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Date 
Full Name

Address I

Address II

City, State, Zip

Dear _________________: 

[Congratulations! You have been selected under Job Requisition No. _________, for the Educational Service position of (Position Title), (Pay Plan Designation, e.g., ED)-(Series)-(Grade/Step), at an annual salary of $__________.] OR 
[Congratulations! You have been appointed to the Educational Service position of (Position Title), (Pay Plan Designation, e.g., ED)-(Series)-(Grade/Step), at an annual salary of $__________.] This position is in the Office of the State Superintendent of Education (OSSE), (Administration, Division, etc.), located at (Complete Worksite Address). The start date of your appointment is on (Date).
 
[Job Tenure/Probationary Period Requirement/Collective Bargaining Unit Statement – OMIT inapplicable language:

As appointee with job tenure to OSSE in the Educational Service you must serve a one-year (1-year) probationary period beginning on your date of hire. Your position is also covered under collective bargaining.] OR
[As an appointee without job tenure to OSSE in the Educational Service you must serve a one-year (1-year) probationary period beginning on your date of hire. During your probationary period, you can be terminated without notice or evaluation. Your position is not covered under collective bargaining.] 
[If applicable, add this statement: 

If you choose to accept this appointment to the Educational Service, you will no longer have job protection rights under the Career Service and will automatically lose your existing status in the Career Service. Furthermore, you will not be entitled to return to a permanent Career Service position at the end of this Educational Service appointment.] 
Drug Free Workplace

While on duty, District government employees are prohibited from possessing, dispensing, or being impaired by controlled substances, including alcohol. All District government employees are subject to drug and alcohol testing when there is a reasonable suspicion of impairment, or following any on-duty accident or incident involving injury to person or property.
[Criminal Background Check/Traffic Record Check/Drug & Alcohol Testing – OMIT entire statement if inapplicable:

[The influence of drugs or alcohol in the performance of your duties may lead to a lapse of attention that could cause actual, immediate, and permanent physical injury or loss of life. Accordingly, your position is considered safety-sensitive. As a condition of employment, you must successfully pass a criminal background check, traffic record check (as applicable), and a pre-employment drug and alcohol test. Acceptance of this safety-sensitive position confirms your understanding that you may be disqualified from employment based on the presence of marijuana, even if you possess a medical card authorizing the use of medical marijuana. For the duration of your tenure, you must comply with requests (if needed) for periodic criminal background checks, as well as reasonable suspicion, random, post-accident or post-incident, and return-to-duty and follow-up drug and alcohol screenings.]  OR 
[Your position involves duties or responsibilities caring for, or ensuring the well-being of vulnerable persons, and is considered protection-sensitive. As a condition of employment, you must successfully pass a criminal background check, traffic record check (as applicable), and a pre-employment drug and alcohol test. Acceptance of this protection-sensitive position confirms your understanding that you may be disqualified from employment if you are in possession of, or are impaired by, marijuana at the time of pre-employment drug and alcohol testing. For the duration of your tenure, you must comply with requests (if needed) for periodic criminal background checks as well as reasonable suspicion, post-accident or post-incident, and return-to-duty and follow-up drug and alcohol screenings.] OR

[Your position is of special trust, and as part of your duties you may reasonably be expected to affect the access to, or control of security-sensitive systems or resources. Accordingly, your position is considered security-sensitive. As a condition of employment, you must successfully pass a criminal background check, traffic record check (as applicable), and consumer credit check (as applicable). For the duration of your tenure, you must comply with requests (if needed) for periodic criminal background checks, as well as reasonable suspicion and post-accident or post-incident drug and alcohol screenings.]  
[Benefits Eligibility – [OMIT inapplicable statement
As a converted appointee to the Educational Service without a break in service, you will continue to be eligible to receive health and life insurance benefits, and retirement benefits.] OR 
[Upon hire, you will be eligible to receive health and life insurance benefits and retirement benefits. Additional information about these benefits is available on the D.C. Department of Human Resources’ (DCHR) website at www.dchr.dc.gov.]
[Residency Preference – OMIT entire statement if inapplicable: 

As an applicant claiming preference as a resident of the District of Columbia, you are required, and must agree in writing, to remain a District resident for a period of seven (7) consecutive years from the effective date of your appointment, starting (Date) and ending on (Date). To support your claim of District residency, you must submit a valid non-expired driver’s license or non-driver identification card issued by the D.C. Department of Motor Vehicles. If you do not have a valid non-expired driver’s license or non-driver identification card, you must provide four documents (proofs) from the list on Enclosure B. The District government will also verify that you have elected the District government to deduct and withhold District income tax after your first paycheck. If you fail to maintain District residency for the seven (7) consecutive year period, you will forfeit your employment.

Enclosed for your review is a copy of D.C. Form 300, Notification and Certification of Residency Preference for Employment. You must complete, sign, and return this form with copies of the required residency proofs to (Name of HR Specialist), at 1015 Half Street, S.E., 9th Floor, Washington, D.C. 20003 on or before the effective date of your appointment.]

[Residency Requirement – OMIT entire statement if inapplicable:
As a District government employee earning an annual salary of $150,000 or more, you are required to reside in the District or become a resident of the District within 180 days after your first day of work. You must also remain a resident of the District for the duration of your employment with the District of Columbia government.
To support your claim of District residency, you must submit a valid non-expired driver’s license or non-driver identification card issued by the D.C. Department of Motor Vehicles. If you do not have a valid non-expired driver’s license or non-driver identification card, you must provide four documents (proofs) from the list on Enclosure B. The District government will also verify that you have elected the District government to deduct and withhold District income tax after your first paycheck. If you fail to maintain District residency you will forfeit your employment.

Enclosed for your review is a copy of D.C. Form 300X, Notification and Certification of Residency Requirement for Employment. You must complete, sign, and return this form with copies of the required residency proofs to (Name of HR Specialist), at 1015 Half Street, S.E., 9th Floor, Washington, D.C. 20003 on or before the effective date of your appointment, or after you establish District residency within 180 days of your appointment.]]

Next Steps

This offer of employment will expire five (5) business days from the date of this letter if not accepted. If you require additional time to consider this offer, you may request approval for an extension from the selecting official.]

[If you wish to accept or formally decline this offer, please select the appropriate response for the “Acceptance/Declination of Offer” form provided in this link. You must enter your information and the date of your selection to signify your acceptance or formal declination.] OR  
[If you wish to accept or formally decline this offer, please sign and date the enclosed “Acceptance/Declination of Offer” form to signify your acceptance or formal declination. You must return a copy of this form to (Name), (Position Title) at (email or work address).] 
On (Date), please report for duty to (Name of Employing Agency Representative) at (Location) no later than (Time). Should you need new credentials, contact (Name) at (Telephone Number).

If you have any questions concerning this employment offer letter, please contact (HR Specialist Name), at (Telephone Number).
Sincerely, 

Agency Head (or Designee) 

Enclosure(s)
(XX/xx) [Add initials of the sender of letter in capitals/producer of letter in small case letters]
[image: image1.png]



Acceptance/Declination of Offer of Educational Service Appointment
❑
I, ___________________________________, ACCEPT this offer of appointment to the



  Full Name (Type or Print)
position of (Position Title), ES-(Series)-(Grade)/(Step), in the Educational Service and understand and accept the conditions of employment.

❑
I, ___________________________________, DECLINE this offer of appointment to the



  Full Name (Type or Print)

 
position of (Position Title), ES-(Series)-(Grade)/(Step), in the Educational Service. 
____________________________________         ______________________________

____________________________________     __________________________________

Signature                                 Date

� This offer may be rescinded prior to the start date due to budgetary reasons.-DELETE FROM FINAL OFFER LETTER
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