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Nursing Employment Contracts Guide 


All practice nurses should have an employment contract that sets out the terms on which they will be employed or provide nursing services to the General Practice.  Those matters which should be specific in employment contracts are outlined below as a guide to the development of the contracts at the local level.  These are minimum terms and conditions.  Employers may specify terms and condition which are above those outlined below.  In many States and Territories, awards and agreements already exist which cover the employment of nurses in General Practice.  Information on existing awards and agreements can be obtained from the Australian Nursing Federations (see contact details on the last page)  Contracts must be consistent with existing legislation and regulation (State / Territory and Federal)
1. Position Title
The position title will depend on the qualifications and role of the nurse in the General Practice . Theses many include:
· Practice Nurse (Enrolled Nurse)
· Practice Nurse (Registered Nurse)
· Practice Nurse (Clinical Nurse Specialist)
· Practice Nurse (Clinical Nurse Consultant)
· Practice Nurse Manager 
2. Terms of Employment Period
If a set period of employment is not specified in the contact (eg twelve months) practice nurses are employed on a week to week basis.  Generally, either party can sever an employment contact, providing they give the relevant period of notice.  The period of notice is normally one week for periods of service less than one year and up to four week for periods of service five years and over.
The basis of the employment, whether it is full-time, part-time or casual, should be specified.  Full time employment for nurses is usually a minimum of 38 hours per week or 76 hours per fortnight or 152 hours a month etc.  Part time employment for nurses can be varying periods normally up to 20 hours per week.  Casual employees re those who are employed for short intermittent periods and normally for not less than two hours for each period.  Practice nurses can also be employed on fixed term arrangements which are periods of employment agreed between the employer and the employee (eg to allow for the replacement of a staff member who is on extended leave such as maternity leave or long service leave, or to allow for a particular project to be undertaken) 
Casual employees receive an additional loading (of between 10-15%) to compensate for the casual nature of their employment.
3. Remuneration
Remuneration includes the salary, allowances, loadings and other like items specified in the employment contract.  The $ value of the salary is normally outlined in Federal and State nursing awards or agreements.  The minimum salary varies between States and Territories and is periodically reviewed and adjusted.  Employers should contact the Australian Nursing Federation Branches in their State or Territory or the relevant State department of labour and industry for current nursing pay rates.
4. Superannuation
Employee superannuation is payable pursuant to the Commonwealth Superannuation Guarantee Charge.  Currently employers are required to pay a minimum of 8% of the nurse’s ordinary time earnings into a superannuation fund.  Ordinary time earnings are the wages, 

allowances and loadings that a nurse would normally receive on a week to week basis.  Superannuation is paid into funds that are approved under the legislation.  
5. Hours of Work
The contract of employment should detail the hours of work arrangements including:
· The days on which the practice nurse is to attend work
· The hours to be worked eg start and finishing times and meal breaks
· Whether the nurse is to work a nineteen day month and receive an accrued day off:
· The rostering arrangements for the nurse(s) eg how the roster is determined, displayed and changed etc 
6. Annual Leave
Nurses receive a minimum of fours weeks annual leave for each completed twelve months of employment.  If the nurse is required to work as a shift worker, or work on weekends, they receive five weeks leave for each completed twelve months of employment.  When proceeding on annual leave nurses receive their ordinary pay plus a loading of 17.5%
7. Sick Leave
All nurses who are absent from work on account of personal illness are entitled to sick leave.  Entitlement to sick leave varies between States and Territories and normally falls between 15 to 20 days per year.   Normally, where the employee is absent on sick leave for more than three consecutive days they are required to provide a medical certificate and advise the employer of the estimated or expected duration of the absence.
8. Long Service Leave
Long service leave is an entitlement to paid leave at the completion of a period of employment.  Long service leave for nurses varies from thirteen weeks after ten years service in Queensland to seventeen weeks after ten years service in Victoria.  Nurses proceeding on long service leave receive their ordinary time earnings
9. Dispute Resolution Procedure
In the event of a grievance or dispute arising instance, try and resolve the matter through discussions and negotiations at the workplace level.  If the matter remains unresolved then further discussions should take place involving employer and employee representatives.  If there is still no resolution the matter should be referred to the Australian Industrial Relations Commission for conciliation or arbitration.
10. Workers Compensation
The requirements concerning workers compensation are determined by State and Territory legislation.  In conjunction with entitlements arising from the specific legislation, employees are also entitled to payments under the Accident Pay provisions of the various nursing awards or agreements.  The Accident Pay clause required an employer to pay the difference between the amount of compensation payable under the legislation and an employee’s actual weekly wage (excluding shift penalties, overtime payments or other similar payments) This payment continues for a specific period or aggregate of periods in relation to any one injury (eg 39 

weeks) however it will be necessary for employers to refer to the relevant award or agreement for more specific details or contact the Australian Nursing Federation for advice.
11. Occupational Health and Safety
Under State and Territory legislation, employers are required to provide a workplace that is safe and without risk to health.  In addition to the legislative requirements established under the relevant Act and Regulations, enterprise bargaining agreements can address occupational health and safety and rehabilitation issues in more detail, establishing specific communications and consultative arrangements and implementing particular programs designed to complement legislative requirements.
12. Confidentiality
Under nursing standards and codes of professional conduct and ethics, nurses are required to ensure the confidentially of an individuals health information.  In addition to professional obligations there are also Commonwealth, State and Territory confidentiality and privacy laws, which apply to health service providers including nurses.  The employer should provide details of the relevant legislation in this area and how it is implemented within the organisation.
13. Redundancy and major changes
Redundancy occurs where an employer has made the decision that they no longer with the job the employee is doing to be done by anyone.  Nursing awards and agreements contain specific requirements relating to consultative procedures, alternative employment, time off during notice period, severance pay and other matters.  Employers considering redundancy should contact the Australian Nursing Federation for more specific advice.
Where the employer decided to introduce major changes that are likely to have a significant effect on employees, under most awards and agreements the employer is required to discuss the introduction of such changes with the employees affected.   For the purpose of such discussions, the employer should provide in writing the relevant information about the proposed changes, including the expected effects of the change and any other matters likely to effect the employees.
14. Termination of Employment
Termination of Employment provisions set out the period of notice an employer must  give the employee.  The length of notice is based on the employees period of continuous service and are generally as follows:
1 year or less – 1 week
1 year and up to 3 years – 2 weeks
3 years and up to 5 years – 3 weeks
5 years and over - 4 weeks
An additional weeks notice is applicable to employees over 45 years with not less that 2 years continuous service.  The clause should also set out requirements relating to payment in lieu of notice, notice of termination by the employee, time off during notice period and statement of employment

15. Public Holidays
In general, nurses are entitled to between 10 and 13 public holidays per year depending on the particular State or Territory.  The entitlement relates to a day off without loss of pay.  If a nurse is required to work on a public holiday, penalty rates apply ranging from 100 to 150 percent on the hourly rate.
16. Study Leave
The provision of study leave recognises that a nurse is required to undertake professional development activites in order to keep up to date with advances in nursing practice.  A wide range of provisions are available across various awards and agreements ranging from 3 – 5 days per annum to a specific number of hours per week  
17. Trade Union Training Leave
Nursing staff are entitled to take up to 5 days paid leave per year, non cumulative, to attend courses conducted by an accredited training provider for trade union training or similar approved courses or seminars.
18. Compassionate Leave
Nursing staff are entitled to between 2 and 4 days leave without loss of pay in relation to the death of serious illness of a member of the employee’s immediate family or household.
19. Parental Leave
The parental leave provisions set out entitlements of maternity, paternity and adoption leave and part time work in connection with the birth or adoption of a child.  The basic entitlement is for 52 weeks unpaid leave however it is normal for agreements for contain paid leave component of two and twelve weeks for maternity leave and between one and two weeks for paternity leave.
  For assistance in identifying the correct award or agreement or with developing contracts of employment, please contact the Australian Nursing Federation on the numbers listed below:
Federal Office


03 9639 5211
New South Wales

02 9550 3244
Victoria


03 9275 9333
Queensland


07 3840 1444
South Australia

08 8363 1948
Australian Capital Territory
02 6282 9455
Tasmania


03 6223 6777 
Western Australia

08 9218 9444
Northern Territory

08 8981 2711
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