Graduate Part-Time Lecturer Appointment Letter
Date:

Name:

Address:

Student ID: 

Dear : 

I am pleased to confirm the offer of a Graduate Part-time Lecturer position in the Department of __________ during the _________ semester, 20__.  This position carries student health insurance coverage, as well as a waiver of tuition based on your advanced enrollment, and a full waiver of the mandatory Tech Fee.  Please note:  It may take until October 1 (Fall semester) or March 1 (Spring semester) for tuition waivers to post to your student account.  Student late fees are not applied during this time.  If the waiver has not yet posted after the dates listed above, please contact your department.
Your salary will be $________ ($_______ per course).  You will be paid for 19.5 pay periods on a bi-weekly basis beginning on ____________ and ending on _______________. 

You will be responsible to teach as follows:
· Term:

​​​​​​________________, 20___ through ______________, 20___. 
· Classes begin date: Month __, 20__

· Last day of classes: Month __, 20__

· Final exams end on Month __, 20__


· Course/Section:

· Days/times/location:

· Class capacity:

· Additional duties, e.g. office hours, etc:  __________ hours expected per week.
Note to hiring department:  Please include the following paragraph for individuals requiring a background check.  A background check will be required if this individual has been away from the employ of the University for more than one year and/or  the job status has changed (e.g., from adjunct faculty to benefitted faculty, or from graduate assistant to faculty).  You may contact ____________) if you have questions about the background check requirement:

This offer and start date are contingent upon successful completion of a background check and your ability to present proof of valid work authorization for the period covered by this offer.  You will receive an email from the background check vendor, HireRight, with instructions to complete the background check process. Please respond to this request at your absolute earliest convenience as the background check can take up to two weeks to process.  

Please complete hiring forms I-9 (Link to I-9 ), W-4 (Link to W-4 form ) and campus mailing address and return them to ___________ in the _________ department as soon as possible.  Please note that if you are completing the form I-9 offsite, it requires an authorized UNH representative to verify your documents: (Authorized Representative Form ).  If you are an international student who will hold an F1/J1 student visa, you will complete the hiring paperwork during your Fall orientation once you have arrived on campus.

UNH employees have access to our Web Information System for Employees, commonly referred to as WISE at ________ .  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 are 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 Adjunct Benefits  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.  

Except as modified by this letter, the remaining terms and conditions of your employment will be governed by applicable University System and UNH policies.  

Please contact me should you have any questions.  I am delighted you will be teaching in the Department.

Sincerely,

NAME

