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Promoting and influencing healthy food choices for children.



[Insert date]
[Insert full name]
[Insert address]
[Insert suburb, state, postcode]
Dear [insert name],
RE: Offer of employment

I would like to formally offer you the position of [Canteen Manager/Canteen Assistant] at [Insert school name]. I look forward to having you on our staff should you accept this offer. This letter sets out the terms and conditions of the offer and your acknowledgment and acceptance of them. The role is responsible for the management of the school canteen at [Insert school name]. This includes:
· Daily operations, ensuring a healthy food service is provided.

· Financial responsibility of the canteen.

· Managing the canteen assistant.

· Menu development.

· Cleaning the canteen and ensuring all food safety regulations are met.

A full job description is attached.

The conditions of your employment are in accordance with the National Employment Standards. I have attached the NES statement, which contains the details of the standards and where you can access further information should you need it. 
Type of employment 


Casual position, [Insert hours per week].
Contract term 
The contract term for your employment is from [insert start to finish date], with a review to take place prior to any extension. 
Probation period
Your employment will initially be subject to a six-month probation period, with your performance monitored during this period. Your continued employment will be confirmed before the end of the probation period.

Wage

Your wage will be [enter hourly rate] per hour, plus superannuation contribution of 9%. This is set out by the Fast Food Industry Award 2010 (MA000003).
Hours
The Canteen Manager/Assistant at [insert name of school] shall be employed on a permanent basis:
· Between the hours of 7.30am to 2.30pm
· When requested by the employer as relief for illness, family commitments for other staff etc.

They shall not be employed:
· During school vacations.

· On any day if, in the opinion of the principal, the number of students in attendance at the school does not warrant the operation of the canteen.

· On any day if, in the opinion of the school, the number of students in attendance does not warrant the Canteen Manager to attend the canteen.

Superannuation

[Insert name of employer], in accordance with the Superannuation Guarantee Levy, will contribute an amount to an appropriate superannuation scheme on your behalf.
Policies

You should be aware of the policies of the school including occupational health and safety regulations, procedures in case of fire, the non-smoking policy and the code of conduct. Copies of these policies will be provided to you. 

Occupational health and safety

It is the responsibility of all staff to ensure that their activities are carried out in a safe manner. Observation of any matter that would constitute an unsafe environment must be reported to your manager who will rectify the matter or isolate the problem immediately. 

Smoking and alcohol policy

Smoking and the consumption of alcohol are not permitted on the school premises. 

Performance standard

Performance will be reviewed and discussed between you and your manager on a regular basis and at a minimum every school term. The assessment of your performance will take into account the feedback from stakeholders, school staff, students and parents and progress in learning the duties of the position.

Grievance procedure

Our policy is to resolve grievances through consultation and should you at any time need to discuss any matter you are encouraged to contact me. 

Appearance

Closed in footwear must be worn, with [insert specific clothing requirements here]. Gloves need to be worn while handling food. You must appear neat and professional at all times. 

Manager

Your manager will be [insert person’s name and position] at [insert school name].
Confidentiality

You must keep confidential all secrets and information which becomes known to you in circumstances where you know or ought to have known that the information is to be treated as confidential. This includes, but is not limited to:
· Financial records, reports, accounts and proposals.

· Materials, manuals and staff training materials.

· Other information deemed to be confidential in nature.

Your obligation of confidentiality exists both during your employment and after your employment ceases. 

Acceptance

We have set out in this letter the terms and conditions of your employment with [insert school name and/or employer]. Please sign on the next page if you accept all the terms and conditions. 

Yours sincerely,
[Insert employer’s details]
I, [insert employee’s full name] have read the terms and conditions contained in this offer and accept the offer of the position and the terms and conditions set out in this document. I agree to comply with policies that apply to my employment. I acknowledge that breach of said policies or the terms of this contract may lead to disciplinary action including termination.

_______________________________________



__________________

Signature







Date
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