UW-MADISON, COLLEGE OF ENGINEERING

NEW RESEARCH ASSOCIATE APPOINTMENT LETTER --SAMPLE

 (REV 1/17/2025)  


DATE
NAME
ADDRESS
CITY, STATE ZIP

Dear FIRST NAME:

On behalf of the College of Engineering/DEPARTMENT NAME at the University of Wisconsin-Madison, I am pleased to offer you an employee-in-training appointment as a Research Associate.  (Add if applicable:  This offer is contingent upon your completion of the requirements for the PhD prior to the appointment start date.) 

You will collaborate with my research group and me working on SPECIALIZATION. This is a PERCENTAGE% time appointment with a full-time annual rate of $RATE beginning START DATE. I anticipate that the appointment will continue at least through END DATE, contingent upon your training progress, funding availability, program needs, and satisfactory performance. 

Important benefit information is available on the Office of Human Resources/Payroll and Benefits Services website at https://hr.wisc.edu/benefits/new-employee-benefits-enrollment/benefits-for-employees-not-covered-by-the-wrs/. Many University benefits have strict time limits, so you must see PAYROLL COORDINATOR NAME at LOCATION in the departmental office as soon as possible to discuss your benefit options. Failure to do so could result in the loss of important benefits.

You are eligible for two types of absence with pay: 

1. Absence with pay (personal): Hours when a postdoc may be absent from their training for personal purposes, and still receive their stipend or salary. The amount of leave granted for full-time postdocs is 176 hours per fiscal year (July 1-June 30). 

2. Absence with pay (medical): Hours a postdoc may be absent from their training due to personal and immediate family medical reasons, or for the birth or adoption of their child, and still receive their stipend or salary. The amount of leave granted for full-time postdocs is 96 hours per fiscal year (July 1-June 30). 

Postdocs in appointments less than full-time are granted amounts based on their percentage of appointment. For postdocs who begin their appointments during the year, absence with pay is prorated based on the start date of the appointment. You can view your absence with pay balances in your MyUW Portal. 

You are also eligible for the same nine legal holidays as are provided to employees. 

Important: Postdocs who change FTE (full time equivalent) may be required to refund any absence with pay or legal holidays used in excess of the prorated amount to which they are eligible. Postdocs who terminate their appointment before the end of the fiscal year may be required to refund any absence with pay or legal holidays used in excess of the prorated amount to which they are eligible. 

Full details are provided in UW–Madison policy UW-5088 Postdoc Absence with Pay & Legal Holidays. 

Please refer to the Letter of Offer Attachment for additional terms of employment and information of which you need to be aware. By beginning your appointment/employment at the University, you agree to be bound by the terms of employment contained in this Letter and the Letter of Offer Attachment.  Your employment is contingent upon verification of your identity and work authorization within three days of your first day of employment as required by federal law. It is important to note that UW-Madison cannot employ F-1 OPT STEM Extension participants. Please note that Section 1 of the Form I 9 must be completed electronically on or before your date of hire. Also see I9 Contact Name in the departmental office within three days to complete the I-9 form. Please refer to the attachment which lists the documents you may use.

If you are on a nonimmigrant visa and are subsequently offered a fellowship or award, you must consult with the International Faculty and Staff Services (IFSS) office (608-265-2257) before accepting the fellowship or award. Accepting a fellowship or award may very well require changes in your immigration status that take time, so the earlier you contact IFSS, the better. Individuals in H-1B status may not be classified as postdoctoral fellows/trainees.
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/ 

UW-Madison is committed to creating and maintaining a campus community that is free from sexual harassment and sexual violence. All employees are required to complete an online prevention education program called “Preventing Sexual Harassment and Sexual Violence at UW-Madison” within 30 days of a UW-Madison appointment. Compensation increases are contingent on completing this training.  Additional information including the registration link for this mandated training and multi-language handouts with summary information regarding campus resources and reporting options can be found at: https://compliance.wisc.edu/titleix/employee-training/
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, Divisional Disability Representative (DDR) at 608-262-0431 or vicki.kelly@wisc.edu. The DDR is the person authorized to receive and maintain confidential medical information in our Division. 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/.
You are required by State of Wisconsin Executive Order #54 (EO 54) and campus policy to immediately report child abuse or neglect to Child Protective Services (CPS) or law enforcement if, in the course of employment activities, you observe an incident or threat of child abuse or neglect, 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.  For more information, please see the UW-Madison Office of Equity and Diversity website: http://www.oed.wisc.edu/childabuse/.

The Office of Postdoctoral Studies can assist you during your training period, especially in the areas of career planning and professional development.  You can visit the Office of Postdoctoral Studies website, http://postdoc.wisc.edu, for more information on the activities and services they can provide to you.  If you have questions or suggestions for the Office of Postdoctoral studies, please email them at contact@postdoc.wisc.edu.

Formalities aside, we look forward to a mutually rewarding working relationship with you. If you have any questions or concerns about your appointment with us, please do not hesitate to contact me.


Sincerely,

PROFESSOR NAME
Attachments: Letter of Offer Attachment


  Tax Withholding Attachment
