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Dear _________________________________		

I am pleased to offer you a [  ] Federal/Texas Work Study [   ] Student Hourly position in the Department/Office of ___________________________ at Prairie View A&M University. You will be paid at an hourly rate of ________________.  

Your immediate supervisor for this position will be ________________________. The preferred starting date of employment is ____________________________(insert Month /1st or 15th /Year). To be eligible for this position, you must be enrolled in classes at this university at least part time and as mandated by the Office of the Registrar. Employment eligibility regarding semester credit hours can be viewed online at: http://www.pvamu.edu/pages/1681.asp. 

Since the position being offered to you is deemed security sensitive, this offer of employment is contingent upon the clearance of a background check.  Should you fail to clear the background check, this offer is rescinded.

All necessary student employment forms and hiring requirements must be completed at least five business days prior to your preferred starting date of employment. New Hire and Re-hire Student Employment Office packets can be accessed online at: https://www.pvamu.edu/pages/1949.asp. Failure to complete and submit all hiring forms by the established deadline will void this offer. In addition, if you have not worked on campus for one continuous academic year, than you must attend Student Employment Orientation. You must register for a date and time to attend Student Employment Orientation at: https://www.pvamu.edu/pages/1651.asp. 

Please bring your New Hire packet, proof of identification and employment eligibility documentation with you to Student Employment Orientation. The University is required by Federal Law to collect I-9 documentation, including proof of identification and employment eligibility documentation. Lists of acceptable documents to establish proof of identification and employment eligibility can be viewed at http://www.pvamu.edu/pages/1949.asp. Effective January 15, 2009,  based on Executive Order 13465 “Economy and Efficiency  in Government Procurement through Compliance  with Certain Immigration and Nationality Act Provisions and the Use of Electronic Employment Eligibility Verification System”, the University, as a federal contractor,  is now required to electronically verify your documents provided with your Form I-9 through the E-verify system.  As with Form I–9, your information will be entered in to the E-verify system within three business days based on the Form I–9 documentation provided by you.




As a student employee, you are not eligible to receive health or other insurances coverages through the University. This includes medical, vision, dental, life or disability, etc. Additionally, you will not receive paid time off such as sick leave, vacation leave, emergency leave, holiday pay, etc. Your work week may not exceed 20 hours a week if you are an undergraduate student, and 35 hours a week if you are a graduate student. 

Please indicate your employment decision in the appropriate space below, sign your name, and return the original copy of this letter to me. The original letter will be submitted to the Student Employment Office as part of your completed New Hire or Re-hire packet. We are looking forward to your participation in the Student Employment Program at Prairie View A&M University. We feel your participation in this program will help you build your skill set and qualifications for further professional growth.  

Sincerely,


____________________________________
(Department Head Signature)



I accept the position offered above.   

Student Signature:						       Date:		



I decline the position offered above   

Student Signature:						       Date:		



xc:	Student Employment Personnel Files
Student Employment Office
P.O. Box 519; MS 1338
 Prairie View, TX 77446
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