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Letter of appointment of employee 
 

[Business address of employer] 

[Date] 

 

TO [insert name of successful applicant] of [address] 

 

Dear [insert name of successful applicant] 

[Insert name of employer] (employer) is pleased to offer you employment on the following terms and 
conditions. 

 

1. Position probationary period 
Subject to satisfactory completion of the probationary period you will be employed as a [insert 
position] and will report to the [insert supervisor's position] or other person nominated by the 
employer from time to time. 

2. Probationary period and term of contract  
You will be initially employed on a probationary period of 6 months. During the probationary 
period your employment may be terminated by the employer by providing one week's notice or 
payment in lieu thereof. 

3. Duties 
Your duties will include: [list the duties to be performed]. 

Your position may be changed at the discretion of the employer or you may be required to 
perform other duties as are assigned to you from time to time by the employer. If your duties or 
position change, the terms and conditions outlined in this letter will continue to apply to your 
employment, unless otherwise agreed. 

4. Hours of work 
You will be expected to work during the hours of [insert times] with one hour available for a 
lunch break. You will be expected to work outside these hours as necessary to complete or 
perform your duties without payment of overtime. You will not be expected to work during public 
holidays unless otherwise directed by the employer. 

5. Remuneration 
You will be entitled to payment of a salary of $[insert number] per annum. Your salary will be 
paid [insert appropriate time period] into a bank account nominated by you.  

The employer hopes to provide you with remuneration that is competitive with market rates. 
Your remuneration is in excess of all entitlements under any award, workplace agreement or 
similar instrument that may apply to your employment. However, if an award, workplace 
agreement or similar instrument applies to your employment, then: 

(a) it applies as a matter of law and does not form part of your employment contract; and 

(b) your remuneration and, if applicable, any benefits provided to you are in satisfaction of, 
and can be used to set-off, all entitlements under any award, workplace agreement or 
similar entitlements including minimum wage, overtime, allowances, loadings and 
penalties. 

The employer will, in addition to the salary, make superannuation contributions in accordance 
with the employer's obligations under the Superannuation Guarantee (Administration) Act 1992 
and any regulations made pursuant thereto. 
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6. Annual leave and long service leave  
You will be entitled to annual and long service leave in accordance with applicable legislation. 

7. Personal/carer's and compassionate leave 
(a) You will be entitled to 10 days' paid personal/carer's leave per year of service if you: 

(i) cannot attend work due to illness; or 

(ii) need to care or support an immediate family member or other member of your 
household due to their illness or unexpected emergency. 

(b) Untaken paid personal/carer's leave accumulates from year to year but will not be paid 
out on termination.  

(c) In addition, you will be granted 2 days' unpaid carer's leave if you have exhausted paid 
personal/carer's leave and you provide proof in accordance with clause 7(e). Rights 
under this clause 7(c) arise each time the Employee needs to care for or support an 
immediate family member or other member of the Employee's household due to their 
illness or unexpected emergency. 

(d) You are entitled to 2 days' paid compassionate leave in the event of the death or a 
serious life-threatening illness or injury of an immediate family member or member of 
your household. Untaken compassionate leave does not accumulate from year to year 
and will not be paid out if your employment ends.  

(e) You may be required to provide a medical certificate or, if it is not reasonably practicable 
to do so, a statutory declaration for any absence from work for personal/carer's or 
compassionate leave. 

(f) You must give the employer notice of taking personal/carer's or compassionate as soon 
as practicable. You must also advise the employer of the period or expected period of 
leave. 

8. Community service leave 
You may be entitled to community service leave in accordance with the Fair Work Act 2009 
(Cth). 

9. Company policies  
The employer's policies, as they exist from time to time, will be binding on you. However, the 
employer's policies do not form part of the employment contract. 

10. Intellectual property 
Any intellectual property created or discovered during your employment must be disclosed to 
the employer and will belong to and be the absolute property of the employer or such one of its 
subsidiary companies as may be nominated by the employer for that purpose. 

11. Confidentiality 
You agree that you will not at any time either during the continuance of your employment or 
after the termination of employment for any reason divulge any of the confidential information, 
affairs or secrets (including trade secrets) of employer to any other person or persons without 
the previous consent in writing of the employer. You will not use or attempt to use any 
information which you may acquire in the course of your employment in any manner which may 
injure or cause loss or be calculated to injure or cause loss to the employer. 

12. Non-competition during employment 
You agree that you will not, during the course of your employment, directly or indirectly, in any 
capacity whatsoever, carry on, advise, provide services to or be engaged, concerned or 
interested in or associated with any business or activity which is competitive with any business 
carried on by the employer or its subsidiaries. 
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13. Non-competition after conclusion of employment 
You agree that you will not, without the written consent of the employer, during the period of 
[insert a reasonable period of time] after the termination of your employment and anywhere 
within [insert a reasonable geographical region], do any of the following: 

(a) undertake, carry on, be employed or engaged in, whether directly or indirectly, any 
business or activity that is the same or similar to the part/s of the employee's business in 
which you worked during the [insert number of months, eg 12] months prior to your 
employment ending; 

(b) solicit, canvass, approach or accept any approach from any person or organisation who 
was at any time during the 12 months prior to your employment ending, a client or 
customer of, a supplier or contractor to, or investor in the employee; or 

(c) solicit, interfere with or endeavour to entice away from the employee any employee, 
contractor or consultant of the employee. 

14. Termination of employment 
(a) Subject to subparagraph (b) and (c) below, during the employment either party may 

terminate the employment by giving the other party at any time [insert appropriate 
number] weeks/months written notice of termination. The employer may make a payment 
in lieu of notice. 

(b) During the probationary period the employer may terminate this agreement by giving you 
one week's written notice of termination or payment in lieu of notice thereof. 

(c) The employer may terminate the employment, by giving notice to you effective 
immediately and without payment of any salary other than the salary accrued to the date 
of the termination, where at any time you: 

(i) have committed any act of wilful or serious misconduct; 

(ii) are in breach of any of the terms and conditions of the employment; or 

(iii) are continually or significantly neglectful of your duties under the employment. 

 

 

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

[Signature of Employer]   [Signature of Employee] 

      

Date: ______________________    Date: ______________________  
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