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January 27, 2018

Private and confidential



John Citizen
[bookmark: _GoBack]63 Cambridge Drive,
RANKIN PARK, WA, 6155


Dear John,

RE: Contract of Employment

I am pleased to offer you permanent employment in the position of Sales & Quoting Consultant, level 1 with us at Austwide Resources Pty Ltd T/A XYZ
The terms and conditions are set out in the attached contract of employment. If you have any queries about these please do not hesitate to contact me.  If you have specific queries you may wish to seek your own legal advice.
Please review this contract of employment, sign the note of acceptance at and return to myself.  An additional copy of the contract is enclosed for your retention.
ACKNOWLEDGMENT:
You understand that this agreement varies your entitlements under Fair Work Act 2009 and that these provisions continue to apply in place of your Fair Work Act 2009 entitlements for as long as you are better off under this agreement. (Extra hours in remuneration and Hours of work are fine as long as they comply with the acknowledgement.)
We look forward to continuing our working relationship with you.
Yours sincerely,

Jeff Miles
Managing Director


X Y Z Pty Ltd
Employment Contract

Commencement Date 
Your employment will commence on 8/11/20xx
Location
You will be based at 17 Salter Point Parade, Salter Point, NSW, 2215, Australia but may be required to work at such other locations as reasonably determined by the needs of the business.
Position 
You will be employed in the position of Sales & Quoting Consultant, level 1 - reporting to Jeff Miles, Managing Director.
The roles and responsibilities of this position are described separately in the attached Position Description. 

Terms and Conditions of Employment
Your employment will be on a Permanent basis.
Unless more generous provisions are provided in this contract, the terms and conditions of your employment will be those set out in the Joinery and Building Trades Award 2010, the National Employment Standards contained within the Fair Work Act 2009, and any other applicable legislation.
Probationary Period
A three month Probationary Period will apply to this role.  During this time you will receive advice, training and guidance to help you become familiar with, and competent in, performing the work you have been appointed to do.  The appointment is subject to the satisfactory completion of the Probationary Period which itself is subject to termination during any stage, by either party, in accordance with the table in the Termination Clause below, or by payment in lieu of notice.

Remuneration
Your salary package per annum (excluding commissions and bonuses) will be:
	Base Salary:				$50,000.00
	Vehicle Allowance:			$5,000.00
	Superannuation (9.5% of Base salary)	$4,750.00
	Total:					$59,750.00

Vehicle Allowance is made up with the following conditions:

· Vehicle to be driven to work at ALL times of operations, not left at home
· Vehicle to be freed up at all times for business use in business hours
· Vehicle to be left in factory at all times whilst business shut down (Christmas time) or whilst you are on annual leave, unless arrangements have been made prior with the Managing Director.
· Vehicle to be made free to director & share holder (if required) one week per month
You will be paid on a fortnightly basis commencing immediately after the next following pay week.  This rate is inclusive of 40 hours per week and over 40 hours per week, overtime will be paid at a rate of time & a half. 
The employer will also make superannuation payments on your behalf in accordance with the Superannuation Guarantee (Administration) Act 1992. You may nominate a compliant Superannuation fund of your choice, or the employer will make payments into the default fund, C Bus super.
Your remuneration will be reviewed annually, and may be increased at the employer’s discretion. There may be the opportunity to participate in Project Bonuses after achieving a competency level of 80% in your Performance Assessments. Project Bonuses are additional to your role and generally will be done by completing additional hours outside of work and in addition to your current duties as outlined in your Job Description.

Leave Entitlements
Annual Leave
You are entitled to 20 working days (4 weeks’) annual leave per year of service.  Leave is accrued in accordance with the Fair Work Act 2009 and should be taken within one year of falling due, on occasions negotiated with your manager.
Personal leave
You are entitled to 10 days paid personal/carer’s & sick leave in accordance with the Fair Work Act 2009.(note: sick days & carer’s leave are a total of 10 days)
You are entitled to a period of two days unpaid carer’s leave per occasion in accordance with the Fair Work Act 2009.
You are entitled to a period of two days paid compassionate leave per occasion in accordance with the Fair Work Act 2009. 
Long Service Leave
You will be entitled to long service leave in line with the provisions of the NSW Building & Construction Long Service, and the Long Service Leave Act 1992.
Parental Leave
You may be entitled to parental leave in line with the provisions of the Fair Work Act 2009.
Your Obligations
Your obligations to the employer
You will be required to:
a. perform all duties to the best of your ability at all times;
b. use your best endeavours to promote and protect the interests of the employer; and
c. Follow all reasonable and lawful directions given to you by the employer, including complying with policies and procedures as amended from time to time. These policies and procedures are incorporated into your contract of employment.
d. apply relevant and accurate and truthful information requested by the employer 

Termination
Under the Fair Work Act 2009 the employer may terminate your employment at any time by providing you with notice in writing in accordance with this table:
	Length of continuous service with employer
	Period of notice

	Not more than 1 year
	1 week

	More than 1 year but less than 3 years
	2 weeks

	More than 3 years but less than 5 years
	3 weeks

	More than 5 years
	4 weeks


You are entitled to an additional week’s notice if you are over 45 years old and have completed at least 2 years of continuous service with the employer on the day the notice of termination is given.
If you wish to terminate your employment you are required to provide the employer with prior notice in accordance with the table above. 
The company may terminate your employment at any time without notice if:
a. you are guilty of serious misconduct, safety breaches ; or
b. you are in material breach of a provision of this contract, including confidentiality undertakings, truthfulness, reckless behaviours such as safety practices.
Where the company terminates this agreement under the above two clauses the company may elect to terminate without notice period.
Following the termination of your employment you will be required to return all Company property prior to any final payment i.e. wages or holiday pay.
Where you as the employee elect to terminate your employment and fail to give one weeks’ notice then the company may withhold monies due to you equal to the pay period of notice.
Hours of Work
Austwide Resources Pty ltd T/A XYZ Pty Ltd working hours of business are between 7.00am and 4.30pm, Monday to Friday. It is expected that you will work a minimum of [40] hours per week during general business hours.
From time to time you will be required to work reasonable additional hours or after hours when necessary to perform your duties. Overtime will be paid for at the rate of time and one half for any additional hours.  
Where economic conditions are such that the existing hours of work cannot be sustained by the company, the company will consult with the employee to determine mutually acceptable arrangements to overcome the problem.  Where the problem cannot be resolved by negotiation the company may reduce hours of work and pay by giving seven days’ notice, in writing.
Privacy
You are required to observe and uphold all of the Company’s privacy policies and procedures as implemented or varied from time to time and conditions as outlined in the Policy and Procedures of the Company.
Collection, storage, access to and dissemination of employee personal information will be in accordance with privacy legislation. 
Company Policy
Austwide Resources Pty ltd T/A XYZ Pty Ltd has in place a number of company policies and procedures. You are required to comply with company policy. A failure to comply with these policies may result in disciplinary action being taken against you or possibly dismissal.
These policies are available from the Managing Director or policy manual.  These policies form part of this contract of employment and are additional.
Confidentiality of Information
During your employment you may become aware of information relating to the business of XYZ Pty Ltd, including but not limited to client lists, trade secrets, client details and pricing structures.
Confidential information, including client lists, trade secrets, pricing structures and any and all documents created by you in the course of your employment remain the sole property of XYZ Pty Ltd.  You shall not, either during or after your employment, without the prior consent of XYZ Pty Ltd, directly or indirectly divulge to any person or use the confidential information for your own or another’s benefit.
Conflict of Interest
Should you become aware, during your employment with Austwide Resources Pty ltd T/A  XYZ Pty Ltd, of any business opportunities relating to or similar to, the business activities of XYZ Pty Ltd, you are required to advise the director of any such opportunities.  You must obtain written consent of the director prior to pursuing the opportunity, either directly or indirectly.
During the term of your active employment with XYZ Pty Ltd, you will not, directly or indirectly, engage or participate in any other business activities that the director determines to be in conflict with the best interests of the company, without the prior written consent of the director.
Staff Development
Appraisals and Career Planning
Performance reviews may be held 3 times per year for all staff. When promoted to a new role or when joining the company the employee will be on Probation and will undertake Monthly appraisals on performance, for the first 3 months.
These sessions are an opportunity for you to discuss all aspects of your work with your Manager, and to receive formal feedback on your performance.
These appraisal sessions will not only focus on reviewing past performance, but planning for the future, setting objectives, identifying training needs and new opportunities for your career development.
Should you be performing your role at 80% or better then you may be invited to participate in projects where additional payments may be paid over and above and outside this Agreement.
External and or Additional Study
You are encouraged to undertake studies on your own behalf which may enhance your career prospects with XYZ Pty Ltd.
Time off and leave under this clause are only available where it has been agreed prior to the commencement of the course that it is of immediate relevance to your work duties.
Should you be required to attend study or qualification courses during work hours you will be paid your normal rate (without loading or penalties). Attending training courses outside normal working hours will not be paid.
Uniforms
If required, you will be supplied with an appropriate uniform
The company will meet the cost of 3 set of clothing per year. Thereafter the employee will purchase any additional clothing sets at 50% discount off what the company may pay for the clothing. 
You will be required to wear the complete uniform as supplied and shall maintain the uniform in a clean and presentable condition at all times. 

Tools
The company may provide the employee with tools and equipment necessary to perform the duties for which you are employed
All care shall be taken by you to keep the tools and equipment in good order
No tool or equipment belonging to the company shall be removed from the premises without the employer’s permission
Any tools and equipment provided to you remain the property of the company and must be returned upon termination of employment
a) If tools are issued and not returned then a deduction of 50% of the purchase price / replacement cost will be deducted from any final termination payment.
Abandonment of Employment
Where you are absent from work for a continuous period of three days or more, without notice or consent of the company, and without good cause, you shall be deemed to have abandoned your employment.  Under these circumstances the company will not be required to give notice or pay notice period wages.
Settlement of Disputes
Where a dispute or grievance about any issue in this agreement arises, you will attempt to resolve the matter with your manager.
If the issue cannot be resolved, you will attempt to resolve the matter with the director.
If the matter remains unresolved, it may be referred to a mutually agreed independent person or body for mediation, conciliation or where both parties agree, arbitration.
Either party may seek assistance at any stage in the process.
Entire Agreement
The terms and conditions referred to in this contract constitute all of the terms and conditions of your employment and replace any prior understanding or agreement between you and the employer.
The terms and conditions referred to in this contract may only be varied by a written agreement signed by both you and the employer.
Redundancy
If you are entitled to Redundancy, it shall be paid in accordance with Fair Work Act 2009 requirements.

Welcome and Acceptance
[NAME], we would like to take this opportunity to welcome you to Austwide Resources Pty ltd T/A XYZ Pty Ltd and wish you a long and rewarding career with us.
If you have any questions about the terms and conditions of employment, please don’t hesitate to contact me on (02) 49 876 333 or 0411 555 555
To accept this Offer of Employment please return a signed and dated copy of this contract to me by Tuesday 14th December, 2013 before the close of business.
Yours sincerely,

Jeff Miles
Managing Director

I, John Citizen, have read and understood this contract and accept the offer of employment from Austwide Resources Pty ltd T/A XYZ Pty Ltd on the terms and conditions set out in the contract.
Signed: ______________________________________
Dated: ________________________

A copy is provided for your records.















Please visit www.successpersonnel.com.au for more useful documents and templates, or to speak with us about assisting with your recruitment needs.
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