(on school letterhead)

<date)>
<Name>

<Street>

<Suburb>

Dear

I am pleased to offer you ongoing employment <insert name of school> Council under Part 2.3 of the Education and Training Reform Act 2006.  The terms of the offer are set out below and in the Attachment to this letter.
This offer is to be read in conjunction with the Education and Training Reform Act 2006, Public Administration Act 2004, any other relevant legislation, regulations made from time to time under those Acts, any ministerial orders, instructions and policies issued by the Department of Education and Early Childhood Development and any applicable federal award and/or agreement.  You may access any of these documents on the Department’s Human Resource web site HRWeb (http://www.education.vic.gov.au/hrweb/default.htm).
This offer of employment is subject to you having a satisfactory Working with Children Check and satisfying pre-employment medical requirements.  The relevant documentation in relation to the pre-employment medical requirements is attached.  This offer of employment will lapse if any of these requirements are not satisfied.

Your employment will be subject to the completion of a satisfactory probation period of up to three months as set out in the Attachment to this letter.  At the end of this probationary period your employment will either be confirmed or annulled or the probationary period extended by a further period of up to three months.

Under the national workplace relations system employers are required to provide all new employees with a Fair Work Information Statement.  The Statement contains information about the National Employment Standards, modern awards, agreement-making, the right to freedom of association, termination of employment, individual flexibility arrangements, rights of entry, transfer of business, and the respective roles of Fair Work Australia and the Fair Work Ombudsman The Statement can be accessed on the Fair Work Ombudsman website (http://www.fairwork.gov.au/employment/fair-work-information-statement/pages/default.aspx). Alternatively, you may request a copy of the Statement from the Business Manager of this school.

You may accept this offer by signing the Attachment to this letter and returning it to me within ten working days of the date of receipt of this letter.  Two copies of the Attachment are provided to enable a copy to be retained for your records.  If you have not responded within ten working days of the receipt of this letter I will assume you have not accepted this offer.
If you have enquiries regarding the offer please do not hesitate to contact me.

...................

Principal

Ongoing Employment Offer

School Council Employment
Personal Details:

	Surname 
	

	Given Names
	

	Date of Birth
	


Position Details:

	Employer
	<insert school name> Council


	Position
	


	Time Fraction
	
	or
	Hours per fortnight
	


Employment:

	Commencement Date
	


	Probation Period
	From
	
	To
	


Salary Details:

	Commencing salary (per annum)
	
	$


	Salary Range
	
	Minimum
	$
	
	Maximum
	$


	All information collected on this form will be handled and stored according to the provisions of the Victorian Information Privacy Principles and Department of Education and Early Childhood Development (DEECD) policies supporting these principles.  Your name, as provided, will be included on DEECD websites such as Ultranet as part of your Ultranet profile, which will be viewable to other authorised users of the Ultranet and accompany any postings and contributions you make in the Ultranet.  


	I  .....................................................  understand and accept the offer of employment set out in the letter of offer and this Attachment.

Signed:   ...........................................................................       Date: ___/___/_____




