-- SAMPLE LETTER --

APPOINTMENT TO PROFESSIONAL STAFF FROM CONTRACT CLASSIFIED POSITION
TO: 
SUBJECT: APPOINTMENT TO A PROFESSIONAL STAFF POSITION

It is with pleasure that I confirm your appointment to the professional staff position of _____, salary grade _____, at a salary of $_____ per month on a _____ month per year basis effective _____.  Your position is _____ (select one – overtime eligible or overtime exempt). In this position you will be reporting to _____ and the general scope of your responsibilities will include _____. 
As a professional staff employee, your employment no longer comes under the provisions of the collective bargaining agreement covering your classified position. Therefore union membership or fair share fee payment is no longer a condition of employment. To discontinue your dues deduction, send a written request to Payroll, Box 355655, with a copy to the office of the union that represents your classified position. 
The term of appointment to a professional staff position is at the will and pleasure of the employing official, and subject to the overall requirements of the University and the satisfactory performance of each appointee. There is no probationary period, nor attainment of permanent employment status for persons appointed to professional staff positions. In the event your professional appointment is terminated you will have the right of reversion to the highest classified position previously held or to a position of similar nature and salary. Application for reversion rights must be made within 30 days following the conclusion of a professional staff appointment.  A professional staff appointee who is terminated for gross misconduct or malfeasance does not have the right of reversion to classified status.
As a professional staff employee you will be eligible for salary increases based upon your performance. The amount available for salary increases and their timing are established by the University, based upon authorization from the Washington State Legislature.
You will continue to accrue sick leave at the full time equivalent rate of eight hours per month. You will accrue annual leave on the basis of the accrual schedule for professional staff employees - see www.washington.edu/admin/hr/polproc/prostaff/leave/annual.html. Your years of classified service are counted in determining your annual leave accrual rate as a professional staff employee. The change in annual leave accrual rate is effective on (date - the actual date of the employee’s appointment) ____ and   your leave records will be adjusted accordingly.
You will have the option of continuing your participation in the Public Employee's Retirement System (PERS) or enrolling in the University of Washington Retirement Plan (UWRP). You will be contacted by the Benefits Office regarding this opportunity. There is no change in your medical, dental, life, and long term disability insurance plan coverage as a result of your professional staff appointment.
You can view complete Professional Staff Program information at: www.washington.edu/admin/hr/polproc/prostaff/index.html.
Please let me know if you have any questions concerning this appointment.
_________________________

Signature of Employing Official
cc:
Choose Appropriate Human Resources office

  -Health Sciences Operations, Box 357250/Employee File

  -HMC Operations, Box 359715/Employee File

  -UWMC Operations, Box 356054/Employee File

  -Upper Campus Operations, Box 354561/ Employee File

Department Leave Record (Form 220) Coordinator
