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SPRINGFIELD COLLEGE 
 

STAFF EMPLOYEE TEACHING POLICY  

 
I. Purpose:  

 

The purpose of this Staff Employee Teaching Policy (“Policy”) is to establish the parameters for the 

teaching of Springfield College (“College”) courses by Staff Employees.  It acknowledges that College 

Staff Employees may pursue teaching on an occasional, as needed basis, while ensuring that those hired 

in staff roles give priority to their staff position and pursue teaching opportunities outside their regular 

staff duties with reasonable limits that allow the College to maintain the highest quality of instruction by 

appropriately balancing staff/administrative duties with additional (adjunct) instructional responsibilities. 

 

II. Scope: 

 

This Policy applies to all Staff Employees of the College.  It also applies to students who hold 

Graduate Fellowships or Associateships as noted below in Section IV(D). 

 

III. Defined Terms: 

 

 Staff Employees – all employees, regardless of level, who do not hold faculty rank and a 

primary faculty teaching position. 

 Exempt Employee & Non-Exempt Employee – an “Exempt Employee” is an employee paid 

on a salary basis and a “Non-Exempt Employee” is paid on an hourly basis.  

 

IV. Policy Provisions: 

 

A. Allowed Teaching 

 

 Absent an exception as provided for in Section IV(E) below, Staff Employees may teach up 

to a maximum three (3) credits per academic term/semester.  Classroom instruction time may 

take place during the Staff Employee’s regular schedule, provided the Staff Employee’s 

supervisor approves of such and the Staff Employee makes up the time spent on classroom 

instruction time elsewhere during the week.  Other teaching duties, such as class preparation, 

grading time, and office hour requirements, must take place outside of the Staff Employee’s 

regular schedule and duties. 

 

 Staff Employees whose positions require some teaching as part of their Staff Employee 

position responsibilities (which teaching may occur during their regular Staff Employee 

schedule) may teach additional credit hours pursuant to the terms of this Policy. 

 



2 

 

 Staff Employees must be in good standing in their primary staff role to be eligible to teach 

and not under any formal corrective action (e.g. written warning, performance improvement 

plan, probation, etc.). 

 

 Non-Exempt Employees are eligible to teach but total hours of their full-time staff position 

and teaching position (which includes classroom instruction as well as preparation, grading 

time, and office hours) may not exceed forty hours in any week.  This will generally limit a 

Non-Exempt Employee from teaching more than a one (1) credit course, absent an exception 

as provided for in Section IV(E), below. 

  

 Part-time Staff Employees are eligible to teach but total hours of their part-time staff position 

and teaching position (which includes classroom instruction as well as preparation, grading 

time, and office hours) may not exceed twenty-nine hours in any week.  

 

 Staff Employees must be appropriately qualified and credentialed in accordance with College 

and accreditation standards to teach the course assigned.  Such assessment shall be made by 

the Department Chair in the Department in which the course will be taught. 

 

B. Approvals Required & Oversight 

 

The following written approvals are required for a Staff Employee to teach a course under this 

Policy: 

 

1. The Dean of the School in which the course will be taught; 

2. The Staff Employee’s immediate supervisor; and 

3. The Staff Employee’s Division Head (President’s Leadership Team member). 

 

In addition, Human Resources must also approve all Non-Exempt and Part-time Staff Employee 

teaching to ensure compliance with federal and state wage and hour and benefit laws.  

  

Approvals are required for each individual course taught, regardless of how many times the Staff 

Employee has previously taught the course.  An approval granted for one semester does not 

guarantee ongoing approval of the same or similar arrangement. 

 

The Department Chair in which the Department in which the course will be taught is responsible 

for the performance of the Staff Employee while performing teaching duties hereunder.    

 

C. Compensation 

 



3 

 

 Exempt Staff Employees shall receive the regular per credit adjunct/overload rate as 

established by Academic Affairs.  Such shall be paid on a bi-weekly basis. 

 

 Non-Exempt Staff Employees shall receive an hourly rate for each hour of teaching (which 

includes classroom instruction as well as preparation, grading time, and office hours) 

performed.  Such hourly rate shall be calculated utilizing the regular per credit 

adjunct/overload rate if taught by an Exempt Staff Employee divided by the number of 

teaching hours (which includes classroom instruction as well as preparation, grading time, 

and office hours) for the term/semester.  Such shall be paid on a weekly basis.  The 

appointment letter for the course shall include a maximum number of hours per week for the 

course term that the Non-Exempt Staff Employee may devote toward teaching and associated 

duties (preparation, grading time, and office hours).     

 

 Staff Employees whose positions require some teaching as part of their position 

responsibilities shall not receive additional compensation for the teaching duties that are part 

of their Staff Employee position responsibilities as such is part of their Staff Employee 

position compensation. 

 

D. Graduate Fellows / Associates  

 

Graduate Fellows and Associates may have teaching assignments pursuant to their appointment 

as a Graduate Fellow or Associate.  Those appointments, including compensation and 

expectations, are outlined in their appointment letter.  In the event a Graduate Fellow or 

Associate seeks to teach at the College beyond the requirements of their Fellowship / 

Associateship appointment, they shall be subject to the terms and conditions of this Policy with 

Graduate Fellows classified as Exempt Employees and Graduate Associates classified as Non-

Exempt Employees. 

 

E. Exceptions  

 

There may be times where exceptional circumstances warrant a waiver of the per term/semester 

course limitation established in Section IV(A) above.  Such will generally be limited to those 

situations where the College as a result of exigent circumstances is unable to fill a teaching 

obligation through either full-time faculty or adjuncts.  Apart from the approvals required 

pursuant to Section IV(B) above, the approval of the Provost and Vice President for Academic 

Affairs is also required.   

 

V. Responsible Party/Contact: 

 

Questions regarding this Policy should be directed to the Office of Academic Affairs or Office of 

Human Resources.  
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Approved by:  President & President’s Leadership Team  

Date Adopted:  January 23, 2018 

Date Effective: August 15, 2018 (Commencing w/ Fall 2018 Semester) 

 

 

  


