NUNEZ COMMUNITY COLLEGE 

PART-TIME TEACHING AGREEMENT

This form must be approved by the appropriate officials before processing and before payment can be made.

Name_____________________________________  SSN_________________________

Address ________________________________________________________________

Email_______________________________  Telephone__________________________ 
I am a member of Teachers’ Retirement System of Louisiana   _____yes   _____no

If you answered NO and you are working 200 or more contact hours, you must become a member of TRSL and contributions will be deducted from your contract amount.  See HR for the appropriate forms.

I am currently a full-time faculty member at Nunez Community College ___yes ___no
Contract Information

	Division:
	Effective Dates (mm/dd/yy)
	To:
	From:


	Course Number/Section
	Description
	Amount

	
	
	

	
	
	

	
	
	


The amount paid per course includes 
· all time and effort required in preparing instructional materials, providing instructional services for the full amount of scheduled class time, keeping and reporting student attendance and records, and submitting mid-term and final grades. 

· Participation in and/or administration of the Course Evaluations for each course on this contract. Off-campus faculty will administer the Evaluations. 

Office hours will be provided:

· All adjunct faculty will provide two (2) office hours per week or the equivalent thereof. 
· All full-time faculty teaching in the summer will hold weekly office hours: 1-3 credits taught will hold 2 office hours; 4-6 credit hours taught will hold 3 office hours; 7+ hours will hold 4 office hours.
The Business Office has the prerogative of making one lump sum payment or installment payments. Final payment will not be made until

· Final grades,


· Student and class records, 
· End-of-Semester Checkout forms are submitted to Student Services Offices; and 
· All personnel records, including receipt of all transcripts and appropriate employment verification documents, are complete in Human Resources. 

In the event that a faculty member is absent from duty, he/she is responsible for arranging for a qualified substitute or for making other arrangements to make up the missed course work that are approved by the appropriate Division Dean. If these arrangements are not made, the College will select a substitute, who will be paid the usual hourly rate, which amount will be deducted from the contracted amount.

This contract is null and void if the College cancels the course(s).

I certify that the class schedule, contract hours, and amount per course are true and correct.

___________________________________

__________________________________________

Faculty member                                Date                  Division Dean                                                  Date

____________________________________            __________________________________________

CFO                                                      Date               Vice Chancellor for Academic Affairs
Date                        

Budget encumbrance codes ____________________________________________ Budget Analyst_________________________












