ELEMENTS OF THE LETTER OF OFFER

College of Sciences and Technology

August 2004

The letter of offer is an opportunity to enumerate not only the recommended conditions of appoint​ment, but the expectations that the department and College have for the new faculty member.

The template for the letter of offer provides standard language for the standard elements.  Specific elements which should be included are:

Rank
Beginning faculty with the Ph.D. degree have the rank of Assistant Professor. 

Beginning faculty who do not yet have the Ph.D. normally have the rank of Instructor.  In this case, the letter should include the statement:  This position is tenure track at the rank of Instructor, beginning 16 September 20__.  Upon receipt of evidence that the Ph.D. has been awarded, the rank will be changed to Assistant Professor, with no change in salary.  It is our expectation that the degree be completed by ________ and reappointment is contingent upon completion by that date.

The rank for faculty who have rank at another institution or for faculty with exceptional circumstances should be determined in consultation with the Dean.

Commitments

Commitments (and their source of funding) to be provided to the new faculty must be agreed upon with the Dean and Provost.

If a Summer Research Grant is provided, the letter should include the statement: The College will guarantee you a Summer Research Grant of $5,000 for the summer of 20__ to support your program of research. You will be expected to submit an application detailing the specific project you wish to pursue, but you are assured of funding.  You will be expected to submit a final project report upon completion of the grant period.

If relocation support is provided, the letter should include the statement:  The University will reimburse you up to $XXXX for relocation support.  This amount includes required insurance coverage.  As required  by the Internal Revenue Service, relocation benefits will be included in your taxable wages.  Reimbursement for relocation will cover only the expenses authorized by the state; a copy of the state “Moving Expense Regulations and Guide” is enclosed for your information.

NOTE:  Be sure to include a copy of the Moving Guide, which can be obtained from the Purchasing office.  Paperwork should be coordinated by the department.  Only costs authorized by the state can be reimbursed, and only one move per person is authorized  (i.e., If the faculty moves in order to be on campus for classes, but his family moves later, only one move can be reimbursed.)

If a computer is provided, the letter should include the statement:  The University will provide you with a personal desktop computer, to a limit of $_______.
If start-up equipment/materials are provided, the letter should include the statement:  The University will provide up to $_____________ towards the purchase of the equipment and materials which you have identified to support the teaching and research needs of this position..

Expectations

Specific expectations should be described following the general expectations for all faculty.  Such expectations may include such things as:  leadership as Director of the _______ Program, supervision of graduate students or internships, participation on thesis committees,  play a strong role in the development (or continued development) of the department’s _________ program,  etc.

Tenure and Promotion

The Faculty Handbook  and the College’s Unit Evaluation Plan should be reviewed.

Normally the full probationary period at Western is 6 years.  Exceptions must be noted in the letter of recommendation. 

TEMPLATE  

LETTER OF OFFER

College of Sciences and Technology

August 2004

Dear              :

We are pleased that you are interested in joining the faculty of the Department of _____________.  This letter is an offer of appointment to fill the department’s position in __________and to outline the conditions of your appointment, which I have discussed with the Dean and the Department Chair.  This offer reflects the recommendation of the ___________ faculty. A formal contract will be prepared upon receipt of your signed letter. 

This position is tenure-track at the rank of _________. [ See Elements], beginning 16 September 20__.  The beginning nine-month salary is $ ________, which corresponds to Step _____ on the current faculty salary schedule.  

To establish your program of instruction and scholarship the University will provide the following support:  [ See Elements - Commitments to be agreed upon with the Dean and Provost.]

The Department, the College, and the University value teaching, scholarship and research.  We look forward to your strong contribution in all areas.  We expect you to carry the standard teaching load for faculty in the Department of __________ and to teach courses at all levels, including courses meeting General University Requirements, service courses, and graduate courses  [where appropriate].  We expect you to be an exemplary teacher, to engage students actively in their own learning, including discussion, writing, analysis, and participation in research activities, to maintain high standards regarding course content, and to contribute significantly to the development of our programs and curricula.   We also expect you to build and maintain a program of scholarly activity and productivity, including regular publication in refereed journals appropriate to your discipline and other appropriate outlets, creative development of grant applications, and constructive interaction with other faculty with related interests.  Finally, we expect that you will participate in departmental, University, and professional service activities.  As a new member of the department your service assignments will initially be modest, allowing for concentration on teaching and research, but after some time for adjustment we expect you to become involved in a wider range of service functions.

[ See Elements]

As a probationary faculty member, your performance will be evaluated annually by the tenured faculty and Chair of the Department of _________ and by the Dean of the College Sciences and Technology.  These reviews will include an opportunity for you to discuss the evaluation with the Chair, to plan ways in which to enhance your success, increase departmental support for your activities, and maintain satisfactory progress towards tenure and promotion. University policies regarding tenure and promotion, as specified in the Faculty Handbook, will apply.  The Faculty Handbook is currently the guide in matters of faculty employment, welfare, rights and responsibilities.  These terms and conditions may be changed as a result of the negotiation of a collective bargaining agreement with the faculty.  The full probationary period is six years, though consideration may occur earlier in exceptional cases.  [ If a specific arrangement is made in the years of service prior to tenure review, it must be specified here.] The decision on your tenure will be made no later than the ______ academic year. Salary increases, when available, will be awarded in keeping with the University salary policy.

If you accept the conditions of this letter of offer, please sign below and return this letter to the Chair of the Department of ___________no later than _____________.  After that date, this letter will no longer constitute a commitment to these conditions on our part unless extended by mutual agreement.  Following receipt of your acceptance of these conditions, a contract will be prepared.
This offer of employment is contingent upon a complete background check satisfactory to the University and your ability to meet federal employment eligibility requirements.
We hope that you will join us, and anticipate that you will greatly enhance the programs of the Department of __________ and the University through your strong scholarship, instruction, and other professional contributions. 

Sincerely,

Dennis Murphy, Provost 

and Vice President for Academic Affairs

Enc: “Moving Expense Regulations and Guide”

CONDITIONS

ACCEPTED:_________________________________________   DATE:_______________________

