	3 weeks

	More than five years
	4 weeks



   Provided that, in the case of the Company:

(a) the Company must increase the period of notice by 1 week if the employee is over 45 years old and has completed at least 2 years of continuous service with the employer at the end of the day the notice is given; and

(b) the Company may make a payment to the employee in lieu of all or part of such notice.

Despite the above, the Company may terminate your employment without notice, or payment in lieu of notice, if you:

· commit any serious or persistent breach of any of the provisions of this Agreement; 

· are guilty of any grave misconduct or wilful neglect in the discharge of your employment duties;

· are convicted of any criminal offence, other than an offence which in the reasonable opinion of the Company does not affect your position as an employee; or

· commit any breach of the Corporations Law.

On termination you must return all Company property, including any Confidential Information, mobile phone, computer equipment or other equipment or materials provided to you by the Company from time to time.

During any period of notice, the Company may require you to remain on garden leave, or to perform services of a different nature to those usually performed by you and/or services which do not involve disclosure or use of, or access to, Confidential Information.

On termination of your employment for any reason, you must at the request of the Company resign from any office (including the office of director) held by you with the Company and any of its related bodies corporate without any further remuneration or compensation.

18. Legal Advice

You acknowledge that you have read the terms of this letter of offer and understand the same. You further acknowledge that you have had a reasonable opportunity to obtain independent legal advice regarding the effect and impact of this letter of offer, and in particular clauses 13, 14 and 15 above.

19. Previous Agreements

This contract of employment supersedes any prior understanding or agreement between the parties.  The terms of this contract of employment are confidential.

20. Acceptance of the Contract of Employment

Once you have carefully read, understood and agreed to the above terms and conditions, would you please sign the acknowledgment set out in the attached copy of this letter and return it to us to signify your acceptance of these terms.

Yours sincerely

<Insert Employer’s Name/s>
<Insert Company Name>
Annexure A

Job Description
<Insert description of duties>
Acknowledgment

I have read, understood and accept the terms and conditions of employment set out above.

__________________________
__________________________


Witness
__________________________
__________________________

Date
Name of Witness

__________________________


Address of Witness
