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Click here to enter start date

Employee Full Name
Street Name
Suburb
City


Appendix to Employment Agreement

Dear Employee First Name,
This document is an appendix to your existing employment terms and conditions and reflects the recent changes in Employment Legislation and supports our policies and procedures moving forward as a business. 

The below clauses will be effective from Monday, 1 April 2019.

Meal Breaks / Rest Periods
[bookmark: _Hlk4413684]The Employee will be entitled to breaks as per the following table. The timing of breaks should be flexible to accommodate customer requirements. Should the Employee work beyond 8 hours a day, then the following table would commence again. 
	TIMING
	TYPE AND LENGTH OF BREAK

	Work between 2 and 4 hours
	One paid break of 10 minutes

	Work between 4 and 6 hours
	One unpaid break of 30 minutes

	Work between 6 and 8 hours 
	One paid break of 10 minutes



[bookmark: _Hlk4403454]Domestic Violence Leave 
[bookmark: _GoBack]Following the completion of six months employment (at an average of 10 hours a week and at least one hour in every week or 40 hours in every month), the Employee shall be entitled to 10 days paid domestic violence leave per year. Domestic Violence leave may only be taken when:
· The Employee has or is being affected by domestic violence
· Employees that ordinarily or periodically live with a child that is, or has been affected by 	Domestic Violence
Employees are to notify their Manager if they require Domestic Violence leave before the Employee is due to start work, or if that is not practicable, as early as possible after that. 
The Employee must complete the relevant leave form and hand it in to their Manager. The Company may ask for proof prior to approving the leave; proof can include a Police report, a letter from a Medical Practitioner or Community Support Advisor. The Company may withhold payment if the Employee fails, without reasonable cause, to produce the requested proof. 
Any Domestic Violence leave taken will be kept confidential between the Employee, the Employee’s Manager and Payroll. The Employee will not be discriminated against on the grounds that they are, or are suspected to be, a person affected by Domestic Violence. 
The Employee may also make a written request for a short-term variation (two months or shorter) to their working arrangements, the Company will respond to any such request in writing within 10 days of receiving the request and may require proof or further information.
The Company encourages Employees dealing with Domestic Violence to speak with their Manager. 

Employee First Name, you are entitled to discuss this appendix or to seek advice with your family, a union, a lawyer, or someone else you trust. To accept the details of this letter, please sign and return the declaration below by Click here to enter start date.

I would like to take this opportunity to thank you for your hard work and dedication to the Company and I look forward to continuing to work with you. 


Yours sincerely





Directors Name
Director
Mobile:



Acknowledgement and Declaration

· I, Employee Full Name, understand and accept the terms of this letter relating to the updated and new clauses in my Employment Agreement;
· I, Employee Full Name, have been able to seek independent advice about this letter and that I have been given reasonable opportunity to seek that advice; and
· The Company has considered and responded to any issues that I may have raised.


_____________________________________________	_________________________________
Employee Full Name Signature 				Date
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