Comp Class Letter – Changing from Class to SP

Month XX, 200X
Employee Name

Job Title
Dear Name:

I am delighted to inform you that you will be promoted to the position of new position title with the department name effective Month XX, 200X, at a XXX% FTE receiving $[00,000] per pay period.  Your appointment is for a [full-time OR part-time] Service Professional position for the 200X-200X fiscal year, and will be reviewed for renewal annually by June 30th.  Additionally, this position is funded in whole or part by sources other than state appropriations and may terminate when funding is no longer available.
Since there is no break in service from your prior position with ASU, your benefits, retirement contributions and accrued vacation and sick leave hours will continue uninterrupted and you may select from an optional retirement plan or remain in the ASRS.  [AND if applicable:  Your vacation accrual rate, however, will change to 6.77 hours/ pay period.]  IMPORTANT:  Provided you enroll within 30 days of your reclassification date, you are eligible to change your mandatory retirement plan from Arizona State Retirement System (defined benefit plan) to the Optional Retirement Plan (defined contribution plan). Enrollment Instructions:  http://cfo.asu.edu/hr-enrollmentforms. 
We discussed the differences in employment status between a classified staff employee and a service professional that affect your conditions of employment and benefits.  Specifically:
· Service professionals are not entitled to progressive discipline. 

· Service professionals who have their appointment non-renewed are not entitled to a pre-termination hearing or a post termination grievance on nonrenewal. 

· The policy under which you will be employed is SPP 320: “Conditions of Service Professional Service at ASU” contained in the attached document.  Also, attached is the job description for this position.

· When you accept this offer, you agree you are voluntarily moving from a classified staff member to a service professional. 
· In addition, by accepting this appointment, you agree you will comply with the rules and regulations of this University and the Arizona Board of Regents relating to your appointment.  Your appointment is subject to the Conditions of Professional Service (ABOR 6-301) as modified by the Board Resolution Dated April 7, 2011, providing that you may be released from this appointment for budget constraints upon 90-days’ notice at any time during the appointment term, the provisions of the Conditions of Service Professional Service (SPP 320), and the Arizona Board of Regents Intellectual Property policy (ABOR 6-908) and Code of Conduct policy (ABOR 5-301 et seq.).

If you accept this appointment, please sign this letter and return it to me no later than Day, Month XX, 200X.  (This should be at least 5 days later than the letter is dated)  I am excited to work with you in this new capacity.  If you have any questions, please feel free to contact me.

Sincerely,

Supervisor Name

Supervisor Title
I, Employee Name, understand that I will be employed as a Service Professional at Arizona State University, effective Month XX, 200X and that my employment is governed by SPP 320: “Conditions of Service Professional Service at ASU”.  I acknowledge receiving a copy of the policy.

Employee Name   





Date

Enc: 
SPP 320: Conditions of Service Professional Service


New Title  Job Description


Board Resolution Dated April 7, 2011
Cc: 
Human Resources – Benefits
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