Sample letter


<school letterhead>

Dear <insert name>
Thank you for agreeing to temporarily resume duty from parental absence at <insert name of school> for the period <insert first and last day of duty>.  The principal of your base school <insert name of base school> has agreed to your temporary resumption.
For the period of your temporary resumption the terms and conditions of employment will be the same as would apply had you permanently resumed from parental absence including:
· salary will be at your substantive salary level

· service will be recognised for all purposes (e.g. long service leave, personal leave, salary progression)

· superannuation contributions will be deducted at the usual rate from your salary.
· where the temporary resumption is at a lower time fraction than your substantive time fraction your time fraction does not alter.  In this case you will resume duty at the lower time fraction with the remainder being parental absence.

This period of temporary resumption may extend the period of your parental absence provided that the parental absence does not go beyond the seventh birthday of the child for whom the parental absence was taken or exceed a total of seven years.

At the conclusion of the period of temporary resumption you will resume parental absence on <insert date> attached to <insert name of base school>.  
It would be appreciated if you would indicate your acceptance/non-acceptance of this offer by completing the information below.  If you have not responded within ten working days of receipt of this offer I will assume you have not accepted this offer.  

A copy of this letter has been provided to the principal of <insert name of base school>.
Yours sincerely
Principal 

	I understand the terms of this offer and accept / do not accept this offer.

Teacher's signature:____________________________Date:___/___/______


*Teacher and base school principal are to be provided with a copy and original to be placed on teacher's personnel file.
