Professional and Scientific Offer Letter (Temporary Appointments .50 FTE or more)
Today's Date
Dear: 
I am pleased to offer you the position of (University title), at _______% effort, in the (unit) beginning (date). Your rate of pay will be (amount) per (hour).  Your employment is contingent upon completion of a successful credential check.
Your responsibilities in this position will include: (or attach description).

This position is classified as temporary “at will,” which means that it may continue through (date), but no longer than one year from your date of appointment.  For further information on temporary status, please see the P&S Status Definitions below.

This appointment does not include University’s employee benefits.  As a condition of employment, you will be required to receive all payments by direct deposit.  You may sign up for direct deposit on the University self service web site shortly after you begin your appointment.  http://hris.uiowa.edu/selfservice/
OPTIONAL LANGUAGE: A valid driver’s license is required for this position.  Your offer of employment is contingent upon a review of your driving record and compliance with the standards of the University of Iowa’s Fleet Safety Policy.  Failure to meet the requirements of the University of Iowa’s Fleet Safety Policy may result in the withdrawal of the employment offer.

Under this temporary status, if you are continuously employed by the University for six months or longer, state law requires that IPERS be withheld from your paycheck.  This will happen automatically.  

I am enthusiastic about your joining our professional staff and look forward to working with you.  To indicate your acceptance for this position, please sign and date below and return it to me in the enclosed envelope.  

Sincerely,

(Signature)

Name, Title, etc.

Accepted by: ______________________________________  Date: 
 
*Note:  Special federal and state tax withholding rules apply for nonresidents with immigration status F1, J1, J2,  H1B, TN, O1, Asylee and Refugees.  For more information regarding these rules, please contact the Payroll Office (319-335-2381) or email patricia-meskimen@uiowa.edu.
Definition of P&S Status
AT-WILL STATUS applies to a staff member whose administrative, policy-making, or other responsibilities makes it inappropriate to confer career status upon them in the position.
CAREER STATUS carries specific employee rights related to grievance, re-employment, and termination notice provisions. For example, if your position is eliminated because of reorganization or lack of funding, the length of written notice to which you are entitled will be based on your career status date.
PROBATIONARY STATUS is that time during which a staff member's performance is evaluated to determine whether the staff member is demonstrating the capacity for continued performance at a level necessary to meet the department's or unit's standards set for the position.
TERM STATUS is a specific term of appointment that is not to exceed the period designated.  That period may be up to three years and may be extended. Reappointment to term status may not exceed six years.
TEMPORARY STATUS is a continuous "at-will" appointment of not more than one year to meet an emergency or temporary need of the University.

 

For more detailed information, please refer to the University Operations Manual, III-3.1, Policy to Define the Relationship of Professional and Scientific Staff Members to The University of Iowa. 
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