California State University Channel Islands
GUIDELINES AND PROCEDURES FOR APPOINTING SUBSTITUTE FACULTY

It is sometimes necessary for programs to temporarily replace faculty who, because of illness or other causes, are unable to meet their assigned instructional duties.  Such substitutions are governed in part by Article 20.8 of the Unit 3 (Faculty) Collective Bargaining Agreement (CBA) http://www.calstate.edu/LaborRel/Contracts_HTML/CFA_CONTRACT/CFAtoc.shtml.

For the purposes of this document the term substitute faculty (class code 2356) refers to individuals who either:

1) work voluntarily;

2) are compensated at an hourly rate; or

3) are compensated by a workload reduction.

The term replacement faculty refers to individuals substituting or replacing another faculty member for a extended time period and appointed as temporary faculty (class code 2358) under Article 12, Section 12.3 of the CBA (using the normal process and forms for part-time or full-time lecturer appointments).

There are three types of substitutions:

Voluntary Substitution

The CBA at Article 20.8 allows faculty to substitute for colleagues for periods of short duration on a voluntary basis, and this practice is often used when the absence entails only a limited number of classes and involves modest amounts of preparation for the faculty member doing the substituting.  The CBA requires prior approval of the program chair for such arrangements.

Substitutes for Short Duration (20 or fewer consecutive days)

Because the University currently receives no separate allocation to pay for substitutes, funds for this purpose are normally drawn from part-time faculty funds in the Program in which the substitute is hired.  For substitutions of short duration (the CBA refers to 20 or fewer consecutive days), faculty are to be compensated at the hourly rate on the current salary schedule for class code 2356.  The appointment procedures on the following page apply in this situation.

Substitutes or Replacements for More than 20 Consecutive Days

1. Substitutes

For periods in excess of 20 consecutive days, the CBA states that compensation is to be in the form of a workload reduction, given as soon as is practicable (e.g., a faculty member who substituted for a colleague for most of the semester in a 3-unit class might be given a 3-unit reduction in workload the following semester in the same academic year).  In the event the substitute is not returning, compensation would be required at the time of separation.

2. Replacements

If the use of substitutes compensated by workload reduction is not possible, it may be necessary to appoint a replacement faculty member, using the campus procedures for hiring temporary (part-time) faculty.  Compensation will be based on weighted teaching units, using the salary schedule for class code 2358.  If such an appointment is considered, please consult Faculty Affairs regarding procedures.
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        APPOINTMENT PROCEDURES

                                                               FOR

SUBSTITUTES OF SHORT DURATION (20 CONSECUTIVE DAYS OR FEWER)

The completed Substitute Faculty Appointment form (copy attached) must be completed by the Program Chair or support coordinator along with an employee requisition.  The form should be forwarded for approval to the Associate Vice Preisdent, the Provost and finally, Faculty Affairs.  Faculty Affairs will forward the appointment and requisition to Human Resources Programs.  If the individual is new, please include a current CV or resume which includes their name, address, phone number and work experience.  They must also complete the sign-in process with Human Resources Programs prior to beginning their substitute appointment.  The academic program is responsible for notifying new employees to complete the sign-in process with Human Resources Programs. If the individual is currently an employee, no additional paperwork is necessary.  

In order for a faculty member to be paid for a substitute assignment, the appointment form must be submitted at the end of the month worked and apart from any other attendance form if required.  The appointment form and requisition must be received in a timely manner for Payroll Services to process it.  (No later than the day following the last day of the pay period-see separately published payroll calendar to indicate pay periods).  Payroll warrants for substitutes are normally issued on the 15th of the month.

Questions regarding these procedures should be directed to Faculty Affairs.
Substitute Rates:













Laboratory or
Class






Lecture Class

Activity Class

Code

SUBSTITUTE FACULTY

(Hourly Rate)

(Hourly Rate)
2356

Rate A (Assistant or Instructor)
   $61.00

   
$40.00

Rate B (Assistant Professor)
   $63.00

  
 $42.00

Rate C (Associate Professor or
   $66.00

   
$44.00

 Professor)

The rate (A, B or C) is determined by the present status and/or experience of the substitute and/or budget limitations.

	

	Substitute Faculty Appointment 


Instructions:  This form is used to establish temporary, intermittent faculty appointments for Substitute Faculty.  The bargaining agreement sets limits on the use of this pay title; consult with Faculty Affairs before committing to an appointment for which this form will be used.  Submit this appointment form along with an Employee Requisition/Personnel Action Request form to Faculty Affairs.  Forms are due by the first day after payday for the previous month’s work.  If the individual named is not already a university employee, s/he will need to complete the employee sign-in process through Human Resources Programs PRIOR to providing any services.  

If this individual is not a current employee at CSU Channel Islands, please enclose a curriculum vita or resume which shows name, address, phone number, education and work experience. (This form can be found at: http://www.csuci.edu/academics/faculty/facultyaffairs/docsforms.htm  under Documents and Forms)
	Program:        
	Program Number:     

	Employee Name:*      
	                Employee ID:      
	(not applicable for new employees)

	*As it appears on  the employee’s Social Security card or in PeopleSoft
	
	

	 PeopleSoft Position Number:        (if known)
	


	Days of work for Substitute Faculty (job code 2356) for Pay Period of (month)  FORMDROPDOWN 
            (year)     
Hours of work on these days of month (show hours of classroom work only):

	1     
2     
3     

	4     
5     
6     
	7     
8     
9     

	10     
11     
12     
	13     
14     
15     

	16     
17     
18     

	19     
20     
21     

	22     
23     
24     
	25     
26     
27     

	28     
29     
30     
31     


	Hourly Rate: $       
	Total Hours:     
	Total Payment, this pay period  $ !Undefined Bookmark, RATE FORMTEXT 

0.00


	  Note that there is a minimum hourly rate; information is available in the CSU Salary Schedule.


	
	(Use this section to identify funds from which this position is to be paid)

	Account*
	Fund
	Finance Dept ID
	Program**
	Class**
	Project/Grant**
	Amount to be paid from this account

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	*Normally 601807

**only if applicable; not required for all appointments  
	Total:
	$   0.00


	This voucher reports hours of work performed in this appointment during this pay period.
	Review and approval:
__________________________________             __________

Program  Chair
  Date

	 FORMCHECKBOX 
I have attached a self-addressed envelope; please mail the check to me.
	Associate VP

Date

	__________________________________
__________

Employee Signature
Date
	Provost and Vice President for Academic Affairs

Date

___________________________________________             _____________

Faculty Affairs



          Date






(Human Resources Programs use only)


Approved and Keyed into PeopleSoft on (date)__________ Voucher forwarded to Payroll on (date)________________








