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Dear NAME:

I am pleased to confirm the following faculty appointment for you as a Lecturer part-time in the Jackson School of International Studies:


Term:



Effective Dates:


Course Number & Title:


Credits:


Compensation Formula:


Total Compensation:

Because this appointment is less than six months, you will not be eligible for University health benefits.  However, during the period of your employment, you will have an active UW email address (UW NetID) and access to the University libraries.

The responsibilities of your appointment include the following:

· Timely preparation and response with course descriptions, course syllabi and book orders;

· Coordination with course teaching assistants, if applicable;

· Attendance at all lectures, or departmental notification in case of illness or emergency;

· Maintaining office hours;

· Prompt and accurate filing of student grades, in accordance with University deadlines;
· Submission of student course evaluations to the Jackson School.  Student course evaluations are processed by the UW Office of Educational Assessment each quarter. You are responsible for notifying them that you want to participate in these evaluations and for providing a copy of your evaluation to the Jackson School.
Please see Kevin Swantek, Business Office Coordinator, in 400 Thomson Hall, regarding office assignment, building keys, and a code for the copy machine.

We look forward to having you with us in the Jackson School this year.

Sincerely,
​​Box 353650 Seattle, WA 98195-3650


206.543.4370   jsis@uw.edu   jsis.washington.edu
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