
FORM 104
<Date>
<Name>
<Address>
<Suburb>

Dear < ________________>
I am pleased to confirm our offer for the position of Casual <____________________> in the <_________________ >section of Kurrajong Waratah.

This section forms part of our services for people with a disability.

This is a casual employment position with a salary based under the Social, Community, Home Care and Disability Services Industry Award 2010, Level ___, Pay Point ___.

The current hourly rate of this position is $< _________> per hour. This rate has been calculated against the above award rate, which includes a 25% loading.

The duties of the position have been outlined to you at your interview and are also documented in the attached Statement of Duties (item b). If you are unsure of any aspect of your duties, please clarify them with the Manager before signing this offer of employment.

As a <______________> you will be responsible to the Manager, <______________>.

As a Casual employee you are not entitled to sick leave, annual leave or long service leave benefits. These are provided for in the casual loading. Likewise, no advance notice is necessary to conclude our employment relationship by either party.

Your fortnightly pay will be deposited every 2nd Thursday to a bank account nominated by you.  Please complete the attached form in item (d) below.

Please note that it is a condition of your employment that you maintain a Current Class C (or superior if required) driver's licence. 

A Staff Manual (item (i)) is included for your perusal and you should familiarise yourself with its contents. This manual sets out in detail other conditions of employment, important policies and procedures, as well as describing the other services provided by this organisation. As a staff member of Kurrajong Waratah you are required to comply with the policies and procedures of the organisation.  Access to these policies will be explained during your first day of employment.

If you have not already done so, you will be required to complete our next available Orientation Program. As well you will be required to participate in relevant ongoing training during the duration of your employment. 

Enclosed with this letter are the following:


a)
Duplicate copy of this letter


b)
Statement of duties for your position (2)


c)
Tax File Number Declaration form


d)
Bank Account Details Form


e)
Details on Superannuation and action you must take


(f)
Request for Email Payslips and Payment Summary (Form 106)


g)
Action Re:  Hepatitis B Vaccination


h)
Code of Conduct (Policy 3.12)

            i)
Declaration of Understanding of the Code of Conduct (Form 135)


j)
Staff Manual (Form 136)


k)
Orientation Process

l)
Stage One Workplace Familiarisation Orientation Checklist (Form 137)

m)
Confidentiality Agreement (Form 138)

n)
Driver Declaration (Form 161)

o)
Computer Software and Hardware (Policy 5.7)
p)
Acknowledgement of Appropriate Use of Computer Facilities (Form 116)

q)
Fair Work Information Statement

r)
Staff Obligations, Duty of Fidelity and Good Faith (Policy 3.22)
Please confirm your acceptance of this position by signing the duplicate copy of this letter and the duplicate Statement of Duties. Return them immediately, IN PERSON, to the Payroll Officer at the Administration Office together with the Payroll Checklist attached to this letter and the documents in items (c), (d), (e), (f), (i), (m), (n) and (p) before the commencement of your employment. 

Special note for item (e): You have two options in the way your Superannuation Guarantee can be paid to you. Regardless of your choice, you must complete and sign the ‘Choice of superannuation fund Standard choice form’ included with this letter.

If you choose Kurrajong Waratah’s preferred company CareSuper, you need only complete PART A section 1,  2, and 5, however, you must also fill in the application form contained in the CareSuper booklet supplied to you.

If you choose to have your Superannuation Guarantee paid into another Super fund, you must complete PART A sections 1, 2, either 3 or 4, and 5. You must ensure that all documentation mentioned in section 3 is attached.
Please note: Wages will not be paid until all documentation listed on the Payroll Checklist below has been received by the Payroll Administration office.

The document in item (k) will be completed by you and your Manager on your first day of employment and then returned to the Administration office. On this day you will also read through the Staff Manual (item i) together.

Note: Your appointment is subject to a Criminal History Record Check. If there are any matters raised from this check we will contact you to discuss their relationship to your employment with Kurrajong Waratah.  If we do not contact you then there are no issues from your Criminal History Record Check.

Additionally you need to be aware that should it become evident that you have not been completely honest in your application for this position we reserve the right to instantly terminate your employment with Kurrajong Waratah.
Finally ___________________________________, I would like to take this opportunity to welcome you to Kurrajong Waratah and trust that you will find this position both interesting and personally satisfying. We look forward to working with you.

Yours faithfully,

Ray Carroll
Deputy Chief Executive Officer
I, ________________________________________________ hereby accept the position of Casual _____________________ in the __________________ section of Kurrajong Waratah in accordance with the terms and conditions advised at interview and detailed above.

Signature: _______________________________________   Date: ____/ ____/ ____

PAYROLL CHECKLIST

TO: 

PAYROLL OFFICER
FROM: _______________________________________________________________
(Your Name)

As required in my appointment letter I have attached the following documents to allow me to be placed on the Kurrajong Waratah payroll.
[image: image1.png]



Copy of Appointment letter signed by me


Copy of Statement of Duties signed by me


Completed Tax File Number Declaration Form


Completed Bank Account Details Form


Completed Superannuation form

Completed Declaration of Understanding of Code of Conduct (Form 135)


            Completed Confidentiality Agreement (Form 138)

            Completed Driver Declaration (Form 161)
Completed Acknowledgement of the Appropriate Use of Computer Facilities (Form 116)
            Staff Obligations, Duty of Fidelity and Good Faith (Policy 3.22)
Received by Payroll Officer: Signature ___________________  Date: ____/ ____/ ____
------------------------------------------------------------------------------------------------------------------------

To be completed by the Payroll Officer when document received from the Section Manager.

 
Completed Stage One Workplace Familiarisation Orientation Checklist 

Received by Payroll Officer: Signature ____________________  Date: ____/ ____/ ____
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