COUNTY AGENT – TENURE-TRACK APPOINTMENT LETTER - TEMPLATE
Date

Name

Address

Address

Dear name:


Upon the enthusiastic recommendation of the (DEPT), I am pleased to offer you an appointment as a (TITLE) in the School of Environmental and Biological Sciences (SEBS), for a three-year renewable term effective DATE.  This is a tenure track calendar year appointment with an initial calendar year salary of $$. 

Your major responsibilities will be to 

[SPELL OUT FOR EXTENSION PRACTICE AND FOR TEACHING]

You will be expected to actively participate in appropriate departmental, Rutgers Cooperative Extension, New Jersey Agricultural Experiment Station, School of Environmental and Biological Sciences, University and County administrative and programmatic functions. You will be expected to establish an outstanding program including appropriate scholarly educational materials, presentations, and/or publications, the merits of which will lead to regional and/or national recognition.

This position is assigned to serve the needs of (NAME) County.  It is subject to reassignment to another county if the needs of the Department and the University dictate and as determined by the Department Chair and the Executive Dean and Director of the Rutgers Cooperative Extension.  Regional responsibilities may also be designated or modified depending on expertise and accomplishments.  This position requires either the possession of a valid driver’s license or, upon the employee’s responsibility, the provision of appropriate means of transportation.  This assignment description may be amended upon the changing needs of the (DEPT).  As a faculty member of Rutgers University and Rutgers Cooperative Extension, you must abide by all applicable rules and regulations of Rutgers University, Rutgers Cooperative Extension, the United States Department of Agriculture, state and local governments. 

You should know that for faculty designated County Agent, Extension Practice is the primary criterion.  Excellence in Extension Practice is necessary to achieve tenure.  Effective Teaching is also normally a condition for the achievement of tenure.  Significant accomplishments in the Service area will strengthen your record.  The university policy with respect to Academic Reappointments and Promotions for Tenure/Tenure-Track Non-Library faculty can be found here:   https://laborrelations.rutgers.edu/faculty/tenured-and-tenure-track-faculty
As a Rutgers employee you are required to adhere to the Rutgers Ethics Program and must complete the Online Ethics Training program within your first 90 days of employment. Here is the link to the University Ethics and Compliance website: https://uec.rutgers.edu/training-2/. Nothing in this letter supersedes applicable university regulations, policies, and procedures.

(IF APPLICABLE, INSERT THIS PARAGRAPH)
Full-time faculty are eligible for health and certain other benefits. During your first week of employment, your department will arrange for you to attend a New Employee Welcome and Benefits Orientation Program. For your convenience, you may access the New Employee website at https://uhr.rutgers.edu/benefits/getting-started prior to your arrival. The website includes relevant information, including a Faculty Benefits Guide, which may be reviewed prior to attending the Orientation program. Once you have attended the orientation, please complete the benefit forms and return them to (INSERT NAME OF DEPARTMENTAL ADMINISTRATOR).
The Immigration Reform and Control Act of 1986 require us to certify the identity and work eligibility of all new employees. Therefore, this appointment is subject to your presentation of proper documentation as required by the law. The Employment Eligibility form (Form I-9) is an online process, and all new employees must present the required documents to your employing department, in person.  The Department of Homeland Security guidelines state that section I of the I-9 must be done on or before the first day of work and section II (can be done before) but must be done within 3 business days of the date of hire.  

In addition to the Form I-9, all new employees are required to have their employment eligibility verified through government databases using E-Verify. E-Verify compares information from your Form I-9 to data from U.S Department of Homeland Security and Social Security Administration records to confirm employment eligibility. In the event that the E-Verify system of the U.S. Citizenship and Immigration Services (USCIS) gives Rutgers a "Temporary Non-Confirmation (TNC)" of your eligibility for this job, you will be notified by your employing unit and given the opportunity to respond to USCIS within the required timeframe. If subsequent to a TNC on your case the E-Verify system gives Rutgers a "Final Non-Confirmation (FNC)" of your eligibility for the job, your employment in this position will be subject to immediate termination as required by USCIS regulations. For information on the Form I-9, E-Verify and the list of acceptable documents, please visit the U.S. Citizenship and Immigration Service website: http://www.uscis.gov/portal/site/uscis
Pursuant to N.J.S.A. 34:11-4.1 et seq.; and 34:11-56a et seq. we are providing information for your review concerning the Employer Obligation to Maintain and Report Records regarding wages, benefits, taxes and other contributions and assessments. You may access this information from the University Human Resources website at:  
https://uhr.rutgers.edu/hr-professional/employee-rights-and-responsibilities
Full-time faculty are eligible for health and certain other benefits.  (DEPT AA name and title), will register you for a benefits orientation session where you will receive a Benefits Guide and other benefits-related documents and forms. Information describing the comprehensive benefits program at Rutgers University is also available online at http://uhr.rutgers.edu/benefits/benefits-overview.  Once you have attended the orientation, please complete the benefit forms and return them to (DEPT AA name).

As part of your employment, you are represented by the Rutgers Council of AAUP Chapters, AAUP-AFT, AFL-CIO for the purposes of collective negotiations. To access the current collective agreement, please refer to 
https://laborrelations.rutgers.edu/faculty/labor-contracts.

Kindly indicate your acceptance of this appointment and its terms and conditions by signing this letter and returning it to (INSERT DEPT CHAIR NAME) on or before (INSERT DATE). A copy of this letter is enclosed for your records. My colleagues in the Department of (INSERT DEPARTMENT NAME) and I will be pleased if you decide to accept this appointment to the School of Environmental and Biological Sciences. 

Sincerely,

Laura J. Lawson
Executive Dean of Agriculture and

Natural Resources

C:
DEPT CHAIR


DEPT ADMIN


Program Dean (s)

AAUP-AFT President

SEBS Human Resources


(SEBS Budget and Planning if State Funded only)

I accept this offer ______________________________________
__________________




Signature




Date

