Template X.x: Full-time, Non-Union Faculty Administrator or Chair/Equivalent (draft May 2026)

[INSERT UNIT LETTERHEAD]



DATE

Name
Address

Dear __________:

We are pleased to offer you the position of Chairperson of the Department of ________ at the University of Vermont. This appointment will be a full-time, non-union, [09 OR 12]-month position at 1.0 FTE for academic year 20XX-XX OR the period of [DATE] to [DATE]. Your salary for this appointment will be $XXX,XXX. 

Please select one of the following statements.

FOR NEW, EXTERNAL CANDIDATES

Your administrative compensation for this appointment is as follows:
	Chairperson
	

	Academic year 20XX-XX salary 
	$XXX,XXX.XX

	Summer 20XX compensation at X.X FTE for XX month(s)
	$XX,XXX.XX

	Total earnings as Chair
	

	Academic year 20XX-XX and Summer 20XX
	$XXX,XXX.XX


In addition to this appointment, you are being extended an underlying [Associate Professor OR Professor] with Tenure position. This underlying faculty position has a [09 OR 12] academic year term. The academic year is defined as beginning one week before the Fall semester and extending one week beyond Commencement in the Spring.

The salary for your underlying faculty appointment has been provisionally set at $XXX,XX.XX for academic year 20XX-XX. Should you return to full-time faculty status, your salary would be determined using this academic salary incremented by any relevant annual salary pools. 

FOR NEW, INTERNAL CANDIDATES AND REAPPOINTMENTS

Your administrative compensation for this appointment is as follows:
	Chairperson
	

	Academic year 20XX-XX salary 
	$XXX,XXX.XX

	Summer 20XX compensation at X.X FTE for XX month(s)
	$XX,XXX.XX

	Total earnings as Chair
	

	Academic year 20XX-XX and Summer 20XX
	$XXX,XXX.XX



This chairperson appointment is being extended in addition to your underlying appointment as a [TITLE] in the Department of [DEPARTMENT NAME]. The salary for your underlying faculty appointment is being set at $XXX,XX.XX for academic year 20XX-XX. Should you return to full-time faculty status, your salary would be determined using this academic salary incremented by any relevant annual salary pools. 

Please insert further details regarding compensation or start-up allowances here.
[bookmark: _Hlk69980056]
University policies and procedures relating to academic administrator appointments are described in the Faculty Handbook for non-represented faculty https://www.uvm.edu/provost/university-manual-collective-bargaining-agreements-faculty-handbooks as it may from time to time be amended.  Annual salary increases will be made within the guidelines set forth by the University.

As Chairperson, you will be supervising full-time and part-time faculty members who are represented by a union, United Academics (UA).  The terms and conditions of represented faculty members are covered by the collective bargaining agreement between the University and UA.  In your capacity as Chairperson, you will be called upon to administer these provisions.
Your duties as Chairperson are generally described in the University and University Officers’ Manual, section 303. Detailed as follows:

303.1.5 Responsibilities of the Chairperson.  The Chairperson of a Department is responsible to the Dean for the effective management and coordination of the work of the department. The Chair’s duties include: 
a. Consulting with the faculty regarding the development and implementation of guidelines for faculty assignments and the standards for decisions about changes in faculty status;  
b. Attending to courses of instruction and research and their purpose and content, and scheduling courses for and otherwise making assignments to faculty; 
c. Assessing the effectiveness of Departmental instruction and student advising; 
d. Making recommendations to the Dean, following such consultation with Department faculty as may be required by Department guidelines, on the appointment of new faculty and reappointment of faculty; 
e. Fostering research and scholarship by Department faculty, and assisting in appropriate administration of the research;  
f. Mentoring faculty and conducting annual performance review of faculty and reviews relating to changes in faculty status; 
g. Initiating corrective action relative to faculty performance or conduct; 
h. Preparing a budget for the unit and managing the budget after its adoption; 
i. Scheduling meetings to conduct Department business, periodically on his/her own initiative or at the request of any two members of the Department, and otherwise consulting with Department faculty as may be necessary or desirable to the effective administration of the Department; and 
j. Being familiar with University, College/School, and Department policies or contract requirements as necessary effectively to carry out the responsibilities of a Chairperson.

Please insert further expectations of the candidate here.

The University of Vermont is an educationally purposeful community seeking to prepare students to be accountable leaders in a diverse and changing world. Members of the University of Vermont community embrace and advance the values of Our Common Ground (https://www.uvm.edu/president/our-common-ground).

Vermont state statute requires all US citizens in faculty positions at publicly-funded universities to subscribe to an oath to: support the US Constitution, the Vermont Constitution, and all state and federal laws. Your position may include formal and/or informal instructional responsibilities. If you are a US citizen, your signature on this appointment letter serves as your attestation to this oath.

If your decision is to accept the position as stated above, please indicate your acceptance by signing a copy of the appointment letter and returning it along with the personnel information sheets to: (Name) (Title) (Campus Address) University of Vermont (City) Vermont (Zip) (Email or Fax #).

Please select one of the following statements:
We look forward to hearing from you by DATE. 

We look forward to hearing from you within XX days of your receipt of this letter.

We look forward to hearing from you within XX days of your receipt of this letter, after which time this offer is no longer valid.

This offer expires XX days after the day of receipt. We look forward to hearing from you.

Sincerely,


________________, Dean 				Linda S. Schadler, PhD
College of _____________ 				Interim Provost and Senior Vice President
	

								 	 
Acceptance:                              
I accept the offer as stated above.
      
 
__________________________		_____________
Signature						Date


cc.	Faculty Services
[INSERT UNIT FOOTER]
