FACULTY ASSOCIATE OFFER LETTER TEMPLATE

(Insert required information in highlighted sections, turn off highlight, delete instructions at the end of the template, and transfer letter to unit letterhead before extending offer letter to candidate.)

Date
Name

Address

City, State Zip Code
Dear (Candidate name):
On behalf of the (Unit), we are pleased to offer you a part-time, non-benefits eligible appointment as Faculty Associate. Your appointment includes instructional duties and commensurate compensation during the session(s) outlined on the table below. In this position, you will be responsible to the (chair/director) of the (Unit).
Your teaching assignment, period(s) of appointment, and compensation will be as follows:
	Course
	Class #
	Session (including start/stop dates)
	Units(credits)
	FTE

	Example 1: ENG 101
	71270
	C   (8/22/2013-12/6/2013)
	3
	.20

	                 ENG 101
	71271
	C   (8/22/2013-12/6/2013)
	3
	.20

	Total Units(credits) and FTE:
	6
	.40

	Total Compensation:
	$ 6,200

	

	Example 2: ENG 205 
	71293
	B  (10/16/2013–12/6/2013)
	3
	.40

	ENG 101
	71270
	C   (8/22/2013-12/6/2013)
	3
	.20

	Total Units(credits) and FTE:
	6
	.40 

	Total Compensation:
	$3,100 for Session B

$3,100 for Session C


  NOTE: FTE total is averaged over the assigned appointment period(s)
This offer is contingent on sufficient enrollment in the course(s) listed above and the availability of funding, and may be rescinded at any time prior to the start date of the appointment if the needs of the unit change.  Fixed-term and temporary appointments have no tenure implications and do not accrue time towards sabbatical leaves.  
Individuals employed as Faculty Associates may not hold multiple, non-benefits eligible appointments at Arizona State University, nor provide any independent goods or services (e.g., consulting, vending services, etc.) per ACD 204-8: Conflict of Interest (https://www.asu.edu/aad/manuals/acd/acd204-08.html). By accepting this offer, you confirm that you have not accepted and you agree not to accept any other appointment at Arizona State University, nor participate in any activity prohibited by ASU’s Conflict of Interest policy, during the term of this appointment.”

All offers of employment are contingent upon the successful outcome (as determined by the university) of the pre-employment screening activities, including a criminal history check (or a fingerprint check), under Arizona Board of Regents policy 6-709.
By accepting this appointment, you agree to comply with the rules and regulations of the University, including those in the Academic Affairs Manual (commonly known as the ACD Manual), and the Arizona Board of Regents relating to your appointment, including the Conditions of Faculty Service, the provisions of Standards of Professional Conduct for Faculty Members and Academic Professionals, the Code of Ethics, and the Arizona Board of Regents Intellectual Property Policy.  These documents are available on line at http://www.asu.edu/aad/manuals/acd/index.html and http://www.azregents.adu/policymanual/default.aspx. In addition, upon your acceptance of this appointment, you hereby assign to the Arizona Board of Regents for and on behalf of Arizona State University, all right, title, and interest in and to intellectual property created or invented by you in which the Arizona Board of Regents claims an ownership interest under its Intellectual Property Policy. 
Within the first 30 days of your employment, you are required to complete the training modules “Title IX and Your Duty to Report” (https://cfo.asu.edu/hr-titleIX) and “Intersections: Preventing Harassment & Sexual Violence” (https://el.lawroom.com/shib/asu).  Access to these training modules will be available after you have established your asurite ID and password. To find out about other required training modules, please contact your department’s Human Resources staff or call 480-727-9900.

In compliance with the Immigration Reform and Control Act of 1986, Arizona State University must verify the eligibility of new employees to work in the United States. The Office of Human Resources requires documentation before you can be paid. For more information please call (480) 965-2701.
Please note that if you are former benefits-eligible employee with less than a six-month break-in-service, you may be eligible for benefits under the Affordable Care Act.   Please contact the ACA Compliance Team at ASUACACompliance@asu.edu to confirm your eligibility and for enrollment instructions no later than 30 days from your rehire date.    Failure to enroll within the 30-day deadline will forfeit your rights.
This offer will remain open until (Month Day, Year). If you accept this offer, please sign and date this letter where indicated and return by the date specified above to (unit contact), via (unit contact email address) or the mailing address found on this letterhead. We join the (Unit) faculty in hoping you will accept our offer.  

Sincerely,

(Chair/Director name)
(Unit)
Accepted:
(Candidate name)


Date


Cumulative FTE assignment must not exceed an average of .40 during the Fall or Spring semester. 


Standard FTE allocations per 3-credit course are:


	


Session�
Units (credits)�
FTE�
�
Session A�
3�
.40�
�
Session B�
3�
.40�
�
Session C�
3�
.20�
�
Session A + Session B�
NTE 3 in each session�
.40 (average over appointment periods)�
�
Session A or B + Session C�
NTE 3 in each session�
.40 (average over appointment periods)�
�
Summer (six week session)�
3�
.50�
�



Delete this box before finalizing letter.








