Schedule 1

SAMPLE EMPLOYMENT AGREEMENT

	Employer
	<Parish>



	Employee
	<Name>



	Position
	Pastoral Associate <Grade>



	Responsible to
	«Responsible_to»


	Date of Appointment
	«Comm_date»



APPOINTMENT

This contract constitutes a Contract of Employment and governs the employment of «Name_2».

The term of your employment is for the period commencing on [insert date] and, unless terminated sooner in accordance with the provisions of the attached “Catholic Archdiocese of Melbourne Conditions of Employment for Pastoral Associates 2011”, concluding on [insert date].

At any time during the currency of this period, the employer may offer to extend the period of your employment beyond the expiry date above. Any agreement to extend the period of employment will only be binding if confirmed in writing.

The employment may be terminated by either party at any time with thirteen weeks' written notice. The employer may require you to work out the whole or part of the period of notice. Alternatively, the employer may, in the employer's absolute discretion, provide payment in lieu of any period of notice that is not worked out by you.

The employer may terminate the employee's employment if the employee displays conduct in either the employee's private or public life that is contrary to the doctrines, beliefs or principles of the Catholic Church. In such an event, the employee will be provided with notice, or payment in lieu of notice as detailed above.
The employer retains the right to terminate the employment without notice or payment in lieu of notice in circumstances warranting summary dismissal, as set out in the “Catholic Archdiocese of Melbourne Conditions of Employment for Pastoral Associates 2011’’.

The employee agrees that the person who is the Parish Priest at «Name» Parish may vary from time to time, and the employee agrees that, by notice to the employee in writing by the Parish Priest, all rights and obligations of the Parish Priest under this Agreement may be assigned by the Parish Priest to his successor as Parish Priest of the «Name» Parish and that the employee agrees to accept such assignment and to serve the successor of the Parish Priest in accordance with the terms of this Agreement.

HOURS OF WORK

Hours worked will be «Hours_of_work» hours per week.

SALARY

The gross annual salary will be «Salary».

PROFESSIONAL DEVELOPMENT

You are entitled to attend Supervision or Spiritual Direction, Seminars and Courses, as well as Meetings of Professional Associations and Networks, without loss of salary up to << Number>> hours per month. Attendances at such activities shall be approved by the employer and will not be unreasonably withheld. A maximum annual budget of $<<Amount>> will be set aside for these purposes.

OTHER CONDITIONS

Conditions of employment are as set out in the “Catholic Archdiocese of Melbourne Conditions of Employment for Pastoral Associates 2011”, a copy of which is attached. The following special conditions apply.

«Special_conditions»
Signed by Employee…………………………………………...Date       /    /201

Signed by Employer…………………………………………… Date       /    /201

Schedule 2

Sample letter of offer to part and full time employees

«Greeting» «Name_1»  «Name_2»
«Address_1»
«Address_2»
Dear «Greeting» «Name_2»
I am pleased to offer you the position of Pastoral Associate Grade «Grade» at <<Name 3>> Parish.
The offer is made on the terms and conditions outlined in the attached Employment Agreement. You should read it, sign both copies and return them to me with the enclosed forms as soon as possible. In turn, I will return a completed copy of the Employment Agreement to you by return mail. If you have any questions, please feel free to contact me to discuss.

The practice in the Archdiocese of Melbourne is to require you to have completed a National Police Record Check before commencing work.

*This may not be possible in your case. Consequently, our offer of employment is conditional upon your declaring that you have not been charged with nor found guilty of any offence, which would be incompatible with your position of trust and responsibility and acknowledging that the employer relies on this declaration in offering employment. You will need to complete the attached statutory declaration and the fit2work form with identification before you commence employment. 

**As one was completed for you within the past three years, you need only to complete the attached statutory declaration before you commence employment.

If for any reason you are unable to complete the statutory declaration as requested, you should contact me immediately.

As your duties include or likely to include ‘child-related work’ as defined in the Working with Children Act 2005, you must show me your assessment notice or if you do not have one, evidence that you have applied for a notice before you commence work.

I take this opportunity to congratulate you on this appointment and hope that you find the role both challenging and enjoyable.

Yours sincerely

Parish Priest

«Letter_date»
Enclosed

	1.  Employment Agreement
	5.  Previous injury declaration

	2.  Statutory Declaration
	6.  Tax File Number Declaration

	3.  National Police Record Check Policy 
	7.  Superannuation guide, application and choice forms

	4.  Employment Form
	8.  Copy of Conditions of Employment for Pastoral

     Associates 2011 

	
	9.  Fair Work Information Statement


*
Use where the person cannot produce a National Police Record Check under 3 years old.

**
Use where the person produces a National Police Record Check that is less than 3 years old.

Schedule 3

Sample letter of offer to casual employees

«Name_1»  «Name_2»
«Address_1»
«Address_2»
Dear «Greeting»
I am pleased to offer you casual employment as a pastoral Associate Grade<grade> at <name> Parish.

The position attracts an hourly rate of «Rate_of_pay» and has no entitlement to paid Annual Leave or Personal/Carer’s Leave. Other conditions of employment are as set out in the attached ‘Conditions of Employment for Pastoral Associates 2011’.

The practice in the Archdiocese of Melbourne is to require you to have completed a National Police Record Check before commencing work.

*This may not be possible in your case. Consequently, our offer of employment is conditional upon your declaring that you have not been charged with nor found guilty of any offence, which would be incompatible with your position of trust and responsibility and acknowledging that the employer relies on this declaration in offering employment. You will need to complete the attached statutory declaration and the fit2work form with identification before you commence employment. 

**As one was completed for you within the past three years, you need only to complete the attached statutory declaration before you commence employment.

If for any reason you are unable to complete the statutory declaration as requested, you should contact me immediately.

As your duties include or are likely to included ‘child-related work’ as defined in the Working with Children Act 2005, you must show me your assessment notice or if you do not have one, evidence that you have applied for a notice before you commence work.

I take this opportunity to congratulate you on this appointment and hope that you find the role both challenging and enjoyable.

Yours sincerely

Parish Priest

«Letter_date»
Enclosed

	1.  Acceptance letter 
	5.  Previous injury declaration

	2.  Statutory Declaration
	6.  Tax File Number Declaration

	3.  National Police Record Check  Policy
	7.  Superannuation guide, application and choice forms

	4.  Employment Form
	8.  Copy of Conditions of Employment for Pastoral

      Associates 2011

	
	9.  Fair Work Information Statement


*
Use where the person cannot produce a National Police Record Check under 3 years old.

**
Use where the person produces a National Police Record Check that is less than 3 years old.

Schedule 4

Sample letter of acceptance by casual employees

<< Parish Priest>>

I accept the offer of employment set out in your letter of «Letter_date» and the Conditions of Employment under which I will be employed.

I enclose a completed statutory declaration that I do not have any convictions, findings of guilt and/or pending charges (except for minor traffic offences) in either Victoria, any other state or territory of Australia or under Commonwealth law.
I enclose [a copy of my assessment notice under the Working With Children Act 2005 (Vic)/a copy of my application for an assessment notice under the Working With Children Act 2005 (Vic)] [delete whichever is appropriate].

«Greeting» «Name_2»
     /    /201
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