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[Insert Farm Business Name and Logo]


Employment Contracts
	The Pastoral Award 2010 specifically requires employers to give full-time employees a written statement setting out their classification, applicable pay and terms of engagement. 

Part-time employees and the employer must agree in writing on the regular pattern of work specifying the hours to be worked each day, the days of the week when the employee will work and the daily starting and finishing times. 

Casual employees must be told that they are employed as a casual employee, the identity of the employer, their hours of work, classification level and pay rate. Employers are not required under the Pastoral Award 2010 to provide a written statement to casual employees but this is advisable.

The contract of employment must not contain any terms or conditions for work which are inconsistent with or less favourable to the employee than the Pastoral Award 2010 and the National Employment Standards. If it does these terms and conditions will not be enforceable.


Suggested steps for preparing and using a contract template

For more information, contact your local dairy advisor or visit www.thepeopleindairy.org.au.
Step 1: Have all the paperwork ready that you’ll need
Before you can complete the contract template, you must read the example contract and accompanying notes. The contract makes reference to both the Pastoral Award and the National Employment Standards, so you might like to have those handy. You’ll need the Position Description to make sure the contract matches the job.
This contract caters for both full-time and permanent employees - fill in the detail, where indicated in red. There is a separate contract for casual workers at www.thepeopleindairy.com.au/LiteratureRetrieve.aspx?ID=125187
Step 3: Attach the position description

A position description should include:

· the job title;

· a summary of the role and how it fits into the business;

· details of the tasks to be undertaken for the role;

· the reporting structures and working relationships that apply;

· levels of performance required
Step 5: Detail other benefits
Clause 14 allows you to detail other benefits, such as accommodation. 

Step 6: Meet with the new employee and provide them with their employment contract
Meeting face to face with your new employee to provide the contract and talk about the contents is a good opportunity for:

· You to explain the terms and conditions of employment

· The employee to ask questions, and

· You to describe your expectations for the job.

Step 4: Give your new employee time to consider the employment contract
You should give the person enough time to consider the contents of employment contract and seek their own advice (if they want it) before they accept the offer. When providing the contract you should give a date by when you’d like the person to let you know whether the offer is accepted. 
Also, it is good practice to give the employee your contact details in case they have more questions.

Step 5: Keep a copy of the signed contract and provide the employee with a copy

Once you have received the signed contract from the employee, return a copy to them. This ensures you both have a record of what has been agreed.

EMPLOYMENT CONTRACT 

This is an employment contract 

BETWEEN _____________________________________________ the Employer

AND

_______________________________________________________ the Employee

1
Commencement Date


This employment contract commences on the __________________________.
2
Probation 

2.1
Employment is subject to the satisfactory completion of a three-month probation period.

2.2
The purpose of the probation period is to enable the employer and the employee to assess their suitability and capability to work together.

2.3
During the probation period the employer or the employee has the right to terminate the employment with one week’s notice for any reason and without any repercussions. 
3
Award 


The Pastoral Award 2010 and the federal industrial laws govern this employment contract.

4
Employment Category 


The employee is employed as a full-time permanent/part-time [delete where not applicable] ___________________________________ to undertake the duties as outlined in the attached position description. [Attach position description.] 

5
Employment Classification


The employee is classified as a ___________________________________.
6
Ordinary hours of work 


The ordinary hours of work are ___________________________________.
7
Overtime/Additional hours 
7.1
The employee will be expected to work reasonable additional hours. 
7.2
This contract anticipates that the employee will work ___________________________________ additional hours per ___________.
8
Remuneration (See Note 4)

8.1
The rate of pay is ___________ per hour/per week/per month [delete where not applicable]. 

8.2
The rate of pay for overtime is ___________.
8.3.
The employer will pay the employee weekly/fortnightly/monthly [delete where not applicable] into a bank account/by cheque/in cash [delete where not applicable].

9
Annual Leave 

[full-time employees]

9.1
The employee is entitled to four weeks paid annual leave for each completed year of service with the employer. Annual leave accrues throughout the year and from year to year.

OR

[part-time employees]

The employee is entitled to annual leave of four weeks per year calculated on a pro-rata basis according to the number of hours worked each week. Annual leave accrues throughout the year and from year to year.

9.2
The employee is entitled to an annual leave loading for all annual leave taken or paid out upon termination of employment. 
10
Personal/Carer’s leave and Compassionate Leave

“Immediate family” is defined as follows:

a)
A spouse, child, parent, grandparent, grandchild or sibling of the employee;

b)
A child, parent grandparent, grandchild or sibling of a spouse of the employee.


[full-time employees]

10.1
The employee is entitled to 10 days paid personal/carer’s leave per year for personal injury or illness. Personal/carer’s leave accrues throughout the year and from year to year.

OR

[part-time employees]

The employee is entitled to paid personal/carer’s leave of 10 days per year calculated on a pro-rata basis according to the number of hours worked each week. Personal/carer’s leave accrues throughout the year and from year to year.

10.2
The employee can use their personal/carer’s leave as paid carer’s leave for the purpose of caring for a member of the employee’s immediate family or household who requires care or support because of personal injury, illness or an unexpected emergency.

10.3
The employee is entitled to two days unpaid personal/carer’s leave per occasion for the purpose of caring for a member of their immediate family or household who requires care or support because of personal injury, illness or an unexpected emergency.

10.4
The employee is entitled to two days paid compassionate leave per occasion for the purpose of attending the funeral of a member of the employee’s immediate family or a member of the employee’s household or for spending time with a member of the employee’s immediate family or a member of the employee’s household who has a personal injury or illness which poses a serious threat to his or her life. 

10.5
The employer may require medical evidence or a statutory declaration for any period of personal/carer’s leave or compassionate leave.

11
Public Holidays

[full time employees] 

11.1
In accordance with the National Employment Standards, the employee is entitled to a day’s paid leave for public holidays which fall on days when the employee would ordinarily work. 

OR

[part time employees]

In accordance with the National Employment Standards, the employee is entitled to be paid for the hours they would ordinarily work on public holidays which fall on days when the employee would ordinarily work.
11.2
If the employee works on a public holiday he/she is entitled to be paid at double time. [delete if not applicable e.g. non-award employees]. 

12
Community Service Leave

The employee is entitled to 10 days paid jury service leave or unpaid leave to attend a voluntary emergency management activity as provided for in the NES. The employee must provide evidence of the need for the leave if required to do so by the employer.

13
Long Service Leave

The employee is entitled to long service leave as provided for in the National Employment Standards or state legislation.

14
Parental Leave
The employee is entitled to Parental Leave in the form of Maternity, Paternity or Adoption Leave as provided for in the National Employment Standards.
15
Flexible Working Arrangements

The employee is entitled to make a written request for flexible working arrangements once the employee has completed 12 months continuous service. 

16
Superannuation


The employer will make superannuation contributions to a fund nominated by the employee. The superannuation contribution will be not less than that required under the Superannuation Guarantee (Administration) Act.

17
Termination

17.1
The following minimum notice periods apply to termination of employment:
	
	Employee’s period of continuous service with the employer at the end of the day the notice is given
	Period

	1
	Not more than 1 year
	1 week

	2
	More than 1 year but not more than 3 years
	2 weeks

	3
	More than 3 years but not more than 5 years
	3 weeks

	4
	More than 5 years
	4 weeks


17.2
If the employee is over 45 years of age and has worked at least two years of continuous service with the employer the period of notice will be increased by one week.

17.3
Payment in lieu of notice will be made if the appropriate notice period is not required to be worked.

17.4
The employee is required to give the employer the same amount of notice as a minimum. This does not include the extra week based on age of the employee. If the employee does not give the employer notice the employer can deduct the amount the employee would have been paid for the notice period from the employee’s termination payments.
17.5
If the employee has been given notice of termination he/she is entitled to up to one day off without loss of pay to look for work. [delete if not applicable e.g. non-award employees]
17.6
The period of notice to be given by the employer will not apply in the case of dismissal for serious misconduct that justifies instant dismissal, including conduct which causes imminent and serious risk to the health or safety of a person or the reputation, viability or profitability of the employer’s business; attendance at work under the influence of alcohol or drugs; theft, fraud, assault in the course of employment or refusal to carry out a lawful and reasonable instruction.

18
Other Benefits











SIGNED


THE EMPLOYER


THE EMPLOYEE

DATED
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