UW-MADISON
UNDERGRADUATE ASSISTANT (“Undergrad TA”) APPOINTMENT LETTER – TEMPLATE

Note:  Undergraduate Assistants must receive an appointment letter for each semester of employment. Letters that differ from this template require HR approval.
Template last updated 02/09/2023
[DATE]

[EMPLOYEE NAME]

[ADDRESS]

[ADDRESS LINE 2]

[CITY, STATE ZIP]

Optional:  Add EMPL ID here or at end of letter

Dear [EMPLOYEE NAME]:

On behalf of the [DEPARTMENT NAME], I am pleased to [offer you/confirm your] [PERCENT]%-time Undergraduate Assistant appointment in the [OPERATIONAL AREA].  This appointment is for the period beginning [START DATE] through [END DATE].  You will be paid at the full-time Undergraduate Assistant academic pay rate of $[RATE] at [PERCENT]% time.
Your biweekly stipend for this appointment will be [$BIWEKLY RATE], prorated for the number of days in the biweekly pay period in which your appointment is active.

This appointment is for the stated period only and carries no presumption of reappointment. This appointment is for the [fall semester/spring semester/x-week summer session]. Classes begin on [DATE].  For more information, please refer to the academic calendar at: https://secfac.wisc.edu/academic-calendar/.  Your assignment for this period will be to assist in [COURSE NAME] under the direction of [COURSE INSTRUCTOR OF RECORD]. 

English proficiency is required for all teaching appointments in order to communicate effectively with students and coworkers.  We can connect you to additional support resources for this; please contact your supervisor for assistance.  If you are unable to successfully complete your job tasks, it may be necessary to cancel this appointment.
Employment Eligibility and Verification:

This offer of 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.  Please note that Section 1 of the Form I 9 must be completed electronically on or before your date of hire. Also see [I-9 Contact Name] 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: https://www.uscis.gov/
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: https://research.wisc.edu/integrity-and-other-requirements/export-control/ 

Include if not completed:

Background Check:

This offer 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 your appointment, your appointment will be terminated. If you have not previously held an appointment at the university that required a criminal background check, your name will be submitted to HireRight soon to initiate the background check. Please watch for an e-mail from HireRight.  If you have previously held an appointment at the university that required a criminal background check, the results of that previous check could still be valid.  We will notify you in advance if it is determined that a new background check is needed at this time.
Cybersecurity Awareness Training 

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
Specifics regarding the appointment are:

Position Responsibilities and Hours of Work/Work Schedule:

The amount of time you are expected to work is reflected in the percentage of time of your appointment. Please discuss your role and duties with your supervising faculty or staff member before the beginning of the semester. If you have any questions about the time expectations, be sure to discuss them promptly. Note that students holding an F or J visa are permitted to engage in no more than 20 hours of compensated employment per week while the University is in session.
Include for summer appointments:
In summer, the expectation for a full-time appointment in the 8-Week General Session is 320 hours; in a 4-Week Session it is 160 hours.
Satisfactory Academic Progress:  

You are required to maintain satisfactory progress toward your degree.
Enrollment Requirements:

Undergraduate Assistants must be enrolled in an undergraduate degree program at UW-Madison.

Tuition: 

You will not receive remission of your tuition. Tuition and fees are determined by the Board of Regents.  For more information, please see the Bursar’s Office website: https://businessservices.wisc.edu/making-payments/payments-to-students/tuition-remission/
Federal Affordable Care Act:

The University of Wisconsin is required to provide all employees with a Notice of the availability of the Health Insurance Marketplace. The Notice also includes required information on health insurance coverage available through your employment at the University of Wisconsin (UW). Beginning in 2014, the federal Affordable Care Act (ACA) requires most everyone to obtain health insurance for themselves and their dependents or pay a penalty when filing their tax returns. 

Payroll Information:

Undergraduate Assistant appointments that are active through July 17, 2021 will be paid monthly; UA appointments that are active July 18, 2021 and later will be paid biweekly.  Pay schedules are available at: https://hr.wisc.edu/pay/
Required Graduate Training for New TAs:

Please attend and participate in a professional development session for Teaching Assistants (TAs) and Program/Project Assistants (PAs) focusing on diversity, discrimination and harassment, presented and sponsored by the Office for Equity and Diversity, the McBurney Disability Resource Center, the Theatre for Cultural and Social Awareness and the Office of Human Resources.  Participants receive information about relevant laws, policies, regulations and resources; explore the practical application of these policies to classroom and learning environments; and engage in facilitated conversations designed to promote interdisciplinary dialogue and excellence through diversity. These sessions promote the development of competencies that sustain and strengthen UW-Madison's position of preeminence in research and higher education and advance critical campus strategic priorities.

Please note that the workshop requires you to register. The session schedule, electronic copies of the materials referenced during each in-person presentation, and the registration link are available at: https://diversity.wisc.edu/graduate-assistants-equity-workshops/
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 Laura Fisk, Divisional Disability Representative (DDR) at (608) 265-3333, or laura.fisk@wisc.edu. The DDR is the person authorized to receive and maintain confidential medical information in our College. 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/. 

To accept the terms of this position, please sign and date below and return to [NAME, TITLE, LOCATION, EMAIL].
Sincerely,

[SUPERVISOR]

[TITLE]

Optional:  Ref:
Job #

Optional:  Add EMPL ID here or in address field on page one of letter

Attachment:
Position Description (if applicable)

Cc:
[DEPARTMENT FILE]

[NAME OF SCHOOL/COLLEGE] Human Resources Office

I accept the position of Undergrad Assistant in the [OPERATIONAL AREA] in the [DEPARTMENT/PROGRAM].
[EMPLOYEE NAME]
                             DATE
