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Staff Appointment Agreement
[image: image1]
	EMPLOYER: PRESIDENT OF UNIVERSITY OF SOUTHWEST AMERICA


	EMPLOYEE:  Please complete the bottom portion of this form.


	LAST NAME:


	FIRST: 
	MIDDLE: 
	OTHER NAME:

	EMPLOYMENT YEAR:  1 YEAR
	TERMS OF EMPLOYMENT

1 □FALL  2 □WINTER  3 □SPRING  4 □SUMMER
	CONTRACT TYPE:   

Independent Contractor

	POSITION:   
□ 
	JOB TITLE: Administrative Staff

	DEPARTMENT :
	DAY OF OPERATION:

□M  □ T  □W  □T  □F  □S
	TIME OF OPERATION:

(      )HOURS A WEEK
	Compensation Amount
: None


	PRESENT ADDRESS
	CITY
	STATE
	ZIP

	
	
	
	


	CELL PHONE
	HOME PHONE
	E-MAIL
	SOCIAL SECURITY NUMBER

	(    )      -
	(    )      -
	
	


	PLEASE PROVIDE THE FOLLOWING
	□ ENGLISH RESUME ATTACHED PHOTOGRAPH
□ ORIGIANAL COPY OF DIPLOMA IN ENGLISH
□ ORIGINAL COPY OF TRANSCRIPT IN IN ENGLISH
□ COPY OF PASSPORT
□ COPY OF RESIDENT REGISTRATION IN ENGLISH (If Available)


	ACCREDITATION
University of Southwest America(USWA) is a private, non-profit organization operating under a non-profit exemption verified by the California Bureau for Private Postsecondary Education (B.P.P.E.). 
USWA, as an institution owned, controlled, and operated and maintained by a religious organization lawfully operating as a nonprofit Christian University, has met the exemption from regulation under the Act, pursuant to California Education Code (CEC) section 94874 (e). 
USWA was founded in 2013 and offers both undergraduate and graduate programs. The degree program has received verification of religious exemption status by the California Bureau for Private Postsecondary Education (B.P.P.E.) under the Department of Consumer Affairs. The BPPE ensures that private institutions of postsecondary education are conducted lawfully.
University of Southwest America’s corporation number is C3626209 and was assigned Employer Identification Number and 501(C)(3) Tax-Exemption from IRS.
The California Business Search provides free online access to certain corporation, limited liability company, and limited partnership information, including the entity formation, registration, or conversion date, status, address, and name and address of the agent for service of process (http://kepler.sos.ca.gov/).

For more information about verification to operate a private post-secondary institution in California see the B.P.P.E. website (http://www.bppe.ca.gov/).

USWA at present is an unaccredited institution. A degree program that is unaccredited or a degree from an unaccredited institution is not recognized for employment positions, including, but not limited to, positions with the State of California. A student enrolled in an unaccredited institution is not eligible for federal financial aid programs. USWA does not participate in financial aid programs.

	
	*Prior to the start date of this agreement, you must have on file in Human Resources all necessary documents for the hiring procedure required for accreditation purposes, including Form I-9, state and federal tax forms, acceptable use policy acknowledgement form, a signed Statement of Faith, a completed application form, a current resume and official transcripts of academic credit earned beyond your undergraduate degree. Failure to do so may result in either the University withholding your pay, or in termination of this Agreement.

*Your rights and duties as a staff member are set forth in the current edition of the University of Southwest America Administrative Handbook, found on the University website, which includes the mission of the University, the Statement of Faith, and the Academic Freedom Statement; as such, the Handbook may be changed from time to time at the sole discretion of the University.  It is your responsibility to familiarize yourself with these and other policies and regulations prescribed in the Handbook and in subsequent revisions.

*You may be discharged and this agreement terminated at any time (even during the term of this letter of appointment) for cause or in accordance with the rules generally applicable to staff member agreements as stated in the current edition of the Administrative Handbook, as such may be amended from time to time at the sole discretion of the University.  Nothing herein shall require the University to avail itself of your services, and it will have fully complied with its obligations hereunder by making the payments set forth above for the then-current term.

*This agreement is made expressly subject to the applicable state and federal laws and to the statutes and regulations of this operation and to the Bylaws and Policies of the Board of Committee, which are available for your inspection upon request.




ADMISSION & TEACHING POLICY OF UNIVERSITY OF SOUTHWEST AMERICA
University of Southwest America provides a flexible one hundred percent online learning environments designed for students who want to advance in their profession. Learn about our online doctoral, master’s, MBA, undergraduate, and certificate programs—and get answers to your questions about USWA and online learning—by speaking with an enrollment counselor.

As a USWA student, you'll build the career-relevant and academic research skills and knowledge to advance your career and academic research with hundred percent online learning environments. Our faculty members are experts in their fields, and our classes and competency-based programs are built around industry and academic research standards and focus on real-world application, so you can apply what you learn in your course today in your career and academic research tomorrow.

All admissions materials, including program disclosures and enrollment agreements are presented in English, but all programs can be taught in students’ or faculty’s primary language. Each admissions representative conducts interviews with prospective enrollees in students’ or faculty’s primary language as a method to determine whether the prospective enrollees are proficient in their primary language. We can make any accommodations to present materials or instruct courses in each nationality language. If English is not the student’s primary language, and the student is unable to understand the terms and conditions, the student shall have the right to obtain a clear explanation of the terms and conditions and all cancellation and refund policies in his or her primary language from a qualified school officer upon request. All faculties can teach in their primary Language and Students can submit reports and dissertation in their primary Language.
IMMIGRATION LAW COMPLIANCE
University of Southwest America University is committed to complying with the Immigration Reform and Control Act of 1986. Therefore, before you begin working at USWA, as a condition of employment, you must meet with the Human Resources department and complete the Employment Eligibility Verification Form 1-9 and present the documentation establishing your identity and employment eligibility. You may be required to complete a new 1-9 if you leave USWA and are rehired. 

If you have any questions or wish for more information about immigration law issues, please contact the Human Resources department. You may raise questions or complaints about immigration law compliance without fear of reprisal. 

DISABILITY ACCOMMODATIONS
University of Southwest America University is committed to applying biblical principles in complying with the Americans with Disabilities Act (ADA), as well as other regulations ensuring equal opportunity in employment for qualified persons with disabilities. All employment practices and activities are conducted on a nondiscriminatory basis. 

Hiring procedures have been reviewed and provide persons with disabilities meaningful employment opportunities. Upon request, job applications are available in alternative, accessible formats, as is assistance in completing the application. Pre-employment inquiries are made only regarding an applicant's ability to perform the essential duties of the position. 

Reasonable accommodation is available to all qualified, disabled employees, where their disability affects the performance of non-essential job functions. All employment decisions are based on the merits of the situation, on a case-by-case basis, in accordance with defined criteria, not the disability of the individual. 

This policy is neither exhaustive nor all-inclusive. USWA is committed to taking all other biblical actions necessary to ensure equal employment opportunity for persons with disabilities in accordance with the ADA and all other applicable federal, state, and local laws. 
NON-DISCRIMINATION POLICY
University of Southwest America University, in compliance with Titles VI and VII of the Civil Rights Act of 1994 and Title IX of the educational amendments of 1974, does not discriminate on the basis of race, color, national origin or sex in any of its policies, practices or procedures. 

EMPLOYMENT AT WILL
All employees not under contract are employed at the will of the University for an indefinite period. Employees not under contract may resign from University of Southwest America and may be terminated by the University at any time, for any reason. No statement or representation in this handbook or any other University publication as well as by any University employee should be construed as a promise or guarantee of permanent employment.  

COLLECTING OFFICIAL TRANSCRIPTS
1. Policy

It is mandatory that staff of University of Southwest America shall submit official transcripts at the time of employment or within the first semester of his or her teaching or employment.

2. Procedure

At the time of job interview and/or before staff employment, potential staff is requested to bring in official or unofficial transcripts or copies of transcripts that can be reviewed and evaluated. However, once the staff is approved for employment, the staff member is required to complete a transcript request for each education institution attended or from which degrees have been awarded.

Official transcripts for staff must be received within six weeks of employment and placed in the individual personnel files. If transcripts are not received given the timeframe, the instructor is given an additional two weeks to have the necessary document(s) in the personal file. Failure of staff to submit official transcripts in their personal file by the end of the first semester results in the staff not being extended future appointments and staff contract will be automatically terminated.
CONTRACT

All appointments of full-time administrative staff are on an annual contract, renewable at the discretion of the University. The new contract supersedes the previous contract. In some cases, appointments for a period of less than one academic year may be made as in the case of initial appointments at midyear or emergency one-semester appointments. Staff members with three or more years at University of Southwest America may, at the University’s discretion, can be allowed to continue to serve without contract.

INDEPENDENT CONTRACTOR AGREEMENTS
Independent Contractor Agreements may be made with approval of the President when the following prerequisites are met:  

1. The University controls or directs the ends to be accomplished, not the means and methods. 

2. The work or project is a "one time thing" not to be periodically continued throughout the academic year. 

3. The individual develops and/or performs the service on his/her own time schedule and does not spend most or all of his/her time serving the University. 

4. The University does not furnish tools or normal workplace. 

5. The individual holds himself/herself out as available to perform similar services to the general public or other organizations similar to University of Southwest America University. 

Services that do not meet the foregoing criteria may be arranged as temporary employment. The President must approve temporary hiring. 

Independent contractors are not employees of University of Southwest America University and will not be covered by University insurance or other employee benefits. Neither social security contributions nor federal or state income taxes will be paid by University of Southwest America University or deducted from any compensation paid by the University.  

The Vice President for Business Affairs will automatically process payments as scheduled in an executed contract unless informed of changes due to incomplete or unsatisfactory work or for any other reason. Alternatively, department managers may reserve the option to prepare check requests for each payment due according to the contract.  

DISMISSAL AND TERMINATION

Any staff member is subject to immediate suspension by the Executive Committee of the University and then eventual dismissal and termination of the University’s contract obligation upon a finding of breach of the contract in accordance with due process under the Contract Termination policy.

Breach of contract means violation of professional ethics, insubordination, failure to perform reasonable assigned duties, immoral behavior contrary to biblical standards, incompetence, failure to perform at a level commensurate with the rank held as specified in the University standards or action inimical to the best interests of the University as determined by the University’s governing board.

REASONS FOR DISMISSAL
 In matters related to significant moral misconduct, an administrator would be dismissed immediately. Such misconduct may include sexual immorality or harassment, theft or embezzlement, and submission of forged or misleading documents attesting to academic qualifications, previous professional experience or other qualifications for ministry at University of Southwest America University. 

 Contracts may be terminated for the following reasons:  

 1. Financial Requirement or budget problems 

 2. Moral inconsistencies 

 3. Significant neglect of duties  

 4. Professional incompetence 

 5. Behavior, attitudes or theological positions that are not in harmony with University of Southwest America University's written policies, standards, and ethical practices.  

In the event that termination procedures for any of the above reasons (except 1, financial requirements or budget problems), there must be due process through appropriate channels and proper warning procedures.  

1. Certificate of Graduation of University of Southwest America does not guarantee admission to other university.

2. I heard the details about the University and regulations, certainly know that Religious Christian University and Religious Degree.

____________________________________  _____ /_____ /______   ____________________________________  _____ /_____  /______
STAFF MEMBERS’ SIGNATURE                    DATE MM/DD/YYY          SCHOOL OFFICER’S SIGNATURE              DATE MM/DD/YYYY

AGREEMENT ACCEPTANCE

I accept the employment described above under the terms set forth. I agree to abide by the policies, standards, and regulations at University of Southwest America and respect the ideals, principles, and traditions it upholds as a Christian institution of higher learning.
University of Southwest America has the ownership/copyright of all material submitted by staff.
____________________________________  _____ /_____ /______   ____________________________________  _____ /_____  /______
STAFF MEMBERS’ SIGNATURE                    DATE MM/DD/YYY          SCHOOL OFFICER’S SIGNATURE              DATE MM/DD/YYYY

	DISTRIBUTION: 

□ DEPARTMENT OFFICE   □ STAFF FILE  □ VICE PRESIDENT FOR ADMINISTRATIVE AFFAIRS  □ FINANCE OFFICE        □ HUMAN RESOURCE


