ADMINISTRATIVE OFFICES – ACADEMIC DEPARTMENTS
PART-TIME FACULTY ASSIGNMENTS / ISSUING CONTRACTS

BASIC UNIVERSITY FRAMEWORK FOR PART-TIME COURSE ASSIGNMENTS / CONTRACTS ISSUED: 
1) All part-time faculty must have a signed contract before beginning to teach / supervise for AU

2) Dept Chair assigns part-time faculty to courses in dept, as needed

3) Dean works with chairs in courses offered each semester, then approves part-time assignments 

4) Provost gives final university approval for all part-time faculty assignments

5) Faculty names entered into Katalyst for course & section being taught

6) ITS grants access to computer programs after input to Katalyst course & section

7) Faculty contracts are issued

UNDERGRADUATE SEMESTER COURSES:
Registrar’s Office sends out printouts to Chairs requesting information

Chair’s processing:

· Chair revises Registrar’s printout information for upcoming semester and forwards to the Dean’s Office

· Chair completes Part-time Faculty assignment form 
· Check that Directed Study or Independent Study category is correct – salary difference

· Sabbatical / Leave Replacement – include whose sabbatical or leave when applicable 

· Include Faculty overload on this form
· Forward form to the Dean’s Office 

Dean’s Office processing: 

· Discuss assignments with Chairs

· Approve/deny both print out report from Registrar’s Office and part-time faculty assignment form for the Provost’s Office 
· Forward forms as appropriate
· Sends Printout to Registrar’s Office 

· Sends Part-time Assignment form to the Provost’s Office for review and approval / denial – add comments as appropriate

Provost’s Office processing: 
· Review part-time assignment forms regarding new faculty
· Has approval process been completed for new faculty? 

· If new faculty member is not approved at this point in time, one of the following legends / messages will apply: 

· 1 – Waiting for submission of needed paperwork to Provost

· 2 -  Waiting for completion of paperwork in HR office

· 3 – Waiting to resolve questions

· 4 – Not approved by Provost to teach course

· Dr. Kulaga reviews and gives approval / disapproval

· Provost will notify Dean if approval is not given

· Input PT faculty assignment to Katalyst

· Communicate with HR the following unique information, as appropriate

· Approved faculty has taught previously at AU, but not in the last 12 months; complete new paperwork

· Send contracts when processing completed

Registrar’s Office processing:
· Copy of the updated printout is sent back to chairs to review with their previously modified printout attached

· Any further modifications are processed same as above

