Regular Rank Faculty Appointments
TEMPLATE 

Date
Jane Doe, M.D. 

123 Park Place [use home residence] 

Philadelphia, PA 12345 

Dear [insert name of physician]: 

It is with great pleasure that we write to offer you a faculty position in the Department of ________ at Duke University School of Medicine.  We are very excited about the prospect of having you join our faculty as we are confident that you will make major contributions in advancing our academic and clinical mission.

You will have an appointment as an (add faculty title/track) ([include if applicable] and will be a member of the Private Diagnostic Clinic (“PDC”), our faculty practice plan).  Your appointment is contingent upon a background check, approvals of the appropriate School of Medicine committees, the Dean of the School of Medicine, Chancellor for Health Affairs, the President, Duke Visa Services if applicable, and the Board of Trustees.  You will also need to sign the PDC Operating Agreement and related documents.  Details of the offer are summarized below:

1. Appointment Rank: 
2. Anticipated Start Date:
3. Responsibilities and Percentages of Effort:

Your clinical activities will be performed as a (member of the PDC, employee of the PDC, International Physician [choose which is applicable]) and your academic activities will be performed in your capacity as a Duke University School of Medicine faculty member.
Clinical ___ %: (examples for type of information provided in this paragraph include but are not limited to: number of days/wk or half-days/wk in specific activity, e.g., out-patient clinic OR, at Duke, DVAMC, Raleigh Clinics, outreach activities, etc., call schedules and coverage, etc.)

Clinical Administration: (State clinical administration expectations, e.g., Medical Director of a clinical program or unit, Division Chief, Clinical Team Leader.)

Academic ___ %


(Include descriptions as outlined below) 
Research: (Provide general description of duties, e.g., outcomes, clinical trials, translational research, lab research in specific areas. State expectations with respect to securing external funding, e.g., targeted level of funding and targeted date, etc.)
Training/Education: (Provide general description of duties, e.g. courses to be taught; rounding in hospital for purposes of instructing medical students, residents, fellows, etc., CME, educational components of outreach activities, curriculum development, etc.)
Academic Administration: (State academic administration expectations, e.g., Director of an academic program, Division Chief, or Academic Team Leader)
(The above should equal 100%.  If applicable, there may be administrative effort and that should be outlined as described above.  Be sure clinical and academic effort add up to 100%)
4. Compensation:  $ _________________per year 


Breakdown of Compensation:  
University $____________







PDC $_________________

(If applicable, break out administrative supplement)

(If applicable, add) 
Your DVAMC effort and compensation will be established in a separate agreement to which the VA will be a party.
5. Benefits: As Regular Rank faculty, you will be eligible to participate in the benefits packages offered by Duke University.  Please review attached “Terms and Conditions” for more specifics.
(If a member of PDC, insert)

You are also eligible for the benefits associated with PDC membership.  Please call their office at 919-684-4358 if you would like additional information. 
(If applicable, add) Startup/Transition PDC Bonus: $ ____________ less applicable personal withholdings, in accordance with IRS regulations.

6. Resources to support you include:

Office Space: 
Research Space:
Other support: (If applicable add, e.g., secretarial support, computers, operational support, any special needs of the candidate)

[Note:  All resources relating to clinical practice must be expressed as a commitment of the PDC, except for International Physicians.]
Mentor: Mentoring is a critical component of the professional development of our faculty and the well-being of the institution.  A mentor will be selected for you within 30 days of your start date.
7. (If applicable, add) Start-Up Funding:
[Note: All clinical start-up funding must be expressed as a commitment of the PDC, except for International Physicians.]
8. (If applicable, add) Moving Expenses: (choose one)
Example if collecting receipts: (list either Duke University or the PDC) will reimburse your documented moving expenses to an amount up to $_______. The expense will be paid as a supplemental payment through payroll which, in accordance with IRS regulations, will be taxable. 

Example for relocation allowance: (list either Duke University or the PDC) will issue a relocation allowance in the amount of $_______.  The payment will be included with your regular payroll and, in accordance with IRS regulations, will be taxed at the time of the payment.
If your appointment to the Faculty must be postponed due to the meeting schedule of the Board of Trustees, you may be hired in the position of Instructor Temporary until your appointment can be approved. Your compensation and benefits in this position will match your Faculty compensation and benefits, but technically you will not be a member of the Faculty until approved by the Board of Trustees. 

We are very excited about the prospect of having you join the PDC and the faculty of the Department of (department) at Duke University School of Medicine.  If there are issues that we need to discuss further, please let me know.  If you accept this position, please indicate at the bottom of this letter, and return one copy of the letter to the Chair’s Office by (date). Please keep one copy for your files.
We are very much looking forward to your arrival at Duke.

Kind regards,
__________________________

[Chair name]

Chair, Department of (department) 
Duke University School of Medicine
_________________________

Paul R. Newman

Senior Vice President
Private Diagnostic Clinic

I accept this offer as outlined above. 
Signature___________________ Date______________
Standard Terms and Conditions for Regular Rank Faculty Appointment

Name: (Insert name of physician)
Appointment Details:

(Choose from one below)
1.a.
(Insert if non tenure track clinical sciences) Appointment Term:  Your initial appointment will be for a period of one (1) year. It is anticipated that reappointment will be negotiated six months prior to the expiration of your initial term of appointment. In order to prepare proactively for reappointments and promotion, we encourage you to maintain records of your teaching activities and evaluations.  Your regular rank faculty appointment is contingent upon satisfactory academic effort, as determined by the department chair, and is subject to nonrenewal as set forth by the Faculty Handbook if your academic effort is no longer sufficient. In such case, you may be offered a non-regular rank appointment consistent with the change in academic effort.  If you elect to relinquish academic effort at any point during the term of your appointment, your regular rank faculty appointment will be terminated and replaced with a non-regular rank faculty appointment at the time of the change in academic effort.     

1.b. 
(Insert if non tenure track multi-year appointment clinical sciences) Insert if non tenure track multi-year appointment clinical sciences) Appointment Term:  Your initial appointment will be for a period of ____years.  It is anticipated that reappointment will be negotiated six months prior to the expiration of your initial term of appointment. Please note that your regular rank appointment is contingent upon satisfactory academic effort as determined by the department chair and as described below in this “Terms and Conditions” document. In order to prepare proactively for reappointments and promotion, we encourage you to maintain records of your academic effort, including teaching activities and evaluations. This will be reviewed at least annually by your Chair or their designee.  In the unlikely event that your academic effort becomes insufficient, your Chair (or their designee) will work with you to identify opportunities to contribute to the academic mission. If your academic effort continues to fall below the required contribution, your regular rank appointment may be subject to non-renewal, in a process described in the Duke Faculty Handbook. In this event, your appointment may be converted to a non-regular rank appointment for the remainder of your term.  Non-regular rank faculty appointments are reviewed annually and are contingent on departmental needs.  If you elect to relinquish academic effort at any point during the term of your appointment, your regular rank faculty appointment will be terminated and replaced with a non-regular rank faculty appointment at the time of the change in academic effort.
1.c. 
(Insert if tenure track in the Clinical Sciences) Your appointment will be renewed on a continuing annual basis, subject to satisfactory annual performance and programmatic needs. The Faculty Handbook requires that a mandatory review for promotion and tenure be conducted and a decision reached prior to the end of your tenth year of appointment.  To provide additional guidance during the tenure accrual (probationary) period, a formal review of your activities will also be conducted at the beginning of your sixth year in rank. To prepare proactively for annual reappointments, promotion and tenure, we encourage you to maintain records of your teaching activities and evaluations.

1.d
(Insert if tenure in the Clinical Sciences) Your appointment is with continuous academic tenure.

2. 
CV:  Your home department will provide templates for organizing your curriculum vitae data in Duke format and for summarizing your teaching activities. Please contact ________________ at __________ (phone number and/or email address), for this information. 

Minimum Faculty Effort Requirement for a Regular Rank Faculty Appointment

A regular rank faculty appointment requires a minimum of 10% academic effort (approximately one-half day per week), which can be achieved by one or any combination of options below:

1) Clinical teaching

While providing direct patient care in a clinical setting, the faculty member personally has responsibility for the clinical supervision and/or education of a learner for at least 40 days/year, 1 day/week or 2 months/year (to achieve 10% if this is the only academic effort). 

a) A learner is defined as any Duke University MD, PA, NP, DPT, MBS students, residents, fellows, CRNA’s or other Duke allied health students. 
b) A clinical setting can be an ambulatory clinic, operating room, hospital ward, intensive care unit, radiology room, pathology lab or any location where patient care is given. 

c) The faculty member must provide assessments for these learners in a timely fashion as determined by the clerkship or program director. 

Examples: Having a student/resident/fellow attend your clinic, scrubbing in the OR, participating in reading images, present and observing complex diagnostic procedures, looking at path slides, participating in the care of inpatients etc. - in essence, having a learner included as part of your daily clinical care activity. 

2) Didactic Teaching

Effort dedicated to the performance of classroom, lecture-style teaching, and small group leadership of Duke learners as defined above, including preparation time.
3) Research

Effort dedicated to the performance of research that is expected to lead to publication with the faculty member as a co-author.
4) Administration

Effort dedicated to administration of a Duke University education or research program; examples include but not limited to screening and/or interviewing for the admissions committee, medical student advisor, GME directorship, IRB committee membership, protocol review committee participation.
Any combination of the above that equals or exceeds 10% of total professional effort meets this requirement. 

------------------------------------------------------------------------------------------------------------
Notes:  

1. This requirement applies to all Medical School faculty appointments at any location both on and off campus.  It is the responsibility of each department chair to make this assessment each year prior to appointment renewal to ensure minimum requirements continue to be met.  This effort should result in University salary and benefits for faculty meeting this requirement.

2. Regular rank faculty members with minimum academic effort are subject to audit by SOM.

3. In the event there are currently regular rank faculty members who cannot satisfy the above requirements, minimum requirements must be met by the next academic year or a transition to non-regular rank status must occur.  Faculty members in this position and chairs are encouraged to discuss options to participate in qualifying activities.   

Benefits:

As Regular Rank Faculty, you will be eligible to participate in the benefits packages offered by the Duke University. You may view a summary of Faculty benefits at our Human Resources website http://www.hr.duke.edu. Benefits office phone: (919) 684-5600. 
(If international candidate, do not include this section but include the one below entitled, International)

(Insert only if Clinical and PDC benefits are applicable)
PDC Benefits: In addition to the University benefits, you will be eligible to receive PDC benefits. Both the University and PDC retain the right to modify or rescind any portion of their fringe benefits packages at any time.  You will be eligible for benefits according to the terms of applicable plans.  You may call their office at 919-684-4358 if you would like additional information. 
(Insert only if this is clinical and an international candidate)

International Physician:  
The Private Diagnostic Clinic PLLC is a limited liability company of physicians practicing at Duke University Medical Center.  The purpose of the PDC is to provide a structure in which physicians may engage in the practice of medicine while serving as a faculty member of the University conducting clinical teaching and medical research.  Physicians in temporary nonimmigrant status such as H-1B or E-3, are generally not permitted to be self-employed, and therefore are not eligible to participate as members of the PDC. 

If an H-1B or E-3 visa category will be requested before the start of employment, please include the following information:

1) State the particular degree, education level, or special skills, if any, required for the job.

2) State the qualifications of the alien.

3) State location of the employment

4) For the visa status request filing, you should include a start and end date of employment. 
Graduates of medical schools outside the U.S. who will be at Duke in H-1B status and who have not passed the United States Medical Licensing Examination (USMLE) Steps 1, 2 and 3 are not permitted to engage in substantial patient care at Duke.  Such physicians may engage only in limited incidental patient care subject to a standard review protocol.

Nonimmigrant physicians may remain in the USA only for temporary periods of time specific to their nonimmigrant classifications and may engage only in those activities permitted by those classifications.  Upon the request of the chairman, Duke University will use its best efforts to file and obtain an appropriate nonimmigrant classification approval for you, and to file and obtain extensions for you as necessary and appropriate, but cannot guarantee the decisions of the Department of Homeland Security or the Department of State in allowing you to enter and/or remain in the U.S.

When/if you obtain US Citizenship or Lawful Permanent Resident status, or another status that permits self-employment, you may be eligible to become a member of the PDC LLC and receive PDC fringe benefits.  
This offer letter is contingent upon Duke’s ability to obtain any required deemed export licenses.

Orientation: 

Your benefits will also be discussed as part of your Duke University employee orientation, which will occur within 2 weeks of being hired. You should also arrange to meet with (insert name of department administrator) who can be reached at (insert phone number). 

In addition, there is an annual School of Medicine New Faculty Orientation that is offered through the Office for Faculty.  This is typically held every fall, and notices are sent to all new faculty by email. You are strongly encouraged to attend. 

(Insert only if eligible to be PDC member) 
Private Diagnostic Clinic Operating Agreement:  

As a member of the PDC, you will need to sign a PDC Operating Agreement and other related documents, including a Specialty Physician Agreement (which contains a cost share provision). A representative from the PDC will coordinate this with you.
Medical licensure, DEA and hospital credentials: (if applicable) Please note that you cannot be hired and compensated until requirements for medical licensure, DEA and hospital credentials are fulfilled. 

Influenza Vaccination:

All Regular Rank Faculty with primary appointments in Clinical Departments are required to receive the flu vaccination annually. For faculty required to be vaccinated, non-compliance could result in denied access to the Duke Health EHR and clinical facilities and/or impact performance evaluations. You may request a medical or religious exemption from vaccination. Exemption forms and instructions for completing the forms are available at https://flu.duke.edu. Flu vaccines will be available free of charge to all School of Medicine faculty and staff. Beginning in September, times and locations for obtaining the vaccination will be available online at https://flu.duke.edu/ .

COVID-19 Vaccination: 
Duke University and the School of Medicine require all faculty and staff, regardless of work location, be fully vaccinated against COVID-19 as a condition of employment or receive a medical or religious exemption. Newly hired Duke employees will be required, at a minimum, to have received a single dose of a World Health Organization (WHO) approved COVID-19 vaccination or a Duke-approved medical or religious exemption prior to their start of work date. Employees receiving mRNA COVID-19 vaccines will be expected to complete the initial vaccination series within 30 days from their initial dose. The booster is required within 28 days of eligibility under CDC and state guidelines. Additional information can be found at https://covidvaccine.duke.edu/.
University Policies:
As a full-time University employee, you will be subject to all applicable University policies, as they may exist from time to time, including:

1. Duke Faculty Handbook: https://provost.duke.edu/policies-resources/faculty-handbook
2. Financial conflict of interest: https://provost.duke.edu/sites/default/files/FHB_App_O.pdf
3. Patents and tangible research property policies: https://provost.duke.edu/sites/default/files/FHB_App_P.pdf
4. School of Medicine appointments, promotion, and tenure - clinical sciences policies: https://provost.duke.edu/sites/default/files/FHB_App_L.pdf
5. School of Medicine appointments, promotion, and tenure - basic sciences policies: https://provost.duke.edu/sites/default/files/FHB_App_J.pdf
6. Office of Scientific Integrity - conflict of interest: https://dosi.duke.edu/conflict-interest
7. School of Medicine: http://medschool.duke.edu/
8. School of Medicine Appointments, Promotions and Tenure: https://medschool.duke.edu/about-us/faculty-resources/faculty-appointments-promotion-tenure  
9. School of Medicine – Faculty Professionalism: https://medschool.duke.edu/about-us/faculty-resources/professionalism/statement-faculty-professionalism
