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[bookmark: _Hlk99706770]This template is provided to assist agencies in formally declaring an employee excess to requirements

This letter can be used to advise an employee that they have been formally declared as being excess to requirements and should be sent following a verbal discussion between the employee and the line manager or, as relevant executive director or director they reported to in the relevant [role, duties or position] that was abolished, resulting in them becoming excess to requirements.

[Wording in bold font] should be deleted once relevant content is included.
state government logo and agency branding is to be included.













[INSERT DOCUMENT CLASSIFICATION]

[Insert Date]


CONFIDENTIAL

[Insert Name and Postal Address]

Delivered per registered and standard mail; or courier; or hand delivered

Dear [first name] [surname]

Declaration as Excess Employee

On [date], written advice was provided to employees in the [agency name] regarding the proposed organisational change that could result in employee/s being declared excess to requirements.

Following a consultation process involving affected employees and employee associations, and consideration of feedback received during that process [and, if applicable, the criteria to fill roles, duties or positions], I confirm that the substantive, funded [role, duties or position] you formerly occupied no longer exists [and, where applicable i.e. and you have not been successful in securing an alternative substantive, funded, role, duties or position as part of the organisational change].

I now formally declare that effective from 7 days after the date you received this letter either delivered by hand or sent by certified mail, [insert either of the following statements]
you are excess to the requirements of this agency/agency name
it has been determined that your duties or position is redundant.

[bookmark: _Hlk97631936]The [agency name] will assist and support you to transfer into a substantive, funded [role, duties or position] in the South Australian public sector. This will be managed in accordance with the South Australian Public Sector Enterprise Agreement: Salaried 2021.

[bookmark: _Hlk99706826]TEMPLATE S2
For public sector agencies and employees covered by the South Australian Public Sector Enterprise Agreement: Salaried 2021
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In accordance with the Enterprise Agreement:
1. there is a 12 month redeployment period (effective from 7 days after the date you received this letter either delivered by hand or sent by certified mail)
1. you have a right to be invited to consider resignation upon appropriate payments (Voluntary Separation Package) in accordance with the procedures set out in clause 19 of Appendix 1 of the Enterprise Agreement
1. your obligations in the redeployment and retraining processes are set out in clause 12 of Appendix 1 of the Enterprise Agreement
1. your employment may be terminated at the end of the 12 month period if you remain excess to requirements.

If an offer of a VSP is made to you, it is important that you read the Department of Treasury and Finance VSP Guideline. You are encouraged to seek independent financial and taxation advice. Enquiries relating to superannuation should be directed to Super SA (www.supersa.sa.gov.au).

The [agency name] will be responsible for continuing to provide you with suitable duties where you do not occupy a substantive, funded [role, duties or position]. In the immediate future/short-term you will be [assigned/allocated] duties at [insert location – which could be the employee’s current work location] and will report to [insert responsible manager – which could be the current line manager]. 

[Insert name and title of person responsible for case management in your agency] and [name and title of manager to which the employee will report] will assist and support you, in so far as is possible, to secure you substantive, funded employment in the South Australian public sector.

You are encouraged to actively seek alternative substantive, funded work within the South Australian public sector. This includes working cooperatively and actively with [name and title of person responsible for case management in your agency] and [name and title of manager to which the employee will report].

The [agency name] employee assistance program provides free confidential professional counselling services to employees and partners/families (excluding financial advice). The employee assistance program provider [insert name] can be contacted on [insert details].

[Insert name and title of person responsible for case management in your agency] will contact you in the near future. If you have any questions in the interim please contact [insert name of senior human resources practitioner / human resources leader / or agency executive].


Yours sincerely,


Chief executive, agency head or delegate
Signature Block

Enclosures:
Appendix 1 of the South Australian Public Sector Enterprise Agreement: Salaried 2021
Determination and Guideline 7 of the Commissioner for Public Sector Employment Changes to Workforce Composition and Management of Excess Employees Redeployment, Retraining and Redundancy




I confirm receipt of written advice that I have been declared excess.

	Employee name:
	

	Employee signature:
	

	Date (DD/MM/YYYY):
	



The confirmation of receipt needs to be returned to [insert name of agency person and email or postal information]
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