PUT ON YOUR CAMPUS LETTERHEAD

TEMPORARY – UP TO 29 HOURS PER WEEK (not seasonal or casual)

«DATE»

«NAME»
«TITLE»

Dear «NAME»:

I am pleased to offer you employment as described below.  This letter of appointment notifies you of some important terms and conditions of your employment.  If significant changes to your individual situation occur, you will be notified in writing.  Regents’ Policy and University Regulation, as amended from time to time, provide additional terms and conditions of employment applicable to all University employees.  You should familiarize yourself with applicable provisions and relevant changes.

Duties:	Please see attached Position Description Form and/or Vacancy Announcement
Supervisor:				« JOB_TITLE »
Title:					«WORKING_TITLE»
System Title & Class:	«JOB_TITLE»
Position Number:			«PCN»
TKL:					«TKL»
Employee ID:				«ID»
Employment Status:	Temporary – up to 29 hours per week (not benefits eligible)  Non-exempt
Grade/Step:	Grade 00_, Step 
Geographic Differential:	None
Hourly Rate	$; per hour
Beginning Date:	«DATE»
Job End Date:				Up to «DATE»

Special Conditions of Employment

1. This appointment is for “temporary” employment.  This position is not eligible for University benefits except as may be specifically stated in this letter or required by law.
2. Your employment is considered at-will and you may be terminated for no reason or any reason.  
3. Employees may remain in temporary or extended temporary positions with the University of Alaska for no more than 18 months.  After 18 months, you must have a break in service of at least 120 calendar days between temporary assignments.

<ADD ANY ADDITIONAL SPECIAL CONDITIONS HERE>


General Conditions of Employment

This appointment and other terms and conditions of your employment are governed, in order of priority, by Regents’ Policy, University Regulation, and applicable campus rules and procedures, as they presently exist or as they may be amended from time to time at the discretion of the university, as well as by the terms of this letter. At the end of this appointment you may or may not be offered a new appointment, at the sole option of the university. 

Terms used in this agreement, including but not limited to at-will, etc., that have specific meanings and effects in Regents’ Policy, University Regulation and applicable campus rules and procedures, shall have those meanings and effects when used in this agreement. 

This letter states the terms of and is the sole agreement between you and the University, and no other agreements, discussions or representations shall affect the University’s or your obligations under this agreement.  Alterations to the terms of this letter are ineffective unless approved in writing by the hiring authority and Human Resources.  Any action or claim brought upon this agreement, or relating to service pursuant to this agreement, must be brought in the State of Alaska and shall be governed by the laws of the State of Alaska.  If any aspect of this contract is held to be unenforceable, it shall not operate to nullify or terminate this contract unless the portion held unenforceable is significant in terms of the agreement as a whole.

UA is an AA/EO employer and educational institution and prohibits illegal discrimination against any individual: www.alaska.edu/nondiscrimination.

You are a “responsible employee” under Title IX. Being a responsible employee means that you must report all relevant details regarding alleged incidents of sexual harassment or sexual assault that you become aware of to your campus Title IX coordinator within 24 hours. Title IX information and contacts are available as follows: 

· UAF and Fairbanks SW:
[bookmark: _GoBack] http://www.uaf.edu/titleix 
· UAA and Anchorage SW: 
https://www.uaa.alaska.edu/equity-and-compliance/	
· UAS and community campuses: 
http://www.uas.alaska.edu/policies/titleix.html
You are subject to the Drug Free Workplace Act and must be and remain eligible for employment under the Immigration Reform and Control Act of 1986, as subsequently amended, and other state and federal laws. Ownership of intellectual property you may produce is governed by University Regulation 10.07.05 or, if applicable, the terms of a collective bargaining agreement.  You are also subject to the Alaska Executive Branch Ethics Act (AS 39.52), as amended from time to time, and are required to complete and submit, to your supervisor, disclosure forms, including forms for Outside Employment or Services, Notice of Potential Violation, Receipt of Gifts, or Interests in State Grants, Contracts, Leases or Loans. When disclosures are required they are due upon the occurrence of a disclosable event and, for outside employment and services, at least every July 1.  A copy of the form for disclosing outside employment or services is included with this letter.  In addition, the Ethics Act requires, among other things, that you may not disclose or use information gained in the course of or by reason of your official duties that could result in the receipt of any benefit for you or an immediate family member, if the information has not also been disseminated to the public. 

An Ethics Act handbook and the referenced disclosure forms are available from your supervisor or statewide human resources. Additional ethics information is available on the web at http://www.alaska.edu/counsel/ethics-information/







Please acknowledge receipt and acceptance of this position by signing and returning this letter to me within ten days, with your original signature.  You may wish to retain a copy for your records.

Sincerely,


_____________________________				______________________
SUPERVISOR							Date
Title

I accept the position described.


_____________________________				______________________
EMPLOYEE NAME						Date

cc: <<MAU>> HR OFFICE
	
Attachments: (Job Vacancy Announcement Departmental Job Description (if used))
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Staff/Student Employee
Disclosure of Employment or Activities Outside of the University of Alaska
“Public Employees,” including employees of the University of Alaska, are subject to the Alaska Executive Branch Ethics Act (AS 39.52.010-960).

YOU DO NOT HAVE TO COMPLETE THIS FORM IF YOU DO NOT HAVE ANY OUTSIDE EMPLOYMENT OR ACTIVITIES TO DECLARE.


Printed Name: UA Job Title:

Check primary job category:

Department: Supervisor:

Exempt/Salary	Non-Exempt/Hourly	Local 6070	Student Employee	Executive

          Check primary job status:

Regular: Full-Time


Regular: Part-Time

Temporary: Full-Time	Temporary: Part-Time

Describe the outside activity (attach additional sheets as necessary) including:

1.	Name of outside employer/organization:  	
2.	Hours/days of the week required for outside activity: 	
3.	How it affects University schedule or hours: 	
4.	Describe what you do in your outside activity: 	
5.	List any potential conflicts of interest or incompatibilities with your university duties:   	




6.	Are your outside activities similar or related to your university duties?

yes

no. Will you deal with people or entities with

whom you deal as a university employee?
detail:

yes

no.  If you answered yes to either question, please explain in


I understand that:

1.	For any outside activity, no university owned/operated facilities, supplies, equipment and/or vehicles (including personnel time or effort) may be utilized in any manner;
2.	I may not take or withhold official action in order to affect a matter in which I have a personal or financial interest;
3.	I am obligated to declare any potential violation of the Ethics Act on a separate form; and
4.	I must report any change in my outside activity, when it occurs, and at least once each year on or before JULY 1.
5.	If the outside activity may be incompatible or in conflict with my university duties, I must not engage in the activity or take official action on related matters until a determination is made as provided in AS 39.25.210.

Certification: I certify that to the best of my knowledge, my disclosure statement is true, correct and complete. I understand that, in addition to any other sanction that may apply, submission of a false statement is punishable under AS 11.56.200-240.
(Sign below and forward this form to your supervisor.)


Staff/Student Employee Signature	Date

FORWARD TO YOUR DIRECTOR/SUPERVISOR FOR REVIEW AND SIGNATURE AFTER EMPLOYEE SIGNATURE.

I, (Director/ Supervisor, print your name)   	, have reviewed this disclosure. As indicated below, the Outside Activities described above will or will not have an adverse effect on the employee's duties: usual university duties or duty hours or otherwise be incompatible or in conflict with the proper performance of the employee’s duties. I have attached any additional documentation required, including measures taken to avoid or correct potential ethics act violations and/or special areas of concern.


      No adverse effect.	      Adverse effect possible. Form should receive further review.


Director/Supervisor Signature	Date
FORWARD TO THE HUMAN RESOURCES DIRECTOR AT YOUR MAU FOR REVIEW AND APPROVAL. SEE LIST   [image: ]


MAU Ethics Representative Signature	Date


UA system/SW: Office of General Counsel; Butro203, Box 755160, Fairbanks 99775

UAA: HR Services; Administration Bldg.
125, 3211 Providence Dr., Anchorage 99508

UAS Human Resources:
Gitkov Building, 11798 Glacier Hwy, Juneau (phys.)
11120 Glacier Hwy, Juneau 99801 (mail)

UAF: HR, Box 757860, 3295 College Rd., Fairbanks 99775-7860

FORWARD ONLY THE FOLLOWING FORMS TO THE UNIVERSITY DESIGNATED ETHICS SUPERVISOR AT THE OFFICE OF THE GENERAL COUNSEL:
1) FORMS THAT DISCLOSE CONFLICTS OR INCOMPATIBILITIES WITH UNIVERSITY DUTIES; 2) FORMS THAT REQUIRE LIMITATIONS OR CONDITIONS ON THE OUTSIDE ACTIVITY OR UNIVERSITY DUTIES; 3) FORMS WHICH OTHERWISE REQUIRE A FORMAL DETERMINATION.
See http://www.alaska.edu/hr/forms/hr_ethicsforms/, or contact your MAU ethics representative for more information about Ethics Act Responsibilities.
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