OFFER OF EMPLOYMENT 
County of Howard, Indiana
an Equal Opportunity Employer

Please type in gray area for responses to all questions.
      is hereby offered employment for the position of       in the       Department, described as follows:

· Status   FORMCHECKBOX 
 full-time   FORMCHECKBOX 
 part-time   FORMCHECKBOX 
 temporary   FORMCHECKBOX 
 seasonal

· Work Schedule       

     
 through 

     
,  FORMTEXT 

     
 to  
with   FORMCHECKBOX 
 paid   FORMCHECKBOX 
 unpaid lunch period of       minutes, for a total of       hours a work week. 
· Pay rate  $          per:       .  If work begins on      , first pay check paid on      .
· Probationary period     In order to evaluate whether further employment in a specific position or with the organization is appropriate, all new employees are considered probationary employees for a period of       days and are compensated at a rate of $       per       for the length of the probationary period.
· FLSA Status    This position is
 FORMCHECKBOX 
 exempt and is not eligible for overtime compensation. 






 FORMCHECKBOX 
 non-exempt and is eligible for overtime compensation 
Under the Fair Labor Standards Act (FLSA), non-exempt employees shall receive overtime compensation at a rate of one and one-half (1.5) times the hourly rate in accordance with federal regulations and the County of Howard, Indiana, Personnel Policies.

· Benefits  All benefits available to employees are subject to change.  Your eligibility: 
*for a complete list of your eligibility please see the Howard County Personnel Policies Handbook.
Eligibility

Conditions
( Employee insurance

 FORMCHECKBOX 
 yes   FORMCHECKBOX 
 no

As per insurance plan document.

( Sick leave


 FORMCHECKBOX 
 yes   FORMCHECKBOX 
 no

As per personnel policy.

( Vacation


 FORMCHECKBOX 
 yes   FORMCHECKBOX 
 no

As per personnel policy.
( Personal hours

 FORMCHECKBOX 
 yes   FORMCHECKBOX 
 no

As per personnel policy.
( Personal leave w/o pay
 FORMCHECKBOX 
 yes   FORMCHECKBOX 
 no

As per personnel policy.

( Other      


 FORMCHECKBOX 
 yes   FORMCHECKBOX 
 no

As per personnel policy.
· CDL Certification This position 



 FORMCHECKBOX 
 does not require a CDL certification



 FORMCHECKBOX 
 does require CDL certification according to terms and conditions of employer’s CDL 


policy including: 

· Employee shall have passed a drug/alcohol screening test prior to this offer of employment,

· Employee shall be subject to random drug/alcohol screening tests, and failure to pass any said tests shall be cause for termination, and
· Failure to obtain and maintain a valid CDL certification shall be cause for termination.
· “At will” employment

Employment with the County of Howard is AT WILL, which means the employee or employer may terminate the employment relationship at any time, with or without cause.  Nothing in this letter should be interpreted as a contract. No oral or written promises regarding any terms or conditions of employment can be made or should be relied on, except for those made in writing by an authorized official of the County of Howard. Furthermore, this offer of employment is contingent on satisfactory proof of permission to work in this country and the receipt of satisfactory references.
· Certification

To be completed by individual to whom this offer of employment is extended:
As a new employee, I understand that I must adhere to all personnel policies and procedures and meet all hiring and retention requirements of the County of Howard, and I understand that any misstatement or omission of fact during the application/hiring process may be cause for disciplinary action, including termination of employment.

Signature:       
Date:       
Authorized official extending this offer of employment:
Signature:       
Date:       
Title:       


       Department:       
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