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Request for Teaching Academic Courses


Student Affairs 

Name:  












Semester:  












Course Title: ___________________________________________________________________

College/Department:_____________________________________________________________

Number of Credit Hours: _____________

Day/s:  













Time:  
















Supplemental Pay: Yes _____     No _____

Arrangements agreed upon for meeting time requirements of contract position 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Supervisor Recommendation Yes ______ No_______

Supervisor’s Signature 










SAMC Approval________________________________________________________________

Date:_______________________________

STUDENT AFFAIRS STAFF TEACHING ACADEMIC COURSES

The following procedure will be used by Student Affairs Staff who desire to teach academic courses with or without extra pay.  The procedure must be completed and approval given before staff commits to a teaching assignment.

· A request which includes course title, number of credit hours, day, and time of day must be submitted through administrative channels to the appropriate member of SAMC.

· This request will contain the recommendation of the immediate supervisor pending a positive recommendation by the supervisor the request will be forwarded to SAMC.

· Approval for teaching the course will be made by SAMC.  SAMC may reject the request based upon departmental demand for services.

It must be understood that teaching a class is a commitment above the expectations that the staff member will devote 100% of their time to the fulfillment of their primary job description.  Therefore, all activities related to teaching (preparation, grading, advising of students, and actual class instruction) must be done on their own time.  If done during normal work hours, those hours will be made up with flex time (as agreed upon with their supervisor) or with personal leave.

