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1. Scope
This agreement is made between Share & Care Community Services Group Inc. (“the employer”)

And

(“you” the employee)

(position)

(program)

and is made subject to the terms and conditions of the Award (“the Award”) in concurrence with the terms and conditions contained herein.

Share and Care may second you to work within another program at any time, giving you both support and training to fulfill the position.
2. Engagement
            You will be engaged on a Casual/Full-time/Part-time basis. Your employment is 

totally dependent upon the funding for the program. Should funding cease so will      
             the position you have been employed to work in.
3. Notice of Termination
3.1 Should the employer wish to terminate your employment for any reason 

other than for misconduct, you will be entitled to notice in accordance with the appropriate award.
3.2 In addition to the notice in 3.1, if you are over 45 years of age at the time of  

giving of the notice and you have not less than two years continuous service, you will be entitled to an additional week’s notice.

3.3 Reasons for termination may include (but are not limited to ):            

(a) Poor performance:
(b) Funding for the position/program is exhausted;
(c) Funding for the position/program is not renewed; and

(d) Redundancy.
The notice of termination that you are required to give is two weeks.
3.4 If you fail to give the employer the required notice, the employer shall have 

the right to withhold an amount equal to your ordinary hours of work (even if not standard hours), and the amounts ordinarily payable to you in respect of those hours, including (for example) allowances, loadings and penalties, and any other amounts payable under your contract of employment.

4. Continued Employment Subject to Funding

4.1 At all times your position is subject to funding.

4.2 In the event that the funding for the position/program is exhausted your employment will terminate on the expiry of the notice required by 3.1 and 3.2 (where applicable).

4.3 In the event that funding for your position is not renewed your employment will terminate on the expiry of the notice required by 3.1 and 3.2 (where applicable).

4.4 If your employment is not terminated on the date of expiry, the terms and 

conditions of this agreement shall be assumed to extend beyond the expiry

date to  an agreed date.
      5.
Probation (*New employees only)
5.1 Your employment will be subject to a probation period of three (3) months.

5.2 A review will be held before the end of your probation period.

5.3 Your employment may be terminated if the employer is not satisfied
with your performance, suitability for the position/program or any other reason.

5.4 You may be given a further 3 month extension to address any concern.

6.
Duties

6.1 You are required to carry out the duties as outlined in the position 

description.

6.2 The employer may from time to time vary the duties outlined in the 

Position description.
7. Monthly Work Reports (* Program Managers Only)
Program managers shall complete a Monthly Work Report at the end of each month and present it to the Chief Executive Officer by the 14th of the following month.
A MYOB report on the monthly financials is also required by the 14th of the

following month.

All reports as required by the CEO, Treasurer, Board of Management or the 

Financial Controller must be presented on or before the due date.
8. Rate of Pay
8.1 You will be paid an ordinary hourly rate of $_______under the _________ award on commencement.

8.2 Increases to your rate of pay will be made in accordance with the Award.

9. Hours of  Work
9.1 Your normal hours of work shall be ___ hours per fortnight to be worked as 

follows:



____________________________________________________________

or as otherwise agreed between yourself and the employer from time to time.

9.2 You are required to complete a timesheet on a fortnightly basis.

10. Overtime

10.1 Overtime will only be worked with the prior approval of the Program Manager and CEO-unapproved overtime is not paid unless an emergency.

10.2 You may work overtime without specific prior approval in emergency 

situations only.

10.3 Payment for working overtime will be in accordance with the Award.
11. Time off in Lieu of Overtime
You will be eligible to accumulate Time off in Lieu of Overtime in accordance with the 

Award. Any unused authorized overtime each fortnight will be paid out.
12. Absence from work

12.1 If you are unable to attend work on any day you should advise the Program 

Manager or Chief Executive Officer at least 2 hours before the start of your rostered shift.

12.2 Advice should include the reason for the absence and the likely date of 
return to work.

12.3 Where it is not possible to contact the Program Manager or the Chief 

Executive Officer before the start of your shift you must do so as soon

as reasonably practicable.

13. Leave Without Pay
13.1 Leave without pay may be granted subject to the discretion of the employer 

and may be provided for a period of up to 12 months provided it will not 

unreasonably affect the operation of the service.

13.2 An application for leave without pay must be made in writing to the Chief Executive Officer.
14. Use of Private Vehicle

14.1 In the event that you are required to use your private motor vehicle for work

purposes you will be reimbursed as per the Award.

14.2 It is your responsibility to ascertain whether or not your vehicle insurance covers your vehicle for work related use and to advise the employer accordingly.
15. Travel Allowance
In the event that you are required to be away from home for work purposes you 

will be reimbursed all reasonable costs associated with accommodation, meals, fees and travel costs, as per Policies and procedures manual upon the presentation of relevant receipts. 
16. Superannuation

16.1 Superannuation contributions will be remitted as per the Award, unless

such remittance would result in the imposition of the superannuation

Guarantee charge, in which case superannuation contributions will be

remitted at the rate required to avoid the imposition of the superannuation

Guarantee charge ( as contemplated by the Superannuation Guarantee (Administration) Act 1992).

16.2 Superannuation will be paid into the superannuation scheme of your 
choice.

17. Policies and Procedures

17.1 You will conform to the Policies and Procedures of the Share and Care

Community Services Group at all times.

17.2 Failure to comply with 17.1 above may lead to dismissal.

18. Medical Clearance

18.1 You may be required to undergo health/medical checks before and

during employment to ensure that you are fit to perform your duties.

18.2 If you are required to undergo a health/medical check, you will be

evaluated against the essential requirements of the job and all of your

individual circumstances will be taken into account.
18.3 Medical tests will specifically relate to the genuine and reasonable 

requirements of your job.

18.4 Consideration will be given to providing services and facilities to 

accommodate disabilities/impairments where reasonable.

19. Special Conditions
19.1 You are required to abide by the all Policies and Procedures.
       19.2
You are required to attend a minimum of four (4) compulsory training



sessions per year – one (1) of which must be Occupational Health and

safety and one of which will be the Share and Care Annual Staff Seminar.
19.3 Your attendance at team meetings is compulsory.

19.4 Uniform is compulsory unless you are working in our Refuge Programs and 
Purchase is your responsibility.

19.5
If you are required to use your own vehicle for your role, it MUST be  have a BUSINESS registration not private and MUST have comprehensive 3rd party insurance minimum. You are responsible for these costs.
20. Signatures
______________________________                ____________________________

Signed by the employee



Signed by the CEO

______________________________               ____________________________

Printed Name





Printed Name

______________________________               __________________________________
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