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Sample Letter for Flint Faculty Hires under Tenure Track Positions (Revised 12/18/08)  
1. Highlighted areas are subject to change year to year.  
2. Letter is based on September hire.  Please work with the University Human Resources Office (213 UPAV) 762-3150 to revise if hiring for Winter semester.  
3. Any position that requires Regental approval must have a paragraph stating that this offer is contingent upon Regental approval.   Faculty positions that require Regental approval are:  Associate Professor and Professor. 
4. Changes to the standard listed below must be approved by the Provost Office prior to offer.

 
 March 1, 2009
 

 

 

Dr. Jane Go-Blue
1234 Wolverine Avenue
Lake Top Ten, MI  49033
Dear Dr. Jane Go-Blue:

Mandatory Sentences:

I am pleased to offer you a position as an Assistant Professor of <department>, without tenure, on a tenure-track basis, for an initial three-year contract (renewable), in the Department <name>.  The starting annual salary is $45,000. Your appointment will commence on September 1, 2009 and run until May 31, 2012.  The University pay cycle is monthly (last working day of each month), starting September 30, 2009.  Your pay is based on a University Year Schedule I cycle (July through June each year) therefore, you will receive July and August 2009 pay in the September 2009 paycheck.   
Sentences created by department based on funding, other research funds available from other units and the moving expenses SPG:  You will have up to $x,xxx startup costs (books, computer software, etc.) from the Office of Research, $x,xxx for a computer/printer and up to $x,xxx for moving expenses.  The College currently supports paper presentations at scholarly conferences up to $xxx per year, and this figure is reviewed annually.  
Mandatory Sentences:  This offer is contingent upon evidence of identity and employment eligibility as required by the Immigration and Reform Act of 1986.  Please consult the I-9 form located at titled http://hr.umich.edu/hrris/forms/pdfs/I-9.pdf  “Employment Eligibility Verification Form I-9” for required documents on this form.  Contact the University Human Resources Office for any questions at (810) 762-3150, or FLINT-HRAA-SERVICE@umfint.edu.
 

Sentences created by department based on responsibilities of teaching assignment and other duties.  Please remember that these sentences need to general for the duties assigned as specific course load may change over the years of their contract:  Details of teaching duties and your specific instructional responsibilities will be determined by program needs and worked out with Dr. William Wolverine, Professor and Chair of the Department.  In light of an educational environment that continues to change, and competitive pressures in higher education, we expect that you will be flexible and learn new modes of course delivery if your Department, College or the University considers this to be necessary. At UM-Flint we consider teaching broadly, and value dedicated and constructive service. To this end, we expect that you will spend time on campus beyond teaching and office hours, will participate in the life of the College, campus, and surrounding community as appropriate. We also value collegiality among faculty and staff. Please note that new faculty orientation will occur on Tuesday, 19 August 2008. You will receive information to your home address regarding this event during the summer months of 2009.  We hope and expect that you will be present for this event. 
Please note that this date highlighted is the annual date that the Office of Research hosts the New Faculty orientation.  The date will change year to year so please check with Flint-UHR or the Office of Research for each year’s appropriate date.

Sentences created by department based on their standards for performance and review and based on the faculty handbook for promotions:  At UM-Flint a great deal of emphasis is placed on the total performance of our faculty members:  teaching effectiveness, professional development, and service must all be considered carefully.  The granting of tenure is dependent on this performance over a number of years.  There is a normal review conducted for all faculty in their second and fourth years of service; this review is an opportunity to assess progress toward tenure.  Yearly salary adjustments are made on the basis of an annual merit review of all faculty.  UM-Flint’s practice is to make a tenure decision by the sixth year of service at the University.  You and your department will determine the optimal time for you to be considered for promotion and tenure.  Mandatory Sentence:  Our College also requests that you have your latest degree granting institution send us a certified copy of your transcript to go on file in this office.

 

Mandatory Sentences, please note that if a document can be obtained from a website, you can list the website in the sentence instead of sending the enclosure:  For your information I have enclosed a copy of the Regents’ statement on Qualifications for Appointment and Promotion in the several Faculties of the University of Michigan, a copy of the Standard for Promotion for the College at the University of Michigan-Flint and employment papers for your completion.  You should be aware that the University participates in many benefit programs including retirement annuity programs. It is important that you contact our University Human Resources Office so that you may enroll for benefits which you will be eligible as a full-time employee of the University of Michigan.  Enrollment is limited to 30 days following your hire date with the University.  For information regarding the benefits available to you, please review the website at www.umich.edu/~benefits or contact the University Human Resources Office at (810) 762-3150.
 

Your signature on this letter constitutes acceptance of the terms of this offer.  If you have any questions or wish to discuss any of the items of the offer, please feel free to call me at (810) 762-XXXX.  I would be happy to talk to you about any aspects of this letter, the position, or the University in general.  Your response to this offer is needed by March 31, 2009 for its terms to take effect.

 

Sincerely,

 

 

Harvey Heisman, Dean
Professor of English Literature

 

cc: 
Dr. William Wolverine, Professor and Chair of the Department 
Dr. Jack Kay, Provost and Vice Chancellor for Academic Affairs

University Human Resources Office
College 

Rose Pasadena, Secretary, Department 
Offer accepted by:
____________________​​​​​​​​​​​​​​​​​​​​​____________________________ Date Accepted:  _____________
Qualifications for Appointment and Promotion in the Several Faculties of the University of Michigan

Since the University of Michigan is responsible for maintaining high standards of teaching, research, and service to the people of the state in a wide variety of fields, it is essential that its faculties be composed of men and women with superior personal and professional qualifications. The following statement is issued for the guidance of administrative officers and of other members of the staff who are responsible for ensuring that all persons appointed or promoted in the several faculties are thoroughly qualified to discharge the duties of their respective positions.

1. Teaching. Essential qualifications for appointment or promotion are character and the ability to teach, whether at the undergraduate or the graduate level. Some of the elements to be evaluated are experience, knowledge of subject matter, skill in presentation, interest in students, ability to stimulate youthful minds, capacity for cooperation, and enthusiastic devotion to teaching. The responsibility of the teacher as a guide and friend properly extends beyond the walls of the classroom into other phases of the life of the student as a member of the University community. It also involves the duty of initiating and improving educational methods both within and outside the departments.

2. Research. All members of the faculties must be persons of scholarly ability and attainments. Their qualifications are to be evaluated on the quality of their published and other creative work, the range and variety of their intellectual interests, their success in training graduate and professional students in scholarly methods, and their participation and leadership in professional associations and in the editing of professional journals. Attainment may be in the realm of scientific investigation, in the realm of constructive contributions, or in the realm of the creative arts.

3. Service. The scope of the University’s activities makes it appropriate for members of the staff to engage in many activities outside of the fields of teaching and research. These may include participation in committee work and other administrative tasks, counseling, clinical duties, and special training programs. The University also expects many of its staff to render extramural services to schools, to industry, to local, state, and national agencies, and to the public at large.

Appointment and Promotion

In making their recommendation for either appointment or promotion, the responsible departments and colleges will study the whole record of each candidate. To warrant recommendation for initial appointment, candidates must have given evidence either here or elsewhere of their ability to handle satisfactorily the duties of the positions in question. To warrant recommendation for promotions, candidates must have shown superior ability in at least one phase of their activities and substantial contribution in other phases. Naturally, persons who make a distinguished contribution in all aspects of their work may expect more rapid promotion than persons of more limited achievement.

Promotion is not automatic nor does it simply depend on length of service. All promotions are recommended and made on the basis of demonstrated merit. The University endeavors to recognize distinguished performance by adequate increases in salary and early promotion. For this reason a call to another position is not by itself considered a sufficient reason for promotion but may be one of the factors to be taken into consideration in the timing of a promotion.

It is assumed that, as members of the staff mature in experience, they will become more effective teachers and scholars. To that extent the qualifications for appointment and promotion will be progressively more exacting at each successive rank. In particular, promotion to the rank of associate professor, which entails indeterminate tenure, will be approved only when a person has given such clear evidence of ability that they may be expected, in due season, to attain a professorship.

Adopted by the Board of Regents April 1935
Revised April 1954

For more information about promotions for instructional staff, see Chapter 6, "Tenure."
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