
ASE Summer Sessions Written Notice of Appointment 

Letter Template

March 11, 2025
«ASE Name»
«Email»
Dear «ASE Name»,  

Congratulations! This letter constitutes your Written Notice of Appointment as a <<position title>> (Title Code <<####>>) in <<insert department, program, or unit name here>> for <<academic term>>. You will be reporting to «supervisor name» at <<location of worksite, if known>>. 

Salary

<<Use for Teaching Assistants only>>
You are being appointed at <<% FTE>> as a Teaching Assistant at salary point <<TA 1-3>>. Your Summer Session salary will be approximately <<wage rate
>>. This Summer Session salary rate reflects a <<% FTE>> appointment.  This is a one-time payment.  You will be employed for Summer Session <<A/B/C/D for X weeks>>. The effective dates of your appointment will be <<session begin date>>, when the session begins, to <<session end date>>, when the session ends, or through the following week if you are responsible for duties related to submission of final grades. 
<<Use for Associate Instructors only>>
You are being appointed at <<% FTE>> as an Associate Instructor at salary point <<1-7>>
. Your Summer Session salary will be approximately <<wage rate
>>. This Summer Session salary rate reflects a <<% FTE>> appointment.  This is a one-time payment.  You will be employed for Summer Session <<A/B/C/D for X weeks>>. The effective dates of your appointment will be <<session begin date>>, when the session begins, to <<session end date>>, when the session ends, or through the following week if you are responsible for duties related to submission of final grades.
<<Use for Teaching Fellows only>>
You are being appointed at <<% FTE>> as a Teaching Fellow. Your Summer Session salary will be approximately <<wage rate
>>. This Summer Session salary rate reflects a <<% FTE>> appointment. This is a one-time payment. You will be employed for Summer Session <<A/B/C/D for X weeks>>. The effective dates of your appointment will be <<session begin date>>, when the session begins, to <<session end date>>, when the session ends, or through the following week if you are responsible for duties related to submission of final grades.
Academic Student Employee (ASE) Summer Session wages are established on the appropriate salary scales, which can be found here: https://summer.ucla.edu/planning/#accounting-payroll-ta-payroll.
Workload

Pursuant to Article 27 - 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.  A 100% appointment corresponds to an average of 40 hours of work per week, while a 50% appointment corresponds to an average of 20 hours of work per week.  

Leaves of Absences

Leaves of absences, including short-term and long-term leave, are governed by Article 18 – Leaves. Requests for any leave of absence must meet the eligibility criteria, and in some cases, must be approved by your instructor of record/supervisor or department in advance. Requests for any leave of absence must be in accordance with Article 18 and the University’s policies and procedures. 

Reporting in Time and Attendance System

You are responsible for honestly and accurately reporting the use of any leaves of absences on the appropriate leave-reporting form and/or through your campus time and attendance system each month, in accordance with established local procedures. Failure to report an absence from work in any circumstance may result in an overpayment of public funds requiring your repayment or pay deduction. Submitting erroneous information in the time and attendance system will be subject to your submission being overridden and pay withheld for the time not worked. Failing to accurately report leave in any way and receiving an overpayment of funds or pay deduction is a serious violation of university policy that may result in disciplinary action, up to and including dismissal. If you have no absences or leave to report, you must still submit a report acknowledging no absences or leave to report in your local time and attendance system by the submission deadline as set by your campus. You may learn more about the Time Reporting System at UCLA and submission deadlines here: https://hrpcnorth.ucla.edu/payroll-compensation/trs/
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 4811 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://www.uaw4811.org/
Employment Standing

This offer of employment is contingent on remaining in good employment standing. Appointments are dependent on maintaining satisfactory performance and adherence to the provisions of the collective bargaining agreement, including, but not limited to No-Strikes, Non-Discrimination, and Respectful Work Environment articles as well as University policies, procedures, and conduct standards applicable to your position. More information on such University policies can be at the Academic Student Employees collective bargaining agreement here: https://ucnet.universityofcalifornia.edu/labor/bargaining-units/bx/contract.html
New Employee Orientation

All new ASE’s are required to attend a mandatory UAW orientation. We will notify you with orientation details via email. You may also find orientation information here.
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.  You may also reach out to the UCLA Insurance and Risk Employee Disability Services (EDMS) office at RTWmail@irm.ucla.edu, which facilitates reasonable accommodation requests for student employees whose medical condition or disability makes performing essential job functions difficult.
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 Policy on Vaccination Programs, as may be amended or revised from time to time. Federal, state, or local public health directives may impose additional requirements. As updates are made to the Policy, they will be reflected in the UCLA Conditions of Employment.
Employment Misconduct Disclosure

This offer is contingent upon you clearing an Employment Misconduct Disclosure review where you will be required to disclose any final administrative or judicial decisions within the last seven years determining that you committed any misconduct and provide information related to investigations and appeals.
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.
Direct Deposit

Please note that direct deposit information expires 60 days following an employee’s separation date and is not reactivated upon reappointment. All employees who are rehired or reappointed are encouraged to review their direct deposit information regularly via UCPath in order to avoid any delays in processing your paycheck.   
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], your 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.  Please note that your TAship is contingent upon student enrollment in your assigned course.  If the course to which you are assigned fails to reach the minimum number of enrollees, the course and your TAship may be subject to cancellation.  The department will notify you of any cancellation prior to the second scheduled meeting of the course, pursuant to Article 27 of the ASE Collective Bargaining Agreement. 

I wish you much success as a <<position title>> and on behalf of the University. I thank you for assuming this important responsibility.

Sincerely,

<<Head of hiring department, program, or unit>>
Offer Accepted:
_________________________________   Date:____________

�Please use the appropriate summer salary rate, which can be found at � HYPERLINK "https://summer.ucla.edu/planning" ��UCLA’s Summer Session Planning Site�.  


�Include salary point when appointing an Associate Instructor.  In almost all circumstances, Associate Instructors at UCLA are put on salary point 4.  


�Please use the appropriate summer salary rate, which can be found at � HYPERLINK "https://summer.ucla.edu/planning" ��UCLA’s Summer Session Planning Site�.  


�Please use the appropriate summer salary rate, which can be found at � HYPERLINK "https://summer.ucla.edu/planning" ��UCLA’s Summer Session Planning Site�.  






