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OFFICE OF THE PROVOST
1101 Camden Avenue
Salisbury, MD 21801
Phone: 410-543-6020
FAX: 410-548-2587
November 12, 2009


MEMO TO:	Department Chairs
Department Administrative Assistants

FROM:		Dr. Diane D. Allen, Provost & Senior Vice President of Academic Affairs

SUBJECT:	PTNTT/FT Overload Faculty Contracts for Spring Semester 2010

Contract Dates for Spring Semester 2010 are January 25, 2010 through May 28, 2010

PTNTT/FT Overload Faculty contracts for Spring Semester 2010 can be accessed at: http://www.salisbury.edu/provost/FacultyContractPage.html.

January 4, 2010	The departments will send the completed and signed contracts and related forms 		(see list below) to the appropriate school dean.  Copies of front of contracts and 		Pay Distribution forms are due to the Payroll Office AS SOON AS POSSIBLE.		The Pay Authorization Form (signed by the School Dean) must also be sent to the 	Payroll Office immediately following Drop/Add.   NOTE:  Exempt and non-	exempt staff teaching overloads require Contingent I contracts instead of 	faculty contracts.

February 1, 2010	Once the deans' offices have assembled the contracts, verified that they agree with 			the information on the departmental part-time/overload summary sheets, and 				authorize the pay, the deans will then forward all of the contracts for their schools 				to the provost's office.

SOME IMPORTANT REMINDERS ARE LISTED BELOW WHEN PREPARING PTNTT/FT OVERLOAD CONTRACTS:

General Information:  There must be no errors (or Wite-Out) on the front of the contract.

Front Page of the Contract

1.	Appointment and Position
	
	For FTT and FTTT overload contracts the rank should be listed as the current rank of the faculty member teaching the overload course.  Faculty must be available to students, not necessarily on campus, to resolve any classroom-related issues resulting during the contract period.

	For FTNTT faculty, the rank should be listed as “Lecturer”.  The contract beginning and ending dates should coincide with the appointment letter.  Faculty must be available to students, not necessarily on campus, to resolve any classroom-related issues resulting during the contract period.

	For PTNTT faculty, the rank should be listed as “Lecturer”.  Faculty must be available to students, not necessarily on campus, to resolve any classroom-related issues resulting during the contract period.

2.	General Conditions

	Please don’t forget to list the department code, course number, section number, course name, number of credit or contact hours.  Please indicate the dollar amount paid for each course at one of the rates defined in “Special Conditions” below or indicate the total salary in the space provided.
	
3.	Special Conditions

	Make sure the correct minimum number of students, which is ten (10) for undergraduate and eight (8) for graduate courses, has been indicated.  A minimum of ten (10) and eight (8) students respectively is required to pay the full salary for part-time, non-tenure track/overload faculty.  The correct minimum salaries for each rank are:

	Rank
	Stipend Per Course Credit

	Instructor/Lecturer
	$733.33

	Assistant Professor
	$766.67

	Associate Professor
	$800.00

	Professor
	$833.33




			
		
	

	NOTE: For contact hour rates, see your school policy.



Back Page of Contract: II. FOR ADMINISTRATIVE USE ONLY – NOT PART OF THE CONTRACT

1.	"Regular Employment Status" (item 1.) must read either Full-Time Tenured, Full-Time Tenure Track, Full-Time Non-Tenure Track or Part-Time Non-Tenure Track.

2.	For full-time tenured or tenure-track overload contracts the rank (item 3.) should be listed as the current rank of the faculty member teaching the overload course.  For full- and part-time non-tenure track faculty, the rank (item 3.) should be listed as “Lecturer”.

3.	For each contract, the “Source of Funds” (item 6.) should indicate 36.02.29.001.02 or specify the grant title and number if federal funds will be used to cover the contract.

4.	Please make sure the school dean signs the back of each contract.

Other forms that will be needed at the time of hiring and renewing:  These forms can be found at http://www.salisbury.edu/hr/forms.html:

1.	Employee Eligibility Verification (I-9):  For any new faculty member or an employee that has had a break in service.  (NOTE:  This form must include the list of acceptable documents indicated on the reverse side of the document.)  The I-9 form needs to be completed on the faculty member’s first day of active employment by an I-9 Authorizer.

2.	Employment Data Sheet:  Please use for any new faculty member or anyone that has had a change in personal data, education and/or emergency contact information.

3.	Instructions and worksheet for completing the W-4 Form (Employee Withholding Allowance Certificate):  Please use for any new faculty member or anyone that has not been active on contractual payroll within the last six months.

4.	SU Policy Signature Page:  Please use for any new faculty members.

5.	State of Maryland Payroll Direct Deposit Authorization Form:  Please use for any new faculty members and anyone that has not received a paycheck within the last six months.

6.	Dual Employment Form:  Primary and secondary supervisors need to complete for all non-exempt and exempt staff members who teach overload courses.  Completed forms need to be submitted to Human Resources two weeks prior to the overload contract begin date.

7.	Faculty Account Request Form:  To be completed by new faculty as well as returning faculty who have not been employed for a full academic year.  To access this form go to: 
	http://mypassword.salisbury.edu/files/FacultyAccountRequestForm.doc

8.	Certificate of Security Form: To be completed by new faculty as well as returning faculty who have not been employed for a full academic year. 
                       
Additional Information:

1.	If/When any faculty member’s status changes anytime during the contract period, IMMEDIATELY notify the school dean who will, in turn, notify the provost’s office.

2.	If/When any full-time non-tenure track faculty hires are anticipated, notify the dean IMMEDIATELY who will, in turn, request the approval of the provost.

If you have any questions regarding this information, please contact your school dean's office.

vr

cc.	School Deans
School Deans' Executive Administrative Assistants

