Appointment Letter – Per Course Adjunct

Date


Name

Address

Dear       :

I am pleased to offer you a temporary adjunct faculty appointment within the ____________ Department at the University of New Hampshire.  This appointment will be for Semester ________ and commences on ______ with a termination date of ________.  Your salary for the semester will be ___________ and you will be paid on a bi-weekly basis over ______ number of weeks.  You will have the option of direct deposit.  
The expectations associated with this appointment include the following: (If an adjunct teaches more than one course, lab, or section, please list each course, lab, or section separately)



Term:  



Course Name:  



Section: 

Days and Times: 

Additional Required Duties (e.g., hold office hours; oversee senior project, etc.): _________ number of hours


Term:  



Course Name:  



Section: 

Days and Times: 

Additional Required Duties (e.g., hold office hours; oversee senior project, etc.): _________ number of hours

This offer of employment and start date are contingent upon completion of a satisfactory background check and your ability to present proof of valid work authorization to be legally employed in the United States. If you accept our offer, the Office of International Students and Scholars is an excellent resource and is available to assist you if necessary.  You will receive an email from the background check vendor, Hireright, with instructions to complete the background check process online.  Please respond to this request as soon as possible as the background check can take up to two weeks to process.    
The I-9 (Employment Eligibility Verification) form must be completed prior to your first day of employment and returned to _________________  in the ____________ department.  Please note that the I-9 form requires an authorized UNH representative to verify your documents.  The I-9 and instructions can be found at our website.
UNH employees have access to our Web Information System for Employees, commonly referred to as WISE at our website.  WISE provides self-service access for our employees to access their employment and payroll information. All employees have access to view their information and also to update their address, direct deposit and Form W-4 data.   Your W-4 form will be set up with default values of single with zero withholding allowances.    Updates to the W-4 information can be made through WISE.   

This position provides limited benefits other than those required by law. You may contribute to a USNH retirement program and if eligible participate in a USNH sponsored medical plan. Information on University benefits available to adjunct employees is available on the UNH Human Resources web site at our wesite  under “Benefits for Adjunct Employees.” You may contact the UNH Human Resources Office at 862-0504 if you have questions on benefits selection.

Your continued employment is contingent upon your ongoing demonstration of successfully fulfilling these job expectations, project scope, and continued availability of funds to support your position.  

The terms and conditions of your employment will be governed by applicable University System of New Hampshire (USNH) and UNH policies.  See at our website   Please note that adjunct positions offer no assurance, promise, or intent of continuous employment.  

If you wish to accept this offer, please endorse this letter and return it to _________ before __________.  Please call at any time if you have further questions.






Sincerely,

Name






Department Chair  

I hereby accept this appointment and agree to abide and be bound by each of the terms and condition set forth above.

Signed:   _____________________________                                                               

Date:       _______________________________

Updated 1/2018
