FREDERICK COMMUNITY COLLEGE

Memo on Multiple Assignments for Employees

Full-time administrative and support staff may accept teaching duties within areas for which they are qualified, with the approval of their Vice President and the AVP of Human Resources.  Full-time faculty and administrative staff may accept additional employment outside of FCC with approval from their Vice President and the College President.  Also, part-time administrative and support staff may be given the opportunity to serve in secondary assignments for which they are qualified with the proper approval.  The College has developed appropriate guidelines for the administration of such situations. Therefore:

1. Employees who teach a class during the normal working hours of their primary assignment are required to make that time up within the pay period or take annual leave as approved by their manager/supervisor.

2. Non-exempt employees, (those eligible for overtime wages)  may not accept additional assignments if the total hours worked from all assignments will exceed forty hours per week and place them in an overtime situation.  

3. In the event that a non-exempt employee is working multiple assignments where the total hours worked begins to exceed forty hours per week, the employee must decide which assignment(s) they wish to continue serving, and resign from the other assignment(s).

I have read, understand and agree to the terms and conditions set forth in this memo.

Employee Name (printed)  _______________________________________________

Signature  __________________________________________   Date  ____________

FREDERICK COMMUNITY COLLEGE

Approval Request

Additional Assignments for Employees

(Please complete only those sections which apply, obtain appropriate signatures and return to the Human Resources Office.)

Employee Name: 
     


Date:
     
FCC Teaching Assignment (Full-time Administrators and Support Staff):
I am requesting approval to teach the following course(s) at FCC.  I understand that according to FCC policy I am restricted to teaching 6 credits per academic year.

Semester

Course #

Day

Time

_____


_____


_____

     
     


     


     

     
I also understand that accepting teaching duties in addition to my current employment requires that I: (choose one)

 FORMCHECKBOX 

1. notify the College that this course will be held outside of my regularly scheduled workweek;
 FORMCHECKBOX 

2. notify the College that this course will be held during my regularly scheduled workweek and annual leave will be used for hours missed; or
 FORMCHECKBOX 

3. provide the college with an alternative work schedule for hours missed.  This alternative work schedule has been approved by my supervisor.

Alternate Work Schedule (Please describe):

     
Signature: _________________________________



Employee


Date
Approval:  _________________________________


Immediate Supervisor
Date

Approval:  _________________________________



Vice President

Date

Approval:  _________________________________



Human Resources

Date

FREDERICK COMMUNITY COLLEGE

Approval Request

Additional Assignments for Employees
Employee Name: 
     


Date:

Additional Assignment(s) within FCC: (Part-time Administrators and Support Staff)
I am requesting approval to accept the following additional assignment(s).  Total hours worked from all assignments will not exceed forty hours per week. 
Office 



Supervisor

# of Hrs/Wk
     Duration 

____



________

_____


     
     



     


             

     
Current Position:
_______________


______


________

Total # of Hours Per Week:




     
Signature: _________________________________



Employee


Date

Approval:  _________________________________



Immediate Supervisor
Date



(Current Position)
Approval:  _________________________________




Immediate Supervisor
Date



(Additional Assignment)

Approval:  __________________________________



Vice President

Date
Approval:  __________________________________



Human Resources

Date

FREDERICK COMMUNITY COLLEGE

Approval Request

Additional Assignments for Employees

Employee Name: 
     


Date:

Additional Employment outside FCC (Full-time Administrators and Faculty only):
I am requesting approval to accept the following employment in addition to my contractual obligation at FCC. (Please provide a description of the type of employment, schedule of hours and duration.)
     
Signature: _________________________________



Employee


Date

Approval:  _________________________________



Vice President

Date

Approval:  __________________________________



President


Date

Approval:  __________________________________



Human Resources

Date

