YOUR LOGO

HERE

AND

John Smith (“the Employee”)



Employment Agreement for John Smith

EMPLOYMENT AGREEMENT
FOR PART TIME EMPLOYEES

THIS EMPLOYMENT AGREEMENT made on THE __ DAY OF 20

BETWEEN: Company Pty Ltd ACN 111 222 333 having its regis ffice at 1

Smith Street SYDNEY NSW 2000 (“the

AND: John Smith of 1 Perth Street Pert

BACKGROUND:

e Employee on t conditions set

e Employege.has gy to be so employed
by the Employer on andgeonditions. {3?

S M

nce to ™ the Act” Fhir Work Act 2009 (Cth).

& &

ﬁc:?‘

Q}

is hereby emp ed‘b\?the Employer. The Employee’s employment
es on 27/02/ 1@ mployee must report for work on 26/02/2010 at
m at the E yer emlses at 1 Smith Street SYDNEY NSW 2000. The

A. The Employer has agreed to

forth in this Employment Agreem

In this Agree

TERMS & C

1.1

loyee mu ort t(‘RJ ohn Smith the HR Manager. In the course of employment

the Empl s place of employment may change.
1.2 The Employee is employed in the position of Receptionist.

1.3 The Employee’s duties and responsibilities in this position include all the duties and
responsibilities that would normally attach to that type of position. The Employer
may change these duties and responsibilities during the course of the Employee’s

employment after consultation with the Employee.
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Employment Agreement for John Smith

1.4  The Employee is employed on a part time basis.
2. PROBATIONARY PERIOD

2.1 Unless otherwise expressly agreed in writing, the first 3 Months of the Employee’s
employment with the Employer are probationary (“the Probationary Period”). This
Probationary Period allows the Employee to evaluate the position and enables the
Employee’s Manager to assess the Employee’s suitability for and gempetency for the

position. The Employee will be advised, if the Employee ha; fully completed

the Probationary Period. The Employee’s ongoing employment

successful completion of the Probationary Period.

2.2 Either party may terminate the employment the Probaﬁq%ry
Period by giving 1 weeks notice or payment in lie Q{}.
3. EMPLOYEE’S OBLIGATIONS ‘$
3.1 The Employee must at all times 1 mployee go t:-
gite
(a) act honestly and alway: interests of the@plo

O b
. e%@ﬁ O@Employer in respect to

each work day,EQle Q&’nated place of work at the times
mployer; QB-. ﬁc:‘s\

otifiall the Dutie@éfu&esponsibly and competently; and
S

-operate andé@l m""\ ement and other employees as and when required.

(b) promptly follow wful a

the carryi

(©) punc

with théﬂor ﬁasent of the Employer, the Employee must only use
computers, t ones, equipment, machinery and vehicles (“Items”) belonging to the
Employ proper and legitimate purposes of carrying on the Employer’s business
and in fulfilling the Duties. The Employee must not use any of the Items for the

Employee’s personal benefit without the prior written permission of the Employer.

33 There may be occasions when the Employee is requested by the Employer to do work
which would not usually be done by a person holding the Employee’s position.

Notwithstanding this, the Employee must carry out such work. Nothing in this clause
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obliges the Employee to take on any work that is dangerous or which requires

particular training or experience which the Employee does not have.

34  The Employee must at all times in dealings with other employees, customers, and
contractors conduct himself/herself in a manner that promotes and protects the image,
reputation and goodwill of the Employer and Employer’s business. In particular the

Employee must always:

(a) be courteous and attentive to customers; and

(b) co-operate and work well with fellow employee

3.5  The Employee must not:
(a) smoke in the workplace;

(b) consume alcohol or take prohibited

(c) come to work intoxic

(d) come to work under the in f prohibite cj}ug £
NI
4. SALARY/WAG Y A
&£
. h
i 10

mence employrgsﬁ'o lary of $$23 per hour which

his will bq";&id ‘é(f‘bhe Employee weekly by electronic

\ o RS

' N O |
Th r Witl pay the s@ﬂn&@n guarantee levy currently nine percent (9%)
0 a nnuation furz/&%e EQlyloyee may elect to join a superannuation fund of
ice. @

ct to anyég(d req%ements to the contrary, the Employee may request the

Employer t rifice a portion of the Employee’s pre-tax ordinary salary/wages into
the Emp\%ee’s nominated superannuation fund (“the Salary Sacrifice”). The
Employer may agree to the Salary Sacrifice requested at its discretion, although such
agreement shall not be unreasonably withheld. Where Salary Sacrifice occurs, the
Employee’s ordinary pre-tax salary/wages shall be reduced by the amount sacrificed

into the nominated superannuation fund.

4.4  The Employee’s salary will be reviewed half yearly.
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4.5  The Employee may choose to engage in a separate Salary Sacrifice Agreement on the

following terms;

(a) The Employee may elect to sacrifice a proportion of their Salary for non-
salary and superannuation benefits subject to compliance with any Australian

Federal Legislation;

(b) Administrative costs incurred as a result of The Emplo entering into or

amending a salary sacrifice agreement will be met by

(c) Salary for all purposes, including superannuation for The E ee entering

into salary sacrifice agreement, will be de as if @ salary sacrl.@e

45}

ﬁ%’sult of a

'é

(e) Salary sacrifice arrangements will tal based ?g e Benefit

being able to rene& @”wnhdraw An

sacrifice arg’lge &t at any time.

agreement did not exist;

(d) Any Fringe Benefit Tax or direct agd ncurred a

salary sacrifice arrangement will B ployee;

Reporting Year with

employee may withdraw

5. HOURS OF WO ‘?‘ Q‘:?
w
5.1 The Employee i a maxi ﬁégf 2 rs per week. The Employee
reasonable addi ﬁ '@‘\g’

52

daily ho pa@w work shall be 7.5 hours per day, 5
mployee @H’ Monday. The Employer may change the
s of worl}\ ting with the Employee and providing two

weeksWiotice. @
53 ordance w1@ 1@ 3 of Part 2-2 of the Act, each day the Employee is
efititled to ta&% unpalgmeal break for 30 minutes after working not more than five
(5) hours, \b
Q

6. PUBLIC HOLIDAYS

6.1 In accordance with Division 10 of Part 2-2 of the Act, the Employee is entitled to a
paid day off on a public holiday where the Employee would otherwise work on that
public holiday. The Employer may however request that the Employee work on a
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particular public holiday. The Employee may refuse that request (and take the day

off) if the employee has reasonable grounds for doing so.
6.2  For the purposes of this clause, the following are public holidays:
(a) 1 January (New Years Day), 26 January (Australia Day), Good Friday, Easter

Monday, 25 April (Anzac Day), Queens Birthday, 25 December (Christmas Day), 26
December (Boxing Day), and

(b) any other day declared by or under the law of a state or territory

other than a day declared in substitution for a day in raph (a) above, a union

picnic day or any other day excluded by the Workp egulatzon-sk

Q..
nnot be ov@fen by any
'é

e
g s

leave per y@ of & ice in accordance

with Division 6 of Part #880f the Ac % \-}
7.2 Annual leave acQ asis and I&f@lte‘l&\'ﬁle Employee on a monthly

(Cth) as amended from time to time.

6.3 This clause reflects Section 114-116 of

Collective Agreement or Award.

7. ANNUAL LEAVE

7.1 The Employee is entitled to 4 an

basis. Annu ulative.

7.3 and take erlﬁg agreed to between the Employee and

ployer c@rec Employee to take an amount of annual

st the am&@mr@m credited to the Employee) during a period
any, or a@a the Company in which the Employee works, is shut

e Employ@( \aect the Employee to take up to 2 weeks annual leave

a partlculéeﬂoﬁ ere more than 8 weeks of annual leave has been accrued.

8. LONG SE@%E LEAVE

8.1 The En‘l‘bloyee will be entitled to long service leave in accordance with the state or

territory legislation dealing with long service leave.
9. PERSONAL (SICK) LEAVE

9.1 The Employee is entitled to Personal (Sick) Leave in accordance with Division 7 of

Part 2-2 of the Act. Personal Leave includes Personal/carer’s leave, unpaid carer’s
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leave and compassionate leave.
Personal/Carer’s Leave

9.2  The Employee is entitled to up to 10 days paid personal (sick)/carer’s leave for each
year of continuous service. Personal (sick)/carer’s leave can be taken as sick leave (ie
where the Employee suffers a personal illness or injury) or carer’s leave (ie where the
Employee needs to provide care or support to a member of his/hefiimmediate family

offidue to personal

1 has am, amount of s%h
e e Employek%ay

or a member of his/her household, who requires care or

illness, injury or an unexpected emergency).

9.3 Personal (sick)/carer’s leave can be taken if the

leave credited. Where an amount of such leav,

allow the Employee to take the leave in_g al (sick)/@% leave
accrues every 4 weeks and accrues on The amou@crued each
month must be credited to the Employee. k)/carer’s @

18 ulative.
&

GD

nt of paid &so%ﬂglzk)/carer’s leave,

unpaid car@gqe@r each occasion when

b usehold er _@!ﬂres care or support due to
personal illnegs, 1 an unexpected GIES&HC %is clause applies regardless of
a casual. Empf&r may provide additional unpaid

(12,

Unpaid Carer’s Leave -\Q\
9.4  Provided the Employee cannot an
the Employee is entitle p to 2

an immediate fa

S
N
onate leave 15®d l@e taken by an Employee to spend time with a

f his/her i ia Qily or household who has a personal illness or injury
poses a séﬂs tQ%t to his/her life. Compassionate leave is also paid leave

taken after t ath of an immediate family or household member.

9.6  The Emé&ee is entitled to up to 2 days compassionate leave for each occasion where
an immediate family or household member dies, contracts or develops a personal
illness which poses a serious threat to his/her life or sustains a personal injury which
poses a serious threat to his/her life. The Employer may require the Employee to
provide any evidence that the Employer reasonably requires of the illness, injury or

death. The Employer may provide additional compassionate leave at its discretion.
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Administration

9.7 Where Personal (sick)/carer’s leave or unpaid carer’s leave was, is being or will be
taken, the Employee must, as soon as reasonably practicable, provide the Employer

with notice that he/she;

(a) in the case of sick leave, requires (or required) leave and is (or will be) absent

(b) in the case of carer’s leave, requires (or required) rovide care or

support to an immediate family member or mployee’s
household, who requires care or support bec illness, mjur;@r
an unexpected emergency. _35_"}
9.8  The Employer can also require the Employ ion such
as a medical certificate or a statutory d y where the
Employee cannot comply due to circumsta g Q::g:
10. PARENTAL LEAVE
10.1  The Employee is entitled to unpa i with Division 5 of

Part 2-2 of the Act.

11. COMMUNITY E L E Q{}

up for jury Qﬁce Téshe must immediately notify the

%

11.1  If the Emplo

Emplo on which t@%p@% is required to attend for jury service.

equired ll correspondence with respect to the

ndance fo sen@\to the Employer.

oyee is ent1 %Qfo days paid leave per year to perform jury service.
employee ent for attending jury service from the Court, the

ount that th@nployegls required to pay will be reduced by this amount

11.3  The Er@e is entitled to unlimited but reasonable unpaid leave to perform

emergency management activities.
12. OCCUPATIONAL HEALTH AND SAFETY

12.1 The Employer takes its obligations in respect to Occupational Health and Safety
(“OH&S”) seriously. The Employer intends to ensure that at all times it provides a
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12.2

12.3

12.4

13.

13.1

14.

Initial:

safe and healthy work environment for all its employees, contractors, customers and

visitors.

The Employee is invited to become involved on OH&S and to raise any issues

relating to risks, hazards, safety or health that come to the Employee’s attention.

If the Employee becomes aware of any circumstance hazard or conduct by any person

that could give rise to a risk of injury or illness to any personghen the Employer

should immediately inform their supervisor, fill out a hazard rm and lodge it

with the Employer’s safety officer.

The Employee must at all times observe all safety ents aggstipulated byﬁe

any c1rcum§(%ce

mployee use all

the safe a@oper use of

el mployee muast weat-protective
the Empl ((frl c?y carry out

and using the ap riat tective clothing

Employer. The Employee must not by act or o
that could cause danger or injury to any othe
equipment safely and observe and follo

equipment. Where under OH&S require

clothing helmets, goggles, mas ear muffs

those tasks if the Employee i

and gear. G O
S
ALCOHOL AND S
o0
As part of ousO licy, alcohol co th%? drug use in the workplace is

mployee m ot cd& to work intoxicated or under the

Ny
v A
F EMP@M@Q
A ~
Employee or m er may terminate the Employee’s employment by

he other @n 8& to that effect. The periods of notice are:

At leas@week (grlng the Employee’s first year of employment; or

strictly prohi

influenc

(b) A\&ast 2 weeks where the Employee has been employed for more than 1 year

but less than 3 years; or

(c) At least 3 weeks if the Employee has been employed for more than 3 years but

less than 5 years; or

(d) At least 4 weeks if the Employee has been employed for more than 5 years.
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14.2

14.3

14.4

Initial:

The Employer may at its discretion pay the Employee for the period of notice together
with other termination payment entitlements, not require the Employee to work in the
notice period, and terminate this Employment Agreement forthwith. The Employer
may at its discretion require the Employee to work only part of the notice period and
pay the Employee for the whole notice period and terminate the Employment

Agreement.

The Employer may terminate the Employee’s employment summ@rily and without

notice if the Employee engages in serious or wilful misconduct.

Misconduct by the Employee includes any of the follow

»
w3
ins ion or dirgction by
hom*he/she is @%Ed by the

S
rformanc &E@?
O

(a) a deliberate and wilful failure to follow
the Employer’s supervisor or any p

Employer to take directions from,;

(b)

(©) Employee; & _ QT
\§:> ‘_}Q)

(d) use of con i

tla‘;%’ rmation owned or used

NN
Q

¥ <

f Cothpany property; or

hich in the son@opinion of the Employer may injure or be

N4
o'mjure the busﬁ}:\ss @utation of the Employer; or
N

rude, ab@, V.@t, threatening or seriously inappropriate conduct

including&@ing@ards other employees or towards customers; or

(h) being¢ntoxicated or under the influence of illicit drugs in the workplace, or

Q
(1) consuming alcohol or taking illicit drugs in the workplace; or

() improper or inappropriate use of your position; or

(k) any conduct that in the reasonable opinion of the Employer constitutes a
serious or potentially serious conflict of interest, including working for any

competitor of the Employer; or
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) any reckless or deliberate damage to any of the Employer’s property;
15. CONFIDENTIALITY AND TRUST

15.1 The Employee stands in a position of confidence and trust. The Employee must not
provide any information about the Employer’s business or its customers or suppliers

to any competitor.

15.2 The Employee must not make disparaging remarks about the Efiployer to its other

employees, to customers or to any other person. The E ust not make

customers or any person.

Q

15.3 The Employer takes seriously its obligations u ct 1988 ( h-?.'" The

Employee must not disclose or use any per; i atl e Employ; %S access

théSEmployer. Employee is

¢ : ch perso% o$n in the
Employee’s possession against 1 disclosure or misuseﬁg\ an@h I person.

16. TRANSMISSION OF THE E S BUSIN%S@ Q)QQ‘

16.1 Where during the course e E ee’s emp‘@nt mployer’s business or
that part of it i e ee is em@d @ d or transferred to another
e loyer shall use @ea&ble commercial endeavours to

s 3

business th fer‘g'e\Employee employment on the same

L - 5&
or similar mploymen?;\gr t.
N O

6.2 If oes not a@t er of employment from the acquirer of the
%

or is not off ‘\em
may termi th ployee’s employment. The Employer is not liable to
Collective \b ?ment provides otherwise.

17. INDE ENT LEGAL ADVICE

1

ent by the acquirer of the business then the

y redundeé’ suq% the Employee on such termination unless an Award or

17.1 The Employee has had the opportunity to obtain separate and independent legal

advice before signing this Employment Agreement.
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18.

18.1

19.

19.1

Initial:

WHOLE AGREEMENT

This Employment Agreement represents the whole agreement between the Employer
and the Employee. Any prior representations by the Employer or any person on its
behalf are not relied on by the Employee and the Employee expressly acknowledges

having read this Agreement and satisfied himself/herself as to its terms.

ADDITIONAL CLAUSES
The additional clauses (if any) set out in the schedule to t ment shall also
apply as terms of this Agreement.
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EXECUTED by the Sole Director and

Company Secretary of Company Pty Ltd )
ACN 111 222 333 pursuant to Section )
127(1) of the Corporations Act 2001 in the )

presence of: Sole Director and Company Secretary

)
)
)

Print Name

Signature of witness

Print Name

SIGNED by the Employee

in the presence of:

Signature of witness

[Print name]
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