

Clemson University
Offer Letter Template – Faculty (Non-Tenure Track, excluding Post-Doc and Senior Lecturer)

Month Day, Year

Candidate Name
Street Address
Street Address
City, State Zip Code


Dear {Dr./Mr./Ms.} {candidate name}:

I am pleased to offer you a position at Clemson University, one of the finest public research universities in the nation. Clemson is committed to teaching, research and public service, and the departmental faculty and I look forward to your scholarly efforts in support of these missions. We anticipate that your contributions to the academy will enhance our already excellent reputation. 

Position Overview and Salary 

On behalf of the University, I invite you to join our faculty at the rank of {position rank} in the {employing department name} within the {college / school name}. In this position you will report to {supervisor’s name}, {supervisor’s title}. Your initial appointment is {a 9-month appointment or a 12-month appointment} and runs from {start date} to {end date}. The projected effective date of your employment is {month day, year}, and the start date is {month day, year}. The physical location of your employment is {city, state}; however, the position may require travel from time to time. The position is {full time or part time} and is {exempt or non-exempt} under the requirements of the Fair Labor Standards Act (FLSA).  

The starting salary for the academic year is {salary in format $XX,XXX}. This salary will be paid in semi-monthly installments on the 15th and last day of the month via direct deposit.

Duties and Responsibilities 

Your duties and responsibilities under this appointment may include teaching, scholarship, service, and/or discovery/research/creative activity in your area of expertise. The departmental expectation is that your activities will be initially consonant with the advertised position for which you applied and will remain consistent with the needs of students and the department, which may change over time. {If the employee was waived into this position, the clause “the advertised position to which you applied” must be replaced by “the position as described below,” and the sentence should be followed by a general description of the position obtained from the hiring manager.} {“Your initial teaching course load is x courses per academic year.” or “Teaching represents x percentage of your duties and responsibilities; the remaining y percent of your appointment is dedicated to research.”} At the onset of your employment, your supervisor will meet with you to discuss the specific responsibilities and duties expected of you in this position. 

You will be asked to establish annual goals in this position, which you will be expected to agree upon with your supervisor and document using the Faculty Success System. During the year, you will use Faculty Success to record your activity in each of the relevant areas of activity unless alternative methods are discussed and agreed upon with your supervisor. Your supervisor will evaluate your performance using the processes described in the departmental Tenure, Promotion and Reappointment (TPR) document.

Appointment and Tenure

Non-Tenure Track Faculty
As a non-tenure track member of the faculty, your appointment is for an initial period of one year and is subject to the annual renewal and reappointment process. Non-renewal by the University requires advance notice and is described in the Faculty Manual, which can be found on the University’s website at www.clemson.edu.

You will be reviewed by your supervisor using the practices and procedures detailed in the Faculty Manual. Continued employment beyond the initial term of appointment is subject to the personnel practices outlined in the current Faculty Manual. 

Acceptance of this offer requires that you sign and submit the attached Non-tenure Agreement form. 

Degree Verification and Employment Eligibility

This offer is contingent on and subject to your validating the receipt of your terminal degree by the start date of your employment as noted below:  
· Your degree-granting institution must verify that you have successfully completed the requirements for your Ph.D. {or name of other terminal degree} and the date the degree was (or will be) conferred. A certified official transcript or other suitable official document sent by the registrar of the degree-granting institution will meet this requirement. 
· If your teaching area is different from your area of doctoral work {or name of other terminal degree}, your master’s transcript or other relevant academic credentials showing at least {number of hours} hours of graduate credit in the teaching area must be submitted as well. A certified official transcript or other suitable official document sent by the registrar of the degree-granting institution will meet this requirement.

Clemson University is required by federal law to verify the eligibility and work authorization of new employees; therefore, this offer of employment is contingent upon the satisfactory completion of such verification.  Additionally, this offer is contingent upon satisfactory reference and background checks.

Clemson University may assist a prospective employee in securing employment authorization as otherwise required by law, which may include sponsorship for H-1B status. However, if applicable, Clemson University does not agree or commit: 1. to pay the $100,000.00 fee imposed by Proclamation 10973 entitled, Restriction on Entry of Certain Nonimmigrant Workers, for any new H-1B petitions and/or, 2. support any process that triggers the payment of the $100,000.00 fee for any existing employee. 
 
This offer of employment does not imply any commitment to your continued employment and supersedes any other agreements, written or oral, with regard to your employment at Clemson University.

Benefits

{Insert verbiage from Faculty Offer Letters – Benefits Information Inserts – either A, B, C or D; confirm exceptions.}
Closing and Acceptance of Offer

We would be delighted to have you join us and hope you will accept our offer. Feel free to contact me directly if you have questions or concerns. I would be happy to discuss this offer in further detail. You can reach me by email at {Email Address} or by phone at {Phone Number}.  

Please print a copy of this letter for your records. 

If accepting the position, please remember to submit the following document: 

· A signed copy of the Non-tenure Agreement

Note that all documents must be submitted and processed prior to your start date.

Sincerely,
_____________________________________________ 
Signature
_________________________________________________________________
Print Name 	Print Title

I have read this offer letter and ☐ accept / ☐decline the employment described above under the terms and conditions set forth in this offer.

_____________________________________________ 
Signature
________________________________  _______________________________
Print Name 	Date

Attachments:
Departmental Tenure, Promotion and Reappointment document
Non-tenure Agreement form
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