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Attachment A: Disclosure of Relevant Background Information 
 
Final approval for your appointment rests solely with the [President/Provost/Board of Trustees]. As 
part of the final approval process of your appointment, the university will conduct a criminal background 
check, including degree verification. Any falsifications related to your degree or academic credentials 
may constitute grounds to revoke your offer of appointment. 
 
Additionally, I must inform you that the decision to recommend an academic or executive appointment 
considers all available information regarding an applicant’s professional and personal conduct. Your 
appointment is contingent on the university having your cooperation in learning the information needed 
to assess your candidacy. For this reason, you are required to disclose all relevant facts needed to give 
the university a full and fair understanding of any past conduct that could adversely affect your ability 
to fulfill successfully your responsibilities as a [faculty or academic staff] member, including: 
 

1) professional misconduct or sanctions (e.g., debarment by a federal agency; any form of 
professional discipline or license restriction or surrender; and admission or determination that 
you have committed research misconduct);  

2) any formal employment disciplinary action;  
3) any civil rights violation that you admitted or were determined by a court or other adjudicative 

process to have committed (e.g., sexual or racial harassment or discrimination); and/or  
4) any felony crime for which you were arrested and charged or any serious crime (e.g., drug 

distribution; sexual offenses; violence involving physical injury to another person; child abuse, 
molestation, or child endangerment; theft or embezzlement) for which you were convicted or 
pled “no contest.” 
 

Finally, during your appointment, if any of these arrests, convictions or events occur, you are required 
to self-disclose this information within 72 hours or at the earliest possible opportunity via the Michigan 
State University Self-Disclosure Form. 
 
Engagement in any such conduct will not, in and of itself, disqualify you for an appointment at the 
university or result in termination of your current appointment. But your failure to disclose such 
information, or any misrepresentation you make in connection with the disclosure, would be grounds to 
revoke your offer of appointment or terminate your current appointment. 
 
 
Acknowledged: 
 
 
            
Signature       Date 
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Attachment B: Key Information for New Faculty,  
Academic Staff and Executive Managers 

 
We are pleased that you have chosen to join us at Michigan State University (MSU)! To support your 
transition and help you get started, this attachment outlines key steps, requirements, and resources. The 
Office of Human Resources also invites you to review the New Employee Toolkits, which provide an 
overview of benefit programs and access to enrollment resources. 
 
 
Time-Sensitive Action Items (First 30 Days) 
 
Benefits Enrollment 
 

• If eligible, you must complete your benefit elections within 30 days of your start date. 
• This deadline is firm and cannot be extended. 
• If you miss this window, you must wait until the next open enrollment period. 

 
Important: You must first activate your MSU NetID and email account before enrolling in benefits. 
 
For additional information about benefits: 

• Visit the Faculty and Academic Staff Home Page on the MSU Human Resources website. 
• Call MSU Human Resources at 800-353-4434. 

 
Form I-9 Verification (Required) 
 

• Must be completed on or before your first day of employment (Section 1). 
• Required documentation must be presented within three business days. 
• If you are not on campus at MSU to ensure the timely completion of Form I-9, it may be 

completed by a notary public. 
 

Appointment approval is subject to completion of a U.S. Citizenship and Immigration Services Form I-
9. The Immigration Reform and Control Act of 1986 requires MSU to verify the employment eligibility 
and identity of all new hires via Form I-9. Form I-9 is completed via an online system. You will be 
contacted by [department representative], who will initiate this process. 
 
Section 1 of Form I-9 must be completed on or before the first day of employment. Original, unexpired 
documents from either List A or List B and C must be presented to the verifier within three business 
days of the first day of employment. 
 
Your employment authorization may also need to be electronically verified using E-Verify if you will 
be performing work under a federal contract containing such a requirement. 
 
Required Online Training Program: Relationship Violence and Sexual Misconduct (RVSM) 

• Must be completed within 30 days of your start date. 
• Instructions will be sent to your MSU email. 
• Completion is a condition of employment. 

 

https://www.hr.msu.edu/toolkits/new-employees.html
https://www.hr.msu.edu/faculty-academic-staff.html
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MSU is committed to maintaining learning and working environments for all students, faculty, and staff 
that are fair, humane, and responsible – environments that support career and educational advancement 
based on job and academic performance. Relationship violence and sexual misconduct subvert the 
mission of the university and offend the integrity of the university community. Relationship violence 
and sexual misconduct are not tolerated at MSU. 
 
Within 30 days of your employment start date, you are required to complete the mandatory Relationship 
Violence and Sexual Misconduct online training. The RVSM policy, as well as frequently asked 
questions, may be found here: civilrights.msu.edu/policies/index.html. 
 
Adherence to the RVSM policy and training requirements (upon hire and throughout your employment), 
as they are amended from time to time, is a condition of continued employment at MSU. 
 
 
Getting Started: Essential Set-Up 
 
MSU NetID (e-mail account): 

• Do this first! 
• Set up at NetID site (https://netid.msu.edu) 
• You may also contact [department representative] for assistance. 
• Required for: 

o Benefits enrollment 
o Required training 
o Payroll access 

 
MSU ID Card (Spartan Card): 

• Available in the MSU ID Office, at 427 N. Shaw Lane, Room 170, International Center 
• Bring a government-issued photo ID (driver’s license, passport, etc.) 
• Additional information on ID Cards is available on the ID Office website and on the 

Identification Cards section in the Faculty Handbook 
 
Payroll and Direct Deposit 

• Log in to the EBS Portal after activation of your MSU NetID. 
Select the My Time and Payroll tab, complete the W-4 tax form, and enter your direct deposit 
details under Bank Information. 

 
Parking Permit (MSU East Lansing Campus): 

• Available through MSU Police and Public Safety 
• Permits may be purchased online or in person at 1120 Red Cedar Road. You will need your 

vehicle registration. In addition, your MSU NetID and ZPID must be established, and your hiring 
paperwork must be processed in the EBS system. 

• Additional information is available at the Parking Services website. 
 
 
 
 

https://civilrights.msu.edu/policies/index.html
https://netid.msu.edu/
https://idoffice.msu.edu/employees/emp-getting-your-spartan-card
https://hr.msu.edu/policies-procedures/faculty-academic-staff/faculty-handbook/ID_cards.html
https://ebs.msu.edu/
https://parking.msu.edu/employees
https://parking.msu.edu/
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Employment Details 
 
Appointment Approval (if applicable): 
While we do not expect any difficulty with obtaining approval for this appointment, the right of final 
appointment approval rests solely with the [Provost/President/Board of Trustees].  
 
(If applicable)   
The award of tenure requires action by the MSU Board of Trustees. 
 
Moving Expenses (if applicable): 

• In accordance with the federal tax law, payments or reimbursements for moving expenses of 
household goods and personal items are reportable as taxable income on Form W-2. Moving 
expenses must be paid to the employee as a taxable allowance. In conformity with IRS 
regulations, the entire moving expense allowance will be reported as taxable income and included 
on the employee’s W-2 statement at the end of the year. Applicable taxes will be withheld and 
reported. 

• For a new employee, employment forms must be completed (i.e., the employee’s job must be in 
the HR/Payroll system) before moving expenses can be paid. 

• Helpful information about moving expenses is available on the Payroll website. 
 
Professional Integrity 
MSU is committed to providing a professional environment grounded in integrity, respect, and 
accountability. Faculty and academic staff are expected to engage in ethical conduct, demonstrate civility 
in their interactions, and contribute to a safe, inclusive, and respectful workplace. 
 
The Statement of Professional Integrity complements existing university policies and reinforces shared 
responsibility for maintaining a culture that supports academic excellence and mutual respect. 
 
For Tenure System Employees (if applicable): 
  
Policy Information: 
The complete commentary regarding the appointment, reappointment, promotion, and tenure process is 
contained in the tenure system policies section of the MSU Faculty Handbook. A useful document is the 
Faculty Guide for Reappointment, Promotion and Tenure at Michigan State University. 
  
I am also enclosing copies of the Bylaws for the College of __________ and   
Department of __________. (enclose other documents that describe college/department/school 
expectations, standards, and criteria for faculty performance).  
  
For pre-tenure faculty, MSU provides a process for extending the tenure review timeline when 
circumstances arise that may affect a faculty member’s progress toward tenure. Assistant professors are 
encouraged to review this policy and consult with their chair or dean early if an extension may be 
appropriate. 
  
Additional details, including eligibility and the request process, are available in the Faculty Handbook: 
Extending the Tenure Clock 
 
 

http://www.ctlr.msu.edu/COPayroll/movingexpenseinfo.aspx
https://hr.msu.edu/policies-procedures/faculty-academic-staff/faculty-handbook/professional_integrity.html
https://www.hr.msu.edu/ua/promotion/faculty-academic-staff/tenure-policies.html
https://www.hr.msu.edu/ua/promotion/faculty-academic-staff/guide.html
https://hr.msu.edu/policies-procedures/faculty-academic-staff/faculty-handbook/tenure_timeline_extension.html
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For International Employees 
 
For all tenure system employees (if applicable): If you are not a U.S. citizen or permanent resident 
and have not been issued an H-1B visa by your appointment start date, your initial appointment will be 
as a fixed-term (non-tenure system) faculty member. Your appointment will be transferred into the tenure 
system following the issuance of the visa. The award of tenure is contingent upon your receipt of U.S. 
citizenship or permanent residence status, or execution of a Faculty Tenure Policy Exemption Agreement 
approved by the Provost. This offer may be rescinded if MSU cannot provide sponsorship for any 
business-related reason, such as financial hardship, inability to timely obtain an approved petition, or the 
position lacks the required skills to qualify for sponsorship. Please contact the MSU Office for 
International Student and Scholars to discuss sponsorship for the H-1B visa or other available visa 
options. 
 
Export Control Compliance 
There may be laws (e.g., Export Administration Regulations and International Traffic in Arms 
Regulations) that limit or prohibit your employment activities if you are a foreign national. Pursuant to 
federal export control regulations, certain positions require that the employee be a U.S. citizen, lawful 
permanent resident, refugee, asylee, or temporary resident. You must become familiar with and abide 
by such laws. Before beginning work, all foreign nationals should contact the Office of Export Control 
and Trade Sanctions at (517) 432-4499 or export@msu.edu to ensure compliance with export control 
requirements. 
 
 
Accessibility and Accommodations 
 
Disability Accommodations 
MSU employees with disabilities have the right to request and receive reasonable accommodations as 
long as such accommodations do not impose undue hardship on the university. Employees who wish to 
request reasonable accommodation must contact the Resource Center for Persons with Disabilities to 
initiate the reasonable accommodation process. 
 
Religious Accommodations  
MSU is committed to providing a diverse and inclusive learning and working environment. As an 
employer and consistent with applicable law, MSU will accommodate an employee’s religious beliefs 
unless doing so is unreasonable or poses an undue hardship. A religious accommodation in the 
employment setting is any reasonable adjustment to the work environment or in the way tasks or 
responsibilities are customarily performed. 
 
The process for seeking religious accommodations for employees can be found on the HR website.  
 
 
Acknowledged: 
 
 
            
Signature       Date 
  

https://hr.msu.edu/forms/faculty-academic-staff/tenure-policy-exemption-prospective.html
mailto:export@msu.edu
https://uhw.msu.edu/health-and-wellbeing-services/accessibility-and-accommodations/rcpd
https://hr.msu.edu/ua/toolkits/religious-accommodation.html#:%7E:text=Michigan%20State%20University%20is%20committed,or%20poses%20an%20undue%20hardship
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Attachment C: Acknowledgment of University Policies 
 

The university expects all individuals appointed in the academic or executive personnel systems to 
comply with university policies in the course of their employment. Faculty and academic staff members 
are encouraged to review the relevant handbooks and university policies located on the Human 
Resources website. 
 
I understand that it is my responsibility to read, understand, and comply with the policies contained in 
the appropriate handbook relevant to my employment, as well as other applicable university policies. 
The following policies merit close attention by faculty and academic staff. 
 
Professional Conduct and Workplace Expectations 

• Anti-Discrimination Policy 
• Relationship Violence and Sexual Misconduct and Title IX Policy 
• University Reporting Protocols: Relationship Violence, Sexual Misconduct, and Stalking 
• Consensual Amorous Relationships Policy 
• Faculty Rights and Responsibilities 
• Statement of Professional Integrity 

 
Teaching Responsibilities 

• Code of Teaching Responsibility 
• Faculty Authored Works Policy Assigned to Students and Perceived Conflicts of Interest 

 
Research, External Activities, and Compliance 

• Sponsored Research and Creative Endeavor 
• Prohibition of Participation in Malign Foreign Talent Recruitment Programs Policy 
• Requirement for Registration of MSU International Travel and Remote Work in MSU’s Global 

Travel and Remote Work Registry Policy 
• Conflict of Interest and Conflict of Commitment Policy 

 
Intellectual Property 

• Copyright Policy and the Patents Policy 
 
Outside Appointments and Consulting 

• Dual Appointment Policy and the Conflict of Interest and Conflict of Commitment Policy 
 
Technology Usage 

• Acceptable Use Policy, Appropriate Use of MSU Email, and the Institutional Data Policy 
• Guidelines for the Use of Generative Artificial Intelligence (AI) Tools 

 
 
Acknowledged: 
 
 
            
Signature       Date 
  

https://hr.msu.edu/policies-procedures/index.html
https://hr.msu.edu/policies-procedures/index.html
https://u.policies.msu.edu/doctract/documentportal/08DC8FCBBBEF7442AC7BAA37AB09F817
https://u.policies.msu.edu/doctract/documentportal/08DB66BCB5863CD76D160F733DB5317B
https://civilrights.msu.edu/policies/reporting_protocols.pdf
https://hr.msu.edu/policies-procedures/faculty-academic-staff/faculty-handbook/consensual_relationship_students.html
https://hr.msu.edu/policies-procedures/faculty-academic-staff/faculty-handbook/faculty_rights.html
https://hr.msu.edu/policies-procedures/faculty-academic-staff/faculty-handbook/professional_integrity.html
https://reg.msu.edu/AcademicPrograms/Text.aspx?Section=112#s514
https://hr.msu.edu/policies-procedures/faculty-academic-staff/faculty-handbook/faculty-authored-works.html
https://hr.msu.edu/policies-procedures/faculty-academic-staff/faculty-handbook/6Section-Research.html
https://u.policies.msu.edu/doctract/documentportal/08DCA763391AE4160EC248160D457CD6
https://msu.public.na2.doctract.com/doctract/documentportal/08DE68B8C00FA84FA4E0D248CE439E62
https://msu.public.na2.doctract.com/doctract/documentportal/08DE68B8C00FA84FA4E0D248CE439E62
https://trustees.msu.edu/governance/policies/bot-414
https://hr.msu.edu/policies-procedures/faculty-academic-staff/faculty-handbook/copyright_materials.html
https://hr.msu.edu/policies-procedures/faculty-academic-staff/faculty-handbook/6Section-Research.html
https://hr.msu.edu/policies-procedures/faculty-academic-staff/faculty-handbook/dual_appointments.html
https://trustees.msu.edu/governance/policies/bot-414
https://tech.msu.edu/about/guidelines-policies/aup/
https://tech.msu.edu/about/guidelines-policies/appropriate-use-msu-email/
https://tech.msu.edu/about/guidelines-policies/msu-institutional-data-policy/
https://ai.msu.edu/guidelines
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Attachment D: Intellectual Property Assignment and Policy Acknowledgement 
 
Completion of the Intellectual Property Assignment and Policy Acknowledgement is an important 
element of compliance with the MSU Patent Policy and is a condition of employment for all new faculty 
and academic staff. 
 
By signing below, I agree to the following: 
 
As part of my obligations under Michigan State University’s Patent Policy, I hereby assign to the Board 
of Trustees of Michigan State University (“University”) all right, title, and interest in any discovery or 
invention made (i.e., conceived or first reduced to practice) by me, solely or jointly with others, which 
(a) results from my duties with the University (“duties” refers to your scholarly activities and expertise 
as a faculty or academic staff member), (b) results from my research or research conducted under my 
direction which is supported by University funds or by funds controlled or administered by the 
University, or (c) has been developed in whole or in part through the utilization of University resources 
or facilities not available to the general public.  
 
I hereby agree to comply with and be bound by the policies, procedures and rules of the University, as 
now and hereafter enacted, including, without limitation, the policies governing intellectual property.  
 
Adherence to these terms and all University policies, as they are amended from time to time, is a 
condition of continued employment at Michigan State University.  
 
Employee signature: _______________________________________           Date: __________ 
 
 
Previous activities 
  
It is important for the university to know the following information to evaluate contractual or regulatory 
obligations it may assume in connection with your research. If you check one of the boxes below, a 
representative from MSU Technologies will contact you to discuss it in greater detail. 
 
☐  Please check this box if at least one of your previous employers had policies under which the employer 
claimed ownership of your inventions or discoveries, and your research at MSU will involve subject 
matter that is the same as, or similar to, the work you did for that employer.   
 
☐  Please check this box if your work at the university is likely to generate inventions or discoveries and 
you have previously entered into consulting or other agreements pursuant to which others may claim 
ownership of, or an interest in, your inventions or discoveries.  
 
☐  Please check this box if you have entered into agreements relating to inventions or discoveries in the 
past and you are unsure about their impact on your research at the university.  

 
 



 
 

Updated May 2026 

Attachment E: Office of Research Regulatory Support Questionnaire 
  

The Office of Research Regulatory Support (ORRS) operates within the Office of the Vice President 
for Research and Innovation and provides regulatory expertise and operational guidance to support MSU 
researchers. ORRS is here to assist researchers with specialized compliance and safety offices, including 
the Animal Care Program, Conflict Disclosure Management, Environmental Health and Safety, Human 
Research Protection Program, and the Office of Export Control and Trade Sanctions. Collectively, these 
units partner with research teams to enable high-quality, responsible research. 
   
ORRS’ mission is to: 
 

• Facilitate and enable research at MSU, 
 

• Promote the responsible conduct of research, 
 

• Support compliance with relevant federal, state, and local laws and regulations, as well 
as University policies and procedures, and 

 
• Safeguard research subjects, investigators, students, and the broader MSU community. 

 
 
To assist you with a seamless integration into your new role, please complete the following 
Qualtrics form, which will gather data on research compliance-related needs for your program: 

 
orrs.msu.edu/onboarding-form 

  
Please complete the form within 24 hours of signing your acceptance letter so that ORRS can best assist 
you. If you have questions, please contact orrs@msu.edu. 

 
  

https://orrs.msu.edu/onboarding-form
mailto:orrs@msu.edu
https://orrs.msu.edu/onboarding-form
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Attachment F: Michigan State University Statement of Professional Integrity 
 
The University Committee on Faculty Affairs (UCFA) issued the following statement on March 19, 
2024, upon the endorsement of the Faculty Senate. The Office of the Provost has adopted this statement 
in the Faculty Handbook. 
 
Preamble 
The Michigan State University Statement of Professional Integrity is intended to describe and encourage 
behaviors that will foster an equitable, safe, and respectful workplace at Michigan State University. 
MSU’s mission statement prioritizes creating an inclusive community that promotes the well-being of 
the community. This resolution is rooted in many of the standards essential to the mission of the 
University. The resolution complements rather than supersedes existing policies that address sexual 
misconduct, relationship violence, or harassment or discrimination against protected classes. 
 
Principles 
 

• Whereas the members of the faculty1 of Michigan State University hold ourselves to the highest 
standards of professional behavior in our work with colleagues, students, staff, and other 
members of our various communities; 

• Whereas the faculty holds that civility and respect in discourse and interactions are critical to the 
function of the University community; 

• Whereas academic freedom and inquiry, based in mutual respect for differences, identities, and 
beliefs, is essential to the work we do as teachers, scholars, and citizens; 

• Whereas principles of non-discrimination are specified through University policy and law; 
• Whereas the faculty are committed to the fostering of an environment in which diverse views, 

perspectives, beliefs, and identities are valued as essential components of the kind of community 
we wish to nurture; 

• Whereas faculty should commit to these principles in their interactions with colleagues, students, 
staff, administration, and members of the wider community; 

• Whereas the effective functioning of the University community requires a recognition of the 
importance of both individual rights and responsibilities to others as articulated in the Faculty 
Handbook; 
 

BE IT RESOLVED that the faculty of Michigan State University expresses its continuing commitment 
to the fostering of a safe and equitable community, one that is grounded in the principles of robust 
intellectual engagement, mutual respect, collegiality, and civil discourse in accordance with both 
University policy and federal and state law. 
 
1For the purposes of this document, Faculty are defined in the MSU bylaws 1.1.1 
 
 
Acknowledged: 
 
 
            
Signature       Date 


	Attachment A: Disclosure of Relevant Background Information
	Attachment B: Key Information for New Faculty,  Academic Staff and Executive Managers
	Time-Sensitive Action Items (First 30 Days)
	Getting Started: Essential Set-Up
	Employment Details
	For International Employees
	Accessibility and Accommodations

	Attachment C: Acknowledgment of University Policies
	Attachment D: Intellectual Property Assignment and Policy Acknowledgement
	Attachment E: Office of Research Regulatory Support Questionnaire
	Attachment F: Michigan State University Statement of Professional Integrity

