SAMPLE OFFER OF EMPLOYMENT
1.
DATE:___________________ 

2.
Professional Classification System Title and appointment states modifier, if appropriate. 
LEGISLATIVE POSITION NO. XXXXXX 

3.
EMPLOYMENT UNIT: Department of _________________College of ________________________. 

If the employee is to be considered for tenure (or tenure held) and promotion in another department, this area should include that information. 

4
PRINCIPAL PLACE OF EMPLOYMENT; if appropriate:_________________________________ 

5.
LENGTH OF APPOINTMENT or EMPLOYMENT PERIOD (beginning and ending dates):_________ 

List the effective dates of the initial appointment. The ending date is normally June 30 for 12 month faculty and the ending date of the academic year for 9 or 10 month faculty unless the faculty member is being appointed for specific dates.
· If employment is expected to be continued beyond the initial employment, the prospective employee should be informed that appointment renewal as well as personnel decisions may be contingent upon the performance of assigned duties and responsibilities, financial considerations, the needs of the department/unit and as well as other factors. 
· If the appointment is for a specific period of time and is not expected to be continued, the faculty member must be informed, "Your employment under this contract will cease on the date indicated. No further notice of cessation of employment is required." This statement does not apply to faculty in tenure or permanent status accruing positions or to persons appointed on soft money who have more than four years of continuous service. If this condition of employment is not stated in the letter of appointment or reappointment the appropriate non-renewal time limits shall apply. 
· If the appointment is intended for a specific period a statement may be made as follows: "We anticipate the appointment being for a two-year period subject to annual renewal based on performance, the needs of the college, and the ability of the funding source." 

Note: Letters of reappointment should also include the appropriate statement regarding the cessation or continuation of employment. If this condition of employment is not stated in the letter, the non-renewal time limits shall apply.
· In the case of post docs the following statement may be appropriate: "The above maximum length of your appointment under this contract will be solely for the dates indicated and no further notice of cessation of employment is required. If it is necessary to terminate the employment during the contractual period a notice of termination from employment may be issued at any time in writing provided that the termination of employment does not become effective until thirty days after the notice is issued. Reappointment beyond these dates will be dependent upon availability of funding, departmental (or center) needs, your satisfactory performance, and other factors. You will receive a letter offering reappointment if your employment is to be extended. 

6.
CONDITIONS: This offer of employment is contingent upon your eligibility to work under the provisions of the Immigration Reform and Control Act of 1986, and upon your providing the necessary documents to prove identity and employment eligibility to satisfactorily complete the I-9 of the Immigration and Naturalization Service. 
Pursuant to Section 110.113, Florida Statutes, as a condition of employment, you will be required to participate in the direct deposit program.  This law stipulates that new employees will have 30 days from the initial date of employment to submit the direct deposit authorization to the State Comptroller’s Office.  However, employees who can demonstrate a hardship or have been unable to establish an account at a financial institution may request an exemption from participation in the direct deposit program.
NOTE REGARDING VISITORS WHO ARE HERE WITH A LIMITED VISA STATUS - The following should be included in the appointment letters in the appropriate sections. 
· Either academic year or fiscal year: AY August - ____ - May-_____ or July 1 - June 30 for twelve months appointments. 
· Annual leave, if earned, shall not be taken until after twelve months of employment. 
· The University will petition for an H-1B visa on your behalf. 
· Employment is contingent upon approval of the visa application and in condition of those factors stated above e.g. performance, financial considerations, needs of the department and other factors. Your employment contract will cease on the date indicated. No further notice is required. 

This area also should be used to explain any special conditions or requirements of employment as relevant to the prospective employee's assignment (i.e., travel, off-campus location, Dean's agreement, practice privileges, non-compete clause, etc.) as well as time limits for the modifiers Provisional (up to 2 years with approval) and Visiting (4 years). 

OPS appointees should be informed that such positions are for a limited period of time, have no contractual rights to continuing employment, and are not eligible for fringe benefits other than workers' and unemployment compensation and FICA. 

Special language for Letters of Offer to international faculty may be necessary and is obtained from the office of International Studies and Programs. 

New university faculty members are automatically enrolled in the ORP. However, new employees will need to select a provider company and complete annuity contracts with the provider company to invest both employer and employee contributions for the program to be effected. If not, the contributions are held in the Division of Retirement and accrue no interest. Please check to make sure your new faculty sign-up as appropriate. 

7)
POSITION STATUS: Your appointment will be a full-time, tenure-accruing position. The University’s criteria for tenure (and promotion) require distinction in at least two areas, and those areas should be teaching and research. A faculty member’s progress toward tenure (and promotion) will be reviewed on an annual basis. Normally, the University does not recommend recognition of prior tenure accrued service because an individual may be considered for early consideration for tenure as an outcome of recognizing such distinction.  A faculty member must be recommended and approved for tenure by the beginning of the last year of the probationary period—although consideration is normally given when the candidate is ready—or given a notice of non-renewal. Tenure and promotion guidelines will be made at the beginning of each fall semester.
8)
EMPLOYMENT CONTRACT STATEMENTS: 

For non-unit the following statements should be included:
· "In the performance of the contract, both parties are subject to the constitution and laws of the State of Florida, rules and regulations of the Board of Governors, and the University of Florida." 
· "A person who has been convicted of the sale or trafficking in or conspiracy to sell or traffic a controlled substance, if such offensive is a felony, is disqualified from applying or accepting employment by any agency of the state, unless certain conditions are met." 

For in-unit the following statements should be included:
· "In the performance of the contract, both parties are subject to the constitution and laws of the State of Florida, rules and regulations of the Board of Governors, terms and conditions of any agreement between the Board and an agent representing the bargaining unit of which the appointee is a member, and the rules and regulations of the University of Florida." 
· "A person who has been convicted of the sale of or trafficking in or conspiracy to sell or traffic in a controlled substance, is disqualified from applying or accepting employment by any agency of the state, unless certain conditions are met." 

9)
PERCENT OF FULL TIME EFFORT (FTE) ASSIGNED: ____________ 

10)
SALARY RATE, $ _____for 1.00 FTE, (and Administrative Supplement $_________ and Minimum Salary $____________if applicable): The rate of pay stated should be consistent with the FTE offered. If an administrative supplement is included in the salary it should be a set figure and not a percentage and should be consistent with the supplement of others in similar position. This area should include the amount of the supplemental and an explanation that the employee will relinquish the supplement if, and when, he/she relinquishes the administrative title and responsibilities. 

11)
OUTSIDE ACTIVITY/CONFLICT OF INTEREST STATEMENT: The prospective faculty should be told that an employee may not engage in private practice, private consulting or additional teaching or research (compensated or uncompensated) which interferes with the full performance of the employee's professional responsibilities or other institutional obligations, nor shall s/he engage in any outside activity which may create a conflict of interest, or which may otherwise interfere with the full performance of the employee's professional or institutional responsibilities. 

Any employee who seeks to engage in any outside activity or who has a potential conflict of interest shall notify his/her supervisor in writing (using the proper University of Florida forms) prior to engaging in these activities. Such notification should be done annually (effective July 1 for future academic years) for as long as the employee continues to engage in such activity or has such conflict of interest. 

A statement should be included such as: 

If you propose to engage in any outside activity or have a potential conflict of interest, you shall notify your chair or supervisor in writing (using the proper University of Florida forms) prior to engaging in these activities. Such notification must be done annually for as long as you continue to engage in such activity or have such conflict of interest.
12)
DUTIES AND RESPONSIBILITIES: This section may be used to explain the initial assignment of duties and responsibilities and other institutional obligations as well as other expectations such as participation in faculty and committee meetings and other university activities. It should be indicated that the assignment may be subject to change based on the needs of the department, college or university. 

It could also be used to explain that both tenure and promotion recommendations require not only a consideration of the assigned duties and responsibilities in teaching, research, extension and service, but also a broad scale evaluation of fitness to fulfill effectively the responsibilities of membership in the University community and that these may be subject to change based on the needs of the department, college or university. 

13)
GRIEVABILITY AND WAIVER STATEMENTS for In-Unit Only: 

The following statements should be included:
· The BOR-UFF Collective Bargaining Agreement (Article 6) prohibits discrimination against any employee based upon race, color, sex, religious creed, national origin, age, veteran status, handicap, political affiliation, marital status or employee rights related to union activity as granted under Chapter 447 Florida Statutes. Claims of such discrimination by the Board or its representatives may be presented as grievances pursuant to Article 20, Grievance Procedures. 
· "Your signature on the standard employment contracts shall not be deemed a waiver of the right to process a grievance with respect thereto in compliance with Article 20 of the Board of Regents/United Faculty of Florida Collective Bargaining Agreement." 

DELEGATION TO APPROVE PAYMENT OF MOVING EXPENSES: Provost, Senior Vice Presidents, Deans, and Directors have been granted the authority by the President to approve payment of moving expenses for a University employee or prospective employee when the household goods or a mobile home to be moved are no more than 15,000 pounds gross weight. The Provost and the Vice Presidents have also been delegated the authority to approve moving expenses when the weight of household goods or a mobile home to be moved exceeds 15,0000 pounds or to approve moving expenses when approval has not been secured prior to the move. In both situations, special written justification of the exceptional circumstances surrounding the move is required. 

14)
OPTIONAL STATEMENT ON MOVING EXPENSES: (It is suggested that a similar statement to this one be included in the text of the cover letter or as part of the addendum as follows): 

The Department of _____________, subject to approval by the State Division of Personnel, will provide payment towards the movement of household goods not to exceed 15,000 pounds and subject to the regulations established by the Department of Management Services. A copy of the rules pertaining to the moving of household goods is attached. 
  

	_____________________________________________
	
	___________

	Signature confirming acceptance of offer
	
	Date


Employees who accept this offer, may be asked to assist the hiring administrator in completing the appointment process which requires the University to obtain confirmation of the final degree from the registrar or graduate school of the degree granting institution. They should be asked to have the institution mail the degree confirmation DIRECTLY TO THE HIRING ADMINISTRATOR, not to themselves, as soon as possible. 
  

