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1. Purpose of this Document 
Casual staff are critical to the success of the Library.  The purpose of 
this document is to provide guidance to those who supervise casual 
staff.   
 
This document was developed for the University of Waterloo main and 
branch libraries by a committee consisting of the Heads of Circulation 
Services and the Musagetes branch library, with input from managers 
and supervisors within those departments.  It was reviewed by the 
Director of Library Organizational Services and by the university’s 
Human Resources department.  Future substantive changes will be 
made by agreement among the Heads of Circulation Services and at 
least one branch library, with input from the Director of Library 
Organizational Services, the Human Resources department, and other 
Library managers as appropriate.   
 
This document does not apply to contract staff. 

 
2. Definition of Casual Staff 

Casual staff are defined by uWaterloo policy on Definition of Staff, 
Policy 54, as follows: 
 

Casual Earnings Staff are staff members employed for less than 
three months or on intermittent bases or who do not have regularly 
scheduled hours of work, or who are employed under an 
arrangement where they may elect to work or not when requested 
to do so.  
 

The intent of Policy 54 is that casual work not be ongoing, i.e. the work 
is either a one-time project of less than 3 months or it may be repeating 
but of very short duration, such as during the Library extended hours 
period.  The pool of candidates for work that meet the definition of 
Policy 54 can include community workers or students. 
 
The purpose of this policy is to avoid a situation where casual staff are 
performing ongoing work but not receiving any of the benefits to which 
permanent staff are entitled. However the Library is in a unique 
situation with respect to the nature of much of its work, in that there is 
a need for staffing beyond the definition of Policy 54 but for which 
permanent positions would be inappropriate.  Because of this, the 
Library has worked with the Human Resources department to develop 
the following set of parameters in order to be able to hire ongoing 
casual staff: 

http://www.adm.uwaterloo.ca/infosec/Policies/policy54.htm
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• Effective April 26, 2011, the pool of candidates for ongoing casual 
work (e.g. shelving) is limited to students registered at Waterloo; 
undergraduates must be full-time. 

• Hiring will continue to be on a term-by-term basis, with no 
guarantee of continued employment 

• It is understood that registered students can be hired for at most 
two consecutive terms when they are not currently enrolled as an 
active student, e.g. over the summer vacation period 

• Following graduation, a student who has already worked at the 
Library may continue to do so for up to two terms 
 

3. Hiring 
Hiring of casual staff is done by approved supervisors, working within 
the budgetary restrictions set by a manager or department head.   Once 
the budget amount for a functional area or a project is approved, 
supervisors are expected to post all jobs, with details as noted below, 
so that existing casual employees within the department have an equal 
opportunity to indicate interest in any job.  All jobs will be posted in a 
publicly available location so that all casual staff in the department can 
see them. 
 
If there are not enough existing employees to fill jobs without 
exceeding the maximum number of hours that a casual employee can 
work (as outlined below) then supervisors will proceed to the hiring 
process, beginning with the review of applications.  Applications are 
stored in the database called LibWork, a tool shared by hirers at the 
main and branch libraries. 
 
Contract (non-casual) positions are also posted at public locations.  As 
a courtesy, casual staff who apply for these positions should be 
acknowledged by the hiring manager/supervisor regardless of whether 
or not an interview is granted, and the successful candidate’s name 
should also be posted. 
 

a. Job Postings 
Job postings should outline (see sample – Appendix 1): 

• approximate number of hours/week to be worked 
• location 
• type of shift (days, evenings, overnights) 
• pay rate 
• the duties of the job 
• qualifications and assets  

 



4 | P a g e  
 

Occasionally we are asked to post jobs on behalf of other areas of 
the campus but our practice is not to do so.  
 

b. Record-keeping 
Applications must be held in confidence.  
 
Records for applicants who were interviewed but not hired (HR08 
in WatCLASS) should be kept for 1 year.  This includes the job 
application, resume and any interview notes. 
 

c. Interviews  
Applicants of interest will always be interviewed as part of the 
hiring procedure.  Where an interviewer is inexperienced there 
should be a second, experienced interviewer.  Interview questions 
must be the same for everyone applying for the same job at the 
same time.  Questions must be based on the qualifications, assets, 
and previous experience noted in the posting. 
 

d. Diversity 
Staff are hired without reference to age, race, religion, gender, or 
sexual orientation.  The uWaterloo policy on Ethical Behaviour, 
Policy 33, applies to casual staff as much as to permanent staff. 
 

e. Conflict of Interest 
Staff are hired based on the best fit for the posted skills and 
experience of the job.  Hiring must not be based on personal 
relationships with other employees in the Library. 
 
The Library also applies the uWaterloo policy on Conflict of 
Interest, Policy 62, to casual employees: 

 
Faculty or staff members will not be assigned to positions in 
which they report to a member of their family, or where 
there is an indirect relationship such that a family member 
may influence salary or promotion considerations.  
 

f. International Students 
A copy of the Study Permit (usually found inside the passport) is 
required. See the International Student Office guidelines for 
Current Students under On Campus Employment: 

 
International students who hold a valid Study Permit [may] 
work on campus up to 20 hours per week while they are 

http://www.adm.uwaterloo.ca/infosec/Policies/policy33.htm
http://www.adm.uwaterloo.ca/infosec/Policies/policy62.htm
http://www.adm.uwaterloo.ca/infosec/Policies/policy62.htm
http://www.iso.uwaterloo.ca/current_students/work_permit.html
http://www.iso.uwaterloo.ca/current_students/work_permit.html
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registered students 
 

4. Employment Administration 
These details seek to provide guidance on issues that have arisen over 
the years.   Details are often changing as new issues arise or legislation 
and campus policies are updated.  When in doubt, consult with a 
manager. 
 

a. Confirmation of Employment Memo 
Casual staff are required to sign a Confirmation of Employment 
Memo at the start of each term (see sample – Appendix 2).  
Memos may differ from department to department but the 
following will be standard to all: 

• employment start and end dates for the term 
• the casual nature of the work, i.e. that employment in one 

term is no guarantee of future employment 
• for employees hired before April 26, 2011 the total number 

of terms they have worked, including the current 
employment period, along with an explanation of the 15 
term policy 

• the Library’s definition of casual staff, for employees hired 
after April 26, 2011 

• shifts which are previously scheduled could be cancelled 
with two days’ notice as long as a reason is provided 

• staff are expected to find their own replacement for shifts 
except in the case of illness or emergency 

• typically the work week must not exceed 35 hours 
• a statement on the confidentiality of library records 
• a statement on appropriate dress 

 
A Confirmation of Employment Memo may also be used to inform staff 
of other information relevant to the position, for example, details about 
the specific job. 
 

b. Record-keeping 
For successful candidates, the Human Resources department 
does not maintain an official file for casual employees; the hiring 
units must keep the official file. Employment files for casual staff 
(HR28 in WatCLASS) must be kept for a minimum of 3 years after 
termination in order to meet the retention requirement under the 
Employment Standards Act, however for the purposes of being 
able to provide references they can be kept for up to 5 years.  
 
Files will contain paper copies of: 
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• job application and resume 
• interview notes 
• New Hire request form 
• Study Permit 
• Confirmation of Employment Memo 
• notes on any performance issues 
• Notice of Termination of Employment 

 
The Library does not store SIN or Health card information. 

 
Casual staff can ask to see their files at any time. 
 

c. Pay 
i. Differences between Libraries in Rates 

Pay rates are uniform within libraries that operate in the 
same market; main campus libraries have the same rate.  
However, the pay rates at Musagetes are higher than on the 
main campus because architecture students usually do not 
take part-time jobs, and therefore Musagetes is hiring only 
from the Cambridge community where the wages for 
comparable positions are higher than in Waterloo. 
 

ii. Statutory Holidays 
Staff are eligible for statutory holiday pay if they worked 
their scheduled shift before and after the holiday. Statutory 
holiday pay is determined by the following calculation: the 
wages earned in the 4 weeks prior to the statutory holiday, 
divided by 20. 
 
Staff who work on a statutory holiday will be paid two times 
the regular rate for all hours worked on the holiday in 
addition to holiday pay, if they qualify for holiday pay.  The 
Employment Standards Act requires one and a half times 
pay but Library practice is to be consistent with university 
policy for permanent staff. 
 

iii. Emergency Closure Days 
Staff will be paid for shifts for which they were scheduled 
that were cancelled due to an emergency beyond their 
control.  This would include successive days, up to a limit 
that would be worked out if needed. 
 
Every effort should be made to inform staff before they 
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attempt to come to work that their shift has been cancelled. 
 

iv. Sending Home Sick 
When staff come in and are clearly too sick to be at work, 
they will be sent home and paid for one hour.  If they work 
more than one hour and are sent home, they should sign 
out for the time they leave. 
 

v. Bereavement Leave 
There is pay for a shift that cannot be worked for 
compassionate reasons.  Consult with the department head 
should this situation occur. 
 

vi. Minimum Pay 
When shifts are mutually agreed upon they can be of any 
length up to 13 hours.  When the Library requires a staff 
member to come for a mandatory shift such as a training 
session, the Library will pay for a minimum of one hour. 
 

d. Maximum Hours Worked 
In order to be consistent with the category of employment 
worked by most permanent staff at the library, casual staff may 
typically not work more than 35 hours per week.  On a rare 
occasion this may be extended up to but no more than 44 hours, 
in keeping within limits described in the Employment Standards 
Act. 
 
Generally, casual staff will be hired for no more than 12-16 
hours/week.  As the term progresses different departments and 
branches in the Library may have different needs.  
 

e. Trading/Dropping Shifts 
Staff are expected to find their own replacements for shifts 
except in the case of illness or emergency.  In Circulation Services, 
when staff arrange a switch of a shift it must be approved by a 
supervisor.   
 

f. Library Cancelling Shifts Previously Offered 
Our strong preference is to honour shifts that we have previously 
agreed to, however shifts can be cancelled if no work is available 
due to unforeseen change or to an error in scheduling, and if no 
other useful work can be found as a replacement. When shifts are 
cancelled a reason must be provided to the employee, as well as a 
minimum of two days’ notice.  Employment Standards does not 
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require these two conditions; they are library practices. 
 

g. Adding Duties to a Job 
Reasonable duties can be added to existing jobs.  Ideally the new 
duty would not be added until the next term when a new memo 
of employment comes into force.  It can be added in the midst of 
a term with two weeks’ notice, or sooner with the agreement of 
the staff member. 
 

h. Breaks 
Employment Standards requires that there be an unpaid eating 
period after 5 hours of work.  The Library goes beyond this; where 
back-up relief is possible the following breaks are optimal: 
 
Shifts from 3 to 4.75 
hours 

- 20 minutes paid 

Shifts from 5 to 7.75 
hours 

- 15 minutes paid + 30 minutes unpaid 
eating period 

Shifts from 8 hours 
or longer 

- 15 minutes paid + 30 minutes unpaid 
eating + 15 minutes paid 

 
i. Library Borrowing Privileges 

Casual university staff are granted term loan borrowing privileges 
while they are employed. All staff have the same responsibilities 
for overdues, recalls and so on, as library patrons. 
 

j. Appropriate Dress 
Appropriate attire is the standard while at work. 
 
Appropriate attire is: 

• Clean, neat, and sufficiently modest for a library 
environment 

• Task appropriate in that it is safe to do the work that will be 
done that day 
 

Examples of clothing to avoid: 
• Head coverings other than those worn for health or 

religious reasons (e.g., baseball style hats, bandanas, 
outdoor wear) 

• T-shirts with language that can be regarded as 
inflammatory  

• Any clothing that is too revealing (e.g. midriff baring tops or 
pants, excessively short skirts or shorts) 

• Excessively torn or frayed clothes 
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• Excessively high heels and long scarves (due to safety 
concerns) 
 

A supervisor should be consulted about an appropriate response 
if a staff member is wearing something considered inappropriate.  
Potential responses are: 

• they might be allowed to finish their shift but be advised to 
dress differently in future 

• they may be asked to go home and change, on their own 
time, if their dress is inappropriate 
 

k. Personal Use of Library Premises and Equipment 
i. At service points 

Providing excellent customer service is the paramount 
consideration in determining whether personal activities are 
appropriate while working at a service point.  During 
extended quiet periods when library work is not available it 
may be appropriate for staff to engage in easily 
interruptible activities as a means of remaining alert in order 
to be ready for the next patron.  This will be at the 
discretion of a supervisor, however it is generally assumed 
that service points are too busy during weekdays before 
8:00 pm for any personal activities to be appropriate. 
 
Examples of personal activities that are not appropriate at 
any time at a service point: 

• Downloading of movies or software 
• Any cell phone use, whether for text or voice.  Cell 

phones should be turned off. 
• Watching YouTube or other videos that require 

sound; i.e. use of ear buds or speakers is 
inappropriate 

• Viewing inappropriate material, such as pornography 
 
When in doubt, a staff member should check with a 
supervisor before doing the activity. 
 

ii. On a coffee break 
Staff may use equipment in shared areas for personal use 
when on a break, provided: 

• it is not needed by someone for work purposes 
• the library does not incur a cost (paper, toner, long 

distance charges, etc) 
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iii. When not at work 
Staff should not be using library staff areas when not at 
work. 
 
Exceptions may be made by supervisors.  
 

l. Library and uWaterloo Special Events 
Library departments are encouraged to recognize the 
contributions of casual staff in various ways, for example, through 
specially organized coffee breaks.  In addition, the Library 
organizes and fully funds some social events to which casual staff 
are welcomed.  Examples are: 

• the annual Holiday Celebration 
• the annual Library spring recognition lunch 
• special functions where the honoree is known to the casual 

staff member. 
 
When these events occur during a normally scheduled shift, 30 
minutes of attendance by casual staff will be paid. 
 

5. Performance Support and Management 
The Library takes the view that employing casual staff is an opportunity 
to coach and train good employment habits and skills in addition to 
getting needed work done.  Through well-planned training, open 
communication, ongoing support and direction, and timely 
conversations to address any concerns, the goal is to make the 
employment experience at the Library rewarding for everyone. 
 

a. Orientation and Training 
Supervisors must consult the Library Managers checklist at 
http://www.lib.uwaterloo.ca/staff/managers/index.html when 
new staff are hired.  See the section on hiring Casual Staff.  In 
addition, each department and branch may have their own 
supplementary checklists.  For Circulation Services, see the 
Sharepoint site in the General area.  
 
Each staff member will be appropriately trained for their assigned 
duties. These three sessions are mandatory: 

• Health, Safety and Environment Orientation for Employees  
• Workplace Violence and Harassment Awareness  
• AODA Customer Service Training 

 
Different jobs have different levels of training for these mandatory 
sessions, which are explained in the LibWork database.  As 

http://www.lib.uwaterloo.ca/staff/managers/index.html


11 | P a g e  
 

employees complete sessions this information must be recorded 
in LibWork. 
 
Other uWaterloo training (OHD, SEW) is available to casual staff if 
they pay the fee. 
 

b. Feedback and Appraisal Meetings 
Ongoing constructive feedback is an important aspect of 
employment for staff. In addition, new casual staff should receive 
a verbal appraisal towards the end of their first term. The 
appraisal should be a brief assessment of how well the staff 
member has done in their work as well as a discussion about their 
interest in future employment. 
 

c. Recurring Performance Concerns 
Recurring performance concerns should be addressed with the 
employee and notes made and stored by the supervisor.  Notes 
should clearly state: 

i. The date of the conversation 
ii. The supervisor’s report of the problem 
iii. The employee’s response 
iv. The agreed upon outcome or change, if required 

 
If the problem continues a meeting with a follow-up warning 
memo may be appropriate.  See Appendix 4 for a sample memo. 
 
There may be extreme cases where an employee should be asked 
to leave the workplace immediately but this does not mean that 
employment has been terminated.   
 

6. End of Employment 
This section provides definitions of the ways in which employment may 
come to an end, as well as key points that must be observed, both to 
respect the dignity of individuals as well as to ensure that due diligence 
has been followed by supervisors on behalf of the university. 
 

a. Staff Member Ends Employment 
If the staff member resigns before the end of the period outlined 
in the Confirmation of Employment Memo, casual staff are asked 
to provide two weeks’ notice. Staff should submit their 
resignation in writing so it can be placed in their file.  A printed 
email note is acceptable.  
 
If a newly hired staff member fails to show up for their first two 
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shifts and provides no explanation, and if an attempt to contact 
them has been made, after 10 days it will be assumed that they 
have resigned their employment.  The 10 day period is required by 
the Employment Standards Act.  An email will be sent to them 
stating this assumption. A copy of the email will be placed in their 
file. 
 

b. Library Ends Employment 
There are four different ways that the Library may end 
employment: 

i. The school term has come to an end 
There are three ways in which the Library ends employment 
when the term has come to an end: 
 

1) For employees hired before April 26, 2011 the 15 term 
threshold has been reached (see Appendix 3 for 
legacy details on the 15 term policy) 
 

2) Employees are no longer graduate students or full-
time undergraduates and have exceeded the grace 
period as defined in section 2, Definition of Casual 
Staff.  
 
It is assumed that by signing the Confirmation of 
Employment Memo the staff member is affirming that 
he/she is a full-time student.  As well, once per year 
all ongoing casuals will have their student status 
confirmed. 
 

3) The Library chooses not to re-hire an employee.   
 
At minimum there must be consultation with the 
supervisor’s manager before the decision is made.  If 
the staff member has been with us for three months, a 
reason needs to be given along with a written 
statement specifying the date of their last shift.  If the 
reason is due to poor performance this should not be 
the first time the employee is hearing about the 
problem, and the reason should be documented and 
added to the employee’s file.   

 
Key Points 
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• In these three cases, no notice needs to be given by 
the Library as the Confirmation of Employment Memo 
serves as the notice 

• If the staff member has 5 or more years of cumulative 
service then they are entitled to severance pay.  
Human Resources calculates the amount represented 
by “one average week”.  Severance pay equals one 
average week for every year worked. 
 

ii. Work is no longer available 
Occasionally unforeseen circumstances may require the 
Library to end employment, through no fault of the staff 
member.  In this case the Library will do its best to find 
appropriate other work for staff.  If that isn’t possible the 
Library will provide two weeks’ notice, if possible, putting 
into writing to the employee the date of the last shift. 
 
If two weeks’ notice is not possible, and if the staff member 
has been employed for at least three months, then the 
Library will provide pay in lieu of notice.  The amount of pay 
provided will be worked out by the Human Resources 
department, according to the time remaining in the 
Confirmation of Employment Memo and the Employment 
Standards Act, 
 

iii. Dismissal following discipline 
Recurring performance problems may result in the 
necessity to end employment before the end date noted on 
the memo of employment: 
 
Key Points 

• There must be consultation with the department 
Head and the Director of Organizational Services, at a 
minimum 

• A written Termination Letter of explanation will be 
given. See Appendix 5 for a template 

• Termination pay will be made in lieu of notice given.  
Termination pay is calculated by Human Resources 
and is based on length of employment as well as an 
“average week” of employment.  The pay is anywhere 
from nothing, if the employee has worked less than 
three months, up to several weeks’ pay if they have 
been with us for a few years  
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• If the staff member has 5 or more years of cumulative 
service then they are also entitled to severance pay 
 

iv. Dismissal following an egregious event 
The Employment Standards Act defines as egregious 
behaviour: 

 
“guilty of wilful misconduct, disobedience or wilful 
neglect of duty that is not trivial and has not been 
condoned by the employer. Note: "wilful" includes 
when an employee intended the resulting 
consequence or acted recklessly knowing the effects 
their conduct would have. Poor work conduct that is 
accidental or involuntary is generally not considered 
wilful.” 

 
Key Points 

• Send the employee directly away from work.  Tell 
them we will call them before they can return to work. 

• There must be an investigation and consultation with 
the department Head, the Director of Organizational 
Services and with Human Resources 

• Termination Memo may be given 
• Typically, no termination or severance pay will be 

made 
 

c. Processing the End of Employment 
Students may leave their positions for a summer or for two or 
more co-op positions, but wish to return to work in the library 
again or somewhere else on campus.  For these reasons, 
employment is not usually officially terminated with the Human 
Resources department except in the following situations: 

i. Employee lets us know they will not be returning. 
ii. Employee has stopped being a graduate student, or a full-

time undergraduate student. 
iii. Employee was hired before April 26, 2011, is not a grad 

student or full-time undergrad, and has reached the 15 term 
limit. 

iv. Employee has been dismissed, as noted above in 6.b. iii and 
iv. 

 
In these situations the supervisor or manager fills out a Notice of 
Termination form.  In the first three cases, do not check the “Do 
Not Rehire” box as this prejudices the student against obtaining 

https://uwaterloo.ca/human-resources/employment-opportunties/recruitment-forms
https://uwaterloo.ca/human-resources/employment-opportunties/recruitment-forms
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any jobs on campus.  Only very rarely will the “Do Not Rehire” box 
be checked, and only after consultation with the department 
Head and the Director of Organizational Services.   
 
When someone has been employed by the Library for 5 years, 
write on the Notice of Termination form: 
• Reason for Termination: use ‘Other’ and specify ‘no longer a 

student’ 
• Details regarding termination: type ‘staff member is no longer 

a student…[date of last day]…Severance pay MAY BE 
owing.  See Human Resources Advisor for Calculations’ 

• Include a separate post-it note with the form that specifies 
their total number of hours worked in the past 12 weeks as well 
as their current rate of pay 
 

When someone has reached the 15 term limit, write on the Notice 
of Termination form: 
• Reason for Termination: use ‘Other’, and specify ‘15 term limit 

over’ 
• Details regarding termination type: ‘15 term library limit is 

completed ....[date of last day] ...Severance pay owing.  See 
Human Resources Advisor for Calculations’ 

• Include a separate post-it note with the form that specifies 
their total number of hours worked in the past 12 weeks as well 
as their current rate of pay 
 

NOTE: If someone has worked elsewhere on campus before 
coming to the Library and works for 5 years at the Library before 
leaving the employ of the University, the Library would be 
required to pay the severance owing for the person’s total 
number of years of employment at uWaterloo. 
 
The department Head signs the form and sends original to the 
Human Resources Advisor, and sends a copy to the supervisor for 
adding to the staff members’ file. 
 

d. Exit Interviews 
Hiring supervisors are encouraged to have an informal chat with 
the employee as an informal exit interview.  This is especially 
encouraged in cases where a long-standing employee is leaving 
due to no longer being a full-time student or to the 15 term limit. 
 
As well, the hiring supervisor should inform the functional 
manager of the individual's end date so that the manager can find 
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an opportunity to thank the employee personally. 
 

e. Providing References 
When providing an employment reference you are representing 
the uWaterloo Library.  Any other type of reference is a personal 
one and cannot be made as though it represents the Library. 
 
Employment references can be of two general types: simple 
verification of facts such as dates of employment and duties 
performed; or a letter/phone call of recommendation.  The 
letter/phone call of recommendation should normally be provided 
only by someone who has directly supervised the staff member.    
 
If you are asked to write a letter of recommendation and you are 
unable to write honestly and positively then you should decline to 
write it.   If you are asked to write a letter of recommendation, it is 
not unusual for you to ask the employee to write the first draft, 
which you then edit.  Find out when the requestor needs the letter 
and be sensitive to deadlines. 
 
If you receive a phone call reference check and are asked about 
an area of concern, either be honest or say that you decline to 
answer that question. 
 
A letter/phone call of recommendation may address some or all 
of: 

• Positions held 
• Summary of job responsibilities 
• Strengths, skills, and talents 
• Initiative, dedication, integrity, reliability, etc. 
• Ability to work with a team 
• Ability to work independently 
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Appendix 1 - Sample Job Description 
 

Attention: uWaterloo Library Casual Staff 
 

Job Posting: 
 

Porter and Davis Circulation Desk Casual Positions 
Circulation Services Department 

 
Number of Positions: 3 
 
JOB DESCRIPTION 
 
Number of hours per week:   Approximately 15 hours 
 
Hours of Work:     Days, evenings, late nights, weekends 
 
Rate of pay:    Starting at $10.75 per hour 
 
Duties:  

• Providing circulation service to library patrons.  
 
Qualifications:    

• Exceptional customer service skills. 
• Aptitude for working with detail in a public service environment. 
• Must be a currently registered student [NOTE: this will not apply to all 

jobs] 
 
Assets:  

• Previous experience working within the Circulation module    
 
Start date:  Monday, August 16, 2010 
End date:  December 23, 2010 
  
Please contact (supervisor’s name) at supername@uwaterloo.ca by Friday 
August 13, 2010 if you would like to be considered for one of these positions.   
 
The following information must be included for you to be considered:  

• The days and times that you are available to work, taking into account 
your course calendar for this fall term. 

• UW Library work experience (positions held). 
• Current contact information. 

 
Hiring Supervisor:  Name O. Super supername@uwaterloo.ca 

mailto:supername@uwaterloo.ca
mailto:supername@uwaterloo.ca
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Appendix 2 - Sample Confirmation of Employment Memo 
 
To:  Jane Doe 
From:  Your Supervisor 
yoursuper@uwaterloo.ca 
519-888-4567 extension 33333 
 
Re Confirmation of employment: Winter Term 2011 
 

1. You have been hired to work as a casual library clerk / position 
inserted by LibWork at $pay inserted per hour. Employment begins: 
date inserted and terminates date inserted.  Extra hours may be 
offered beyond this period but will end no later than the end of the last 
month of the term. 

2. Employment this term is no guarantee of future employment. You must 
successfully apply each successive term.  

3. If you were not hired as a graduate student or a full-time 
undergraduate, your appointment will only be available for a maximum 
of 15 academic terms. For those who were hired as a student but no 
longer fall into one of the two student categories noted above, these 
positions cannot be held for more than 2 consecutive terms. Note: our 
records indicate that this term is the number inserted term that you 
have worked for the Library. Please contact name inserted if your 
records differ. 

4. You will normally be assigned approximately number inserted hours 
per week. Please remember to sign in and out for all shifts that you 
work. 

5. Staff are expected to find their own replacements for shifts except in 
the case of illness or emergency.  If you are ill and cannot work your 
scheduled shift, please advise your supervisor as far in advance of your 
shift start as possible. If you are unable to contact your supervisor, 
contact the appropriate circulation desk at the extension listed above.   
Failure to find a replacement on three separate occasions may result in 
disciplinary action up to and including termination.  

6. Please ensure, when taking on additional shifts, that your work week 
does not exceed 35 hours, including other jobs on campus. 

7. Your earnings are deposited directly into your bank account on a bi-
weekly basis on Friday mornings and pay statements are generally 
available by Friday afternoon (unless you are already working 
elsewhere on campus and being paid monthly, in which case you will 
continue to paid monthly). Your earnings will include 4% vacation pay. It 
is important that you report any discrepancies regarding your pay to 
insert name, phone, and email address within 2 weeks of deposit. 

mailto:yoursuper@uwaterloo.ca
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8. If you elect to resign during the term of your employment, please 
provide 2 weeks’ written notice. 

9. In the course of performing your job responsibilities you will have 
access to confidential information about library patrons, for example: 
books they have signed out; outstanding fines; and more.  Under no 
circumstances are you permitted to share any of this information.  You 
may only use this information as necessary to perform your job 
duties.  Use of such information for a purpose other than performing 
your job may result in disciplinary action up to and including 
termination. 

10. The Library requires that you wear appropriate attire. If you have any 
questions about what the Library considers appropriate attire, please 
speak to your supervisor.  

11. The Library strongly recommends you do not use perfumes and other 
scented products. 

12. Library staff equipment may be available for limited amounts of 
personal use, where such use is appropriate.  Consult a supervisor to 
determine what the Library considers to be ‘appropriate.’ 

13. The following training is mandatory for all UW employees: 
a. Health, Safety and Environment Orientation for Employees 
b. Workplace Violence and Harassment Awareness 
c. AODA Training (Accessibility for Ontarians with Disabilities Act) 

 
If you wish to speak to me and cannot reach me, please contact either the 
insert name and number or insert name and number. 
 
Signature of Employee     Date 
Signature of Supervisor     Date 
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Appendix 3 - Legacy 15 Term Guidelines 
 
Community workers hired prior to April 26, 2011, fall under the 15 Term 
Practice. 

• Each contract of employment notes the number of terms employed to 
date.  In the 13th and 15th terms, these letters will be delivered 
personally by the hiring supervisor in order to emphasize the number of 
terms remaining (i.e. at the beginning of the 13th term, the individual 
has one more year of casual employment; at the beginning of the 15th 
term, the individual is in her/his last term).   

• Periods of employment on a Temporary Authorization will not count 
towards the 15 term limit. 

• Periods of employment of less than 8 weeks will not count towards the 
15 term limit. 
 

Employees who have reached the 15 term limit have the following campus 
employment options: 

• apply for non-Library casual positions on campus 
• apply for Library casual positions as a full-time student 
• apply for contract or regular ongoing positions on campus, including 

the Library  
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Appendix 4 - Sample Disciplinary Memo 
 
MEMORANDAM 
To:    
From:   Manager 
Date:   March 31, 2010 
Subject:  Disciplinary Conversation 
 
Hello Name; 
 
This memo is to confirm our conversation of Monday March 30th 2010.   
 
The purpose of our conversation was to inform you that we have received 
another complaint regarding your xyz skills. The most recent is from a patron 
who spoke with you on Friday March 27th. As discussed I have received 
complaints from staff and previously another patron regarding your x, your y, 
and your z.  On two other occasions supervisors have communicated to you 
that your level of xyz is not meeting our expectations.  This impacts on a 
patron’s perception of the library and can convey that the Library is an 
unwelcoming and unfriendly service provider.  
 
Specifically, my expectation is for you to improve the following: 

• More x 
• More y  
• Other work needs to be completed (for example, z) 

 
During our conversation you agreed that you would make greater efforts to 
improve your xyz skills. I look forward to hearing that your efforts are 
resulting in a level of xyz that meets the expectations as outlined above.  
 
As I mentioned in our conversation, persistence of the unacceptable 
behaviour will result in further disciplinary action up to and including 
termination.  
 
Name, you are a valued and important member of the abc team and we would 
like to work with you in correcting this issue.  Please let me know if there is 
any assistance I can provide or of any concerns you may have in the future.   
 
Sincerely, 
 
manager  
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Appendix 5 - Sample Termination Letter 
 
Date 
 
Name 
Address 
 
Dear name; 
 
This letter is to formally inform you that your Casual employment with the 
University of Waterloo Library is being terminated effective today, xxxxx.  In 
lieu of termination notice, we will provide you with x week’s pay.  Given your 
length of employment, this meets the requirements as per the Employment 
Standards Act.   
 

• Provide details of the incident and the expectations that you have 
addressed with the casual employee 

 
A Record of Employment will be issued electronically within 5 business days 
following issuance of you final payment.  If you intend to file for EI benefits 
you do not have to wait to receive your ROE to start the application process.  
For more information please visit the Service Canada website at: 
http://www.servicecanada.gc.ca/eng/ei/application/applying_for_benefits.sh
tml#information  
 
I wish you success in your future endeavours.  Please do not hesitate to 
contact me should you have any questions concerning the above. 
 
Sincerely, 
 
 
 
 
 
Manager’s Name 
Title 
 
 
Cc: Human Resources 
 

http://www.servicecanada.gc.ca/eng/ei/application/applying_for_benefits.shtml#information
http://www.servicecanada.gc.ca/eng/ei/application/applying_for_benefits.shtml#information

