PART-TIME FACULTY PROCEDURES

1) Request to Fill

Fill out the request to fill form and be sure to check the “request to fill multiple positions” box.  Make sure that you request part-time faculty for the entire Academic Year.  The request should also be generic so that it will cover multiple positions.

For example, “Due to the loss of faculty positions during budget cuts, we are requesting to fill multiple part-time faculty positions to teach required courses.

This request is mission critical to keep students on track for graduation.

http://www.busfin.uga.edu/forms/request_to_fill_position.pdf
2) Background Investigation

Make sure that there is an approved background investigation on file.  If not, 

have the prospective part-time faculty fill out the background consent  form asap.

http://www.busfin.uga.edu/forms/bi_consent.pdf
3) EOO Approval

Plan ahead! Request EOO approval for the entire Academic Year regardless of whether you know if they will teach both semesters.  Faculty are considered part-time by the EOO office if they work less than 75% time.  Please include the % time in this request , not the eft. (These are two different things and not necessarily the same number, see page 3 for how figure % time and eft).

Please send the business office a copy of the request for EOO approval as well as the actual EOO approval letter.  Please have the EOO office send the approval to Ginny Lyman at glyman@uga.edu. The EOO office is e-mailing these approvals and the appropriate people are not always receiving these e-mails.  (When you receive the approval letter please make sure that it is correct. We have had several come back that were incorrect, especially with the wrong fiscal year). 

*NOTE* If someone has been a part-time instructor in the past, please request a reappointment. If they are new please specify that they are new. I was told by the EOO office that this makes it much easier and we will receive approvals in a more timely manner.

4) Transcripts

Make sure that the Faculty Affairs office has original transcripts on file. If not,

have the prospective faculty member request an original transcript. We must have the original transcripts for all part-time and full-time faculty.
5) Letters of Recommendation & Vita
We must have three external (cannot be within the department or in a supervisory position) letters of recommendation for the position in which they are going to be employed. A vita must also be on file in Faculty Affairs.
6) FIRST Record

Each faculty member must have a FIRST record (Faculty Information Records System).  If they have a FIRST record but their title or other information is changing, Faculty Affairs will make changes.  All new faculty must have a FIRST record initiated by the Department and approved by the Business Office.

https://www.first.uga.edu/first/MyIDLogin.aspx
7) Offer Letter

Each faculty member must have an offer letter that includes the new furlough language.  


“Notwithstanding any other provision of this appointment, for Fiscal Year 2009-2010, the Board of Regents has authorized the president to implement a mandatory furlough program.  If such a program is implemented at The University of Georgia, you will be required to have your salary reduced by not more than 10 days. In the event it becomes necessary for the president to exercise this authority, employee furloughs will be implemented in accordance with guidelines promulgated by the Office of the Chancellor.”

8) New Appointment Form

Each appointment package should include a New Appointment Form.  If it is a new faculty member then it can be generated by the FIRST system. Please don’t forget to add the % time and the eft (Remember, these are two different things and not necessarily the same number).  See page 3 for how figure % time and eft.

http://www.busfin.uga.edu/forms/faculty_appointment.pdf
9) Cover Letter & Personnel Report
Once all other paperwork is complete, please send to the appropriate Budget Analyst and they will obtain a cover letter from the Dean and prepare a personnel report.

Every year, regardless of whether they have taught before, each part-time faculty member must have:

1) New appointment form 

2) Offer Letter 

3) EOO letter  

4) Cover letter

5) Approved “Request to fill” form
***Please Note****

If faculty are teaching both  semesters and/or summer, all approvals must cover these time periods. Make sure that the same % time is included and consistent on the appointment form and EOO approval. Please think ahead and be aware of deadlines.  
If in doubt, please ask questions. We are here to help.
HELPFUL LINKS AND INFO
Faculty Hire Checklist
http://www.uga.edu/provost/faculty_hire_process_checklist.pdf
Faculty Affairs Website to check approvals

http://www.uga.edu/provost/facaffairs.htm
Faculty Affairs Deadlines (Business Office Deadline will always be 5 working days in advance of Faculty Affairs Deadlines).
http://www.uga.edu/provost/2009_OFA_Deadlines_Memo.pdf
How do I figure out the % time?

Example: Annual Salary is $50,000 for an Academic Contract and they will make $4500 per semester for two semesters.

 Divide $50,000 by 10 to get the amount per month they would make working full-time. 50,000/10 = $5,000
If they are working two semesters then you know they will be making $900 per month

Because there are 5 payments per semester so $4500/5 = $900. 

If you divide $900 (what they will make per month) by $5000 (what they would make full-time) $900/$5000 = .18 then the percent time would be 18%.

How do I figure out the eft?

Example:  Annual Salary is $50,000 for an Academic Contract and they will make $4500 per semester for two semesters.

The total amount that they will make is $9000 ($4500 per semester or $900 per month for 10 months).

Convert Academic Salary to Fiscal Year Salary $50,000/.75 =  $66,667 and then divide the total amount they will make by the Fiscal Year Salary ($9000/$66,667 = .13499 or .135.

