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[DATE]

DELIVERED BY [MAIL / E-MAIL ETC.]

[NAME]

[ADDRESS]

Re:  Attached Employment Offer Letter
Please see the attached Employment Offer Letter which extends to you a conditional offer of employment with The Salvation Army’s [DEPARTMENT/FACILITY] (“The Salvation Army”).  We are very pleased to extend that offer to you.

In order to accept The Salvation Army’s offer of employment, please sign the Acceptance Clause at the end of the attached letter and return it to me by the date indicated in that letter.  The attached letter contains the terms and conditions of your employment.

We also want to advise you of some administrative details.

At present, your standard weekly hours of work are expected to be [NUMBER], which may change.  Your position is currently considered to be [EXEMPT/NON-EXEMPT] from overtime pay.  Hours worked in excess of your standard weekly hours of work will be dealt with in accordance with The Salvation Army’s policy, which may be changed by The Salvation Army in its discretion from time to time.

Please accept my personal congratulations on being the successful candidate for this position.
Sincerely,

THE SALVATION ARMY

[HIRING MANAGER]

[TITLE OF HIRING MANAGER]

Enclosure (Employment Offer Letter, with attachments)
[DATE]
DELIVERED BY [MAIL / E-MAIL ETC.]

[NAME]
[ADDRESS]
Re:  Employment Offer Letter from The Salvation Army [FOR NON-UNION EMPLOYEES]
We are pleased to extend to you a conditional offer of employment with The Salvation Army’s [DEPARTMENT/FACILITY] (“The Salvation Army”) on the terms and conditions set out in this Employment Offer Letter.

This offer of employment is conditional because there are some background checks that The Salvation Army will conduct before your employment is confirmed (please see the “Background Checks” section below).
Your starting position will be [TITLE] in the [DEPARTMENT/FACILITY] at [NAME OF DIVISION].
1) Start Date

Your start date will be [DATE] or such other date set by your supervisor in consultation with you.

2) Duties

Your duties will be set by your supervisor from time to time and will include those set out in your job description.  The current version of the job description is attached to this letter. Given the nature of our organization and our workload, we expect all of our employees to be flexible.  Job descriptions may be revised by The Salvation Army, and other duties may be assigned by your supervisor.
3) Probationary Period

The first three (3) months of your employment will be a probationary period (the “Probationary Period”) during which you and The Salvation Army will determine whether our relationship is mutually beneficial.  During the Probationary Period, either you or The Salvation Army may terminate your employment for any reason by providing only one (1) week’s notice or, in the case of a termination by The Salvation Army and at its option, one (1) week’s pay in lieu of notice, or such notice or pay in lieu of notice required by applicable employment standards legislation, whichever is greater.
4) Hours
Your position is a [REGULAR FULL-TIME, ETC.] position.  Your hours of work and work schedule will be set by your supervisor.  
5) Compensation and Benefits
Salary.  For your services, The Salvation Army will pay you a starting salary at the rate of $[AMOUNT] per year. Salaries are currently paid on a bi-weekly basis, by direct deposit, to a financial institution of your choice.  Required withholdings and deductions will be taken from all payments to you.  Any increases in salary will be determined at the discretion of The Salvation Army and will take into account your performance.  
Group Insurance Benefits Coverage.  You may enrol in The Salvation Army’s group insurance benefits program, subject to the terms and conditions, including eligibility conditions, of that program.  Note that there is a three (3) month waiting period for enrolment.  For your convenience only, we will provide you with information on the benefits program shortly after you have started working.  Please note that currently, all core elements of the program are mandatory benefits in which employees working 25 hours or more per week are required to enrol, subject to program terms and conditions.  Also, long-term disability (LTD) is currently a mandatory benefit in which employees working 30 hours or more per week are required to enrol, subject to program terms and conditions.  You will be required to pay, through deductions from your salary, part of the premiums for the benefits coverage.  The precise terms of coverage are set out in the benefits contracts between the insurer(s) and The Salvation Army, but note that The Salvation Army may change or terminate the group insurance benefits program at any time in its discretion.  All benefits coverage will end on your last day of employment with The Salvation Army or at the end of any period during which applicable employment standards legislation requires that benefits be continued, whichever date is later.

Group Registered Retirement Savings Plan.  After successfully completing three (3) months of employment, you will be eligible to enroll in the The Salvation Army’s Group RRSP plan, subject to plan terms.  Currently, The Salvation Army contributes four per cent (4%) of your regular earnings to the Group RRSP plan on your behalf, on top of your salary.
Once you have successfully completed three (3) months of employment, you will be eligible to make voluntary contributions to the Group RRSP plan.  Currently, The Salvation Army matches voluntary contributions to a maximum of two percent (2%) of your regular earnings. Note that the Group RRSP plan terms may be changed by The Salvation Army in its discretion from time to time.  All voluntary RRSP contributions by The Salvation Army will end on your last day of employment with The Salvation Army or at the end of any period during which applicable employment standards legislation requires that benefits be continued, whichever date is later
Vacation.  You will be entitled to take vacation in accordance with The Salvation Army’s vacation policy, which may be changed by The Salvation Army from time to time in its discretion.  Your starting vacation entitlement will be [NUMBER] weeks in each year, pro-rated for part years worked.  Vacation pay may not be “banked” from year to year except as permitted by The Salvation Army’s vacation policy or as required by applicable employment standards legislation.
Sick Leave.  You will be entitled to sick time under The Salvation Army’s sick leave policy, which may be changed or discontinued by The Salvation Army from time to time in its discretion. There is no cash value to sick leave, and employees are not entitled to have sick leave “paid out” at any time.  All unused sick leave entitlement will be considered lost and given up, with no cash value, when your employment ends.
6) Ethics and Duty of Loyalty 

As you know, The Salvation Army requires all of its employees to observe the highest standards of ethics and integrity.  Our organization has a reputation for upholding these values, and all employees are expected to hold and observe them.  Further, as an employee of The Salvation Army, you have a duty of loyalty to The Salvation Army.  In all of your activities, you must act in the best interests of The Salvation Army and refrain from any actions or statements that would tend to harm The Salvation Army or its work.  You also agree to comply with all applicable laws.
7) Relationships with Project Partners, Funders, Donors and Others

The Salvation Army values its many excellent relationships with project partners, funders, donors and others.  You agree that it is very important that you and all Salvation Army employees value and support those relationships.

8) Organizational Rules

You agree to follow all organizational rules and policies set down by The Salvation Army from time to time.  If at any time, you have any questions about those rules or their application, please contact [SUPERVISOR].
9) Conflicts of Interest

During your employment with The Salvation Army, you shall not engage in any activities (either during or outside of working hours) that create a conflict with the interests of The Salvation Army, nor shall you provide any service to any person, company, group or organization if, in the sole opinion of The Salvation Army, the provision of such service would actually or potentially create a conflict of interests.
10) Copyright and Work Product

The copyright, including all moral rights, of all materials prepared by you during your employment with The Salvation Army shall belong to The Salvation Army.  All of your work product shall be the exclusive property of The Salvation Army.
11) Confidentiality
You agree that you must not disclose any of The Salvation Army’s confidential information including, without restriction, information relating to project partners, The Salvation Army staff, funders, donors (corporate or individual), negotiations in which The Salvation Army has been involved, methodologies and strategies, and clients.  We trust that given the nature of our organization, you understand that this confidentiality obligation is strict and important.  This confidentiality obligation will continue after your employment ends.
12) Background Checks

The Salvation Army values our employee team and wishes to ensure that all new employees will meet our high standards and fit well with our team.  As such, we conduct background checks in accordance with The Salvation Army’s hiring practices and procedures.  This offer of employment is conditional on you consenting to The Salvation Army conducting the background checks that it requests, and on the results of those checks being acceptable to The Salvation Army in its discretion.
13) Termination of Employment 
The Salvation Army may terminate your employment at any time without just cause.  Your employment may also be terminated as follows:

Termination By You.  After the Probationary Period, you may resign from your employment with The Salvation Army by providing at least two (2) weeks’ notice of resignation.
Termination By The Salvation Army, with Just Cause.  The Salvation Army may terminate your employment at any time without notice for just cause, subject to any minimum requirements of applicable employment standards legislation.

For purposes of clarity, The Salvation Army guarantees that, regardless of how or when your employment terminates, you shall receive any and all minimum rights, benefits and entitlements that you then have under applicable employment standards legislation.

You agree that this Termination of Employment provision shall remain in full force and effect and unamended notwithstanding any other changes to your terms and conditions of employment or to this Agreement, unless you and The Salvation Army otherwise agree in writing.

14) Other Terms and Conditions of Employment

Entire Agreement:  You agree that this is the entire agreement between you and The Salvation Army with regards to the matters covered in this Agreement.  You also agree that you are not relying on any verbal or other promises made by The Salvation Army or any of its representatives.
Employment Standards.  If any provision in this agreement purports to waive or contract-out of any minimum right, benefit or entitlement to which you are entitled under applicable employment standards legislation, that provision shall instead be deemed to provide such corresponding minimum right, benefit or entitlement and this Agreement shall be deemed to have been amended accordingly.
Governing Law:  This Agreement will be governed by the laws of the Ontario and the laws of Canada in force therein.

Advice:  You should feel free to have this Agreement reviewed by an advisor, if you wish.

Flexibility / Changes.  The Salvation Army requires a certain amount of flexibility in directing its workforce.  You agree that The Salvation Army may make reasonable changes to this Agreement and to your conditions of employment, including but not limited to your duties, title, job description, and reporting relationship.  Any such change(s) by The Salvation Army will not be considered to result in the termination of this Agreement, and all of the terms of this Agreement shall continue to apply except to the extent they are incompatible with or are amended by or as a result of such change(s).
15) To Accept this Offer of Employment

To accept The Salvation Army’s conditional offer of employment on the terms and conditions set out in this letter, please sign the Acceptance Clause below and return this letter to me on or before [DATE].  This is an important legal document, and we recommend that you read it carefully a few times. You should also feel free to consult with a lawyer if you wish.  You may retain the enclosed signed duplicate of this letter for your records.

Sincerely,

THE SALVATION ARMY
[HIRING MANAGER]
[TITLE OF HIRING MANAGER]
Enclosure (job description and signed duplicate of this letter, for your records)
cc:  Personnel


Acceptance Clause
I, [EMPLOYEE’S NAME], have read and understood this letter.  I hereby accept The Salvation Army’s conditional offer of employment on the terms and conditions set out in this letter.  I understand that the offer of employment is conditional upon me submitting to the background checks requested by The Salvation Army and the results of those checks being acceptable to The Salvation Army.  I understand that, once the background check conditions of this offer have been completed to the satisfaction of The Salvation Army, this letter will form an employment contract between me and The Salvation Army.
Candidate Signature: ___________________________        Date:  ______________ 
[THIS IS A SAMPLE CONTRACT WHICH MUST BE TAILORED TO FIT EACH PARTICULAR SITUATION]
William and Catherine Booth                  André Cox                   Susan McMillan                                Sandra Rice
Founders
                                                           General                              Territorial Commander                              Divisional Commander

 

