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Note to Supervisor: This contract must be approved and signed by a person with delegated authority under the Human Resources Delegation Policy.    A copy of the signed contract must be provided to the employee and the original lodged with Employee Services, Human Resources, prior to the commencement date.

NEW EMPLOYEE    FORMCHECKBOX 
                 PREVIOUS EMPLOYEE    FORMCHECKBOX 
  

Please provide Employee Number: 5023246
	Surname:  Carpinteri     
	Given name:  Daniel 
	Date of birth:  27 / 06 / 1987

	Address:  29 Simmington Circuit Greenvale
	Postcode:  3059

	Contact number/s: (home)  0393332853
	(mobile)  0431002037

	Faculty:  Arts
	School/Dept: Arts
	Campus: St. Albans


This contract incorporates the terms and conditions of the Victoria University (Academic & General Staff) Enterprise Agreement 2009 (EA 2009).  Please contact your supervisor listed below for further information.  A copy of the EA 2009 can be found on the HR Intranet site under “Employment Conditions”.
	TERM OF CONTRACT: You may be offered employment by the University, on an hourly basis during the period stated below:

	 FORMCHECKBOX 
  Academic sessional
                             FORMCHECKBOX 
 Guest lecturer                  FORMCHECKBOX 
    Student as Staff     
Commencement date:  13 / 08 / 2010                End date: 16 / 11 / 2010                   Supervisor: Luke Low



	Account code to be debited:
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	ANTICIPATED ACADEMIC HOURS:

	SUBJECT TITLE
	SUBJECT CODE
	DAY 
	START TIME
	FINISH TIME
	No.  WEEKS PER SUBJECT
	TOTAL HRS PER SUBJECT
	HOURLY

RATE $
	TOTAL COST $
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	  ANTICIPATED OTHER NON TEACHING ACTIVITIES (as per Schedule 5 of the Enterprise Agreement): 

	TYPE OF ACTIVITY
	DAY
	START TIME
	FINISH TIME
	No.  WEEKS/

SUBJECT
	TOTAL HRS / SUBJECT
	HOURLY

RATE $
	TOTAL COST$

	Testing AV Equiptm
	-
	-
	-
	2
	5.00
	     
	     

	Filming 3MT
	Friday
	12
	6
	1
	6.00
	     
	     

	Editing
	-
	-
	-
	4
	45
	     
	     

	
	TOTAL
	 56
	       
	       


  Academic Sessional Hours:

You will be engaged on an hourly-basis.  Your total anticipated hours are stated above within the “Academic Hours” and “Other Non Teaching Activities”. These hours are anticipated hours only and are not guaranteed under your Academic sessional employment.  Your supervisor may change your anticipated hours to meet the operational requirements of the University at any time. The Claim for Payment of Academic Sessional Hours form completed by you each fortnight will record the actual hours you have completed. 
Human Resources, Employee Services Unit use only:                                                               

Employee Number: ________________________

Job No: __________  Position No: _____________          Payroll Officer: _______________________          Date: ______ / ______ / ______
HOURLY RATE / PAYMENT FOR HOURS WORKED
Your hourly rate will be calculated in accordance with Schedule 3 to the EA 2009. The rate is inclusive of a loading in lieu of payment for annual leave, sick leave, public holidays and penalty rates. The rate is calculated in accordance with Schedule 4 of the EA 2009.

You must complete a Claim for Payment of Academic Sessional Hours Form  for all  work performed for the previous fortnight, detailing the type of sessional work performed, in accordance with the Payroll Policy & Procedures.   Your claim form must be approved by the appropriate delegated officer in accordance with the HR Delegations Policy. 

INDUCTION / WORKPLACE ORIENTATION
For all academic sessional employees engaged for 15 hours of teaching or more, it is recommended that you satisfactorily complete the prescribed Initial Induction for Teaching Program. You are also required to participate in a workplace orientation in accordance with the Workplace Orientation Checklist – Sessional Staff (Form: HR23) with your Supervisor.  

STAFF CODE OF CONDUCT
You are required to familiarise yourself and comply with the Staff Code of Conduct at all times.
EVIDENCE OF QUALIFICATIONS / REQUIRED DOCUMENTATION
This offer of sessional employment is subject to the submission of appropriate evidence to your supervisor for qualifications held and proof of citizenship.  A Police Check is required for identified positions until VU Policy on Working with Children Check is fully implemented in line with legislation.  Certified photocopies will be accepted or originals to photocopy (in this instance supervisors must sign and date the photocopies stating originals have been sighted).  Qualification documentation is to be held within the School / Department and is to be recorded below for HR purposes.
	EDUCATION DETAILS

	QUALIFICATION

e.g. Bach, Grad.Dip
	PRIMARY FIELD OF

STUDY e.g. Business
	MAJOR
e.g. Human Resources
	YEAR OF

AWARD
	INSTITUTION
	COUNTRY

	Bachelor
	Arts
	Multimedia
	2009
	Victoria University
	Australia

	Adv. Dip
	Information Tech
	Multimedia
	2008
	Victoria University TAFE
	Australia

	Diploma
	Information Tech
	Information Tech
	2007
	Victoria University TAFE
	Australia

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     


 FORMCHECKBOX 
  The above Qualification Documentation has been sighted by the Supervisor / Manager

UNIVERSITY STATUTE, REGULATION AND POLICY
You are required to comply with University Statute, Regulation and Policy as amended and varied from time to time.

The University requires you to be familiar and comply with all University Policies, in addition to the Policies already referenced in this contract. University policy does not form part of this contract. University Statute, Regulation and Policy can be obtained from the Central Policy Register on the VU Intranet home page.
CONFLICT OF INTEREST

You agree to notify the University in writing of any interest or commitment which may in any way involve an actual or perceived conflict of interest with your employment with the University.

I agree and accept the terms and conditions of this contract and certify that, where applicable:

 FORMCHECKBOX 

I have provided certified copies or originals to my Supervisor of my approved degree or equivalent tertiary qualification(s) relevant to the programs to be taught in the School.

 FORMCHECKBOX 

I have provided certified copies or originals to my Supervisor (for photocopying) of my Australian birth certificate/passport; or if not 


born in Australia, evidence of permanent resident status, working Visa or Certificate of Australian Citizenship.


(If not an Australian Citizen or Permanent Resident, copies of ability to work in Australia must be sent to HR with this contract)

 FORMCHECKBOX 

Pursuant to s82 (7) and (8) of the Accident Compensation Act, I do not have a pre-existing injury or disease that might be affected by the nature of the proposed employment.

 FORMCHECKBOX 

Pursuant to s82 (7) and (8) of the Accident Compensation Act, I have a pre-existing injury or disease that might be affected by the nature of the proposed employment. I have attached an accompanying letter stating details of such injury or disease.

 FORMCHECKBOX 

I have not previously received a Redundancy Package from Victoria University.

OR
 FORMCHECKBOX 

I have previously received a Redundancy Package from Victoria University; and the date of departure from VU was:    /    /      (Employment restrictions may apply.  Please contact Human Resources before commencing employment.)
Employee: _____________________________________  Name: _________________________________
Date:    /    /     

             Employee Signature


     Print Name

Recommended by: ___________________________  Name: ___________________________________    
Date:    /    /          

                                                    Subject Coordinator                                                                       Print Name                                                                                                                                                          

Approved by: _______________________________   Name: ________________________________  
Date:    /    /     
Appropriate delegated officer in accordance with HR Delegations Policy                                                                                    Print Name  



From 1 January 2010, this Fair Work Information Statement is to be provided to all new employees by their employer as soon as possible after the commencement of employment. The Statement provides basic information on matters that will affect your employment. If you require further information, you can contact the Fair Work Infoline on 13 13 94 or visit www.fairwork.gov.au.
The National Employment Standards
The Fair Work Act 2009 provides you with a safety net of minimum terms and conditions of employment through the National Employment Standards (NES). 

There are 10 minimum workplace entitlements in the NES:

1. A maximum standard working week of 38 hours for full-time employees, plus ‘reasonable’ additional hours.

2. A right to request flexible working arrangements to care for a child under school age, or a child (under 18) 
with a disability.

3. Parental and adoption leave of 12 months (unpaid), with a right to request an additional 12 months.

4. Four weeks paid annual leave each year (pro rata).

5. Ten days paid personal/carer’s leave each year (pro rata), two days paid compassionate leave for each permissible occasion, and two days unpaid carer’s leave for each permissible occasion. 

6. Community service leave for jury service or activities dealing with certain emergencies or natural disasters. 
This leave is unpaid except for jury service.

7. Long service leave.

8. Public holidays and the entitlement to be paid for ordinary hours on those days.

9. Notice of termination and redundancy pay. 

10. The right for new employees to receive the Fair Work Information Statement. 

A complete copy of the NES can be accessed at www.fairwork.gov.au. Please note that some conditions or limitations may apply to your entitlement to the NES. For instance, there are some exclusions for casual employees.

If you work for an employer who sells or transfers their business to a new owner, some of your NES entitlements may carry over to the new employer. Some NES entitlements which may carry over include personal/carer’s leave, parental leave, and your right to request flexible working arrangements.

Modern awards
In addition to the NES, you may be covered by a modern award. These awards cover an industry or occupation and provide additional enforceable minimum employment standards. There is also a Miscellaneous Award that covers employees who are not covered by any other modern award.

Modern awards may contain terms about minimum wages, penalty rates, types of employment, flexible working arrangements, hours of work, rest breaks, classifications, allowances, leave and leave loading, superannuation, and procedures for consultation, representation, and dispute settlement. They may also contain terms about industry specific redundancy entitlements. 

If you are a manager or a high income employee, the modern award that covers your industry or occupation may not apply to you. For example, where your employer guarantees in writing that you will earn more than $108,300 annually (indexed), a modern award will not apply, but the NES will.

Transitional arrangements to introduce the modern award system may affect your coverage or entitlements under a modern award.

Agreement making
You may be involved in an enterprise bargaining process where your employer, you or your representative (such as a union or other bargaining representative) negotiate for an enterprise agreement. Once approved by Fair Work Australia, an enterprise agreement is enforceable and provides for changes in the terms and conditions of employment that apply at your workplace. 

There are specific rules relating to the enterprise bargaining process. These rules are about negotiation, voting, matters that can and cannot be included in an enterprise agreement, and how the agreement can be approved by Fair Work Australia.

You and your employer have the right to be represented by a bargaining representative and must bargain in good faith when negotiating an enterprise agreement. There are also strict rules for taking industrial action. If you have enquiries about making, varying, or terminating enterprise agreements, you should contact Fair Work Australia.

Individual flexibility arrangements
Your modern award or enterprise agreement must include a flexibility term. This term allows you and your employer to agree to an Individual Flexibility Arrangement (IFA), which varies the effect of terms of your modern award or enterprise agreement. IFAs are designed to meet the needs of both you and your employer. You cannot be forced to make an IFA, however, if you choose to make an IFA, you must be better off overall. IFAs are to be in writing, and if you are under 18 years of age, your IFA must also be signed by your parent or guardian.

Freedom of association and workplace rights (general protections)
The law not only provides you with rights, it ensures you can enforce them. It is unlawful for your employer to take adverse action against you because you have a workplace right. Adverse action could include dismissing you, refusing to employ you, negatively altering your position, or treating you differently for discriminatory reasons. Some of your workplace rights include the right to freedom of association (including the right to become or not to become a member of a union), and the right to be free from unlawful discrimination, undue influence and pressure. 

If you have experienced adverse action by your employer, you can seek assistance from the Fair Work Ombudsman or Fair Work Australia (applications relating to general protections where you have been dismissed must be lodged with Fair Work Australia within 60 days).

Termination of employment
Termination of employment can occur for a number of reasons, including redundancy, resignation and dismissal. When your employment relationship ends, you are entitled to receive any outstanding employment entitlements. This may include outstanding wages, payment in lieu of notice, payment for accrued annual leave and long service leave, and any applicable redundancy payments.

Your employer should not dismiss you in a manner that is ‘harsh, unjust or unreasonable’. If this occurs, this may constitute unfair dismissal and you may be eligible to make an application to Fair Work Australia for assistance. It is important to note that applications must be lodged within 14 days of dismissal. Special provisions apply to small businesses, including the Small Business Fair Dismissal Code. For further information on this code, please visit www.fairwork.gov.au.

Right of entry
Right of entry refers to the rights and obligations of permit holders (generally a union official) to enter work premises. A permit holder must have a valid and current entry permit from Fair Work Australia and, generally, must provide 24 hours notice of their intention to enter the premises. Entry may be for discussion purposes, or to investigate suspected contraventions of workplace laws that affect a member of the permit holder’s organisation or occupational health and safety matters. A permit holder can inspect or copy certain documents, however, strict privacy restrictions apply to the permit holder, their organisation, and your employer. 

The Fair Work Ombudsman and Fair Work Australia
The Fair Work Ombudsman is an independent statutory agency created under the Fair Work Act 2009, and is responsible for promoting harmonious, productive and cooperative Australian workplaces. The Fair Work Ombudsman educates employers and employees about workplace rights and obligations to ensure compliance with workplace laws. Where appropriate, the Fair Work Ombudsman will commence proceedings against employers, employees, and/or their representatives who breach workplace laws. 

If you require further information from the Fair Work Ombudsman, you can contact the Fair Work Infoline on 13 13 94 or visit www.fairwork.gov.au.

Fair Work Australia is the national workplace relations tribunal established under the Fair Work Act 2009. Fair Work Australia is an independent body with the authority to carry out a range of functions relating to the safety net of minimum wages and employment conditions, enterprise bargaining, industrial action, dispute resolution, termination of employment, and other workplace matters. 

If you require further information, you can contact Fair Work Australia on 1300 799 675 or visit www.fwa.gov.au.
The Fair Work Information Statement is prepared and published by the Fair Work Ombudsman in accordance with section 124 of the Fair Work Act 2009. 
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