Date

PERSONAL & CONFIDENTIAL

((Name))

((Street))

((City))

((Postal Code))

Dear ((Name)),

The University is pleased to offer you employment in the position of ((position)) with the department/faculty (Department or Faculty name) of on the following terms:

1.  Rate of pay and benefits: You will be paid $ ((amount)) per hour (hourly pay is for those whose hours fluctuate per week – casual workers) per month (monthly pay is for those whose hours remain constant) less applicable deductions. You will be paid vacation pay entitlement as outlined in the Employment Standards Act.

2.  Hours of Work: Your normal hours of work are ((number)) to ((number)), although these hours may vary from time to time.  ( should be paid monthly

OR: Hours of work will be on an on‑call basis where you may elect to work or not.  Every attempt will be made to offer hours of work with reasonable advance notice to allow you to make appropriate arrangements. ( should be paid weekly

OR: Hours or work will vary from week to week. You will be notified through posting of schedules. ( should be paid weekly

3.  Length of employment: Your employment will commence on ((date)) and end on ((date)).  This contract will serve as written notice of termination.

4.  Obligations: During your employment, you will report to ((supervisor)) or such other supervisor as the University may direct.  You will be expected to carry out the duties assigned to you in competent and efficient fashion.  If you have any problems or questions you will be expected to bring them either to your supervisor, or, if your supervisor is not available, to another supervisor.

Either you or the University may end the contract for any reason by giving appropriate written notice of termination as outlined in the Employment Standards Act. In the event cause for termination without notice exists, the University may terminate the contract immediately.
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If you have any questions respecting any of these terms, please contact me immediately.  If you are prepared to accept this offer of employment, please sign below in the space provided and a copy of this letter will be returned to you.

Sincerely, 

Name 

Title 

I have read and understand the conditions of the offer of employment set out above and I accept the University's offer. 

_____________________
_______________________________________

DATE



SIGNATURE

cc:   Staff Relations

