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[bookmark: _Hlk101974683]Date 

First and Last Name 
Address, Apt #
City, ST, Zip 

Dear Student: 
You are being offered a {student} casual position of (Job Title) within (Department), beginning on (Start Date) or such other date as mutually agreed upon in writing. Please review all of the information below before accepting this offer.  {This is a grant-funded role.} 

Supervisor: <>
Course: <>

Expected Hours: As a Course Assistant, you are expected to work on average, 8-10 hours per week, for 17 weeks during the <> semester. Hours worked above the anticipated 10 hours per week must be approved in advance, in writing, by your faculty supervisor.  There may be some variation from week to week based on the tasks and responsibilities you will be given by your supervisor.  

Submitting Timesheets: Please read and follow the instructions on how to submit your Timesheets in TLAM. Your electronic timesheets are due no later than 2PM on the second Friday of the current pay period per this Timesheet Schedule.

Your hourly rate is $hourly rate with an overtime rate of $overtime hourly rate paid on a bi-weekly basis. The University’s payroll calendar can be found at https://humanresources.columbia.edu/content/payroll-calendars. 



Notice to Casual Employees


Student casual employees, those enrolled half-time or more at Columbia University, Barnard College or Teachers College, may not exceed 20 hours per week across all positions during the academic year (fall and spring semesters).  Please notify your current hiring department before accepting another position at the university.


Non-student casual employees are limited to one job for a maximum of 560 hours or 4 months from initial hire date, whichever comes first, in a 12-month period with limited exceptions.

Casual employees are not eligible to participate in the Columbia University employee benefits programs, except for the Voluntary Retirement Savings Program (VRSP). To learn more about VRSP benefits, visit the Human Resources website at https://humanresources.columbia.edu/retirement and click on the student employees tab.

As a condition of your employment, please review the Important Compliance Information (which includes the I-9/Employment Eligibility Verification process, and other compliance information) attached to this letter. Please also note that all personnel working in a hospital or other settings covered by Article 28 of the New York State Public Health Law are subject to vaccination requirements, absent an approved medical exemption.

Your employment with Columbia University is “at will,” which means that either you or Columbia University may terminate your employment at any time for any or no reason. There is no guarantee of your continued employment, or of employment for any specific duration, regardless of any other oral or written statement by any Columbia University Officer or representative. 
[bookmark: _Hlk102373927]After reading the additional information on the following pages, if you understand these terms and accept our offer of employment, please sign and return a copy of this letter. Please note that we cannot process your hire and, therefore, your compensation until you have returned all the required hiring paperwork, have a completed I-9 on file, and if applicable, have submitted a copy of the Social Security Number application receipt.

Sincerely,


Supervisor First and Last Name 
Supervisor Title 


I hereby accept the offer of employment:


	
	
	

	Signature
	
	Date




Please complete the below, if applicable:

	Worksite Information
	
	For CUIMC Only

	Will any of the following be present at the worksite: 
	
	Will the casual employee:

	☐ Bloodborne pathogens
☐ Formaldehyde/Xylene
☐ Radioactive materials
☐ Infectious agents (e.g., varicella, polio)
	☐ Chemicals
☐ Laboratory animals
☐ Class 3b or 4a lasers
	
	☐ Participate in physician billing
☐ Interact with patients and/or research subjects
☐ Be required to use a respirator




IMPORTANT COMPLIANCE INFORMATION

PRE-EMPLOYMENT BACKGROUND CHECK (Does not apply to student casuals)
Your offer of employment is contingent upon the satisfactory outcome of a personal background check consisting of a criminal history search (including the 50 states' sex offender registry) and/or other testing, depending on the position. The background check must be completed before commencing employment at the University.

FORM I-9/EMPLOYMENT ELIGIBILITY VERIFICATION
Your employment is contingent upon verification of your identity and eligibility to work in the United States.  Newly hired or rehired employees are required to complete a Form I-9 in compliance with the Immigration Reform and Control Act of 1986 within the first three (3) working days and present valid, original documentation. Section one (1) of the I-9 must be completed online, no later than the first day of employment, on the Columbia University I-9 and E-Verify website at https://humanresources.columbia.edu/I9-everify.  Section two (2) must be completed in person using original and unexpired documents (electronic versions and photocopies are prohibited under the law). Instructions on scheduling an appointment for completing section 2, either on campus or using the I-9 Anywhere service if you work outside New York City, can also be found on the website listed above.    

COMPLIANCE INFORMATION AND TRAINING
Columbia University is committed to operating with integrity and fully complying with all applicable laws, regulations, and policies.  The University does not tolerate retaliation against individuals who report compliance concerns.  There are a number of resources available at the University to individuals concerned about unethical, illegal, or suspicious behavior.  We encourage you to visit the University's Compliance website: compliance.columbia.edu, to familiarize yourself with University policies.

Maintaining a positive work environment and promoting a workplace free from discrimination and harassment supports the academic and research mission of the University by ensuring all members of our community can contribute to their fullest potential. As a condition of employment, you will be required to complete The New York Anti-Sexual Harassment training upon hire and every year thereafter in accordance with New York State and City Law. 

As a member of the National Collegiate Athletic Association (NCAA) and the Council of Ivy Group Presidents (Ivy League), the University requires all members of the community, in all matters related to the intercollegiate athletics program, to exhibit the highest professional standards and ethical behavior about adherence to NCAA, Conference, University, and Department of Intercollegiate Athletics and Physical Education rules and regulations.

All CUIMC faculty, staff, students, and other designated individuals at the university are required to complete HIPAA Privacy and Security Essentials training upon hire and annually thereafter to ensure continued vigilance in protecting our patient information.  After activating your UNI, you will be automatically registered to complete the course and receive an email from Columbia’s Enterprise Learning Management system (columbia@sabacloud.com) with instructions.  This training must be completed within thirty (30) days of employment.  


NEW YORK STATE HERO ACT
In accordance with New York State’s hero act, we are providing all new employees with a copy of the prevention plan that Columbia has adopted to protect against the transmission of any airborne infectious diseases in the workplace as designated by the NYS Commissioner of Health (it does not apply to the current covid-19 pandemic). The plan can be found here: https://research.columbia.edu/sites/default/files/content/EHS/COVID-19/HeroActPlan.pdf.  

NEW YORK CITY WORKERS’ BILL OF RIGHTS
In accordance with New York City’s Worker’s Bill of Rights legislation, we are providing all new employees with a link to the rights and protections workers can expect: https://www.nyc.gov/site/dca/workers/workersrights/know-your-worker-rights.page. For more information about Columbia’s policies, please see the Human Resources section of the University Policies site: https://universitypolicies.columbia.edu/content/human-resources-policies.
LACTATION POLICY 
In compliance with applicable laws, we provide all new employees with a copy of the university’s lactation policy, which can be found here: https://universitypolicies.columbia.edu/content/lactation-policy. 
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