
May 19, 2023
«First» «Last»
«Email»
Dear «First»,  

Congratulations! This letter constitutes your Written Notice of Appointment as a Teaching «Title» (Title Code «ASE») in [department]. The effective dates of your appointment will begin on XX and end on XX. You will be reporting to Professor «Professor» in [Course]. 

[Insert information on general job responsibilities.]
Salary

You are being appointed at 50% as a Teaching «Title». 
Your Summer Sessions salary will be <<Salary>>.  This is a one-time payment.
Academic Student Employee (ASE) wages are established on the appropriate salary scales, which can be found here: https://apo.ucla.edu/compensation/salary-scales and https://www.ucop.edu/academic-personnel-programs/compensation/. 

Workload

Pursuant to Article 25 - Summer Session, if you have any concerns regarding your assigned workload during the course of your appointment, you must immediately communicate these concerns to your supervisor.

Academic Eligibility Standards

Your appointment is subject to regular review by the Division of Graduate Education. You must meet and maintain all academic eligibility standards appropriate to this appointment (such as, GPA, units of incomplete grades, academic progress, etc.). Please see: https://grad.ucla.edu/funding/working-at-ucla/.

Represented Position

Your position is covered by a collective bargaining agreement between the University of California and the International Union, United Automobile, Aerospace, and Agricultural Implement Workers of America, AFL-CIO, and its Local Union 2865 for the Academic Student Employees Unit (“UAW” or “the Union”). A copy of the collective bargaining agreement is available at: https://ucnet.universityofcalifornia.edu/labor/bargaining-units/bx/contract.html. Should you require assistance, you may contact the UAW. The University is required to release names and department addresses of all ASEs to the UAW each academic term. A UAW membership election form can be found at: https://uaw2865.org/join/.

New Employee Orientation

All new ASE’s are required to attend a mandatory UAW orientation. We will notify you with orientation details via email.

Employment File

The University of California will establish and maintain a file that will contain information related to your employment.   New material may be added to your file over the course of your employment. Should you wish to review your employment file, please contact your hiring department.

Childcare Benefit

Pursuant to Article 4 - Childcare, ASEs with an eligible appointment shall be eligible to participate in the Childcare Reimbursement Program.  Information and related forms can be found at: https://grad.ucla.edu/funding/working-at-ucla/childcare-reimbursement-program.

Accommodations
Academic Student Employees who are disabled or become disabled should notify their supervisor or department to request reasonable accommodations, in advance of their start date or any time during their appointment, in accordance with Article 24 - Reasonable Accommodation.

An ASE who anticipates a need for access to an all-gender restroom or lactation room during the course of their appointment should refer to Article 21- Non-Discrimination in Employment for the applicable process and make the request to their respective departmental representative as soon as possible after receiving this Written Notice of Appointment. 

COVID-19
As a condition of employment, you will be required to comply with the University of California SARS-CoV-2 (COVID-19) Vaccination Program Policy.  All Covered Individuals under the policy must provide proof of Full Vaccination or, if applicable, submit a request for Exception (based on Medical Exemption, Disability, and/or Religious Objection) or Deferral (based on pregnancy) no later than the applicable deadline. The applicable deadline for student employees is the deadline for students. For students starting or returning to campus after Fall 2021, the deadline is the first date of instruction for the term when they first enroll.

Work Authorization

This offer of employment is contingent upon your ability to prove that you are authorized to work in the United States, as required by the Immigration Reform and Control Act of 1986. Also, the State of California requires that we inform all academic appointees of the Political Reform Act of 1974.  This Act prohibits public officials from participating in governmental decisions when personal financial interests may be affected by those decisions.  The Act requires that all government employees and officials disqualify themselves from participating in a governmental decision when a financial conflict of interest is present.
Please contact [name and email of point person] if you have any questions regarding your appointment. 

Please sign and date below to indicate you understand and accept the terms of your appointment and return one copy to [hiring contact name and email] hiring contact, no later than [date]. Failure to accept this offer as set forth above will nullify the offer in its entirety.  Failure to return a signed letter by [date] constitutes rejection of this offer.

I wish you much success as a Teaching «Title» and on behalf of the University. I thank you for assuming this important responsibility.

Sincerely,

Offer Accepted:
_________________________________   Date:____________

�All of the following provisions are mandatory in a Written Notice of Appointment. Please do not remove when issuing this letter. Thank you.





