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I am pleased to offer you an Hourly Graduate Student Invigilator appointment in accordance with the terms set forth below. Your employment will be governed by the Letter of Understanding #6: Hourly Graduate Student Invigilators, between the Board of Governors of the University of Calgary and the Graduate Students’ Association. 
 
The terms of the appointment are as follows:  

a) Academic Term: Choose an item.

b) Start Date: [Insert Date]	

c) Anticipated End Date: [Insert Date]

d) Total Anticipated Hours: [Insert Hours]

e) Remuneration:   Choose an item.

f) Department: [Insert Department Name]

g) Employment Supervisor: [Insert Name]

h) Course Name and Number: [Insert Course Name and Number]

i) Description of Duties: Hourly Graduate Student Invigilators shall supervise examinations and perform related duties, including but not limited to:

a. Maintaining academic integrity
b. Verifying student identity
c. Distributing and collecting exam materials
d. Ensuring compliance with examination rules
e. Reporting irregularities


Pay Schedule and Deductions:  You will be paid on the 10th and 25th each month by direct deposit. Payments will be made in Canadian dollars and must be deposited into an account at an accredited Canadian financial institution. Direct Deposit Information should be updated via Employee Self Service in our PeopleSoft HR system after you register for an IT account. Your salary will be subject to Canadian income tax, CPP and EI, and these deductions will be taken on each semi-monthly pay. 
 
Immigration Considerations [Please delete if Canadian]:  Under Immigration and Refugee Protection Regulations R186(f), international students may work on the campus of the university at which they are a full-time student without the need to secure a Work Permit.  This offer of employment is conditional upon your providing evidence of your valid Study Permit and confirmation of your full-time student status for the duration of your Hourly Graduate Assistant (Teaching) appointment at the University of Calgary. You will be required to provide evidence of your Study Permit and full-time student status to the People, Processes and Solutions team via e-mail to hrhire@ucalgary.ca . 

Additionally, you will be required to submit an application for a temporary Social Insurance Number (SIN) to a Service Canada Office.  Information related to the Social Insurance Number Program is available on Service Canada’s web site at: https://www.canada.ca/en/employment-social-development/services/sin/before-applying.html.  To apply for a SIN, you must present your valid Study Permit issued by IRCC indicating that you are authorized to work in Canada.  To ensure that there is no delay in payment of your salary, as soon as you obtain your SIN please submit it via the University’s safe and secure collection process as follows:
· Go to my.ucalgary.ca. Log in to your Student Centre and go to the Personal Info tab, where you will find the “Submit Social Insurance Number” link
· You will need to input the SIN number, Expiry Date, and upload a copy of the “Confirmation of SIN” letter from Service Canada
For assistance, contact hr@ucalgary.ca or (403) 210-9300.


Policies and Procedures:  You will be subject to and are expected to comply with the University’s policies in effect from time to time. Please visit https://ucalgary.ca/legal-services/university-policies-procedures to familiarize yourself with these policies. By accepting this offer, you agree that you have read and will comply with these applicable University policies.

Required Training: Unless previously completed, you are required to complete the Occupational Health and Safety Orientation, the Harassment and Violence Awareness Training, and the Hazard Assessment Training within the first week of employment.  Additional health and safety training may be required.  The courses are completed online through PS Enterprise Learning which can be accessed through the MyUofC portal under the ‘My work’ tab. To register, please visit https://www.ucalgary.ca/risk/environment-health-safety/training. Additionally, unless previously completed, you are required to complete the university’s cybersecurity and privacy training within 45 days of being enrolled in these online courses. Approved training hours will be paid at the hourly rate indicated in this offer letter. 

UCalgary Notice of Collection: The University of Calgary (UCalgary) respects your privacy and is committed to ensuring the privacy of all students, staff, and community members. Your personal information is being collected under the authority of section 4(c) of the Protection of Privacy Act (POPA). It will be collected, used and disclosed for the purposes outlined in UCalgary’s Notice of Collection, Use and Disclosure of Personal Information and managed in accordance with UCalgary’s Privacy Management Program. Your personal information may be input into automated systems to generate content or make decisions, recommendations, or predictions. If you have questions regarding this notice or UCalgary’s collection, use, or disclosure of your personal information, please contact accessandprivacy@ucalgary.ca.

Acceptance of Offer: To indicate your acceptance of this offer, please sign below on the acceptance line, and return via email to [Insert Email Address] by [Insert Date]. If you have any questions regarding this offer, please do not hesitate to contact me. 

I would like to take this opportunity to wish you success in your position as an Hourly Graduate Student Invigilator.

Sincerely,
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__________________________________________
[Signature and Name: Department Head/ Equivalent]
[Title]
[Department of – (Delete if not applicable)]
[Faculty of]

ACCEPTANCE

I hereby acknowledge receipt of this Offer and accept the terms and conditions as set forth in this Offer. Delivery of a signed copy of this Offer by email or by another form of electronic transmission is good and sufficient delivery.

__________________________________	                                       ________________________________
Signature of Graduate Student						Date
** To ensure timely processing, please submit the signed offer letter to the Graduate Program Administrator in the Faculty as soon as completed. Any delay in submission may result in a delay of first payment. **




Cc: Department File
People and Culture Team, grad.contracts@ucalgary.ca
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