SAMPLE FORMAT OF UNIT/PROVOST CONTRACT NEW HIRE LETTER FOR 

NON-TENURABLE (FIXED TERM) FACULTY (TEMPORARY NEW HIRE—SEMESTER or AY)
Revised 9-8-11
[Current Date]
[Name]
[Home Address]
[City, State, Zip]
Dear ___________:

After appropriate review and upon recommendation of the departmental personnel committee, I am pleased to recommend that the Provost offer you the temporary [NOTE: if part-time, add the phrase “part-time (______ percent)” here] appointment of 


 in the [Department/School] of _____________ within the College of __________for a term beginning _____________ , which includes new faculty orientation, and ending _____________.  Your salary rate for this period will be $

 , payable in [nine for semester only hires or eighteen for academic year hires] semi-monthly installments.  [NOTE:  If grant or other non-state funds are involved be specific as to what exact grant or special fund name, add "Since your appointment is funded in whole or substantial part from ___________ (grant/special fund name) expiring on _________ (date grant/special fund ends), your continued employment is contingent upon the continuing availability of these funds.”]   You will receive your first installment on ____________, [NOTE: if submitted late, add “with payment retroactive to your hire date”] provided the paperwork is completed in time for that payroll.  Completion of the appropriate paperwork also includes your signing and returning this contract letter as soon as possible.
[NOTE:  Add paragraph here regarding any necessary contingencies regarding official transcripts, letters of reference, etc.  Example:  “This appointment is contingent upon our receipt of two reference letters within 30 days of receipt of this letter.”  “This appointment is contingent upon our receipt of an original official transcript showing conferral of your _____ degree within 30 days of receipt of this letter.”]
[NOTE:  Add paragraph here regarding any necessary contingencies regarding faculty credentialed OUTSIDE OF THE UNITED STATES.]  In accordance with requirements of Southern Association of Colleges and Schools (SACS), degrees awarded outside of the United States and its territories must be verified by an outside credential evaluation service as equivalent to a degree conferred by a regionally accredited college or university in the United States.  This appointment is contingent upon verification and confirmation that your degree required for this appointment is equivalent to a degree conferred by a regionally accredited college or university in the United States.  A copy of your transcript and other credentialing documentation will be submitted to an approved third-party vendor by Academic Affairs for verification.”
Your appointment is for the time specified above, and in accordance with provisions of Chapter 6 of The Code of The Board of Governors, The University of North Carolina, specification of the length of your appointment constitutes full and timely notice of non-reappointment when your term expires.  Therefore, your employment will automatically terminate at the expiration of this contract without further notice to you.
The provisions of Appendix D (as amended) of the Faculty Manual entitled "Fixed Term Appointments" govern your appointment.  A copy of Appendix D is enclosed.  You will not be eligible for permanent tenure but shall be regarded as having the protection of tenure until the end of your term.  Please refer to Appendix D for more specific information.  Temporary appointments are not eligible for fringe benefits.

This letter defines our commitment to you contingent upon approval of the Provost and Senior Vice Chancellor for Academic Affairs.   Upon approval by the Provost, this letter along with the Faculty Manual prescribes the conditions of your employment.   The Provost’s approval, indicated by the signature below, constitutes an official offer of employment and approval of the terms and conditions stated herein.  In addition to Appendix D, a copy of Appendix I which indicate university policy governing conflicts of interest and external professional activities for pay is also enclosed.  A copy of the complete Faculty Manual is available online for your reference at http://www.ecu.edu/fsonline/customcf/facultymanual/manual.htm.  You may download this information and print it by accessing this web site.  Once you are on campus, you may use computers in your department or at various campus computer labs to access the manual.  A copy is also available in our unit office.  This formally notifies you that you are subject to all terms and provisions of the Faculty Manual.  In addition, you are also subject to policies of the Code of the [College/Department/School] of _____________, which may be accessed at the following link: http://www.ecu.edu/cs-acad/fsonline/uc/unitcodes.cfm.

[NOTE: Concerning duties, be as specific as possible]Your service to the University for the period of your employment will consist of the traditional duties of a        [title]
, including excellence in teaching [NOTE: state here whether teaching undergraduate and/or graduate courses]; service to the university, community and profession; and any other duties as assigned by your department chair.  [NOTE:  Revise this paragraph to reflect the specific course and other assignments of this particular appointment since most fixed-term appointees do NOT participate in ALL traditional areas of faculty employment.]
Federal law requires proper documentation of identity and employability (I-9) at the time of employment.  If you have not already done so, you are required to complete the Employment Eligibility Verification (I-9) process on or before your first day of employment.  A list of the original documents (not photocopies) you may use to complete this certification can be accessed at the following link: http://www.ecu.edu/cs-admin/HumanResources/Policies_and_Procedures.cfm.  Please report to the unit head’s office as soon as possible, or no later than your first day of employment, to complete the I-9 verification.  Failure to complete the I-9 certification within the federally required period may result in consequences up to and including your being removed from payroll or terminated.    Non-immigrant employees must contact the Payroll Office at 252-328-5461 or 252-328-6955 to address their tax status. 

[NOTE:  Omit paragraph if US citizen or perm residence status applies.  If non-immigrant leave this paragraph in letter, and be specific as to visa type and expiration.]   This appointment is contingent upon your obtaining the appropriate work visa and maintaining legal authorization for employment throughout the entire contract period.  Therefore, this formally notifies you that this appointment is contingent upon renewal of your current visa type, specifically ___________ or adjustment of status to Lawful Permanent Resident on or before _________ (Expiration date of current work authorization).  Should your authorization to work at East Carolina University expire during your current fixed-term appointment and in accordance with federal law, you will be removed from payroll.  
East Carolina University requires that a criminal background check be conducted on all employees prior to employment.  This policy can be located at the following link: http://www.ecu.edu/cs-admin/HumanResources/Policies_and_Procedures.cfm.  The purpose of this report is to ensure that the ECU community is a safe place for our faculty, staff, and students to work and study.  Therefore, your employment is contingent upon receipt of a criminal background report which the University deems satisfactory.  If you have not already done so, please complete the ECU Disclosure/ Authorization Statement and return the form to Michelle Morris, 210 East First Street, Greenville, NC 27858, or fax to 252-328-9918 so that the process may be initiated.  A disclosure form is enclosed for your convenience.  This disclosure form must be submitted to the Department of Human Resources at the above address no later than five business days after receipt of this letter.

All employees must abide by the ECU patent procedures policy which is located in the Faculty Manual, Part VII, II and can be accessed at http://www.ecu.edu/cs-acad/fsonline/customcf/facultymanual/part7/72.htm.  Please review this policy carefully before signing the enclosed East Carolina University Patent Agreement and Assignment (Agreement) form.  Your employment is contingent upon receipt of this signed Agreement, along with your signed acceptance of this contract letter, and becomes a part of the terms and conditions of your employment.  This contract does not become binding until all contingencies as stated herein have been fulfilled.

ECU requires all employees to participate in the direct deposit program.  An Authorization Agreement for Automatic Deposits form may be located at the following link: http://www.ecu.edu/financial_serv/payroll/payrollforms.cfm.  At this same link, you will find the 

W-4 (federal withholding form) and the NC-4 (state withholding form).  Please complete and forward these forms to the Payroll Office located at 208 East 3rd Street, Greenville, NC 27858-4353.

Upon your arrival on campus, please visit Traffic Services located at 305 East Tenth Street to obtain a parking permit.  Additional parking information can be accessed at the following link:  http://www.ecu.edu/cs-admin/parking/upload/2010-2011-parking-Map-6.pdf.

If you accept the Provost’s offer, the effective date of this contract shall be [date], the date by which you shall report to ECU to assume your assigned duties as [title] in the [Department/School] of __________________.   Failure to report to work on [date] shall result in the formal withdrawal of this letter and offer of employment.  Please sign the original and both copies of this contract letter, and return the original contract along with the signed patent agreement to the Office of the Provost, Spilman 215, as soon as possible.  Please send one of the enclosed copies of this contract letter to your Dean as soon as possible.  Note that it will be necessary to have your acceptance within ten days of receipt of this letter in order to make arrangements to cover your proposed responsibilities should you decline our offer.

We look forward to a favorable reply.

Sincerely,














[Name of unit head]
[Unit head’s title]
/initials 

cc:
[Name of Unit Head}, [title]


[Name of Dean], Dean


Unit Committee Chair 
Marilyn Sheerer, Provost

Personnel File

Enclosures:
Copies of Appendix D and Appendix I

ECU Disclosure/Authorization Statement [omit, if not applicable]

             ECU Patent Agreement and Assignment Form
=============================================================================

I am pleased to approve the recommendation for employment of ___________________ [employee’s name] under the terms and conditions as stated herein.

_______________________________


__________________

[Name of dean]
, Dean




Date

College of ____________

=============================================================================

I am pleased to offer ___________________ [employee's name] employment under the terms and conditions as stated herein.

________________________________


__________________

Marilyn Sheerer





Date

Provost and Senior Vice Chancellor for


Academic Affairs

=============================================================================

I accept this temporary appointment as ________________ in the [Department/School] of ___________ within the College of ___________, according to the terms and conditions stated in this contract letter dated _______ [date of this letter].  I fully understand that my employment is subject to all policies and provisions of the Faculty Manual and those of the Code of the [College/Department/School] of ________________.  I further understand that my employment is subject to all contingencies stated in this contract letter.
I certify that I have neither willfully provided false or misleading information nor failed to disclose relevant information in order to meet the position qualifications.  I understand that willfully providing such false or misleading information or failing to disclose relevant information shall be grounds for later disciplinary action or criminal prosecution.  I further understand that dismissal from employment shall be mandatory in any case in which a false or misleading representation has been made in order to meet position qualifications. (NCGS 126-30)  

_______  I certify that I am not required to be registered with the Selective Service


because (check one):

         ______  I am a female.

         ______  I am in the armed services on active duty.  (Note:  Members of the



Reserves and National Guard are not considered on active duty.)

         ______  I am under the age of eighteen.

         ______  I was born before 1960.

         ______  I am a permanent resident of the Trust Territory of the Pacific Islands or



the Northern Mariana Islands.

         ______  I am a nonimmigrant alien.

_______  I certify that I am registered with Selective Service.

_________________________________
_____________________

[Name of Employee]
                                                                 Date

