


[Date]
[Employee First Name] [Employee Surname]
[Employee Address]

Casual Employment Conversion Letter

Dear [Employee First Name],

I refer to our recent discussions and confirm that, as you have been employed by [Company Name] as a casual employee on a regular basis. In accordance with the [Insert Award and Class/Grade] that your covered under, [Company Name] would like to offer you the opportunity to have your employment converted to permanent [Delete after reading: choose either Full-Time  or Part-Time] employment.

As you are aware, you are currently paid a casual rate of [Insert current hourly pay rate] per hour, which includes a 25% casual loading. If your employment is converted to permanent [Delete after reading: choose either Full-Time  or Part-Time] employment, you will no longer be eligible to receive a casual loading, which means that your rate of pay will be reduced to [Insert permanent hourly pay rate] per hour. 

As a [Delete after reading: choose either Full-Time  or Part-Time] employee, you would be entitled to the benefits associated with [Delete after reading: choose either Full-Time  or Part-Time] employment, including paid annual leave and personal leave in accordance with the relevant legislation.

You have [Delete after reading: insert the required amount of time required e.g. four weeks] from the date of this letter in which to decide whether you wish to have your employment converted to permanent employment. Please complete the enclosed election form and return this to us by [Return Date].

If you do not elect to convert to [Delete after reading: choose either Full-Time  or Part-Time] employment during this time, you will be deemed to have elected against any such conversion.

If you do elect to convert to [Delete after reading: choose either Full-Time  or Part-Time] employment, you will then be asked to sign a [Delete after reading: choose either Full-Time  or Part-Time] employment agreement.

Please contact [Insert Position (e.g. CEO/Director/Owner)] if you wish to discuss these matters further.

[Salutations for goodbye],
[Company Name] 
[Letter Signatory Name]




[Letter Signatory Position]



Casual Conversion Election Form



I, ___________________________________________, acknowledge that I:
        	                 Employee Name

1. have received a letter from [Company Name] on [Date Letter Received] in relation to the opportunity for me to elect to have my regular and systematic casual employment converted to [Delete after reading: choose either Full-Time  or Part-Time] permanent employment;

1. have had the opportunity to seek any necessary advice in relation to this matter; 

1. understand that if I elect to remain a casual employee, I will not be entitled to the benefits associated with permanent employment, including paid annual leave and personal leave; and

1. make the following election in relation to my employment without coercion or duress.


	
	I wish to have my employment converted to [Delete after reading: choose either Full-Time  or Part-Time] permanent employment

	
	I wish to remain a casual employee



	


Employee Signature:	______________________________


Employee Name:	______________________________


Date:			______________________________
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AN EDITABLE HUMAN RESOURCE LETTER TEMPLATE

CASUAL CONVERSION AWARD ENTERPRISE
AGREEMENT COVERED LETTER

An overview

This Casual Conversion Award Enterprise Agreement Covered Letter can be used by an organisation
whose employees are covered by an award or enterprise agreement and who are seeking to offer casual
conversion to those employees or are required to notify their employees about their right to request
casual conversion under the terms of an award. This letter is suitable for employers who are seeking to
minimise the risk of a regular and systematic casual bringing a claim against the business for permanent
entitlements or are required to notify their casual employees about their right to request casual
conversion under the terms of an award.

How to use the template

1.Read the template and make sure it is appropriate for your organisation/business and the intended
purpose.

2. The sections highlighted in yellow [in brackets] are designed to prompt you to insert relevant
information, particular to your organisation and its culture. Review these sections, insert your
information and delete the highlighted text and square brackets.

3.Review and proofread the document.

4.Implement the final document according to your internal processes, ensuring you communicate
effectively with your staff about its existence.

Disclaimer

This document has been created to provide a broad overview of typical matters and has not been tailored to reflect your
individual requirements. It is a template only and provides suggested inclusions based on contemporary best practice.

This template is provided as a guide only, without Classic Recruitment and Human Resources assuming responsibility at
law or a duty of care. Organisations are encouraged to obtain advice from an appropriate source upon completion of a
final draft of the document.

This template is copyright. Apart from organisations paying the required fee and any use permitted under the Copyright
Act 1968, no part may be reproduced by any process, nor may any other exclusive right be exercised, without the
permission of Classic Recruitment & Human Resources, Toowoomba Queensland, 2020.

Classic Recruitment and Human Resources is not responsible for how this template is edited. For advice regarding this
template and how to ensure it meeting your specific requirements, please contact us for a tailored quotation.





