
Grainger WDGF Appointment Letter – TEMPLATE 
<Department letterhead>


<Date>

<Name>
<Address Block>

Dear <Student Name>,

On behalf of the College of Engineering (CoE) and the <insert name of dept here> (<insert dept abbreviation here>), I am pleased to confirm your appointment as a Grainger Wisconsin Distinguished Graduate Fellow (WDGF).  You were chosen to receive this fellowship based on your outstanding academic accomplishments.  The Grainger WDGF is made possible by a generous gift from The Grainger Foundation and provides a stipend, tuition, segregated fees, and health insurance.

This fellowship is for the period of August 28, 2022,  through August 26, 2023, and will be processed on a bi-weekly pay basis. Your bi-weekly stipend amount will be approximately $1115.38 and may be prorated for the first and last pay period. (based on an annual stipend amount of $29,000).  Please contact <insert dept abbreviation here> payroll and benefits specialist, <insert name and email contact information here>, for specific information regarding health insurance eligibility and/or continuation.  Tuition and segregated fees will be paid directly by CoE/<insert dept abbreviation here> on your behalf.

You are required to maintain satisfactory progress toward your degree. For additional information, refer to: https://grad.wisc.edu/documents/satisfactory-progress/

All fellows must register full time during all terms in which you have a fellowship appointment. If you do not register by the end of the first week of classes, your stipend check may be held. Full-time study for non-dissertators is a minimum of eight (8) credits of graduate level coursework (courses numbered 300 and above) each fall and spring semester. Full-time study for dissertators is exactly three (3) credits (usually Research/Thesis) each fall and spring semester. If you have a summer fellowship appointment, non-dissertators must register for two (2) credits and dissertators must register for three (3) credits; these credits must be taken during the 8-week general summer session (DHH).

Professor <insert name of professor here> will be your mentor throughout the fellowship.  You will continue as a member of his/her research group.  The University requires this to be a student/teacher relationship and you will be expected to abide by University policies and honor Professor <insert name of professor here>’s scholarly traditions and procedures throughout the fellowship.

Research Policy:
By accepting this appointment at UW-Madison, you agree to comply with UW-Madison research policies and the provisions of any funding agreement or other agreement establishing rights to intellectual property that applies to the research in which you may participate.  After receiving your UW NetID, you may receive a link to acknowledge that you agree to abide by the UW-Madison and federal policy in the conduct of research.


Health Insurance:
You are eligible to participate in the Graduate Assistant Health Insurance program. Application deadlines are critical and must be met. If you need health insurance and wish to enroll, please contact [DEPARTMENT CONTACT] in [DEPARTMENT] in [LOCATION] at [PHONE] or [EMAIL] or contact Madison Benefits Services at (608) 265-2257 or benefits@ohr.wisc.edu within the first 30 days of your employment.  Information is also available online at:  https://hr.wisc.edu/benefits/new-employee-benefits-enrollment/benefits-for-employees-not-covered-by-the-wrs/

Compliance Obligations and Reporting Responsibilities:

UW-Madison prohibits discrimination against applicants, employees, students and visitors to campus who wish to participate in University programs or activities.  Information about relevant law, policies, resources and complaint procedures and protected bases is available at: https://compliance.wisc.edu/eo-complaint/

Wisconsin Executive Order #54 (EO 54) requires the reporting of child abuse or neglect. As a UW–Madison employee, if, in the course of employment, you observe or learn of an incident or threat of child abuse or neglect, and you have reasonable cause to believe that child abuse or neglect has occurred or will occur, you are required by EO 54 and campus policy to immediately report it to Child Protective Services (CPS) or law enforcement. If the suspected incident or threat involves an allegation against a University employee or agent, or on campus or at a UW–Madison sponsored activity, you must also notify the Office of Human Resources, Workforce Relations. Employees who are mandatory reporters under Wis. Stat. 48.981(2)(a) shall comply with the requirements of the state mandatory reporter law. Employees who learn about child abuse or neglect in a healthcare setting should only report as permitted by HIPAA.

It is the policy of University of Wisconsin-Madison to provide reasonable accommodations for qualified individuals with disabilities. If you need a reasonable accommodation to perform the essential functions of your position, please contact [INSERT NAME OF DDR], Divisional Disability Representative (DDR) at [INSERT PHONE NUMBER OF DDR] or [INSERT EMAIL OF DDR]. The DDR is the person authorized to receive and maintain confidential medical information in our [INSERT ONE: SCHOOL, COLLEGE, DIVISION]. More information can be found at the following website:   https://employeedisabilities.wisc.edu/

All employees, faculty and staff are strongly encouraged to help make the University a drug-free workplace. You can do this by learning about substance abuse (its dangers and warning signs), encouraging others to avoid substance abuse, and getting help if you need it—either for yourself or for someone you are concerned about. Please review the “UW-Madison Compliance with the Drug-Free Schools & Communities Act”, which is provided to all employees as part of their orientation to the University community. This document can be found at:  https://alcoholanddruginfo.students.wisc.edu/dfsac-act/

Add congratulatory language here . . .

Sincerely,



<insert name of Dept Chair here>
Department Chair

xc:	Prof. <insert name of professor here>
	CoE Business Services Office
CoE Scholarship/Fellowship Office

