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Introductory note 

This precedent is a basic, short form agreement for employment, suitable for use with employment 
of permanent, award employees (both full time and part time) whose minimum terms and 
conditions of employment are governed by an applicable industrial award. 

It contains clauses that refer specifically to terms and conditions in the relevant industrial award. 

It also contains many optional clauses that may be either retained or discarded depending on the 
circumstances of the situation. However it does not attempt to contain all possible clauses; 
additional clauses are available separately to deal with more unusual scenarios (eg restraint 
clauses, travel expenses, pre-employment check, etc). The agreement also does not contain 
confidentiality, intellectual property and restraint clauses; such clauses are available separately in 
short or long form. 

There is also a longer form employment agreement available separately that is not specific to an 
award employee. (See “Basic employment agreement (long form)”.) 
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[Date] 

[Employee full name] 
[Employee address] 

Dear [Employee first name] 

Re: Your employment with [Employer Company Name] 

[Employer Company Name] (Company) and I are pleased to confirm the terms and conditions of your 
employment are as follows:  

1. Your position 

You will be employed on a [full time/part time] basis as a [Position Description] (Position). 

You will be based at [Location]. 

Your employment will also be governed by the [Name of applicable award or industrial agreement] 
([Award/Enterprise Agreement]). 

2. Reporting lines 

To begin with, you will report directly to [Manager Name] and in their absence to [Alternative 
Manager Name]. However, after consulting with you the Company may change the reporting 
structure at any time and may require you to report to other persons. 

3. Duties and title 

Your responsibilities as a [Position Description] will include: 

(a) [insert description of duties], 

(b) as otherwise directed by the Company from time to time. 

All of our employees are expected to have a flexible approach to their work duties. You will be 
consulted about any significant changes to your position or duties before they take effect. To the 
extent that it is necessary, such consultation will occur consistently with the terms of the 
[Award/Enterprise Agreement]. 

4. Start Date 

Your employment will start on [date]. 

5. Hours of work 

You will generally be required to work [number] [days/shifts] per week between the hours of [insert 
times, eg 9am to 5pm for non-shift work, or 3pm and 10.30pm for shift work], inclusive of meal 
breaks. 

It may be necessary for you to work on different days or on different shifts, so your shift and hours 
of work may change from time to time as required by the demands of the business or as agreed 
with your manager. Any changes to your shift and hours of work will be in accordance with the 
terms of the [Name of applicable award or industrial agreement]. 

6. Remuneration 




