Template 9 - Letter of 0ffer

This sample Letter of Offer is appropriate for offering the position to the preferred candidate. Simply complete the italic areas and insert your letterhead.

Remember if you are not using an Award, you will need to supply a Contract, ensure you have had legal advise on the Contract contents prior to offering the position.

(Practice letterhead)

(date)
(name)

(address)

Dear (name)

I have great pleasure in extending to you an offer of employment as a Practice Nurse under the terms and conditions described below. 

Your employer will be (full legal identity of employer) (the Practice).

Your permanent place of employment will be (address of practice) on occasions you may be asked to visit patients at their homes or other health professionals at their office you will be expected to use your own vehicle on these occasions which you will be reimbursed for.

Your employment will commence on (day), (date) (If fixed term date it ends).

Your appointment to this position is on a full-time/part-time (delete which not applicable) and you are required to work ……..Hours per week, between ……am and …….pm Monday to Friday, and between ……am and ……pm on Saturday.

You will be employed as a Registered Nurse at a commencing salary of ??? per hour or ??? per annum. You will be paid (insert frequency of pay period) directly into a nominated bank account. (insert other payment methods if not paying direct into bank account)

All conditions of employment are as per the (Name Award) or attached contract/certified agreement (delete if using an award)

Your Duties will be as per the attached Position Description.

Your Position is accountable to (Insert name and position) any queries, grievances or concerns should be reported directly to them.

Your continued employment is conditional on you remaining registered as a nurse by the State Nurses Board. As evidence of this, please supply annually a copy of your renewal certificate to the practice manager.

A probationary period of three months will apply during which your performance will be assessed. During this period, employment may be terminated by either party on one (1) days notice.  At the end of this probationary period employment will continue.

It is a condition of your employment that you will maintain strict confidentiality and will not divulge any information acquired by you during the course of your employment concerning your employer, the medical practices, the doctors, staff or patients to any person except as required by law.  This condition extends beyond your employment period. Any disclosure of confidential information outside the intended and approved use is strictly prohibited and may be grounds for dismissal.

The general practice supports the professional development of their staff and will provide assistance to staff member wishing to obtain relevant education/ qualifications. The level of assistance will vary depending on the request. All requests should be made to the practice manager.

Please read this letter carefully and any attached documents. If you have any questions or queries please don’t hesitate to call on (phone number).

If the above terms and conditions, including those set out in the enclosed documents, are acceptable to you and you wish to accept the offered position please sign the copy of this letter and initial each page and return it to me by (date).  Please also sign and return the “Staff Employment Details” and “Position Description”. 

Please retain the original documents for your own reference.

We look forward to your commencement of employment and would like to take this opportunity to welcome you to the team you will be support in your new role with an induction period that will commence on your first day of employment. 

Yours faithfully

(name)
for (practice name)

I have read and understood this letter and hereby accept the offer of employment under the terms and conditions stated above.

…………………………..     ……../……./…….

   (signed)
(date)

(employee name)
