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DATE
NAME
ADDRESS
CITY, STATE ZIP

Dear FIRST NAME:


I am pleased to offer you an appointment as an HONORARY ASSOCIATE at the University of Wisconsin-Madison, College of Engineering, DEPARTMENT.  This appointment will begin START DATE and will continue through END DATE.  During this time, you will DESCRIBE ACTIVITIES.
This is a fixed-term terminal appointment which does not include any salary support or fringe benefits.  Funding for your research and living expenses will not be provided by this department or by the University of Wisconsin-Madison.

Please contact, PAYROLL COORDINATOR NAME at LOCATION, to take care of the necessary paperwork that is needed for your appointment. You should plan to see HIM/HER as soon as you arrive to campus.

Once this paperwork is completed, you will be able to obtain a UW-Madison photo identification card (PhotoID card), which you will need to do for any access to campus/college information technology resources required as part of your responsibilities while you are here.  

Zero dollar appointments are not eligible for enrollment in the State health insurance plan, nor are they covered by the State worker’s compensation program, so you are encouraged to maintain your own health insurance. If you should be injured during the course of your activities and the injury results from negligence of the University employee or agent, you would have the same legal rights to seek compensation, as would any visitor to the campus. 

If you are a J-1 scholar, residing in the United States, you are required to have UW–Madison approved health insurance coverage. You must enroll in the Student Health Insurance Program (SHIP) or file a Waiver Application.  Deadline and additional information is available from the SHIP website at: http://www.uhs.wisc.edu/ship.
Please note: Applications for individuals seeking J-1 immigration status sponsored by the University may be subject to additional screening activities to ensure compliance with the federal export control regulations.  If you have questions about export control regulations, please contact the University’s Export Control Office: http://research.wisc.edu/integrity-and-other-requirements/export-control/.
You will be covered by the State’s liability program so long as you perform your duties within the scope of the description provided above. It is important that you acknowledge any mistakes that could lead to potential liability claims so that the department can report them promptly to the UW-Madison Risk Management office.

All new employees must read and abide by the Acceptable Use of Information Technology Resources policy (https://www.wisconsin.edu/regents/policies/acceptable-use-of-information-technology-resources) upon hire.
The annual Cybersecurity Awareness Training is mandatory for all employees (including

undergraduate/graduate student employees), and zero-dollar appointees, volunteers, and retirees who access UW–Madison online data per UWSA Policy 1032 (https://www.wisconsin.edu/uw-policies/uw-system-administrative-policies/information-security-awareness/).

The training must be completed annually. Information and training options can be found on the website Cybersecurity Awareness Training (https://it.wisc.edu/about/division-of-information-technology/enterprise-information-security-services/office-of-cybersecurity/cybersecurity-awareness-training/). You can access the training once you have set up your NetID and MFA-Duo. If you have any questions, please contact cybersecurityawareness@cio.wisc.edu.
The University of Wisconsin-Madison is committed to providing equal opportunity and does not discriminate on the basis of race, color, national origin, sex, disability, age or any other protected classes included in applicable federal and state non-discrimination laws and regulations and the University of Wisconsin System and university policies and procedures. A full listing of all protected classes, campus policies, and detailed information on how to file a complaint alleging discrimination and/or harassment, including sexual harassment and sexual violence, is located on the Office of Compliance (OC) website at: https://compliance.wisc.edu/civil-rights/. In addition, the Office of Compliance staff includes the campus Title IX Coordinator and the ADA/504 Coordinator. The OC is located in Room 361, Bascom Hall, 500 Lincoln Drive, Madison, Wisconsin 53706, (608) 265-6018 (relay calls accepted).
Executive Order #54 requires that UW employees make a report of child abuse or neglect immediately if, in the course of employment, the employee observes an incident or threat of child abuse or neglect or learns of an incident or threat of child abuse or neglect, and the employee has reasonable cause to believe that child abuse or neglect has occurred or will occur. A report must be made personally or by telephone to UWPD, local law enforcement if the incident occurred off campus, or the local child protection agency. If the incident or threat of child abuse or neglect involves an allegation against a UW employee or agent (e.g., student, volunteer, etc.), or the incident or threat of child abuse or neglect occurred on the UW campus or during a UW-sponsored activity, the reporter must also notify one of the following entities:
UW-Madison OHR - Workforce Relations via wr@ohr.wisc.edu
UW Police Department (Available 24 hours) at 608-264-COPS or 608-264-2677

A UW employee who is a mandatory reporter by profession under Wis. Stat. § 48.981(2) (e.g., health practitioner, social worker, law enforcement officer, childcare provider) must continue to comply with the state mandatory reporter law requirements. If a UW employee (who is not a mandatory reporter under Wis. Stat. § 48.981(2)) learns of possible child abuse or neglect from a medical record or in the context of a patient’s receipt of health care services, then the requirements of the Health Insurance Portability and Accountability Act (HIPAA) and Wisconsin medical records laws must be followed.
I hope you will find this a rewarding experience and I look forward to working with you. If you have any questions, please do not hesitate to contact me.

Sincerely,

PROFESSOR NAME
