





(date)



(address)



Dear …

On behalf of *insert employer name*, you are invited to be a member of staff at *insert school name* (School) under the terms and conditions of *insert title of EBA* (EBA). A copy of this agreement can be located on the Catholic Education Western Australia website – 
http://internet.ceo.wa.edu.au/Employment/Documents/042012%20Non-Teaching%20Staff%20EBA.pdf

As a member of staff you are required to comply with all Catholic Education Commission of Western Australia Policy Statements (which are also located at
http://internet.ceo.wa.edu.au/AboutUs/Governance/Policies/Pages/default.aspx ) and School policy statements. It is also a condition of your employment that you actively contribute towards the maintenance of the Catholic ethos of the School through a manner of life and stated beliefs which are in keeping with the teachings of the Catholic Church. 

It is a condition of your employment that you undertake either the Accreditation to Teach or Accreditation to Teach Religious Education.  

This offer of employment is subject to you providing a current Teacher Registration Board (TRBWA) or Western Australian College of Teaching (WACOT) registration number and a valid Working With Children card. The details of the position are as follows:

	Position
	*insert accurate classification as outlined in the EBA*

	Employment type*
	*ongoing*or
*temporary* *from (insert start date) to (insert end date)*(insert the reason why the position is temporary)*

	Probation period**
	*none* or *from (insert start date) to (insert end date)*

	Status
	*Fulltime* or 
*Part-time**insert FTE*

	Working Pattern
	*insert hours worked per week*
*insert weeks worked per year*
*insert days worked*
Option *an employee’s working pattern maybe changed with the approval of the Principal* 

	Salary	

	Commencement Classification is *insert accurate classification and Step*
Commencing Salary is *insert salary* plus superannuation paid in accordance with the EBA.



If you are prepared to accept the position and the associated conditions, please sign and return to me the enclosed Letter of Acceptance.

Yours sincerely


LETTER OF OFFER TEACHING STAFF
Principal



(date)




(address)




Dear *insert principal’s name*

LETTER OF ACCEPTANCE TEACHING STAFF 

I am happy to accept the position offered to me in your letter of *insert date*.

I have studied and understand the letter of offer and the provisions outlined in *insert title of EBA* (EBA). I agree to comply with all Catholic Education Commission of Western Australia Policy Statements and School policy statements. 

I understand that I am required, under the direction of the Principal, to actively contribute towards the maintenance of the Catholic ethos of the School through a manner of life and stated beliefs which are in keeping with the teachings of the Catholic Church.

I undertake to work with you and other staff of *insert school name* (School) in the interests of Catholic education of the students.

Yours sincerely




_______________________		
*insert employee name*			
	
LETTER OF ACCEPTANCE TEACHING STAFF


INFORMATION FOR LETTERS OF OFFER FOR NEW CATHOLIC SCHOOL EMPLOYEES

	ISSUE
	ADVICE

	
Employer Name
	
· The Congregation of the Missionary Oblates of the Most Holy and Immaculate Virgin Mary
· Trustees of Edmund Rice Education Australia
· Loreto Nedlands Limited
· John XXIII College Inc
· The Norbertine Canons Incorporated
· The Roman Catholic Archbishop of Perth
· The Roman Catholic Bishop of Broome
· The Roman Catholic Bishop of Bunbury
· The Roman Catholic Bishop of Geraldton
· Order of Servants of Mary Incorporated (Servite Friars) (Servite College Council Inc) 
· Mercy Education Limited 
· The Trustees of the Marist Brothers Province of Australia


	
Temporary contract (commencement & completion dates)
	
If you do not insert an end date into a temporary contract the employee may be deemed ongoing and the employee may be treated as a permanent member of staff i.e. the school may be obligated to pay a severance payment upon redundancy, and be subject to unfair dismissal laws. If you insert words to the effect “subject to review” this will not assist, the contract must have an end date.


	
Temporary contract (reason)
	
If you do not insert a reason why the position is temporary, the contract will be in breach of the conditions of the Enterprise Bargaining Agreement.


	
Probation period
	
A probation period enables the school to undertake professional performance appraisal prior to offering ongoing employment to the person.


	
EBA entitlements
	
Your letter of offer should not duplicate terms and conditions which are already detailed in the EBA e.g. leave-entitlements.


	
Special conditions
	
If you require any special conditions, you should contact the Employment & Community Relations Team for assistance with drafting





Catholic Education Enterprise Bargaining Agreements
	Independent Education Union
	United Voice Union

	Teaching Staff
	Non-Teaching Staff

	
	Administration and Technical Officers, Nurses, Psychologists, Social Workers, Boarding House Supervisors,  Teacher Assistants
	Teacher Assistants, Out of School Hours Care Employees, School Employees (i.e. groundspeople, maintenance staff, cleaners, canteen assistants, cooks, etc)

	Mercy Education Limited Teachers' Enterprise Bargaining Agreement 2015
	The Mercy Education Limited Non-Teaching Staff Enterprise Bargaining Agreement 2014

	The Congregation of the Missionary Oblates of the Most Holy and Immaculate Virgin Mary Teachers' Enterprise Bargaining Agreement 2015
	The Congregation of the Missionary Oblates of the Most Holy and Immaculate Virgin Mary Non - Teaching Staff Enterprise Bargaining Agreement 2014

	[bookmark: _GoBack]Trustees of Edmund Rice Education Australia Teachers' Enterprise Bargaining Agreement 2015
	The Edmund Rice Education Australia Non - Teaching Staff Enterprise Bargaining Agreement 2014

	Loreto Nedlands Limited Teachers' Enterprise Bargaining Agreement 2015
	The Loreto Ministries Limited Non-Teaching Staff Enterprise Bargaining Agreement 2014

	John XXIII College Inc Teachers' Enterprise Bargaining Agreement 2015
	The John XXIII College Inc Non-Teaching Staff Enterprise Bargaining Agreement 2014

	Norbertine Canons Incorporated Teachers' Enterprise Bargaining Agreement 2015
	The Norbertine Canons Incorporated Non - Teaching Staff Enterprise Bargaining Agreement 2014

	The Roman Catholic Archbishop of Perth Teachers' Enterprise Bargaining Agreement 2015
	The Roman Catholic Archbishop of Perth Non-Teaching Staff Enterprise Bargaining Agreement 2014

	The Roman Catholic Bishop of Broome Teachers' Enterprise Bargaining Agreement 2015
	The Roman Catholic Bishop of Broome Non-Teaching Staff Enterprise Bargaining Agreement 2014

	The Roman Catholic Bishop of Bunbury Teachers' Enterprise Bargaining Agreement 2015
	The Roman Catholic Bishop of Bunbury Non-Teaching Staff Enterprise Bargaining Agreement 2014

	The Roman Catholic Bishop of Geraldton Teachers' Enterprise Bargaining Agreement 2015
	The Roman Catholic Bishop of Geraldton Non-Teaching Staff Enterprise Bargaining Agreement 2014

	Order of Servants of Mary Incorporated (Servite Friars) (Servite College Council Inc) Teachers' Enterprise Bargaining Agreement 2012
	The Order of Mary Incorporated (Servite Friars) (Servite College Council Inc) Non-Teaching Staff Enterprise Bargaining Agreement 2014

	The Trustees of the Marist Brothers Province of Australia Teachers' Enterprise Bargaining Agreement 2015
	The Trustees of the Marist Brothers Southern Province Non - Teaching Staff Enterprise Bargaining Agreement 2014




