
To be put on club letterhead (logo and address w/ phone numbers)
Then change all the items in italics and ensure it meets your policies and then remove these lines. 
Date
Candidate Name
Candidate Address

Dear Name,

On behalf of CLUBNAME, I am pleased to present to you an offer of employment for the part-time/fulltime position of title and I trust that the terms and conditions as outlined below will meet with your satisfaction.

Your start date will be DATE. The rate of pay offered is $XX per hour and does not include group health benefits. Vacation pay at the rate of 4% will be paid to you as indicated on your attached Vacation Agreement Form. You will be placed on probation for a three-month period at the end of which you will receive a job performance evaluation. 
In addition, this offer of employment also includes the following conditions of employment:

· Please provide a current and satisfactory Vulnerable Sector Screening Check. The cost of this report is your responsibility and I would ask that you contact your local police authority with the included letter to initiate this process.  Due to the nature of your position you will not be able to be with children until the results of the check has been approved. As a condition of continued employment, CLUBNAME reserves the right to request updated reports from time-to-time as per policy.  The cost of subsequent reports which may be requested will be paid for by CLUBNAME.  
· You will report directly to Name of person, Position.

· Please note that your work schedule is based on a XX hour work week, this could vary seasonally responding to the annual schedule. 
· It is expected that you will be available to work a flexible schedule with appropriate notice to assist with special events as the need arises which may occasionally include early mornings, evenings, and weekends. 
A hard copy of the CLUBNAME Orientation Guide including health and safety procedures as well as human resources procedures will be provided to you on your start date and I would ask that you review these documents in detail. You will be required to abide by all CLUBNAME procedures. You will be required to participate in orientation and training activities to prepare you for the position.

Please be advised that by signing this offer, you are accepting that if your employment is terminated without acts of wilful misconduct, disobedience, or wilful neglect of duty that is not trivial and has not been condoned by the employer, you will be entitled only to the notice or pay in lieu of notice required by the Employment Standards Act and will have no further or other claim at common law or otherwise. You further agree that this provision has full force and effect regardless of any future changes to your position or remuneration. You agree to provide a minimum of two weeks’ notice if you should wish to terminate your employment with CLUBNAME
Name, to indicate your acceptance of this offer and the terms and conditions as stated here, please sign the bottom portion of this letter and return a copy to me by DATE.  On behalf of CLUBNAME, we are pleased that you have agreed to join our organization and look forward to the opportunity of working with you.

Sincerely,

NAME
Title 


I, name, accept the offer of employment and the terms and conditions as noted herein.

_____________________________________


______________________

NAME








Date

