Standard Letter of Offer for a PT Faculty Position 
(Being hired on a per course basis)
 (Letter of Offer Must Include at a Minimum the Following Details)

Please place this letter on your college letterhead

Date

Applicant

Address

City, State Zip

Dear (Applicant):

The Department of (department name) in the (name of college) at Augusta University would like to offer you a part-time, non-tenure track faculty position of (indicate rank and/or title) (indicate FTE). This appointment is not eligible for and does not lead to the award of tenure.  This part-time appointment will be for the 20__ - 20__ academic year and begin on (effective date).  Your compensation rate will be $(compensation rate) per course, but teaching assignments may fluctuate and are contingent upon the schedule of courses offered each term, the required number of student enrollments in your tentatively scheduled course(s), and the Dean’s decision regarding effective use of (indicate college) resources.  We cannot guarantee that you will teach particular courses, that you will be scheduled to teach, or that you will actually teach in any given semester. 

For your initial semester, it is anticipated that you will teach (list course/assignment and expectations – class and lab preparation, examinations and grading, maintain office hours for student consultations, etc.), and your total compensation will be $________ for ______ semester (indicate effective date) – (indicate end of semester) for an anticipated rate of $XXX per month, pending approval of the President.  
The Affordable Care Act requires employers to track employee hours worked/paid.  Based on the course(s) listed above, (select the appropriate response based on number of courses)
it is expected that this 1 credit/contact hour class will equate to 2.75 hours worked per week (1 classroom/contact hour, 1.25 preparation/grading hours, and .5 office/meeting hours).

it is expected that this 2 credit/contact hour class(es) will equate to 5.5 hours worked per week (2 classroom/contact hour, 2.5 preparation/grading hours, and 1 office/meeting hours).

it is expected that this 3 credit/contact hour class(es) will equate to 8.25 hours worked per week (3 classroom/contact hours, 3.75 preparation/grading hours, and 1.5 office/meeting hours). 
it is expected that the combination of  4 credit/contact hour class(es) will equate to 11 hours worked per week (4 classroom/contact hour, 5 preparation/grading hours, and 2 office/meeting hours).

it is expected that the combination of  5 credit/contact hour class(es) will equate to 13.75 hours worked per week (5 classroom/contact hour, 6.25 preparation/grading hours, and 2.5 office/meeting hours).

it is expected that the combination of 6 credit/contact hour class(es) will equate to 16.5 hours worked per week (6 classroom/contact hours, 7.5 preparation/grading hours, and 3 office/meeting hours).

it is expected that the combination of 7 credit/contact hour class(es) will equate to 19.25 hours worked per week (7 classroom/contact hours, 8.75 preparation/grading hours, and 3.5 office/meeting hours). 
Please let your department chair know immediately if your job requires additional hours worked so that it can be approved in advance and recorded.  If you do not notify your department chair of any changes to your schedule, we will expect that you are averaging the number of hours per week noted above. Please reference the Human Resources Administrative Practices Manual Employee Categories Policy at http://www.usg.edu/hr/manual/employee_categories for additional information.
This appointment is expressly subject to and conditioned upon the provisions of Section 8.3.9.3 of the Policies of the Board of Regents and continued funding.  This letter is not a contract for employment for a specified period of time.  All faculty holding less than a 1.0 FTE serve at the pleasure of the President or the administrative officer to whom they report. 
Additionally, this offer of part-time employment is contingent upon completion of a background investigation including a criminal background check demonstrating your eligibility for employment with Augusta University, as determined by Augusta University in its sole discretion, confirmation of the credentials and employment history reflected in your application materials, and, if applicable, a satisfactory credit check.  
In addition, you will also receive an email at (enter email address of faculty member) from SterlingOne, with instructions on how to submit your information and electronically sign a release form for Augusta University to complete a criminal background check.  If you do not receive this email by (indicate deadline), please contact (indicate department contact name) at (indicate telephone number) or vial email at (insert email address).  Please keep in mind that it is very important that you complete the criminal history process as soon as possible.
In order for us to proceed further with your appointment, we must receive your written acceptance as soon as possible, but no later than (indicate deadline – within 10 business days).  Once your acceptance letter has been received by the Department of (indicate department), we will provide you with the paperwork necessary to facilitate your employment process.  

Sincerely,

Indicate Name and Title of Department Chair


c:  Faculty Support Services

Acceptance block:
I accept the part-time position of (indicate rank and/or title) in the Department of (indicate department) as noted in the above offer letter.
_______________________________________

______________________

Employee’s Name





Date
2

