[Date of Offer]
[Title] [First Name] [Last Name]
[Address Line 1]
[Address Line 2]
Dear [First Name]
Offer of Casual Employment

I am pleased to offer you casual employment with [Employer] as a [Title of Role] on the terms included in this letter.

[insert EMPLOYER background/philosophy statement] 

In your role as [Role Title] at [EMPLOYER], you will be directly responsible to the [Line Manager] and ultimately the [Principal/Executive Director] for your proficiency and personal conduct.

The attachments to this letter provide information about the position, remuneration, general requirements and the conditions of employment.  Please read the attachments carefully.  Any questions may be directed to [insert contact].

If you wish to accept this offer of appointment on the conditions stated in this letter, would you kindly initial each page of this Letter of Appointment to verify that you have read the document in its’ entirety, sign and return this letter by [insert required date] to [insert contact].  Please keep a copy of this letter for your records.  

Yours sincerely

[Principal/Executive Director name]

[Position]

Attachments

1 Employment entitlements
2 Position details 

3 Remuneration
4 General employment requirements
5 Fair Work Statement
Acceptance
I, [Full Name] confirm that I have had an opportunity to consider the terms of this offer of casual employment.  I accept the offer of casual employment.
Signature: ……………………………………………………… Date: …………………….

ATTACHMENT 1
EMPLOYMENT ENTITLEMENTS
The Lutheran Education South Eastern Region (Victorian Schools) Multi Enterprise Agreement 2018 (the Agreement) and the National Employment Standards (NES) apply to your employment. The entitlements under the Agreement and the NES are not incorporated into your contract of employment.
NES

The NES are specified in Part 2-2 (ss. 59 – 131) of the Fair Work Act 2009 (Cth).  
The NES operate subject to the no net detriment rule. This means that to the extent that a term of the Agreement is detrimental to you, in any respect, when compared to an entitlement under the NES, the term of the Agreement is of no effect. 
The NES may be accessed from https://www.fwc.gov.au
Agreement

The Agreement may be accessed from http://www.levnt.edu.au/resources-2/enterprise-agreements/ 
ATTACHMENT 2
POSITION DETAILS

Period of employment 

Your initial period of employment will commence in the week of [Date of Initial Employment] and is expected to conclude by [Final Date].  On average you will work [#] days per week during this employment period
.

Duties

Your position is classified as a Grade [insert Grade].

[Your areas of responsibility are to {insert details}.   This includes, but is not limited to:

1. [insert further detail if required in bullet points]
Your duties may be varied by [employer] from time to time in accordance with operational requirements.

Your duties and responsibilities as a [teaching/non-teaching] staff member within Lutheran Education are outlined in the Agreement.
The ethos of [employer] is an important attribute and all staff are expected to contribute to the maintenance of the Christian-based caring atmosphere.  We look to you to set an example of personal conduct, dress and deportment consistent with a Christian environment. 

It is expected that you will co-operate fully with the [Principal/Executive Director] and other staff and in general be supportive to the customs, traditions and Christian teachings of the [employer] It follows that your duties will be carried out in accordance with the doctrinal teachings of the Lutheran Church of Australia.

Location

Upon commencement, you will be employed at [insert location]. However, please note that you may be required and allowed to perform part or all of your work at other locations.

ATTACHMENT 3
REMUNERATION DETAILS

Salary

You will be paid on a casual basis.  Your rate of pay will be based on that applicable to a [insert appropriate description of grade and level] level and will include a 25% loading in lieu of paid leave entitlements.  Your hourly rate for casual employment under this contract will be [Remuneration 1].
Payment arrangements

Your salary will be paid by credit transfer to your nominated financial institution account on a fortnightly basis.
Superannuation

If you earn more than $450 in a calendar month
 [employer] will make an employer superannuation contribution, in accordance with the Superannuation Guarantee legislation contribution rate to a complying superannuation fund nominated by you. Should you not nominate a complying superannuation fund for this purpose, the contribution will be made to Lutheran Super ABN 93 371 348 387 as the nominated default fund.  

ATTACHMENT 4
GENERAL EMPLOYMENT REQUIREMENTS

STATEMENT OF COMMITMENT TO CHILD SAFETY

[employer] is committed to being a Child Safe organisation.  [employer] has a zero tolerance for child abuse and is committed to acting in children’s best interests and in keeping them safe from harm. [employer] regards its child protection responsibilities with the utmost importance and as such, is committed to providing the necessary resources to ensure compliance with all relevant child protection laws and regulations and maintain a child safe culture.
 

[EMPLOYER] policies

[employer] has formulated a series of policies, procedures and guidelines related to various aspects of the operation of [employer].
Although policies, procedures and guidelines are not incorporated into your contract of employment, you are expected to be sufficiently familiar with, and to diligently comply with, these requirements as varied from time to time. You acknowledge that [employer] may vary or rescind any policies at any time in its absolute discretion.

Intellectual property 

You, unless otherwise agreed by [employer] in advance of the commencement date of employment and in writing:

(a)
assign to [employer] all future rights (other than moral rights) to intellectual property throughout the world (including copyright) in all inventions, models, designs, drawings, plans, software, reports, proposals and other materials created or generated by you (whether alone or with [employer], its other employees or contractors) for use by [employer];

(b)
acknowledge that by virtue of this provision all such future rights will vest in [employer].

You must do all things reasonably requested by [employer]to enable [employer]to assure further the rights assigned above.

Confidentiality 

You, in the course of your employment, will have access to Confidential Information about [employer].

Confidential Information includes information about the affairs, processes, dealings, finances, organisation and personnel of [employer].

Confidential Information may be used solely for the purpose of performing your duties with [employer]. You may only disclose Confidential Information:

· to persons who are aware and agree that the Confidential Information must be kept confidential or to persons who have signed a confidentiality agreement, as required by [employer] from time to time, and either:

· have a need to know (and only to the extent that each has a need to know); or

· have been approved by [employer], as relevant; or

· that is required by law to be disclosed.

This and similar confidential information is not to be imparted deliberately or carelessly to any person at any time who is not authorised by the [Principal/Executive Director] to receive it.  This obligation continues both during and after your employment with [employer].

Where you are in possession of documents, software, computers or telecommunication devices containing confidential information or material, you are responsible for the security of these items at all times.

A breach of these conditions whilst employed with [employer] may be grounds for summary termination of employment.  If disclosure in breach of these conditions should be made after employment with [employer] ceases, then [employer] may apply for an injunction to restrain the breach in addition to claiming damages for losses suffered.

You must immediately notify the [Principal/Executive Director] of any suspected or actual unauthorised use, copying or disclosure of Confidential Information.

You must provide assistance reasonably requested by [employer] in relation to any proceedings that [employer] may take against any person for unauthorised use, copying or disclosure of Confidential Information.

Ethos

You must support the [employer] guidelines and conduct yourself in a way which is consistent with the ethos of LEVNT.  You must also implement the programs, practices and other activities as decided by [employer].

ATTACHMENT 5
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�Or simpler, this was for casual over 6 month period, average day a fortnight type deal.


�Note that the government intends to remove this minimum monthly threshold, but it is not yet law.


�Make sure that this is most recent version available from Fair Work website





