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This P & A sheet is intended to help you 
understand the nature of employment contracts 
and the process of introducing new employees 
into the workplace. 
 

Employment Contracts 
 
An employment contract arises when an 
employer offers and an employee accepts 
employment with the rights and duties 
associated with that relationship. It is not 
essential that the contract is in writing. 
 
The pay and conditions of employment for most 
jobs are covered by relevant awards or 
agreements. If the job is not covered by an award 
or agreement, the employment contract should 
specify what the pay and conditions are. Most 
States also have laws that contain some 
minimum conditions of employment that apply 
to all employees in the State (e.g. a minimum 
adult wage). 
 
The BIA or relevant Government departments 
can provide you with further information on 
what minimum conditions may apply in your 
State or Territory. 
 
The contract of employment ends when the 
employee resigns, is dismissed or the contract 
expires. Since contracts are legal documents, 
they can be enforceable. 
 
Making employment conditions clear 
 
An employer has an obligation to make certain 
terms and conditions of employment clear to 
employees. This should cover: 
• which award (if any) and/or agreement covers 
the employee; 
• the employee’s classification and rate of pay; 
• the employee’s employment status (eg. casual, 
full-time, permanent etc), job description and 
performance 
expectations; 
• hours of work, including overtime and shift 
work and any requirements for reporting 
absences; 
• details of any probationary period; 
• pay arrangements, including the pay day and 
how deductions from pay are made; 
• superannuation contributions and benefits; 
• if initial training is required, the form it will 
take (eg. On the- job or off-the-job), when it will 
be completed and what the employee is expected 
to be able to do thereafter; 
• the period of notice required for termination of 
employment; and 

• any special rules and procedures, including 
unacceptable conduct, confidentiality, and 
disciplinary, grievance and consultative-
committee procedures. 
 
Probationary Periods 
 
An employee's contract of employment may 
specify a probationary period. Where the period 
of probation is 
determined in advance of the employment and 
the period or maximum period is three months 
or less (or longer, if reasonable given the nature 
and circumstances of the job), dismissal of the 
employee during the probationary period is 
exempt from the federal termination of 
employment provisions. 
 
Induction Program 
 
Induction is a process that familiarises new 
employees with other staff, the job, the 
equipment used, the workplace and the 
employer. It should also make the employee 
aware of obligations, special procedures and the 
employer’s expectations in relation to the work 
and working conditions. 
 
A good induction process will: 
• benefit the employee and employer in the 
longer term; 
• help the employee do the job more effectively, 
feel part of the team and understand what is 
expected; 
• help the employer by enabling the employee to 
perform all duties quickly, and 
• help the employer satisfy legal obligations such 
as those relating to occupational health and 
safety. 
 
The induction process can be very important if 
disputes arise about the employee’s work or 
termination of employment. 
 
Some larger organisations run formal induction 
programs in which new employees attend formal 
training sessions. In smaller businesses induction 
will often involve simply taking the new 
employee aside and explaining those aspects of 
the job described above. 
 
It is a good idea for the employer to make a 
checklist of issues to discuss with the employee. 
This way the employer can check that everything 
has been covered and that all new employees are 
given the same or similar advice. 
 
Occupational Health and Safety 
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As an employer, you have a duty of care to 
provide a healthy and safe workplace for your 
employees. This duty of care is regulated by State 
and Territory legislation. You may breach this 
duty by not informing employees of safety rules 
and not training them in safety procedures.  
 
This information and training should be given at 
the induction stage and when new equipment or 
procedures are being introduced. 

 

This sheet is based on information supplied from 

various 

government departments. Members should check 

with their legal 

advisors if they have further concerns or require 

more 

 

 
 

 

 

 

This fact sheet provides information only 
and should not be taken as legal advice. 
Contact the appropriate office in your state 
for further information 


