 OFFER LETTER “TEMPLATE” FOR DEAN, CHAIRPERSON, TENURED FACULTY, TENURE TRACK FACULTY AND A FACULTY CONTRACT OF A MINIMUM OF 30 DAYS.
Personal and Confidential

Date  
________________

_




Dear_________
I am pleased to extend to you a formal offer of employment as the  ___________ for Western University of Health Sciences.  We believe your background in the ___________ area, your leadership skills and track record of accomplishments in the ____________ arena exhibited in other senior level positions will be a positive asset to Western University of Health Sciences.
The purpose of this letter is to describe the important conditions of the employment relationship.

Your appointment will be officially begin on ___________. We would like to have you as a member of our team as soon as possible. Your responsibilities in this position are outlined in the attached job description... Modifications to this position may occur as situations warrant Formal appraisals of your work will occur at appropriate intervals and will be documented. This is a regular status, twelve-month, full time, exempt appointment. Your initial base salary for this position will be $_____ bi-weekly. There are 26 pay periods per year.

As the _(title)__________ of _________you will report directly to _____ 

You will be eligible to participate in the Benefits Program for the staff of Western University of Health Sciences. You will receive a copy of the Western University Handbook which will provide general information about Western University’s Human Resource Policies. You also will be scheduled to attend a Human Resources Benefits/Orientation Program, where you will be presented specific information about Human Resources Policies and benefits coverage eligibility and enrollment procedures.

Additionally, the benefits plan provides eligibility for participation in the Western University Retirement Plan under which the University contributes up to 7.5% of salary to your retirement accounts assuming you contribute 5%. You will accrue one day of vacation for each of the 26 pay periods up to a maximum accrual of 48 days. You will also be provided 10 holidays and will accrue one sick day a month up to a total of 30 days maximum. Once you have exceeded 5 years of service you will be eligible to accrue up to a maximum of 60 sick days. You are eligible for all benefit coverages on the first day of the month assuming you report to work the first day of the month. Otherwise, you will be eligible the first day of the following month. Please find attached a detailed Benefit Overview.  There is also a parking fee which is determined by the parking option you elect.  

As is required by federal immigration laws, this offer of employment is contingent on your furnishing satisfactory evidence of identity and legal authority to work in the United States in an expedient manner .In compliance with these laws, you must complete a Federal I-9 form. The completed, signed form, along with the required documentation showing your identity and legal authority to work in the United States, will be coordinated with you by Mrs. Cherie Dabbs  Director, Employment/Recruitment in our Office of Human Resources for inspection within three days of your beginning date of employment.

Please indicate your acceptance of the terms of the employment offer by returning to me a signed copy of this letter within ten days from the date of this letter, otherwise this offer will expire. Please also complete and return the attached employment application form.

______ on behalf of me, the Western University Team, and all staff and faculty  look forward with great anticipation to you joining our team!

 With Best Regards,

Hiring Authority 
Title
CC: Benjamin L. Cohen, DO, Provost and Chief Operating Officer
Howard M. Pardue, PhD, SPHR, Vice President, Human Resources

Endorsement:

I accept and understand the employment terms outlined above.








____________________________








 Signature







Date:_________________________













++ Revised June 25, 2009
                  Howard M. Pardue, PhD, SPHR

                  Vice President, Human Resources





