.

Example: Chair welcome to new lecturer

 Dear              ,


I’d like to take this opportunity to welcome you to Saint Mary’s College as a lecturer in the School of ________ for the upcoming academic year. Here is some information to help you get situated on campus.

1) You may already have received your contract, but even if you haven’t, you are welcome to stop by the Human Resources Office, in Filippi Hall, to complete the legal and tax forms for new employees, if you haven’t already done so. This will get you into the system and enable you to get a faculty identification card, email account, etc.

2) Your contract indicates your placement on the salary scale, your workload and salary, and the number of additional courses you would need to move up to the next salary step.

3) ______, the administrative assistant for our department, can help you with other tasks, such as office assignment and key, parking permit procedures, information about the Bookstore and other course material needs. Her phone extension is ___.

4) My office is______, and my phone extension is ____. Please do not hesitate to contact me here or stop by if you have questions or concerns. A new campus takes some getting used to, and we’d like to help however we can.

Best wishes for a successful teaching experience here at Saint Mary’s.

Regards,

Name, Chair/Program Director

Department

