
 

 

 

 

25 August 2011 

 

 

John Raciti 

15 Miles St 

MASCOT NSW 2020 

 

 

Dear John 

 

Contractor Information Pack – Individual 

We congratulate you on securing this contracting assignment with Financial Planning 

Association of Australia Ltd and are delighted to welcome you to the Talent2 contracting 

team. 

 

This pack outlines information relevant to the arrangements between you and Talent2, to 

enable a positive service to be provided to clients of Talent2, and a productive 

relationship to exist between us.  

 

Enclosed is your: 

> Contract for Provision for Independent Contracting Services – Individual (“Contract”) 

> OH&S policy and checklist 

> Web Kiosk details 

> List of payment dates 

> Bank account/disbursement details/contact details form 

> Tax File Number declaration form (note – select the labour hire box under „what basis 

are you paid‟ 

> Super Choice form 

> A return envelope 

 
As you are aware, there is also a Business Operating Agreement (BOA) in place 
between you and Talent2 Pty Limited.  We take this opportunity to confirm that your 

relationship with Talent2 is a business to business relationship where you offer your 

services to us as an independent contractor.  Should you wish to clarify any aspect of 

this relationship we encourage you to contact us immediately. 
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Once you have read through the attached documents, please sign the BOA and the 

Contract, keeping one of each for your records.  The other enclosed documents can be 

completed and returned to Talent2 along with the signed Contract and BOA in the 

envelope provided.  

 

If you have any questions at all, please feel free to contact either my colleague Penny 

O'Brien on 02 9087 6205 or myself on 02 9087 6237. We look forward to working with 

you. 

 

Kind regards 

 

 

 

 

 

Michelle Rubinstein 

Talent2 Pty Limited  
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Contract for the Provision of Independent Contracting Services 
 

Client: Financial Planning Association of Australia Ltd 

Reporting to: Lindy Jones 

Assignment 

Reference #: 
49862 

Location: Level 4, 75 Castlereagh Street, Sydney NSW 2000 

Assignment: Studio Production Manager 

 

Anticipated Duration: 

The Assignment starts on 26 August 2011 and is anticipated to run for 3 months to 25 

November 2011 or such other extended period required for completion, unless 

terminated in accordance with this Contract or the Business Operating Agreement dated 

25 August 2011 (“BOA”). 

 

Timesheets: 

To ensure our payroll and invoicing processes run smoothly and to verify your payment 

for this Assignment, please ensure that an on-line timesheet is completed each week for 

all work performed on this Assignment, and arrange for it to be approved by the Client 

and submitted to Talent2, by 6pm each Friday. 

 

Payment: 

As agreed, the payment rate for this Assignment is $37.50 per hour plus superannuation. 

 

To preserve confidentiality, we ask that you do not discuss, or permit to be disclosed, the 

payment rate for this Assignment with directors, officers, agents or employees of, or 

other contractors to, the Client organisation.  

 

Payment for this Assignment is subject to confirmation by the Client that the 

responsibilities under this contract have been performed satisfactorily.  As an 

independent contractor you are liable to rectify any defects or make-good any 

deficiencies in your service.  Any delay or failure to complete timesheets and/or obtain 

authorisation from the Client may result in delays in the generation and payment of 

timesheets. We will pay timesheets directly into the nominated bank account on a 

fortnightly basis.  A copy of the payment dates for the current year is attached, and the 

confirmed payments will be transmitted to the nominated bank account on the day before 

the payment date. 
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We will contribute statutory superannuation in accordance with the Superannuation 

Guarantee in to an eligible fund nominated by you in your Super Choice Form or, in the 

absence of choice, in to a default fund nominated by Talent2. 

 

There is no obligation upon Talent2 to offer the same or similar terms and conditions of 

Assignment when commencing a new assignment, or a new assignment position within 

an existing Assignment. 

 

Talent2 Contact: 

If you have any questions or concerns in relation to this Assignment please do not 

hesitate to contact either:  

Penny O'Brien 

02 9087 6205 

Michelle Rubinstein 

02 9087 6237 

 
Expenses and Business Tools: 

You will be responsible for all expenses and costs incurred by you in performing the 

Assignment, including travel costs, unless you obtain prior approval for incurring those 

expenses and costs from the Client and the Client agrees to reimburse you for those 

expenses incurred, in which case expense reimbursement must be claimed through the 

Client‟s system.  

In the event that the Client raises any questions or concerns relating to expenses 

incurred or proposed, you must notify Talent2 immediately and Talent2 will endeavour to 

assist you to resolve these.  Please be aware however that in no circumstances will 

Talent2 become liable for those expenses, except with its prior written agreement. 

 

Other than where provided by Talent2 or the Client as proprietary tools, as an 

independent contractor, you will be required to supply and maintain the business tools 

necessary for you to provide your services on the Assignment. 

 
Contract Extensions/Further Assignments: 

You must notify Talent2 if the Client wishes to extend the Assignment, or otherwise 

change the terms of the Assignment, and Talent2 will negotiate the terms of the 

extension or variation.   

 

You also need to notify Talent2 if a Client, or a Related Entity (as defined in the BOA) of 

the Client, or a customer of the Client, offers you or any person engaged or employed by 

you to perform work on the Assignment, employment in any capacity or a further or 

different Assignment: 

(a) during the Assignment for the Client;  or  

(b) within 12 months of the last date you performed work for the Client. 
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Termination: 

The duration of the Assignment set out above is the anticipated maximum period of the 

Assignment.  The Assignment will terminate at the end of that anticipated maximum 

period, unless terminated earlier or extended by agreement in writing between the 

parties. Given the period duration is only what Talent2 and the Client anticipate, there is 

no guarantee that the Assignment will continue for that full period, and you should have 

no expectation that the Assignment will be extended beyond the anticipated duration. 

 

Whilst the Assignment is expected to last for the duration outlined above, the Client may 

cancel this Assignment at any time. This will result in the termination of this contract.If the 

Assignment is completed earlier than the anticipated period specified, or is extended, the 

Assignment will then terminate at the date of completion of the Assignment and no notice 

or payment in lieu of notice will be required to be given or paid by Talent2 to you. The 

only payment due to you by Talent2 will be any outstanding payment for all hours worked 

by you up to and including that date of termination, subject to any outstanding 

requirement to rectify defects in your work or make-good your services.  

 

Talent2 may terminate this Assignment with immediate effect and without payment where 

you (or anyone engaged or employed by you to perform services under this Assignment): 

a) fail to perform the Assignment to the required standard in a competent, timely and 

professional manner; 

b) are guilty of any serious or persistent breach or non-observance of any term of this 

Agreement, the BOA or the Contract, where such breach or non-observance is not 

remedied to Talent2‟s satisfaction; 

c) neglect or refuse to carry out the requirements of the Assignment; 

d) engage in any act of serious misconduct; 

e) wilfully or intentionally commit an act or omission which could reasonably be 

expected to have, or does have, a material and adverse effect on Talent2‟s or the 

Client‟s interests; or 

f) commit an act or omission which is, or is reasonably considered by Talent2 to be 

unlawful. 

Talent2 may terminate this Assignment with immediate effect and without notice or 

payment in lieu where:  

a) you become bankrupt; or 

b) the Client becomes unable to pay, becomes bankrupt, insolvent or goes into 

liquidation or enters into any arrangement with its creditors or any action is taken for 

the appointment of an official manager or receiver over the assets of the Client, or 

otherwise ceases business for any reason. 

It is expected that you will complete this Assignment.  If for any reason you are unable to 

complete this Assignment you must advise your Talent2 contact as soon as possible, 

and must not discuss this with the Client unless or until authorised by Talent2. Your 
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Talent2 consultant will then make appropriate arrangements for the termination of this 

Assignment and the completion of the Assignment with the Client. 

 

Change of Status 

You must advise Talent2 of any change in your capacity to perform work on this 

assignment safely and without risk to your health. 
 

Conflict of Interest 

Prior to commencing, and during, this Assignment, you must declare to Talent2 and to 

the Client any conflict of interest or potential conflict of interest.  Where, during the 

course of this Assignment, you provide or propose to provide any services to an 

alternative client or principal and such work may constitute a conflict of interest or such 

client or principal could reasonably be considered a competitor to the Client, then you 

must immediately notify Talent2. The obligation to notify Talent2 extends to the 

performance of work for a competitor of the Client through an alternative agency, 

principal or recruitment firm.  
 

By beginning the Assignment, you accept the terms and conditions contained in this 

Contract. 

 

You understand and agree that the terms and conditions contained in the Talent2 

Contracting Business Operating Agreement signed by you on 25 August 2011 apply in 

respect of this assignment. 

 

If there is any inconsistency between this Contract and the Talent2 Contracting Business 

Operating Agreement, this Contract will prevail for the duration of this Assignment, to the 

extent of the inconsistency. 

 

 

Signed: Signed: 

 

 

________________________________ ______________________________ 

(John Raciti – Signature) (Michelle Rubinstein – Signature) 

 

________________________________ ______________________________ 

(John Raciti – please print) (Michelle Rubinstein – please print) 

 

________________________________ ______________________________ 

(Date) (Date) 
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Occupational Health and Safety Policy  
for Independent Contractors 
 
Overview 

Talent2 is committed to providing a safe and hazard-free work environment. As an 

independent contractor, please make every effort to familiarise yourself with the client‟s 

OH&S policies and procedures as well as the Talent2 policy outlines below.  

 

Policy 

We are committed to ensuring that clients provide: 

> Equipment and systems of work that are safe and without risk to the health and 

safety of independent contractors. 

> Adequate storage of dangerous equipment and substances without risk to health. 

> Information, instruction, training and supervision that ensures the health and safety of 

independent contractors. 

> Safe workplace conditions including entrances and exits. 

 

In turn, please assist us by: 

> Reading our detailed OH&S policy attached 

> Completing the OH&S checklist for your site and returning it to your Talent2 

Consultant within your first week at your assignment.  

> Co-operating with the client in efforts to maintain the required level of health and 

safety. 

> Take reasonable care of the health and safety of others. 

> Report any unsafe working conditions, practices or activities to the client and Talent2 

immediately. 
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Talent2 On Line Time 
 
On Line Time enables Talent2 Contractors to submit, and our Clients to approve and track 
timesheets via the internet. 
 
Logging on: 

> Go to the On Line Time URL: https://www.oltaus.talent2.com/adapt/ 

> Click on Candidate Login - The login page will open in a new window (you must have pop-
up blockers turned off to allow this) 

> If you have not previously reviewed the Talent2 Privacy Policy, click on the Privacy 
Policy link 

> Click on I Accept to proceed to login 

> Enter the User ID: 2259051 Password: talent2 and click on Submit 
 
Submitting a timesheet: 

> Click on the Assignment Ref # you want to submit a timesheet against - a list of 
previously submitted timesheets will display 

> Click on New Timesheet to proceed with submitting a new timesheet and select a valid 
Week Ending date 

> Enter your hours worked - enter your start time, lunch/break and finish time using 24 
hour clock  
(E.g. START TIME 0800, LUNCH/BREAK 0030, FINISH TIME 1700) 

> Check all details are correct before submitting including: 
o Pay Rate (hover over the Pay Rate to view) 
o Your name, the company name and the assignment reference number 
o Total Time Worked for each day and for the week 
o Units to process in decimals (If you earn an hourly rate, enter the number of 

hours worked or if you are on a daily rate enter the number of days worked) 

> Enter any Notes relevant to the timesheet – notes will be viewable by your Approval 
Manager 

> Click on Submit to send your timesheet for on line approval 
 
NOTE: If you wish to create a new timesheet, but not submit it you can click on Save rather than 
Submit. This allows you to come back and edit the timesheet at a later date before submitting it. 
 
Amending a timesheet: 

> Login to On Line Time and click on Timesheets and select the relevant Assignment Ref 
# 

> Click on Amend Timesheet beside the relevant timesheet  

> Update the relevant details, and enter a Note regarding the amendment 

> Click on Submit to re-send your timesheet for on line approval 

https://www.oltaus.talent2.com/adapt/
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Update password: 

> Login to On Line Time and click on the Update Password link 

> Enter your Old Password, enter a New Password and a confirmation of your new 
password 

> Click on the Submit Password Change button at the bottom of the page to submit your 
password change. 

 
NOTE: Your current password will be kept on file at Talent2 in our secure database 
 
Forgotten password: 

> Go to the On Line Time URL and click on Candidate Login 

> Click on I Accept to proceed to login having read the Privacy Policy 

> Click on Forgotten Reference No/Password? 

> Enter your Surname, Day and Month of birth and your On Line Time Email Address 

> Click on Submit 
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Web Kiosk 
 
Talent2 operates a web self service facility called Web Kiosk to provide you with greater flexibility 
and access to your banking and payroll details. This facility will enable you to review your 
payslips/tax invoices and keep your bank account details up-to-date. 
 

You can either access the Talent2 Web Kiosk site using  

URL https://v12.talent2ehr.com/pls/tlntpeopp/wk8003$.startup  
 or via On Line Time but to preserve confidentiality you will be required to log into Web Kiosk 
separately. 
 
From Web Kiosk you can: 
 

> View your current payslip or payslip history 

> Change your password 

> Maintain/update your bank account details 

> Update your payslip/payment summary destination 

> View your payment summary 

> Maintain/update your emergency contacts 
 
Logging on: 
 
To access the Web Kiosk site via On Line Time: 
 

> Click on the Payment Details link on the left hand side of the screen to open the Web 
Kiosk login page 

> Enter the Web User ID and Password given to you by Talent2 and click on OK 
 
FREQUENTLY ASKED QUESTIONS 
 
Q What should I do if I receive a pop-up telling me the record is locked? 
A Contact your Talent2 Consultant or their Administrator to have the record unlocked on the 
spot. 
 
Q How will I know if my timesheet has been approved? 
A You will receive email notification when your timesheet has been approved, rejected or 

queried. 
  

NOTE: If your Approval Manager will not be approving timesheet on-line, you will be 
prompted to print your completed timesheet. You should have your manager sign the 
printed copy and fax to Talent2 

 
Q Can I re-submit a timesheet if my manager queries or rejects it? 

https://v12.talent2ehr.com/pls/tlntpeopp/wk8003$.startup
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A Yes – Locate the original timesheet in On Line Time, update the timesheet and re-submit 
it. 

 
Q Can I enter my hours worked at the end of each day without submitting the timesheet? 
A Yes – You can create a new timesheet, enter your hours worked and click on Save rather 

than Submit. 
 
Q Can I have emails relating to On Line Time sent to my work email? 
A Yes – Go to the Update Profile section of On Line Time to update your On Line Time 

email address. 
 
Q Can I submit two timesheets for the same week for the same assignment? 

A No – On Line Time will not allow you to submit more than one timesheet per assignment 
with the same Week Ending date 

 
Q What if I realise I have made a mistake in my timesheet after I have submitted it – can I 

change it? 
A Yes – Locate the original timesheet in On Line Time, update the timesheet and re-submit 

it.  If however your manager had already approved the original you will not be able amend 
in On Line – you should Contact Talent2 to make a manual alteration 

 
Q What should I do if I am having problems submitting my timesheet on line? 
A Call your Talent2 Consultant. 
 
IMPORTANT: Make sure you logout of On Line Time and Web Kiosk when you have finished to 
avoid locking your record. 
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Contractor Fortnightly Payment Dates 
June 2011 – June 2012 

 

Please note that your fortnightly pay will be deposited 

into your account on these Thursday’s: 

 

Payment Date Pay Period for the Two weeks ended… 

17 June 2011 (Friday) 12 June 2011 

30 June 2011 26 June 2011 

14 July 2011 10 July 2011 

28 July 2011 24 July 2011 

11 August 2011 7 August 2011 

25 August 2011 21 August 2011 

8 September 2011 4 September 2011 

22 September 2011 18 September 2011 

7 October 2011 (Friday) 2 October 2011 

20 October 2011 16 October 2011 

3 November 2011 30 October 2011 

17 November 2011 13 November 2011 

1 December 2011 27 November 2011 

15 December 2011 11 December 2011 

30 December 2011 (Friday) 25 December 2011 

12 January 2012 8 January 2012 

26 January 2012 22 January 2012 

9 February 2012 5 February 2012 

23 February 2012 19 February 2012 

8 March 2012 4 March 2012 

22 March 2012 18 March 2012 

5 April 2012 1 April 2012 

19 April 2012 15 April 2012 

3 May 2012 29 April 2012 

17 May 2012 13 May 2012 

31 May 2012 27 May 2012 

14 June 2012  10 June 2012 

28 June 2012 24 June 2012 

 


