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(PLEASE COPY, REVISE AND PRINT TO YOUR DEPARTMENT LETTERHEAD)

LETTER OF OFFER
NEW EMPLOYEE – Classified

(NOTE:  If you are offering a Limited Duration position, you must download a completed Limited Duration Agreement to the Documents page of the posting. Limited Duration employees do not receive offer letters.   This form is a downloadable OSCAR form.)

If the position is Non-Limited Duration, use the following letter:


Date
Inside Address

Dear ______________:

I am pleased to offer you a (full-time/part-time) (XX.X FTE) position as (classification title) in the (department), effective (date). Your salary will be $(salary rate) per (hour/month). (Use the hourly salary rate if the position is part time).


Appointment Type - If the position is an Academic Year, Intermittent, or Seasonal position, insert the appropriate sentence below at the end as paragraph 2:

This is a [9/10/11]-month academic year appointment.  Your dates of employment will be determined by your supervisor.  

This is an intermittent appointment, meaning it will occur, terminate and recur periodically and regularly.

This is seasonal appointment, meaning it will occur, terminate, and recur periodically and regularly.


Collective Bargaining Agreement Statement – Use in EACH letter:

As a classified employee of Oregon State University, your terms and conditions of employment are specified in the collective bargaining agreement with Service Employees International Union, Local 503, OPEU.  The collective bargaining agreement is available on the web at 
http://www.ous.edu/dept/finadmin/labor



Trial Service Statement - Select one of the following paragraphs, as appropriate:

If the FTE for this appointment is .50 to 1.00, use:

Because this is an initial appointment, you will be required to serve a trial service period of six (6) months.  The trial service period is recognized as an extension of the selection process and is the time immediately following appointment.  Upon successful completion of your trial service, you will be entitled to rights and benefits associated with “regular” status as a classified employee at OSU.

						

If the FTE for this appointment is less than .50, use:

Because this is an initial appointment, you will be required to serve a trial service period of nine (9) months.  The trial service period is recognized as an extension of the selection process and is the time immediately following appointment.  Upon successful completion of your trial service, you will be entitled to rights and benefits associated with “regular” status as a classified employee at OSU.

If the position is a “Special Campus Security Officer”, use:

Because this is an initial appointment to a “Special Campus Security Officer”, under ORS 352.385 trial service shall be (6) months or shall terminate upon the successful completion of the Department of Public Safety Standards and Training (DPSST) OUS certification course, whichever is later; but in no case shall trial service last more than twelve (12) months.

Criminal History Check - Use when an offer of employment is contingent upon a satisfactory criminal history check (CHC): 

This offer of employment is contingent upon completion of a satisfactory criminal history check. If this requirement is not met at the time of appointment, your start date will be adjusted to a date after the requirement is met. A release form to conduct this check is enclosed. After completion, please return to the location and address included on the final page of the form. You will be notified once the required check is complete.


Valid Driver’s License/ Satisfactory Driving History - Use when an offer of employment is contingent upon a valid driver’s license/satisfactory driving history:
 
This offer of employment is contingent upon verification of a satisfactory driving history and possession of a valid driver's license.  If this requirement is not met at the time of appointment, your start date will be adjusted to a later date. Please obtain your driving history for the past 2 years from your issuing state’s Department of Motor Vehicles and submit an electronic copy to:  employee.relations@oregonstate.edu or fax a hard copy to 541-737-0553.  


Certification/Licensure Requirements – Use if the appointee is required to have special licenses or credentials as part of the required qualifications (at appointment, or within a certain period of time):

This offer of employment is contingent upon verification of your ____ ______________ license/certification by your appointment start date.  Please provide your supervisor with proof of this requirement before this date.


Commercial Driver’s License - If the appointee must have a Commercial Driver’s License (CDL), it requires a urinalysis test (and completion of coursework, etc.); add the following paragraph to the offer letter:

This offer of employment is contingent upon your ability to obtain a Commercial Drivers License (CDL) by (when). (Some department require this at the time of appointment, others require it within 6 months).

Compliance with NCAA Regulations – Use if the appointee will work with student athletes in Athletics or with student athletes in another capacity:

This position requires your commitment to comply with all National Collegiate Athletic Association (NCAA) regulations.  Personnel with Department of Intercollegiate Athletics are available to assist you, should you have any questions regarding this requirement.

FLSA Paragraph – Include one of the following paragraphs in EACH letter, as appropriate. 

For FLSA Exempt employees:

The position you are being offered meets the criteria for exemption from the provisions of the Fair Labor Standards Act; thus, you will not be eligible to receive overtime compensation.
For FLSA Non-Exempt employees:

The position you are being offered does not meet the criteria for exemption from the provisions of the Fair Labor Standards Act; thus, you will be eligible to receive overtime compensation, as appropriate.  Overtime requires prior approval from your supervisor.

 Benefits - Select one of the following paragraphs, as appropriate:
If the FTE for this appointment is .50 or greater, use:
Visit the “Inside OSU” website for new employees at http://oregonstate.edu/admin/hr/orient/ to review health benefit plan options, pension and retirement savings options, and how to enroll. You must enroll in your health benefits within 30 days of your hire date. Benefits are generally effective the first of the month after your hire date and completion of the enrollment process.  The “Inside OSU” website also contains general information to orient you to OSU including work/life balance topics and resources.
						
If the FTE for this appointment is less than .50, use:

The position you are being offered is not eligible to receive medical, dental, or life insurance benefits with OSU.  Visit the “Inside OSU” website for new employees at http://oregonstate.edu/admin/hr/orient/ for general information to orient you to OSU including work/life balance topics and resources.

Personal Demographic Paragraph – Use if appointee has never been employed by OSU (NOTE: A new form MAY be required when rehiring or reappointing a former employee.  See the OSCAR Rehire/Reappoint tasks instructional text when rehiring or reappointing a former employee to determine whether or not a new form is required.)  The paragraph can be excluded if a form is not required:

Please complete the enclosed Personal Demographic form and return it to __________. This will speed up your access to campus services.


Technology Transfer Statement – Use one of the following paragraphs, as appropriate:

Use if a Personal Demographic form is required:

Oregon State University has a technology transfer program.  All OSU employees are required to sign an agreement concerning the rights to technology developed during their employment at OSU.  If you would like additional information, including rights to a royalty share, contact the Office of Commercialization and Corporate Development, Kerr Administration Building B308, (541) 737-0674.

Use if a Personal Demographic form is NOT required:

The Technology Transfer Agreement signed at the time of your original employment with OSU will remain in effect.


Acceptance Statement – Use in EACH letter:

If you accept this offer, please sign below and return this letter to me by (date).  You may make a copy for your records.

Sincerely,

__________________________________
(Hiring Supervisor’s Name / Title)


I accept this offer of employment as outlined in this letter.


__________________________________		_____________________
(Employee Name)						Date

CC:	BC Human Resources
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