Appendix A8

MEMORANDUM OF EMPLOYMENT, ON-CALL EMPLOYMENT
TO: (NAME OF EMPLOYEE)

FROM: (PASTOR, PRINCIPAL, MANAGER) 

RE: EMPLOYMENT 




DATE: 
You have been hired by [Parish, organization] as a non-exempt, on-call employee to perform the duties of [position title].  In this regard, you will be notified as to when the [Parish, organization] is in need of your services.  The assignments will normally be of short duration not to exceed 30 days. There is no minimum commitment of hours that you are being hired for. 

You are expected to perform such duties as assigned by your supervisor and as specified in the accompanying job description in accord with Diocese of Tucson Personnel Policy Guidelines and Procedures and the with policy guidelines and procedures of the [parish, school, or office).   
Your on-call assignment will start on [starting date] and end on [ending date]. Your pay as an on-call employee will be [amount per hour].  

Worker’s compensation insurance is provided. [Parish, organization] does not participate in the Arizona Department of Economic Security Unemployment Compensation Program.  On-call employees are eligible for paid Arizona Sick Time in accordance with Arizona law. Paid Arizona Sick Time is accrued at the rate of one (1) hour for every thirty (30) hours worked up to a maximum of forty (40) hours in a calendar year. 

On–call employees are not eligible for any other benefits.  

No information provided to you about employment matters such as salary, work schedule, position description and benefits creates or implies a guaranteed or contractual obligation of employment. Also, no promises or guarantees of a specific term of employment or of benefits are permitted.
The employment relationship at [Parish, organization] is “employment at will”.  This means that you are free to resign at any time without giving a reason.  Likewise, it means [Parish, organization] can terminate your employment at any time with or without reason, but not for a prohibited reason.  This relationship implies no guarantee or contractual obligation for employment.  This memorandum is not an agreement, a contract, or a guarantee of employment.  Please sign below to indicate that you have received, read and understand the content of this memorandum. 
_____________________________
__________________________


For (insert parish, school, or office)

(Employee Name – Printed) 

Date: ____________________

__________________________


 



(Employee Name – Signed)
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