PART-TIME FACULTY NEW APPOINTMENT LETTER      

(Rev. November 2012)

All assignments for which compensation is offered must be stated in the appointment letter, including other duties outside of teaching. 

Some department cultures embed service on governing/curricular bodies into teaching in those departments.  Contracts that include such embedded service should include a description of those expectations.

If assignments are revised, a subsequent letter should be written and signed to supersede the current letter.  

Dear _____:

TERMS

With the concurrence of Dean _____ and Vice Chancellor and Provost Eric F. Spina, I am very pleased to offer you a [# semester/ # year] appointment as Part-Time [Instructor, Assistant Professor, Associate Professor, Professor or Lecturer] of _____ in _____ at Syracuse University.  This appointment is subject to renewal at the discretion of the University.   This part-time position begins [August/January] __, 20__ (one week before the first day of classes if standard benefits eligible OR the first day of class if modified benefits eligible) and ends [May __ (commencement)/December 31], 20__.  Compensation will include a salary of $_____ for teaching during the 20__-20__ semester/academic year, which is equivalent to a rate of $______ per credit hour for your assigned class(es). Your salary in subsequent [semesters/years] will be determined by the Dean in accordance with the Agreement between Adjuncts United and Syracuse University.  [If appointment includes advising or other duties outside of teaching then include: As agreed you will receive additional compensation in the amount of $_______ to (enter task, i.e. advise 10 undergraduate students) for the ____ (semester/academic year).]  

This appointment is contingent upon your maintenance of the appropriate professional qualifications and/or certifications.  This appointment is also contingent upon sufficient enrollment and other conditions as stated in Article VII of the labor agreement between Syracuse University and Adjuncts United.   

http://humanresources.syr.edu/staff/bu_staff/adjuncts/AUFinalPrint.pdf.) Accordingly, your teaching-related compensation may be adjusted during your appointment, such as after the financial drop period in the (fall/spring) semester.  For example, if an assigned class is cancelled due to low enrollment, your teaching-related compensation will be reduced based on the corresponding credit hour rate.  You will be notified of any salary and credit hour adjustments.
POLICIES

Within sixty (60) days after commencing employment all bargaining unit employees shall have the option to become members of the Union and to sign authorization cards allowing the deduction of dues, or to sign authorization cards to allow deductions from their pay equivalent to the Union dues in the form of Agency fees.
The Adjuncts United Labor Agreement describes many of the terms and conditions relevant to part-time faculty and forms part of the terms of your appointment.  The Labor Agreement can be found at http://humanresources.syr.edu/staff/bu_staff/adjuncts/.  Syracuse University policies may be found at http://supolicies.syr.edu/ .  Additional policies that may apply are set forth in The Faculty Manualhttp://www.syr.edu/academics/office_of_academic_admin/index.html,  and the Human Resources website, http://humanresources.syr.edu. 
DUTIES

The (Department and/or School/College) of _____ and the University value and reward quality teaching at all levels.  Your teaching assignment(s) for the fall/spring semester includes _____________ (course titles).  The duties associated with your teaching assignment(s) include: 

· Developing and/or updating a class syllabus.

· Ordering the appropriate books and materials in advance of the class start date.

· Preparation of lectures, projects or other student assignments.

· Maintaining regularly scheduled office hours.

· Presenting instruction based on the competencies and performance levels of the course.

· Meeting all designated class periods.  If you are unable to meet your class due to illness or emergency, you should exercise your best effort to reschedule the class or to obtain a substitute.  You must also notify the department chair of your absence and of your plan to cover the class.

· Submitting completed mid-semester progress reports and final grades according to University regulations.

· Grading student assignments and exams in timely manner.

· Providing departmentally sanctioned forms for completed student evaluations. 
(Duties listed below are optional)

· Advising undergraduate students

· Participating in student recitals or showings.

· Participating in departmental meetings or workshops.

· Building a positive rapport with students and other faculty.

· [Add department/school/college specific duties]

In addition, your professional duties to the department include:

· Providing an updated CV annually or upon the department/school/college request.

· Providing written notice to the Dean and/or department chair of your desire to terminate your employment.

· [Add department/school/college specific duties]

The University is committed to supporting a safe, respectful, and ethical living, learning and work environment.  The University will provide an online training program regarding climate for part-time instructors during the academic year.  Information regarding this training will be communicated at a further date.

As an employee of Syracuse University you have been assigned a syr.edu e-mail account.  All official University email communications will be sent to this assigned syr.edu address.  You may redirect your official syr.edu email to another address however, the University expects that you will receive and read email in a timely manner.
BENEFITS
[If this is a multi-year appointment teaching a minimum of 15 credit hours per academic year, include the following:  

As part of your part-time status, you are eligible for the standard University benefits. The University’s benefits are discussed in detail on the University’s website at http://humanresources.syr.edu/staff/bu_staff/adjuncts/standard_benefits.html.  Keep in mind that you will need to enroll for those benefits you wish to receive within thirty one (31) days of your start date.  

The Office of Human Resources conducts small group on boarding sessions to explain all of the benefits and to answer questions.  Please call the Office of Human Resources at 315-443-4042 to schedule a session.

[For all other appointments, include the following:

As part of your part-time status, you become eligible for the benefits agreed upon by Adjuncts United and Syracuse University, after successfully completing probation. The benefits eligibility criteria and the benefits descriptions can be found at http://humanresources.syr.edu/staff/bu_staff/adjuncts/modified_benefits.html.

Consult the Office of Human Resources at 315-443-4042 regarding any benefits questions.]
All of the benefits for which you may be eligible will be received under, and subject to, the applicable University benefit plan or policy, and the terms of that benefit plan or policy will control over any other benefit description.  University benefits are subject to change under University policy. 

Part-time faculty members are also eligible for library privileges, parking permits, bookstore discounts, and use of recreational facilities. 

I-9 REQUIREMENT 

(For U.S. citizens or permanent residents):  [This appointment is necessarily contingent upon your satisfaction of eligibility requirements for employment under the Immigration Reform and Control Act of 1986. Information about these requirements is enclosed.]  

(For Foreign National appointments, replace the above paragraph with the following sentence :) [This appointment is contingent upon your obtaining a non-immigrant or immigrant visa from the U.S. Citizenship and Immigration Services, which allows you to be employed by Syracuse University.]  (If the department has any questions, please contact the Lillian and Emanuel Slutzker Center for International Services at x2457.)

PAYROLL

[If this is a multi-year appointment teaching a minimum of 15 credit hours per academic year, include the following:

As a professional exempt faculty member you will receive your academic year salary in ___ (18) payments (half payments on August 31 and May 15, and 16 full payments September 15-April 30)/ (9) payments (full payment January 31– April 30 and half payment on January 15 and May 15). 

[For all other appointments, include the following:

As a professional exempt faculty member you will receive your academic year salary in ___ (18) payments (partial payments on August 31 and May 15, and 16 full payments September 15-April 30)/ (9) payments (full payment January 31– April 30 and partial payment on January 15 and May 15). 

Use the payment calculator for assistance in calculating the partial payment:  
http://www.syr.edu/academics/office_of_academic_admin/college_and_dept_support_staff/PT_faculty_hiring.html
Please note that with respect to the payments and benefits described in this letter, the University will withhold any taxes required by law.
ACCEPTANCE

If you accept the appointment, as I hope you will, please sign and return the enclosed copies of this letter, keeping the original for your files. To allow the University to proceed, I will need to have your response by ______. [Insert date approximately 2 weeks from date of appointment letter.]  After you return your signed appointment letter to me, please contact Human Resources at 315-443-4042 or go to <http://humanresources.syr.edu/faculty/onboarding_faculty.html> complete the necessary paperwork required for new employees (such as the I-9 and parking application).  

Sincerely yours,

[Department Chairperson/Dean]
Enclosures:
Information on the Immigration Reform and Control Act of 1986 (For US Citizens and only if appointee has not been employed during the prior year by Syracuse University.)
Copied to:
Dean or Department Chair



Office of the Vice Chancellor and Provost (for review prior to distribution)
The Lillian and Emanuel Slutzker Center for International Services (If the faculty member is a Foreign National)
I accept the appointment as described above.

Signed: ______________________________
Date: _______________

