	

4700 KEELE ST.
TORONTO ON
CANADA  M3J 1P3
@yorku.ca
(123) 456-7891
	Date
Name
Address
Address
Dear First Name,
York University and [INSERT NAME OF DEPARTMENT] would like to thank you for volunteering your services. We would like to formalize this Volunteer opportunity by way of this Letter of Understanding.

The parties, for good and valuable consideration, agree as follows:

1. Term of the Agreement (the “Term”)
Your volunteer Term is from [insert start date] to [insert end date], inclusive. Your weekly hours will be [enter days/hours]. This term may be renewable with the written consent of both parties.
Either party may terminate this agreement prior to the end of the Term, provided it gives the other party 48 hours of notice in writing.
 
2. Duties
During the Term, you will assist with duties including, but not limited to:
· [Insert list of duties]
· [Insert list of duties]
· [Insert list of duties]
3. Reporting Relationship
You will report to [name and title], until or unless otherwise specified.

4. Insurance
As a Volunteer, you are not being paid for your contributions and as such you will not be covered by the Workplace Safety and Insurance Act or the Occupational Health and Safety Act.
As such, you acknowledge, with the acceptance of this opportunity that you have an appropriate medical insurance plan.
York University provides third party liability insurance coverage for all Volunteers while they are actively engaged in sanctioned University activities on its behalf should they cause or contribute to the cause of an insurable accident.

5. Incident Reporting
If you are involved in a situation which may give rise to liability (i.e. are injured, your property is damaged, or you are involved in a situation involving injury or damage to a 3rd party), the incident must be reported to your Supervisor and Security Services promptly.

6. Vehicle Use
You are not allowed to drive University owned or rental vehicles on behalf of the University. York University does not cover insurance claims arising from the use or operation of your automobile.

7. Parking
Parking is available on campus at a cost. The application procedure, form and maps are provided in the parking brochure available at the parking office and on the York University website at:  www.yorku.ca/parking. 

8. Policies and Procedures
As a Volunteer at the University you are expected to abide by the University policies and procedures available on the York University website at: www.yorku.ca/secretariat/policies/.

9. Confidentiality
In consideration of this Letter of Understanding, you acknowledge and agree that during the course of your volunteer Term you may have access to confidential information which may include, but is not limited to: 
a) personal information about employees, students and other members of the university;
b) trade secrets or scientific, technical, commercial, financial or labour relations information supplied in confidence implicitly or explicitly;
c) information or records which York University may refuse to disclose in accordance with privacy legislation; and
d) any other information relating to York University’s business or activities that is deemed confidential or proprietary by York University.
During the course of your volunteer Term at York University, and after that, you are required to:
a) keep confidential and not disclose or provide access to any confidential information to any unauthorized person;
b) use confidential information for the purposes for which it was collected or retained, and only as may be reasonably necessary to carry out your duties to York University;
c) maintain records containing confidential information in such a manner as to protect the records from unauthorized access, collection, use, disclosure, retention or disposal.
_______________________
Please confirm your acceptance of the above terms by completing the Acknowledgement below and returning this Letter of Understanding to me by [Month, Day, Year]. Please feel free to contact me with any questions you may have. 
Sincerely, 
Name, Title Department 
Attachments (1)
ACKNOWLEDGEMENT
I hereby accept this Letter of Understanding for a Volunteer position with York University, as described in the preceding pages, and acknowledge that the terms and conditions set out in this Letter of Understanding, above, reflect the entire agreement with York University.
________________________________			______________________
Signature of Volunteer		 			Date
________________________________
Name of Volunteer (Please Print)
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