STANDARD LANGUAGE FOR PROFESSOR OF TEACHING SERIES (formerly Lecturer with Security of Employment series):  START-UP LETTER (01/01/2025)

Assistant Professor of Teaching (formerly Lecturer with Potential Security of Employment)     
Associate Professor of Teaching (formerly Lecturer with Security of Employment)

Professor of Teaching (formerly Senior Lecturer with Security of Employment)

Assistant/Associate/Professor of Teaching, X (where X is the discipline such as English or Chemistry)
[DATE]
[FULL NAME]
[ADDRESS 1]
[ADDRESS 2]
Dear [Dr. or other title] [LAST NAME]:
On behalf of [Schools(s)/College(s) of   ], I am happy to inform you that we are recommending you for appointment as [TITLE] in the [Department(s) of       ], within the [Schools(s)/College(s) of   ] effective [Start Date – for ASSOCIATE PROFESSOR OF TEACHING & PROFESSOR OF TEACHING only; for ASSISTANT PROFESSOR OF TEACHING see language below].  As you may know, appointments at the University of California Riverside are made only by the Provost and Executive Vice Chancellor in consultation with other reviewing bodies, including the Vice Provost for Academic Personnel and the Committee on Academic Personnel.  Following a positive review process, a formal offer of appointment will be extended by the [See Delegation of Authority chart]
Faculty members who are employed by the University of California owe their primary professional allegiance to the University and accept as their own the University’s responsibilities to advance and communicate knowledge. Faculty members must maintain a significant presence on campus, meet classes, keep office hours, hold examinations as scheduled, be accessible to students and staff, be available to interact with University colleagues, and share service responsibilities throughout every quarter of active service. 

[FOR ASSISTANT PROFESSOR OF TEACHING]
Your appointment is effective [Start Date] through [End Date] and may be considered for reappointment beyond that date.  Among the factors examined in a decision for reappointment are teaching, professional achievement and activity, and University and Public Service.  Further regulations pertinent to your appointment and advancement are available through your department chairperson.  
Your total salary will be [$XXX,XXX] (fulltime, academic year [9/12] or fiscal year [11/12] basis), subject to deductions required by applicable laws and regulations and, during these unprecedented times, any UC systemwide salary adjustments.  [If total salary includes an off-scale add the following text: The off-scale portion of your salary will be maintained as long as satisfactory academic progress is made.  Additionally, the off-scale will be maintained subject to market adjustments to the UC salary scale.  Although rarely exercised, you should be formally notified that the President of the University and the Chancellor have the authority to change the balance between base and off-scale when there is a system wide market adjustment to the scale.  For more information on UCR’s off-scale policy see the attached document, Policy on Off-Scale Salaries for Appointees and Merit/Promotion/Retention Actions dated January 19, 2016 (http://academicpersonnel.ucr.edu/compensation/OffScalePolicy.pdf).]   
[For 9/12 (academic year) appointments, add the following language:] 

Your academic year appointment (9/12) provides that your pay for nine months of service is distributed over twelve months. For a more detailed explanation, please refer to APM 600, Salary Administration and the attached Vice Provost for Academic Personnel memorandum “Service Periods vs. Pay Periods” https://academicpersonnel.ucr.edu/pay-period-service-period.

Assistant Professors of Teaching are appointed to a two-year term and are reviewed biennially following the policy for this series, APM 285. Faculty in this series also undergo a fifth-year appraisal and a mandatory 7th year evaluation for promotion to Associate Professor of Teaching and concomitant security of employment status. Administrative decisions regarding reappointment and promotion to security of appointment will depend upon evaluations and recommendations from the department, the Dean and faculty review committees, and may be affected by fiscal and programmatic considerations. Further regulations pertinent to your appointment and advancement are available through your department chairperson.  
You will be eligible to receive a bank of six (6) days of paid sick leave per calendar year in accordance with APM - 710. See APM - 710-13, and APM - 710-20, and APM - 710-22 for information on usage and other key details. If you are new to the University, the bank will be available for use after your first paycheck. The paid sick leave bank is distinct and separate from paid medical leave, which is described in APM - 710-11. Consistent with policy, any unused paid sick leave days in the bank expire each

December 31 (or earlier if the appointment ends before then), and a new bank of six (6) days of paid sick leave is available each January 1. If you need to report usage of paid sick leave, please contact [insert contact details]. [Insert department guidance for reporting usage (e.g., if the department requests a particular form). [For HSCP members only] For members of the Health Sciences Compensation Plan, refer to Campus Implementing Procedures.   
[Note for HSCP Members: Include the note regarding local implementing procedures only after Campus Implementing Procedures are updated. Do not include this note in letters.]

[When applicable, include this text for colleges/schools participating in the Negotiated Salary Program (NSP)].
The [insert name of college/school] is participating in the UC-wide Negotiated Salary  Program (NSP) through which a faculty member may increase their salary by up to 30% of base by using funds they have generated from sources external to the university (grants, gifts, etc). Being aware of this program is important when comparing offers from different institutions. If this is a program you may be interested in joining, please refer to APM 672 for a full explanation of the policy. It would also be advisable to discuss participation in the NSP with the Department Chair.

The University of California Faculty Handbook offers an introduction to the University of California and can be accessed at: http://www.ucop.edu/academic-personnel-programs/programs-and-initiatives/faculty-resources-advancement/faculty-handbook.html.  The University of California Academic Personnel Manual (APM) has governing policies regarding your appointment, and can be accessed at: http://www.ucop.edu/academic-personnel-programs/academic-personnel-policy/.  In addition, you are expected to become familiar with and abide by APM 025, Conflict of Commitment and Outside Activities of Faculty Members (or APM 671, Conflict of Commitment and Outside Activities of Health Sciences Compensation Plan Participants for SOM), and APM 285, Lecturer with Security of Employment Series.
The University of California offers excellent health and retirement benefits, as well as resources to help you make the right choices for you and your family. These benefits are an important part of your total compensation.  If you choose to participate in any of the health and welfare benefits, you are normally required to enroll online within the first 31 days of your employment. If there is a special circumstance, please contact the Benefits Office at benefits@ucr.edu or (951) 827-5086 for other options. Following your hire, you will receive communications from Fidelity regarding the UC Retirement Choice Program, which allows you to choose between two retirement plan options. Participation in a Retirement Program is required.  You are encouraged to enroll as soon as possible since enrollment starts the vesting clock. Please refer to the enclosed document for more information.  Information on UC benefits is available at: UC Complete Health Benefits Guide for Employees.  You may also contact the Benefits Office at benefits@ucr.edu or (951) 827-5086 for more information.
The University will provide you with the following:

[Insert Start-Up Funding here (use if applicable; language in bold must be included if there is start-up funding)] 

[Include Summer Salary information if applicable] 

Beginning the effective date of your appointment, start-up funding in the amount of [enter $ amount] will be made available to you to draw-down over the first six active years of your employment at UCR. [Insert one –either 1 or 2- of the following bolded sections according to discipline] 1) You can expect to have 75% of the funds available to you in the first three years of your active appointment (i.e. on campus at UCR). Anything beyond that in the first three years will require consultation and approval in a formalized memo signed by you, your Chair and Dean. The remaining balance of funds will be available to draw down in the second three-year period. The formal memo may be revised but any revision requires all signatures. 2) Draw-down will be in increments according to a schedule of needs discussed and formalized in a memo signed by you, your Chair and Dean. This memo may be revised, but any revision requires all signatures. This funding may be used for such items as equipment purchases, approved lab renovations, supplies, research travel, academic and staff personnel costs (including benefits) and other miscellaneous agreed upon items, as outlined in your initial needs list.  All expenditures of these funds must be in accordance with University policies, guidelines, and restrictions.  Any unexpended start-up funds will be recovered by the University at the end of the six-year period. These funds are an investment by UCR in your success at UCR, and all items purchased are the property of UCR. In the event of your acceptance of another position during these six years, any remaining allocations of funds will be unavailable to you.  
Upon appointment, if within 12 months you move your principal place of residence to within 30 miles of the Riverside campus (should you already not have or have had a principal place of residence within 30 miles of the Riverside campus in the prior 12 months), the Department [Department Name] will support a request for your participation in the UC home loan program. Provision of home loan program support is subject to eligibility requirements, your ability to qualify for financing, program policy and requirements, campus guidelines, and the availability of mortgage funds allocated to UCR through this UC program.
Should you have any questions about the program, please contact Yvonne Lujan or Trisha Marcinko via email at yvonne.lujan@ucr.edu or trisha.marcinko@ucr or by phone at (951) 827-5154 or (951) 827-5263 for specific questions and qualifying amounts and time limits on this eligibility status. Additional information is also available at https://www.ucop.edu/loan-programs/loan-programs/mortgage-origination-program.html.
University policy adheres to the Internal Revenue Service (IRS) regulations for nontaxable and taxable moving expenses in this regard.  Please note certain expenses paid by the University related to your removal must be reported on your W2 as a taxable fringe benefit and are subject to federal tax withholding. You are strongly encouraged to consult with your personal tax advisor.  For more information, please refer to UC Business and Finance Bulletin G-13 and IRS Publication 521. 
[IMPORTANT NOTICE: Use this language for start-up and/or appointment letters beginning with the 24-25AY academic recruitment cycle and any academic appointments with an effective date *after* July 1, 2024. See March 5, 2024 notification. Do not include this note in letters.]
    

All appointments are contingent upon the appointee being able to provide, in accord with Federal law, evidence of authorization to work in the United States. If you are not a permanent resident or U.S citizen, UC Riverside will assist you in obtaining a non-immigrant visa for employment at UCR.  In order to initiate the visa process, please contact the International Students and Scholars office via email at internationalscholars@ucr.edu or by phone at (951) 827-4113.  

All appointments are contingent upon the appointee being able to provide, in accord with Federal law, evidence of authorization to work in the United States. If you are not a permanent resident or U.S citizen, UC Riverside will assist you in obtaining a non-immigrant visa for employment at UCR.  For questions or more information, please contact the International Students and Scholars office via email at internationalscholars@ucr.edu or by phone at (951) 827-4113.

Also, the [insert name of college/schools here] will support legal permanent resident sponsorship in connection with your position.  Please contact [dept/college contact] via email [contact email] or by phone at [contact phone] for additional information.  

If the terms and conditions of this appointment as specified above are agreeable to you, please sign and return the enclosed copy of this letter.   This offer will expire if I have not received your written acceptance by [DUE DATE].
I wish to welcome you to the University of California. I believe that you will find your work with us both challenging and rewarding.

Sincerely,

Dean/s [name/names]
Department Chair/s [name/names]
Enclosures:  
1. APM 025, Conflict of Commitment and Outside Activities of Faculty Members (or APM 671, Conflict of Commitment and Outside Activities of Health Sciences Compensation Plan Participants for SOM)

2. Service Period vs. Pay Period  (for 9/12 appointees only)

3. Policy on Off-Scale Salaries (January 19, 2016) (for appointees with off-scale salaries only) 

4. Important Benefits Information

By signing this letter, you acknowledge that as of your initial appointment at UCR, you will not hold another faculty position or appointment/affiliation at any other institution of higher learning/research institution or be on leave from same, and that this offer (and all non-salaried personal or research-based funding described herein) is conditioned upon your fulfilling that representation.
By signing this letter, you acknowledge that you have read and understand the following notice. This offer is contingent upon you clearing an Employment Misconduct Disclosure review where you will be required to disclose any final administrative or judicial decisions within the last seven years determining that you committed any employee misconduct and provide information related to investigations and appeals.
[UPDATED, EFFECTIVE 01/01/2025] 
UC COVID-19 Vaccination Program

As a University employee, you will be required to comply with all applicable University policies and/or collective bargaining agreements, as may be amended from time to time.  Federal, state, or local government directives may impose additional requirements. [UPDATED, EFFECTIVE 7/1/2023]
ACCEPTED BY: 
_________________________________________________________



Dr. [FULL NAME]




[Date]
 
Cc:
[Department Chair/s] 

 
Equal Employment and Affirmative Action 



Academic Senate Office






Academic Personnel Office



Office of Real Estate Services

Financial Planning and Analysis
Page 1 of 6
Dr. [FULL NAME]
Page 6 of 6
Dr. [FULL NAME] 

