Use for employees excluded from the UPTF

							
DATE

NAME
ADDRESS

Dear NAME:

We are pleased to offer you a [part-time faculty/instructional assistant/additional service assignment] from START DATE through END DATE.  These are the Start Date and End Date of your offer. The terms of this agreement may not be modified or altered by any oral statements or representations. The agreement may be modified only in writing, signed by an authorized University official. 

The rate of compensation for this assignment will be $XXX for the period indicated or $XXX/hour if you are a part-time faculty or instructional assistant paid by the hour. Continuation of employment and continuation of compensation is dependent on completing the assignment in accordance with applicable University rules. 

[Use only for teaching assignments or if otherwise appropriate]: 
Should a full-time faculty member need to teach this course to complete his/her load requirements, this offer shall be void.

This offer is contingent upon enrollment that is sufficient to allow the course to be offered as determined by Wayne State University or, in the case of non-teaching assignments, upon the need for other approved academic activity. You should be aware that the University reserves the right to change the method of course delivery under exigent circumstances.

You will be responsible for instructional duties as follows:

Course Name COURSE NAME
Course Number	###	Section Number (if any)	####	Credits ####
Day(s)  DAY(S)		Time 00:00 am/pm
Location LOCATION

You will be responsible to SUPERVISOR TITLE, and your duties will be as follows:

DESCRIPTION OF DUTIES

This offer is contingent upon the completion of a satisfactory background check that is required by University policy for this position, including, but not limited to, a criminal background check.  If the University determines that your background check results are unsatisfactory, this offer shall be revoked.

This offer is also contingent upon the completion of the campus health and safety requirements or request for a waiver, before your start date.  These requirements can be found at 
https://wayne.edu/coronavirus/vaccine-mandate.  If the University determines that the aforementioned requirement has not been satisfactorily met, this offer shall be revoked.  

In compliance with the Clery Act, the University publishes its Security and Fire Safety Report annually.  This document is posted on the Wayne State University Police Department website, www.police.wayne.edu/, on the Dean of Students Office website,   www.doso.wayne.edu/, and on the Office of the General Counsel website, www.generalcounsel.wayne.edu/.  The report can be downloaded from any of these three sites, and it provides an overview of Wayne State's public safety resources, policies and procedures.  This report also provides information on how you can prevent crime and increase your safety and security on campus. Please take a few moments to read it carefully.

[Use for additional service assignments, excluding nine-month employees holding summer assignments]: 
Part-time faculty who also hold salaried University assignments (full-time faculty, full-time academic staff) may not hold an overload assignment of more than .25 FTE. This (.25 FTE) means that the calculated salary for the part-time assignment cannot be greater than 25% of your regular salary for the same assignment period, e.g., a semester.

[Use only for 9-month faculty or academic staff assigned in the summer]:
A member of the faculty or academic staff holding a University year, i.e., nine-month appointment and also carrying an additional service assignment as instructional assistant/part-time faculty during the Summer is limited to one-third of the employee’s nine-month salary. In addition, a nine-month faculty or academic staff member is normally limited to .50 FTE for the summer assignment. However, if engaged in research and employed on research funds, said employee may work up to 1.0 FTE.

[Use for all employees – EXCEPT for a US citizen (or permanent resident) who is also a current WSU employee]: 
FORM I-9 PROCESS:  Important information about employment eligibility verification requirements. 

U.S. Federal law requires all employees to provide their employer satisfactory evidence of their identity and eligibility to be employed in the United States by completing a Form I-9.

You will be contacted by Human Resources to complete a Form I-9 if you are: 

(i.)  Newly hired at the University or, 
(ii.) You were rehired after a break in service of greater than one year since the End Date of your last assignment and the Start Date of your next assignment and the most recent Form I-9 you completed is more than 3 years old upon the Start Date of your next assignment.

For example, a re-hired employee completed their most recent I-9 on August 18, 2014.  The End Date of their last assignment ended on December 20, 2016 and the Start Date of their new assignment begins on January 8, 2018.  They must complete a new I-9 because they had a break in service of more than one year and their I-9 on file with the University was completed more than three years before the start date of their next assignment.

Form I-9 consists of two sections:

(i.)   Section 1 must be completed by the employee online or in person before their Start Date.  
(ii.)  Section 2 must be completed by the employer in the presence of the employee within 3 business days of the employee’s Start Date.

These deadlines are established by U.S. Federal law.  The University expects all employees to comply with these deadlines. 
If you would like more information about Form I-9 requirements, please visit the WSU Human Resources website at https://hr.wayne.edu/clientservices/current/i-9.

[Use only for non-citizens]: 
WORK AUTHORIZATION REQUEST (WAR) PROCESS: Important information about employment eligibility requirements for foreign nationals on non-immigration visas. 

To be eligible to work in the United States, all Foreign Nationals on a non-immigrant visa must receive a Work Authorization Request (WAR) approval from the University’s Office of International Students and Scholars (OISS) before starting their assignment. Employees must also receive approval when changes are being made to a current assignment, and/or for any future assignments. 

It is illegal to work at Wayne State before the Work Authorization Request process is completed.  

Work authorizations/re-authorizations will be requested by your Hiring Department through the WAR Portal. Your Hiring Department will receive email confirmation of the WAR approval. 

Note: Your Start Date will be either the first day of the term of your assignment or the effective date of the approval of your WAR, whichever is later. 

I-9 Process for Foreign Nationals Who Have a Social Security Number
After your WAR has been approved, you must follow the I-9 process in Section 7. 

I-9 Process for Foreign Nationals Who Do Not Have a Social Security Number 
You must promptly apply for a Social Security Number. When you obtain your Social Security Card, you are required to meet in person with a WSU Human Resources representative to begin the process of completing the I-9 process.  You will be contacted to schedule this meeting in advance of your Start Date. 



We anticipate your affirmative response to this offer.  If you accept this assignment, please sign and return this letter of agreement and such forms as are enclosed to NAME and LOCATION.  If we do not receive your response by DATE then, this offer is withdrawn effective that date.  

We look forward to your being part of the Wayne State University community.

Sincerely,


__________________________
AUTHORIZED SIGNER

I accept the terms and conditions of this offer.



_____________________________________
CANDIDATE NAME                          	Date


I hereby certify that I have not exceeded the limitations regarding the half-time service or overload assignments set forth in the body of this letter OR that as of the date that this letter was signed I have already received verification that a waiver to this policy has been obtained.  I understand that if I work without proof that the exception to the policy has been authorized by the Provost or his designee; the assignment may be disallowed and I may not be paid.


_________________________________
CANDIDATE NAME                          
