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Manager’s Toolkit

http://intranet.seattlearch.org/Toolkit

Letter of Employment Agreement

Date

Name and address

Dear (name):

Thank you for your willingness to share your gifts and talents working with us, and welcome to employment at our parish!  This letter of agreement confirms your acceptance of our offer of employment as _____________ , contingent upon your successful completion of our criminal background check.  We agreed on a starting salary of $________ per month (or $____ per hour).   Your first day of work will be _____________.  Your initial hours of work will be ___________am to _________ pm with a __ minute lunch.  This can be modified upon mutual agreement in the future.  

The beginning of a new endeavor is always an exciting time, but it is also a time of uncertainty and unknowns.  In light of that, I am providing you with the answers to some questions that are frequently asked by new employees. 

Paydays

Payday is on the last day of the month, or the working day preceding if the parish is scheduled to be closed on the regular payday.  If the 31st falls on a Sunday, for example, the payday will be the preceding Friday.  Direct deposit is available, although it takes up to __ payrolls to implement.  Your first payday will be on _____________________.

Benefits

If you are working 20 hours or more per week and scheduled to work 6 months or more, you will be eligible for Archdiocesan benefits on the first day of the month following your date of hire.  Enclosed is a packet for your review.

Parking

If you are driving to work, you may park ____________________.  

Employment Policies

Enclosed is a copy of the Parish Human Resources Policies of the Archdiocese of Seattle for your review prior to beginning work.  Please sign the agreement form and bring it with you on your first day of work.  

Unemployment Insurance:

The Archdiocese of Seattle does not participate in the unemployment insurance system.

Criminal Background Check:

I am enclosing a self-addressed, stamped envelope for you to return the background check form and signed release.  If you could mail that back to this office as soon as possible, I would appreciate it.

Paperwork to bring on your first day:

Please bring the following with you on your first day of work:

1. Proof of citizenship or eligibility to work in the U.S. if you are not a U.S. citizen;

2. One original copy of this letter with your signature;

3. Signed form for parish human resources policies.

Please sign this letter below and return to me or you may prefer to bring this with you on your first day of work.  Please feel free to call me at ____________ if you have any questions.  I look forward to working with you.

Sincerely yours,

Supervisor

Enclosures:

Benefits Packet

Parish Human Resources Policies

Background Check Form and Release

Self-Addressed, Stamped Envelope

_____________________________________________

                      (Signature of employee and date)    
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