>>EMPLOYMENT CONTRACTS
AND EMPLOYMENT POLICIES

It is important to get the employment relationship
right from the outset by clearly communicating to
new employees the requirements of their job and
the culture, practices and policies affecting the
workplace. The most important written parts of
this communication are the employment contract
and workplace policies and procedures.

>>Do | need to have an employment
contract?

If there is no written contract, the law implies
many terms and conditions into the relationship
between an employee and an employer: there
is an “employment contract” even if there is
nothing in writing. Many terms and conditions
are covered by legislation or awards.

However, for the sake of clarity and
understanding right from the beginning, it is very
useful to have a written employment contract
which governs the relationship individually
between employee and the employer, sets out
the basics of pay and leave and hours, sets
performance standards, and gives the employee
notice of any particular conditions applicable to
the employment.

>>How do employment contracts and
policies interact?

Workplace policies are general standards for
behaviour, for performance or for how the work
is to be done.

An employment contract will usually require the
employee to comply with workplace policies as
they exist and as they change over time.
Employment policies must be clear and must be
communicated effectively to employees if they
are to work properly. They need to be revised
from time to time so that they do not become
“shelf-ware” to which no-one pays regard.
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>>\What subjects should be covered by
workplace policies?

Every business will have its own policies relating
to how the work it does should be undertaken.

However, you should also have policies covering
at least the following areas:

* leave, especially parenting leave;

» discrimination (equal employment
opportunity, grievance procedures, sexual
harassment);

» occupational health and safety;

* internet and email use; and,

e drugs and alcohol.

>>\What is necessary for a policy to be
“well communicated”?

The policy ought to be:
» written in plain English;

* publicised to employees when it is new and
periodically thereafter; and,

» readily accessible to employees,
electronically or in hard copy.

Communication may involve staff input when
drafting the policy, or training when it is
introduced.

Enforcement of the policy is an occasion to
remind employees about the requirements of
the policy.

Existing policies must be part of an induction
process for new staff.
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>>How can Coleman & Greig help you?

Coleman and Greig's experienced employment law solicitors can:

* Prepare formats for employment contracts for individual employees or for use in your

business generally;

» Identify areas where you should have policies; and,

» Advise on content of policies.

>>Qther Services

Coleman & Greig provides a wide range of
services including:

Commercial Legal Services

Corporate & Commercial
Employment Law
Occupational Health & Safety
Franchising

Litigation & Dispute Resolution
Intellectual Property

Trade Practices

Building & Construction
Commercial Securities
Commercial Property
Business Migration

Notarial Services
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Personal Legal Services
» Property and Conveyancing
» Wills and Estate Planning

o Family Law

For further information:
Level 9, The McNamara Centre, 100 George St, Parramatta NSW 2150

Phone: 02 9635 6422 Fax: 02 9689 3983 Email: info@colgreig.com.au
www.colemanandgreig.com.au




