[bookmark: sampleletter]Sample Faculty Orientation Invitation Letter
Subject: Welcome to SCC! Faculty Orientation Details Enclosed
Dear [Faculty Name],
Welcome to Shawnee Community College! We are excited to have you join our faculty and look forward to supporting your success. To ensure a strong start to the academic year, we invite you to attend Faculty Orientation on Monday, August 5, 2024, on our main campus.
This full-day event will introduce you to key campus services, instructional resources, and compliance requirements. You’ll also meet college leadership, receive your teaching schedule, and get set up with essential systems such as Moodle and MySCC.
Event Details:
Date: Monday, August 5, 2024
Time: 8:30 a.m. – 3:00 p.m.
Location: L-Atrium (Main Campus)
Light breakfast and lunch will be provided.
Please RSVP to [Administrative Assistant Name] at [email address] by [insert date].
In the meantime, if you have any questions about the orientation or your onboarding, feel free to contact the Academic Affairs Office at [phone number] or [email].
We look forward to seeing you there!
Warm regards,
[Name]
Vice President of Academic Affairs
Shawnee Community College
