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Memorandum
	
	

	To:
	<Insert Name>
Pro Vice Chancellor
	
	

	From:
	<Insert Name>
Manager: Human Resources 
	
	

	Date:
	<Insert Date>
	
	

	Subject:
	Confirmation of Employment
	
	

	
	
	
	


<Insert Name> commenced employment with the School of <Insert Name> or with the <Insert Name of Research Institute> on <Insert Date> in the position of <Insert Position Title and Classification Level>.  In accordance with the Probation for Academic Staff Policy (HR 7.4) and procedures, a formal probation review has been conducted by <Insert Name>, Head: School of <Insert Name> or Director: <Insert Name of Research Institute>.   

Please find attached supporting documentation from <Insert Staff Member Name> and a recommendation by <Insert HoS/Director Name> that <Insert Staff Member Name>’s employment with the University be confirmed.

In accordance with the Policy I seek your approval to confirm <Insert Staff Member Name>’s employment.  

If you require any further information, please contact me.

<Insert Name>

Human Resources Coordinator
Encl: Letter to Staff Member advising confirmation of employment

I confirm <Insert Staff Member Name>’s employment with the University           

Signature: _____________________________________

Name:
_______________________________________

Pro Vice Chancellor: Division of <Insert Name>

Comments (if applicable): _______________________________________________________________________________________________________________________________________________________________________________________________________________________________________
