(Parish/School Letterhead)

OFFER OF EMPLOYMENT
 SAMPLE LETTER
DATE

NAME

ADDRESS

CITY, STATE, ZIP

RE:
Offer of Employment

Dear _______________,

I am pleased to offer you the position of _________for (Parish/School Name) beginning ________, 20__.
In your position, you will be considered a (Temporary / Casual / Part-Time / Full-Time / Exempt / Non-exempt) employee and will be paid (hourly / on a salary basis) in the amount of $_______ (per hour / per week).  [The weekly amount is determined by dividing annual salary by 52 weeks]  Payroll is processed on a (weekly / bi-weekly / twice per month / monthly) basis. You will be eligible for benefits as outlined in the (Parish / School Name) Employee Compensation & Benefits Memorandum.  
Our Parish/School is an “at-will employer.”  This means your employment is not for any particular length of time and either you or the Parish/School may terminate the employment relationship at any time and for no particular reason. You will find a further explanation of this term in the Catholic Diocese of Saginaw Employee Handbook, pg.3, D. Employment Relationship, which you should receive on or before employment commences.

Prior to employment, you will be required to successfully complete a criminal history background check and a post offer physical examination and drug screen before commencing employment duties.  Upon hiring, you will be provided with the Catholic Diocese of Saginaw Employee Handbook and will be required to sign the “Acknowledgment” form and the “Knowing and Voluntary Jury Waiver and Litigation Agreement”.

Your position is contingent upon attendance at a VIRTUS Safe Environment Training, which is mandated by the USCCB Charter for the Protection of Children and Young People.  In addition, you must agree to abide by the Catholic Diocese of Saginaw Code of Conduct and Safe Environment Policy, which you will be required to complete electronically. 

Please contact ____________________, in the (Parish/School Office), as soon as possible.  (She/he) will discuss any remaining details with you and schedule an appointment for your employment orientation.  At the orientation, you will be provided a job description and will be required to sign various other employment related documents such as tax forms, employment eligibility forms, and the like.

I am pleased that you will be joining our team and look forward to working with you.  Please let me know if you have any questions or if I can be of any help to you in settling into your new position.

Sincerely,

