Confirmation of Transfer of Employment [Template Only]
[CLUB LETTERHEAD / LOGO HEADER]

[Date]

Employee Name

Address

Address

Dear (employee name)
CONFIRMATION OF TRANSFER OF EMPLOYMENT
Further to our discussion/your request on [date], I am pleased to confirm that your transfer of into the position of [ft/pt/casual], [insert position name], commencing from [date, e.g. the first full pay period after…]. Your new base rate of pay will be [$amount per hour/week/month].
Your rostered/ordinary hours will be [insert….], and [If applicable] I have attached a copy of your new position description.  

In all other respects, your terms and conditions of employment will remain unchanged. 

OR

As you are now a full time employee, your ordinary hours or work shall be 38 hours per week (please see clause 26.3 of the Award for various options hours can be worked), and you will now accrue leave at the full time rate.  In all other respects, your terms and conditions of employment will remain unchanged.

OR

As you are now a part time employee, your ordinary hours of work shall be (please see clause 10.4 of the Award for various options hours can be worked), and you will now accrue leave at the part time rate.  

OR

As you are now a casual employee, you will no longer have guaranteed minimum hours, and your employment may be terminated with one hours verbal notice. All accrued annual leave entitlements and applicable annual leave loading will be paid out to you in [insert pay period], and you will no longer accrue paid entitlements.  In all other respects your terms and conditions of employment will remain unchanged.

Should you have any questions about the information set out above, please do not hesitate to contact me. Otherwise, please indicate your acceptance of this change to your employment by signing at the bottom of this letter and returning a copy to me by [date].
Regards

(Manager Name) 

(Manager Title)

I, _________________________ accept the change to my employment outlined in this letter. 

Signed: …………………………………………………..
Date: ………/………/………
