DATE

NAME/ADDRESS

Dear (First Name):

I am pleased to offer you the following adjunct faculty appointment in the Department of ________________________in the College of ________________________ at James Madison University for the             semester   (beginning August/January/May _____ through December/May/July_____, 20____).  The academic semester begins two weeks prior to the first day of classes each semester and ends two weeks following the end of classes each semester, and your duties are for the academic semester.
Courses/credit hours to be taught:       ___:____ &____ (Title of course)—[time of course] [days of the week] (scheduled in                    ) 
for [number] semester credit hours (and maybe adding) supervising (X) number of students.  If this is for a practicum, you may want to make explicit how many students will be supervised) 
Hours of Work:  The average weekly hours of work for this job will be ____
(Note: for classroom instruction, use 48 work hours for each credit hour taught [3crhr = 144 work hours].  Refer to page 2 for additional work hour metrics.  The employee will adhere to a weekly schedule such that the average hours of work over a 12 month period from May 1st to April 30th will not exceed an average of 29 hours per week or 1500 hours per year.  The employee understands this is cumulative for all part-time work at JMU.)

Your faculty rank for Fall/Spring/Summer will be:
_______________
Your compensation for Fall/Spring/Summer will be:
_______________*   

*Salary amount in a lump sum, to be paid in semi-monthly increments through the university’s payroll system; pay may be contingent upon sufficient class enrollment and/or Dean’s approval.
[Option 1:] You are qualified for this appointment because you earned a (Name of Degree) in       (Major)     from     (University)      on  (Date)   . 
[Option 2:] You are qualified to assume these responsibilities because you have successful teaching experience/supervision experience at     (University/Department/School Division for X number of years)     .
[Option 3:] Although you do not hold a terminal degree in [name of discipline], your experience as [describe the experience] qualifies you to teach in this area.  
JMU Policy requires that an original college transcript showing the highest degree obtained and any other graduate degree that provides evidence of credentials directly related to this instructional assignment be on file prior to beginning employment.  Please arrange to have this official transcript(s) sent to my attention by ___ (Date) ____.
This offer may be contingent upon course enrollments as indicated above.  The University reserves the right to cancel a course or to terminate an adjunct appointment on or before the first day a course is scheduled to meet.  If either occurs, you will not be entitled to compensation for that course.  Also, please note that this adjunct appointment does not carry with it a guarantee or priority for future employment at the University.  Appointment is subject to final approval by the Provost. There are no state benefits attached to adjunct contracts.

If this is your first appointment, you must complete the university’s on-board process to accept this appointment.  If you have been appointed to a JMU position in the past, you may be eligible to simply update your records. To update records (I-9, tax forms, direct deposit) – ALL REHIRED EMPLOYEES will be contacted by Human Resources in updating any paperwork that is needed.  If needed, the onboard specialist will schedule a special session with you to complete any additional paperwork necessary to be hired by JMU.  If you are offered an appointment as an adjunct in future semesters, the university will notify you of the courses and credit hours to be taught, the schedule, the number of students who must enroll for the class to be offered and the salary amount.  The terms of any such future appointments are subject to change.  

You will be bound by the policies and procedures of JMU during your employment as an adjunct faculty member, including the policies and procedures in the JMU Faculty Handbook (www.jmu.edu/facultyhandbook) You will be required to fulfill all departmental, college and university obligations, such as filing a syllabus, adhering to departmental/General Education defined student learning outcomes, turning in final grades to Registrar’s Office on time, and ______________________[list any other requirements specific to appointment.].
Please indicate your acceptance of these terms of employment by signing and dating this letter and returning the original copy to our department by          (Date)              . Failure to return this form in a timely manner will result in the offer being withdrawn. 
[Optional statement on resources, departmental contact, etc.]

We look forward to having you [once again] join our college and will do everything we can to help you have a successful semester.

Sincerely,





Accepted:
__________________________________________________
(Name)





Date:
 __________________________________________________

(Department Head)




Signed copy must be attached to hiring PAR form.
	INSTRUCTION – STANDARD METRICS FOR ALL AA UNITS

 

	Personnel Transaction
	Account Code
	Calculation/Example
	Notes

	Adjunct faculty - classroom instruction
	114500

ADJUNCT
	Per credit hour (semester):                                                    1CH x 1 course x 16WKS x 3HR = 48hrs

Per 3 credit hour course (semester):

3CH x 1 course x 16WKS x 3HR = 144hrs
	3 work hours = 1 hour in class + 2 hours outside of class

	Adjunct faculty - lab instruction
	114500

ADJUNCT
	Per contact hour (semester):                                                     1cH x 1 course x 16WKS x 2HR = 32hrs

Per 3 contact hour course (semester):

3cH x 1 course x 16WKS x 2HR = 96hrs
	2  work hours = 1 hour in lab + 1 hour outside of lab

NOTE: contact hours specific to CSM and CISE lab courses are assigned by the college and reflect work hours per week equivalent to twice the number of “contact hours”. 

	Adjunct faculty - private lessons
	114500

ADJUNCT
	Private lesson per student (semester):                                                          2CrHr = 1student x 16WKS x 1.5HR = 24hrs

1CrHr = 1student x 16WKS x .75HR = 12hrs
	School of Music & Music Theatre – Private Lessons:

2 CrHr = 1 contact hour and .5 preparation per wk

1 CrHr = .5 contact hour and .25 preparation per wk

	Supervising student teachers
	 114500

ADJUNCT
	per student (8 week block):                                                  1student x 8WKS x 1.1HR = 8.8
	1 (ST) X 3 (visits) X 3 (hours) X 1 (eight-week block) = 9 clock hours of “instruction/planning” over an eight-week period

9 hours  /8 (weeks in a block) = 1.1 hours of instructional planning per week in an eight-week block 
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