Staff  Non-Exempt Position, Contingent on Funding, Appointment Letter

Forward a copy of this signed letter with a personnel action and salary distribution form to the College Business Office.

Name

Address

Address

Dear _________, 

After careful review, I am pleased to offer you the position of __________ in the department of _______.  This position has a full-time equivalency of ____ and a ____ month term.  The annual salary is ________.  Your total compensation consists of both your salary and the benefits which you will receive from the University. 

This position is considered non-exempt from the provisions set forth in the Fair Labor Standards Act.  This will be explained further in the Staff Handbook, which you will receive at Orientation. 

Employees in a non-exempt position must complete a 4-month probationary period to familiarize themselves with the duties of the position and to permit the supervisor to observe their performance.  During the probationary period, the employee’s strengths and weaknesses will be discussed in an effort to ensure attainment of maximum performance.

This position is (wholly/partially) supported by restricted funds.  Therefore, the University cannot guarantee employment beyond _____________, which is the expiration date of these funds.

Your first day at the University of Vermont will be an Orientation to the institution, and a time to complete the paperwork for payroll and benefits.  You will have to submit all required paperwork for payroll and benefits at Orientation, so for your convenience, the university has established a web site to help you with new employee decisions.  There is a great deal of information to look through and consider, so we urge you to look through the materials and complete as much paperwork as possible, before arriving on campus.  The website is:  www.uvm.edu/newemployee.

The Human Resources Office will be in touch with you, probably by email, to further explain Orientation and Benefits sign up.  If you are unable to view the web site, or unable to print your chosen forms, information can be mailed directly to you.  All forms will also be available at Orientation.
The web site will also inform you of the list of things that you will be required to have with you at Orientation, such as legal identification, and vehicle information.  Please make sure to review the list on the web site before you come to Orientation.
I look forward to seeing you on ______________. 

Sincerely, 

Name
Title
