Revised February 2021
Model 5 – Adjunct Offer Letter Template			   

NOTE: For twelve month faculty only, please make sure to include the following sentence, “…at a twelve month salary of $XXXXX, to be paid bi-weekly. A factor of 26.1 is used to annualize the biweekly salary.” 

NOTE: If you deviate from this template, you must obtain approval from the Office of the Provost before sending offer letter to the candidate. 

[Date]

[bookmark: _GoBack][Name]
[Address]
[City/State/Zip]

Dear [Name]:

I am pleased to offer you a temporary appointment of Adjunct Faculty within the [Department/School] of [Department] in the [College Name] at Florida Atlantic University on the [location] Campus. The effective dates for this exempt part-time position are [beginning date] through [end date]. The total salary of $XXXXX for the semester will be paid bi-weekly. This position is contingent upon student enrollment and fund availability.

Your responsibilities as the Instructor of Record will include teaching the following course(s):

	[Course Title, Identifying Information]
	[Time and Location]

The work schedule includes meeting times for the course(s) plus the time required to prepare the course material, meet with students, and grade their work.  The appointment carries no presumption of academic tenure or reappointment beyond the period stated above.

This offer of employment is contingent upon your being legally authorized to work in the United States at Florida Atlantic University. Florida Atlantic University also requires the completion of satisfactory reference checks and a criminal history background check, consistent with FAU policies.  This offer of employment is contingent upon the successful completion of a background check.  Please note, if the results of the background check and/or reference checks do not meet FAU standards, this offer letter may be revoked.  Please monitor your e-mail account for a message from CustomerSupport@hireright.com to complete the on-line consent for background screening. 

The University is required to verify the highest degree held by each employee prior to the start of employment. Should you decide to accept this offer, you will expedite the appointment process by having the Registrar of your degree granting institution mail an official copy of your transcript directly to me as soon as possible. If your degree is from outside the United States, a transcript evaluation from an organization belonging to the National Association of Credential Evaluation Services (NACES), with an indication of the documents the evaluation was prepared from (official transcript , diploma, dissertation abstract) is also required. This offer is also contingent on your being appropriately credentialed to teach the assigned course(s).

Prior to your first day of employment, you will need to complete the “onboarding process” in Workday, Florida Atlantic University’s Human Capital Management (HCM) System. Please monitor your email for directions on the onboarding process. Adjunct faculty members may activate their FAU account once their hiring paperwork has been processed by Human Resources, starting 60 days before their start date listed in their offer letter.  

The onboarding process includes but is not limited to: completion of Section I of the I-9, government ID’s, contact and personal information, completion of federal withholdings, and the Direct Deposit Authorization form. FAU uses direct deposit as the method of salary payments for employees.
Federal law requires that all employees complete an electronic I-9 verifying their eligibility to work in the United States. Our Workforce Administration and Records Control team will need to photocopy original documents in compliance with the Immigration and Naturalization Act. A list of acceptable documents for I-9 verification is available by visiting our website at (http://www.fau.edu/hr/filesI9_List of Acceptable_Documents.pdf). Please be prepared to present appropriate documentation on your first day of employment.

If you agree to accept this appointment under the conditions stated above, you must return a signed copy of this letter to me by [date], when this offer shall expire. I look forward to you joining our team.

Sincerely,


[Name]
Dean/Chairperson/Director

________________________________		______________________________________
[Employee Name]				Date of Acceptance
