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The New Casual  
Conversion Process

Start of Employment
Employer must give Casual Employee Information  

Statement to each new casual employee (access here).

Make a written offer to employee of 
conversion to full-time or part-time 

employment (see Template 1) 

Notify the employee in writing that  
employer will not be making an offer of 

conversion and give reasons why (see Template 3) 

Nearing 12 Months of Employment
Within 21 days of the employee reaching  

12 months of employment the employer must either:

Reasons for an Employer  
Not to Make an Offer of Conversion

No offer of conversion is required if:  

During the last 6 months the employee has 
not worked a regular pattern of hours on 
an ongoing basis which, without significant 
adjustment, the employee could continue to 
work as a full-time or part-time employee. 

OR

There are reasonable grounds not to make an 
offer of conversion. There will be reasonable 
grounds not to make an offer if, in the next  
12 months:

• the employee’s position will cease to exist;
• the employee’s hours of work will be 

significantly reduced;
• there will be a significant change in the 

employee’s days/hours of work that can’t 
be accommodated within the days or times 
the employee is available to work.

Employee response  
to offer of conversion 

If Employee Accepts  
Offer of Conversion 

• Employee must notify the employer in writing 
within 21 days whether they accept or decline the 
offer. 

• If no response within 21 days employee is taken to 
have declined the offer. 

• Within 21 days of acceptance the employer must 
give written notice to the employee whether 
conversion will be to full-time or part-time, their 
new hours of work and the day the conversion 
takes effect (see Template 2). 

• Employer must discuss each of these items with 
the employee before issuing the notice. 

• The day conversion takes effect must be the first 
day of the employee’s full pay period that starts 
after notice is given, unless the employer and 
employee agree to another day.

Does not apply to employers with less than 15 full-time or part-time employees.



Make a written offer to employee of 
conversion to full-time or part-time 

employment (see Template 1) 

Notify the employee in writing that  
employer will not be making an offer of 

conversion and give reasons why (see Template 3) 

Transitional Process for  
Existing Casual Employees

Between 27 March 2021 & 27 September 2021
Employer must conduct an assessment of each person who was a casual employee as at  

26 March 2021. The assessment date can be chosen by the employer. 

Employees with Less Than  
12 Months’ Service  

on Assessment Date 
No offer of conversion is required. Give 

employee written notice within 21 days of 
assessment date that no offer of conversion will 

be made (see Template 4). 

Employees with at least 12 months’ 
service on assessment date  

Within 21 days of assessment date  
employer must either: 

Reasons for an Employer  
Not to Make an Offer of Conversion

As soon as practicable after 27 Sept 2021 

No offer of conversion is required if:  
During the last 6 months the employee has not 
worked a regular pattern of hours on an ongoing 
basis which, without significant adjustment, the 
employee could continue to work as a full-time or 
part-time employee. 
OR
There are reasonable grounds not to make an offer of 
conversion. There will be reasonable grounds not to 
make an offer if, in the next  
12 months:
• the employee’s position will cease to exist;
• the employee’s hours of work will be significantly 

reduced;
• there will be a significant change in the 

employee’s days/hours of work that can’t be 
accommodated within the days or times the 
employee is available to work.

Employee response  
to offer of conversion 

If Employee Accepts  
Offer of Conversion 

• Employee must notify the employer in writing 
within 21 days whether they accept or decline  
the offer. 

• If no response within 21 days employee is taken to 
have declined the offer. 

Employer must give Casual Employee Information 
Statement to each existing casual employee (access 

here). (Small business employers must do this as soon 
as practicable after 27 March 2021).

• Within 21 days of acceptance the employer must 
give written notice to the employee whether 
conversion will be to full-time or part-time, their 
new hours of work and the day the conversion 
takes effect (see Template 2). 

• Employer must discuss each of these items with 
the employee before issuing the notice. 

• The day conversion takes effect must be the first 
day of the employee’s full pay period that starts 
after notice is given, unless the employer and 
employee agree to another day.

Applies to each casual employee employed on 26th March 2021. Does not apply to employers with less than 15 full-time or part-time employees.



<date> 
<employee name>  
<employee address>  
<employee address> 

By email: <email address> 

Dear <employee name> 

Offer of conversion to <full-time/part-time> employment  

We are writing to you because, as of <date>, you had been working with us as a casual 
employee for 12 months. 
 
We have therefore decided to offer you employment as a <part-time/full-time>3 employee. 
 
The terms of our offer are set out in the attached contract of employment. Please read the 
terms carefully and let us know if you would like to discuss any of them.
 
Please notify us in writing within 21 days of this letter whether you accept or decline this offer. 
If you do not give us a written response within 21 days you will be taken to have declined the 
offer. 
 
If you decide to accept the offer, please also sign and return the attached employment 
contract.
 
Please do not hesitate to contact me if you would like to discuss anything set out in this letter. 
 
Yours sincerely,
 
<name>  
<employer name>

Template 1

3 
For an employee that has worked the equivalent of full time hours during the last 6 months—the offer should be to con-

vert to full time employment. For an employee that has worked less than the equivalent of full time hours during the last 6 
months—the offer should be to convert to part time employment that is consistent with the regular pattern of hours worked 
during that period. 

Letter Offering a Casual Employee Conversion  
to Full-Time or Part-Time Employment



<date> 
 <employee name>  
<employee address>  
<employee address> 

By email: <email address> 

Dear <employee name> 

Conversion to <full-time/part-time> employment  

Thank you for your <letter/email> dated <date> in which you informed us that you have 
decided to accept our offer of employment as a <part-time/full-time> employee. 
 
As we discussed on <date> 4, I confirm that you will be converting to <part-time/full-time> 
employment and your conversion will take effect on <date> 5. 

<For full-time employees>  Your hours of work after the conversion takes effect will be <eg 
38 hours per week plus a reasonable amount of additional hours as needed to perform your 
role>. 
 
<For part-time employees>  After the conversion takes effect you will work ## hours per week 
on the following days and times: 

• <eg Mondays 10am to 3pm> 
• <eg Thursdays 10am to 3pm>

Please do not hesitate to contact me if you would like to discuss anything set out in this letter. 
 
Yours sincerely,
 
<name>  
<employer name>

4
Before sending this letter to the employee the employer must discuss each point set out in the letter with the employee.

5
The date of conversion must be the first day of the employee’s first full pay period that starts after the day the notice is given, 

unless the employee and employer agree to another day. 

Template 2
Letter to Employee After Accepting Offer of  
Conversion to Full-Time or Part-Time Employment 



<date> 
<employee name>  
<employee address>  
<employee address> 

By email: <email address> 

Dear <employee name> 

Notice of decision not to make an offer of conversion 

We are writing to you because, as of <date>, you had been working with us as a casual 
employee for 12 months. 
 
We have therefore considered whether to offer you employment as a <part-time/full-time> 
employee.

<If decision is made because employee hasn’t worked regular pattern of hours:> We have 
reviewed your employment and come to the view that you have not worked a regular pattern 
of hours on an ongoing basis for at least the last 6 months that, without significant adjustment, 
you could continue to work as a full-time or part-time employee. We have come to this view 
because <insert reasons>.
 
<If decision is made because there are reasonable grounds not to make an offer:>  We have 
reviewed your employment and come to the view that there are reasonable grounds not to 
make you an offer to convert to full-time or part-time employment. The reasons for this are as 
follows:  

• <e.g. Your position will cease to exist in the next 12 months because...> 
• <e.g. The hours of work which you are required to perform will be significantly reduced in 

the next 12 months because...> 
• <e.g. There will be a significant change in the days on which your hours of work are 

required to be performed in the next 12 months which cannot be accommodated within 
the days or times you are available to work during that period. This is because...> 

• <e.g. There will be a significant change in the times at which your hours of work are 
required to be performed in the next 12 months which cannot be accommodated within 
the days or times the you are available to work during that period. This is because...> 

• <e.g. Making the offer would not comply with a recruitment or selection process required 
by or under a law of the Commonwealth or a State or a Territory. This is because...> 

Please do not hesitate to contact me if you would like to discuss anything set out in this letter. 
 
Yours sincerely,
 
<name>  
<employer name>

Template 3
Letter notifying casual employee that employer 
has decided not to make an offer of conversion.



<date> 
<employee name>  
<employee address>  
<employee address> 

By email: <email address> 

Dear <employee name> 

Notice of decision not to make an offer of conversion 

Under the recent changes to the Fair Work Act 2009, we are required to conduct an 
assessment of our casual employees to determine whether an offer of conversion to full-time 
or part-time employment needs to be made.

An offer of conversion does not need to be made unless the casual employee has at least 12 
months’ service on the date the assessment is made.

On <date> we conducted an assessment of your employment. We determined that, as at the 
date of assessment, you had less than 12 months’ service with us.
 
Therefore, we will not be making an offer of conversion to you at this time.

Please do not hesitate to contact me if you would like to discuss anything set out in this letter.

Yours sincerely,
 
<name>  
<employer name>

Template 4
Letter Notifying Casual Employee that no Offer of Conversion will be  
made as they Have Less Than 12 months' Service on Date of Assessment 
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Consultation 
Today!

Lawyers don’t give anything away for free...right? 

Usually, but not today! We’re passionate about our 
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before we send you an invoice. 
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