

[date]

[Name]
[Address]

Dear [name]:

On behalf of the [Department], we are happy to offer you an hourly appointment as an Undergraduate Assistant. This appointment is for the period beginning [date] through [date]. You will be paid at the current rate of $X per hour.   Undergraduate Assistants are expected to be an enrolled undergraduate student. 

Although there may be some variation and change in responsibilities as the appointment proceeds, you will be grading for [course number]. You will need to submit time sheets bi-weekly electronically listing the actual number of hours worked grading for this course. Please see me   within one week to complete the necessary payroll forms if you have not already done so.

Professor [name] will provide you with information on the scheduling of your responsibilities and the hours required for the position.

This offer of employment is conditional pending the results of a criminal background check. If the results are unacceptable, the offer will be withdrawn or, if you have started employment, your employment will be terminated.

This offer of employment is also contingent upon verification of your identity and work authorization within three days of your first day of employment as required by federal law. Please note that Section 1 of the Form I-9 must be completed electronically on or before your date of hire. Also see me in the departmental office within three days to complete the I-9 form. For information on the Form I-9 and the list of acceptable documents, please see the Forms section of the U.S. Citizenship and Immigration Service website: http://www.uscis.gov/portal/site/uscis.

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 Vicki Kelly, College of Engineering Divisional Disability Representative, at 608-262-0431 or vicki.kelly@wisc.edu. The DDR is the person


Undergraduate Assistant appointments require Dean’s office approval before offered to student.




authorized to receive and maintain confidential medical information in our College. More information can be found at the following website: https://employeedisabilities.wisc.edu/

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/.

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/

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.

Please return the signed copy of this offer letter to me as soon as possible. We look forward to working with you.

Sincerely,

[department signature]




Acceptance Date  	


Signature  	
