-- SAMPLE LETTER --
NEW HIRE INTO A PROFESSIONAL STAFF 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 _____. 
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.
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.
As a professional staff employee you will be eligible for sick leave, annual leave, and paid holidays. You will also participate in the University of Washington Retirement Plan (UWRP), and have an opportunity to enroll in a variety of medical and other insurance plans. Details concerning these plans will be provided during your New Employee Orientation session.
You can view complete Professional Staff Program information at: www.washington.edu/admin/hr/polproc/prostaff/index.html.
I sincerely look forward to your association with the University of Washington and with our own organization. Please let me know if you have any questions regarding your 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 Coordinator 


