Welcome Letter
Dear [Name]:

Welcome to Portland State University and the [Dept] Department!  We are pleased that you have accepted the offer to join us and that you will be part of the PSU community.  Whether you are a returning adjunct faculty member or this is your first assignment, PSU values your work.  

If this is your first appointment at PSU, you will need to visit the Office of Human Resources to complete your new employee paperwork on or before your first day of work.  These forms are available on the HR website at www.pdx.edu/hr.  Please bring photo ID and your Social Security Card with you to HR, located on the 5th floor of the Market Center Building (corner of 4th and Market).  If you have any questions please call HR at 503-725-4926.

At the PSU Human Resources website, you will also find links to the bargaining unit contract, the PSUFA home page, online faculty resources and services, and printable forms (including applications for the AFT Health Fund, Professional Development Fund, and Education Fund).

Here is some basic information for your appointment here in the [Dept] Department:

· Your office will be located at:  [Building & Room #].  This office contains the following items for your use:  a file cabinet, a computer, a telephone, a desk or worktable

· You may meet privately with your students during your scheduled office hours in Room [#]
· Your mailbox is located in room:  [Building & Room #]
· Your phone number and voicemail number is:  [Phone Extension]
· Information on accessing your voicemail is available at 

· Information on adding yourself to the PSU online phone directory is located at www.pdx.edu/directory

· Your email and PSU Information System (ban web) accounts can be activated in HR located in 1600 SW 4th Ave, Suite 518.
· [Add departmental information regarding duplicating access and access to support staff]

· [Add departmental instructions for obtaining keys]

Typically, in our department, our teaching faculty schedule [#] office hour per hour in lecture.  Please submit your preferred office hours to me by [date due] along with your signed Notice of Appointment.

Preferred office hours:
[Insert departmental evaluation processes for adjunct faculty (see Article 8, Section 2.2)]  Additional evaluation information is available at www.pdx.edu/hr/evaluating-employees.
We look forward to you joining our team.  If you have any additional questions regarding your departmental arrangements or your appointment please contact me at [phone number].

Sincerely,


[Department Representative Name]

[Department Name]
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