EMORY COLLEGE

POLICIES GOVERNING TEMPORARY AND PART-TIME FACULTY

Faculty unde discussion here indudenontenure track professors (any rank) andingructors on
semester or single-year appointment; teaching affiliates; poddodoral teaching fellows; artists
and scholarsin residence; and al teaching appointees whose primary Emory titles are modified
by thewords Q/isitingGor A djunaOor QPart-time.O

Employment Procedures

1.

Submt oneRequest for Temporary Faculty form (attached) for each teaching pasition.
Indudeformsfor graduae student teachers who would be funded by Emory College.

a

Anticipae al of your needs (induding leave replacement) for both theFall and
the Spring semesters. Submit all of your requestsas agroup. We will not
condde requests received after the deadlineexcept in emergendes. Thisindudes
requests for the Spring semester.

Following are salary guiddines for temporary faculty who are hired ona course-
by-course basis.

Graduae Students: $3,000per course.

Recent Ph.D. Graduaes. $4,000 per course.
BackgroundEquivalent to Assistant Professor: $4 500 per course.
BackgroundEquivaent to Assodate Professor: $5,000per course.
Background Equivalent to Professor: $5,500 pe course.

PoapoTo

Following are guddines for determining length of appointment and rank.

Mog temporary faculty who are notgraduae students are hired at therank of
Indructor. If the person holdsatenure-track appointment at another school, heor
shemay retain tha rank while teaching at Emory. The person@title will be
modified by theterm Q/isiting.O Normally a person may not hold a full-time
temporary appointment for longer than two years. |nrare casesan
appointment may be extendad to threeyears. There is oneexception: avisiting
assistant professor may also bearecent Ph.D. graduae from your program whois
hired to teach for oneyear following receipt of the Ph.D.

When budgeary pemission has been received departments recruit temporary faculty
througha variety of meanstha may indudeanaiond search. Documentsin thefile of
an appointee will indude at aminimum, aletter of application,aCV, and proof of
degree from the university tha granted the person® highest degree. Copies of these
doauments will befurnished by the department to the College Office.



When you have identified an appropriate candidae, make an offer to tha candidate based
ontherank and salary tha were approved. Use the following when discussing the offer
with the candidae.

a Dates of Employment
Fall Semester: Appointment begins September 1 and endsDecembe 31, with
salary pad in fouringallments.

Spring Semester: Appointment beginsJanuay 1 and endsMay 31, with salary
pad in fiveingalments.

Academic Year: Appointment begins September 1 and endsAugug 31, with
salary pad in twelve indallments.

b. Bendfits
Those who are hired full-time for at least 6 consecutive monthsare eligible for
certain benefits. See http://emory.hr.emory.edubenefits.ng

C. Research and Travel Fund
Temporary faculty are not eligible for fundsfromthe College

d. Computing Allowance
Temporary faculty are not eligible for fundsfromthe College Y ou can either
provide a hand me down computer and printer or use departmental fundsto
purchase them. You computing suppot staff can hdp you locate used
equipment.

e Moving Allowance
Temporary faculty are not eligible for fundsfromthe College

Notify Susan Lee when the candidate accepts your verbd offer.

The Dean of Emory Collegeissuestheofficial letters tha convey each appointment®
title, length, and compensation. Depatments are responsble for establishing with
appointees the nature of courses to betaughtand for communicating scheduling and other
administrative information.

Miscellaneous Employment Information

1.

E-malil

Temporary and pat-time faculty are granted Network IDs uponcompletion of
employment pgperwork by Human Resources. (They are not given automatic accessto a
LearnLink account however.) Network IDs are generated and accounts are activated
approximately 24 hous after new faculty appear on the HR system. Please call the Help
Desk at 7-7777if you have questions



Human Resources Orientation

The College® Human Resources Assodate will submit information necessary for Human
Resources to schedule orientation. A College-wideorientationis hdd in Augug for
bendfits-eligible faculty whose appointments begin September 1. For ben€fits-eligible
faculty who begin before or after September 1, the College@® Human Resources Assodate
will tell Human Resources to call thelead staff in the new faculty member® department
to schedule orientation.

|dentification Card

The EmoryCard istheofficial identification card of the University. Employees mugs
appear in the Human Resources system before they are eligible to receive acard. New
employees should call the EmoryCard office (7-0224) approximately oneweek after
submitting all of thar employment pgperwork (induding thel-9) to find outif they arein
theEmoryCard database. If they are in the daabase, they may go to the EmoryCard
office, room27CE of the DobbsUniversity Center, to obtain thecard. Office housare
Monday throughFriday, 9 am. to 5 p.m. (holidays excluded).

Employment Requirements

1.

Degree Requirement

The Southern Assodation of Colleges and Schools (our accrediting agency) requires that
any full-time or part-time faculty member teaching credit courses leading toward a
baccal aureate degree, other than physca eduction activities courses, mug have at least
amaster@ degree in the subject taughtor in arelated field, or abachdor@® degree plus 18
hours of graduae work in the subject. Thos teaching graduae courses mug hold the
termind degree in the subject, nomally an earned dodorate.

Therules do alow hiring people who lack these credentials if they have Gexceptiond
qudificationsO Recently, it should benoted, SACS has been looking very closely at how
well schools judtify such non-qudifiers. In Emory Collegeit is adepartment®®
responsbility to knowfor afact the credentials of any appointee, and to furnish the Dean
of Emory Collegewith a consdered statement explaining and jugifyingthe
exceptiondity of anyonewho does not meet the stated SACS requirement.

SACS also requires tha we have “proof of highest degree” for every faculty member.
Thefollowing doauments providethe necessary proof of degree.

* Transript tha indicates tha the degree was awarded. (If thetranscript does not
indicate this, another form of verificationis required.)

» Statement fromauniversity official verifying thedegree.

* Copy of adiploma.



Please ask your candidate to provide oneof the above doauments before beginning the
appointment. This appliesto all candidaes. full-time, part-time, temporary, lecture-
track, and tenure-track (junior and senior candidaes).

2. U.S. Immigration Laws
All employees mus demondrate legd status permitting them to work unde applicable
U.S. immigrationlaws. Departments are respongble for the pgperwork to obtain
employment authorzation. For assistance, please contact the Internationd Student and
Scholar Programs Office (ISSP) at (404)727-330Q Y ou are urged to contact ISSP early,
since employment authorization is alengthy process.

Faculty Orientation

The department chair or a chair® designee will condud an orientation session in which all new
temporary and pat-time faculty mug paticipae. Thesession should indudeawalking tour of
department facilities, describe conventionsand safety requirements of thefacilities, and
introduce the new faculty to office staff and other appropriate people. Written guiddines and
policies should bedistributed induding:

1. A copy of this policy statement.

2. A department directory or equivalent roger.

3. Information on availability of secretarial and clerical services; on depatment policies
regarding mail, telephoneand FAX use, and computer and internet access, and on
how supplemental course materials are to bereproduced and pad for.

4. Information onfacilities and services provided faculty at Emory induding parking,

ID card, library services, course bookordering, audiovisud aidsand equipment
availability, and gym use.

5. An explanation of department course sequences and prerequisites, and how
ingructors may determinethat students in thar classes have satisfied appropriate
prerequisites.

6. Information about class meeting times and department policies on attendance.

7. A description of the College@ registration system, of how faculty will receive class
rogers, of howthedrop-add system works, and of procedures for permitting a student
to overload into or withdraw from a course.

8. A blank Emory College Course and Ingructor Evauaion form (purple bubble sheet)
and sample summary sheet showing how arepresentative course/indructor have
scored. Every person whoteaches a College course is required to have each class do
a set of these evaluaionsat the end of each semester.



9. A copy of theHonor Codeof Emory College and an explanaion of policies on
academic honesty specific to the department.

Faculty Responsibilities to Students

Faculty are expected to meet all classes to which they are assigned. If aningructor cannotmeet
class because of illness, family emergency, or professiond obligaion, theingructor should
inform thechar or chair@ designee in atimely fashion and describe how thework will bemade
up. Inlast-minute emergendes faculty mug call the degpartment office and ask the secretary to
inform the students tha the class has been canceled.

Ingructors mug clearly communicate their grading policies to thar classes. If thereisa
depatment-wide standad, tha should be clearly communicated to every indructor.

Find examinaions mug begiven at thetime established in the officia examination schedule.
Graded exam pgoers mug beretained by theingructor (or filed in the department office) for at
least oneyear past theend of thesemester. New temporary and pat-time faculty should receive
written information on any other testing or exam policies specific to the department.

Every Collegeindrucdor is expected to hold office hours. Ingructors should announe office
hours at the beginning of a semester and keep them throughouttheterm. Unlessthe
department® standad is different, faculty should make themselves available to students at least
two hours pe week. Office hous should be pubiished in the course syllabus poged onthe
ingructor@® office door, and filed with the department office.

Faculty Supervision and Evaluation

Depatments will designae individuds responsble for supevising and evaluaing pat-time and
temporary ingructors. Depatmentswill also set procedures establishing, for example, wha
kindsof evaluaion instruments may be used beyond the standad Collegeform, any provisons
for observation by the supavisor, and wha doauments theingructor may be called onto provide
to facilitate evaluaion.

For faculty paticipaingin ateam-taughtcourse or multi-section course where requirements are
identical, the department will insure that any new ingructor is fully introduced to how the course
isadministered and fits togehe conaeptudly, and to appropriate divison of duties among
faculty.



1.

Request for Temporary Faculty

Use this form to reguest the appointment of faculty who are not tenured, tenure-track, or lecture-track and graduate students who

won®be paid by the GSAS and/or TATTO. Submit one form for each position requested. An updated teaching plan for the
semester(s) requested must accompany this form. Submit to Susan Lee, Emory College, 400 Candler Library, susan.lee@emory.edu.

Course Information (list all courses to be taught)

Who Usually
Projected Required Teaches the
Number Credit Hours Enrollment for Major? Course?
Appointment Information
Secondary Full-Time or Length of Office Space | Priority (only
Primary Department Department Part-Time? Appointment Available? onetop priority)
*Fall 200 Yes, No, or
*Spring 200 Not Needed
circleone circleall that apply circleone
Candidate’s Information
CV & Proof
Name of Degree
(required for all, Highest Attached?
including grad Degree (not required for
students) Address Earned Suggested Rank grad students) Appointment
*Grad Student Instructor | *Yesor *Employed by
*TA (donOinclude TATTO) *No another Emory
*|nstructor or department
*Visiting . *New
arcleone * Reappointment
circle one or specify an Irl:ortm, explain why P
alternative ) circleall that apply
Justification

Why are you requesting a temporary faculty member? In other words, why can® the course(s) listed above be taught by a
tenured, tenure-track, or lecture-track faculty member?

Salary Information

a. Suggested Salary

Salary Scale: Grad. Student: $3,000/course; Recent PhD: $4,000/course; Asst Prof: $4,500/course, Assoc Prof.: $5,000/course, Prof: $5,500/course

Amountper course

b. Justification

X Numbe of courses

Total Salary

C. Who would fund the salary, e.g., URC, Emory College, Oxford College, Grant?

d. If the salary would be funded by a source other than Emory College, how much did that source allocate?

e. If the salary would be funded by Emory College, have you already received approval from the dean? If so, please attach a
copy of the approval letter.

Chair® Signature (required)

6



