Letter of Employment

Dear (Applicant’s name)

RE:
APPOINTMENT as (Job title)
We have pleasure in confirming our offer of an appointment with (XYZ Company) as a (Job Title), commencing on xx/xx/xx.  We are very pleased to make you this offer and believe that you will make a significant contribution to the company. In return, we feel we will offer you a satisfying and challenging career.

Remuneration

Your commencing salary will be a base of $xx,000 per annum plus superannuation. The company operates a discretionary bonus scheme based on performance of both the individual and the company. It is expected that provided you achieve your activity targets you will earn commission to take your salary to a minimum of $xx,000 pa level for the first three months. Salaries are paid monthly. Wages are paid on the XXth of the month. Commission is paid within 7 days from month end. A commission form must be submitted by yourself at the end of each month. Please note that all expenses will be reimbursed at month end where applicable.

Performance Reviews

Performance reviews are conducted every 12 months, and we seek your comments on the operation of the business and on your performance. At all times we are endeavouring to improve both your own performance and that of the company. We will provide you with feedback on your performance on an ongoing basis as well as at formal interviews. You may also be required to act in the capacity of an appraiser. Your participation in the appraisal process is mandatory. All salary reviews will be based on performance.
Probationary Period

Your first three months with the company is a probationary period. During this period you will be expected to perform to a satisfactory standard for the position that you have been employed; this will be monitored by myself.  If during the probationary period either party wish to terminate the relationship they may do so at one week’s notice.

On the satisfactory completion of the probationary period your contract of employment will convert automatically to a non-fixed term contract.

Training and Development

(XYZ Company) is committed to ensuring all staff develop their skills and knowledge which will be of benefit to both this company and yourself.

Annual Leave

Annual leave accrues at the rate of four weeks (20 working days) per annum from the date of commencement. You will be expected to take some compulsory annual leave over the December - January period. Any additional leave may be taken at a time to suit you and the company.

Sick Leave

Sick leave accrues at the rate of XX days in the first year of employment and XX days each year thereafter.

Long Service Leave

Payments will be made in accordance with the relevant Federal and State Acts.

Work Rules

Various rules exist for the effective and safe operation of the company’s business and the wellbeing of those who work for it. Employees are subjected to particular rules of which you are informed or are aware of and you must act in accordance with these. The company reserves the right to change these and to introduce new ones from time to time. Refer to the company employee manual for more detailed policies and procedures. 

Legal

Any suspected misappropriation by any employee will result in immediate dismissal and subsequent legal action. No goods may be taken from the office without the consent of the Managing Director.

It is also important to note that a positive mental attitude on your part forms part of this employment contract. It must be made clear that this has been a prime area of scrutiny during your interviews which has led to your employment. We do not wish to provide employment to people who do not have a positive mental outlook.
Copyright

You will be working on programs for our company. All development work carried out while in the employ of our company remains the ownership of (XYZ Company), and all copyrights thereof. All ideas conceived, names developed, programs developed and anything else that could be perceived as proprietary to our company, developed while in the employ of (XYZ Company) remains the copyright of (XYZ Company).
Confidential Information

The contractual relationship between the company and its employees is founded on trust. Breach of this trust by an employee, such as the unauthorised disclosure to a third party of confidential information about matters connected with the business, will render an employee liable to disciplinary action, and/or to civil proceedings to restrain the employee from disclosing the information to a third party, or from making personal use of it without authority from a senior manager, or for damages if loss to the company results from an unauthorised disclosure.

All confidential records, documents and other papers, together with any copies or extracts thereof, made or acquired by you in the course of your employment shall be the property of the company and must be returned to the company on the termination of your employment.
Restraint of Trade

Upon termination of your employment for any reason whatsoever, you agree that for a period of one year you will not solicit, procure, canvass or otherwise retain any business from or seek instructions from the provision of training and consultancy services to or for any client of (XYZ Company) in any locality/area in which (XYZ Company) already provides those services.

Termination of Service

Either party can instigate termination of employment. The company can terminate your employment without notice if any of the company policies or procedures are not adhered to. Payment of outstanding money will be made available on the last day of employment. The company requests that you give at least four weeks notice of your intention to leave.

Policies and Procedures

Future changes in the company’s policies and procedures governing the conditions of employment will apply to your appointment. Refer to the company employee manual.

Hours of Work

Normal office hours are from 9am to 5.30pm with ½ hour taken for lunch. The company reserves the right to vary these times either temporarily or permanently.

We believe we are able to provide you with a career that you will find both challenging and stimulating. If you would like to discuss any details of your conditions of employment do not hesitate to contact me.

Please confirm your acceptance of this by signing and returning this copy.

Yours sincerely,

James Smith

Managing Director

(XYZ Company)

Acceptance by the Employee

I ________________________________________________ hereby accept the offer of appointment on the terms and conditions set out in this letter of employment. (Please sign to accept these conditions)

_________________________________________________

Employee signature




Date

