

PART-TIME FACULTY NON-RENEWAL LETTER      11/18/11
Part-time faculty whose contracts will not be renewed must be notified no later than 10 working days after registration of currently enrolled students. 
Post probationary part-time faculty notices shall include the reason(s) for non-renewal.  Note that post-probationary faculty members have the right to grieve the reasons provided if they disagree.
If a part-time faculty member is on remediation, the date for notification of non-renewal may be modified upon mutual agreement of the parties.
Dear  

:

This letter provides written notice that your appointment will not be renewed.  Your appointment as part time [Instructor, Assistant Professor, Associate Professor, Professor, or other title] of ___________ in _______________[department name] will terminate on ___________[enter appointment end date] without further notice.

[Include the following sentence if the part-time faculty member is post-probationary: This appointment will not be renewed due to ______________________________.]

Any questions that you may have regarding your benefits, if applicable, should be directed to the Human Resources Service Center at (315) 443-4042 ext. 1.
I would appreciate having your signature below only to acknowledge receipt of this letter. Please keep the original for your file and return a signed copy to my attention.  Thank you for your services. 

Sincerely yours,
[Department Chairperson/Dean]
Copied to:
Dean or Department Chair


Office of the Vice Chancellor and Provost

The Lillian and Emanuel Slutzker Center for International Services (If the faculty member is a Foreign National.)
Adjuncts United President
I acknowledge receipt.
_______________________________

____________________

Signature





Date

