<school letterhead>

Dear <insert name>
You are currently employed in a fixed term position and meet the criteria outlined in the Victorian Government Schools Agreement 2004 to be offered ongoing employment.  Your fixed period of employment is due to conclude on <enter date>.
I am pleased to be able to offer you ongoing employment in the Teaching Service subject to a probationary period of <enter probationary period of up to twelve months> and a satisfactory medical assessment.  During the probationary period you are not required to participate in the normal performance and development processes in addition to the probation process.  In normal circumstances a successful probationary assessment will satisfy the salary progression requirements for that year.  If you are eligible for salary progression prior to the conclusion of the probationary period your performance will be assessed for the purposes of salary progression at that time. 

Where probation is satisfactorily completed your ongoing employment will be confirmed.  Where it is unlikely that your probation period will be satisfactory the period may be extended, for a period not exceeding twelve months, or your employment terminated irrespective of the terms of your initial fixed term employment. 

This offer is to be read in conjunction with the Teaching Service Act 1981, Public Sector Management and Employment Act 1998, Education Act 1958, State Superannuation Act 1988, any other relevant legislation, regulations made from time to time under those Acts, any ministerial orders, instructions and policies issued by the Department of Education and Training and any applicable federal award.  Access to any of these documents will be made available to you on request.

It would be appreciated if you would indicate your acceptance/non-acceptance of this offer by completing the information below. If you accept the offer I will arrange a meeting to discuss the probationary and medical assessment requirements with you.  If you have not responded within ten working days of receipt of this offer I will assume you have not accepted this offer.  If you do not accept the offer your employment continues to be on a fixed term basis in accordance with the original employment offer.

I am available to discuss this offer further to assist you in your decision.

Yours sincerely

Principal 

	I understand the terms of this offer and accept / do not accept this offer.

Teacher's signature:____________________________
Date:___/___/______


*Teacher is to be provided with a copy and original to be placed on teacher's personal file.
