


<<Date>>
STRICTLY PRIVATE AND CONFIDENTIAL

<<Name>>

<<Address>>

<<City>>, <<Province>>  <<Postal Code>>

Dear <<Name>>:

I am pleased to offer you the temporary position of <<Position Title>>, in the <<Department/Office/School>> of <<Department Name>> with McMaster University. Reporting to me, you will be responsible for those duties I discussed with you on <<Interview Date>>. These duties may be reviewed and modified from time to time based on departmental/organizational needs.

Term of Appointment

Your temporary appointment will commence on <<Start Date>> and will end on <<End Date>>. The scheduled hours of work for this position are: <<Start Time>> a.m. to <<End Time>> p.m., (<<List the Days of the Week>>). At least one 30 minute unpaid meal break will be provided to you for every 5 consecutive hours that you are scheduled to work. You will be given one week’s written notice of any change in this schedule. This appointment is subject to the continuance of a mutually satisfactory working relationship.  Absent just cause, your employment may be ended sooner than <<End Date>>  by the University providing you with notice of termination or pay in lieu of such notice as required by the <Employment Standards Act, 2000>.

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 let me know.  This offer 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.  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.

Remuneration

Your rate of pay for this assignment will be $<<Hourly Rate>>/hour, less applicable deductions. Also, as per the <Employment Standards Act, S.O. 2000>, you agree that any vacation pay owing to you will be paid on every wage payment made to you. 

Your pay will be deposited directly into a Canadian bank account of your choice. A statement of earnings will be sent to your office address each pay.            
As a temporary employee, you will be entitled to statutory holiday pay as per the Employment Standards Act, S.O. 2000. Any additional “floater” holidays provided by the University will be provided to you without pay (see www.workingatmcmaster.ca for a list of the applicable “floater” holidays).
University Policies

You are required to follow University policies, procedures and guidelines as they may apply to you. Policies, procedures, and guidelines may be accessed at http://www.mcmaster.ca/policy. 

Confidentiality

As an employee of McMaster University, 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 could lead to disciplinary action up to, and including, termination of employment.

Acceptance

Should you decide to accept this offer, please sign and date this letter and forward it to me via fax, at (905) <<999-9999>>, or via mail at the following address: 

<<Hiring Manager Name>>
McMaster University 

<<Department>>, <<Building>>, Room <<Room>>
1280 Main Street West 

Hamilton, Ontario L8S 4L8 

Please submit to me along with your signed and dated acceptance of this offer letter the attached

· Employee Contact and Deposit Form

· TD1 Ontario Tax Form

· TD1 Federal Tax Form 

· A void cheque for direct bank deposit to a Canadian bank account. 

Please bring your Social Insurance Number card with you on your first day of work.
If you have any questions regarding the content of this offer, please feel free to contact me at 905-525-9140 extension <<extension>>, or by email at <<email>>@mcmaster.ca. I look forward to welcoming you to our team! 

Yours sincerely, 

<<Hiring Manager Name>>

<<Hiring Manager Title>> 
<<Department>> 
McMaster University 

cc:
Human Resources Services

I have read, understood, and agree with the foregoing. I accept this temporary assignment under the above terms and conditions. I have been provided with the web link to the Policies, Directives, and Procedures listed in Appendix A (please see attached) and I have reviewed the Policies, Directives, and Procedures listed at www.mcmaster.ca/policy/; I understand their terms; and I have been given a sufficient opportunity to review them and ask any questions that I may have.  I also understand that I can access other applicable Policies, Directives and Procedures through the web site www.mcmaster.ca/policy/ and that paper copies will be provided to me upon my request.  I accept that the University reserves the right to revoke, amend, or introduce new Policies, Directives and Procedures as may be necessary from time to time and I agree to observe the Policies, Directives and Procedures of the University as published by the University.  I understand that failure to observe the Policies, Directives, and Procedures may result in my discipline and /or termination of my employment.














Signature of <<Name>>




Date

Attach:
Summary of Job Duties



TD1 ON



TD1 Federal



Employee Contact & Deposit Form


[image: image1.emf]              APPENDIX A: MCMASTER UNIVERSITY POLICIES, DIRECTIVES & PROCEDURES     McMaster University has published and periodically amends and updates Policies, Directives and  Procedures that are applicable to the terms and conditions of employment of all McMaster University  staff and faculty. As an employee of McMaster University you  are responsible for observing, and acting  in accordance with, all such Policies, Directives and Procedures. Some of these have more specific  application to the duties of certain jobs, or to certain situations. The University reserves the right to alter,  am end, revise, revoke, or introduce new policies, directives and procedures as it deems appropriate from  time to time.    Please review these Policies, Directives and Procedures, as a breach of any of them could result in  discipline. The following list highlig hts the most commonly referenced Policies, Directives and  Procedures. Please consult with your supervisor should you have any question as to their applicability.   Contact Human Resources Services should you encounter any difficulty in accessing them on our   Website, or should you wish to obtain a paper copy.         General Web link:  http://www.mcmaster.ca/policy/     1.  Environmental & Occupational Health  Support Services (EOHSS)      http://www.workingatmcmaster.ca/eohss/index.p hp      Prevention      Training and Development      Risk Management and Campus Insurance      Lab Safety     2. Human Resources General      http://www.workingatmcmaster.ca/policy/index. php          Human  Resources Policies      University Policies, Procedures, and  Guidelines      Employment Legislation Links     3. Financial      http://www.mcmaster.ca/policy/General/Financi al/index.html      Budgeting - Finances      Planning and Building      Treasury Operations      Travel     4. Miscellaneous  http://www.mcmaster.ca/policy/General/Misc/in dex.html      Inclusive Communications, Policy  Statement and Guidelines      Intellectual Property Policy      University Facilities      Human Rights and Equity   5. Research     http://www.mcmaster.ca/policy/faculty/Research /index.html      Conflict of Interest in Research      Lea ves      Research Ethics, Policy     6. Services and Facilities (UTS)     http://www.mcmaster.ca/uts/index.html      Email and Accounts      Getting Connected      System and Software      Support and Training      Security and Policies      Lab and Facilities      Groups and Committees      Planning and Projects      Web Services     7. Students      http://www.mcmaster.ca/policy/Students - AcademicStudies/index.html      Students/Academic  Studies      Codes of Conduct      Examinations      Residence      


					



APPENDIX A: MCMASTER UNIVERSITY POLICIES, DIRECTIVES & PROCEDURES



McMaster University has published and periodically amends and updates Policies, Directives and Procedures that are applicable to the terms and conditions of employment of all McMaster University staff and faculty. As an employee of McMaster University you are responsible for observing, and acting in accordance with, all such Policies, Directives and Procedures. Some of these have more specific application to the duties of certain jobs, or to certain situations. The University reserves the right to alter, amend, revise, revoke, or introduce new policies, directives and procedures as it deems appropriate from time to time. 

Please review these Policies, Directives and Procedures, as a breach of any of them could result in discipline. The following list highlights the most commonly referenced Policies, Directives and Procedures. Please consult with your supervisor should you have any question as to their applicability.  Contact Human Resources Services should you encounter any difficulty in accessing them on our Website, or should you wish to obtain a paper copy.		



General Web link: http://www.mcmaster.ca/policy/





1. Environmental & Occupational Health Support Services (EOHSS)    http://www.workingatmcmaster.ca/eohss/index.php

· Prevention

· Training and Development

· Risk Management and Campus Insurance

· Lab Safety



2. Human Resources General    http://www.workingatmcmaster.ca/policy/index.php		

· Human Resources Policies

· University Policies, Procedures, and Guidelines

· Employment Legislation Links



3. Financial     http://www.mcmaster.ca/policy/General/Financial/index.html

· Budgeting-Finances

· Planning and Building

· Treasury Operations

· Travel



4. Miscellaneous http://www.mcmaster.ca/policy/General/Misc/index.html

· Inclusive Communications, Policy Statement and Guidelines

· Intellectual Property Policy

· University Facilities

· Human Rights and Equity

5. Research    http://www.mcmaster.ca/policy/faculty/Research/index.html

· Conflict of Interest in Research

· Leaves

· Research Ethics, Policy



6. Services and Facilities (UTS)    http://www.mcmaster.ca/uts/index.html

· Email and Accounts

· Getting Connected

· System and Software

· Support and Training

· Security and Policies

· Lab and Facilities

· Groups and Committees

· Planning and Projects

· Web Services



7. Students    http://www.mcmaster.ca/policy/Students-AcademicStudies/index.html

· Students/Academic Studies

· Codes of Conduct

· Examinations

· Residence
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