Note:  This letter is for a 30 hr + employee

Date

Ms. ________________

____________________

____________________

Dear ____:

This letter will confirm our offer and your acceptance of employment as [Job title] in the [office name] of [Parish name].  You will report directly to [supervisor’s name], [supervisor’s title].  Your salary will be at the rate of [$00,000.00] per year (Grade __) and the position is [non-exempt or exempt].  The commencement date of your employment will be [date].

In accordance with Diocesan policy, this offer and your actual employment is contingent upon the satisfactory completion of a background check that is performed by an outside agency called [Company name}.  Appropriate notice and authorization forms regarding the background check have been given to you.  You will be notified as to the results as soon as they are received. 

Your employment as a regular employee of [Parish name] entitles you to participate in the Diocesan Employee Benefits program.  Your health benefits will become effective on [date] (the first of the month following 30 days of employment).  You will receive more detailed information regarding the benefits program during your new employee orientation scheduled for [date], from 9:30 a.m. to 12:00 noon. at the Diocesan Pastoral Center.  You will also need to attend the Called to Protect™ Safe Environment Training session from 1:00 p.m. to 4:00 p.m. if you have not already done so.
As a regular employee, a six-month introductory/trial period will be required which gives us the opportunity to determine the suitability of your appointment and for you to determine your interest in continuing employment in the position.  Normally, you should receive a written performance evaluation after approximately six months of employment and annually thereafter.  Your employment with the Diocese is at will.  This means that you have the right to terminate your employment at any time and the Diocese retains a similar right.

In order to confirm that the above particulars are as you and I have discussed, please sign and date the enclosed copy of this letter and the job description and return them to me in the enclosed envelope as soon as possible.  Keep one copy of the letter and job description for yourself.

[employee’s name], we are delighted that you will be joining [Parish name] and we are looking forward to working with you.  If you have any questions, feel free to call me at [Phone number].

Sincerely,

[Name]

[Title]

Confirmed:

Signed:  __________________________________


Date:  ___/___/___



[employee’s name]
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