Occupational Traineeship Contract

[INSERT NAME] and the Australian Institute of International Affairs

This contract is an agreement between:

· [INSERT NAME] (Occupational Trainee)

· Dr Bryce Wakefield (National Executive Director)


Organisational Details

The organisation participating in this placement is the Australian Institute of International Affairs (AIIA)

Australian Institute of International Affairs 

Stephen House, 32 Thesiger Court

Deakin ACT 2600 Australia

Ph: (02) 6282 2133

Email: bryce.wakefield@internationalaffairs.org.au  

Organisational Description

The AIIA is an independent, non-profit, non-political organisation formed in 1924, and established as a federal body in 1933, with the objective of stimulating interest in and promoting understanding of international affairs, including politics, economics and international law. It provides a wide range of opportunities for the dissemination of information and free expression of views on these matters through discussion and publication.

Precluded by its constitution from expressing any opinion of its own on international affairs, the AIIA provides a forum for the presentation and discussion of a wide range of views. Branches offer lectures, workshops and seminars, with local and visiting speakers.

Specific Arrangements

This document specifies the agreed details of the placement of [INSERT NAME] at the AIIA under the supervision of Dr Bryce Wakefield.

The placement will commence on [INSERT DATE]. Expected completion is [INSERT DATE]. Hours of work will be 9.00am-5.00pm. Hours off- site will be flexible and mutually agreed on. Placement will involve five days per week excluding any holiday periods.

An exit meeting between the Trainees and National Executive Director, must take place in the final 14 days before completion of the placement, to review fulfilment of the contracted arrangements and evaluate the performance.

The Trainees shall maintain rights to intellectual property for any individual work created as a course of their placement unless otherwise agreed upon in writing.

Aims of the Occupational Traineeship 

The aim of the Occupational Traineeship is: 

· [INSERT AIM]
Activities of the Trainees

In order to achieve these aims it is proposed that [INSERT NAME] will:

· [INSERT ACTVITY]
Skills 

The skills that will be developed in the course of this placement will consist of: 

· [INSERT SKILLS]
Obligations of the Trainees
There is an obligation on behalf of the trainees to:

· Behave in accordance with the norms and standards of the AIIA including such behaviours as punctuality, presentation and co-operation;

· Comply with relevant Australian workplace laws, including occupational health and safety;

· Arrange for any insurance as required;

· Maintain confidentiality regarding any information that is obtained during the placement that is confidential in nature. 

· Provide a report of completion of placement including activities undertaken, time spent and evaluation of the Trainees in general to the National Executive Director.

Obligations of the National Executive Director

The Director is expected to:

· Provide feedback to the Trainees on work completed by the Trainees during the placement;

· Facilitate frank and open discussion of the Trainees’ strengths and weaknesses;

· Review and sign off on a report of completion of placement from the Trainees. 

Signatories

The signatories to this contract are the Trainees and the Executive Director. By signing the signatories state their intention to abide by the conditions stipulated in this contract. Any changes or deviations from the contract must be discussed with all parties, and may lead to a renegotiation of terms or termination of the Trainees placement.







Date      /         /        

[INSERT NAME] 

Occupational Trainee







Date      /        / 

Dr Bryce Wakefield
National Executive Director, Australian Institute of International Affairs 
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