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[Date]


[Name]
[address]
[email]

Re:	Offer of Employment

Dear [Name],

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

Your employment with us will start on [Start 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.

[bookmark: _Hlk78185046]Your salary will be [salary] per hour paid in bi-weekly installments.  The WDM will make all source deductions and payments on your behalf.  Your position is part-time casual therefore the WDM does not guarantee a minimum number of hours. Your schedule will be provided to you by your supervisor. Evening and weekend work may be required.

All employees except term employees, are required to participate in the Public Employees’ Pension Plan (PEPP). Required employee contributions are mandated and are currently at a rate of 7.5%. The WDM matches each employee’s contribution up to 7.5%.

Your initial six months of employment will be probationary during which time either party may terminate this agreement upon one week 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.

Employee Initial _____ WDM Initial _____

2. By you, for any reason, upon providing the WDM with written notice of resignation at least four 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 is paid on every check based on 5.77% of gross wages. Vacation may be taken at such time as is mutually agreed.  In the tenth year of employment, you will be entitled to 7.69% percentage of gross wages for vacation pay. 

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 as outlined in The Saskatchewan Employment Act.

You will receive standard benefits, including sick time, as per the WDM Human Resource Manual. The WDM pays 100% of all health and dental premiums.  Benefit qualifications are prorated based on the number of hours worked. There is a waiting period of up to 6-months from the date of hire for some WDM benefits. If you have any questions about WDM benefits, please contact Breanne Lessard, Payroll & HR Coordinator at blessard@wdm.ca. 

For information about WDM policies, please refer to https://mywdm.wdm.ca.  

You will report directly to me and work closely with [insert names of functional supervisors, other staff from functional department at your location and the Corporate Office].

It is acknowledged that your employment with the WDM is part-time in nature up to 72 hours in a bi-weekly pay period and that any other work outside the purview of the WDM must comply with the WDM’s  Employment or Volunteer Assignments External to the WDM policy.

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.

Optional, position pending.
[This offer is conditional upon a satisfactory {criminal records check/vulnerable sector check} which can be provided within the first two months of employment.]

Employee Initial _____ WDM Initial _____


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,



[Hiring Manager]


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



	
	
	

	[Candidate Name]
	
	Date
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