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Please delete these guidelines before providing the offer of employment.

The only editing that should be done to this template is where there is red text or no code of conduct to provide. Subheadings should not be removed. 

To ensure you always use the most up-to-date letter of offer, we recommend downloading the template from the Resource Centre each time you make an offer instead of reusing letters you have used for previous appointments. 

A casual employment arrangement is only suitable for an employee who does occasional work on an “as and when required” basis (i.e. does not have a regular/predictable pattern of days or hours worked). The employee has no obligation to accept any offer of work that is made and there is no obligation on the Board to offer ongoing work. 
If the employee will be working in a predictable pattern or will not be able to decline work if it is offered, a casual employment agreement is not suitable.
A fixed term or permanent employment arrangement may be more appropriate – contact the Advisory and Support Centre at GovHub for further advice before offering employment at eradvice@tewhakarōputanga.org.nz or by calling 0800 782 435, option 2.

Safety Checking
You cannot offer employment until all safety checks under the Children’s Act 2014 have been completed.

Before this letter of offer of employment is given to the future appointee the following is required:
1. Identity confirmation s5 Children’s (Requirements for Safety Checks of Children’s Workers) Regulations 2015
1. Other information s7 Children’s (Requirements for Safety Checks of Children’s Workers) Regulations 2015: Interview, reference checks, etc.
1. Police vetting/Information about previous criminal convictions (if any) s6 Children’s (Requirements for Safety Checks of Children’s Workers) Regulations 2015
1. Risk assessment s8 Children’s (Requirements for Safety Checks of Children’s Workers) Regulations 2015
For advice on safety checking and police vetting results please contact GovHub on 0800 782 435 (Option 2).
Note: If the appointee holds a current practising certificate from the Teaching Council, police vetting by the employer is not mandatory. All other aspects of safety checking must still be applied.

Short-term relievers pay calculation
· “Short-term relievers” are paid a daily or hourly rate based on the calculation found in clause 3.23.3 of the Primary Teachers’ Collective Agreement and are generally paid in full in the following paid period. 
Regular part-time employees doing relief work
· This letter is to be offered to permanent, or fixed-term, employees who do relief work additional to their normal working hours on an as-is-required basis. This work will be offered at short notice and can be declined. It can be paid using the DDR coding. 

· Additionally, such work needs to be separated from their existing role, with a separate job set up in EdPay, job description and supporting documentation (like this letter). The employee also needs to understand that their relief work is casual and separate to their permanent, or fixed-term, employment. 

· If relief work is being done in a predictable pattern and/or the employee cannot decline relief work, the work is not covered by this letter and is not casual relief teaching work. It should be covered by the PPTAH code and documented by way of timesheet, temporary variation letter or a fixed term employment agreement.

· If you have any questions, please contact the Advisory and Support Centre to discuss further. 
Privacy, documentation signing and GovHub support 
· The information obtained as part of the recruitment process and contained in the letter of offer is personal information and needs to be handled in a way consistent with the school’s privacy policy and the Privacy Act 2020. 
· Further advice and information on recruiting is available in our recruitment section in the GovHub Resource Centre. 
· The offer of employment can only be made and signed by a person with the delegated authority to do so e.g. Presiding Member or Principal.

· You are welcome to send a final draft to the Advisory and Support Centre for review: eradvice@tewhakaroputanga.org.nz. Please allow at least 48 hours for our team to review and respond.

Please delete these guidelines before providing the offer of employment.



Click or tap to enter a date.
[Employee]
[Address]

Tēnā koe [Name],

Offer of Casual Employment – Relief Teacher

The board of [school name] is pleased to offer you casual employment in the position of relief teacher on a casual as-is-needed basis. A job description is attached.
This offer supersedes any previous negotiations, communications and commitments whether written or oral.

This is a casual employment offer for an indefinite period to do occasional work on an “as and when required” basis. There is no obligation on the board to offer ongoing employment and the employee has no obligation to accept any offer that is made.

Days and hours of work will be by arrangement [insert method of offering and accepting work e.g. by phone with the Deputy Principal, through an app], on an as and when required basis as the employer’s needs arise.
Your remuneration on appointment will be based on the provisions of the Primary Teachers’ Collective Agreement (“the CA”) that apply to your position as assessed by the Salary Assessment Unit of the Ministry of Education.
Further engagement

Each time the employee accepts an offer of work it is considered a new period of employment. The terms of this agreement will apply to each new period of employment unless the employer and employee agree to any changes.

Nothing in this or any preceding correspondence should be interpreted or understood to provide any expectation that this agreement will be renewed, or that any subsequent agreement will be entered into. 

Furthermore, no assurance or arrangement for any renewal or subsequent agreement shall bind either party unless such assurance or arrangement is in writing signed by both parties.

[USE IF UNION MEMBER: Terms and Conditions of Employment
The terms and conditions of your employment are set out in the CA. 
A copy of the CA is available at education.govt.nz/school/people-and-employment/employment-agreements/collective-agreements/primary-teachers-collective-agreement.]  
[USE IF NOT A UNION MEMBER: Terms and Conditions of Employment
The terms and conditions of your employment are set by the attached promulgated Individual Employment Agreement for Primary School Teachers (“the IEA”).
The IEA reflects the terms and conditions of the CA except for the modifications applicable to the IEA.
 A copy of the CA is available at education.govt.nz/school/people-and-employment/employment-agreements/collective-agreements/primary-teachers-collective-agreement.
As the CA covers the work that you will be doing, you can join NZEI Te Riu Roa and become covered directly by the terms and conditions of the CA. If you wish to join the union, you should contact NZEI Te Riu Roa at nzeiteriuroa.org.nz/join. Joining this or any other union is your choice.  If you do choose to join the union, the CA will apply directly to you as long as you remain a union member.  
Consistent with section 62(3)(a)(c) of the Employment Relations Act 2000, with your agreement, we will notify NZEI Te Riu Roa as soon as practicable that you have entered into an employment under an IEA with the board.]  
Practising Certificate
The board can only employ a person to this role who has a current practising certificate or a Limited Authority to Teach (“LAT”) issued by the Teaching Council of Aotearoa New Zealand. 
Child Protection and Safety
The Education and Training Act 2020 and the Children’s Act 2014 apply to your position. 
You must immediately disclose to the school any charges that are laid against you and if you are convicted of any crime. If you are convicted of an offence with a possible jail sentence of three months or more, you must also self-report this conviction to the Teaching Council within a week of being convicted. 
[remove this section if not applicable] Code of Conduct 
Attached you will find a copy of the code of conduct which outlines the minimum standards of conduct and behaviour expected of you as the board’s employee. Please sign and return the acknowledgement of receipt of the code of conduct.
Retirement Saving
You will be automatically enrolled into KiwiSaver if you are between 18 - 64 years of age and employed for more than 28 days. If you are already in KiwiSaver your current options will continue. Further information, including options for opting out, is available on the following websites: ird.govt.nz/kiwisaver and edpay.govt.nz.   
Confirmation

We encourage you to take the opportunity to seek independent advice on this offer of casual employment. 
[USE IF UNION MEMBER: Please sign and return this offer of employment within five working days.]  
[USE IF NOT A UNION MEMBER: Please sign and return this offer of employment, along with the signed IEA, within five working days.]  
If you have any queries, please do not hesitate to contact me. 
Nāku noa, nā


[Name]
[Principal/Presiding Member]
[School name] Board 


Acceptance

I accept the above casual position of relief teacher at [school name] on the basis of the offer made in this letter.
[delete if not relevant] I have attached the acknowledgement of receipt of the code of conduct. 
I confirm that I hold a current practising certificate (or LAT).
[USE IF NOT A UNION MEMBER: I agree/do not agree to the board advising NZEI Te Riu Roa that I have entered into an IEA with the board. (please circle as appropriate)]  
I confirm I have had a reasonable opportunity to seek independent advice.
I would/would not (please circle as appropriate) like to receive information on the KiwiSaver Scheme.
Name		__________________________

Signature	_____________________________Date  ____________________		












