
<Insert date>

<Insert name>

<Insert address>

<Insert address>

Dear <Name>,

I am pleased to be able to offer you a casual employment contract in the position of [insert position name] in the School of [Insert School Name]. This contract will commence on [Insert Contract Start Date] until [Insert Contract End Date].

[Insert nominated contact name and position] will welcome you and assist you on your first day, and ensure 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 Casual Contract. It is advisable that you read the document before accepting this offer. 

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 Employment Agreement.
If you wish to accept the terms and conditions of your employment as contained in the casual contract, please signify your acceptance by signing a copy where indicated and returning it to [Insert HR/Admin staff member name] for our records.
In anticipation of your acceptance, I would like to take this opportunity of welcoming you to the University of South Australia.  
Please contact [HR/Admin staff member name] should you have any further queries.

Yours sincerely

<Insert Name>

Head of School 

School of <Insert Name of School>

Enclosures:

A hard copy of the Collective Agreement is not required to be provided unless specifically requested by the staff member.
[Additional enclosures only as relevant to the local area requirements]

Pay period schedule

School Information/Orientation Package (this can be changed to suit the School)
Quick Guide for Sessional Academic Staff (if applicable)

Tax Declaration Form 

Casual Employee Details (HRIS003c) form (if applicable)
Timesheets for the Contract Period (if applicable)
Reply Paid Envelope 


























































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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