Creating Adjunct

Teaching Agreements
Update: November 2022

“I Update
\l,

* Adjunct Teaching Agreements no longer require
written signatures from the adjunct or the
Associate Dean.




Signing In — TEST Environment

A test environment has been created to allow you to practice how to create an Adjunct Teaching Agreement.
The test environment can be found here:

https://sasbot.slcc.edu/webforms/adjunctAgreementTEST/login.aspx

Signing In — LIVE Environment

When you are ready to create an Adjunct Teaching Agreement, go to the following website:

https://sasbot.slcc.edu/webforms/adjunctagreement/login.aspx




+ Enter the adjunct’s First Name, Last Name and
S#, then click “Search”.

* You can also search with an S#.

Creating a

Contract

» Select the correct name
from the list in the box
on the right.

* Choose the semester
and year for the contract
using the drop-down
menus.

e . Click “Select”.




ADJUNCT TEACHING DATABASE UPDATE:

The Adjunct Teaching Database was modified to generate Adjunct Teaching Agreements for Lab
Courses. There are three (3) different compensation rates and two (2) different methods of
ACA reporting within the database based on the Lecture or Lab Agreement selected.

Note: IT IS CRITICAL THAT the CRN TYPE is aligned with the CORRECT Course type and title.

The Modifications are:

1. NEW: LOAD Calculation Column: This calculation is the load equivalent in terms of Load
limits for both Agreements (Lecture and Lab).

2. NEW: Lab Agreement CRN: Used for Lab Courses within Biology and Natural Sciences.
Courses are classified as Hourly Lab Instruction.

3. NEW: Lecture Agreement CRN: - Used for traditional Lecture Courses.

4. NEW: Prison Lecture Agreement- Used for Prison Education Courses.

NEW MODIFICATION: LOAD Calculation Column

EXAMPLE: The Lab is 3 Contact Hours; however, the load equivalency to Lecture is 1.22.

The Load Calculation is based on Lecture CRN or Lab CRN, and parts of term for all
contracts.

The load limits are the same according to parts of term and semester.

Maximum Limit: FALL/SPRING 11 Load Units
Maximum Limit: SUMMER 9 Load Units



NEW MODIFICATIONS: LECTURE, LAB CRN, OR PRISON LECTURE AGREEMENTS:

The New Contract Screen now has the three (3) options — see examples below:

Correct Example:

IT IS CRITICAL the CRN TYPE is aligned with the CORRECT Course type and title.

A BAD Example (Error:

In this example, CRN 20851 is a Lab Course; however, the user selected the
Lecture Agreement CRN. The system will not allow you to finish this Teaching
Agreement.



Generating the

Agreement

+ Any contracts generated for the semester
chosen should be listed under Saved
Contracts.

+ If there is nothing listed, the adjunct has
not had a contract created.

 Click “Add Contract”.

Adding the

Course

Click on the
¢ “Add Course”

button




Adding the

Course

* You will need the CRN for the
section(s) being taught. Enter
the CRN and click “Search”.

» Double check the Split % to
make sure it is correct. If a
split is not 100%, enter the
correct Split %.

* Do not change the “Apply
Split %” field.

* Click “Save”.

Entering Split %

« If a splitis not 100%, enter
the correct Split %.

» The credit hours and total
pay will be automatically
calculated for the CRN.

**If the calculated credit
hours are not correct, please
contact Katrina Green in
scheduling.
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* You can add another CRN to

the contract by clicking “Add
4__--_' Course” and entering another
CRN.

* Once all CRN are listed, select
the Start Date and End Date
on the calendar.

**The Start Date and End Date on a
contract can be modified if it is
entered incorrectly, or if the adjunct
does not fulfill his/her/their
teaching agreement. See

“Modifying a Contract” for more
information.

* Click “Create Contract”.
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UPDATE:

e The initial search for contract signer
is by INDEX. The index is the one
found as the CRN is being added to
the Contract
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UPDATE (continued):

If the Admin creating the contract decides
to change AD, the search for contract signer
is from Employee table and it can be any
employee SH.




Email Confirmation

+ If the contract
was sent
successfully, a
confirmation page
will appear.

* Click “Back to
Instructor Search”
to generate a
contract for
another instructor.

4. Al offcial communication betwesn adjunct faculy arid the College wil ake place thiough your
Adjunct Teaching Agreement Bruiniia sceount (usemame @bruinmailskc e Please check your Bruinbail aceount frequently
for officlal communication. If you have not yet received a BruinMail account of if your Bruinbail
ccoUnt s nat currantly active, plase Contict your home department

if you have questions, please contact your home department office. Have a great semester!

Sincerel
Adjuncicentract it .
Clifion 6. Sanders, PHO

Dear Adjunct Instructor, Provost for Academic Affairs

A we kick ot a new academic term, | would fike to take this opportunity to wekome and thark
you for your dedication a5 you teach, encourage ahd inspie our Sat Lake Community College
students.

By accepting the attached course assignment{s) scheduled by your Academic Administrator,
you agree to part-time varioble employment o the COLLEGE and accept the terms and

conditions within the attoched agreement. Please review the attached teaching agreement
for . P any questions

¥ ¥
regarding your agreement.

T best assist you with your teaching assignments, your department will be providing you with
additional iormation inchuding sylabi. instructional materiak, departmental procedures, etc
Ploase contact youl depaitment office a5 soon as possible if you have ot recened these material

SLCE values in providing opportunities for Adjunct Faculty to further their professicnal
development, Plesse b sure 10 check out designated workshops from out Faculty Development
Office.

Al gart:time employees are limited to working 125 hours per month in any combination of jobs.
This includes all leaching agresments,
assignments at SLCC. 1t is very important
regarding contract generation and paxd ron-teathing activities. There are four guiding principles
that wnbs
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By accepting the attached course assignment(s) scheduled by your Academic Administrator,
you agree to part-time variable employment at the COLLEGE and accept the terms and
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Sending Contracts to Payroll

» Save a copy of each contract as a PDF. (As the originator,
you will receive a copy of the contract via email.)

I N
v » Compile all contracts into one electronic folder.

J

| | N

» Email your electronic folder to Payroll@slcc.edu

*In order to reduce the volume of emails to Payroll, please do not send contracts individually to Payroll
unless there is an update or change.
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« If you need to change a percentage on the contract,
click the calendar icon and make adjustments.

**If you do not see the Send button, Calendar icon or Delete icon, you are not the
originator of the contract and do not have authorization in the system to make
changes to the contract.

18




After you have updated the
information, be sure to note the
reason for the change under
Additional Details and click “Save”.

Once you've saved the contract, the
screen will prompt you to add the AD’s
S# or First Name and give you
recipient options as you type. Select
the appropriate AD or Chair and press
“Send Contract”.

A copy will go to the adjunct, the
originator, and the AD or Chair.

Please save a PDF copy and email to
Payroll so they can process the
modification.
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Agreement Change Form
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If an instructor does not complete the contract and needs
a pay adjustment, the contract needs to be modified to
reflect the percentage of days taught, which will also
adjust the pay. To do this, click the calendar icon and
change the dates on the calendar to reflect the number
of days taught by entering the correct effective date and
contract end date, then figure the percentage of days
taught and enter it in Split %.

Please contact Payroll for help with these calculations.

Once you've saved the contract, the screen will prompt
you to add the AD’s S# or First Name and give you
recipient options as you type. Select the appropriate AD
or Chair and press “Send Contract”.

A copy will go to the adjunct, the originator, and the AD
or Chair.

Email a copy of the modified contract to Payroll so they
can process the change.
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Deleting a Contract
« Itis possible to delete a contract by using the red “X”, but only if payroll has not processed
the contract. Please check with payroll first.
**You must be the creator in order to delete the contract.
22
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Deleting a Contract (Continued)

+ Upon deleting a previously emailed contract (pressing the red “X”), an email is
automatically sent to the originator, the Associate Dean/Department Chair, and the
adjunct instructor with the following message:

Dear Adjunct Instructor,
This email is to inform you that the Adjunct Teaching Agreement created for you has been

deleted. There is no further action required. Please contact your home department for further
information.
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Deleting a Contract

Payroll Has Processed

* If Payroll has processed a contract that you need to
delete, you must modify the contract instead.

¢ Click on the calendar icon.

« Select the effective date and the new end date of
the contract.

* Enter 0 as the new % and make sure to enter the
reason of the change in “Additional Details”.

* Click “Save” and the new agreement will be sent to
the adjunct instructor and the originator.

¢ The next screen will prompt you to send the
modified contract to the AD or Chair. Enter the AD’s
S# or First Name to send.

* Email a copy of the modified contract to Payroll so
they can make the necessary adjustments to the
adjunct’s pay.

24
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Common Errors

Prompt: “Course assignment exceeds
100%” — someone else is assigned to the
class. Update percentages or delete
sections as needed.

Cannot get the CRN to pull up?

This is a scheduling issue. Please contact
Katrina Green.

Too many or too few contact hours?

This is a scheduling issue. Please contact
Katrina Green.

Need to delete a contract that has already
gone to Payroll?

Do not delete! Please modify the contract
% down to 0%.
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Common Errors (continued)

Unable to delete the contract?

If you did not create the contract, you will
not be able delete it. You will need to ask
the originator to delete, or contact HR.

If you do not see the Send, Calendar Icon
or Delete Icon, you are not the originator
of the contract and do not have
authorization in the system to make
changes to the contract.

Different indexes require different
contracts. For example, if you have an
adjunct teaching in English and in
Developmental Writing, you will need to
create two contracts for that semester.

When creating a contract, please
ensure you have selected the
correct semester and year.

26
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Ill Questions?

27
James Broadbent — Director of Faculty Services, James.Broadbent@slcc.edu
Bethany Burnside — HR Coordinator, bburns24@slcc.edu
Payroll payroll@slcc.edu
Katrina Green — Director of Scheduling, Katrina.Green@slcc.edu
28
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