Revised Fall 2018


NON-TENURE TRACK TEMPLATE 

[use for: 


Instructors not on CU System multi-year contracts

Senior Instructors not on CU System multi-year contracts

Research Professor Series


Scholar in Residence


Artist in Residence]
Insert Department Letterhead
Date
Name

Address
City, State, Zip
Dear Name:

I am pleased to offer you a ____% appointment to the faculty of the University of Colorado Boulder as [TITLE].  This offer is made upon the recommendation of the Department/Program of _______________ with the concurrence of the Divisional Dean of the College of the Arts and Sciences and the Vice Provost and Associate Vice Chancellor for Faculty Affairs, and is subject to final approval by the Provost and Executive Vice Chancellor for Academic Affairs of the University of Colorado Boulder. 
Subject to approval by the Provost, your service will begin on _______________. [Instructor series appointments usually start on the first day of an academic semester] This appointment will end no later than _______________.  [No longer than four years] Your initial academic year salary will be $ ________.  This is a non-tenure track appointment and may be renewable in accordance with University provisions concerning renewal and reappointment found in the Laws of the Regents. [If a non-renewable appointment, substitute the preceding sentence with the following: "This is a non-tenure track appointment and is non-renewable."] 
[If applicable]:  In order to assist you with your relocation, the University will reimburse the actual moving and transportation costs for you to relocate, up to a maximum of $ ________ and subject to University policy (appended). [optional]:  You will receive $ ________ to purchase _______________ (a computer, etc.) which will remain the property of the University of Colorado but will be for your exclusive use so long as you remain a member of the faculty.

For purposes of annual merit evaluation, your efforts and accomplishments will be assessed according to the following formula:   ________ % teaching, ________ % research/creative work (if applicable), and ________ % service to the Department, University and profession.  [If research/creative works are included as a percentage of the annual merit evaluation include the following statement]:  Unlike the expectations placed on tenure-track faculty, you understand that the University places no requirement on instructors or senior instructors to conduct research or creative works as part of the condition of employment.  You have voluntarily requested that your evaluation formula include ___% (may not be more than 10%) research and creative work so that your annual merit evaluation may take your voluntary efforts in this area into consideration. If this is a one-year, non-renewable appointment, no merit review is anticipated, and this paragraph may be deleted.]  Your normal classroom teaching assignments will include _______________.   By accepting this position, you agree to perform duties and responsibilities which are in the area of your expertise or academic interest, or are otherwise appropriate, and which are assigned to you consistent with your rights and responsibilities as a faculty member, and the policies and procedures of the University and of your academic unit. 

By accepting this appointment, you agree to comply with all resolutions, rules and regulations adopted by the Board of Regents, and with policies and regulations adopted by the campus, department, school, college or other academic unit in which your appointment is made, consistent with the policies and procedures of the University and your rights and responsibilities as a faculty member.  For additional information, please see the following links at:

https://www.cu.edu/regents/Laws/article-05.html
https://www.cu.edu/content/faculty-handbook
https://www.cu.edu/sites/default/files/2027.pdf
The laws of the state of Colorado require that faculty members of the University who are citizens of the United States affirm in writing that they will support the constitutions of the United States and of Colorado, and that they will faithfully execute the duties of their employment.  The required faculty pledge form is enclosed. 

State law specifically requires that you be an employee-at-will in your non-tenure track position and that the following paragraph be included in this letter of offer.  


Your employment contract is subject to termination by either party to such contract at any time during its term, and you shall be deemed to be an employee-at-will.  No compensation, whether as a buy-out of the remaining term of the contract, as liquidated damages, or as any other form of remuneration, shall be owed or paid to you upon or after termination of such contract except for compensation that was earned prior to the date of termination. 

This offer is contingent upon the satisfactory completion of a criminal background check as required by the University.  You will receive an e-mail from the University’s external vendor, HireRight Customer Support (customersupport@hireright.com) that will direct you to complete the authorization form on-line.  The background check must be completed prior to employment.  By accepting this offer you verify that you’ve read the University’s background check requirements, including your self-disclosure obligation which begins from the date of acceptance, available on the web at: http://www.colorado.edu/policies/background-check-policy .
All new faculty at the University of Colorado Boulder are required to complete training on sexual misconduct, discrimination and harassment. A CU Identikey is required in order to access the training.  You will receive an e-mail from your college or school personnel coordinator once your Identikey has been established.  Once your Identikey is in place, please visit the following web address located on the Office of Institutional Equity and Compliance (OIEC) website for instructions on how to complete the required training: http://www.colorado.edu/institutionalequity/training-and-education .

The on-line training must be completed prior to the in-person campus New Faculty Orientation to be held on [insert date].  OIEC recommends that the on-line training be completed as close to the in-person orientation as possible so as to reinforce content. 

If your work involves export-controlled technology, your work may be contingent upon obtaining authorization from the US Department of State or Commerce.  The Office of Export Controls can assist in making this determination and applying for authorization.  Contact: exportcontrol@colorado.edu .
If you have any questions about available benefits as a faculty member, please contact Benefits, part of Employee Services, at (303) 860-4200, option 3. You have 31 days from your hire date to enroll in any benefits programs.  If your appointment begins on the first of the month, medical and dental coverage begin on that date.  If your appointment begins on any other date, coverage begins the first day of the following month.  Your specific start date and benefits eligibility are determined by University policy.  For additional information, please see the following link at:  https://www.cu.edu/employee-services/benefits/ .
In order that a recommendation for appointment may be submitted to the Provost on your behalf, please notify me by _______________, 201_, of your willingness to accept this position by electronically-signing this document via DocuSign. 
We look forward to your acceptance of this offer and your contributions to the University.

Sincerely,

___________________________________


_______________

Name, Chair/Faculty Director




Date

Department/Program 

Concurred by: 

___________________________________


_______________

Name, Divisional Dean




Date

College of Arts and Sciences 

___________________________________

Vice Provost and Associate Vice Chancellor for Faculty Affairs 

I accept this offer of the faculty position described above, with the understanding that this offer is conditional upon approval of my appointment by the Provost of the University of Colorado Boulder.

_____________________________________
_______________

Candidate Signature
Date

_____________________________________

Candidate e-mail address

I decline this offer. 

_____________________________________
_______________

Candidate Signature






Date

Candidate:  Please proceed to the final page of this document to provide additional required information.

	To Be Completed By Department/Program:

	 
	
	
	
	
	 

	Is a BGC needed?
	 
	If yes, request for BGC sent to hr-bgc@colorado.edu:
	 

	 
	
	
	
	
	 

	 BGC completion date:
	 
	
	
	
	 

	 
	 
	 
	 
	 
	 

	New CU hire?
	 
	If no, Employee ID #:
	 
	Position #:
	 

	 
	 
	 
	 
	 
	 

	Funding Distribution Speedtype:
	 
	(if ST blank, dept salary ST will be charged)

	 
	
	
	
	
	 

	Funding Source L&R?
	 
	
	
	
	 

	 
	
	
	
	
	 

	If not L&R, explain source of funding:
	 

	 
	 
	 
	 
	 
	 


Dear Candidate Name,

Congratulations on your new appointment with the University of Colorado Boulder.  This page is the final page of your offer letter.  The information requested here is required for your offer letter acceptance to be complete. 

Providing the last four digits of your social security number is a necessary part of your acceptance.  In order to protect your social security number against unauthorized use, this information is requested on a separate page so that it may be excluded prior to routing copies to units other than those responsible for the preliminary processing of your acceptance.

Note:  If you are not accepting this offer, this information is not necessary.

Name of Candidate:       ___________________________ 

Hiring Department:         ___________________________

*Last four digits of your Social Security Number: ___________________________ 

* If this person is being rehired, please list “Rehire” in the space for social security number as this information is not required a second time. An oath or faculty pledge should be on file with Faculty Affairs for all persons being rehired.

Citizenship: 

This information is necessary to identify individuals who may need to work with the Office of International Education regarding visas.    

____   U. S. Citizen

____   Alien - Permanent Resident

____   Alien – Temporary

Country of Citizenship (if other than U.S. citizen)_________________

