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MOUSE PTY LTD ABN 45 102 853 314

EMPLOYMENT AGREEMENT
Employment Agreement between:

Mouse Pty Ltd (Qld) ABN X 102 853 XXX (Mouse) of 32 Davies Street, Oxley, 4075 and 
Employee's name ………………………………………………………...
Employee's address: ……………………………………………………. (Employee).
Background

Mouse exists to employ Personal Assistants to care for Ms Mickey Mouse (Mr Mickey), principal of Mouse.
Mouse has offered the Employee employment under the terms of this Agreement.  The Employee has accepted the offer of employment, has undergone the orientation/introduction program and is familiar with Mouse's policies and procedures.

The Employee recognises the fiduciary nature of the relationship between Mr Mickey and the Employee as her Personal Assistant and is committed to observing those fiduciary obligations, and providing excellent levels of service, to Mr Mickey.
Terms and Conditions

1. Duties and Job Description 
The Employee is employed on a casual basis as a Personal Assistant by Mouse to provide excellent levels of service to, and otherwise carry out the duties set out in Schedule 1 to this Agreement for, Mr Mickey.
At the time of entering into this Agreement, the Employee's employment is subject to the casual rates of pay based on the Pay Scale derived from the Disability Support Workers Award – State 2003, and in the event that any other statute or industrial instrument applies to the Employee's employment in future, this Agreement will continue to apply and will prevail over such a statute or industrial instrument to the extent this Agreement provides a more generous benefit than the statute or industrial instrument.
2. Pre-conditions

Before commencing employment, the Employee will:
a) undergo and satisfy a criminal history and spent convictions check; and
b) 
consent to Mouse contacting all previous employers/principals to ask about the Employee's fitness to provide services in the nature of the duties set out in Schedule 1 to this Agreement and authorise all of those entities to share with Mouse that information about the Employee.
If (a) and (b) above are not satisfied, this Agreement is of no effect.
3. Training and probation
The Employee will undertake an orientation/introduction program as the first 3 days of a 3 month probationary period.
· The training sessions conducted on each of these 3 days will be no less than one hour and no more than three hours daily.
· Hands-on training will be supervised/assisted and assessed by a Personal Assistant already employed by Mouse Pty Ltd.  

· Mr Mickey will outline the role and responsibilities of the Employee and any other information she considers relevant.
If the Employee does not achieve the required assessment grade or otherwise does not successfully complete the orientation/induction program, employment will come to an end, with no further payment due.
4. Employee's Obligations
Without limiting the duties set out in Schedule 1, as part of his/her daily duties, the Employee must:

a) 
conduct him/herself in a professional manner at all times [E.g. see Code of Conduct also]; 
b) support the health, well-being and informed decision-making of Mr Mickey;
c) 
not compromise the safety of Mr Mickey;
d) promote and preserve the trust that is inherent in the privileged relationship between Mr Mickey and her Personal Assistants, and respect both the person and property of Mr Mickey;
e) 
treat personal information obtained in a professional capacity as confidential;
f) 
refrain from engaging in exploitation, misinformation and/or misrepresentation in regard to the activities of Mouse;
g) 
follow the Job Description set out in Schedule 1 to this Agreement and the verbal instructions of Mr Mickey;
h) 
record Mr Mickey' condition in the Communication Note Book at least:



(i)
at the beginning of each shift;



(ii)
at the end of each shift; and



(iii)
at all appropriate times during a shift according to the 



agreed plan;
i) always read communication notes at the start of each shift and consider them and their implications for the Employee's duties throughout the shift;
j) 
take staff breaks at a time convenient to Mr Mickey and that does not interfere with her care or needs;

k) 
always wear suitable clothing, including enclosed toe footwear, and adopt safe lifting practices;
l) 
not lean on or kick Mr Mickey or her shower chair, power chair or bed;
m) 
not use Mr Mickey' telephone except as directed expressly by Mr Mickey;
n) 
not smoke or drink in or at Mr Mickey' residence or otherwise in the vicinity of Mr Mickey;
o) 
not attend work with, or under the influence of, any alcohol or other drugs;

p) 
not waste cleaning products or food;
q) 
be on time for rostered shifts;
r) 
give at least 24 hours notice when calling in sick;
s) 
fill in and provide to Mr Mickey a Notification of Absence form:

(i)
at least 3 weeks in advance of any proposed absence  greater than [2 days]; and
(ii)
as soon as practical in any other case;
t) 
learn and apply safety procedures and fire drills; and

u) 
disclose, at or before the start of a shift, all prescription medications the Employee is taking at the time that might impact on his/her ability to perform, or performance of, work.
5. Hours of Work

The Employee is employed on a casual basis and the Employee's hours of work will be mutually agreed between the Employee and Mouse. A Roster of Hours will be written and kept in Communication Notebook until the Roster of Hours becomes obsolete and is replaced fortnightly.
The Employee will be paid only for the hours of work written in advance on the Roster of Hours - unless otherwise verbally or in written form agreed upon by Mouse and an employee.
From time to time, such as to cover emergency or illness of the Employee or another Employee, the Employee may want or be asked to swap a rostered shift (private swap).  If the Employee cannot attend a rostered shift, it is the Employee's responsibility to arrange a private swap and inform Mr Mickey of the replacement as soon as possible prior to the shift's commencement.  Mr Mickey may, in her absolute discretion, make any changes or adjustments in relation to the workers organised to cover a shift for the Employee.

The Employee acknowledges that Mouse may provide, and consents to Mouse providing, his/her personal contact details to other Personal Assistants employed by Mouse to facilitate the organisation of private swaps.  
The Employee agrees to work a one hour shift from time to time as required in the event of an emergency, illness or misfortune in respect of Mr Mickey.

The Employee's hours of work will vary from time to time, but will not be more than an average of 38 hours per week plus reasonable additional hours.
6. Casual Status
The Employee acknowledges that:

a) 
the Employee is a casual employee;

b) 
from time to time, and to suit the Employee's availability or as a 
convenience to Mouse, the Employee may work a regular pattern 
of work for a time, but if so, this does not affect the Employee's 
status as a casual employee;

a. Mouse may alter the Employee's hours at any time to meet Mr  Mouse’s; and

c) 
as a casual employee, the Employee is free to accept any hours 
offered, but will, whenever possible, in order to assist Mouse to 
provide excellent service to Mr Mickey, give Mouse at least [2 
weeks'] notice of any change in the Employee's availability.

7. Flexibility
The Employee's duties and responsibilities include accompanying Mr Mickey to social outings, meetings and hospital when the situation arises.

If the Employee is unable to accompany Mr Mickey on any particular occasion, he/she may organise for another Personal Assistant to cover that shift in accordance with clause 5.
8. Rate of Pay 

The casual rates of pay are based on the Pay Scale derived from the Disability Support Workers Award – State 2003.

Wages as a trainee for the first three months are:

1. 3 day Orientation/Training period [Supervised] Max 3 hrs/day
$15.00 /hr

2. Ordinary Week Days (Mon to Fri - 7am - 11pm):           

$18.81 /hr
3. Ordinary Week Days (Mon to Fri - 8pm to 11pm):


$21.63 /hr


4. Weekends (Sat to Sun – 6am - 11pm):



$28.21 /hr

5. Public Holidays:







$47.02 /hr

6. Over Night Stays (11pm-7am):




$50.00 /night 

Wages after the first three months are:

1. Ordinary Week Days (Mon to Fri - 7am - 8 pm):         

$19.15 /hr

2. Ordinary Week Days (Mon to Fri - 8pm to 11pm):


$22.02 /hr


3. Weekends (Sat to Sun – 7am - 11pm):



$28.73 /hr

4. Public Holidays:







$47.88 /hr

5. Over Night Stays (11pm-7am):





$50.00 /night 

The Employee acknowledges that the Employee's casual hourly rate of pay is an all-inclusive rate of pay that contains an amount in respect of all incidents of the Employee's employment - including (without limitation) all overtime (if applicable), loadings and penalties, and all work performed on a public holiday.
At its sole discretion, Mouse may review pay rates.  The Employee acknowledges that a review may not result in an increase in the rate of pay.
9. Superannuation
Superannuation contributions will be paid as required under the Superannuation Guarantee (Administration) Act 1992 to a complying fund.

10. Payment of Wages
The Employee will be paid fortnightly on Wednesdays for the period ending 7am on the previous Saturday.  Payment will be made by electronic bank transfer into the Employee’s nominated bank account.
11. Dispute Resolution
The dispute resolution procedure set out in this clause 11 is designed to allow and encourage the Employee to voice any concerns he/she may have from time to time in relation to his/her employment.
The Employee must direct any queries in relation to:
· wages; 

· conditions;
· desired changes to regular shifts; or
· any other matters the Employee feels are legitimate, 
in writing to Mr Mickey, at the completion of a rostered work shift.

Mr Mickey will respond in writing as soon as possible and arrange a time to discuss any issues raised.

Mouse will keep a copy of all written correspondence relating to any concerns or grievances the Employee raises and any dispute resolution process.
The Employee or Mouse may appoint another person/organisation to accompany or represent them in relation to a dispute.  Any of the following organisations may (without limitation) be able to assist with accompaniment/representation:
Older Person’s Advocacy Service Inc

1231 Sandgate Road

Nundah Phone: (07) 3260 6755

Toll Free: 008 818 338

OR 

Community Justice Program,

Toll Free: 008 017 288

OR 

Anti-Discrimination Commission Queensland,

(07) 3239 3365

The request for written queries is to clarify a complaint or query and reduce confusion.
12. Termination
The Employee is employed on a casual basis and his/her employment will therefore come to an end at the completion of each engagement.

Mouse is not obliged to offer the Employee and the Employee is not obliged to accept any subsequent shifts.
Mouse may terminate the Employee's employment at any time immediately (including during a fortnightly pay period) and for any reason.
Upon termination of employment, the Employee must return all property belonging to either Mouse or Mr Mickey to Mouse as soon as possible.
13. Privacy and Confidentiality
The Employee will not, at any time during or after his/her employment with Mouse, disclose or make use of any Confidential Information relating to Mouse or Mr Mickey.
"Confidential Information" means information belonging or pertaining to Mouse or Mr Mickey, which is not available in the public domain and which: 

a) 
Mouse or Mr Mickey indicates is private and/or confidential;

b) 
Mouse's policies and procedures indicate is private and/or confidential; or
c) 
by its very nature, might reasonably be understood to be private and/or confidential, including without limitation:

i. information about Mr Mickey' condition, treatment or medication; and
ii. the personal contact information of Mr Mickey or any other Personal Assistant employed by Mouse to which the Employee has access.

I understand and accept the terms and conditions set out in this Agreement.  I understand and accept that the Mouse Pty Ltd Policies and Procedures Manual form and Code of Conduct part of this Agreement.

Signed:  ____________________________ 
Employee's name (please print): _______________________________ 
Date: __________________________ 
Employer: -------------------- Date: _________________________

Schedule 1
Tasks Personal Assistants employed by Mouse are employed to do for Mr Mickey are as follows:
	Position Title
	Personal Assistant



	Principal functions
	Personal Assistants assist Mr Mickey to perform everyday tasks they would normally be doing for themselves in their home – this includes personal assistance and domestic services.

Personal Assistants also accompany Mr Mickey outside her home to hospital, social functions, recreational activities or on holidays.



	Personal assistant’s duties include
	Transfers in and out of bed, wheelchair, commode chair or car

Showering or bed sponge

Teeth cleaning

Dressing and grooming

Feeding

Bowel care

Bladder care

Checking skin

Assisting with medication

Assisting with exercise or massage routines

Care and maintenance of aids and equipment e.g. charging wheelchairs and adjusting cushions

Accompanying client to hospital, on social or recreational outings 

Assisting with personal administration such as correspondence, bill paying, banking and telephone calls

Responding to medical emergencies and situations according to the agreed plan

	Domestic services
	General household cleaning eg. dusting, mopping and vacuuming

Meal preparation and washing up

Shopping

Laundry

Sewing or mending

Dog walking

General household maintenance eg cleaning windows

Basic garden maintenance – provided the appropriate tools and safety equipment are available

	A personal assistant’s tasks do not include
	Any activity that requires manual lifting

Any activity that involves climbing over 1 metre high

Administering injections

Changing dressings

Domestic or personal tasks for other household members


Schedule 2
Casual Rates of Pay

The casual rates of pay are based on the Pay Scale derived from the Disability Support Workers Award – State 2003.

Wages as a trainee for the first three months are:

7. 3 day Orientation/Training period [Supervised] Max 3 hrs/day
$15.00 /hr

8. Ordinary Week Days (Mon to Fri - 7am - 11pm):           

$18.81 /hr
9. Ordinary Week Days (Mon to Fri - 8pm to 11pm):


$21.63 /hr


10. Weekends (Sat to Sun – 6am - 11pm):



$28.21 /hr

11. Public Holidays:







$47.02 /hr

12. Over Night Stays (11pm-7am):




$50.00 /night 

Wages after the first three months are:

6. Ordinary Week Days (Mon to Fri - 7am - 8 pm):         

$19.15 /hr

7. Ordinary Week Days (Mon to Fri - 8pm to 11pm):


$22.02 /hr


8. Weekends (Sat to Sun – 7am - 11pm):



$28.73 /hr

9. Public Holidays:







$47.88 /hr

10. Over Night Stays (11pm-7am):





$50.00 /night 

The Employee acknowledges that the Employee's casual hourly rate of pay is an all-inclusive rate of pay that contains an amount in respect of all incidents of the Employee's employment - including (without limitation) all overtime (if applicable), loadings and penalties, and all work performed on a public holiday.
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