NON-TENURE TRACK

ASSOCIATE, INSTRUCTOR WITH BENEFITS
OFFER LETTER TEMPLATE

Date

Name, Degree

Address

Address

Dear Dr. ______:

Appointment
On behalf of the Department of _________, I am pleased to offer you a one year full-time faculty appointment as a ____RANK____ beginning ___________ and ending June 30, ______ to align your appointment to the University review and promotion timeline.  As we discussed, this is a non-tenure track position. 
Salary and Benefits
For the twelve month fiscal year, the appointment carries with it an initial annual salary of _________, plus a complete fringe benefits package offer by the University of Iowa.  Subsequent year salaries will be based on a departmental formula approved by the College of Medicine Faculty Practice Plan Board and the Dean. 
 As a condition of employment will be required to receive all payments by direct deposit and shortly after you begin your appointment, you may sign up for direct deposit on the University Employee Self-Service web site at http://hris.uiowa.edu/selfservice/. 
University Benefits Information 
The University of Iowa offers a full array of benefits for faculty that add considerably to the value of your total compensation. University employees are able to select between various benefits options, to best suit your personal needs. Options include a choice of retirement plans.  Serious consideration must be given to choosing a retirement plan because your choice of a retirement plan is an irrevocable decision that must be made within 60 days of your hire date.  The University has two retirement plans from which you may choose, both with generous University contributions.  You may choose to participate in either the Iowa Public Employees Retirement System (IPERS) plan or the University Funded Retirement Plan through Teachers Insurance and Annuity Association-College Retirement Equities Fund (TIAA-CREF).   The IPERS plan is a Defined Benefit plan and retirement income is determined by a formula based on your years of service and salary earned.  The TIAA-CREF plan is a Defined Contribution plan and retirement income depends upon your individual retirement investment returns. If you do not select a plan within the 60 day window, you will automatically be enrolled in IPERS.  The University Benefits Office will be sending you additional information about these plans and a Retirement Plan Election Form following your acceptance of this offer.

Your benefit options also include medical and dental insurance, life insurance, disability insurance, and health care and dependent care spending accounts. Insurance coverage is available for you, your spouse or domestic partner, and your children. You will also be eligible for vacation and sick leave. Detailed information regarding University benefits may be 
obtained from the Benefits web site at http://hr.uiowa.edu/benefits/.  Any questions concerning the benefit programs may be directed to the University Benefits Office (319-335-2676).
You should plan to attend the University-wide Orientation for New Faculty and Staff conducted by the University Benefits Office, where you will be given the information you need to choose your flex benefits. The University Benefits Office will contact you directly.

Roles and Responsibilities

Your activities will include teaching and patient care on LIST UIHC CLINICS, INPATIENT SERVICE, CONSULTATION AND OUTREACH CLINICS AS APPROPRIATE.  You are assigned LIST CLINICAL/ADMINISTRATIVE/ACADEMIC/TEACHING responsibilities according to the following formula LIST HOW TIME SHOULD BE DIVIDED, i.e., 90% clinical, 10% administrative.  You will function as a clinician and role model for students and house staff.  You are also expected to serve as an educator. We look forward to your contributions to our curriculum, both at undergraduate and graduate levels. Dr. _______________ will work with you in your clinical endeavors.

You may also participate in research activities within the Department, although this is not a requirement of continued employment or promotion.  Dr. ______________ will help coordinate your effort in this area, should you choose to pursue research.

All of your professional fee reimbursement will be assigned to the University of Iowa Physicians (UIP).  You will participate in the University of Iowa Physicians as a full member, and may participate in the governance of the Plan, consistent with the UIP Organizational Agreement.

We expect you to attend departmental grand rounds and staff meetings, and other divisional meetings and departmental conferences on a regular basis. 

Professional Assessment and Feedback

You will be reviewed annually and you may be re-appointed at this rank twice, for a maximum aggregate appointment period of three years.  There is no guarantee of re-appointment. If your contract is not to be renewed, you will be notified by at least three months in advance of the termination date of your contract.  

Therefore, it is strongly recommended that you begin immediately to gather and keep track of the materials that will be needed for reappointment and review during the course of your academic career.  These include copies of all course materials, teaching materials and publications or demonstrations of professional productivity acquired during your career.  Your Academic and Professional Record (CV) is accessible through UI Employee Self-Service.  It should be maintained to record background, teaching responsibilities, publications/scholarly works, and service involvement throughout your career.  

Relocation Incentives 

The University will provide up to $xxx of relocation incentives for you, which will be paid as a taxable extra compensation payment with appropriate payroll tax withholding, after you begin your employment.
(Where applicable:  In addition, the Department will reimburse you according to the UI travel policies for actual expenses for one house-hunting trip to the Iowa City area (for you and your spouse/partner).  This reimbursement will be paid as a taxable extra compensation payment with appropriate payroll tax withholding, after you begin your employment.)

Informational Orientations

University Benefits Orientation 

As previously stated, you should plan to attend the University-wide Orientation for New Faculty and Staff conducted by the University Benefits Office, where you will be given the information you need to choose your flex benefits. The University Benefits Office will contact you directly.

UI Healthcare Orientation

You are required to participate in a UI Health Care Orientation for new faculty. (For clinical faculty use: This is an all-day event that encompasses information regarding your academic development and your clinical activities. For non-clinical faculty use:  This is a half day event that encompasses information regarding your academic development.)  It is designed to get you started on the right foot in all of your roles. The Office of Faculty Affairs will contact you about this event which is currently scheduled for the first Friday of August, November, February and April. 

Office of the Provost Orientation

The Office of the Provost schedules an annual, University-wide orientation program for new faculty at the beginning of each new school year, which includes a New Faculty Welcome Reception hosted by the President and Provost that evening.  The Office of the Provost will contact you directly.

Mandatory Trainings

Harassment Prevention Training 

The University of Iowa is committed to the creation and maintenance of a positive work environment for all. Toward this goal and per the University of Iowa’s Interim Policy on Sexual Harassment and Sexual Misconduct (https://opsmanual.uiowa.edu/community-policies/interim-policy-sexual-harassment-and-sexual-misconduct), you are required to successfully complete an approved harassment prevention education course during the first two months (six months if not identified as an AAO per the policy) of employment and complete periodic trainings as outlined in the University’s Interim Policy on Sexual Harassment and Sexual Misconduct. To view your initial due date for completion of this course, log into UI’s Compliance & Qualifications website: (https://compliance.hr.uiowa.edu/). You may satisfy this requirement by completing an approved instructor-led or online course. You may register for these courses through UI Employee Self Service: https://hris.uiowa.edu/. Further information about the education requirement and login instructions are available at: https://diversity.uiowa.edu/harassment-prevention-education.

FERPA Training 
To ensure the University of Iowa community is in compliance with FERPA regulations, all UI instructors are required to complete the online FERPA training module and quiz at least once during their employment at the University. After having completed the training, instructors are required to attest to an Annual Certification Notice on January 1st of each year in UI Self-Service. Please note: Instructors who have not completed the online FERPA training module will not have access to the MAUI (student record information) system and access to the ICON (Iowa Courses Online) system will be deactivated two weeks after their first attempted log in until they have completed the online FERPA training module and quiz. This will include being blocked from online access to class lists and student records, including student ID card photos. All other instructors should complete the FERPA training module within the first two months of employment. For more information, see: https://provost.uiowa.edu/files/provost.uiowa.edu/files/ferpa.pdf. 

Intellectual Property Policy
As a condition of your employment, you are required to follow all university policies, including the University of Iowa Intellectual Property Policy under which the University of Iowa Research Foundation (UIRF) assumes ownership of qualifying inventions as that term is defined in section 30.3.b(2) of the University of Iowa Inventions Policy and of copyright in works described in section 30.4b(2)(b) of the University of Iowa Copyright Policy. Upon commencing employment at the university, you hereby assign all right, title, and interest in qualifying inventions and such copyrights to UIRF.

Employment Eligibility
You are required by federal law to complete an I-9 form to verify your eligibility for employment. The University expects this form to be completed prior to your employment whenever possible, or on the day you begin work.  Please be prepared to present the documents necessary to complete this form and confirm your eligibility.  See I-9 information http://hr.uiowa.edu/immigration/i-9-information .
(For candidates who are not U.S. Residents Insert:) Special federal and state tax withholding rules apply for non-residents with immigration status F1, J1, J2, H1B, TN, O1, Asylee and Refugees. For more information regarding these rules, please contact the Payroll Office at (319/335-2381). This offer is contingent upon your having or obtaining the appropriate work authorization, and being able to maintain that authorization for the entire employment period.

Post-Offer Self-Identification 
As required by federal contracting regulations, the University of Iowa must provide persons who have been extended a job offer the opportunity to self-identify as a protected veteran and/or as an individual with a disability. This information is used to monitor and report on the university’s equal employment opportunity/affirmative action programs. Submission of this information is voluntary and refusal to provide it will not subject you to any adverse treatment. Please take a moment to visit the following website (https://jobs.uiowa.edu/postOffer) and complete the voluntary self-identification form. If you prefer to complete the form by mail, please contact the Office of Equal Opportunity and Diversity (email: diversity@uiowa.edu or phone: 319-335-0705).

Final Steps

Please let me know no later than ________ whether you accept this offer.  Your faculty appointment and start date is contingent upon appropriate institutional approval, the successful verification of your education credentials, the satisfactory completion of all background checks, and the return of the following enclosed forms:  
• Release of Information for Credential Background Check

• External Background Investigation Consent Form (please review the Summary of Your

  Rights under the Fair Credit Reporting Act).  The background check release form (criminal, 
  child/dependent adult/sexual abuse, and Medicare/Medicaid Fraud) will be e-mailed to the 
  address on file.  Follow the directions in the e-mail to complete and submit the form.  

• University of Iowa Physicians Non-compete Agreement 

• University of Iowa Physicians Organization Agreement
• Iowa Medical Mutual Insurance Company (IMMIC) Medical Practitioners Liability Insurance

  Form 

• Provider Application and Proxy Form 

• This agreement with your signature 

Please review the enclosed definitional statement and delineation of privileges that you are applying for as a faculty member. If there are any changes you wish to make please let me know as soon as possible.  These statements will be used when we obtain external peer review of your clinical abilities. 

If you do not already have an Iowa license, please be aware that it takes a minimum of 120 days to process the appropriate paperwork to have a license issued. In addition it takes a minimum of 60 days to process privileges and credentials to allow you to practice at UIHC. Failure to have these completed will impact your start date. Your cooperation in getting the materials returned in a timely manner is critical.

Name, my colleagues and I are enthusiastic at the prospect of having you join us as a member of the faculty. We think you will find both the University and the local community an excellent environment in which to live and work.  In the meantime, I would be glad to discuss any aspect of it with you further.

Sincerely,

Chair, Department of ___________

Enclosures

I have read this offer and accept the terms of appointment described herein.

____________________________



_________________

Signature






Date

Last Update 01/14/2021

