[bookmark: _GoBack]Academic Personnel Types
Faculty Members (FA)

Instructors, Assistant Professors, Associate Professors, Professors

Members of the EMU-AAUP Bargaining Unit

Full-Time Lecturers (LE)

Received a 1 or 2 year full-time (100%) base academic year teaching or library appointment 

Members of the EMU-FT Bargaining Unit

Adjunct Lecturers (LL)

Part-time employees

Members of the EMU-FT Bargaining Unit (separate contract from LEs)

No Adjunct can be appointed for two consecutive semesters at 100%.  This includes the combination of all assignments the person has been given for the semester (i.e. home department, additional departments, and EP). (footnote ¹, pg. 8 EMU-FT Contract)

Administrators in the Division of Academic Affairs (AP)

Deans, Assistant/Associate Deans, Department Heads, School Directors, etc.

Visiting Faculty (VF)

Special one-year assignments

Adjunct Faculty (ADFA)

“…individuals whose work with a University department significantly advances the academic mission of that department. Adjunct faculty are not employees of the University by virtue of this courtesy appointment, nor are they compensated by virtue of the appointment. The provost and vice president for academic affairs is responsible for the approval of adjunct appointments upon recommendation of the departmental faculty, department head and dean.” BOR Policy 3.5.5





PAF (Personnel Action Form) 
Created for all actions taken (i.e. going on/returning from Sabbatical; summer appointments; changing funding source to EP/grants, etc.)

Adjunct hires are done through the department, so all paperwork should accompany the PAF.

PAFs that are created by AHR include:
New hire full-time employees’ (LE, FA, VF, AP).  You will receive a copy of the PAF after it has been entered.

Return to Faculty PAFs after we have received the letter agreeing to terms of the appointment.

Leave of Absence PAFs as well as those returning them from these leaves. (not including sabbaticals)

Plan C begin and end PAFs.  If someone works on a different org during a Plan C, contact Bonnie to create the needed paperwork.

What to verify
		Department Heads/School Directors
			Course Information
			Pay Information; no raises unless contractual
		Deans
			Budget (FGIBDST; Self-Service in the future)
			Pay matches assignment
			Signatures (Only exception, Provost Office)[image: C:\DOCUME~1\bemrick\LOCALS~1\Temp\SNAGHTML9be04c.PNG]
[image: ]
Highlighted areas are new additions to the PAF.  (Removed PCN from hand-written portion; and removed gender, ethnicity, birthdate, current hire date, and grade from pre-printed portion)

ePAFs… coming soon
[image: C:\DOCUME~1\bemrick\LOCALS~1\Temp\SNAGHTMLd53982.PNG]

















MOU (Memorandum of Understanding)
An MOU is an agreement between the University and the Union regarding an issue that is not addressed in the contract. MOUs are most commonly done for the compensation agreement for Faculty departmental overloads. If the amount is anything other than $1,550/cr hour, rationale must be attached and signed by the Department Head/School Director and Dean and sent to Don (AHR) for final approval.
	
An MOU request form is completed by the department and sent to Loretta (AHR); MOU is created by AHR; Don (AHR) signs the MOU; MOU is faxed to the EMU-AAUP for signature; EMU-AAUP signs the MOU and faxes it to AHR; AHR faxes the MOU to Dept for FA signature; FA signs the MOU and gives to the Dept; Dept faxes MOU to Loretta (AHR) so that she can fax it to the EMU-AAUP to complete the MOU file; Dept creates PAF and sends PAF with MOU attached for PAF routing.

No MOU is required for EP overloads.
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Extended Programs
	New Section Approval Form (saf.emich.edu)

	Minimum enrollment
		Graduate Course- 10
		Undergraduate Course- 15

	Per Student Rate- $60

Academic Year 2011-2012 EP Pay Rates
LL rate is $ 1,125
FA rate is $ 1,550
LE rate is $ 1,200

Faculty have first right of refusal for teaching EP courses. 

All Faculty and Lecturer overloads and Adjunct appointments do not receive compensation on the first pay of the semester.

EP confirmation letters must be given to all employees who are teaching any EP course; these can be printed via the online EP system.

Resources (http://extended.emich.edu/faculty/resources.aspx)
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EPAF Preview

+ You are acting as an Approver.
+/ This transaction must be updated on the Electronic Personnel Action Form, NOAEPAF.
+ Transaction successfully completed.

Name and 1D: Ashley Anne Wiedemann, E00234443 Job and Suffix: See approval types below.
Transaction: 35640 Query Date:  May 01, 2011
Transaction Status: Pending Last Paid Date:

Approval Category: REHIRE: Rehire Non-Student Employee, REHIRE

Add Comment
Approval Types | Account Distribution | Default Eamings | Comments | Routing Qu:

REHIRE: Rehire, GR3150-00 Graduate Assistant, Research

Enter Changes Current Value New Value
Employee Status:  Active Active

Employee Class Code: GS, Graduate Student - Stipend GS, Graduate Student - Stipend
Home COAS: E E

Home Organization: 108750, Psychology Clinic 108750, Psychology Clinic
Distribution COA: E E

Distribution Orgn: 108750, Psychology Clinic 108750, Psychology Clinic
Adjusted Serv. Date: 09/02/2004 09/02/2004

Last Work Date:

Job Begin Date: 08/22/2010

Contract Type: Primary

Jobs Effective Date: 05/01/2011

Personnel Date: 04/17/2011

Job Status: Active

Appointment Percent:
Hea
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EASTERN MICHIGAN UNIVERSITY Personnel Action Form - Academic PAF (Academic AP, FA,LE,LL,VF)

Date Requested:

[J CHECK HERE IF SUPERSEDING PAF

E ffective Dates (if not full semester)

— From Date: ToDat
[ CHECK HERE IF SUBSTITUTION PAY DT pryre—
NAME: Leapare Davic BANNERID: EOODOINS  BASE SALARY: 50600
ADDRESS: sTaTUs: A %APPT: 10000
Syivania, OF 435603565 , . .
pstan 2 5157 DIVISION CODE: ACT PAYFREQ: 2000
PCN SEX EUND ORGN ACCI PROG[TLOCN |3 FOAPL DEPT POSTIONTITLE  CLASS SALARY ENDDATE
FIOGI 00 GOOOOS 115650 1010 10 100%  School of TechnologySt  Professor FA  SB060
FIOS 03 GOO0US 115650 1020 10 |RONLIN| 100%  SchoolofTechuologySt  Professor FA saiee e
FIOS 04 GOOOS 115650 1020 10 |RONLIN| 100%  SchoolofTechuologySt  Professor FA s3ies P
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DEAN.
P DaeTin
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