
TEMPLATE AGREEMENT FOR NON-EXEMPT HOUSE MOTHERS:    UNDER FEDERAL LAW, THE HOUSE MOTHER DOES NOT HAVE TO TRACK HOURS IF YOU AGREE UPON A SET SCHEDULE (SEE 29 C.F.R. § 785.23).  CHECK TO CONFIRM THAT THIS AGREEMENT COMPLIES WITH STATE LAW WHERE THE EMPLOYEE IS WORKING.

IF THE HOUSE MOTHER IS PAID A WEEKLY SALARY WHICH MEETS THE THRESHOLD (CURRENTLY $455 TO BE RAISED TO ~$970) NOT INCLUDING THE VALUE OF ROOM AND BOARD THE POSITION MAY BE EXEMPT

[LETTERHEAD]

_________ __, 20__

[NAME]

[ADDRESS]

Dear ____________________,

 
I am pleased to extend this offer of employment as [House Mother] of [INSERT ORGANIZATION NAME] (the “Organization”).  We are excited about the potential that you bring to the Organization.  The following sets out the major provisions of your employment, compensation, benefits and work hours that we have agreed upon.  

1.
Position; Term

You will be employed as [House Mother] and will live and work at the Organization’s house at [INSERT ADDRESS] (the “House”).  You will report to [TITLE], currently [NAME].  Your start date will be [DATE] and your position will generally run until [DATE].  However, you will at all times remain an at-will employee.

2.
Compensation & Benefits

You will receive $__________ per week, less applicable withholdings, and payable on the Organization’s regular payroll schedule.  In addition to cash consideration for employment, the Organization shall provide private living quarters in the House, meals, one parking spot, cable and basic monthly telephone service
You will also be eligible to participate in any benefit programs or plans, if any, offered to the Organization’s employees.  [Can list specific benefits offered, if applicable].

3.
Employment Conditions


This offer is contingent upon your submitting proof of your ability to lawfully work in the United States [as well as an acceptable background check and drug screening test]
.  

4.
Hours Expectations

As we have discussed, the following sets forth our agreement regarding your work, sleep, meal and free time expectations:

Monday - Friday

9pm – 9am:  Sleep / Free time

9am – 1pm:  Work time for administration of the House (e.g. paperwork, supply ordering, coordination with vendors, etc.) (You must take a 10 minute break in approximately the middle of this time period in which you are free from all work duties).

2pm – 5pm:  Free time

5pm – 7pm:  Meal period / free time

7pm – 9pm:  Availability for discussions with House residents 

Weekends:

9pm – 7pm:  Sleep / Free time

7pm – 9pm:  Availability for discussions with House residents 

In the event you find that you are consistently working more than as agreed or during scheduled free time, you must inform your supervisor so that we can modify your agreed schedule and compensate you appropriately for all hours worked.  

You shall be available for emergencies during your non-work hours [unless you are away on pre-approved PTO].

5.
Duties
Your duties will include, but not be limited to:

· Teaching, guiding the Chapter and the House residents in matters of social correctness, matters of etiquette and professional courtesies. 

· Being a friend, good listener, confidant to residents on a variety of personal topics. 

· Serving as a Hostess, planning and preparing for guests, greeting them, and socially entertaining.

· Applying the risk management policies of the college/university and [INSERT NAME].

· In some cases, chaperone social activities and programs. 

· Serve as an ambassador to parents, the university, other Chapters, and the local community. 

· Hold the Chapter accountable to the Chapter house rules and bylaws and regulations/policies set forth by the University, local, state and federal laws, Association and International Fraternity.   

· Supervise the cook and the operation of the kitchen.

· Responsible for ordering food and supplies for the House.

· Supervise the cleaning staff / contractor for the House.

· Hiring or contracting with cook and cleaning crew.  

· Responsible for the House budget. 

· Responds to emergencies as needed.

· Serve as a living historian to provide continuity to the Chapter.

6.
Rules of the House
You will be required to follow and abide by [INSERT ANY RULES OR CODE OF CONDUCT FOR THE HOUSE].  Further, you may not consume alcohol with underage residents or guests and may not be intoxicated while performing your responsibilities.  Use and/or possession of any illegal drugs are strictly forbidden.

Any violation of this paragraph will be grounds for immediate termination of your employment.    

6.
Holidays/Paid Time Off

[INSERT HOLIDAYS/VACATION DATES]

[INSERT PAID TIME OFF PROVIDED, IF ANY]

7.
Confidentiality 

Your will be in a position to gain a great deal of sensitive and personal information of the House residents.  It is expected that this information will be treated in a professional and confidential manner.  During the course of your employment, you may legitimately see, hear or otherwise become privy to information about House residents, which is considered confidential information. It is understood and agreed that both during your employment and at all times thereafter, all information relating to the House residents, including but not limited to financial, household, personal, academic, social or career, is confidential information (“Confidential Information”), which may not be disclosed to anyone without the written consent of the Organization. It is also understood that a failure to abide by this agreement may, at the Organization’s discretion, result in immediate termination.  This provision survives termination of this agreement.  Upon termination of your employment for any reason, you shall immediately return to the Organization all Confidential Information existing in tangible form, together with any copies or reproductions thereof, which may have come into your possession during the course of employment, and shall delete or destroy all computer files on her personal computer which may contain any Confidential Information.  You acknowledge and agree that the Organization and House residents will suffer irreparable harm if you breach any of the obligations under this paragraph, and that monetary damages would be impossible to quantify and inadequate to compensate for such a breach.  Accordingly, you agree that in the event of a breach, or a threatened breach, by you of any of the provisions of this paragraph, the Organization and/or House residents shall be entitled to obtain, in addition to any other rights, remedies or damages available to them, an interim and permanent injunction, without having to prove damages, in order to prevent or restrain any such breach, or threatened breach, by you.  The Organization shall also be entitled to payment from you for all of their costs and expenses incurred in obtaining such relief, including reasonable attorney fees and other legal costs and disbursements.


Notwithstanding the foregoing, any information about any House resident or guest which might affect the safety, security or well-being of a House resident or guest must be shared with [TITLE] immediately and/or appropriate law enforcement or emergency personnel, if needed. 

6.
Miscellaneous Terms
Your employment is “at will.” This means that your employment is for no definite period of time, and either you or the Organization may terminate your employment at any time, with or without cause or notice.   Your employment and this agreement will be exclusively governed by and construed according to the laws of the State of [STATE OF EMPLOYMENT], without reference to conflict of laws principles.  

This agreement constitutes the entire agreement between the parties regarding the subject matter herein and supersedes any other prior understandings or agreements, whether written or oral.  No amendment or change to this agreement shall be effective unless in writing and executed by all parties hereto.  If any of the provisions of this agreement are found to be unenforceable, such unenforceability shall not affect the remaining provisions of the agreement or the validity of the agreement as a whole.  
We think you will find the Organization to be an exciting and dynamic place to work.  Please sign and return the enclosed copy to [NAME] as soon as possible and no later than [DATE].

Sincerely,






[NAME]

I accept the offer and agree to the terms as stated above:







NAME







Signature







Date

�This is recommended for house mothers where allowed by state law.  May be required by some universities. 


�This is an example schedule.  You should come up with a mutually agreed schedule with the House Mother which outlines expected work times, sleep time, free time and meal time.  





If you agree upon hours that are over 40 in a week (or over 8 hours a day in certain states), then the employee should be paid overtime for those hours and it should be reflected in the compensation section.  Additionally, if employees are working overtime (working non-worked hours), then they will need to be paid as such and suggest re-modifying the schedule.





In addition, if the employee is scheduled to work 4 or more hours in a row, the agreement should specify that the employee must take a 10 minute (paid) break as near as possible to the middle of that 4 hour period.  If there are two four or more hour periods in a day, the employee should be taking two 10 minute (paid) breaks, one during each period.  
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