Governess / Home Tutor / Supervisor  
Personal Contract – Duty Statement - Guidlines


This Contract or Duty Statement is a personal agreement between Carer and Parents.  Parents may use it as guidelines and take out the signatures rather than using it as an official contract.  The 3rd page has room for more information about the position.  This documents maybe something that you adjust to email to applicants when applying for the position.  Please delete this section and rename the title.
Parents Name Company Name

Address Phone

Fax 

Email 

ABN
Terms of Employment with Parent Name
Name: 

Home Tutors Name

Address: 
Home Tutor Address  

Home Phone Number  

Mobile number

Email

Position: Supervisor of 2 children studying via Port Augusta School Of The Air, at Dusty Station, 140 km south of Little Town
Salary Remuneration
Pay your own TAX, superannuation and Public Liability Insurance

Salary: 

OPTION 1 (for people on wages)

Gross pay per week 
$ 550.00

Less Tax 

$   35.00
Net 


$ 515.00 
(to be reassessed after probation) 
6 weeks School Holidays are paid. 
(This may be paid as a lump sum at the end of year)
Accommodation and Electricity provided free. 
(Valued at $50 per week)

Meals according to arrangements negotiated below

Superannuation paid by employer.
Salary Paid by electronic transfer fortnightly.

OPTION 2 (for people on contract with own ABN)

Gross paid per week worked
$ 550.00

Accommodation and Electricity provided free. 
(Valued at $50 per week)

Meals according to arrangements negotiated below

Pay own TAX, superannuation and Public Liability Insurance (Copy of Public Liability Insurance needed)

Salary Paid by electronic transfer fortnightly.

Conditions and Duties: 

· This position may include the following duties and general help; 

· When eating with the family help with dishes, setting table, etc. or helping with bathing. 

· You are required to keep schoolroom and your own quarters in a tidy conditioning.
· Flexibility with school in lamb marking, shearing and crutching.

· Water the garden at your cottage.

· . Please add more
· .
· We will review your employment as carer 6 weeks after you start to ensure expectations are being met and that everyone is happy.  Your input into this process is vital, don’t be afraid to ask questions.  

· Two weeks notice needs be given by employer and employee at the termination of employment....  Any misconduct will not be tolerated and this includes illicit drugs.  No illicit drugs will be consumed or committed on site as it will result in instant dismissal.
Hours of work: School hours are 8.30 ‑ 3.00 Monday to Friday, plus additional time to prepare lessons. This includes Mini-schools, Host school Days, School Experience Weeks and Camp at various venues. Flexibility will be needed in busy times.
Confidentially: That you maintain the following; respect, caring, fairness, patience, enthusiasm, helpfulness, acceptance, flexibility and confidentially of family and business matters.  In return, we will do the same for you 
Accountability: Supervisor is directly responsible to myself. I expect honesty, loyalty, and maximum effort in position. If at any time a problem arises I expect to be consulted immediately. Open and honest communication between employer and supervisor is vital to the success of the children.  A willingness to admit that problems will occur and an ability to recognize them before they become insurmountable and the capacity to then seek assistance from an appropriate person, in liaison with us the parents.  
Accommodation: A self‑contained house where you will occasionally share with visitors and other employees. All 

linen is supplied but can use own if preferred. The cleaning of the house and schoolroom is the responsibility of Supervisor. No smoking in any of the buildings.  The house also has access its own satellite box for television.
Meals: Lunch and morning break provided at main house Monday to Friday.  Tea provided Monday to Thursday.   Cook meals for yourself over weekend and breakfast, we will supply the basics (meat, vegetables, fruit, milk, bread, breakfast cereal, etc).  This can be negotiated.  Previous employees have had morning break at own house so they can catch up on marking. 
Meals: 

OPTION 1
· Lunch provided at main house Monday to Friday.  

· Evening meal provided Monday to Thursday.   

· Cook meals for yourself over weekend and breakfast, we will supply the basics (meat, vegetables, fruit, milk, bread, breakfast cereal, cleaning products, etc).  This can be negotiated; I will either reimburse receipt or add order to mine.  
· Previous employees have had morning break at their own house so they can catch up on marking or just get away from the children. 

OPTION 2
· Lunch provided at main house Monday to Friday.  
· All other meals you will cook meals for yourself over weekend and breakfast, we will supply the basics (meat, vegetables, fruit, milk, bread, breakfast cereal, cleaning products, etc).  This can be negotiated; I will either reimburse receipt or add order to mine.  
· Previous employees have had morning break at their own house so they can catch up on marking or just get away from the children. 

· On a regular basis you are welcome to come over the house for an evening meal and adult conversation.  I also encourage coming over and having some 5 o’clock social time.
Mail: Once a week from Leigh Creek delivered to the homestead on Tuesday 1 pm. Supervisor is responsible for getting etc. set work ready for post.

Telephone: Phone is to be used only for school matters during school hours. Personal calls in and out to be made outside of school hours. Remember you are to pay for all calls and you must keep a log of calls made.  Mobile phone service available on Next G blue tick phones.
Internet: Satellite Internet access in the schoolroom for free. Some websites are blocked but most are accessible.
Transport: 
When necessary to attend school function and some social functions nearby supervisor will be transported with the family as room in vehicle allows. If supervisor uses own vehicle to attend school function, they will be reimbursed for fuel if appropriate.
EXPECTATIONS

· Flexibility in this position is most important, both in and out of the schoolroom

· You must go by In Home Care and my rules and regulations while on the property and at school functions.

· That you be a positive example and role model for our child/children (e.g. no swearing, well mannered, appropriate dress and conversation styles at all times)
· Students will address supervisor as "Miss first name" during school hours to encourage respect and provide a more regular school atmosphere. 
· We aim to have as much ‘face to face’ experience with the child/children’s class as possible and will attend as many camps, workshops, mini-schools etc. as possible.  You will be expected to supervise and support our child/children as necessary during these outings.  

· Report regularly to myself in regards to children's progress and problems.  You will also be expected to liaise regularly with the appropriate teacher/s by phone, fax, email and mail.  

· A positive and enjoyable learning environment (i.e. no negativity or put downs).  A firm and structured disciplinary environment within the schoolroom, developed in conjunction with us the parents and our child/children, that does not involve smacking and screaming.  Discipline is done by you in the schoolroom but if having trouble call on me please.  In Home Care has plenty of information to help.
· Prepare a weekly planner and organise daily lessons.  Supervise the children's work and help as required (but do not do the work for them).  Encourage pride in the children's work and themselves.  The schoolroom must be cleaned and tidied regularly.  Encourage the children to participate in this by packing up their own desk areas. When possible include younger children (preschoolers) in school activities (e.g. sport, art, drama, etc.)

· You need to be able to join in with the family and other employees.  If a relationship develops with another employee, you must be discreet when the children are around.

· Make sure that you and our child/children have fun and enjoy your learning and experience.
I have read through and agree to the terms and conditions of both pages of this contract.

Carer Signed_______________________________________  Date  _____________________
Parent Signed_______________________________________  Date  _____________________
MORE Information on our job position
Our Family

childens likes and dislikes in and out of school, year levels
Are there other people on station?

Picture of family

Our Station

What type of station is it, how big.
Any other information that will give the governess more information on what happens on the property. It will help make her feel more comfortable before arrival.
The local towns and area

what are the nearest towns

what are the local points of interest

Your Accommodation

Picture of accomodation

furniture and size

What they will have access to?

What they may like to bring?

The schoolroom and our school

What school are you on?

What does your schoolroom area look like?

picture would be great

Job Details

Any information on the job that you may like to add that is not includedin the above areas.
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