
Date
Name

Address

Address

Dear 

I am pleased to offer you an Administration Traineeship with the University of South Australia.

The period of appointment will commence on [insert date] and end on [insert date].  [Insert name of staff member] will welcome you and assist you on your first day, and ensure that you are briefed in relation to your induction program and other information relevant to your Traineeship. The first three months will be a probationary period.  Your continued employment with the University of South Australia, for the remainder of your Traineeship, is dependent on your successful completion of the probationary period, and satisfactory progress of the on and off-the-job learning requirements of the Traineeship.
You will receive a salary of $          (per annum) which is Level JTAxx in accordance with the National Training Wage Award 2000.

Your Traineeship will be facilitated by the [insert name of Division/Portfolio etc] located in the [insert building name] Building at [insert campus name] campus. Your Supervisor will be [insert name and position title of supervisor]. Your Manager will be [insert name and position title of manager]. Your general hours of work will be 8.45am – 5.00pm (including a 45 minute lunch break), Monday to Friday, excluding public holidays. 

If you accept this offer, you will be appointed to the above mentioned position.  The terms and conditions of your Traineeship requirements are set out in the Traineeship Training Contract, which you will complete on the first day of your induction, with the assistance of a representative from the Australian Apprenticeships Centre, [insert name of AAC].
Terms and conditions relating to your Training Contract and Training Plan will be explained on the first day of your induction program, with a representative from  [insert name of AAC].

Your first day of employment will be [insert day and date] and you should report to the [insert location details] at [insert start time] to begin your induction program. 

Further terms and conditions of employment are governed by the [appropriate current collective agreement covering the staff member’s employment category Title in FULL].   The terms and conditions outlined in the Collective Agreement are separate to your contract of employment.
The following information provides additional information on your conditions of employment:

Hours of Work

Full time hours of work will generally be 36.75 hours per week; however, staff members will work 37.50 hours per week in order to accrue time off to be taken during the Christmas New Year period.
Superannuation

To comply with the Superannuation Guarantee Legislation, you are entitled to benefits under the UniSuper Accumulation 1 Division.
Ownership of Materials and Intellectual Property

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

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

If the trainee wishes to exploit any aspect of intellectual property developed during the period of employment with the University, the trainee 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 trainee must return all University material.  The trainee is not entitled to retain copies of University material in any form.

University Policies, Procedures and Codes

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

Conflict of Interest

The trainee agrees to declare, prior to the commencement of employment, any interest the trainee 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 trainee agrees not to undertake any appointment, position or activities that could adversely affect the University or might hinder the performance of the trainee’s duties to the University.

Standards of Business Conduct

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

The trainee 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 trainee 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 trainee’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 trainee is confidential or which, if disclosed, would or might possibly be detrimental to the University;

· All other information which is imparted to the trainee in circumstances where the trainee, knows or ought reasonably to know that the information is confidential to the University or to any persons with whom the University is concerned.

In anticipation of your acceptance, I would like to take this opportunity to welcome you to the University of South Australia.  If you wish to accept the terms and conditions of your Traineeship in this letter, please signify your acceptance by signing a copy of this letter and return it to [HR staff member] for our records.  If you have any questions, please contact [insert contact name] by phoning [insert phone number].
Yours sincerely

Name
Position / Title

Enc.

Position Description

I hereby advise that I have read, understood and accept the contents of this letter of offer.

___________________________________________
___________________________

Signature of Trainee
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Put your School, Unit, Division name etc here (School of XXXX)


Adelaide


South Australia 5000





GPO Box 2471


Adelaide


South Australia 5001


Australia





t: +61 8 8302 XXXX


f: +61 8 8302 XXXX


e: xxx.xxx@unisa.edu.au
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