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[DATE]

[NAME]
[ADDRESS]

Re:	Offer of Employment

Dear [NAME],

I am pleased to offer you the position of [POSITION] at the Western Development Museum - [LOCATION]. The terms and conditions of your employment are as follows:

Your employment with us will start on [DATE].

Your responsibilities and our expectations are outlined in the attached job description for this position. Other appropriate duties may be assigned from time to time based on the needs of the WDM.

Your salary will be $[AMOUNT per hour] paid in bi-weekly installments. The WDM will make all source deductions and payments on your behalf. Upon successful completion of the probationary period, your salary will be increased to $[AMOUNT per hour] paid bi-weekly.

Your initial six months of employment will be probationary during which time either party may terminate this agreement without notice. You will receive a performance review after 60 days and thereafter on an annual basis.  

After successful completion of your probationary period, your employment may be terminated 
1. by the Western Development Museum, either:
a) with just cause, in which case you will not be entitled to any notice or pay in lieu of notice, or
b) without just cause in which case you shall be provided with notice of termination for the period stipulated by The Saskatchewan Employment Act based on the duration of your continuous employment with the WDM. You will not be entitled to notice of termination for a period greater than the notice period required by The Saskatchewan Employment Act.

[ Include on pages without employee signature] Employee Initial _____ WDM Initial _____


2. By you, for any reason, upon providing the WDM with written notice of resignation at least [NUMBER] weeks prior to the effective date of your resignation. Unless otherwise directed by the WDM, you will be required to work through your resignation notice period. Unless you and the WDM should agree otherwise, and you will continue to receive your normal salary during the resignation notice period

Vacation pay will be paid out on each pay cheque at a rate of 5.77% of your earned wages.  

You will receive pay for all statutory holidays. If you are required to work on any statutory holiday, you will be compensated as provided by Saskatchewan law (The Saskatchewan Employment Act).

You will receive standard benefits, including sick time, as per the WDM Employee Handbook.  For more information about WDM policies, please refer to www.mywdm.wdm.ca. Extended health and dental benefits are prorated based on a percentage of full-time hours worked.

You will report directly to [NAME and TITLE] and work closely with [if applicable, the major co-workers or external contacts].

It is acknowledged that your employment with the WDM is part-time for [NUMBER] of hours per week. Please note that your hours of work may fluctuate, and you are not guaranteed a minimum number of hours per week.

It is acknowledged that you are a representative of the WDM at all times and that all information pertaining to the WDM and its employees, volunteers and clients will remain strictly confidential.

It is acknowledged that this agreement contains a number of clauses and words with indeterminate definitions and that both parties will proceed at all times with good will in the execution of this agreement.

The Western Development Museum is committed to a Respectful Workplace. Staff and volunteers are entitled to, and expected to, contribute to a Respectful Workplace. No form of discrimination, harassment, abuse, or bullying will be tolerated.

This offer is conditional upon you providing a copy of [INCLUDE CONDITIONS i.e. valid vulnerable sector check; required certifications; etc. if applicable].

We are excited about our future plans for the Western Development Museum and the prospect of working with you. If you are in agreement with the terms and conditions outlined in this letter, please initial the previous pages and sign below to signify your acceptance, returning a copy to me by [DATE].

Welcome to the WDM. We look forward to working with you.

Sincerely,



[NAME]
[POSITION]


	I have read and understand the foregoing and agree to all terms and conditions.


	
	
	

	[NAME]
	
	Date
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