
OFFER LETTER TEMPLATE FOR

ADJUNCT FACULTY
Date

Name

Address
Dear xxxx:

It is my pleasure to offer you the position of xxxx.  I believe you will find George Mason University an exciting and rewarding environment in which to work, and a place where the contributions of faculty are valued.
This offer is subject to the terms and conditions of the “Adjunct Faculty Terms and Conditions of Employment”, attached hereto as “Attachment A”, which is incorporated herein by reference.
The terms of this offer are as follows:

· Title:
[___________]

· Term:
[FOR FALL SEMESTER:




August 25, 20__ through December 9, 20__.



FOR SPRING SEMESTER:




January 25, 20__ through May 9, 20__.



FOR SUMMER TERM A:




May __, 20__ through June __, 20__.




FOR SUMMER TERM B:




June __, 20__ through July __, 20__.




FOR SUMMER TERM C:




July __, 20__ through August __, 20__.




FOR SUMMER TERM X:




May __, 20__ through August __, 20__.]


[FOR NON-STANDARD TIME PERIODS:


Specify start date and end date.]
· Appointment:
Adjunct Faculty appointment.
· Salary: 
xxxx.  Payroll dates may not correspond to dates of the Term.

· FTE:
[.25]

· Assignment:
You are assigned to [LOCAL ACADEMIC UNIT] and will report to [_____________].
· Course / Section:
xxxx
· Days:
xxxx
· Times:
xxxx
[This offer is contingent upon a successful criminal records check.]
The University reserves the right to reschedule or reassign the teaching responsibilities for this appointment, or to cancel this appointment, in the event of insufficient enrollment.
If you are a new employee, on or before your first day of work you must complete necessary tax forms, complete the employment eligibility verification form (Form I-9), obtain your Photo ID, and sign up for direct deposit.  Please contact xxxx in the [LOCAL ACADEMIC UNIT] for assistance.   Enclosed please find directions to ensure you have been entered into the human resources system.
By signing this appointment letter, you agree not to teach more than three (3) courses or ten (10) credit hours within a semester at George Mason University, including those referred to in this contract.  You also agree that you do not have any additional duties at George Mason University, administrative or otherwise, which combined with your teaching load would be equivalent to a workload of more than 10 credit hours within a semester.  You also understand that the dates of the Term may not correspond to actual pay dates.
If these terms and conditions are acceptable to you, please sign and date in the space provided below and return the original to my office. This offer will remain open until xxxx; if you do not sign and return this offer of employment before such date, this offer will be null and void.

I look forward to your acceptance of this offer and to a rewarding professional association in the future.  Should you need additional information or assistance, please do not hesitate to call me. My telephone number is xxxx.

Sincerely,

xxxx
I accept the appointment described under the terms and conditions set forth in this letter, including all terms and conditions in the Attachment referenced in this letter. I further acknowledge that I will be governed by the administrative policies and regulations of the University, currently in force and as amended in the future. I also acknowledge that said rules do not create any vested employment rights and that the University reserves the right to reassign me during my term of employment.

_____________________________________________


_______________________

xxxx







Date

cc: xxxx
ATTACHMENT A

Adjunct Faculty Terms and Conditions of Employment

1. Eligibility for Employment.  Your offer for employment is contingent upon providing the University, prior to your first day of employment, official documentation of degrees earned. An original transcript from the institution awarding the highest degree mailed to the hiring department will ordinarily satisfy this requirement.  Please forward to [mailing information for the academic unit.] You are responsible for providing a certified third-party translation and evaluation of your academic transcripts, if required by the University.  Your offer for employment is contingent upon satisfying all Federal employment eligibility requirements, including any necessary work authorizations, and is contingent upon compliance with all applicable federal rules and regulations, including but not limited those federal rules and regulations regarding sponsored research.  Your offer for employment is contingent upon making no false or misleading representations in your application for employment.  Your offer for employment is contingent upon a successful criminal records check and a background records check, if required by the University; if the results of such checks are not satisfactory to the University, this contract is voidable by the University.  Questions regarding employment-based immigration should be directed to the Office of International Programs and Services.

2. Approval of Appointment.  This appointment is subject to approval by the appropriate University administrative officers. This appointment is also subject to the policies and bylaws of the Board of Visitors.
3. Termination.  Notwithstanding anything herein to the contrary, this is an at-will appointment and may be terminated at any time by the University without cause, by providing written notice to you.  

4. General Conditions of Employment.  George Mason University is an agency of the Commonwealth of Virginia, organized pursuant to statute.  As is the case for all University employees, your employment is subject to the Acts of the General Assembly of Virginia, Executive Orders of the Governor, regulations adopted by the Board of Visitors of the University, all applicable regulations, and all policies of the University.  As a condition of your employment, you are subject to all applicable practices, policies and procedures of the University, including but not limited to policies regarding conflicts of interests, nondiscrimination, outside professional activities, and intellectual property.  It is your responsibility to be aware of these policies and procedures, as well as all others which may apply to you.  University policies and procedures are subject to change without notice.  You agree to make best efforts to successfully perform your duties under this contract.
5. Benefits.  You may be eligible to receive certain benefits provided to Commonwealth of Virginia and University employees.  You are responsible for making all decisions and for taking all actions relating to such benefits, within established timeframes and deadlines.  Questions regarding benefits should be directed to the Department of Human Resources and Payroll.
6. Taxation and Direct Deposit.  All amounts paid by the University to you may be subject to taxation both for reporting and withholding.  Any amounts subject to withholding will have taxes withheld in accordance with federal and state law.  If you accept this offer and it is your first appointment to George Mason University, you must complete tax forms in order to receive payment.  Electronic direct deposit is mandatory for all employees.
7. Assignment.  The University reserves the right to change your assignment, as well as your physical location, at any time during the Term of this contract, and you may be reassigned duties as determined by the University.
8. Outside Activities.  You may not engage in any outside activities which interfere with the proper performance of your duties.  You are also subject to all University policies regarding outside activities, including policies regarding conflicts of interest.

9. General Terms.  This contract may be modified only by a written agreement signed by both you and by an authorized employee of the University.  The waiver by either party of a breach of any provision of this contract will not operate or be construed as a waiver by that party of any prior or subsequent breaches.  All agreements and covenants contained herein are severable, and if an appropriate court declares any such agreement or covenant to be invalid, this contract will be interpreted and applied as if such invalid agreements or covenants were not contained herein.  This contract shall be construed in accordance with the laws of the Commonwealth of Virginia.  Venue for determination of the legal rights and obligations of the parties to this contract shall be an appropriate court in the Commonwealth of Virginia.  This contract contains the entire agreement for employment by and between you and the University for the position stated in this contract.  Oral modifications, additions, or supplementation to this contract shall have no effect and shall not bind the parties.  This contract supersedes all prior contracts of employment entered into between you and the University.  Paragraph headings are mere catchwords and shall not be used in interpretation of the terms of this contract.

10. Availability.  All instructional faculty must be available two weeks before classes begin and two weeks after classes end.
Before going to the ID office to obtain your ID card and parking pass, you need to make sure you have been entered into Banner, our Human Resources and Payroll software system. You may do this from any computer with internet access.

1. Log onto https://patriotweb.gmu.edu. (Notice the https vs. http!)  You will see a screen that looks like this: [image: image1.jpg]for Studes

3

)

D 2 @ s & 8 @

fne _Suach Moo P e Ss

[ boinis & oo e

L]

1€ vt

roc 0048 WekmetoGeoe 3 Geoge Moo [ it tesoge T ot Mesope B it esco B et 8 Lok G4 evion

S

~Z
GEORGE
Patriot web mSON

el Sevice Ve oo tudents, Facuty, and S

> Lotin to Patrot Web Selfservice i
ncluge Onl Foncit
Class Registration ——
T S e oo, s e
« Universty udgets and rojects Foundution Accounts Sstem

7100 and 13100 80 (5 for

e T





2. Click on Login, either at the top or at the bottom right of the yellow box.

3. Under Mason Username (aka NetID),enter your username. 
4. Under Password, enter your patriotpass password.
5. If you are able to log in, your record is set up and you may proceed to the ID Office for your ID card and to the Parking Office for your parking permit.  If you are unable to log in, then your record has not been processed yet.  Please wait a day or two and then, if you are still unsuccessful, contact your department.

Since George Mason University requires direct deposit and does not print paper deposit advices, logging onto Patriot Web is the way to check your pay stubs and W2s, and to update your address and emergency contact information.  Feel free to access it any time!

REQUEST FOR INFORMATION
If you accept the position offered, and this is your first appointment with George Mason University, we request that you provide the following information in order to expedite entering your employment information into the Human Resources database.  This information is kept completely confidential, is used solely for the purpose of establishing you as an employee of Mason, and will in no way affect your new appointment to this position.  Your employee record in Human Resources is necessary in preparation for your arrival to campus.  A completed record in the Human Resources database will expedite the process for obtaining a university ID card, parking pass, library, and email privileges.  Note:  If you prefer to provide this information verbally, please contact your hiring department at the number listed in your offer letter.

Name:_________________________________________________________________

(Please print full legal name as it appears on record with the Social Security Administration)

Optional:  Prefix (Dr., Mr., Ms.)
Home Address:________________________________________________________________

                         _________________________________________________________________

Home Telephone Number:_______________________________________________________

Cell Phone Number:____________________________________________________________

Social Security Number:_________________________________________________________

Date of Birth:__________________________________________________________________

Personal Email:________________________________________________________________

Alternate Identification (i.e. Maiden name)_________________________________________

Citizenship Status:   FORMCHECKBOX 
 U.S. Citizen   FORMCHECKBOX 
 Permanent Resident Alien   FORMCHECKBOX 
 Non-Immigrant Visa Holder


Gender:
          FORMCHECKBOX 
 Male
            FORMCHECKBOX 
 Female
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