OFFER LETTER FOR HOURLY WAGE POSITIONS

Instructions for completing the offer letter:   Following are paragraphs to be included in the offer letter as applicable.  
· Delete unnecessary headers and all sections that do not apply.  
· Copy and paste remaining items onto your department letterhead and include only information from the wording in bold that applies to your job.  Include all of Sections 1 and 3 and the relevant statements in Section 2. 
· Send two copies to the applicant: one for the applicant to sign and return to you and another for the applicant to keep for his/her records. 
· Once you receive the signed acceptance, please return the letter with the original signature to Human Resources.  Keep a copy of the letter for your files.
Section 1 – All letters should include this section

This will confirm our verbal, contingent offer of part-time wage employment of x hours per week in department at Virginia Tech, effective date.  Your pay rate will be $$$ per hour paid twice a month.  As a condition of employment, all employees are required to have their pay electronically deposited into their bank account.
University policy requires that a conviction check be conducted for all non-student hires.  Similarly, a driver’s check is required for certain positions that require significant driving responsibility.  You will be notified if any issues arise.  This offer is contingent upon satisfactory completion of the required conviction and/or driver’s check.
This position is nonexempt from minimum wage and overtime requirements under the Fair Labor Standards Act (Wage and Hour Law) and will be eligible for overtime compensation.
In accordance with university policy, wage employees are limited to, but not guaranteed, 1500 hours from May 1 – April 30, and are paid only for actual hours worked.  As a University Hourly Wage employee you will not be eligible for benefits such as retirement, insurance, and paid leave.  The length of your employment will depend on the continuation of funding for the position in addition to your satisfactory performance of the duties assigned.

The rights and/or benefits of University Hourly Wage employees are set forth in University policies and procedures found at www.vt.edu.  These policies and procedures can change at any time.  All employees are expected to ensure that business activities are conducted properly and in compliance with various federal and state laws and university policies.  A list of all policies in effect is located on the university's web page at http://www.policies.vt.edu.     Many important procedures are located on the web sites of the Controller's Office, Purchasing Office, Sponsored Programs Office, and Human Resources Office and will be updated as policies change.  Please refer to these for issues not addressed elsewhere.
Immigration Requirements:

Either prior to or within the first three days of employment at Virginia Tech, you must present acceptable documentation of your identity and proof of U.S. citizenship or an alien status authorized to work in the United States.  Employment will be contingent upon your meeting this requirement.


Selective Service Requirement: For Male Employees only
An amendment to the Code of Virginia requires selective service compliance as a condition for employment.  Newly hired male faculty, staff and students must complete the Selective Service Registration Questionnaire before they can start work.  After you accept our offer of employment, you will be asked to complete this form.  Prospective employees who indicate on the form that they were required to register but did not register must present verification from the Selective Service System to Human Resources indicating the requirement is terminated or inactive before they can be hired.  If you are unaware of your status, you are strongly encouraged to contact Selective Service System at 1-847-688-6888 for a determination as soon as possible so that you may obtain the appropriate paperwork in advance of your effective hire date.

Parking:

If you wish to park on campus, you must register your vehicle with the Virginia Tech Parking Services Department.  A fee is required to park on campus.  If you have questions about parking regulations, please contact the Parking Services Department at (540) 231-3200.

Confirming work authorization:

Virginia Tech participates in E-Verify to confirm work authorization of employees.  Information related to E-Verify can be found at the following link: 

https://e-verify.uscis.gov/emp/media/resourcesContents/EverifyPosterEnglish.pdf
Section 2 – OTHER CONDITIONS OF THIS APPOINTMENT - Include the appropriate statements below:

For all positions requiring the operation of commercial vehicles:  

A Commercial Driver's License (CDL) is required for this position. In accordance with the Omnibus Transportation Employee Testing Act of 1991, you must pass a drug test as a condition of employment.  This test will be administered LewisGale Physicians, Main Street Family Medicine, Blacksburg; the results must be received before you can begin work at Virginia Tech.  If the results are not received by your scheduled start date, the date of hire could be delayed.  Please call (540) 552-1246 to arrange an appointment.


For all nine-month academic year positions:  

This position is a special term/academic year position for nine months each year.  Employer contributions for health and life insurance coverage will continue year round and you will earn 12 months of retirement credit.  Leave will be earned only during the actual employment period.

For positions designated as emergency personnel:  

Your position has been designated by the university as essential to university operations.  As emergency personnel you will be required to report to work during emergency situations and authorized closings.

For positions with other requirements:
As discussed in your interview, you will be required to work shift work, provide your own tools, qualify for specific licenses, or meet other conditions as appropriate………   
Section 3 – All letters should include this section 

Please review the details of this offer letter, sign the acceptance below, and return to me if you plan to accept this offer.  If you have questions about any of the conditions discussed in this letter, please contact me.

Sincerely,

Name

Title

Department

I, ___________________, accept this offer as a University Hourly Wage employee in (the Department Name) at Virginia Tech.  I understand my category of employment is University Hourly Wage and is governed by University Human Resource policies.

Signature: _____________________________     Date: ____________________

