SAMPLE LETTER OF APPOINTMENT FOR TEACHING ASSISTANTS
Date

Name of Teaching Assistant
Address

Dear Name of Teaching Assistant:

I am pleased to offer you an appointment as a Teaching Assistant/Demonstrator/Tutor/Super Tutor/Marker/Research Assistant in lieu of Teaching Assistantship, as follows:
Course(s):


Number and Title
Hours of Appointment:
e.g. 65/96/130/260
Date(s)/Day(s):
e.g. Date and time of first and last lecture, plus tutorials, date of essay/assignment/exam to be marked (If available) (Alternate: To be determined through discussion with Employment Supervisor and completion of Hours of Work form.)
Wages:



e.g. $20.75/hr $38.00/hr
The sum of 4% vacation pay is included in the above mentioned wages.

Employment Supervisor:
Name
The terms and conditions of your employment are set out in the Collective Agreement between McMaster University and Canadian Union of Public Employees, Local 3906, Unit 1.  Additional matters bearing on your employment at McMaster are detailed in the Policies, Directives, and Procedures that can be found at www.mcmaster.ca/policy.

Details of your appointment will be confirmed through the “Supervisor and Teaching Assistant Hours of Work Form”.  Please ensure that you meet with your employment supervisor, within five days of the commencement of your duties, to discuss the work to be done, including the nature, number and scheduling of specific assignments and the estimated hours of work each will involve.  Your supervisor and you must complete and sign the Hours of Work form following the discussion.
I hope these terms are satisfactory, and would ask you to sign both copies of this letter and return one to Name (location) as soon as possible. This signed copy will serve as acceptance of this offer. Best wishes.
Yours sincerely,

Chair
Department of 
I have read, understood, and agree with the foregoing.  I accept this appointment on the above terms and conditions.

_______________________________________
________________________________
Teaching Assistant 




Date
