TENURE TRACK APPOINTMENT LETTER - TEMPLATE
DATE:
NAME/ADDRESS:
Dear:

On the 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 through DATE.  This is a tenure track (Academic Year/Calendar Year) appointment with an initial (academic year/calendar year) salary of $ AMOUNT.
In addition to your academic year salary and full contractual benefits, you will also be eligible to earn an additional two months of summer salary from grant supported sources. During year 1 of your contract, I will provide two months of summer salary. In years 2 and 3, I will provide funding for one month of summer salary as a match for each month of summer salary that you fund through your external grants. Summer salary is paid at the rate of 1/9th of your then current AY salary per month. [REMOVE THIS PARAGRAPH FOR CALENDAR YEAR APPOINTMENT].

Active scholarship should be a fundamental endeavor of all members of the faculty. Therefore, you will be expected to establish an innovative, externally funded research program in the area(s) of [SPELL OUT FOR SCHOLARSHIP….a statement of the general area and then more specifics on their area of expertise]
Teaching is an important component of an academic appointment. It is therefore essential that SEBS faculty actively engage in undergraduate and graduate teaching, including formal classroom teaching and advising. Your formal teaching responsibilities will evolve with your development as a faculty member and are subject to change over time through discussions between you and the Chair of your department. Initially, your teaching responsibilities will be
[SPELL OUT FOR TEACHING]

You are also expected to participate in appropriate departmental, School, and University functions. These responsibilities may be amended upon written notification to you.
Your appointment may be funded in part by the New Jersey Agricultural Experiment Station (NJAES). Once your research program has been established, we will determine if its goals meet the broad mission of NJAES. In this case you will be required to submit and maintain an umbrella project that encompasses your program. This will be approved by USDA/NIFA and require timely annual reports.

In addition to the terms enclosed, SEBS will provide a total of $ AMOUNT to be allocated over the first three years of your appointment for approved start-up equipment, operating costs, technical staff and graduate/postgraduate support, and summer salary. 
[WORK WITH DEAN OF RESEARCH ON SPECIFICS OF START-UP PACKAGE AND PREPARATION OF DETAILED EXCEL SPREADSHEET] 

SEBS will cover the reasonable cost of your qualified moving expenses for household goods and personal effects. Please contact [ADD NAME OF DEPARTMENT ADMINISTRATOR], Department Administrator, [ADD DEPT ADMIN’S E-MAIL] for details regarding University purchasing requirements for relocation expenses. The University will pay the mover directly. Please note the maximum expenditure for approved relocation expenses is $10,000 (or appropriate number) upon presentation and approval of allowable and appropriate receipts.

The university policy with respect to academic appointments can be found here:  https://laborrelations.rutgers.edu/sites/default/files/document/final_academic_appointments_manual_september_2021.pdf.
Your appointment is to the general teaching/research faculty and, therefore, in accordance with, and as defined in, the attached Policy, the criteria applicable to you for all future reappointment and promotion considerations are Scholarship, Teaching, and Service.

You should know that for faculty designated Teaching, Research, or Extension Specialist, Scholarship, including research accomplishments, is the primary criterion.  Excellence in Scholarship 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.
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 your New Employee Welcome and Benefits Orientation program. 
This offer of employment is contingent upon compliance with the University’s COVID-19 vaccination requirements.  The University requires all new employees to provide proof that they are fully vaccinated and have received a booster (where eligible) against COVID-19 prior to commencement of employment unless the University has granted the employee a medical or religious exemption.  Based on current guidance, individuals are considered fully vaccinated against COVID-19 two weeks after receiving the final dose of a vaccine approved or authorized for emergency use in the United States or a vaccine that has been listed for emergency use by the World Health Organization.  Eligibility for a booster against COVID-19 varies and is explained on the University’s web site located at https://coronavirus.rutgers.edu/covid-19-vaccine.  By signing this offer letter of employment, you agree to provide proof to the hiring manager that you are fully vaccinated against COVID-19 and have received a booster (where eligible) or have received a medical or religious exemption prior to your first day of employment.  Failure to do so will result in rescission of this offer of employment.  Individuals who are not eligible for a booster at the time of an offer of employment must provide proof they have received a booster within 14 days of becoming eligible and upload proof of same.  Failure to do so will result in disciplinary action up to and including termination.  You will receive an email with instructions to upload your vaccination card and/or to apply for a medical or religious exemption.

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 [NAME OF CHAIR], Chair of the Department of [NAME OF DEPARTMENT] on or before [DATE]. A copy of this letter is enclosed for your records. My colleagues in the Department of [DEPT] 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

DEAN OF RESEARCH
DEAN OF ACADEMIC PROGRAMS

AAUP-AFT President
SEBS Budget and Planning
Business Office

SEBS Human Resources
I accept this appointment ___________________________________________________





Signature




Date
School of Environmental and Biological Sciences
Contractual terms of appointment to be recommended by the Executive Dean of Agriculture and Natural Resources for:

NAME
  Response requested by:

DATE
  Title:






  Department:





**Appointment Status:


____ Academic Year






____ Calendar Year
  Percentage of Time:


100%

  Annual Salary:






  Effective Date:




  Expiration Date:



  Prior Service, if any, 

  In Probationary Period:

To Be Determined
Special Conditions:
Entry in tenure stream effective July 1, _____ for a maximum of six years unless prior service is negotiated.
**Academic Year Appointments
Appointment for the academic year requires that the appointee be in attendance at the University from September 1 to Commencement, or an equivalent period, within each academic year unless excused by the appropriate academic officer.

   Calendar Year Appointments
Appointees for the calendar year (July 1 – June 30) are expected to devote the entire year to their university duties except for a vacation of one month.  This work is done on campus except by special arrangement with the appropriate dean or director. Calendar year appointments are subject to annual review and rejustification. When there is no longer justification, a calendar year appointment reverts to academic year.

