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PERSONAL ASSISTANT - EMPLOYMENT AGREEMENT
Greyson Consulting does not accept any liability for any decisions made on the basis of the information provided. This document does not constitute HR advice and should not be taken as such. Greyson Consulting urges you to obtain professional advice specific to your local state laws, taking into account your particular situation and individual needs before proceeding with any HR decisions.

When using this document ensure that all text is BLACK and you have removed all highlighting after you have checked that all edits are correct and before you send it to your new employee.

We have highlighted the document to make identifying the editing required easier. This shows you different options depending on your situation and where information needs to be inserted.

To remove highlighting:

· Using your mouse highlight the area that you wish to remove the coloured highlighting from
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· Click on the ‘Text Highlight Colour’ button and select ‘None’
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To change text colour:

· Using your mouse highlight the area that you wish to change the colour of the text
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· Click on the ‘Font Colour’ button and select either automatic or black from the options provided
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Private and Confidential

<Insert Employee’s Name>
<Insert Employee’s address>
Insert date
Dear <Insert Employee’s Name>,
Offer of Employment – PERSONAL ASSISTANT
On behalf of <INSERT YOUR COMPANY NAME>, it is with great pleasure that I offer you the Full-Time / Part-Time / Casual position of Personal Assistant, Award Level <select a level 1-5> commencing on the <insert commencement date>.
OR for Temporary / Fixed Term Appointment
On behalf of <INSERT YOUR COMPANY NAME>, it is with great pleasure that I offer you the Temporary Full-Time / Part-Time / Casual position of Personal Assistant, Award Level <select a level 1-5> commencing on the <insert commencement date> and ending <enter end date if Temporary position>.

OR for Maternity / Parental Leave Relief
On behalf of <INSERT YOUR COMPANY NAME>, it is with great pleasure that I offer you the Full-Time / Part-Time / Casual Temporary Maternity Leave Relief position of Personal Assistant, Award Level <select a level 1-5> commencing on the <insert commencement date> and at this time, with a projected ending date of <enter projected end date>.
As this is a Maternity Relief position, the person who you are replacing on maternity leave has the right to return earlier or extend their leave. And as such, this maternity leave relief position may end much sooner or even extend beyond the projected date.

Please confirm your acceptance of this offer by signing and returning a copy of the attached Employment Agreement to:

<INSERT EMPLOYER FULL NAME>
Email: <INSERT EMPLOYER EMAIL ADDRESS>
If you have any questions please do not hesitate to contact me.
Yours sincerely

<EMPLOYER NAME>
<EMPLOYER TITLE>
Employment Agreement
On behalf of <YOUR COMPANY/BUSINESS NAME> (the 'Employer') I am pleased to offer you the position of Full-Time / Part-Time / Casual, Personal Assistant, Award Level <enter a level from 1 to 5> (the 'Position') on the following terms and conditions.
OR for Maternity Relief
On behalf of <YOUR COMPANY/BUSINESS NAME> (the 'Employer') I am pleased to offer you the Temporary Maternity Relief position of Full-Time / Part-Time / Casual, Personal Assistant, Award Level <enter a level from 1 to 5> (the 'Position') on the following terms and conditions.

Commencement and Duration

<OPTION A: Existing employees>
I confirm were engaged by the Employer initially commencing <insert ORIGINAL commencement date>.

This position commences on <commencement date of this job> and you agree to continue to serve the Employer on the terms and conditions contained in this agreement. 

This agreement replaces and supersedes all prior agreements (written or verbal) relating to your employment with <Insert Your Company/Business Name>
<OR OPTION B: New employees>
The Employer has agreed to employ you and you have agreed to serve the Employer on the terms and conditions contained in this agreement.  This agreement commences on <insert date>, and will remain in force until <enter end date if Temporary or Project work>, or such time as either party terminates this agreement under the Termination or Probation/ Qualifying Period clauses of this agreement. 
OR TEMPORARY MATERNITY LEAVE RELIEF
The Employer has agreed to employ you in a Temporary Maternity Leave Relief position and you have agreed to serve the Employer on the terms and conditions contained in this agreement.  

This agreement commences on the <insert commencement date> and at this time, with a projected ending date of <enter projected end date>.
As this is a Maternity Relief position, the person who you are replacing on maternity leave has the right to return earlier or extend their leave. And as such, this maternity leave relief position may end much sooner or even extend beyond the projected date. 
You will be given 1 weeks’ notice of any change to the term of your employment under this Maternity Leave Relief Contract.
Industrial Instrument
You are employed under the ‘Clerks-Private Sector Award 2010’ referred to in this document as the Award.  
Probation/ Qualifying Period <For new OR promoted employees only>
a) You will initially be employed for a 12 month Probationary / Qualifying period and either party may terminate your employment during this period by giving one (1) week's notice.

{Employers with less than 15 employees may elect to have a maximum 12-month probationary period. If staff numbers greater than 15, make a 6 month probationary period}.
b) During this probationary period, your performance will be reviewed and discussed with you before a final decision is made as to your suitability for appointment on an ongoing basis. 

c) If you are not appointed to an ongoing position your employment will come to an end at the end of the probationary / qualifying period. 

d) If you are appointed to an ongoing position your employment will continue until terminated in accordance with this agreement.
e) (existing employees only) This is a promotion, during the probationary period if you are deemed as unsuitable for the job, you will revert to your prior job role. Management can make this decision at any time during the probationary period. After the probationary period, your prior job roll will not be held open.

Place of Appointment

Your initial place of employment is at <INSERT COMPANY/BUSINESS ADDRESS>. However, you may be relocated to a different place of employment on four (4) weeks' notice in writing from the Employer.

Reporting

You will report directly to the <Supervisor/ Manager’s Position Title>, or such other person as determined by the Employer from time to time.

Duties and Responsibilities

Duties and responsibilities

a) The basic duties and responsibilities you are required to fulfil include but are not limited to those in the attached Position Description. These duties and responsibilities may be varied as necessary by the Employer. 

b) You may be required to carry out other duties within your competence, skill and training.

Performance of duties

In the performance of your duties you must:

a) Promote the interests of the Employer;

b) Use your best endeavours to protect and promote the Employer’s reputation;

c) Refrain from acting in conflict with the interests of the Employer; 
d) To the best of your knowledge and abilities, perform the duties assigned to you;
e) You must attend ready fit for work and not be under the influence of alcohol or illegal drugs; and
f) Work in a safe and secure manner to protect safety of all people.

Commitment to Training <applicable for apprentices & Trainees>
As you are employed to learn and pass your Traineeship/ Apprenticeship it is critical that you devote your own time and efforts to successfully passing your course work, assignments, exams and other assessments to a high level.

You are expected to achieve your qualification as soon as reasonable practical.

Please learn as much as you can from your experienced co-workers and instructors.

Your ongoing successful employment is conditional upon you passing your training and achieving your qualification.
Medical and Drug and Alcohol Assessments

Fit to Work Safely
This offer of employment is subject to and dependent upon being able to safely work in the type of job for which you have been interviewed.
You have a duty to advise the employer of any pre-existing injury or medical condition, which may be aggravated or anyway affected by your employment, or in any way risk the safety of others.

A failure to disclose or provide this information to the employer or providing false or misleading information, will result in your employment being summarily terminated. As such you may not be entitled to compensation or damages for any event that aggravates the pre-existing injury or medical condition.

Pre-Employment Medical / Change of job medical
It may be required that you obtain a medical clearance in a pre-employment / change of job Medical for the type of job you have been interviewed.
The cost of pre-employment medical examinations will be paid by the Employer. If the Employee resigns within 6 months, they agree to reimburse the employer in full for such costs.

Medical Examinations
You agree, whenever requested to do so by the Employer, at the Employer's expense to:

a) submit to and co-operate in a drug and alcohol test or medical examination by a practitioner nominated by the Employer; and

b) consent to the disclosure to the Employer, by you or your medical advisers, of your medical fitness to perform the position relating to this Employment Agreement.

Hours of Work

You are employed as a Full-Time / Part-Time / Casual employee.
Ordinary hours of work can range between Monday to Friday between 7am and 7pm and from 7am to 12:30pm Saturday.
Full-time - WAGES
The ordinary hours of work are based upon a 38 hour per week averaged over a 28-day period, or an agreed roster cycle. 
Overtime Shall be paid as per the Award as it is changed from time to time. Overtime shall be paid at the rate of time and a half for the first 2 hours then double time thereafter.

All overtime must be approved in writing by management prior to working any overtime. This written approval must be attached to your Timesheet.

Rostered Days Off - If agreed with Management, you may work agreed additional hours each week to accumulate Rostered Days Off (RDO’s). RDOs shall not accrue more than 1 per month. It is preferred that RDO’s are taken as they accrue, unless with special written permission by the Manager, then up to 3 RDO’s may be accrued for a special purpose. Untaken RDO hours are payable upon termination of employment.
You are expected to work the hours which are reasonably necessary to achieve the required performance of your role. 

Full-time – SALARY
**** Please use the Wages Calculator when preparing salaries – we need to confirm that the salary/ above award rate is better than the Award including all allowances, loadings etc***
The ordinary hours of work are based upon a 40 hour per week (38 Ordinary Hours plus 2 hours Overtime) averaged over a 28-day period, or an agreed roster cycle. 

Overtime - Your Salary includes an average of 2 hours of Overtime each week. This can be averaged over a 28-day (4 weeks) period. If you work more than 8 hours Overtime in any given 28-day (4 weeks) period you will be paid additional overtime. 
Options for Salary staff
‘Additional Overtime’ shall be paid at the rate of time and a half for the first 2 hours then double time thereafter. 
OR
‘Additional Overtime’ shall be accumulated as Time in Lieu at the rate of hour of Additional Overtime for hour of paid Leave. 

All overtime must be approved in writing by management prior to working any overtime. This written approval must be attached to your Timesheet.

You are expected to work the hours which are reasonably necessary to achieve the required performance of your role. 
Part-Time
The ordinary hours of work are based upon a (insert less than 38) hours per week and can be averaged over a 28-day period, or an agreed roster cycle.
A minimum of 3 consecutive hours is to be worked on any shift.

Your standard work pattern is to be documented on the Part-Time Hours Agreement From (attached to this agreement) and your hours of employment can be re-negotiated with your employer at any time and by completing a new Part-Time Hours Agreement form. The Employer may provide the employee with 2 week’s notice in writing of a change in roster, informing of the change in hours worked per week, work days and starting and finishing hours.

Overtime Shall be paid as per the Award as it is changed from time to time.
Any hours, requested by the manager, to be worked outside of those agreed on the Part-Time Hours Agreement Form, shall be paid as Overtime. Overtime shall be paid at the rate of time and a half for the first 2 hours then double time thereafter.
All overtime must be approved in writing by management prior to working any overtime. This written approval must be attached to your Timesheet.

You are expected to work the hours which are reasonably necessary to achieve the required performance of your role. 

Casual
You are employed as a Casual employee, and as such your ordinary hours of work may range from 0 (zero) to 38 hours per week depending upon the requirements of the business.
If engaged, a Casual employee is entitled to a minimum of 3 hours work per engagement.
Overtime Shall be paid as per the Award as it is changed from time to time.
Overtime shall be paid at the rate of time and a half for the first 2 hours then double time thereafter. Overtime only applies when working more than 38 hours per week.
All overtime must be approved in writing by management prior to working any overtime. This written approval must be attached to your Timesheet.

You are expected to work the hours which are reasonably necessary to achieve the required performance of your role. 
Performance Review

Your performance will be reviewed on a regular basis in accordance with the Employer’s policies and procedures as varied from time to time.

Remuneration

Full-time
Your pay rate is $000.00 per week 
OR

Your salary is $XXXXX per annum. This is an all-inclusive above award salary.

Part-Time 
Your pay rate is $00.00 per hour
Casual
Your pay rate is $00.00 per hour. This already includes the 25% casual loading.

Your wages will be paid weekly by direct credit to your nominated bank, building society or credit union account.

Allowances
If paying close to the award
All applicable allowances as per section 19 of the Award will be paid.
OR   If paying significantly above the Award
All applicable allowances as per section 19 of the Award have already been factored into your above award hourly pay rate. And as such, no allowances will be paid.

**** be careful when calculating employee Salaries – ALWAYS use the calculator!!!!!

**** you will need to set an annual reminder for 1st July each year to review the employee’s salary against Any award movements or changes in their work patterns. Take into consideration any Award conditions that would be paid if working on WAGES. – keep all workings and spreadsheets in the employee’s personal file.
**** Paying a Salary does not excuse from any of the Award terms and conditions.
Monies Owed

Any overpayments made by the Employer to you may be set off against any other payment which is due to be paid by the Employer to you, whether or not the payments are of an entirely different character.

Expenses
a) You will be reimbursed pre-approved (by Management) expenses in accordance with the Employer’s policies and procedures as varied from time to time for expenses necessarily incurred in the execution of your official duties.

b) You shall supply the employer records (ie. Tax invoices) of the travel and expenses incurred in carrying out your duties.

Annual Leave
All leave must be requested in writing to your manager, ideally providing a minimum of 4 weeks’ notice to allow for your duties to be covered in your absence.

Casual
As a Casual employee, you are not entitled to paid leave.

Leave is to be taken at a time mutually agreed between you and the Employer and subject to the Employer’s approval. 

Part-Time
a) You are entitled to pro rata the full-time leave (which is four (4) weeks') paid annual leave after each completed year of service with the Employer in accordance with the Fair Work Act 2009 (as amended or replaced from time to time).

b) Annual leave loading of 17.5% will be paid when annual leave is taken. OR Annual leave loading of 17.5% is already included in your hourly pay rate.
c) Annual leave is to be taken at a time mutually agreed between you and the Employer and may be taken on a pro-rata basis, subject to the Employer’s approval. In the absence of agreement, the Employer may decide when annual leave is to be taken for a close down of business operations or if accrued more than 8 weeks annual leave. You will receive a minimum of four (4) weeks' notice of the date on which your annual leave is to commence.

d) The employer may elect to close for a period of time (for example over the Christmas and New Year’s period). On these occasions, the employer will provide the employee a minimum of 4 weeks’ notice. The employee may use accrued annual leave or unpaid leave during this period.

e) Annual leave entitlements are cumulative and are paid out upon termination of employment.

Full-Time
a) You are entitled to four (4) weeks' paid annual leave after each completed year of service with the Employer in accordance with the Fair Work Act 2009 (as amended or replaced from time to time).
a) Annual leave loading of 17.5% will be paid when annual leave is taken. OR Annual leave loading of 17.5% is already included in your hourly pay rate.
b) Annual leave is to be taken at a time mutually agreed between you and the Employer and may be taken on a pro-rata basis, subject to the Employer’s approval. In the absence of agreement, the Employer may decide when annual leave is to be taken for a close down of business operations or if accrued more than 8 weeks annual leave. You will receive a minimum of four (4) weeks' notice of the date on which your annual leave is to commence.
c) The employer may elect to close for a period of time (for example over the Christmas and New Year’s period or another time). On these occasions, the employer will provide the employee a minimum of 4 weeks’ notice. The employee may use accrued annual leave or unpaid leave during this period.

d) Annual leave entitlements are cumulative and are paid out upon termination of employment.

Personal (Sick) / Carer’s Leave
Casual
a) You are entitled to take unpaid personal (sick) / carer's leave for each completed year of service in accordance with the Fair Work Act 2009 (as amended or replaced from time to time).  
b) If you are absent for two (2) consecutive working days or on a day before or after leave or weekends, you must provide the Employer with a medical certificate.  

Part-Time
c) You are entitled to pro rata the full-time rate of paid personal (sick)/ carer’s leave (full-time rate is currently 10 days' paid personal (sick) / carer's leave) for each completed year of service in accordance with the Fair Work Act 2009 (as amended or replaced from time to time).  

d) If you are absent for two (2) consecutive working days or on a day before or after leave or weekends, you must provide the Employer with a medical certificate.  

e) Personal / carer's leave is cumulative from year to year.

f) Any unused personal / carer's leave will not be paid to you on termination of your employment.

Full-Time
a) You are entitled to 10 days' paid personal (sick) / carer's leave for each completed year of service in accordance with the Fair Work Act 2009 (as amended or replaced from time to time).  
b) If you are absent for two (2) consecutive working days or on a day before or after leave or weekends, you must provide the Employer with a medical certificate.  
c) Personal / carer's leave is cumulative from year to year.
d) Any unused personal / carer's leave will not be paid to you on termination of your employment.

Compassionate Leave

You are entitled to compassionate leave in accordance with the Fair Work Act 2009 (as amended or replaced from time to time).

Long Service Leave

You are entitled to long service leave in accordance with the Fair Work Act 2009 (as amended or replaced from time to time).

Parental Leave

You are entitled to parental leave in accordance with the Fair Work Act 2009 (as amended or replaced from time to time).

Other Leave

Your other leave entitlements (if any) are as prescribed by law.

Public Holidays

You are entitled to all relevant gazetted public holidays in Queensland.

However, due business need you may be required to work on a public holiday in order to perform your duties and responsibilities.
Payment for Public Holidays is as per the Fair Work Act 2009 as is amended from time to time. Currently this includes:

Payment for being absent from work on a public holiday will be in accordance to section 116 of the Fair Work Act 2009. (ie. casual employees, do not get paid and part-time employees who are not usually rostered for that day do not get paid)  

Payment for work performed on a public holiday is at the rate of double time and a half the Full-time employee’s ordinary hourly rate. With not less than 4 hours pay at double time and a half, provided the employee is available to work.

Current Qualifications, Licenses, Clearances and Accreditations

The Employee agrees that it is a condition of being employed that they hold and keep current any qualification, license, clearance or membership required by the Employer to successfully perform all aspects of your full job. 

For example: maintain current driver’s license.

Superannuation

You are entitled to Superannuation as per the Superannuation Guarantee Act 1992. The Employer will deposit into your approved superannuation fund the statutory amount (currently 9.5% of your ordinary time wages) on a quarterly basis.
Resignation, Termination and Redundancy
Resignation, Termination and Redundancy provisions of this employment agreement reflect those in Fair Work Act 2009 (Sections 117 to 123).

Notice Period

Casual
A minimum of 3 hours notice of termination is to be given by either party.

Part-Time and Full-Time
Under the Fair Work Act, both Employer and Employee will need to provide the following period of notice:

	Where an Employee’s Period of Continuous Service with the Employer is:
	The Period of Notice is*

	Up to 1 year
	1 week

	1 year or more, but less than 3 years
	2 weeks

	3 years or more, but less than 5 years
	3 weeks

	5 years or more
	4 weeks


*The period of notice in the above table is increased by 1 week where the employee is over 45 years of age and has completed 2 years of continuous service with that Employer, the employee is not required to provide this additional weeks’ notice.   

Return of Employer's property   

At the conclusion of your employment under this agreement and whenever requested by the Employer, you shall immediately deliver to the Employer all property of the Employer and their clients. 
For example: vehicles, technical equipment, tools, computers, books, documents, papers, materials, credit cards, charge cards, software, client lists and information, computer files, access keys and codes, memory sticks, uniforms and other property of the Employer and their clients which may then be in your possession or under your power or control.   

Survival of your obligations on termination   

The following clauses will survive termination of this agreement Resignation, Termination and Redundancy, Return of Employer’s property, Confidentiality, Intellectual Property.  To avoid doubt this survival clause allows the Employer to enforce the obligations set out in the Resignation, Termination and Redundancy sub clause, Return of Employer’s property, Confidentiality, Intellectual Property, notwithstanding any breach allowing you to terminate this agreement.

Truth of Application Details 

This offer of employment is based upon the accuracy of the information provided by you in your application for this position. You understand that if the Employer discovers that any of the information provided by you is false or misleading, this may be sufficient reason for termination without notice in accordance with the Fair Work Act 2009.
Background Checks

Police Checks

A condition of employment is to maintain a clear police record relating to theft, misappropriation and acts of fraud or dishonesty.

You will be required to undertake a National Police Check for Employment. At regular intervals, the employer will require employees to undertake this and possibly other police checks. The employer will pay for theses police checks, however, if you resign within 6 months of taking such test/s you will be required to refund the employer the full costs of such police checks.

Protection of the Employer’s Interests

Except with the prior written approval of the Employer, you must not undertake other paid employment which may impair your ability to perform your duties and responsibilities to the Employer or which may constitute a conflict of interest.
The employee agrees not to canvas, solicit or in any way induce or suggest to any person or entity who is or was a client of the Employer to have services of the nature provided by the Employer, or to canvas, solicit or in any way induce or suggest to any employee that they should work for another employer. In short, do not take or attract customers of staff from the employer at any time during or after employment has ended as this is acting against the best interests of the Employer.
Confidentiality

a) Confidential Information means, without limiting its ordinary meaning, information, whether oral, written or recorded electronically and including all copies or extracts, known to you or in your possession or control, relating to the affairs, transactions, customers or business of the Employer, including information that may come into your possession or control in the course of and by reason of employment with the Employer, whether or not the same was originally supplied by the Employer.

b) The Employer must protect its Confidential, Personal and Sensitive Information because it is commercially valuable and is required to by law. If the Employer is to remain successful and competitive it must restrict the disclosure of Confidential, Personal and Sensitive Information. The unauthorised use or disclosure of Information could cause significant harm to the Employer’s business interests and is likely to result in termination of employment.

c) You agree that, both during your employment and after it ends, you will:

(i) not make use of, or disclose to any person, any Information;

(ii) use your best efforts to prevent the disclosure of any Information; and

(iii) keep secret all matters entrusted to you.

d) The obligations in clause c) above do not apply:

(i) to the extent that you need to make use of, or disclose, Information in order for you to carry out your normal duties during the term of your employment;

(ii) if you make use of, or disclose Information after obtaining the Employer’s written consent to the use or disclosure;

(iii) if the Information is in the public domain; 

(iv) to the extent that you are required to disclose the Information by law or requirement of any regulatory body.

e) You acknowledge that the remedy at law for breach of clause c) would be inadequate and that temporary and permanent relief by way of injunction against you may be granted in any proceedings which the Employer or any persons on its behalf may bring to enforce any of the provisions of that clause without the necessity of proof of actual damage suffered by the Employer as the case may be.

f) This clause survives termination of this agreement.  To avoid doubt, this survival clause allows the Employer to enforce the obligations set out in this clause notwithstanding any breach allowing you to terminate this agreement.

Confidentiality of this Employment Agreement
To preserve team morale and harmony, terms and conditions of this Employment Agreement and any amendments made in the future are to remain private and confidential. As such: conditions, working arrangements and wages/ salaries are not to be disclosed to co-workers either directly or indirectly. This does not limit your right to seek legal and financial advice prior to signing.
Public Comment

You will not make any comment about or on behalf of the Employer that is or is likely to become public, without the express written approval of the Chief Executive Officer or their representative.

This includes, but is not limited to, the preparation or delivery of conference or seminar papers, public addresses, social media, letters to the editor in print or any other form of media or social media.

Policies and Procedures

While they do not form part of your contract of employment, you are required to comply with the Employer’s policies and procedures, as amended from time to time. A failure by you to comply with the Employer’s policies and procedures may result in disciplinary action (up to and including termination of your employment).

In particular, it is important that you understand and comply with the Employer’s safety, customer service, privacy, harassment, bullying, discrimination, information technology, email, social media and internet usage policies and procedures.

Surveillance and Monitoring

The Employer conducts continuous, ongoing monitoring of its employees, operations and company assets to ensure safety, security, privacy and high standards of customer service.

Monitoring of employees and company assets is conducted in line with the Invasion of Privacy Act 1971 (QLD) and the Privacy Act 1988 (Cwth).

The kind of surveillance may be carried out using: Cameras, Audio surveillance, Computer, GPS Tracking of assets, Swipe cards, access codes and similar technology, drug and alcohol testing and medical surveillance. For more information, please refer to the Workplace Surveillance Policy and Procedure.

Management may access or disclose all (including any private) electronic messages or files stored on company computers or databases.

Intellectual Property

All documents, forms, concepts, systems, processes and ideas developed by the employee remain the sole property of the Employer at all times during and after employment. You are not to supply other organisations or individuals any documents, forms, concepts, systems, processes and ideas associated with your position/ job or the operations of the Employer.

Non-Enticement or Non-Solicitation of the Employer’s Clients

After the end of your employment with the Employer you must not entice, induce or otherwise encourage the Employer’s Clients or Customers to leave or to utilise another business than the Employer. 

You are not to use your relationship or contacts with any of the Employer’s Clients/ Customers to encourage them to leave the services of the Employer to the benefit of yourself or another Employer.

Strong legal action will be taken against yourself personally and your new employer.

Advice

You acknowledge:

(a) you have obtained independent financial, taxation and legal advice concerning the terms of this agreement; or

(b) having had a reasonable opportunity to take such advice, you have declined to do so.

Amendment

No amendment or variation to this agreement is valid or binding on any party unless made in writing and executed by all parties.

Entire Agreement

All previous contracts, agreements, negotiations, understandings, representations, warranties, memoranda or commitments in relation to, or in any way affecting, your employment with the Employer are replaced and superseded by this agreement and will be of no force or effect whatever and no party will be liable to any other party in respect of those matters.

No oral explanation or information provided by any party to another will affect the meaning or interpretation of this document or constitute any collateral agreement, warranty or understanding between any of the parties.

Governing Law and Jurisdiction

This agreement is governed by the laws of Queensland and the Fair Work Act 2009 (Crwth).

Prohibition, Enforceability and Severance

Any provision of, or the application of any provision of, this agreement which is prohibited in any jurisdiction is, in that jurisdiction, ineffective only to the extent of that prohibition.

Any provision of, or the application of any provision of, this agreement which is void, illegal or unenforceable in any jurisdiction does not affect the validity, legality or enforceability of that provision in any other jurisdiction or of the remaining provisions in that or any other jurisdiction.

If a clause is void, illegal or unenforceable, it may be severed without affecting the enforceability of the other provisions in this agreement.

Acceptance

Please confirm your acceptance of this offer of employment on these terms and conditions by returning a signed copy of this Employment Agreement within 7 days OR prior to commencement.

<option A – New Employee>
We welcome you to the <INSERT COMPANY/BUSINESS NAME> and look forward to working with you and hope you settle in to the team quickly and enjoy your time with us.
<option B – Existing Employee>
Thank you for your ongoing commitment to <INSERT COMPANY/BUSINESS NAME>, we hope you quickly learn your new role and continue to contribute to our team.
Yours sincerely,

<INSERT EMPLOYER NAME>
<INSERT EMPLOYER TITLE>
Acceptance
I have read and understood the above terms and conditions of employment and I hereby agree to be bound by them.

	
[image: image5]
	
	/         /

	Employee’s Signature

	
	Date


I consent to personal information associated with my employment being stored (in any format), processed or transferred to third parties as required for the purposes of my employment. I understand that I can access the personal information held by contacting the Chief Executive Officer.
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	/         /

	Employee’s signature

	
	Date


Attachment 
· Position Description 

· Fair Work Statement
· Part-Time Hours Agreement form (for Part-Time employees only)
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From 1 January 2010, this Fair Work Information Statement is to be provided to all new employees by their employer as soon as possible after the
commencement of employment. The Statement provides basic information on matters that will affect your employment. If you require further information, you
can contact the Fair Work Infoline on 13 13 94 or visit www.fairwork.gov.au.

4 The National Employment Standards
The Fair Work Act 2009 provides you with a safety net of minimum terms and conditions of employment through the National Employment Standards (NES).

There are 10 minimum workplace entitlements in the NES:

1. Amaximum standard working week of 38 hours for full-time employees, plus reasonable’ additional hours.
A right to request flexible working arrangements.
Parental and adoption leave of 12 months (unpaid), with a right to request an additional 12 months.

Four weeks paid annual leave each year (pro rata).

woa W

Ten days paid personal/carer’s leave each year (pro rata), two days paid compassionate leave for each permissible occasion,
and two days unpaid carer’s leave for each permissible occasion.
6. Community service leave for jury service or activities dealing with certain emergencies or natural disasters.
This leave is unpaid except for jury service.
7. Long service leave.
8. Public holidays and the entitlement to be paid for ordinary hours on those days.
9. Notice of termination and redundancy pay.
10. The right for new employees to receive the Fair Work Information Statement.

A complete copy of the NES can be accessed at www.fairwork.gov.au. Please note that some conditions or limitations may apply to your entitlement to the
NES. For instance, there are some exclusions for casual employees.

If you work for an employer who sells or transfers their business to a new owner, some of your NES entitlements may carry over to the new employer. Some
NES entitlements which may carry over include personal/carer's leave, parental leave, and your right to request flexible working arrangements.

4 Right to request flexible working arrangements

Requests for flexible working arrangements form part of the NES. You may request a change in your working arrangements, including changes in hours,
patterns or location of work from your employer if you require flexibility because you:
are the parent, or have responsibility for the care, of a child who is of school age or younger
are a carer (within the meaning of the Carer Recognition Act 2010)
have a disability
+ areS550rolder
- are experiencing violence from a member of your family or
provide care or support to a member of your immediate family or household, who requires care or support because they are
experiencing violence from their family,
If you are a parent of a child or have responsibility for the care of a child and are returning to work after taking parental or adoption leave you may request to
return to work on a part-time basis to help you care for the child.

4 Modern awards

In zddition to the NES, you may be covered by a modern award, These awards cover an industry or occupation and provide additional enforceable minimum
employment standards. There s also a Miscellaneous Award that may cover employees who are not covered by any other modern award.

Modern awards may contain terms about minimum wages, penalty rates, types of employment, flexible working arrangements, hours of work, rest breaks,
classifications, allowances, leave and leave loading, superannuation, and procedures for consultation, representation, and dispute settlement. They may also
contain terms about industry specific redundancy entitlements.

If you are a manager or a high income employee, the modern award that covers your industry or occupation may not apply to you. For example, where your
employer guarantees in writing that you will earn more than the high income threshold, currentiy set at $142,000 per annum and indexed annually, a modern
award will not apply, but the NES will,
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You may be involved in an enterprise bargaining process where your employer, you or your representative (such as a union or other bargaining
representative) negotiate for an enterprise agreement. Once approved by the Fair Work Commission, an enterprise agreement is enforceable and provides
for changes in the terms and conditions of employment that apply at your workplace.

There are specific rules relating to the enterprise bargaining process. These rules are about negotiation, voting, matters that can and cannot be included in
an enterprise agreement, and how the agreement can be approved by the Fair Work Commission.

You and your employer have the right to be represented by a bargaining representative and must bargain in good faith when negotiating an enterprise
agreement. There are also strict rules for taking industrial action. For information about making, varying, or terminating enterprise agreements visit the Fair
Work Commission website, www.fwc.gov.au.

Individual flexibility arrangements
Your modern award or enterprise agreement must include a flexibility term. This term allows you and your employer to agree to an Individual Flexibility
Arrangement (IFA), which varies the effect of certain terms of your modern award or enterprise agreement. IFAs are designed to meet the needs of both you
and your employer. You cannot be forced to make an IFA, however, if you choose to make an IFA, you must be better off overall. IFAs are to be in writing, ar
if you are under 18 years of age, your IFA must also be signed by your parent or guardian.

Freedom of association and workplace rights (general protections)

The law not only provides you with rights, it ensures you can enforce them. It is unlawful for your employer to take adverse action against you because you
have a workplace right. Adverse action could include dismissing you, refusing to employ you, negatively altering your position, or
for discriminatory reasons. Some of your workplace rights include the right to freedom of association (including the right to become or not to become a
member of a union), and the right to be free from unlawful discrimination, undue influence and pressure.

If you have experienced adverse action by your employer, you can seek assistance from the Fair Work Ombudsman or the Fair Work Commission

(applications relating to general protections where you have been dismissed must be lodged with the Fair Work Commission within 21 days).
Termination of employment

Termination of employment can occur for a number of reasons, including redundancy, resignation and dismissal. When your employment relationship ends, you
are entitled to receive any outstanding employment entitiements. This may include outstanding wages, payment in lieu of notice, payment for accrued annual
leave and long service leave, and any applicable redundancy payments.

Your employer should not dismiss you in a manner that is harsh, unjust or unreasonable’ If this occurs, this may constitute unf:
be eligible to make an application to the Fair Work Commission for assistance. It is important to note that applications must be lodged within 21 days of

dismissal and you may

dismissal. Special provisions apply to small businesses, including the Small Business Fair Dismissal Code. For further information on this code, please visit

www.fairwork.gov.au
Right of entry
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Right of entry refers to the rights and obligations of permit holders (generally a union official) to enter work premises. A permit holder must have a
current entry permit from the Fair Work Commission and, generally, must provide 24 hours notice of their intention to enter the premises. Entry may be for
discussion purposes, or to investigate suspected contraventions of workplace laws that affect a member of the permit holder’s organisation or occupational
health and safety matters. A permit holder can inspect or copy certain documents, however, strict privacy restrictions apply to the permit holder, their
organisation, and your employer.

The Fair Work Ombudsman and the Fair Work Commission

The Fair Work Ombudsman is an independent statutory agency created under the Fair Work Act 2009, and is responsible for promoting harmonious
productive and cooperative Australian workplaces, The Fair Work Ombudsman educates employers and employees about workplace rights and obligat
to ensure compliance with workplace laws. Where appropriate, the Fair Work Ombudsman will commence proceedings against employers, employees, and/
o their representatives who breach workplace laws

ns

If you require further information from the Fair Work Ombudsman, you can contact the Fair Work Infoline on 13 13 94 or visit
www.fairwork.gov.au

The Fair Work Commission is the national workplace relations tribunal established under the Fair Work Act 2009. The Fair Work Commission is an
independent body with the authority to carry out a range of functions relating to the safety net of minimum wages and employment conditions, enterprise
bargaining, industrial action, dispute resolution, termination of employment, and other workplace matters.

fyou require further information, you can visit the Fair Work Commission website, www.fwc.gov.au

The Fair Work Information Statement is prepared and published by the Fair Work Ombudsman in accordance with section 124 of the Fair Work Act 2009.
air Work Ombudsman. Last updated: July 2017.
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