Date of Letter
Insert Employee Name
Insert Employee Address
Insert Employee Address 2
Dear Insert Salutation
On behalf of Insert Name of Parish/School/Agency, I am pleased that you have accepted an appointment as Insert Position Title. You are scheduled to begin work on Insert Start Date.
INSERT FLSA STATUS AND TERMS
This is not a contractual agreement. As an at-will employee, your employment can be terminated by you or the Archdiocese, at any time for any reason, with or without notice. While all offers of employment are extended with the intent to fill a position vacancy for an indefinite period of time and no offer of employment is guaranteed to be permanent, or for any definite period of time, we use 12-month appointments for budgetary purposes and to help with our staffing needs. If your employment is terminated before the expiration of this twelve (12) month appointment, you will be paid through your actual last day of work absent a written agreement to the contrary. 
The Archdiocese of Washington must always operate in accordance with the teachings, doctrines, laws, and policies of the Roman Catholic Church.  In accordance with their role as Church personnel and in witness to the Gospel of Jesus Christ, our employees must conduct themselves with integrity and act in a manner consistent with the teachings, doctrines, laws, and policies of the Roman Catholic Church, as set forth in the Catechism of the Catholic Church (http://www.usccb.org/beliefs-and-teachings/what-we-believe/catechism/catechism-of-the-catholic-church/epub/index.cfm), the teaching documents of the magisterium, and the governing code of canon law; and with the policies of the Archdiocese of Washington, as set forth in the Employment Policies and Procedures Manual. In keeping with the mission of the Archdiocese of Washington and as a condition of continued employment, all employees are required to attend designated Catholic Identity formation workshops in the timeframe established by the Archdiocese. By signing below, you acknowledge the religious nature and mission of the Archdiocese, your role and responsibilities as a participant in furthering that religious mission by modeling the faith, and that you have read and understood the contents of this letter.
On behalf of the Archdiocese of Washington and the staff of Insert Name of Parish/School/Agency I extend to you our warm welcome and look forward to having you as a member of our team. I am willing to assist in whatever way possible in this very important task of furthering our mission. 

Sincerely, 

	Insert Pastor Name
	Insert Principal or Superintendent Name as Appropriate

	Insert Title
	Insert Title 


cc: 
Employee Personnel File






Employee Signature

(For notice purposes only; no contractual rights or obligations are conferred.)

Date

NH:g-052024
