OHHCW LETTER







[Date]

[Name]

[Address]
[City State Zip]
Dear [Name]:


I am pleased to confirm our offer of employment as an Occasional High Hour Contingent Worker (OHHCW) [Job Title] at [Department/School Name], in fiscal year beginning [Date] and ending June 30, [YEAR].  Your weekly gross hourly rate is $________.  

Please be aware that all OHHCW employees are employed on an at-will basis, and Harvard reserves the right to terminate the employment relationship at any time.  Harvard’s policy in regards to the employment of OHHCW employees during the fiscal year (Jul 1 – Jun 30) is as follows:

· May work up to 455 hours per fiscal year 
· May work up to 12 weeks per fiscal year
· May work up to 3 consecutive weeks 

Prior to your start date please contact [HRC Name], Human Resources Coordinator, at [HRC Phone Number], to schedule a time to complete all necessary new hire paperwork.  You will need to provide documentation establishing your identity and employment eligibility at that meeting.  In accordance with Harvard’s affirmative action program, we also invite you to complete the voluntary self-identification forms in PeopleSoft when you log in as a new employee.  In accordance with Massachusetts law, enclosed are copies of the Harvard University policies on Sexual and Gender-Based Harassment and Pregnancy in the Workplace.  As soon as possible after your start date, you should go in person to the Campus Service Center, Smith Campus Center Room 807, to obtain your photo ID card.  

Sincerely,
[Human Resources Officer]
Enclosures
cc:
[Supervisor]
