[Company Letterhead]
[Date]
[Employee Name]
[Employee Address]
[City, Postal Code]
Dear [Employee Name],
Re: Appointment Letter for the Position of [Job Title]
We are pleased to offer you the position of [Job Title] at [Company Name], effective [Start Date]. This appointment is based on the terms and conditions outlined below and in accordance with the Basic Conditions of Employment Act (BCEA).
1. Position
You are appointed as [Job Title], reporting to [Supervisor's Name]. Your role will include but not be limited to the following key responsibilities:
· [List Key Duties]
2. Commencement Date
Your employment will commence on [Start Date].
3. Probationary Period
Your appointment will be subject to a probationary period of [3/6] months. During this period, either party may terminate the contract with [notice period, e.g., one week] notice.
4. Remuneration
You will receive a monthly salary of R[Amount] before deductions, payable on or before the last working day of each month. Other benefits, if applicable, include:
· [Details of Benefits, e.g., medical aid, pension, etc.]
5. Working Hours
Your normal working hours will be [e.g., 08:00 to 17:00, Monday to Friday], totaling [40] hours per week.
6. Leave
You will be entitled to the following leave benefits, as per the BCEA:
· Annual Leave: [21 days] per annum
· Sick Leave: [number of days] as outlined in the BCEA
· Maternity/Paternity Leave: In accordance with the BCEA
7. Termination of Employment
After the probationary period, either party may terminate this agreement with [notice period, e.g., one month] notice in writing.
8. Confidentiality and Company Policies
During your employment, you are required to adhere to all company policies, maintain confidentiality, and act in the best interests of the company.
Please sign and return a copy of this letter as an indication of your acceptance of the terms of your appointment.
We look forward to working with you and wish you success in your new role.
Kind regards,
[Your Name]
[Your Position]
[Company Name]
[Company Address]
[Contact Information]

Acknowledgement of Acceptance
I, [Employee Name], hereby accept the terms and conditions of this appointment as outlined in this letter.
Signature: ____________________
Date: ________________________
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