<Insert Date>

<Insert Address>
Dear <Insert Name>
EMPLOYMENT AGREEMENT
We are very pleased to offer you a position with <Insert Company Name>.

This document sets out the terms and conditions of your employment and constitutes your employment agreement. This employment agreement replaces all existing individual agreements, arrangements or understanding between you and the company. 

 Your Position

You will be employed in the role of <Insert job title> within the company and your duties are set out in the Job Description as attached. <Insert company name> may, at its discretion, change your position, reporting arrangements and duties after giving you reasonable notice, following consultation with you, and taking into account your career considerations and personal circumstances. 
In your position you report directly to <Insert supervisor’s name/s>.
Commencement Date

Your first day of work with <Insert company name> will be <Insert date>. 

Probation Period

To ensure that both you and the company have made the right employment decision, the first three months of your employment will be a probationary period.  At the end of this period, if your performance is satisfactory, your position with the firm will be confirmed. 
During this time, either you or <Insert company name> may elect to terminate your employment by giving one week’s notice in writing. If the firm terminates your employment, we reserve the right to pay out the appropriate proportion of your notice period in lieu of you fulfilling working. 
Hours of Work 

The Award which applies to you specifies a 38 hour week as a full-time employee. 

Our minimum office hours are from 9am to 5pm, with <Insert time> taken for lunch.

Remuneration

Your salary will be $<Insert amount> per annum. Salaries are paid on the <Insert day> of each <month/week> by <Insert payment method>.
In addition, the firm pays superannuation as required under the Superannuation Guarantee Act 1992. These contributions currently amount to 9% of your salary, and will be paid into a superannuation fund for you.  Employees have the right to choose the superannuation fund that will receive their employer superannuation contributions, otherwise contributions will be made into the company’s default fund, <Insert Superannuation fund>.

At <Insert company name>, salaries are reviewed annually.

Overtime

You may be expected at times to work beyond your contracted hours. Your salary package compensates you for this.

You are entitled to claim payment for approved overtime. Approved overtime occurs when your manager specifically requests or approves in advance you working extra time ie more than 38hrs per week. In this instance, a minimum of 1 hour extra must be worked. 

Confidentiality of Salary
All discussions relating to your salary package and future negotiations regarding your salary must be kept confidential. 

Annual Leave

You will receive 4 weeks’ annual leave (for part-time: which is pro-rated according to your part-time status) for each completed year of paid service. <Insert company name> pays leave loading of 17.5%. If you take annual leave during your first 12 months with the firm, your leave loading entitlement will not be paid until your first anniversary. 

We expect staff to schedule their holidays to coordinate with the other staff in their department, and you should speak to your supervisor/s about this. We also reserve the right to require staff to take up to one week of their annual leave over the Christmas/New Year period. The company may, at its discretion, also request you to take outstanding leave accruals. 

Sick Leave
Sick leave accrues at the rate of ten days each year of employment (for part-time: which is pro-rated according to your part-time status). If you take sick leave during your probation period, you will not be paid for that time until the end of your probation period. 
Any untaken sick leave entitlement is cumulative from year to year. In the event of prolonged illness, the firm may decide at its discretion to provide you with sick leave in excess of sick leave entitlements. You are not entitled to any payment for unused sick leave when your employment with <Insert company name> ends. 

Parental Leave

All staff are entitled to parental leave after completing at least 12 months’ continuous service. Parental leave covers maternity leave, paternity leave and adoption leave and the leave entitlement is unpaid leave of up to a maximum of 52 weeks for an employee who is acting as the primary care-giver of the child. 

Carer’s Leave

You may elect to take sick leave as carer’s leave if you are responsible for the care and support of a person in your immediate family who is ill.

Long Service Leave

You are eligible for long service leave after working for an unbroken period of 10 years with the firm at which time you can take two months’ paid leave. One month’s paid leave can be taken for each additional five years of unbroken service with the firm. 

Values and Ethical Standards

<Insert Company name> expects you to further the company’s objectives and reputation and faithfully and diligently perform your duties, exercise your powers, and manage with integrity and respect all matters concerning <Insert company name> employees and customers. <Insert Company name> also expects you to act ethically. 

Performing other employment 
Employees of <Insert company name> can perform work for another employer if it does not affect their ability to perform work for <Insert company name>.If you do intend to undertake employment with another employer you must notify the human resources manager so as to identify potential conflicts of interest. Other employment includes, but is not limited to, directorships, pro bono or volunteer activities, acting as a trustee or holding an office, being a member of a committee or advisory board or carrying out administrative or advisory work. 

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 <Insert company name>.
Policies and Procedures

In addition to the terms and conditions contained in this employment agreement, there are other policies and procedures that apply to your employment. These policies and procedures are formulated by <Insert company name> for the efficient and fair administration of employment and other business matters. You must diligently comply with <Insert company name> policies and procedures, as amended from time to time. 
Disciplinary Action

If you fail to comply with the provisions of your employment agreement or any other <Insert company name> performance requirements, the company may take disciplinary action which may include suspension with or without pay and, in certain circumstances, termination of your employment with <Insert company name>.

Acceptance of the Employment Agreement

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

__________________________

__________________________

Employee




Witness

__________________________

__________________________

Name of Employee



Name of Witness

__________________________

__________________________

Date





Address of Witness
