
LETTER OF APPOINTMENT

Semester Lecturers
Date

Name

Address

City, State Zip

Dear First Name:

You are hereby appointed Lecturer in Law in the School of Law at Santa Clara University for the Fall/Spring Semester of the YEAR academic year.  Your appointment begins Date and ends Date. You will teach the following course during the quarter:

<<Course>>, <<Unit>> units, <<DaysTimes>>
You shall conduct assigned class meetings and exams as per the Santa Clara University Law School’s Schedule of Classes, shall make yourself available to meet with students on campus as determined by the Dean or his designee, shall assign and submit student grades to the Law School Registrar, and shall fulfill other instructional or academic duties, such as attending faculty meetings or special events, as may be assigned by the Dean or his designee.  Except in the case of sudden illness or emergency, any missed class meetings must be approved in advance by the Dean or his designee.  In the case of sudden illness or emergency, you shall be responsible for notifying staff in the Faculty Support Services office so that students will be notified, and for contacting the Dean or his designee to discuss coverage of the class meeting.

In addition, if an examination is required for the above course, the lecturer must follow the Grade Return and Grade Normalization Policies promulgated by the law faculty.  The Grade Return Policy simply states that grades are due no later than 30 days after the exam is administered, excluding vacation days.  For the Fall Semester, grades will be due no later than the beginning of the Spring Semester.  The Grade Normalization Policy must be applied to all required and bar courses, and should serve as a guideline if enrollment in the class is more than 25 students.  The grade normalization formula the lecturer should follow is enclosed.
For fulfilling these responsibilities, your compensation will be $XX,XXX, payable in X equal semi-monthly installments on the dates established by the Human Resources Department.  All required withholdings will be deducted from each installment.  Voluntary withholdings may be arranged with the Human Resources Department.  The law school will provide you with a parking permit, the value of which will be reflected as compensation on your W-2 form at the end of the calendar year.
Because of state law regarding compensation of part-time employees, the University expects that in respect to fulfilling the obligations of this contract you will never work more than eight (8) hours per workday, or more than forty (40) hours per work week, during the term of this contract.  This is a material condition of this contract and cannot be changed by any representative of the University.
As a condition of your appointment, you will be required to complete the University's Sexual Harassment Educational Training Program within four (4) weeks of the effective date of your appointment, as detailed in Attachment A.
During the period of this appointment, the University reserves the right to rescind or amend this appointment for good cause, including but not limited to insufficient enrollment or loss of funding for the course.  This faculty appointment is subject to the applicable terms and conditions set forth in the Faculty Handbook as amended from time to time, the protocols of the School of Law, and such special rules and regulations as may be promulgated.  These documents are available for review in the Dean’s Office.  This appointment is for the stated term only and does not fulfill any conditions for tenure at the University.  This document comprises the entirety of your agreement with the University and can be altered or extended only by further written agreement signed by you and the Dean.

Please record your acceptance of these terms and conditions by signing in the space indicated below and by returning this letter to this office by DATE.  One copy of this letter is for your records.  This appointment is contingent on proof of your eligibility to work in the United States at Santa Clara University.  Please note that paychecks will be delayed until the receipt of your signed letter and the required forms.

Sincerely,

Name

Dean, Law School
Accepted:
____________________________________

Date:        ____________________________________
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