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Regular Part-Time, Non-Exempt

Date:		[insert]
To:		[insert]
From:		[insert]
Re:		Employment Offer 

We are pleased to offer you employment as the [insert job title] for [insert parish/school/diocese name]. This is a regular part-time position and is paid at the starting hourly rate of [insert amount]. You are expected to work on average [insert number of hours] hours a week, although your hours may be greater depending on the time of year and activities of the Diocese. The position is contingent upon satisfactory references and background screening. This position is non-exempt according to FLSA standards and is eligible for overtime. This position is supervised by [insert Supervisor’s name and job title]. Your start date will be [insert start date].

We offer a generous holiday schedule, with up to [insert number of holidays in parish/school calendar] paid holidays per year. This position is eligible to participate in our Vision, Short Term Disability, and Supplemental Life benefit plans on the first of the month after 60 days of employment. Basic Life and Long-Term Disability are provided at no cost on the first of the month after 60 days of employment. This position is also eligible to participate in the Diocese of Charleston’s 403(b) Retirement Plan. Please refer to Policy 301 of the Employee Personnel Manual or the Office of Human Resources details about vacation and sick accruals. 

This position requires that you operate a motor vehicle as part of your job duties. In signing this agreement, you acknowledge that you currently have or will obtain auto insurance with minimum bodily injury liability limits of $100,000/$300,000 within 30 days of hire [remove paragraph if not driving for work].

While we hope to have a long and fruitful working relationship, it is understood that South Carolina is an “at will” state and your employment with the Diocese of Charleston is at will.  Our at will employment relationship may be ended by either party at any time with or without notice or reason.  This letter is not a contract, but merely an outline of an offer of employment to you from the Diocese of Charleston. 

By signing below, you acknowledge the above and understand that your employment is at-will

If the above is acceptable to you, please sign below and return to me.


						
Signature				Date
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