
Employment Contract Template
O R D E R  F O R M

Written contracts of employment are implemented to clarify the terms of engagement between associated parties and to minimise the risk 
of disputes through having a written record of the agreed terms. Having the appropriate written agreement in place is vital to ensure you 
provide a clear understanding on the terms negotiated, and to reflect current legislation and case law. AMA Queensland has the following 
set of contract templates that can be implemented when drafting contracts for your practice staff. The Contract Templates are provided 
electronically for ease of access. The templates are available for staff covered by the Health Professionals and Support Services Award 2010 
(HPSS Award), the Nurses Award 2010 and for doctors engaged as employees.

S E L E C T  Y O U R  C O N T R A C T  T Y P E
Member Rate Non-Member Rate

	 Practice Managers, Receptionist, Cleaners & Allied Health $550 Inc $1,100 Inc

HPSS Award - Casual Employee Contract Template

HPSS Award - Part-Time Employee Contract Template

HPSS Award - Full-Time Employee Contract Template

Deed of Confidentiality Template

	 Nurses in Private Practice $550 Inc $1,100 Inc

Nurses Award - Casual Employee Contract Template

Nurses Award - Part-Time Employee Contract Template

Nurses Award - Full-Time Employee Contract Template

Deed of Confidentiality Template

	 Employee Doctor - Contract Template $550 Inc $1,100 Inc  

	 Individual Flexibility Agreements* $550 Inc 
(per agreement)

$1,100 Inc 
(per agreement)

	 Independent Doctors Service Agreement or Locum Agreement Please contact the Workplace Relations Team 
for a referral.

* Please contact the Workplace Relations Team before purchasing an Individual Flexibility Agreement.

Y O U R  D E T A I L S
Member Name:   	   

Practice:  	

Attn mail to:  	

Address:  	

Phone:  	   Email:  	   Fax:  	

NEW



Registrant information  

Member name: 

Member number: 

Award Subscription members:    Yes     No

Practice name: 

Mailing address: 

 

Phone:  

 Fax: 

 

Participant(s)

1.   �Prefix:� 
 Name: 

 

Email:  

 

2.    Prefix:� 
 Name: 

 

Email:  

 

3. Prefix:� 
 Name: 

 

Email:  

 Please indicate whether you wish to receive a certificate of attendance:  
 Yes     No

 Please indicate whether you wish be on the list to receive information    Yes     No 

on upcoming AMA Queensland events and training programs:

Payment options 

 Credit card amount $              

                      Visa     Mastercard    AMEX 

 Card number:  

 

Cardholder’s name:                         
          

  

Signature: 

 Exp date:      /          

  Direct deposit amount $                 

                 

To make payment by direct deposit, the details are: Bank of Queensland BSB: 124 084 Account: 10 032 949

 * Please quote participant name within transfer description

 Cheque enclosed for $                          
        (payable to AMA Queensland)

(PLEASE PRINT IN BLOCK LETTERS)TO REGISTER, COMPLETE AND RETURN THIS FORM BY EMAIL, FAX OR MAIL:

Email: registrations@amaq.com.au  Fax: (07) 3856 4727  Mail: AMA Queensland, PO Box 123, Red Hill, Q 4059

Location (Please tick)

PRIVACY INFORMATION: 

AMA Queensland’s primary purpose of collecting personal information on this form is to process your purchase. In providing your details, you consent to your personal details being 

used in the manner indicated. ABN: 17 009 660 280

Registration is 30 minutes prior to 

starting times listed below.

 SUNSHINE COAST 

Thursday 3 November, 9am – 12noon

Philips Room, PHN, Ground Floor, Mayfield 

House, 29 The Esplanade, Cotton Tree

 GOLD COAST 

Friday 4 November, 9am – 12noon

Southport Sharks, Corner of Musgrave and 

Olsen Avenues, Southport

 TOOWOOMBA 

Monday 7 November, 9am – 12noon

Empire Theatre, 56 Neil Street, Toowoomba 

 BRISBANE SOUTH 

Tuesday 8 November, 9am – 12noon

Easts Leagues Club, 40 Main Avenue, 

Coorparoo 

 BRISBANE NORTH 

Wednesday 9 November, 9am – 12noon 

Kedron Wavell Services Club, 21 Kittyhawk 

Drive, Chermside

 IPSWICH 

Thursday 10 November, 9am – 12noon 

Metro Hotel Ipswich International, 43 South 

Street, Ipswich

 CAIRNS 

Tuesday 22 November, 10.30am – 1pm

Novotel Cairns Oasis Resort, 122 Lake Street, 

Cairns

 TOWNSVILLE 

Wednesday 23 November, 9am – 12noon

Hotel Grand Chancellor, 334 Flinders Street, 

Townsville City

 Mackay  

Thursday 24 November, 9am – 12noon

North Queensland Primary Health Care 

Network, Suite 3, Level 1 Post Office Square 

67-69 Sydney Street, Mackay 

 BUNDABERG 

Wednesday 30 November, 9am – 12noon

PHN Bundaberg, 205 Bourbong Street, 

Bundaberg 

 Hervey Bay  

Thursday 1 December, 9am – 12noon

St Stephens Hospital, 1 Medical Place, 

Urraween 

 ROCKHAMPTON 

Friday 2 December, 9am – 12noon 

PHN Central Queensland, Level 1, 44a William 

Street, Rockhampton 

Award Subscription 

member

AMA 
member

Non-
member

REGIONAL PRIVATE 

PRACTICE SEMINAR SERIES

Regional Private Practice Seminar Series 
Sponsor

REGIONAL PRIVATE 
PRACTICE SEMINAR SERIES

Crunching the numbers 
in private practice 
In private practice, there are many numbers 
to crunch, including staff hours, payroll, 
timesheets, Medicare item numbers, bulk-
billing, patient appointments and profit 
and loss. 

George Sotiris, Manager, Workplace 
Relations, AMA Queensland and Paul 
Copeland, Director, William Buck 
Accountants will be hitting the road in 
Queensland throughout November to 
deliver seminars to help you and your 
practice make sense of all the numbers.

George will discuss:

Minimising overtime and engaging staff 
correctly under the modern awards

 Why practices pay overtime?
 The difference between full-time, 

part-time and casual employment.
 Considerations for part-time staff and 

overtime.

How contracts impact payroll
 Managing inconsistencies with staff 

contracted hours and your payroll. 
 How to review your contracts.
 Does paying above award make you 

automatically exempt from award 
conditions?

Rosters and timesheets
 What should your rosters and 

timesheets look like?
 Who is authorising your rosters and 

time sheets? 
 Issues around staff not taking 

rostered lunch breaks.

Following George’s presentation, Paul 
Copeland will provide you with an 
understanding of the important numbers 
in the practice. The business of medicine 
is becoming more competitive and to be 

successful, you need to understand and 
regularly review the financial performance 
of your practice. 

Paul’s session will provide you with 
crucial information on key financial 
indicators for the business as well as 
an understanding of how to review and 
analyse the profit and loss statement.

Benchmark indicators are also an 
effective way to monitor the practice’s 
performance. Paul will discuss some 
common benchmarks you can set to 
measure practice performance including 
steps for building a high-performance 
team and setting goals for doctors and 
practice support staff, including revenue 
and cost targets, patient satisfaction, 
patient times, Medicare items (and the 
impact of freezing). Additionally Paul 
will discuss strategies for managing the 
transition from bulk billing to private 
billing.

Q&A
Have a burning practice question you would 
like to ask? At the end of each seminar, 
George and Paul will hold an open question 
and answer session to discuss your specific 
queries on the employment and accounting 
aspects of running a private practice.

This workshop will provide you with the 
skills to confidently follow the legislative 
framework when you’re placed in the 
position to make workplace changes. 
Delegates will also receive free resources 
to support you in this process.

Who should attend?
 Health practitioners

 Practice managers

 Support staff

 Allied health professionals

Workshop details
Inclusions: Tea/coffee on arrival, morning 
tea and course notes.

Cost
Award Subscription members: 
First attendee: $67.50 
Additional attendees: $47.25

AMA members: 
First attendee: $75.00 
Additional attendees: $52.50

Non-members: 
First attendee: $99.00 
Additional attendees: $69.30

SPECIAL 
OFFER!

Bring an attendee and receive 30% 
off their fee!

Prices include ‘special offer’ 
discount and GST

D A T E S  A N D  L O C A T I O N S :
 Sunshine Coast  Thursday 20 April 9am – 12noon Philips Room, PHN, Ground Floor, Mayfield House  

29 The Esplanade, Cotton Tree
 Gold Coast Friday 21 April 9am – 12noon Southport Sharks, Cnr Musgrave and Olsen Avenues, Southport Toowoomba Friday 28 April 9am – 12noon Empire Theatre, 56 Neil 

Street, Toowoomba Brisbane West Tuesday 2 May 9am – 12noon Indooroopilly Golf Club, Meiers Road, Indooroopilly
 Bayside Wednesday 3 May 9am – 12noon Redlands RSL, 8 Passage Street, Cleveland

 Brisbane North Thursday 4 May 9am – 12noon Kedron-Wavell Services 
Club, 21 Kittyhawk Drive, Chermside

 Brisbane South Friday 5 May 9am – 12noon Easts Leagues Club, 40 Main Avenue, Coorparoo

 Mackay Tuesday 9 May 9am – 12noon Souths Leagues Club, 181 Milton Street, Mackay
 Townsville Wednesday 10 May 9am – 12noon  Hotel Grand Chancellor, 
334 Flinders Street, Townsville City

 Cairns 
Thursday 11 May 9am – 12noon  Novotel Cairns Oasis Resort, 122 Lake Street, 

Cairns
 Rockhampton Tuesday 23 May 9am – 12noon Central Queensland PHN, Level 1, 44a William Street, Rockhampton

 Gladstone Wednesday 24 May 9am – 12noon Gladstone Entertainment Convention Centre, 56 Goondoon Street, Gladstone City
 Bundaberg Thursday 25 May 9am – 12noon Bundaberg PHN, 205 Bourbong Street, Bundaberg

 Hervey Bay Friday 26 May 9am – 12noon St Stephen’s Hospital,1 Medical Place, Urraween

F I R S T  A T T E N D E E  please tick your location below

Name: Dr / Mr / Ms / Mrs / Miss (Please circle)   
 Award Subscription member 

 AMA Member 
 AAPM member   Non-member

AMA Queensland member number   

  In the employ of Dr:  

Practice name:   

  Position title:   

Office Phone:   

  Mobile:   

  Email address:   

Postal address:   
Dietary requirements:   

P A Y M E N TCredit card:  Visa  Mastercard  Amex

 
Amount: $  

Card number:   

 

Expiry date:    /    CCV:   
Cardholders name:   

 

Signature:   

 

Direct deposit: Contact the events team on (07) 3872 2222.

Registration Form

Privacy information:  AMA Queensland’s primary purpose 

of collecting personal information on 

this form is to process your purchase. 

In providing your details you consent 

to your personal details being used in 

the manner indicated.  ABN: 17 009 660 280

Submit registration form:
Email: registrations@amaq.com.au

Fax: (07) 3856 4727Post: AMA Queensland, PO Box 
123, Red Hill, QLD 4059

Phone: (07) 3872 2222

Name: Dr / Mr / Ms / Mrs / Miss (Please circle)  
 

 Award Subscription member 
 AMA Member 

 AAPM member 
 

 Non-member

Position title:   
Email address:   

Dietary requirements:   

A D D I T I O N A L  A T T E N D E E S
Name: Dr / Mr / Ms / Mrs / Miss (Please circle)  

 

 Award Subscription member 
 AMA Member 

 AAPM member 
 

 Non-member

Position title:   
Email address:   

Dietary requirements:   

R E G I O N A L  P R I V A T E  P R A C T I C E 

S E M I N A R  S E R I E S  O N E

As an employer, you have an obligation 

to provide a safe environment for anyone 

entering your workplace – be they practice 

staff, contractors or patients. Essential 

questions that you need to consider 

include:
 When was the last time I reviewed 

my Workplace Health & Safety (WHS) 

policies and procedures?

 Have I identified all the hazards in my 

workplace? What risk management or risk control 

processes do we have in place?

 Am I recording all near misses or 

injuries that occur in my workplace?

 Would I be able to demonstrate 

compliance with the Work Health and 

Safety Act 2011 if required?

 Do I provide regular training for all 

staff to educate and remind them of 

their WHS responsibilities and the 

practice’s WHS policies and procedures?

If you have queried one or more of the 

points above, it is likely that your workplace 

needs a WHS update.Why should I attend?
 Gain a better understanding of how to 

minimise risk in your workplace; 

 Ensure the correct WHS processes and 

procedures are in place in your practice;

 Learn how to conduct an audit in your 

workplace for hazards and risks; and

 Reduce your practice’s risk of breaching 

the WHS Act – breaches can result 

in on-the-spot fines, or prosecutions, 

which can lead to severe financial 

penalties or imprisonment.  

C O S T
Award Subscription members: 

First attendee: 
$80 

Additional attendees: $68
AMA Queensland  members: 

(Includes practice staff in the 

employ of members) 
First attendee: 

$88 

Additional attendees: $75
Australian Association of 

Practice Management (AAPM) 

members: First attendee: 
$99 

Additional attendees: $84
Non-members members: 

First attendee: 
$120 

Additional attendees: $102

S E M I N A R  I N C L U S I O N S

 Tea and coffee on arrival

 Morning tea Course notes Certificate of attendence

6 AAPM CPD points 
applied for*Subject to approval

T O U R I N G  Q U E E N S L A N D 

2 0  A P R I L  -  2 6  M A Y P L E A S E  V I E W 
L O C A T I O N S  A N D  D A T E S 

O V E R L E A F

T R A I N E RGeorge Sotiris, Workplace 

Relations Manager, AMA 

QueenslandJoin George Sotiris, AMA Queensland’s 

Workplace Relations Manager in 

a 3-hour workshop on Workplace 

Health & Safety compliance. George 

will step through the points your 

practice needs to consider to comply 

with WHS obligations. 

S E R I E S  P A R T N E R
C O N T A C T  U S

For any enquiries, please contact the 

Events team on (07) 3872 2222 or 

email registrations@amaq.com.au.

Compliance at work
A  C O M P R E H E N S I V E  G U I D E  T O  

W O R K P L A C E  H E A LT H  A N D  S A F E T Y  A U D I T S

Privacy information: 
AMA Queensland’s primary purpose of collecting personal 
information on this form is to process your purchase. 
In providing your details you consent to your personal 
details being used in the manner indicated. ABN: 17 009 
660 280

Disclaimer

The template contract(s) are a useful document that clearly sets out the terms and conditions of employment when hiring new employees or confirming 
arrangements for existing employees. The template contracts are just that, and have been drafted so that they are general in nature and do not constitute legal 
advice. If you are unsure about how they apply to your medical practice or situation or you want to vary the document in any way we recommend you first contact us 
to discuss. You can contact the AMA Queensland Workplace Relations team on 07 3872 2222 or via email on workplacerelations@amaq.com.au. If required, we can 
also put you in touch with our preferred legal partners TressCox. On that basis, to the extent permitted by the law, AMA Queensland will not be liable for any damage, 
including loss of business or profits, in relation to use of these template employment contracts. Where any law implies a liability which cannot be excluded, any such 
liability is limited and provided for by the Competition and Consumer Act 2010 (Cth). 

Please complete and return by:

E-mail:  
workplacerelations@amaq.com.au

Fax:  
(07) 3856 4727  

Employment Contract Template
O R D E R  F O R M

P R O F E S S I O N A L 
D E V E L O P M E N T  A N D  T R A I N I N G 

L O N G  S E R V I C E  L E A V E 
C A L C U L A T I O N S 

P O L I C Y  A N D 
P R O C E D U R E  M A N U A L S 

A W A R D  U P D A T E S 

How else can 
we help?

If you would like to find out more, 
contact the Workplace Relations Team 
today on (07) 3872 2222 or via email 
on workplacerelations@amaq.com.au

	 Credit card:	 $  	    Visa     Mastercard     Amex

Credit card number:  	

Cardholder Name: 	

Expiry date: 	  / 	   Signature: 	

	 Direct deposit for	 $  	   Receipt number:  	
Bank of Queensland, BSB: 124 084, Account: 10 032 949  
*Please quote member number and Practice name within transfer description.

	 I enclose a cheque for	 $  	   (payable to AMA Queensland)

S E L E C T  Y O U R  C O N T R A C T  T Y P E


