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OFFER OF EMPLOYMENT – SAMPLE ONLY

The offer of 
employment  
is the contract 
between you and 
your employer.

It contains important  
information including:

• who you will be working for

• what you will be paid

• working hours

• deductions from your pay

• accommodation and transport

• where you will live in Australia

•  what to expect when you  
arrive in Australia

• leave and entitlements

•  what to expect when you  
start working

• conditions of your employment.

  What you will  
be paid

Your offer of employment will show 
your minimum hourly pay under 
the award rate or an enterprise 
agreement and the minimum hours 
you must be offered.

It will include a copy of a sample 
pay slip. When you start work, you 
will be paid weekly or fortnightly 
and provided with a pay slip 
within one working day of when 
you are paid.

  Deductions and  
cost of living 

To help make your arrival in Aus-
tralia easier, your employer has 
paid for some items in advance. 
You need to pay back these costs 
to your employer.

Your offer of employment lists 
estimated one-off arrival costs. 
Examples of these are your flights, 
visa and a cash advance. These 
will be deducted from your pay 
over a minimum of 12 weeks, 
unless you agree to another 
arrangement with your employer.

There will be some ongoing 
expenses that your employer  
will deduct from your pay for  
the duration of your  
employment contract.

The cost of initial and ongoing 
expenses (deductions) will 
differ across Australia, between 
employers and perhaps even 

among members of the same  
team, depending on the situation.

Examples include your 
accommodation, utilities  
(such as electricity and water), 
health insurance and transport.

  Where you will  
live in Australia

Your employer will find suitable 
accommodation for you to live in. 
You may live in a share house and 
share your room with other PALM 
scheme workers. The town or city 
listed on your offer of employment 
should match the place you will 
work and live in (or close by).

  Leave and  
 entitlements

You will accrue (build up) leave 
at a pro rata rate each 12-month 
period from your start date. This 
is 10 days of paid sick leave and 
20 days of paid annual leave 
based on your ordinary hours of 
work. This allows you to rest and 
recuperate when you are sick or 
take a holiday and still get paid 
(subject to your accrual of leave). 
Speak with your employer if you 
are unsure of your leave balance.

Casual employees do not accrue 
annual leave or get paid for days 
off, such as sick leave. Instead, 
casual employees are paid at a 
higher hourly rate.

Check your offer of employment to 
see if you are employed as a part-
time, full-time or casual worker.

  Tax and  
superannuation

You will be required to pay tax 
while you are working and living  
in Australia. Tax is a percentage of 
your gross income and depends on 
how much you were paid during 
the financial year. 

• Long-term workers must lodge  
a tax return with the Australian 
Tax Office.

• Short-term workers do not  
need to lodge a tax return if  
all of your income was earned 
from your work with a PALM 
scheme employer.

Your employer must pay your 
superannuation which is additional 
to your income. You can claim this 
(minus tax) when you return to 
your country once your visa has 
expired or been cancelled.

  Conditions of  
your employment

There are rules surrounding your 
employment, including terminating 
employment, which can impact 
your job and your visa, and you 
should read and understand these 
rules – ask your employer about 
them if you don’t understand. 

More information on tax,  
superannuation and deductions 
can be found by searching for 
these terms on the PALM scheme 
website resources page:  
palmscheme.gov.au/resources.

http://palmscheme.gov.au/resources
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A guide to your offer of employment
This offer of employment template is an example of a template that an employer 
may use to create your offer of employment. This is to help you understand the 
worker guide. Your actual offer of employment may be different to the one you 
see here. As you read through your offer of employment you will need to check 
that the details in all sections are correct.

Date of offer of employment
The date included at the top of the offer of employment is the date that your 
PALM scheme employer sends your official offer to you for you to consider. This 
may be updated if there are any changes to the offer of employment. 

Employee details (private and confidential)
This section includes your full name, passport number, date of birth and home 
country. You will need to check that these details are correct and match the 
details in your passport.

Offer of employment
As you read through your offer of employment you will need to check that all 
sections and details are correct. 

Your offer of employment starts by listing your sponsorship transaction 
reference number or TRN. This is your sponsorship number. Following this is your 
recruitment reference and details of your visa type. You will need a Temporary 
Work (International Relations) Visa (subclass 403) – PALM stream. Your PALM 
scheme employer will be your visa sponsor and will help you apply for this visa.

Visa details 
A table provides further details of your offer including the PALM stream (short-
term stream (up to 9 months) or long-term stream (between one and 4 years)).

Check your name and 
date of birth are correct 
and match with the 
details in your passport.

The date that your PALM 
scheme employer sends 
your official offer to you 
for you to consider may 
be updated if there are 
any changes to the offer 
of employment.

This is your  
sponsorship number.

This is your visa type.

Short-term stream:  
up to 9 months.

Long-term stream:  
one to 4 years.

This is your visa type.

Short-term stream:  
up to 9 months.

Long-term stream:  
one to 4 years.
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PALM scheme employer details and key dates
The offer will also outline details on where you will be living and working in 
Australia including your workplace location, who your manager or team leader 
will be, the type of work you will be doing, and your work conditions such as the 
days and number of hours you will be required to work each week and your main 
duties. 

This section includes 
information on where you 
will be living and working 
in Australia, including:

• your workplace 
location

• who your manager or 
team leader will be

• the type of work you 
will be doing

• work conditions such 
as the days and 
number of hours you 
will be required to 
work each week and 
your main work duties.
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Employment status
The leave entitlements section outlines the details of paid and/or unpaid leave. 
Casual PALM scheme workers do not build up annual leave or get paid for days 
off, such as sick leave. Full-time and part-time PALM scheme workers have a right 
to paid leave, including annual leave, sick leave and carer’s leave. PALM scheme 
workers build up this leave throughout the year. 

Pay and deductions
Your payslip will show the amount of money your employer will put into your 
bank account each week after they have taken out the amounts you have both 
agreed to for paying your airfares, visa cost and other agreed deductions. Your 
employer can only take out the amount you have agreed to in writing. This 
amount must be reasonable to allow you to live.

Superannuation
Superannuation, or ‘super’ is Australia’s retirement saving system. Your employer 
pays an additional amount of 11 and a half per cent of your salary into a 
superannuation fund for you. You can claim this money (minus tax) when you 
return home. More information on superannuation can be found by searching for  

‘superannuation’ on the  

PALM scheme website  
resources page.

When you will be paid and payslips
You will be paid weekly or fortnightly and receive a pay slip within one working 
day of payment. An example pay slip is attached to your offer of employment.

Payslip

You will be paid either weekly or fortnightly and receive 
a pay slip within one working day of when you are paid. 
An example pay slip is attached to this OOE.

Pay and deductions

This shows the amount 
of money your employer 
will put into your bank 
account each week, after 
they have taken out the 
amounts you have both 
agreed to for paying your 
airfares, visa cost and 
other agreed deductions. 
Your employer can only 
take out the amount 
you have agreed to in 
writing. This amount must 
be reasonable to allow 
you to live.

Superannuation

Superannuation, or 
‘super’ is Australia’s 
retirement saving system. 
Your employer pays an 
additional amount of 
11.5% of your salary into 
a superannuation fund for 
you. You can claim this 
money (minus tax) when 
you return home. 

More information on 
superannuation can be 
found by searching for 
‘superannuation’ on the 
PALM scheme website 
resources page:    
palmscheme.gov.au/
resources.

Employment status

The leave entitlements 
section explains the 
details of paid and/
or unpaid leave. Casual 
employees do not build 
up annual leave or get 
paid for days off, such 
as sick leave.

Full-time and part-time 
employees have a right 
to paid leave, including 
annual leave, sick 
leave and carer’s leave. 
Workers accrue or build 
up this leave throughout 
each year.

http://palmscheme.gov.au/resources
http://palmscheme.gov.au/resources
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Health insurance
After you accept your offer of employment your employer will arrange health 
insurance appropriate to meet your visa obligations prior to your arrival in 
Australia. The health insurance cost may be deducted from your pay and 
itemised as an ongoing deduction.

Who can you contact with employment condition questions?
You can call the Fair Work Ombudsman information line on 13 13 94 if you have 
any questions about your employment conditions, pay rates or entitlements 
while you are in Australia.

The support you will receive
This section of the offer of employment contains information on the role of 
the Welfare and Wellbeing Support Person including their contact details. It is 
important that you understand what support you will receive before signing.

Welfare, wellbeing  
and support

This section will contain 
information on the role 
of the Welfare Officer 
including contact details.

Questions about 
employment conditions

If you have questions 
about your employment 
conditions, pay rates or 
entitlements while in 
Australia you can call the 
Fair Work Ombudsman 
information line on 
(13 13 94). 

Health insurance

Following acceptance 
of the OOE your 
employer will arrange 
health insurance 
appropriate to meet 
your visa obligations 
prior to your arrival 
in Australia. The cost of 
your health insurance 
will be deducted from 
your pay and itemised 
as an ongoing deduction.
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Education and information you will receive
This section will contain information on what appropriate education and 
training will be provided, effective methods of communication and details of the 
fortnightly meetings with the Welfare and Wellbeing Support Person.

Skills development  
and training

This section will contain 
information on what 
appropriate education and 
training will be provided, 
effective methods of 
communication and details 
of the fortnightly meetings 
with the Welfare and 
Wellbeing Support Person.
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Signing your letter of acceptance
Before signing your letter of acceptance, make sure you understand all the terms 
and conditions. If you do not understand any sections, ask your team leader, the 
labour sending unit in your country or your employer to explain it to you. Keep 
a copy of your offer of employment and accompanying documents. Bring these 
documents to Australia.

Signing your letter  
of acceptance

Before sending your letter 
of acceptance, make sure 
you understand all the 
terms and conditions. 
If you do not understand 
any sections, ask your 
team leader, the labour 
sending unit in your 
country or your employer 
to explain to you. 

Keep a copy of your 
OOE and accompanying 
documents for your 
records. You should also 
bring these documents 
to Australia.
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Attachment A - Travel, accommodation and community 
contacts
Attachment A outlines key information about your flight, accommodation and 
living in Australia, and useful contact details for when you need help or support. 

If you are a short-term worker, you will have a return flight and transfers 
arranged for you.

If you are a long-term worker, you will have a one-way international flight and 
transfers arranged for you.

Attachment A outlines 
key information about 
your flight, accommodation 
and living in Australia, 
and useful contact details 
for when you need help 
or support.

Short-term workers 
will have a return flight 
and transfers arranged 
for them.

Long-term workers 
will have a one-way 
international flight 
and transfers arranged 
for them.
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Community contacts/services

This is a list of community contacts that lists names and contact details so you 
can easily find help and assistance when you are in Australia, if you need it. 

Community contacts

This lists names and 
contact details so you 
can more easily find help 
and assistance when you 
are in Australia, if you 
need it.
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Attachment B - Letter of acceptance, which you need to com-
plete and sign
Conditions

A check list of conditions is provided under the four headings; visa conditions, 
working conditions, deductions from my pay, and other conditions. Tick the 
boxes if you agree with these points.

If you do not understand any of the items listed, ask your employer or the labour 
sending unit to explain these.

Emergency contacts

Add the name and contact details of someone who can be contacted in case of 
an emergency. This may be a relative or close friend either in Australia or your 
home country.

Acceptance and agreement to terms and conditions

It is important that you understand what you are signing as your offer of 
employment and letter of acceptance are legal documents. If you do not 
understand anything in these documents, contact your labour sending unit or ask 
your employer to explain before you sign.

Tick the boxes if you 
agree with these points. 
If you don’t understand 
any of the items listed, 
ask your employer or the 
labour sending unit to 
explain these.
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Initial deductions

This section shows the estimated one-off arrival costs that will be deducted. 
Examples of these are things like your flights, visa, cash advance. These will be 
deducted from your pay over a minimum 12 to 16-week period. 

Note: these costs are estimates only and may change depending on the date of 
your departure. 

The final cost will be explained to you before you start working in Australia. Your 
employer can only make deductions that you agree to in writing and that are 
reasonable. You can’t be forced to agree to a deduction. 

Note: if an estimated deduction changes in your offer of employment, you will be 
asked to sign an updated offer of employment or variation letter with the new 
amount.

Initial deductions

This section shows 
the estimated one-off 
arrival costs that will 
be deducted. Examples 
of these are things like 
your flights, visa, cash 
advance. These will be 
deducted from your pay 
over a minimum 12 to 
16-week period. Note: 
these costs are estimates 
only and may change 
depending on the date of 
your departure. The final 
cost will be explained 
to you before you start 
working in Australia. 

Your employer can only 
make deductions that 
you agree to in writing 
and that are reasonable. 
You can’t be forced to 
agree to a deduction.

Note: if an estimated 
deduction changes in 
your OOE, you will be 
asked to sign an updated 
OOE or variation letter 
with the new amount.

It is important that you 
understand what you are 
signing. If you do not 
understand anything in 
these documents, please 
contact your labour 
sending unit or ask your 
employer to explain 
before signing.

Add the name and 
contact details of 
someone who can be 
contacted in case of an 
emergency. This may be 
a relative or close friend 
either in Australia or your 
home country.
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Ongoing costs

There are ongoing expenses that your employer will deduct from every pay while 
you are participating in the PALM scheme in Australia. These costs may differ 
from employer to employer and may differ from members of your team. Examples 
of such deductions are your accommodation, health insurance and transport. 
Details of the deductions should be shown on your pay slip and should be listed 
in your offer of employment at Attachment A. It is important that, if you do 
not understand or you have any questions about deductions, to speak to your 
employer.

Your estimated pay after tax and deductions is the estimated amount you will 
receive in your bank account after tax and the agreed deductions have been 
taken out.

If you want more information about your pay and the deductions being taken 
out, you can contact your employer’s payroll team.

This is the estimated 
amount you will receive 
in your bank account 
after tax and the agreed 
deductions have been 
taken out.

If you want more information about your 
pay and the deductions being taken out, you 
can contact your employer’s payroll team.

Ongoing costs

There are ongoing 
expenses that your 
employer will deduct 
from every pay while you 
are in the PALM scheme 
in Australia. These costs 
may differ from employer 
to employer and may 
differ from members of 
your team. Examples of 
such deductions are your 
accommodation, health 
insurance and transport. 
Details of the deductions 
should be shown on your 
pay slip and should be 
listed in your OOE at 
Attachment A.

Important: If you do 
not understand or have 
any questions about 
deductions, you should 
speak to your employer.


