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Date 

Applicant Name

Street Address

City, State Zip Code

Dear Applicant Name:

This letter is to confirm your student appointment as a title xxx (examples include Student Front Desk Assistant, food Service Operations student employee etc) with the University of Wisconsin-Madison department name, division, effective date. Your pay will be $XX.XX per hour. 

You will be paid on alternate Thursdays. The payroll information and calendar is located for the current year at https://hr.wisc.edu/pay/. You must enter your hours by the end of the bi-weekly pay period. You will have until Monday morning the following week before being locked out, you may contact your administrator for late hours entry and approval. If your using alternatives for self-service timesheet, please use directions located at https://uwservice.wisconsin.edu/docs/pd/phit-time-absences/, your position does not earn leave balances, you are only required to enter hours worked. 
Your position is non-exempt under the provisions of the Fair Labor Standards Act and you will be paid 1.5 times your hourly rate for all hours worked in excess of 40 hours in a single work week. Student employees may not work more than 29 hours per week while classes are in session. Student employees may work full time during summer and winter breaks. 
Your employment is contingent upon verification of your identity and work authorization within three days of your first day of employment as required by federal law. Please note that Section 1 of the Form I‑9 must be completed electronically on or before your date of hire. Also see I9 Contact Name in the departmental office within three days to complete the I-9 form. Acceptable documents are found on the USCIS site at: https://www.uscis.gov/i-9-central/form-i-9-acceptable-documents
UW-Madison is committed to creating and maintaining a campus community that is free from sexual harassment and sexual violence. All employees are required to complete an online prevention education program called “Preventing Sexual Harassment and Sexual Violence at UW-Madison” within 30 days of a UW-Madison appointment. All employees are required to take Cybersecurity training as well. Additional information including the registration link for these mandated training and multi-language handouts with summary information regarding campus resources and reporting options can be found at: https://compliance.wisc.edu/titleix/employee-training/ and Cybersecurity Awareness Training - UW–⁠Madison Information Technology (wisc.edu)
Please report to Reports-to name on date at time for assignment of your duties and responsibilities. 

Sincerely,
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