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Exempt Temporary Employee Offer Letter Template
DATE
 
NAME
STREET ADDRESS 
CITY, STATE   ZIP
 
Dear [Employee Name],

The University of Vermont is pleased to offer you the [System Job Code Title e.g. Temp Exempt] position in the department of [department]. You will be reporting to [Supervisor Name, Title], and your start date is scheduled for [date]. Your compensation will be $[per pay period amount (divide annual salary by 24 prorated by term length and FTE)] minus applicable taxes and withholdings paid twice monthly. This position is currently scheduled to work [approx. # of hour per week 0-40] per week during the hours of [e.g., 8a-4:30p]. The duration of this position is approximately month [time frame] however, the position may terminate earlier based on the University’s needs. Depending on departmental needs, there may be an extension of the temporary assignment, or the temporary assignment may end before anticipated. This is an exempt position that is not-eligible for overtime per the Fair Labor Standards Act guidelines.

Temporary employees are not eligible for University benefits[footnoteRef:1], paid holidays or paid time off[footnoteRef:2]. A temporary employee may request and may be granted unpaid time off, but it is not considered leave. If a temporary employee becomes a regular employee, the time worked in the temporary position does not count toward length of service or seniority as a regular employee. [1:  Employees working an average of 30 hours per week (130 hours per month) over a University measurement period will be offered University Affordable Care Act medical coverage. For more information see the Affordable Care Overview page on the HRS website at https://www.uvm.edu/hrs/affordable-care-act.]  [2:  Temporary employees may be eligible for paid sick time as described in the Temporary Employee Paid Sick Time Policy.] 


Temporary employees do not have the right to grieve if terminated, nor do they have access to the University grievance system as described in the Grievance and Mediation Policy for Non-Represented Staff. The University’s Statement on Equal Opportunity in Employment applies to all employees, including temporary employees.

[bookmark: _Hlk126052030]Include if fully remote upon hire: The University agrees that commencing on your hire date, you may telework on a full-time basis from a non-UVM facility located in [City, State].  Please refer to Federal and State Labor Laws for further information regarding those applicable laws in the state you work in.  If you wish to telework from a different location, you will need to submit a telework request and receive prior approval for a change in work location following the University’s telework policies and procedures.

Include if position supported by restricted funds:	This position is [wholly/partially] supported by restricted funds and it is contingent upon the continuation of these funds. Therefore, the University cannot guarantee employment beyond [DATE], which is the expiration date of these funds.

Include if the driving is an essential function: Since driving a University vehicle is an essential function of your position, the University must obtain a copy of your current motor vehicle record; the results of which must be satisfactory to the University. Continuation of employment is contingent upon you maintaining a valid motor vehicle license.  Additionally, you much obtain permission to drive a UVM vehicle by following the process found at the University Risk Management and Safety Website specific to the Driver Safety Program.

[bookmark: _Hlk126052116]Include if a background check is required for this position [link to background check policy]: This offer is contingent upon the completion of a successful background check.

Include if hiring a Temp Coach employee: As a coach at the University of Vermont, you agree to engage in (and assure that every person under your supervision is engages in) safe and responsible treatment of student-athletes. You also agree to avoid behavior that could jeopardize a student-athlete’s health, safety, welfare or that could otherwise cause harm or risk causing harm to a student-athlete.

You will be required to attend [#] number of training sessions per week, including practices, classroom, video, weight training and other activities.  You will be required to attend [#] number of competition and events.
Prior to beginning employment, but no later than the first day of work, you must be prepared to complete and submit the following forms: an Employment Eligibility Verification Form (I-9), a Form W-4 and a Form W-4VT. All forms are available online at https://www.uvm.edu/hrs/forms.

Sincerely,

[Signature and title of the supervisor with authority to hire]

We look forward to hearing from you by [DATE], after which time this offer is no longer valid. If your decision is to accept the position, as stated above, please indicate your acceptance by signing a copy of this offer letter and returning it to:

[Department Representative Name]
[CAMPUS ADDRESS]
UNIVERSITY OF VERMONT
BURLINGTON, VT 05405

ACCEPTANCE:   I accept the offer as outlined above.

____________________________________________			_________________
Signature								Date
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