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Initial _______

DateCompany Name
ABN 00 000 000 000
ADDRESS
SUBURB, STATE, POSTCODE

Phone: 1300 123 456




Private & Confidential

Employee Name
Address
Suburb, state, postcode


LETTER OF OFFER & CONTRACT OF EMPLOYMENT- CASUAL

Dear Employee Name,   

We are pleased to confirm your casual employment with Company Name in the position of Position title.

[bookmark: _Hlk5271209]We enclose an Employment Contract, Position Description and the Casual Employment Information Statement. If you agree with the terms and conditions in this document, please initial each page where marked, complete and sign the agreement and return this to us as soon as possible. A copy of the executed contract will be returned to you for your records.
[bookmark: _Hlk2766906]
Your employment conditions are governed by the attached contract of employment. If you have any queries about this, please contact me or if you have specific queries you may wish to seek your own legal advice. 

Our success depends very much on employees like you, who are responsible for our greatest achievements. We look forward to your contribution to our goals and to you being part of Company Name success.

Yours sincerely,


Name
Position
Company Name


Employment Contract

	[bookmark: _Ref162948747][bookmark: _Hlk2717663]BETWEEN:
	Company Name (ABN 00 000 000 000) of Address

	AND:
	Employee Full Name of Employee Address.


Employer 
Your employer is Company Name. 
Throughout this document:
Company Name will be referred to by using the words ‘Organisation’, ‘Employer’, ‘us’, ‘our’, and ‘we’; and
Employee Name will be referred to by using the words ‘you’ and ‘your’.
[bookmark: _Ref159920268]Period of Employment & Probation
[bookmark: _Ref159920349]You will be employed from the Commencement Date referred to in Schedule 1.
As a casual employee you will be required to work on an ‘as needed’ basis. Each occasion that you work will be a separate contract of employment which ceases at the end of that engagement. There is no guarantee of ongoing or regular work.  
Place of Work
Your workplace is set out in Schedule 1.  
You may be required to work at and travel to places other than your workplace in the course of performing your duties.
You may be required to transfer to any of the Organisation’s sites or Organisation’s client sites or to a location other than your workplace. Where a transfer constitutes major workplace change, consultation will occur in accordance with the Award.
[bookmark: _Hlk6405515]Award Coverage 
[bookmark: _Hlk2717869][bookmark: _Ref160248345][bookmark: _Ref149644721]Your Award is listed in Schedule 1 (the Award) however, its terms do not form a part of this contract. 
Your remuneration and other benefits that we provide to you (including cash and the value of non-cash benefits) may be applied in satisfaction of any entitlements you may have under that industrial instrument or legislation (for example, but not limited to, overtime rates, leave loading, penalty rates and meal allowances), to the maximum extent permitted by law. 
[bookmark: _Hlk6405559]Duties
[bookmark: _Ref160266855]Your duties are:
those set out in the Position Description; and
any other duties nominated by us from time to time.
[bookmark: _Hlk2763841]The position description applicable to your role may be altered after consultation with you.
[bookmark: _Hlk2763823]Your duties and responsibilities may be varied by us at any time to allow us to respond to changes to our business requirements provided that any such changes are consistent with your skills, qualifications, training and experience.
[bookmark: _Hlk5277187]During your employment, you must:
perform your duties in a proper and efficient manner
report promptly and fully to your manager, and any other person to whom we direct you to report
[bookmark: _Ref163991234]comply with all reasonable and lawful directions that we give to you
[bookmark: _Ref163991264]at all times use your best endeavours to promote the interests of our business, and not intentionally or recklessly do anything which is, or may be, harmful to those interests
[bookmark: _Ref163991278]immediately disclose to us any interest of yours that may conflict with our interest
agree to disclose any matter (including any criminal offence) to us which may affect your ability to perform your duties immediately or as soon as reasonably practicable; and
represent to us that there are no limitations on your ability to fully perform all of your duties and responsibilities for us, including physical or psychological limitations or limitations arising from any prior employment.
[bookmark: _Ref163991289]While employed by us, you must not:
perform your duties other than for us or on our behalf, unless approved by us; or
engage in any activities that may lead to a conflict of interest, including accepting any benefit as an inducement or reward for an act or omission for the benefit of another person.
[bookmark: _Hlk2729124]You warrant that you have the expertise and qualifications necessary to perform your duties, and you agree that you will undertake any training, education, or other activity necessary to maintain your expertise and qualifications during your employment.
Hours of Work & Breaks
[bookmark: _Ref149644707]Your ordinary hours of work are outlined in Schedule 1.
It is expected that should you be unable to attend a shift, you will advise your manager as soon as practically possible. Should you be unable to attend a shift due to illness, you must inform the proprietors with as much notice as possible prior to the commencement of your shift
[bookmark: _Hlk5267832]You must devote your time, attention, and skill exclusively to our business during such hours as are necessary to meet our business needs and your individual objectives. 
You shall be entitled to a meal break and/or rest breaks in accordance with the Award and as outlined in Schedule 1.
[bookmark: _Ref159920437]Remuneration
Your remuneration is set out in Schedule 1.
In addition to your remuneration, you will be paid any allowances, penalties or loadings which may be applicable from time to time, in accordance with the Award. 
You will be paid fortnightly directly into a bank account nominated by you.
We will make superannuation contributions for your benefit at a rate that satisfies our statutory obligations into a superannuation fund of your choice, provided that the fund and your nomination comply with relevant legislation. If you do not nominate a complying fund, we will make the required contributions to our default fund. 
Your performance will be reviewed regularly or at other times determined by us. You must participate fully in any performance review. Your remuneration may be reviewed as part of those reviews.
You authorise us to deduct from your remuneration and/or other payments and entitlements, and any sum payable to you on termination of employment:
any overpayment of wages or other entitlements;
wages/entitlements to which you are not entitled due to unauthorised absences;
money paid to you in error; and/or 
any other money you owe us provided that the deduction is not unlawful.
[bookmark: _Hlk6405613]Organisation Policy
[bookmark: _Ref86811009][bookmark: _Ref55634879]To help our business operate lawfully, safely and efficiently, we have policies and procedures which set out our expectations with regards to employees conduct and performance.
You must comply with our policies and procedures however they do not form part of your contract of employment.
To meet the changing environment in which we operate, it may be necessary to change the policies and procedures from time to time. We will give you notice of any applicable changes.
[bookmark: _Hlk6405739][bookmark: _Ref159921712][bookmark: _Hlk2765133]Vaccinations and Work Health and Safety
Under Workplace Health and Safety (WHS) law, we have an obligation to ensure the health and safety of workers, so far as reasonably practicable, and eliminate or otherwise reduce risks to health and safety within the workplace. 
While employed by us, you must maintain the COVID-19 vaccination and any other relevant vaccination in accordance with organisation policy, as amended or replaced from time to time. 
You agree to provide evidence of any required vaccination when requested by us (vaccination records will be maintained in alignment with the Privacy Act 1988 (Cth)). 
You warrant that you currently have the necessary vaccinations to perform your duties, including but not limited to the COVID-19 vaccination.
Failure to comply with this requirement may result in disciplinary action up to and including termination of employment.  
Surveillance
Under the Surveillance Devices Act 1999 (VIC), the Organisation has the right to conduct workplace surveillance which may include camera, computer and/or tracking surveillance.
The Organisation currently conducts workplace surveillance, in accordance with the legislation and Organisation policy, as amended or replaced from time to time. 
This clause acts as notification for the surveillance currently in place at the Organisation. 
Confidential Information
[bookmark: _Hlk5277297]You acknowledge and agree that you will not, during the course of your employment or thereafter, except with the consent of the employer, as required by law or in the performance of your duties, use or disclose confidential information relating to the business of the employer, including but not limited to personal details of people with lived experience and this contract of employment, including details regarding your remuneration. In addition, you will comply with all measures established by us to safeguard confidential information from access or unauthorised use or disclosure and will use your best endeavours to prevent the unauthorised use or disclosure of confidential information by any person. 
You agree that immediately upon a request made by us, you will deliver to us all copies of Confidential Information and delete all electronic copies of Confidential Information that you have in your possession or under your control.
You may be required to sign additional agreements relating to privacy and confidential information as a condition of this offer. 
[bookmark: _Hlk2765653][bookmark: _Hlk6405768]Intellectual Property
Intellectual Property means, all present and future intellectual or industrial property anywhere in the world (whether registered, unregistered or unregistrable) including inventions, ideas, concepts, discoveries, data, databases, secret processes, formulae, scientific and technical information, Confidential Information, trademarks, business names, Organisation names, service marks, copyright, designs, patents, know-how and trade secrets.
You agree that any and all rights and interests you may have in any Intellectual Property produced, invented or conceived by you:
in the course of your employment
at our direction or request; or
in connection with any of our businesses or products or services
(Whether alone or jointly with another person and whether before or after the date of this document) automatically vests in us without any requirement to make payment to you.
You must disclose to us any of the Intellectual Property that is the subject of this clause promptly after it is brought into existence.
[bookmark: _Ref151282527]You must, at our expense, sign all documents and do all other things reasonably necessary to:
enable us or our nominee to register any Intellectual Property anywhere in the world; and
effect or perfect the transfer to us, or our nominee, of your rights and interests in any of the Intellectual Property that is the subject of this clause.
Your obligations under this clause continue after termination of your employment.
Termination of Employment
[bookmark: _Ref149645739]As a casual employee you will be required to work on an ‘as needed’ basis. 
Each occasion that you work will be a separate contract of employment which ceases at the end of that engagement. There is no guarantee of ongoing or regular work.   
At the end of your employment, you must make arrangements to immediately return to us all property belonging to us, including but not limited to any confidential information, documents, records, computers and equipment, mobiles, keys, business cards, credit and charge cards, uniforms and any other property.
[bookmark: _Hlk6406178]Fair Work Information Statement
By signing this document, you acknowledge that the Employer has provided you with a copy of the Casual Employment Information Statement.
Amendments 
This document may only be amended by written agreement between all parties.
Severability
If any of the terms and conditions of this Contract are void or become voidable by reason of any statute or rule of law, then that term or condition shall be severed from the Contract without affecting the enforceability of the remaining terms and conditions. 
Entire Agreement
This document supersedes all previous agreements about its subject matter and embodies the entire agreement between the parties.
[bookmark: _Ref149644250]


Executed as an agreement:

Signed for Company Name by its representative:
	
	
	
	
	

	Name (please print)
	
	Signature
	
	Date



Signed by Employee:
	
	
	
	
	

	Name (please print)
	
	Signature
	
	Date




Schedule 1

Summary of Offer of Employment
between
Company Name and Employee Name

	Position Title
	Employee Position Title

	Commencement Date of this Contract
	DD/MM/YYY

	Probation End Date 
	DD/MM/YYY

	Workplace 
	Address of Company

	Manager
	Manager Name and Position

	Employment Status
	Casual Employment

	Ordinary Hours
	As a casual employee you will be required to work on an ‘as needed’ basis.
You will be required to work in accordance with your roster. It is expected that should you be unable to attend a shift, you will advise your manager as soon as practically possible.

	Breaks
	Insert Break details

	Award 
	Insert award

	Award Classification
	Insert Award Classification



Remuneration
	Remuneration

	$00.00 per hour (inclusive of casual loading and excluding superannuation)


	Superannuation
	10% or as amended from time to time by legislation



*The information provided in this template does not, and is not intended to, constitute legal advice. Instead, all information, content, and materials available are for general information purposes only. We recommend you only make minor business specific changes to these documents. We are not responsible for any edits made to the policies and procedures that change the intention of the documents. For any specific terms relating to your individual business and how these policies and procedures may apply, please seek further advice from our HR support team or seek alternative legal counsel.
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