Appointment Letter Template – Class 4 Casual
Copy and paste the text below onto your department’s letterhead











[Date]
[Name]
[Address]

Dear: [Employee’s name],

On behalf of Rutgers University, I am pleased to offer you a casual employee appointment. The terms of your employment follow:

Job Title:
Department:
Employee Class: Class 4 – Casual
ATS Case Number:
Effective Date of Appointment:  
Appointment End Date:
Pay Type: Hourly
Pay Rate: [Enter hourly rate]
Job Code:
Hours Worked Per Week: [Enter number of hours – Limited to less than 20 hours per week in accordance with Class 3 and Class 4 Employment Policy - 60.1.5]

FLSA Designation: This is a non-exempt position which is eligible to receive overtime compensation according to the rules and regulations of the Fair Labor Standards Act (FLSA). However, Rutgers policy restricts the Class 4 appointment to less than 20 hours per week; therefore, you are prohibited from working beyond the less than 20 hour per week limit.

This Class 4 - Casual appointment is considered “at-will” and your employment may be terminated with or without cause, at any time at your or the University’s discretion. In accordance with Policy 60.1.5 – Class 3 and Class 4 Employment, this appointment is limited to less than 20 hours worked per week; it may extend up to 1 year of continuous service in the same appointment and may be renewable for another 1-year term. However, your temporary appointment may end prior to the appointment end date at your supervisor’s discretion. This position is subject to and governed by all university regulations, policies, and procedures generally applicable to Class 4 employees, as they may be amended from time to time. Nothing in this letter supersedes applicable university regulations, policies, and procedures. You may access the Class 3 and Class 4 Employment Policy and Guidelines at the University Human Resources website at http://uhr.rutgers.edu/Class3andClass4 to review information related to your employment.

In addition, your employment may be contingent on a background verification and/or successful completion of a medical examination.

The Immigration Reform and Control Act of 1986 requires us to certify the identity and work eligibility of all new employees. Therefore, this appointment is subject to your presentation of proper documentation as required by the law. The Employment Eligibility form (Form I-9) is an online process, and all new employees must present the required documents to your employing department, in person, within three days of your employment start date.  

In addition to the Form I-9, all new employees are required to have their employment eligibility verified through government databases using E-Verify. E-Verify compares information from your Form I-9 to data from U.S Department of Homeland Security and Social Security Administration records to confirm employment eligibility. In the event that the E-Verify system of the U.S. Citizenship and Immigration Services (USCIS) gives Rutgers a “Temporary Non-Confirmation (TNC)” of your eligibility for this job, you will be notified by your employing unit and given the opportunity to respond to USCIS within the required timeframe. If subsequent to a TNC on your case the E-Verify system gives Rutgers a “Final Non-Confirmation (FNC)” of your eligibility for the job, your employment in this position will be subject to immediate termination as required by USCIS regulations. For information on the Form I-9, E-Verify and the list of acceptable documents, please visit the U.S. Citizenship and Immigration Service website: http://www.uscis.gov/portal/site/uscis. 

[bookmark: _GoBack]Pursuant to N.J.S.A. 34:1A-1.11 et seq. we are providing information for your review concerning the Employer Obligation to Maintain and Report Records regarding wages, benefits, taxes and other contributions and assessments. You may access this information from the University Human Resources website at:  http://uhr.rutgers.edu/ee/noticepostings.htm. 

In addition, as a Rutgers employee you are required to review the Rutgers Code of Ethics and the Rutgers Plain Language Guide to Fundamental Ethics and Conflicts Rules which may be accessed at http://ethicsru.rutgers.edu/. Print and sign the Receipt and Acknowledgment of the Rutgers Code of Ethics form available at the University Human Resources website at http://ethicsru.rutgers.edu/documents/ReceiptForm.pdf.

I am delighted you will be joining our staff.  Please arrive at [time] on [start date] at [Complete as appropriate: Department, room number, building, campus, parking arrangements, etc.].  If you have any questions, please feel free to call me at [telephone number].

							Sincerely,

							[Name & Title of Hiring Authority]


C:  (If Necessary)

Please sign and return this letter to [Name and Address] indicating your acceptance of the above terms and receipt of enclosed materials by [Date]. A copy is enclosed for your record. Also, you should return the signed Receipt and Acknowledgement of the Rutgers Code of Ethics to the Ethics Liaison Officer & Compliance Manager at the Office of the Vice President and General Counsel, Winants Hall, 7 College Avenue, New Brunswick, NJ 08901. Your appointment cannot begin until you have signed and returned this letter and the Receipt and Acknowledgment Form.

SIGNATURE:                                                              DATE:

