Template contractor agreement 

(For an individual or company)
[Letterhead of church]

24 April 2023
[name]

[address]
Dear [name]
Engagement as contractor 
We are pleased to engage [you OR [company name] (the Contractor)] as an independent contractor. The terms and conditions of the engagement are set out in this letter. [Note: use ‘you’ for a contracting person, i.e. a sole trader with an ABN, and ‘the Contractor’ for a contracting company.]
Term

[Option 1 – use if agreement is for a set term: This agreement will commence on [start date] and end on [end date] (the Term). We and you may agree to extend this agreement for a further term, with any such agreement to be set out in writing.
Option 2 – use if agreement is ongoing: This agreement will commence on [start date] and continue until terminated in accordance with this letter (the Term). End options.]
Provision of services
[You/The Contractor] will provide to us the services described in Schedule 1 (the Services). The Services must be provided by [you OR the particular persons listed in Schedule 1] unless otherwise agreed in writing.
[Optional: We may, upon reasonable grounds, require the Contractor to remove a particular person from performing the Services and to replace them with another person. End option.]
Reporting

[You/The Contractor] will address all reports and communications to [contact person].
Other work permitted
[You/The Contractor] may engage in any other work and assignments during the Term provided such other work or assignments do not involve a conflict with your duties and responsibilities to us. 

Contractor fees
We will pay the fees (Fees) to [you/the Contractor] as set out in Schedule 1.
[Use if contractor is a person rather than a company and the Services are wholly or principally the person’s labour, i.e. the person’s effort and skill is the service rather than a product or outcome such as a new church kitchen: In addition to the Fees, we will make compulsory superannuation contributions in accordance with applicable superannuation legislation. We will pay the superannuation contributions to either: 

· your choice of complying superannuation fund specified by you on the enclosed Superannuation Standard Choice Form, or 

· your ATO stapled super fund; or 

· Anglican National Super if you do not nominate a fund and do not have a stapled fund. End wording.]
The Fees are exclusive of any goods and services tax imposed under The New Tax System (Goods and Services Tax) Act 1999 (GST). Where GST is payable on a supply made by [you/the Contractor] under this agreement, [you/the Contractor] may charge us an additional amount equal to the GST payable on that supply. 
We will pay the Fees and any GST amount within [X business days’] receipt of a valid tax invoice from [you/the Contractor]. The tax invoice must include [your/the Contractor’s] ABN, details of the Services performed, dates of performance and hours taken[, and identify the particular persons who performed the Services]. 
The Fees may be varied by written agreement between [you/the Contractor] and us. 

Contractor obligations
[You/The Contractor] must perform the Services in a diligent and professional manner according to any standards that normally apply to the provision of such services. [The Contractor must ensure that any employees or agents involved in providing the Services do so in the same manner.] 
[You/The Contractor] must act in good faith in all dealings with us and must not do anything that may be harmful to our reputation or interests. 
[You/The Contractor] must take out all insurances required by law including the insurances listed in Schedule 1. The insurances must be taken out for the minimum amount set out in Schedule 1 and must be maintained during the Term. [Note: the parish’s workers compensation insurance will need to cover the contractor if the contractor is a sole trader who does not use subcontractors and does not employ any worker, i.e. the person who is the contractor provides the Services.]
[You/The Contractor] must provide the Services at [your/its] own cost, and, unless specified in Schedule 1, will not be reimbursed for any out-of-pocket expenses. 

[Use if the contractor is a company: The Contractor is solely responsible for paying its employees and agents all remuneration and benefits including salary, superannuation, leave entitlements and any other benefits owing to them as employees, and for otherwise complying with any applicable industrial instruments and legislation in relation to such employees and agents. End wording.]
[Optional: Use of our property 
[You/The Contractor] may, in performing the Services, use our property, including [insert, e.g. office facilities, computer, photocopier and printer, internet, etc]. Use of any of our property is at [your/the Contractor’s] own risk, except to the extent that any damage is caused by our act, omission or negligence. End wording.]
[Optional – use only for a contractor whose work is related to the ministry of the parish, where appropriate: Professional standards
The parish is part of the Anglican Church Diocese of Sydney. The Diocese is evangelical and Bible-based. It is expected that you will conduct yourself in a manner that is, at all times, consistent with the teaching of the Bible, as understood and professed by the Diocese, as well as the principles and values of the Diocese. This includes parish or Diocesan policies concerning personal behaviour that may be in force from time to time, including Faithfulness in Service: A national code for personal behaviour and the practice of pastoral ministry by clergy and church workers.
Although these policies are not terms of this agreement, you must comply with the policies in the performance of this agreement. Any breaches of the policies may warrant the termination of this agreement. End wording.]
Relationship between the parties
The relationship between us and [you/the Contractor] is that of a principal and independent contractor. This agreement is not an employment agreement and nothing in this letter constitutes or deems [you to be our employee/any employees of the Contractor to be our employees].

[Optional: Except with our prior written approval, [you/the Contractor] will not hold [yourself/itself] out as being authorised to exercise any responsibilities for or on behalf of us other than as provided in this letter, bind us to a contractor, or create any liability against us in any way or for any purpose. End wording.]
Intellectual property 
[You/The Contractor] must disclose all intellectual property created by [you/the Contractor and its employees and agents] in the course of providing the Services (the Intellectual Property). 
[You/The Contractor] assigns all its rights in existing or future Intellectual Property to us, and will do all things and execute all documents necessary to secure our ownership of the Intellectual Property. 

This clause survives the termination of this agreement. 

Confidentiality
[You/The Contractor] must not[, and must ensure that its employees and agents do not], either during or after the Term, disclose any of our confidential information, except in the proper course of performing its duties under this agreement, as required by law, or with our prior written agreement. 

[Optional: At the end of the Term, [you/the Contractor] must return to us any of our confidential information in [your/its or that of its employees’ or agents’] possession or control. End wording.] 
This clause survives the termination of this agreement. 

Compliance with laws
[You/The Contractor] must comply at [your/its] own cost and expense with all acts, ordinances, rules, regulations, codes and requirements by federal, state, local or other authorities so far as these affect or apply to your provision of the Services. This clause survives the termination of this agreement. 
Indemnity
[You/The Contractor] will indemnify us against liability for all loss, damage or injury to any person or property caused by [you/the Contractor or its employees or agents] in the course of providing the Services. This clause survives the termination of this agreement. 

[Optional – use for child-related work, i.e. work involving direct contact with children which is usual (more than incidental) to the work: Special condition(s) 
Given the duties involved in this position, this offer is conditional on you having a Working with Children Check (WWCC) clearance. We may take action to terminate this agreement, if you do not have a current WWCC clearance at any time during the Term. End wording.]
Termination
This agreement may be terminated by either party at any time by giving [insert period] notice in writing.

We may terminate this agreement at any time without notice if [you/the Contractor] engages in a serious or material breach of this agreement. 

If, upon the termination of this agreement, [you/the Contractor] are owed any Fees, [you/the Contractor] may give us an invoice for the Fees. We will pay those Fees (provided they are properly invoiced) within [14/28] days’ receipt of the invoice.

Entire agreement

This letter contains the entire agreement of the parties with respect to its subject matter. It sets out the only conduct relied on by the parties and supersedes all earlier conduct by the parties with respect to the subject matter. The terms and conditions referred to in this letter may only be varied by a written agreement signed by both [you/the Contractor] and us.

Governing law 

This letter is governed by the laws of New South Wales. The parties submit to the exclusive jurisdiction of the courts exercising jurisdiction there. 

Acceptance 

Please sign the attached copy of this letter in order to acknowledge [your/the Contractor’s] acceptance of the agreement set out in this letter. 

Yours sincerely

The Wardens

[Attached: Anglican National Super Application or Superannuation Standard Choice Form]
ACCEPTANCE AND SIGNATURE
Signed for [contractor] by its authorised representative
Signature ………………………….………………………….
           Date………………………….

[Print name]
SCHEDULE 1

1 Services
(a) The services (Services) will include:
(i) [description of the Services].
(b) The Services will be performed by the following people:
(i) [name the person performing the services and describe their role and contribution]
(ii) [name the person performing the services and describe their role and contribution]
(iii) [...]
(c) The Services will be performed at the following times:
(i) [...]
(d) The Services will be performed at the following [location/s]:
(i) [...]
2 Fees

The Fees will be:

[Insert a description of how the fees will be calculated. For example, “calculated at the rate of $[amount] per hour (or any part of it on a pro rata basis)”. Or “a lump sum payment of $[amount] upon delivery of [a particular result]”.]

3 [Use if the contractor is a company: Insurances
Workers compensation insurance for its employees:
(a) Public liability insurance — $[amount]
(b) Professional indemnity insurance — $[amount]
(c) Personal accident/salary continuance insurance — $[amount] End wording.]
4 [Optional:  Expenses

The contractor will be reimbursed for the following out of pocket expenses:
(a) [describe expenses]. End wording.]
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