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Introductory note 

This precedent is a basic, long form agreement for employment, suitable for use with employment 

of permanent, non-award employees (both full time and part time). 

It contains many optional clauses that may be either retained or discarded, depending on the 
circumstances of the case. However, this precedent does not contain all possible clauses. 

Additional clauses are available separately to deal with more unusual scenarios (for example, 
commissions based on sales, salary sacrifice benefits, travel expenses, pre-employment checks). 
The agreement also contains shorter form confidentiality, IP and restraint clauses. Again, longer 

form clauses are available separately. 

There is also a shorter form employment agreement available separately  (see “Basic employment 
agreement (short form)”). 



[Date] 

[Employee full name] 

[Employee address] 

Dear [Employee first name] 

Offer of employment 

I am delighted to make the following offer of employment to you as [Position title] with [Employer name] 
(Employer). 

Please read through the terms and conditions of this offer of employment letter carefully and sign and 

date your acceptance of them before returning a signed copy. 

1 Position 

1.1 Role and duties 

You will be employed as [Position title] on the terms and conditions in this agreement. Your position 

will involve the duties and responsibilities set out in Schedule 1, plus such other duties as the 

Employer may allocate to you from time to time. 

1.2 Reporting 

You will report to [Name/Position title of employee’s supervising manager eg “the Sales Manager”] 
or another person nominated by the Employer from time to time. 

1.3 Change of role and duties 

The nature of your role, duties, levels of responsibility and reporting lines may be changed during 
the term of this agreement at the discretion of the Employer.  

1.4 Location 

You must perform your duties at [Location], however the Employer may direct you to work at 
different locations provided that such a move does not cause undue hardship or inconvenience to 
you.  

2 Employee obligations 

During your employment, you must: 

(a) faithfully and diligently perform the duties, exercise the powers and accept the 
responsibilities that may be assigned to you from time to time having regard to your skills, 
training and experience;  

(b) act in the Employer’s best interests and not use your position for an improper purpose or for 
private benefit; 

(c) [Optional: use your best endeavors to promote the interests of the Employer;]  

(d) not, without the Employer’s prior consent, engage in any other paid employment or business;  



(e) disclose to the Employer, at the earliest opportunity, all potential or actual conflict between
your personal interests and the interests of the Employer, and any other matters likely to

impact on the performance of your duties;

(f) on discovery, not allow a potential or actual conflict of interest to continue;

(g) not compete with the Employer by undertaking any appointment, position or work that results

in you competing with the Employer or otherwise adversely affects the Employer;

(h) protect the property of the Employer from theft, damage or neglect and give notice
immediately to the Employer of any such theft, damage or neglect which may come to your

attention;

(i) comply with all reasonable directions; and

(j) comply with all legal requirements in connection with the employment.

3 Commencement Date 

Your employment with the Employer will commence on [Commencement Date]. 

4 [Optional: Probationary period 

(a) Your continued employment is subject to you satisfactorily completing a probationary period
of [number] months. During the probationary period your employment may be terminated by

either party providing 1 week written notice, or, in the case of the Employer, payment in lieu
thereof.

(b) Upon satisfactory completion of the probationary period, your employment will continue in

accordance with the provisions of this agreement.]

5 Term 

[Option 1 (use if the agreement is ongoing and therefore there is no Expiration Date):  

[Optional: Subject to clause 4 (probationary period)] [Your/your] employment will continue 

indefinitely until terminated by either party under clause 14 (termination clause).] 

[Option 2 (use if the agreement is for a fixed term and therefore there is an Expiration Date): 

Subject to [Optional: clause 4 (probationary period) and] earlier termination by either party under 

clause 14 (termination clause), your employment will continue until [Expiry Date] (Expiry Date) 

[Optional: provided that no later than one month before the Expiry Date, the parties may agree to 
continue this agreement for a further period as agreed, whether on the same or different terms].]  

6 Hours of Work 

[Option 1 (general obligation, full time): 

(a) You will devote substantially the whole of your time and attention during the ordinary

business hours of the Employer to the discharge of your duties.




