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Print on Humanities Letterhead
Date Letter is Issued

Via: Hand delivery, email, letter mail, courier
Hourly-Rated Sessional Faculty Name

Home/Mailing Address
Dear Name:
On the recommendation of the Director of the School of the Arts, <<NAME>>, I am pleased to offer you an Appointment as an Hourly-Rated Sessional Music Faculty employee, to teach as follows: 
Instrument:



Instrument Name
Number of Students:


Number 

Projected Enrolment:

Best estimate as of date of letter
Location:

e.g. Central Campus, Ron Joyce Centre Burlington
Academic Term(s):

e.g. Fall/Winter, include start and end date of Term(s) 
Instructional Day(s):

Date of first/last lecture and days of the week the course is running
Examination Period:

Date x to Date X
Supervisor:



Name, Position, Department

Wages:

$ Wage- per Schedule A in CUPE Unit 2 Collective Agreement
Mosaic Posting # (where applicable):
####
First Consideration Appointment

This course is offered to you as a First Consideration Appointment as follows:

	Standard First Consideration
	Enhanced First Consideration

	· First Consideration Appointment Offering #1
· First Consideration Appointment Offering #2
· First Consideration Appointment Offering #3

	· First Consideration Appointment Offering #1
· First Consideration Appointment Offering #2
· First Consideration Appointment Offering #3
· First Consideration Appointment Offering #4

	Extended Standard First Consideration

· 12.13(d): the Employer is extending the Standard entitlement of the Sessional Faculty
	Extended Enhanced First Consideration

· 12.13(d): the Employer is extending the Enhanced entitlement of the Sessional Faculty



The sum of 6% vacation pay, as well as consideration for all other statutory payment requirements, is included in the above mentioned wages.  Your wages are subject to statutory deductions and CUPE union dues.  You will be paid by automatic deposit in bi-weekly instalments from the beginning to the end of the academic term noted above. 

The terms and conditions of your employment are as described in the Collective Agreement between McMaster University and Canadian Union of Public Employees CUPE) Unit 2. Additional information can be found in the “Sessional Faculty Notes” notes.  Both of these documents are available at the following link: http://www.workingatmcmaster.ca/elr/collective-agreements/cupe-unit2/.  
The closest CUPE 3906 bulletin board to your Department 
is located by room/between rooms.
  You may also contact CUPE at (905) 525-9140 extension 24003, or in person at their office in Kenneth Taylor Hall room B111.  Their website is: http://www.cupe3906.org/.
As a Sessional Faculty employee, you have access to an online Sessional Faculty Orientation which answers pertinent questions that you may have related to your employment.  We highly recommend that you take the time to complete the online orientation found at: www.workingatmcmaster.ca/unit2-orientation.  It is possible that you will be in a supervisory role over teaching assistants (“TAs”) during the academic term.  The obligations of teaching assistants are outlined in a Guide for TAs which is accessible at the following link: https://miietl.mcmaster.ca/site/wp-content/uploads/2014/09/TA_guide1.pdf.  

If, after completing the online orientation program, you have outstanding questions regarding your employment, you can contact the department chair, administrator, or me, who will answer the questions that you have, direct you to the appropriate resource or may provide you with an opportunity to meet in-person.

Further, as a Sessional Faculty employee you are eligible for training through McMaster’s Paul R. MacPherson Institute: https://mi.mcmaster.ca/.  This link also provides information regarding the date and availability of the New Faculty Orientation session.  You also have the opportunity to attend the New Employee Orientation Program, with information available at the following link: www.workingatmcmaster.ca/neo/. CUPE also administers a Professional Development fund.  For further details see: http://cupe3906.org/sessionals-unit-2/professional-development-fund-unit-2/. 
The University will provide studio space for you to carry out your duties.  You may choose to use alternate (non-University) studio space, however, this is subject to the approval of the Director of the School of the Arts.
If you reside outside of the City of Hamilton and must travel to McMaster University central campus in order to give instruction, you will be provided with a taxable travel allowance at the rate of $40.00 per round trip.  If you reside greater than 80km from the main campus you must notify SOTA of your status as eligible to claim this allowance as non-taxable.  
Work Authorization

If you are not currently eligible to work in Canada, you are responsible for obtaining the necessary documentation for admission to Canada and the right to work at McMaster University.  You should contact the nearest Canadian Consulate as soon as possible in order to arrange for the appropriate Visa/Work Permit for your entry into Canada.  You will have to show them this letter and, if you require any additional documentation from the University, please contact me directly.

This offer of employment is made on the condition that, on or before START DATE, you will obtain all necessary documentation and clearances to enable you to enter Canada and work at McMaster University.  If you are unable to do so on or before START DATE this offer and any acceptance of it by you will be null and void.  Further, you are responsible for respecting the conditions of your Visa/Work Permit and ensuring you maintain eligibility to work in Canada. If, for any reason, you are unable to fulfill this condition, your employment with the University will automatically cease.
If the terms of employment as set out in this Letter of Appointment are satisfactory to you, please sign both copies of this letter and return 1 to name, title, location, within 2 weeks of the date of this letter. The signed copy that you return will serve as acceptance of this offer.  If your signed letter is not received back by the date that is 2 weeks from the date of this letter, at 4:30pm
, the offer maybe/is 
withdrawn and will no longer be open for acceptance.  

This Appointment is complete upon your submission of grades at the end of the academic term.  I look forward to hearing back from you at your earliest convenience.  

Yours sincerely,

NAME
POSITION, FACULTY
______________________________ 
__________________________
          _______________

Signature 

 


Printed Name 


          Date

Hourly-Rated Sessional Music Faculty
Hourly-Rated Sessional Music Faculty
cc:
CUPE Local 3906, KTH B111
Finance Office


Human Resources Services, CSB 202 or Office of Graduate Studies, GH 202 (Graduate Students only)
FOR FACULTY OFFICE USE ONLY- The space below is to be completed by the office in the applicable Faculty, after receiving the signed offer

	Employee ID#: ___________________
Position Code: ________

Transaction Code: __1019___ 
Account Number:

_____________________________

Course(s)
Hours
Wage(s)

	APPROVAL:

Department Authorization Name: ____________________

Signature: _______________________    Date: ________

Finance Office Authorization Name: __________________

Signature: _______________________    Date: ________

	Comments:   




If you require this information in an alternate/accessible format, please contact Nina Bovair, Employee/Labour Relations Administrator at extension 23850.
�Should be 3 weeks from the date of the posting closing 


�Revise as appropriate


�This section is optional and should only be included when this is a First Consideration appointment (Art. 12.13) �


�May need to revise to Faculty, School as appropriate 


�Include rough location of CUPE departmental bulletin board.


�Change time if needed in accordance with Departmental/Faculty hours


�Include, “may be” or “is” depending on the circumstances.  
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