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VISITING FACULTY-AY or 12-month and VISITING SCHOLAR (J-1 visa)

NOTE: Visiting Faculty appointments can be made on academic year or 12-month basis at any time-base (FTE). Visiting Faculty assignments can include teaching, research, or a combination of teaching and research duties. The appointment can be for any period that the visitor will be working for Cal Poly, up to a maximum of one academic year (AY appointments) or one 12-month period (12-month appointments). For questions regarding these appointments, contact Academic Personnel.

Effective July 2016, salary ranges for full-time appointments are (see http://www.calstate.edu/HRAdm/SalarySchedule/Salary.aspx): 
Jobcode 2391 (Visiting Faculty-12 month) - $52,716 to $161,856 annually ($4,393 to $13,488 monthly)
Jobcode 2393 (Visiting Faculty-Academic Year) - $46,212 to $140,760 annually ($3,851 to $11,730 monthly) 

DATE


NAME
ADDRESS

Dear ___________:

I am pleased to offer you a position as a <full-time/part-time> Visiting Faculty (job code 2393) <at a _____ time-base> in the _________ Department, College of ________________ for the period beginning ______________ and ending on _______________.  Your assignment will include the following duties: _____________. This offer is made with the recommendations of the faculty and Department Head/Chair of the Department of _________. 

The salary for this assignment will be as follows:
	$______ paid in _______ monthly installments of approximately $______

The duties and responsibilities of the position of Visiting Faculty include the following: ________________________. If you have any questions regarding this appointment or the duties to which you will be assigned, please contact my office or _________, <Head/Chair> of the __________ Department.
We are excited to have you teach and interact with our students. One of Cal Poly’s strategic goals is to prepare our students to become leaders who are able to work in a diverse, global environment. Your training and unique background will add to our efforts toward this important objective. We look forward to fruitful conversations and a deepening connection between our two institutions.
At the campus, an office with computer and internet access will be provided. Before you start your term at the campus, we can arrange for portal access, which allows entry in to Cal Poly’s web & attendant services such as email.
Costs which you will incur for yourself are: transportation to and from the United States for you and your family, transportation during your stay, <if applicable, housing expenses including security deposit, monthly rent and monthly utility costs,> and other costs normally associated with day to day living. You may also wish to purchase renter’s insurance to cover your personal belongings while enjoying your stay with us.
Cal Poly will provide you with Form DS-2019 to apply for a J-1 Exchange Visitor Visa in the <Professor, Research Scholar, or Short-term Scholar> category. You may apply at a U.S. Embassy or Consular Office that is convenient for you. See the scholar’s web page http://intlservices.calpoly.edu/?go=ScholarVisaProcess for health insurance requirements, visa information, and arrival instructions. . At a minimum, insurance must be valid from the start date on your DS-2019 to the end date on your DS-2019, but proof of insurance is not required for your visa interview.  If you are eligible for health benefits through Cal Poly, the Cal Poly benefits might not start on your DS-2019 start date. In that instance, you will be required to cover the cost of other health insurance until the Cal Poly benefits are in place

[bookmark: _GoBack]Upon arrival to campus, please complete the online check-in process as described on the Scholar’s web page, then email intlservices@calpoly.edu to schedule a check-in appointment at the International Center. If you need to apply for a Social Security Card, you must wait until after your check-in appointment to apply.

We are pleased that ________ (______@calpoly.edu) has agreed to serve as your campus Mentor. ____________ (_______@calpoly.edu) will serve as the official point of contact within the University, aided by our Budget Analyst, __________ (_______@calpoly.edu), and Personnel Analyst, __________ (_______@calpoly.edu). Please copy all of these individuals on your future communications to us.



<Insert for 12-month appointments:> Enclosed is a copy of Article 34 of the faculty unit contract.  I would like to highlight some of its provisions.  During this assignment, you will accrue vacation credit at the rate of two days for each qualifying month of service, and CTO (compensating time off) for work assigned on a designated holiday.  You are reminded that absence requests must be approved in advance by the college dean.  You will be expected to exhaust all accrued vacation by the end date of this assignment (_________); any vacation not used at the conclusion of this assignment will be forfeited.
  
Pursuant to Provision 12.34 of the faculty unit contract, this appointment is temporary and cannot exceed a maximum period of one year, automatically expires at the end of the academic year stated above, and does not establish consideration for subsequent appointments or any further appointment rights.  If you have any questions regarding this appointment or the duties to which you will be assigned, please contact my office or _________, <Head/Chair> of the __________ Department.

The Faculty Handbook is available for viewing at http://www.academic-personnel.calpoly.edu.  Please review the eligibility requirements in the enclosed Benefits Summary; if you qualify and plan on enrolling in any of these plans, contact a Human Resources Benefits representative immediately at (805)756-5436.

This offer is contingent upon evidence of identity and employment eligibility as required by the Immigration Reform and Control Act of 1986. This law requires the evidence no later than the effective date of employment (as stated in this letter of offer), regardless of your actual work schedule. It is preferable you complete the I-9 as early as possible and bring the required documents to the Payroll Services office, Administration Building, Room 107, prior to the effective date of your appointment in order for your pay to be issued correctly and to activate necessary campus accounts, such as campus email and PolyLearn. Please review the list of acceptable documents for the I-9 form at http://www.academic-personnel.calpoly.edu/content/resources. Also, please be advised that it is a CSU requirement to provide your original social security card to Payroll Services along with the documents to complete the I-9. Required documentation must be brought to Payroll Services by the effective date of employment. Please contact Payroll Services at (805)756-2605 before the effective date of employment to make an appointment to have this done. Additional information is located at http://afd.calpoly.edu/payroll/i9policy.asp.

This offer is contingent upon the completion of a satisfactory background check which will be conducted as part of CSU employment procedure requirements and also as part of the process in issuing the J-1 visiting scholar visa required for this position.

Please acknowledge in the space below whether you accept this offer and return it to me as soon as possible, but no later than _________.  The duplicate of this letter is for your personal file.  

I hope that you will be able to accept this offer and that your association with the University will be a rewarding experience.

Sincerely,

                     , Dean
College of                        


I _______________ this appointment as stated above.
  (accept/decline)
_______________	_______________________________________
Date               		  Signature

cc:  Department <Head/Chair>
      Academic Personnel
      Payroll Services
      Personnel Action File (5 days after acceptance)


