SAMPLE CO-ADJUTANT APPOINTMENT LETTER

	I am pleased to offer you an appointment as a Co-adjutant, Job Code [Insert job class code]. You will be responsible for the duties listed below:

	School or College:			[INSERT]
	Department:				[INSERT]
Term of Appointment:	[INSERT APPOINTMENT BEGIN DATE AND END DATE]
Course Title:	[INSERT COURSE AND COURSE #; IF PERSON IS NOT TEACHING, PLEASE NOTE N/A]
Number of Credits:	[INSERT NUMBER; IF PERSON IS NOT TEACHING, PLEASE NOTE N/A]
Average Number of Hours/Week:	[INSERT]
	Salary:				[INSERT]					
	Duties:  				[INSERT SPECIFIC RESPONSIBILITIES] 


For New Employees:	     The Immigration Reform and Control Act of 1986 requires all employers to certify the identity and work eligibility of all new employees.  This offer of appointment is therefore subject to your in-person presentation of proper documentation, as required by law. The Employment Eligibility form (Form I-9) is an online process, and all new employees must present the required documents to the employing department, in person, no later than the first day of employment.  Accordingly, please present the required documents to [Insert name of a specific individual in the department] no later than [Insert date]. You must complete an Employment Eligibility Verification Form (Form I-9) and other required payroll forms by your appointment begin date.

Immunization Policy: 
Under Policy 100.3.1, Immunization Policy for Covered Individuals, if employment will commence during Flu Season, Rutgers University may require certain prospective employees to provide proof that they are vaccinated against Seasonal Influenza for the current Flu Season, unless the University has granted the individual a medical or religious exemption. Additional infection control and safety policies may apply. Prospective employees should speak with their hiring manager to determine which policies apply to the role or position for which they are applying. Failure to provide proof of vaccination for any required vaccines or obtain a medical or religious exemption from the University will result in rescission of a candidate’s offer of employment or disciplinary action up to and including termination. You will receive an email from no-reply@ipo.rutgers.edu with instructions to upload your vaccination card and/or to apply for a medical or religious exemption, if applicable for your position.
   
	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 the 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 department 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://www.nj.gov/labor/forms_pdfs/EmployerPosterPacket/MW-400.pdf

	Offer is contingent upon successful completion of all pre-employment screenings. 

	Kindly indicate your acceptance of this appointment and its terms and conditions by signing this letter and returning it to [Insert name of a specific individual in the department] on or before [Insert date]. A copy of this letter is enclosed for your records. I look forward to your association with Rutgers and the Department of [Insert department/program].

							Sincerely,
							Dean [Insert Name]


I accept this offer: ________________________________________________
	 	       Signature						Date

c:	[Department/Program]
