Responsible Party

Faculty Overload: Procedures (excluding CETL coordinated May/Winter/Summer Teaching)
All overload must be approved by the Dept Head, Dean and Provost PRIOR to the start of the activity

Department Administrator/Dean’s Office

Sends signed Faculty
Overload Form including
waived compensation
agreement to
provost@ uconn.edu for
provost review

Initiates Page Up
Special Payroll
Offer Card
including Provost
approved Faculty
Overload Form

Office of the Provost

4

Reviews Faculty Overload

In “Employee
Classification,” select
“Special Payroll — Approved

— » Faculty Overload.” In

“Comments”, categorize
assignment as a faculty
overload

If the requested
compensation exceeds
the eligible 25%
overload max, notifies
faculty if their earnings
are being capped

Form to determine if activity
is eligible for overload, adds
activity to Master Tracking

Human Resources

Faculty Member

A4

Reviews hire request and all
other earnings to determine
whether appointment will

A

Amend the total
pay to reflect the
25% overload max

exceed 25% overload max
cap and notifies
Department

cap before the
transaction is
approved

Change the “Employee
Classification” field to
“Special Payroll -
Approved Faculty
Overload” if not
previously selected

Enters the appropriate
Core-CT payroll
transaction (expand the

—»{ Job Codein PageUp, to

find the appropriate
SmartHR template)

Approves Page
Up Special
Payroll Offer
Card

A

v

May submit waived
compensation transaction
form to remit compensation
to a faculty account
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Responsible Party

CETL

Faculty Overload: Procedures (May/Winter/Summer Teaching - CETL ONLY)

All overload must be approved by the Dept Head, Dean and Provost PRIOR to the start of the activity

Sends aggregate
spreadsheet with all
intersession teaching to
provost@ uconn.edu for
provost review

Office of the Provost

A

4

Coordinates offer letter
documenting the terms of
the teaching appointment

and includes waived
compensation agreement

Submits Core-CT
template with
stipend based on

enrollment after
add/drop deadline

A

Reviews spreadsheet to
determine if activity is
eligible for overload, add
individuals to Master

Tracking

Payroll

Faculty Member

A 4

Reviews template and
all other earnings to
determine whether

appointment will
exceed 25% overload
max cap and notifies
CETL

If the requested
compensation exceeds
the eligible 25%
overload max, notifies
faculty if their earnings
are being capped

Enters a “UConn Hire Template - Special
Payroll Teaching” (UC_TBH_SPT) template
into Core-CT Smart HR (with amended

amount under 25% cap as applicable)
ensuring the “EMPL Class” field in “Job Info”

tab is changed to CC

May submit waived
compensation

a

transaction form to
remit compensation to a
faculty account
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