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[Insert staff member’s name]
[Insert staff member’s address]
[Insert staff member’s address]


Dear [Insert Name] 

I am pleased to offer you employment in the position of [insert position title] in the [insert Division/School/Unit name].

This appointment is offered on a full-time or if part time [insert fraction] full-time equivalent (FTE) fixed-term basis for a ….. year period, commencing on [insert date].  

OR	If appointment is subject to Visa use the following paragraph instead of the previous sentence
This appointment is offered on a full-time or if part time [insert fraction] full-time equivalent (FTE) fixed-term basis for a ….. year period. The appointment is subject to you obtaining and retaining the legal entitlement to work in Australia as granted by the Australian Department of Immigration and Citizenship (DIAC).  Therefore the commencement date of this appointment is dependent upon you attaining this entitlement, however it is anticipated this will be no later than [insert date]. Closer to this time, an amendment to the start date may be necessary dependent on DIAC or visa processing timeframes.

Delete as appropriate, the following sentence relating to induction if not a new staff member
[Insert nominated contact name and position] will welcome you and assist you during your initial days, and ensure that you are briefed in relation to your induction program. 

The principal terms and conditions on which you are offered employment are set out in the attached Employment Agreement. It is advisable that you read the document before accepting this offer. 

Further terms and conditions of employment are governed by the University of South Australia Enterprise Agreement 2011, a copy of which can be accessed at http://www.unisa.edu.au/hrm/industrial/UniSA_EA_2011_Final.pdf.  The terms and conditions outlined in the Enterprise Agreement are separate to your Employment Agreement. 

If you wish to accept the terms and conditions of your employment as contained in the Employment Agreement, please sign where indicated and return to [Insert HR staff member name, title and address] within ten working days of receipt of this offer [or alternative time frame as appropriate]. An envelope has been provided for your use. [Ensure a reply paid envelope is enclosed with the letter].

If you have any queries in relation to this employment offer, please contact [Insert HR staff member name and phone contact]

Include the following sentence if appointee is a new staff member 
In anticipation of your acceptance, I would like to congratulate you on your appointment and take this opportunity of welcoming you to the University of South Australia.  

Include the following sentence if appointee is an existing staff member 
In anticipation of your acceptance, I would like to congratulate you on your appointment and look forward to your continuing contribution to the University of South Australia. 

Yours sincerely


[Insert name of officer authorised to make the offer of employment – see VCs authorisations].


Enclosures:
Employment Agreement
Position Description
Tax Declaration Form
Personal Details
Request to Deposit Salary into Bank Accounts Form
Staff Diversity Survey
Superannuation Booklet 


 
EMPLOYMENT AGREEMENT


DATE	[insert date]

BETWEEN THE	UNIVERSITY OF SOUTH AUSTRALIA	(‘the University’)

AND NEW APPOINTEE	[INSERT NAME]	(‘the staff member’)



Appointment

The staff member’s appointment to the University is in the position of [insert name of position] in [area, Division/Portfolio], or such other position as determined by the University from time to time.

If appointment is subject to Visa include the following paragraph:

This appointment is subject to the staff member obtaining and retaining the legal entitlement to work in Australia as granted by the Australian Department of Immigration and Citizenship (DIAC).  The staff member is obliged to advise the University if the staff member ceases to be able to lawfully work in Australia.

This appointment will commence on [insert date] on a full-time or if part time [insert fraction] full-time equivalent (FTE) fixed-term basis for a period of [insert duration] years, expiring on [insert date]. 

Or if appointment is subject to Visa and start date is uncertain use the following instead of the previous sentence: 
The appointment is offered on a full-time or if part time [insert fraction] full-time equivalent (FTE) fixed term basis for a period of [insert duration] years and will commence on a date to be confirmed but no later than [insert date]. This date may be varied depending on DIAC or visa processing timeframes.

This fixed term appointment is categorised as [insert category as per clause] in accordance with Clause 28.1 of the University of South Australia Enterprise Agreement 2011.  

Delete the following sentence as appropriate for contracts that are not under categories ‘New Organisational Area’ or ‘Disestablished Organisational Area’.  

Further conditions regarding the staff member’s employment are detailed in clause 28.1 [for New Organisational Unit] h) iii) [or for Disestablished Organisational Area] 28.1 i) i) of the Enterprise Agreement.

The position is located at [insert campus], however, appointment is to the University and the staff member may be required to undertake duties at any of the University’s metropolitan campuses.  The Vice Chancellor may re-assign the staff member to different duties consistent with the appropriate industrial instrument (Collective Agreement, Award or legislation), if relevant, or to a different location within the University. 

The applicable industrial instrument is separate to this Employment Agreement.

A position description detailing the staff member’s role and responsibilities is attached.  The staff member will report to [insert manager position title only – not name].

Remuneration and Conditions of Employment

The staff member’s salary level on appointment will be [insert $] per annum, which is (if part time [insert fraction] FTE of) HEO [insert classification level and increment step] of the Professional Staff classification range.

The full-time salary range for this position is $ [insert salary amount] per annum ([insert classification level and first increment step]) to $ [insert salary amount] per annum ([insert classification level and top increment step]). Salary increments, where applicable, are awarded annually, in accordance with the conditions outlined in the applicable industrial instrument. 

The staff member’s salary will be paid fortnightly in arrears by direct fund transfer to a bank/credit union of the staff member’s choice.

Full time hours of work will generally be 36.75 hours per week; however, staff members will work 37.5 hours per week in order to accrue time off to be taken during the Christmas/New Year period.

Probation

The first three (3) months, [or other reasonable period as negotiated and approved by Director: HR] will be a probationary period.  The staff member’s employment with the University of South Australia is dependent on the successful completion of the probationary period.

Superannuation 

PLEASE REFER TO THE SUPERANNUATION DECISION TREE AND DELETE THE OPTIONS WHICH DO NOT APPLY

[Option 1]

Membership to the UniSuper Defined Benefit / Accumulation 2 Division is a condition of employment.  The staff member agrees to join the Defined Benefit / Accumulation 2 Division at the commencement of employment.

The staff member is also entitled to benefits under the UniSuper Accumulation 1 Division which is the industry productivity superannuation scheme.

[Option 2]

To comply with the Superannuation Guarantee Legislation, the staff member is entitled to benefits under the UniSuper Accumulation 1 Division.


[Option 3]

The staff member is entitled to benefits under the UniSuper Accumulation 1 Division which is the industry productivity superannuation scheme.

Optional membership is available to the UniSuper Defined Benefit /Accumulation 2 Division. Further information is available from the Superannuation Officer in the Human Resources Unit on 8302 1637.

[Option 4]

The staff member’s current superannuation arrangements will be maintained.

Relocation Expenses
(Delete this paragraph if not applicable)

The following is an example only, amend as necessary.

The University agrees to pay travel expenses consisting of economy airfares from [insert location] to Adelaide for the staff member, spouse and dependent children, plus settling in expenses for short-term accommodation for a period of ……. [usually 2 weeks].  In addition the University will meet all reasonable relocation expenses from [insert location].  Receipts are required for all travel, relocation and settling in expenses.  

The staff member agrees to repay 100% of any travel and removal expenses paid for by the University if the staff member resigns within a 12 month period of commencing employment.  If the staff member resigns between 1-2 years after commencing employment, the staff member will repay 50% of the total amount.

Ownership of Materials and Intellectual Property

The staff member agrees that all material provided to the staff member by the University and all intellectual property rights in that material is and will remain the property of the University.

All material and inventions produced by the staff member in performing obligations under this agreement, and all intellectual property rights in that material, upon its creation will solely be the property of the University, unless otherwise agreed in writing by the Vice Chancellor.

If the staff member wishes to exploit any aspect of intellectual property developed during the period of employment with the University, the staff member must contact the Vice Chancellor to seek University approval, and, if given, to negotiate and agree the terms and conditions to apply in the particular circumstances at that time.

At the University’s request at any time, the staff member must return all University material.  The staff member is not entitled to retain copies of University material in any form.

University Policies, Procedures and Codes

The staff member agrees to observe and comply with the terms and conditions of University policies, procedures and codes (as amended or replaced). 

Conflict of Interest

The staff member agrees to declare, prior to the commencement of employment, any interest the staff member may have in companies or businesses engaged in University related activities or reasonably likely to be so engaged or other employment which may be considered a conflict of interest.

The staff member agrees not to undertake any appointment, position or activities that could adversely affect the University or might hinder the performance of the staff member’s duties to the University.

Standards of Business Conduct

The staff member agrees not to engage in any conduct either during ordinary business hours or otherwise that may bring the University into disrepute.

The staff member agrees to at all times discharge their duties and obligations with due diligence and honesty, and to comply with all lawful directions of the Vice Chancellor or his or her delegate on behalf of the University.

Disclosure of Information

It is a condition of employment that the staff member agrees:

· Not to divulge or use any confidential information as defined in this clause other than in the proper course of their duties as a staff member of the University without prior consent in writing from the Vice Chancellor; and
· Not to use any information acquired in the course of the employment in any manner which may cause loss, or be in any other way to the detriment of the University during the course of the staff member’s employment or thereafter.

For the purpose of this clause, ‘confidential information’ means:

· Information relating to the business affairs of the University;
· Technical information, trade secrets, technical data, marketing procedures and information, accounting programs and procedures, financial information and like information relating to the University;
· Any research or development work done or undertaken or proposed to be done or undertaken by or for the University;
· Information concerning legal proceedings to which the University is or is likely to be a party;
· Other information which the University tells the staff member is confidential or which, if disclosed, would or might possibly be detrimental to the University;
· All other information which is imparted to the staff member in circumstances where the staff member, knows or ought reasonably to know that the information is confidential to the University or to any persons with whom the University is concerned.


Termination of Employment

By University

The University may terminate the staff member’s employment according to the provisions contained in the applicable industrial instrument (as amended or replaced).

By Staff Member

The staff member may resign at any time in accordance with the notice requirement in the appropriate industrial instrument (as amended or replaced). 


	
SIGNED for and on behalf of the UNIVERSITY OF SOUTH AUSTRALIA

…………………………………………………………..
[INSERT NAME – usually whoever has signed the letter of offer]
[Insert position title]

DATED on  …………………………………………………………………………………………….

I, [INSERT NAME], accept the terms and conditions of this offer of employment for the position of [insert position title].  



SIGNED by STAFF MEMBER  ……………………………………………………………………..

DATED on  …………………………………………………………………………………………….
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