
Offer letter – transition to perm employment
Date

Employee name
Address
Dear name,

Your employment with organisation name commenced on date. A review of your timesheets for the last 12 months indicates that for at least 6 of those months you have worked a regular pattern of hours.

As such, we would like to offer you the option of transferring to a full time or part time role.

The terms of this role are outlined below: 

	Proposed commencement date
	Date

	Status
	Full time or part time

	Hours per week
	XX

	Days of work, including start and finishing times (check the award to confirm if this is required)
	XX

	Base hourly rate
	$XX

	Leave entitlements
	Annual leave – 20 days/year for full time employees (pro rata for part time employees based on standard hours of work)

Personal/carers leave – 10 days/year for full time employees (pro rata for part time employees based on standard hours of work)

Compassionate (also referred to as bereavement leave) – 2 days paid per occasion in the event of the death or life-threatening illness/injury of an immediate family member/member of employees household.



Your previous service will still be recognised. Should you wish to accept this offer, we ask that you sign this letter below. You will then be issued with a new contract of employment outlining the terms and conditions around your permanent role.


Yours sincerely,


Signatory name
Signatory position


I, employee name have reviewed the above offer and agree to transfer to a permanent role as outlined above.

	Employee name
	


	Date
	


	Signature
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