M.MOUSE Pty Ltd

ABN XX XXX XXX XXX 

32 Davies St

Oxley Q 4075
PH: 07-32784419
Email: wheelaussie@gmail.com   
1/7/09
TO ALL EMPLOYEES

This is a Staff Pack which will be given to all employees – present and future. Please read all enclosed documentation carefully. 
You will be notified of any updates and changes to the Policies and Procedures Manual on the Staff Communication Notebook. A copy of the Policies & Procedures Manual, Hazard & Incident Reports and Working Safely are kept on the kitchen table in Information Folder for Vicki Humphries. 

Please find enclosed your copy of:

1. Employment Agreement – both copies to be signed.
2. Criminal History Screening forms - to be completed and a copy of your clearance is to be supplied to Vicki Humphries before commencing employment.
3. Code of Conduct – to be signed ASAP. A copy kept on record.
4. Bank and Emergency Contact Details – to be completed.
5. etc……………….
Please obtain (from any Post Office) and complete a Tax File Number Declaration form ASAP.

Sincerely

MICKEY MOUSE, Director

