
Uncl--APPENDIX 5-F
S A M P L E 
Tenure Track Faculty Letter of Appointment
Dear Dr. Smith:

	Title, salary, %

Criminal Background Check
	It is my pleasure to confirm your appointment as an Assistant Professor in the Department of XXXXXX starting August xx, 2xxx. Your initial appointment as a probationary faculty member is for three years (ending May xx, 2xxx) and is renewable. Your salary for 2xxx-2xxx will be $xx,xxx on a nine-month basis.
(Required if criminal background check is not done)  This offer of employment is conditional pending the results of a criminal background check.  If the results are unacceptable, the offer will be withdrawn or, if you have started employment, your employment will be terminated.

	Probation/Tenure Clock/Prior Service


	Faculty appointments are governed by the UW-Madison Faculty Policies and Procedures (FP&P). The rules and regulations which address faculty appointments are described in Chapter 7 of the document (copy attached). Because you have had no prior service, you are eligible for the maximum probationary appointment.  Your initial three-year appointment may be renewed, however, a probationary faculty member may not serve more than seven years. Thus, before the end of your sixth year, tenure consideration will occur according to the standard procedures for action on probationary appointments (FP&P 7.06, 7.07. 7.14, 7.15). 

Attached you will find a description of the Department of XXXXX's procedures for the guidance and annual evaluation of probationary faculty members. Professor Johnson has the primary responsibility of providing you with guidance during your probationary period. In addition, an oversight committee will be established to provide you with an annual evaluation. These procedures have been adopted to assist probationary faculty so I hope you will take full advantage of these resources.

	9-month appointment
	Academic year salaries are paid in nine equal installments on the first of each month from October to June.  Academic year appointees, whether full or part-time, do not earn vacation and are expected to work during the appointment period except for days specifically listed as paid holidays.

	Merit
	The University annually reviews the salary of each member of the faculty, offering increments under a merit raise system.  The funds available vary from one year to another according to the level established by the state legislature.

	Course load
	The normal teaching load in our Department is four courses during the academic year, two in one semester and two in the other.  Faculty are expected to teach in both graduate and undergraduate programs and in addition to direct independent studies and/or conference courses.

	Specific commitments
	The following commitments are being made to assist you in initiating your research program:  $xxxxxxx for equipment, salary support for a research assistant (graduate student) for 2 years with $5,000/year supplies (a Hatch project awarded subject to submission of an acceptable proposal), and salary support for a second graduate student for a year.  In addition the Department covers phone rental, voice mail and local call expenses for all faculty.  We will cover all long distance call expenses from department gift funds during your first two years of appointment.

	Moving expenses

Office space

Lab equipment
	The Department and College will also be able to reimburse you for up to $xxxx of your moving expenses and temporary lodging reimbursement (State of Wisconsin regulations require a pre-approved estimate for reimbursement of moving expenses).  Room xxxx in the xxxxxxx building will be assigned as office space.  It has been the history of our building to jointly share research laboratory space and equipment.


	Summer support
	You will be eligible to apply for additional research funding, including summer research support, in the annual internal competitions arranged by the Graduate School.  For additional information, you may wish to consult the Graduate School’s website: http://www.wisc.edu/grad/.  Faculty who are successful in winning grants can make use of grant funding for salary support during the summer, and there are also opportunities to teach during the Summer Sessions here at the University.

	Acceptance
	The members of the xxxxxxxxxxx Department believe that Wisconsin provides an excellent environment for your scholarly career, and that your presence here would enrich our intellectual community.  We all are enthusiastic about the prospect that you will join us, and we hope that you decide to accept this offer, which will remain in effect until ______________.  Please respond in writing by that date.

	I-9

Benefits

ID

Code of ethics
	Please refer to the Letter of Offer Attachment for additional information.  Four items are particularly important.  

· This offer of employment is contingent upon verification of the appropriate identity and employment eligibility documentation on the Form I-9, as required by the Immigration Reform and Control Act of 1986. For information on the Form I-9 and the list of acceptable documents, please see the Forms section of the U.S. Citizenship and Immigration Service website:  http://www.uscis.gov/portal/site/uscis.  Section 1 of the Form I-9 must be completed by the employee on or before the first day of employment.  If you accept this offer of employment, you will receive an email from your hiring department with a link to UW-Madison’s electronic I-9 system, which is run by the company HireRight.  In the email, you will be given instructions on how to log into the system.  The system will provide the list of acceptable documents and detailed instructions on how to complete the electronic Form I-9. The list of documents is also attached to this letter for your easy reference. The required documents must be presented to your employing department, in person, within three days of your employment start date.  If you do not have the necessary documents, you must present a receipt from a U.S. government agency for replacement document(s) within the three day limit, and you must present the required document(s) within 90 days of your employment start date.  The law prohibits the University from employing or continuing to employ an individual who has not provided the required documents within the relevant time period.
· Many university benefits have strict time limits, so you should contact xxxxxxx in the department office as soon as possible to discuss your benefit options.  Failure to do so could result in the loss of important benefits.

· New faculty should obtain a photo ID card for access to university facilities.

· All employees must follow the Code of Ethics and annually are asked to report their outside activities.

	Reasonable accommodation
	It is the policy of the UW-Madison to provide reasonable accommodation for qualified employees with disabilities.  If you need accommodation to perform the essential functions of your position, please contact me      (or your Division-level Pers Rep)      at    (phone # and address)   .

	Welcome
	I look forward to working with you.  Please do not hesitate to call me if you have any questions about your appointment.









Sincerely,

xxxxxxxxxxxx, Chair

Enclosures


(Letter-of-Offer Attachment)


(UWS 1-8)
