A.4
Form of letter for casual employment (non-ministry)
[Letterhead of church]

[date]

[name and address of proposed employee]

Dear [name of proposed employee]
Casual employment in the position of [title of position]
We are pleased that you may be available from time to time to undertake casual employment in the position of [title of position]. 

Casual employment in the position is classified as [classification] under the [Clerks (Private Sector) Award 2010 or Miscellaneous Award 2010 or insert title of other award if applicable].  The terms of the award do not however form part of this agreement.

Until further notice, this letter sets out the terms and conditions that will apply each time you accept an offer from us to undertake casual employment in the position.  It is important to note that this letter does not represent or guarantee any offer or further offer of casual employment in the position and will continue until terminated by either party.
When undertaking casual employment in the position, you will be responsible to the minister (or any person nominated by the minister) for the performance of the duties associated with the position.  However in relation to all administrative matters you will be responsible to the wardens.  The position is otherwise subject to all applicable ordinances and rules in force from time to time in the Diocese of Sydney.

Duties and performance of duties

The duties of the position may be reviewed from time to time by the minister (or a person nominated by the minister) in response to the changing needs of the parish.  However currently the main duties of the position are:

· [list main duties of position and any restrictions on such duties]
· etc
You will also undertake any other duties that the minister (or any person nominated by the minister) reasonably and lawfully directs you to undertake when undertaking casual employment in the position.

Please note that our places of work are non-smoking areas.  Alcohol is not permitted on any church premises except for the purposes of holy communion or where otherwise permitted by the Parish Council.

You agree to abide by all the policies and procedures of or applicable to the Parish as varied from time to time.  However you acknowledge that these policies and procedures are not terms of your employment and are not binding on us.

During the course of undertaking any casual employment in the position you may become aware of confidential information.  You agree to keep this information confidential, except insofar as such disclosure may be reasonably necessary for the proper performance of your duties.

Remuneration

[#1 if non-award employment] 
Your wage will be [amount] per hour.

OR
[#2 if award employment and you do not wish to pay higher than award rates of pay] 
In accordance with your award classification, your wage will be [amount] per hour.  This wage will be varied in accordance with the award.  
If applicable, the wardens 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 (in which case, you need to complete and return the enclosed Superannuation Standard Choice form), or

· Anglican National Super if you do not nominate a fund.

You may nominate an alternative superannuation fund if you wish by completing the enclosed Superannuation Standard Choice form.  You only need to complete and return this form if you wish to choose a fund other than Anglican National Super. 

Professional standards

The Anglican Diocese of Sydney is evangelical and Bible-based.  It is expected that, both during and outside your work hours, 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 of Sydney, 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 strictly comply with the policies, and any breaches of the policies (including any breaches which occur outside work hours and/or away from work premises) will warrant disciplinary action which may include the termination of your employment.

[If employee will be in child-related employment:  Working with Children Check.  Delete if inapplicable.] 

Special condition(s) of employment

Given the duties involved in this position, this offer is conditional on –

(a) you providing to the wardens before you start in the position:  your full name, date of birth, Working with Children Check application number or clearance number and any other personal information the wardens may reasonably require in connection therewith, and
(b)
the wardens successfully verifying that you have obtained a Working with Children Check clearance.

It is an ongoing condition of your employment that a valid Working with Children Check clearance is in effect at all times. If the clearance was to expire and not be renewed by you, or were it to be revoked by the relevant government authority, you will no longer be able to have direct contact with children in your position and we may immediately take action to terminate your employment.
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 and the minister (or a person nominated by him).

Surveillance

We reserve the right to conduct camera surveillance and to access and monitor any communications sent or received via our communications systems in accordance with the enclosed Workplace Surveillance Policy.
Documents to be completed and returned

· Tax File Number Declaration

· Application for Anglican National Super or Superannuation Standard Choice Form

Other attachments

· Diocesan policy for dealing with allegations of unacceptable behaviour
· Fair Work Information Statement

· Faithfulness in Service: A national code for personal behaviour and the practice of pastoral ministry by clergy and church workers

· Workplace Surveillance Notice and Policy

[add any others]

Eligibility for casual employment

If you wish to be considered for casual employment in the position from time to time, you should:

(a) complete the “documents to be completed” referred to above; and

(b) return the completed documents and details of the bank account into which you wish us to pay your salary to us as soon as possible

Yours sincerely

.....................................................
.....................................................
.....................................................

The Wardens
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