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Employment Conditions

Basic Rates of Pay and Casual Loading

If you are a Permanent full-time or Fixed Term Employee, you will be paid no less than the Minimum Rate for your Position Title.
If you are a Permanent part-time Employee or part-time Fixed Term Employee, you will be paid a pro-rata amount calculated on no less than the Minimum Rate for your Position Title.
Minimum Rates for each Position Title will be reviewed annually and will increase on the basis of indicated movements in the National Consumer Price Index.

A Casual Employee is entitled to be paid at an hourly rate of no less than the relevant annualised Minimum Rates, divided by 1,820, plus 25%. (If you are a Casual Employee any reference to allowances, annual leave, compassionate leave and bonus clauses will not apply to you.) 
Salary will be dependant on qualifications and experience.

Conditions of employment are covered by the Tracy the Placement People Employment Agreement (2006) ("Agreement") and the Community Employment Training Support Services Award 1999 

The terms of the National Training Wage Award 1994, as varied, will apply to the employment under that award, in the manner specified in clause 6 of that award, for employers bound by that award.For the purpose of clause 10 of the National Training Wage Award 1994, the Industry/Skill level of any approved Traineeship under this award will be that of Industry/Skill Level A (Office Clerical).

Hours of Work

If you are a Permanent full-time Employee, your scheduled hours of work will be an average of 35 hours per week over a 52 week period.  This equates to an average of 7 hours each day based on Centre demands, but would regularly be between 9.00am and 5.00pm and include a one hour unpaid lunch break.

Meal Breaks

All Full Time Permanent and Full Time Probationary employees shall be allowed two (2) paid rest breaks of 10 minutes, one in the morning and one in the afternoon.
The extra morning break will compensate for the one (1) weekly 30 minute morning staff meeting as directed by your manager.
Casual Employees will be entitled to an unpaid 30 minute meal break after 5 hours of continuous service. 

Annual Leave

Permanent Employees are entitled to paid annual leave.
For each completed 12 months of service with your Employer:

a) Permanent full-time Employees are entitled to 20 days paid annual leave;
b) Permanent part-time Employees are entitled to a pro-rata entitlement to annual leave, based upon the Permanent full-time employee entitlement;

You will be paid at your hourly rate and within the regular pay cycles.
Annual Leave Loading will not be applicable in this Agreement as your salary already compensates you for leave loading.

If your employment ends, any accrued annual leave will be paid to you, including leave you are entitled to, on a pro rata basis.

Personal/Carers/Compassionate Leave

Permanent full time employees and permanent part time employees (on a pro rata basis) are entitled to ten (10) days personal leave per year. This is calculated as one (1) day on each 4.8 weeks completed service. Untaken personal leave is carried forward to the next year and will continue to accrue, however is not paid out upon termination. 

2 days unpaid Carers Leave will also be available per year. Unpaid carers leave can only be taken after their other paid personal leave has been exhausted.  Untaken unpaid carers leave will not be carried forward to the following year. 

Compassionate leave will be available to all full time permanent and part time employees when a member of the employee’s immediate family or household member passes away. 2 days per occasion maybe taken in a single unbroken period of 2 days or as agreed by the employer and employee. Untaken compassionate leave will not be carried forward to the following year. 


Special Family Leave
Special Family Leave is available to employees to cover family responsibilities on the following basis:

Employees may use their paid leave entitlements to cover absences of up to one day in situations of family emergencies. 

Employees may make prior arrangements to use paid leave entitlements of up to one day to attend to scheduled, abnormal family responsibilities. 

Employees may use paid leave entitlements to cover absences of more than one day where they are required to care for a sick family member.
Long Service Leave
You will be entitled to be paid Long Service Leave (LSL) in accordance with the legislation applying in respect of the State/Territory in which you are employed.


Parental Leave
You are entitled to parental leave (i.e. maternity, paternity, and adoption leave) in accordance with Workplace Relations Act 1996, as amended from time to time, which is set out in Tracy the Placement People Policy on Parental Leave.

If you are going on extended parental leave (ie maternity, paternity and adoption leave for a total period up to 52 weeks), and have declared your intention to return to work at Your Employer, parental leave benefits include:

· Providing you with an ex-gratia payment of one (1) week's remuneration, paid after you have returned to work for a minimum period of 13 weeks;


If you are going on short parental leave (i.e. available in cases of maternity paternity and adoption leave, and is taken for a period up to one week at the time of birth or adoption of a child), benefits include:

· Providing you with three (3) days paid parental leave if your spouse or partner (including de facto and same sex partner) has given birth to a child;
· Providing you with three (3) days paid parental leave if you or your spouse or partner (including de facto and same sex partner) have adopted a child


Employees must give at least one month’s notice before their intended return after leave.

Annual Closedown
Christmas close-down occurs annually in line with business needs. Tracy the Placement People will give all full time employees with more than 3 months service up to an additional 3 days leave over the Christmas/ New Year period. Closedown dates are supplied in the Tracy the Placement People Policy and Procedure Manual


 Bonus Structure
If you are a Permanent or Fixed Term Employee of  Tracy the Placement People, you may be entitled to participate in the Tracy’s Bonus Plan, as amended from time to time. Full details of the bonus structure will be discussed upon successfully obtaining a position. 

 Probationary Period
All new Permanent Employees joining Tracy the Placement People will normally be subject to a probationary period of three (3) months.  This term will be set out in your letter of appointment and you will be informed of this requirement prior to your commencement.



 Training & Further Study
Tracy the Placement People are committed to the professional development of its Permanent and Fixed Term Employees.  To this end, we recognise there may be a need to provide support for alternative courses of study.  In order to apply for any training which may be provided, courses must be career-related, and ultimately support and add value to the business.

The objective of education assistance at Tracy the Placement People is not to fully finance your further education, but rather enter into a partnership to ensure equal commitment from both parties in the pursuit of furthering your career, and in turn, furthering the success of the business. Tracy the placement People will look at all further training on an individual basis and may offer to finance some courses. 

All staff are required to complete on going training as determined by management.






