EMPLOYMENT APPOINTMENT LETTER for
HGSU-UAW STUDENT WORKER INSTRUCTIONAL SUPPORT
	Student Name
	Click or tap here to enter text.
	Employment appointment title
	
Choose an item.
	Business Title (if applicable)
	Click or tap here to enter text.
	Appointment start date
	Click or tap to enter a date.	Appt. end date
	
Click or tap to enter a date.
	Hourly or salaried appointment
	
Choose an item.
	Supervisor(s) Please include faculty supervisors and/or any other supervisors

	1
	Name
	Click or tap here to enter text.
	2
	Name
	Click or tap here to enter text.
	Administrative contact(s) (Employment Unit Contact)

	1
	Name
	Click or tap here to enter text.
	
	Phone
	Click or tap here to enter text.	Email
	Click or tap here to enter text.
	2
	Name
	Click or tap here to enter text.
	
	Phone
	Click or tap here to enter text.	Email
	Click or tap here to enter text.
	Course name (if applicable)

	Click or tap here to enter text.
	Approx. number of students for which SW would be responsible (if applicable)
	Click or tap here to enter text.
	Description of duties for teaching appointments
Please include information such as: leading sections, holding office hours, grading assignments, attending lectures, etc. Please include scheduled meetings or trainings (if known).

	Teaching Fellows who are teaching for the first time in Harvard’s Faculty of Arts and Sciences are required to attend a 2-hour TF/TA Training offered by the Derek Bok Center for Teaching and Learning. Registration is at https://bokcenter.harvard.edu/tf-ta-training-registration. Additional optional programming will be available for new and experienced TFs. The Bok Center’s website will be updated over the summer with more information.

	Work location (if known)
	Click or tap here to enter text.
	Expected work schedule Please include course meeting times and locations, if applicable.

	Click or tap here to enter text.
	If hourly, cap on total hours (if applicable)
	Click or tap here to enter text.
	If hourly, estimated average number of hours expected per week (if applicable)
	Click or tap here to enter text.
	Pay classification Please see Titles and Classifications, Article 2 of contract for details

	
Choose an item.
	[bookmark: _Hlk45116470]Amount of compensation or hourly rate
	Click or tap here to enter text.
	Additional benefits beyond those required by the HGSU-UAW Collective Bargaining Agreement, if applicable

	Click or tap here to enter text.
	If the Student Worker is required to respond to this appointment letter in any way, that will be indicated below 

	Click or tap here to enter text.


[bookmark: _Hlk193287111]This position is covered by the HGSU-UAW Collective Bargaining Agreement with Harvard University. The terms outlined above are subject to change based on negotiations between the University and HGSU-UAW.

Union mailing address:
HGSU-UAW
c/o UAW Region 9A, 960 Turnpike St., Suite 2D
Canton, MA 02021
Phone: (617) 475 0677
Website: http://harvardgradunion.org/join/

If any of this information is not known at the time of notification, the SW will be informed as soon as is reasonable under the circumstances.




Dear Colleague,
As you may already know, Harvard Graduate Students Union – United Auto Workers (“HGSU-UAW” or the “Union”) is the exclusive bargaining representative for Harvard students serving in certain research and teaching positions, including the position you have been offered in the attached appointment letter.  
The Union has a legal obligation under the National Labor Relations Act (“NLRA”) to represent you and other members of the bargaining unit when engaged in bargaining unit work.  The Union may need certain information about members of the bargaining unit, including you, so that it may properly represent its bargaining unit members and enforce the collective bargaining agreement, which covers pay and other terms and conditions of employment.  
The Family Educational Rights and Privacy Act (“FERPA”) is a federal law which prohibits the University from disclosing certain information from your education records to third-parties – including the Union – unless you consent to such a release or it is otherwise permitted or required by law.  For example, the University is permitted to and does share your “directory information” with the Union unless you have a “FERPA block” in place.  Sometimes, however, the Union may need additional information, beyond this directory information, for representational purposes.  Under FERPA, the University may be prohibited from providing such information to the Union unless you consent to such a release or it is otherwise required by law.  
In order to avoid any conflict between the Union’s right to access this information and FERPA, you are being provided with the option of signing a voluntary waiver of your FERPA rights for the exclusive purpose of sharing such information with the Union so that it may use the information in its representation of you.  Please complete and submit the Student Authorization for the Release of Education Records form (“Authorization Form”) on my.harvard according to its instructions (simply click the link above or visit https://hrvd.me/hgsu-ferpa). There are a few important things to note:
The Authorization Form provides you with the option to authorize or not authorize the release of certain information from your education records to the Union.  
If you choose to authorize the release of such information, the authorization will be valid until you revoke it and can be used to properly share your FERPA protected information with the Union.  You may revoke your authorization at any time by changing your selection from “authorize” to “not authorize” and resubmitting the Authorization Form.  
If you choose to not authorize the release of such information, the University will not share your FERPA protected information with the Union unless otherwise permitted or required by law. You may modify this selection at any time by changing your selection from “not authorize” to “authorize” and resubmitting the Authorization Form.
If you do not complete and submit the Authorization Form, the University must assume that you do not authorize the release of such information to the Union.  Therefore, the University will not share your FERPA protected information with the Union unless otherwise permitted or required by law.  
If you have any questions about this communication, the Authorization Form, and/or how any information shared with the Union may be used, you may reach out to:

Harvard’s Office of Labor and Employee Relations:  
Eliza Brown, Senior Analyst
Email:  studentunionization@harvard.edu 
Phone:  617-496-5774

HGSU-UAW:  
Email:  hgsu.general@gmail.com 
Phone:  617-475-0677

