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Employment Contract
Optional checklist for your Employment Contract
If you wish, complete this checklist before you build your Employment Contract. You can also start building the document on our law firm’s website straight away. Your answers are saved, so you can log back in and continue later.
You are welcome to telephone Legal Consolidated. A specialist lawyer can help you answer the questions.
Start building your document for free
1.  Select START FOR FREE. The building process is free.
legalconsolidated.com.au/contract-of-employment/
2.  Answer the questions. Read the hints and watch the training videos. Educate and be empowered.
3.  Telephone our law firm on 1800 141 612 or email lawyer@legalconsolidated.com.au for help answering the questions.
4.  Select Lock and Build and enter your credit card details.
5.  Within seconds, you receive our cover letter and the finished document.
A red asterisk * marks a question that is required when building the document on our law firm’s website.
1 Employer
Complete the section for the Employer’s business structure.
Is the Employer:*  ☐ Human    ☐ Company    ☐ Business or Partnership    
If Human
	First name*
	Click or tap here to enter text

	Middle name
	Click or tap here to enter text

	Last name*
	Click or tap here to enter text

	Unit / Floor / Level
	Click or tap here to enter text

	Address line one
	Click or tap here to enter text

	Suburb
	Click or tap here to enter text

	State
	Click or tap here to enter text

	Postcode
	Click or tap here to enter text

	Country*
	Australia
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Liability limited by a scheme approved under Professional Standards Legislation

Employer continued
If Company
Include “Pty Ltd” in the company name where applicable. Enter the ACN number without the letters “ACN”.
	Company name*
	Click or tap here to enter text

	Company ACN*
	Click or tap here to enter text

	Telephone
	Click or tap here to enter text

	Email
	Click or tap here to enter text

	Address line one*
	Click or tap here to enter text

	Suburb*
	Click or tap here to enter text

	State*
	Click or tap here to enter text

	Postcode*
	Click or tap here to enter text

	Country*
	Click or tap here to enter text


 
If Business or Partnership
Enter the ABN number without the letters “ABN”.
	Business or Partnership name*
	Click or tap here to enter text

	Business ABN*
	Click or tap here to enter text

	Address line one*
	Click or tap here to enter text

	Suburb*
	Click or tap here to enter text

	State*
	Click or tap here to enter text

	Postcode*
	Click or tap here to enter text

	Country*
	Australia


 
Employer as trustee
Is the Employer a trustee of a trust?*  ☐ Yes    ☐ No    
	If Yes, trust name*
	Click or tap here to enter text


 
Include the trust’s ABN with its name if applicable. Do not put “the” before the trust name.
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2 Employee
	Employee’s position*
	For example, Junior Engineer


 
	First name*
	Click or tap here to enter text

	Middle name
	Click or tap here to enter text

	Last name*
	Click or tap here to enter text

	Date of birth*
	DD / MM / YYYY

	Occupation
	Click or tap here to enter text

	Telephone
	Click or tap here to enter text

	Email
	Click or tap here to enter text

	Unit / Floor / Level
	Click or tap here to enter text

	Address first line*
	Click or tap here to enter text

	Suburb*
	Click or tap here to enter text

	State
	Click or tap here to enter text

	Postcode
	Click or tap here to enter text

	Country*
	Click or tap here to enter text


 
3 Responsibilities
Tick the Employee's responsibilities
☐ completing work as directed by the Employer from time to time
☐ administration as directed from time to time by the Employer
☐ expanding the Employer’s client base
☐ maintaining the Employer’s existing systems and operations
☐ developing and growing the Employer’s business
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4 Duties
Tick Employee's Duties
☐ implement the Employer business plans
☐ carry out such lawful directions as given by the Employer
☐ carry out duties set out in the Duty Statement (if any)
☐ report to and be accountable to persons nominated from time to time by the Employer
☐ ensure that target budgets are achieved
☐ provide effective administration
☐ support management and staff
☐ provide leadership to employees
☐ expand and develop the business
Add additional duties?*  ☐ Yes    ☐ No    
If Yes, describe one duty per answer field. Copy the field for further duties, up to 100.
	Additional duty*
	Click or tap here to enter text


 
5 Employment terms
When does the Employment start?*
☐ As advised by the Employer
☐ On a specific date
	If specific date, start date*
	DD / MM / YYYY

	Probationary period in days
	90


 
If you do not want a probation period, enter 0.
Is the Employee required to undertake a medical examination prior to work?*
☐ Yes
☐ No
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6 Salary
Employment type*  ☐ Full-time    ☐ Part-time    ☐ Casual    
Include superannuation in the amount. Enter the amount without the dollar sign.
	If Full-time, annual salary*
	Click or tap here to enter text

	If Part-time or Casual, hourly rate*
	Click or tap here to enter text


 
Frequency of payment*  ☐ Weekly    ☐ Fortnightly    ☐ Monthly    
Method of payment*
☐ Arrears
☐ Advance
☐ Half in arrears, half in advance
7 Termination
	Notice to be given in days
	60


 
Termination with notice does not apply if the Employee is a casual worker.
8 Document reference
	Your document name*
	Contract of Employment


 
Lawyer call back
☐ Request a lawyer call-back to review and explain the legal documents
Optional paid service. Select this option if you would like our law firm to review and explain the finished legal documents.
If you request a lawyer call back
	First name*
	Click or tap here to enter text

	Middle name
	Click or tap here to enter text

	Last name*
	Click or tap here to enter text

	Telephone number*
	Click or tap here to enter text


 
START FOR FREE
	Legal Consolidated Barristers & Solicitors
Specialist lawyers can help you, your lawyer, accountant or financial planner answer the questions.
Telephone 1800 141 612
lawyer@legalconsolidated.com.au
Login help  admin@legalconsolidated.com.au
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