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EMPLOYEE NAME
EMPLOYEE ADDRESS	

Dear NAME

We are very pleased to offer you a position with CLUBNAME.
Attached to this letter are the terms and conditions of your employment for your consideration and acceptance.  If you have any questions prior to signing this agreement, please do not hesitate to contact me below.
To accept this offer, please sign, witness and return the completed agreement to me within XX days following the date of this offer.
We look forward to working with you as part of our team.
Yours sincerely



MANAGER’S NAME
MANAGER’S TITLE
DATE




TERMS AND CONDITIONS OF EMPLOYMENT	
THIS AGREEMENT IS MADE on DATE between:
The CLUB NAME at CLUB ADDRESS, INSERT ABN (CLUBNAME); and 
EMPLOYEE NAME of EMPLOYEE ADDRESS (“you”).
1	Commencement Date & Term 
Your employment will commence from the date indicated in the Schedule. 
2	Role
You may be provided with an outline of your duties before or on commencement of your employment. The outline is not intended to be an exhaustive list of the duties you may be required to perform, rather an indication of the kinds of duties that fall within the scope of the position. 
CLUBNAME may make reasonable adjustments to your duties, hours of work, reporting arrangements and work location to meet business requirements.
In addition to these duties, you are required to:
serve CLUBNAME faithfully and diligently exercising all due care and skill;
act at all times in CLUBNAME’s best interests; 
refrain from acting, or being seen to act, in conflict with CLUBNAME’s best interests;
endeavour to protect and promote CLUBNAME’s reputation; 
use your best abilities and knowledge to perform the duties assigned from time to time; 
at all times, display a thorough and professional manner, upholding and maintaining CLUBNAME’s reputation, goodwill and customer relations; and
display the highest ethical and professional standards in your job performance. 
These duties do not limit your duties of good faith or fidelity to CLUBNAME. Nor do they limit any of your other implied duties, including those implied in law or fact.
3	Work Locations 
Regular gymnastics classes will be held at the VENUE NAME, ADDRESS.  From time to time, you may also be required to attend gymnastics competitions and events which will be held at other venues.
Working from home may be approved or directed on a temporary basis for some roles.  In such case, a condition of ongoing employment will require satisfactory completion of a Working from Home suitability assessment.
4	 Remuneration
Your wage listed in the Schedule is paid in accordance with the Award listed in the Schedule and Fair Work Act, 2009 (the Act).
A copy of the award can be found at http://awardviewer.fwo.gov.au/award/show/MA000094
Your salary will be reviewed annually around MONTH.  Remuneration adjustments, or no adjustment, will be at CLUBNAME’s absolute and sole discretion.
Your salary, less tax, will be paid fortnightly in arrears into a bank account(s) nominated by you by electronic funds transfer every Wednesday or the following day in the case of a public holiday.   
[bookmark: _Ref514929684]4.1	Remuneration in Full Satisfaction of All Entitlements 
Unless expressly stated in this agreement and Schedule, all remuneration paid under this Agreement compensates you in full satisfaction of each and all of your entitlements under any laws, industrial award or agreement which may apply, including, without limitation: 
a. minimum rates of pay under any applicable Award;
b. allowances under any applicable Award;
c. loadings under any applicable Award;
d. overtime and penalty rates under any applicable Award; and
e. necessary after-hours work and conduct expected in your role;
f. any other loading, penalty or allowance of a similar nature under any applicable Award.
4.2	Wage Deductions
You authorise, and permit CLUBNAME to make deductions from your remuneration or other accrued entitlements for the value of any other debts owed to CLUBNAME. These include, but are not limited to, loans, debts, advances, entitlements, leave taken in advance, purchased and unreturned goods.
5	Superannuation
If eligible, statutory superannuation contributions will be paid into your preferred superannuation fund or a CLUBNAME nominated complying fund.
6	Mandatory Certification
It is a requirement of commencement with CLUBNAME and ongoing employment that you have:
· A current, valid Working with Children’s Check (all staff)
· Current technical membership of Gymnastics Australia (coaching positions)
· A current, valid Police Check (if requested)
[bookmark: _Hlk49979820]You agree to provide original copies of certification as requested by CLUBNAME and undertake to immediately notify CLUBNAME should your certification be revoked, suspended or cancelled as this may require your employment to be suspended or terminated. You also authorise and permit CLUBNAME to confirm the status of your credentials with the relevant government or industry regulatory or accreditation body at any time prior to, or during your employment.
While employed with CLUBNAME, you agree to maintain and update your credentials at your own cost, or as otherwise stated in the Schedule.
7	Hours of Work
Your working hours are outlined in the Schedule.
Due to the nature of your role, we anticipate that you may need to undertake reasonable additional hours from time to time to adequately complete your duties.
[bookmark: _Hlk50463554]Rostered hours may change due to operational reasons. In such case at least 7 days notice of a roster change will be provided where possible, or notice period outlined in an industrial instrument.
7.1	Public Holidays
Public holidays as gazetted by the respective State Government or as prescribed in any other relevant State legislation shall be observed by CLUBNAME. 
Part-time staff will not be entitled to public holidays that they would not normally work.
The parties may agree to change or substitute public holidays. 
7.2	Meal Breaks
During the course of your employment, you are required to take meal breaks in accordance with the terms outlined in the Award.
8	Leave
You will be entitled to leave in accordance with existing State and Federal legislation and the Award as applicable.
8.1	Business Close Down Periods
As CLUBNAME may close for a period each year over the Christmas/New Year period, all staff are required to take this period as annual leave.  At least one month’s notice of the days of closure shall be provided where possible.
If sufficient annual leave has not been accrued, close down periods shall be taken as leave without pay.
8.2	Annual Leave Loading
Annual leave loading shall be paid in accordance with the Award.  
OR
Your remuneration above has been loaded to cover leave loading under the Award. 
8.3	Personal Leave
If you have to take personal leave, this must be communicated by phone/text/email to CLUBNAME as soon as possible.
Certificates must be provided if:
· the absence is 2 consecutive working days or longer;
· the absence falls on a Monday or a day following a public holiday;
· more than 4 days personal leave has been taken in a 12 month period; or
· if requested by CLUBNAME. 
9	Uniform
You will be expected to wear CLUBNAME uniform. The following items will be supplied and replaced as required at no cost to you: INSERT ITEMS WHICH THE CLUBNAME WILL SUPPLY.
It is your responsibility to maintain your standard of presentation and you must be clean and tidy at all times.
If your role involves close contact with equipment and other people (i.e. coach), you must not wear jewellery that could be caught, tangled or ripped.
10	Expenses
Where reasonable and documented out-of-pocket expenses are incurred by you in the course of your employment, the CLUBNAME will reimburse your for such expenses by agreement if you have obtained prior approval. 
11	Professional Development 
11.1	Attendance
Time taken to attend PD courses will be paid OR not paid.
11.2	Travel
Travel expenses for attending courses will not be reimbursed OR  will be reimbursed/paid in accordance with the Award OR at the rate of $/%. 
12	Property
CLUBNAME property issued to you during the course of your employment (equipment, tools, security items, credit cards, phone, tablet, laptop, vehicle) will remain the property of CLUBNAME and must be promptly returned upon termination of employment, or when directed by CLUBNAME.
13	Fitness for Work
CLUBNAME may direct you to undergo a medical assessment where CLUBNAME wishes to determine your capacity to perform the inherent requirements of your job. 
You authorise the practitioner(s) who undertake the medical assessment to provide a written report of the medical assessment to CLUBNAME and to discuss the contents of the report with CLUBNAME and its authorised representatives.
You consent to the collection of sensitive information by CLUBNAME and acknowledge that this collection is reasonably necessary for, and directly related to, functions or activities of CLUBNAME.
14	Confidential Information
You will take all reasonable and necessary precautions to maintain the confidentiality of information and prevent its disclosure.
Confidential Information includes but is not limited to:
information that has not been made ‘publicly available’ by CLUBNAME;
information which is specifically designated as confidential by CLUBNAME;
information which, by its nature, may be reasonably understood to be confidential;
CLUBNAME trade secrets and Intellectual Property;
information regarding CLUBNAME financial, business affairs;
contracts, arrangements or terms of trade with current or potential employees, members, suppliers, donors/sponsors;
CLUBNAME contractual, technical and production information (including lesson plans, choreography, coaching techniques);
CLUBNAME marketing plans, marketing and sales techniques;
Lists, notes and developments regarding confidential information regarding;
· CLUBNAME employees, volunteers or Directors;
· CLUBNAME business systems, and operating procedures or manuals; and
· CLUBNAME customers, suppliers or members.
except for information that is publicly available or protected by legislation (i.e. pay secrecy terms under the Act).
You will not disclose Confidential Information to any other person whether directly or indirectly, without first obtaining the express written consent of CLUBNAME, except in the ordinary and proper course of your employment.
Your obligations under this clause apply during and after your employment with CLUBNAME. 
15	Intellectual Property
Any invention, design, discovery, improvement, written work or publication (including lesson plans, choreography) made by you in the course of employment, or by using the time, equipment, facilities or Confidential Information of CLUBNAME, will be the intellectual property of CLUBNAME.  Therefore, you must not use, retain or copy any intellectual property of CLUBNAME without our express consent.
[bookmark: _Ref499825595][bookmark: _Ref505011842][bookmark: _Hlk494314720]16	Non-Competition
In order to protect the legitimate business interests of CLUBNAME and its related associations, employees shall not engage in the following activities, directly or indirectly, on your own account, or on behalf of any person or entity, without prior written consent from CLUBNAME, during employment, and for a period of 6 months following cessation of employment:
work for, provide services to, partner with, establish or enter a financial or shareholding relationship with an organisation or person providing similar services to those of our CLUBNAME operating within a 20km radius of CLUBNAME operations. 	Comment by Linda Norman: This km radius must be considered reasonable in the context of the role in question
[bookmark: _Hlk50457384]canvass, solicit or endeavour to entice away or negatively influence any business of CLUBNAME or reduce the amount of business it does with any organisation or person who, 12 months prior from date of termination of your employment, was a customer, member, sponsor, donor, director, supplier, shareholder, unit holder, consultant, adviser, contractor, principal, agent, employee, beneficiary, partner, associate, trustee or financier to CLUBNAME;
employ, solicit, interfere with, negatively influence or endeavour to entice away from CLUBNAME any director, employee, agent or contractor of CLUBNAME; or
counsel, procure or otherwise assist any person to do any of the acts referred to above.
If any of the specific restricted periods stated in this above are deemed invalid or unenforceable, 6 months shall replace 12 months; 3 months shall replace 6 months; 10km shall replace 20km and 5km shall replace 10km.  You acknowledge that the remaining provisions of this clause will continue to apply to the fullest extent permitted.
The restraints contained in this clause are separate, distinct and severable so that the unenforceability of any restraint does not affect the enforceability of the other restraints.
17	Conflict of Interest
You are required to immediately disclose any potential, perceived or actual conflict of interest (whether direct or indirect) that may give rise to a conflict with the performance of your employment obligations to CLUBNAME, or CLUBNAME business or reputational interests.
CLUBNAME may require you to take action to eliminate, cease or reduce any such conflict. 
In the event that, in the opinion of CLUBNAME, you fail or refuse to declare any such conflict, or to resolve it in a manner satisfactory to CLUBNAME in accordance with its directions, then  CLUBNAME may terminate your employment on an immediate basis.
17.1	Additional Employment
Written permission must be sought from CLUBNAME before commencing employment with any other CLUBNAME/business or partnership.
We also need you to inform CLUBNAME if you are employed by more than one organisation for a combined total of more than 38 hours per week on a regular basis.  
18	Termination
Either party may terminate this agreement by giving the other the notice set out in the table below.  Where an employee is over 45 years of age and has at least 2 years of continuous service with CLUBNAME, they will be entitled to one additional week of notice.

	Employee's Period of Continuous Service 
	Minimum Period of Notice 

	Not more than one year 
	1 week

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

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

	More than 5 years 
	4 weeks


CLUBNAME may at its discretion, terminate this Agreement prior to the expiry of the notice period by paying to you in lieu of notice, a sum equal to, or part thereof, the amount you would have earned for ordinary hours of work had you worked the notice period.  
Alternatively, CLUBNAME may require you not to report for work, or provide you with altered duties during part or all of your notice period.
18.1	Misconduct
CLUBNAME may terminate your employment immediately without notice or payment in lieu if you fail or neglect to properly discharge any of your duties, commit a serious breach of the terms of this Agreement, or engage in serious or wilful misconduct.
CLUBNAME reserves the right to stand you down pending an investigation or disciplinary proceedings that you may be involved.
18.2	Obligations When Employment Ends
Upon the ending of your employment or at any other time notified by CLUBNAME, you must immediately return:
· any material on which Confidential Information and intellectual property is recorded, stored or modified (whether it be in hard copy, digital/electronic form, or in some other reproducible or readable format).  After returning Confidential Information to CLUBNAME, you must permanently erase any Confidential Information you still possess. You must provide a statutory declaration confirming that this has been done if requested by CLUBNAME;
· any computer hardware, software, passwords, keys, security passes, mobile telephones, accessories, motor vehicles, fuel cards, E-tag; and
· any other CLUBNAME property, including items listed in the Schedule.
19	Entire Agreement
19.1	This Agreement
This Agreement constitutes the entire agreement between you and CLUBNAME and supersedes any prior agreements, representations, statements, warranties, covenants, and guarantees, or understandings between you and CLUBNAME, whether verbal or in writing.
By entering into this Agreement, you acknowledge you have not relied on any representations made to you by CLUBNAME, and that you have conducted your own inquiries as to this Agreement. 
Any variation to this Agreement must be in writing and signed by both parties. The variation will not affect the continued operation of remaining clauses.
[bookmark: Paragraph_79]19.2	Employment Policies and Procedures
[bookmark: Paragraph_80]While CLUBNAME, State and National gymnastics organisation policies apply to your employment with our organisation, such policies operate independently of this agreement and do not form part of it.
CLUBNAME and industry policies do not create any obligation on the part of the CLUBNAME to you.
[bookmark: Paragraph_81]A breach of your obligations under CLUBNAME’s policies and procedures may result in disciplinary action, including the termination of your employment and this Agreement. 
19.3	Severability 
[bookmark: _Hlk498417321]Any part or all of any clause of this Agreement that is illegal or unenforceable will be severed from this Agreement and will not affect the continued operation of the remaining provisions of this Agreement.
20	Acknowledgements 
In accepting this offer of employment, you acknowledge to CLUBNAME that:
a. you are not subject to any contractual provisions, obliging you to refrain from the performance of tasks and duties as required by CLUBNAME in carrying out your employment;
b. you are lawfully entitled to work in Australia and have no restrictions to undertake  employment with CLUBNAME;
c. all information or representations which you have made or provided to CLUBNAME in connection with your employment are complete and accurate;
d. you do not have a present or past physical or psychological condition or workers compensation claim that may impact on your ability to fulfil the inherent requirements of employment with CLUBNAME including safe work requirements;
e. you have not been convicted, cautioned or disciplined in a legal, criminal, civil or workplace matter, or pending case, that could
· affect your ability to undertake the inherent requirements of employment with CLUBNAME including safe work requirements;
· affect your suitability or credibility to work with CLUBNAME;
· affect your suitability or credibility to work with children; or
· potentially harm the good standing, reputation or financial standing of CLUBNAME.
f. [bookmark: _Hlk50458336][bookmark: _Hlk50466276]you do not currently knowingly carry any serious or potentially dangerous infectious disease, condition or illness that could be transmitted to others while undertaking employment with CLUBNAME.
g. you will not make a statement or induce anyone else to make a statement (whether written or oral) about your employment with Company, it’s related entities, employees, officers and directors, which is likely to injure Company, it’s related entities, Employees, officers and directors.
You will immediately notify CLUBNAME if any of the above Acknowledgements cannot be met prior to, or during, the period of employment with CLUBNAME.
In the event that are not able to meet or affirm the above acknowledgements in a manner satisfactory to CLUBNAME, then CLUBNAME may terminate your employment on an immediate basis.
21	Confidentiality of this Agreement
Unless permissible under law (i.e. pay secrecy), you acknowledge and agree that the terms and conditions of your employment, as outlined in this Agreement, are confidential and will not be disclosed by you or any persons other than CLUBNAME’s, or you own, legal or financial advisers.
Executed as an agreement: 

Signed for and on behalf of Company

												
Signature 	Witness Signature


												
Name (Block letters)	Witness Name (Block letters)


												
Date	Date

In signing this Agreement, I acknowledge that I have read, understood and agree to the terms and conditions of my employment as set out in this Agreement. I confirm that I enter into this Agreement willingly, and in the absence of coercion or duress.
Signed by the employee.  (Note: If the employee is Under 18 years, the Witness must be a parent or Guardian of the employee)

												
Signature 	Witness Signature


												
Name (Block letters)	Witness Name (Block letters)


												
Date	Date



SCHEDULE:  EMPLOYMENT TERMS

	Employee
	Name of Address

	Position Title
	Role Title

	Engagement
	Permanent OR Fixed Term

	Date of Commencement
	Date OR As agreed

	Hours
	Average of XX per week/fortnight/month/term plus reasonable additional hours

	Remuneration 
	$XX per week/fortnight/annum 

	Award
	Award Name, Level X

	Overtime/Additional Hours
	Authorised overtime and additional hours worked shall be paid in accordance with the Award.
OR
Authorised overtime and additional hours worked shall be taken as time-in-lieu, in accordance with the Award.
OR
Authorised overtime and additional hours shall be paid at your ordinary pay rate as the penalty loadings under the Award have been offset by your loaded salary rate.
OR
Overtime or additional hours worked are not paid and has been offset by your loaded salary rate.

	Penalty Rates
	Any penalty shifts worked during the course of your employment shall be paid in accordance with the Award.
OR
Your remuneration has been loaded to offset any applicable penalty rates that may apply to you under the Award.

	Allowances
	Any entitlement to allowances shall be paid in accordance with the Award.  
OR
Your remuneration has been loaded to offset any applicable allowances that may apply to you under the Award.

	Vehicle
	In this role, you will need to provide access to your own vehicle plus hold a current valid driver’s license. 
If you are required to use your own vehicle, travel expenses will be paid in accordance with the Award or club policies as varied from time to time.

	Competitions
	Attendance at competitions will be rewarded in accordance with the Overtime clause above.
Time taken to travel from your home to and from competitions will be unpaid OR paid at the rate of $.....
Reasonable accommodation expenses relating to state/national/international competitions will be paid/unpaid.
Meal expenses relating to national/international competitions will be paid/unpaid.

	Mandatory licenses
	It is a requirement for the duration of your employment that you hold/obtain a current and valid:
· Police Check
· Working with Children’s Check
CLUBNAME will cover the fee OR X% of the fee required for these documents.
OR
You will be responsible for any out-of-pocket expenses you may incur in complying with the above.

	Technical Membership
	Technical membership fees will be paid/reimbursed in MONTH.
Or
You will be responsible for fees associated with maintaining your technical membership.

	VISA requirements

	Consider any visa requirements, such as 
•  Term/duration of visa
•  Type of work, deliverables
•  Minimum salary threshold
•  Additional allowances, bonuses
•   Working hours
•   Restrictions/requirements


POSITION DESCRIPTION
Attach Position Description
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