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[Date]
Dear [Student Name], 

Congratulations and welcome to [Employer]! We are pleased to offer you the position of [Title] at [Health Care Facility]. Your employment duration will be [Start Date] to [End Date].

Your rate of pay will be [Pay Rate] per hour. You are scheduled to work [Day - Day] from [Shift Start Time] to [Shift End Time]. [Address any holidays here.] 

Your offer of employment is contingent upon the successful completion of the following items:

· Completed work permit application (if you are under 18 years of age)

· Pre-employment physical

· Tuberculosis (TB) screening

· Drug/Alcohol screening

· Background investigation

· Verification of your identity and eligibility for employment in the United States (I-9 form; will require a Social Security card, passport, green card, etc.)
As discussed in your interview, there will be a mandatory Parent/Guardian & Student Orientation scheduled on [Date] from [Start Time] to [End Time] at [Address]. We will be meeting in the [Meeting Location]. At the orientation you will complete your new hire paperwork. Further information about next steps in the process will be sent to you from our Employment Center. If you and your parent/guardian are unable to attend please contact me immediately at [Telephone Number] as we will need to reschedule a time for you to complete your new hire prerequisites before your first day.

[Student Name], I believe you will make a very important contribution to fulfilling [Employer’s] vision of developing the next generation of health care workers. We look forward to having you join us! Please feel free to contact me at [Telephone Number] if you have any questions.

Sincerely, 

[Program Logo Here]
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