[On Hiring Department Letterhead]
DATE
STRICTLY PRIVATE AND CONFIDENTIAL
EMPLOYEE NAME

ADDRESS
Dear FIRST NAME:

Re: Offer of Employment

I am pleased to offer you employment in the position of POSITION in the department of DEPARTMENT at McMaster University (the "Appointment").  The terms and conditions of the Appointment are set out below.

Term of Appointment

The Appointment will commence on START DATE and will expire on EXPIRY DATE.  The University may terminate the Appointment prior to the EXPIRY DATE upon providing you with notice or pay in lieu of notice as minimally required in accordance with Employment Standards Act, 2000 (the "ESA").
Duties and Responsibilities

Reporting to me, you will be responsible for the duties outlined in the attached job description, and as discussed with you.  These duties may be reviewed and modified from time to time based on departmental or organizational needs.  

Hours of Work

You will work 37.5 hours each week, starting at 8:30 a.m. and ending at 4:30 p.m., Monday to Friday, inclusive.  A 30-minute unpaid meal period is provided each day.

Remuneration

You will be paid $11.00 per hour, less applicable statutory deductions.  Your net earnings will be deposited bi-weekly, one week in arrears, directly into a Canadian Bank account of your choice.  A statement of your earnings will be sent to your campus address each pay.  

Leave
You are entitled to leave on those public holidays set out and in accordance with the ESA.  You are also entitled to X weeks of unpaid vacation, to be scheduled with my approval, and to unpaid leave on those days that the University is closed.  
University Policies, Directives, and Procedures

In conjunction with this letter, the terms and conditions of your employment are also subject to University Policies, Directives, and Procedures, as applicable, found online at http://www.workingatmcmaster.ca/policy/index.php and the links therein.  The University’s policies on accommodation can also be found at this link.  You are reminded in particular of your responsibility to report dishonest or fraudulent conduct in accordance with the policy entitled "Dishonest or Fraudulent Activities Related to Funds or Property Owned by or in the Care of McMaster University".

Please read the University Policies, Directives, and Procedures carefully and feel free to contact Human Resources Services should you have any questions.  University Policies, Directives, and Procedures may change from time to time at the discretion of the University.  Your failure to observe any such Policy, Directive, or Procedure, dependent on the circumstances, may give rise to disciplinary action up to, and including, termination of your employment.  

Work Authorization

If you are not currently eligible to work in Canada, you are responsible for obtaining the necessary documentation for admission to Canada and the right to work at McMaster University.  You should contact the nearest Canadian Consulate as soon as possible in order to arrange for the appropriate Visa/Work Permit for your entry into Canada.  You will have to show them this letter and, if you require any additional documentation from the University, please contact me directly.

This offer of employment is made on the condition that, on or before START DATE, you will obtain all necessary documentation and clearances to enable you to enter Canada and work at McMaster University.  If you are unable to do so on or before START DATE this offer and any acceptance of it by you will be null and void.  Further, you are responsible for respecting the conditions of your Visa/Work Permit and ensuring you maintain eligibility to work in Canada. If, for any reason, you are unable to fulfill this condition, your employment with the University will automatically cease.
Confidentiality

You must maintain the confidentiality of information to which you have access. This includes, but is not limited to, information associated with students, study subjects, staff and faculty.  Confidential information is to be held in the strictest confidence, whether means of access to such information is verbal, documented, computerized, or otherwise obtained. Breach of confidence includes intentional or involuntary unauthorized release of this information, and may give rise to disciplinary action up to, and including, termination of your employment.

Acceptance

Should you decide to accept this offer, please sign and date a copy of this letter in the space provided below and fax or scan and email it to HR ADVISOR, HR Advisor, Human Resources Services, at FAX or EMAIL at your earliest opportunity but no later than one calendar week from the date of this letter. 

FIRST NAME, Congratulations on the Appointment! If you have any questions, please feel free to contact me directly or HR ADVISOR at (905) 525-9140 ext. XXXXX.

Yours sincerely,

SUPERVISOR

SUPERVISOR'S TITLE

SUPERVISOR'S DEPARTMENT
c.c. 
HR Advisor
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I have read, understand, and agree with the foregoing and accept employment on the terms and conditions as set out in this letter.  








												


Employee Signature					Date
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