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January 5, 2007
To:

Deans University, Librarian



Department Chairs,

College Administrative Staff, Department AOC’s

From:

S. Henry McCoy, Director, Academic Personnel/HRIS

Human Resources

Subject:
E-TRAC Processing Instructions
Spring 2007 Faculty Appointments

______________________________________________________________________

Colleges and departments may begin processing faculty employment transactions for spring  2007 using E-TRAC.  
With no new faculty contract in place at this time, reappointed faculty shall be hired at the same base salary that reflects the faculty salary data as of Fall 2006 (no SSI program until a new contract is ratified).  
ACADEMIC-YEAR ENTITLED LECTURERS

Please refer to my memo and the accompanying report “Temporary Faculty— FINAL General Entitlement Listings 2006-2007 Academic Year,” dated August 8, 2006, for specific information regarding lecturer entitlement.  
For AY or 3-Year lecturers, where the fall 2006 appointment was below entitlement, departments shall attempt to satisfy the entitlement for the spring 2007 semester.  Full-time (1.00) lecturers on the report do not fall under the entitlement provisions as for part-time lecturers.  The provisions described above apply only to part-time lecturers (Article 12.5  of the Agreement).  While part-time appointments are contingent on enrollment and budget considerations, full-time appointments are not conditional (Article 12.6 of the Agreement).  Once a full-time lecturer appointment is made, the time base cannot be decreased during the appointment period, whether it is a single semester or academic year.

THREE-YEAR LECTURERS

Changes in time base (where appropriate), position number or salary will be processed on E-TRAC during the three-year period; however, for each E-TRAC  transaction for three-year lecturers, the Empl Status drop-down field must be set to “Temp 3 Yr” to track and identify the three-year lecturer status.  Lecturers will receive, in addition to their three-year contract letter, regular lecturer appointment letters during each academic year that indicate specific time base and salary information and changes for that academic year or semester, as appropriate. 

If you have questions, please call me at extension 8-1506, Benjamin Wong (5-4363), Bernie Marquis (5-3720) or Steve Blecha at 8-6863.  You may also refer to specific contract articles by accessing the current Collective Bargaining Agreement for faculty on the web: http://www.calstate.edu/HR/index.shtml
EMPLOYEES IN POSITIONS NOT COVERED BY SOCIAL SECURITY.  Effective July 1, 2005, new and re-appointed employees not covered by Social Security are required to read and sign the Statement Concerning Your Employment In A Job Not Covered by Social Security (CSU FORM SSA-1945) prior to appointment.  To access information about Social Security Form SSA-1945, go to: 
http://www.sfsu.edu/%7Ehrwww/forms/Information_About_Social_Security_Form.pdf
REMINDER!!!

I-9 Employment Authorization.  In addition to the EAR, Oath, Designee, and 002A Biographical forms submitted to HR for all new faculty appointments, the completed I-9 Employment Authorization shall be submitted with these forms to HR for filing.  New appointment packets for Lecturers, GTA’s  and new Tenured/Tenure-track that do not include completed I-9 form cannot be processed until the I-9 form is received.

New Lecturer Appointments

The initial salary base & grade is established based on a department’s or college’s past practice. The full time salary base may be at or between salary steps within a range appearing on the salary schedule.  SSI maximums still apply.

Lecturer Re-Appointments (not hired since the 2005/06 academic year)

If a department is appointing a lecturer whose last appointment was prior to the 2005/06 academic year, the full time salary base needs to be adjusted to reflect any GSI occurring since their last appointment.  The full time salary base may be at or between salary steps appearing on the salary schedule.  SSI maximums still apply.  You may contact this office for assistance.

ORSP-Funded Lecturer Appointments 

Previously, when a lecturer in a department was assigned a class and fully or partially funded by a grant, the Office of Research and Sponsored Programs (ORSP) would process the faculty appointment and the department would process a volunteer appointment for the same employee/department for APDB reporting purposes.  Since fall 2004, ORSP-funded lecturers are appointed through their regular department or college.  Do not appoint these faculty as volunteers.
Graduate Teaching Associate (GTA) Appointments

Graduate Teaching Associates (class 2354) will appear in E-TRAC with full time salary bases that were in place during their last appointment.  GTA’s are covered by the Unit 11 UAW contract.  James Czaja will send separate memo with guidelines and new provisions for both Teaching Associates and Graduate Assistants.
12 Month Chair and 12 month Instructional Faculty /AY Faculty Reassignments

The salary base for 12 month faculty and chair classifications differ from that of Academic Year classifications.  The differential between the AY and 12-month classifications is set at 15%.  Thus, when an Academic year faculty member becomes a 12-month department chair or 12 month faculty, the full time salary base in the current AY faculty position is multiplied by 1.15 to establish the full time rate for the 12-month chair or faculty position.  An addition amount is added to the full time salary base for 12-month chair salary bases to reflect the department chair stipend.

Refer to the college copies of the letters that appoint department chairs, effective spring 2007 from the Provost/Vice President for Academic Affairs.  These letters indicate the full time salary base for the AY faculty and 12-month chair assignments.  See chapter 12, “Faculty to Chair/Chair to Faculty Processing” in the Requesting Faculty Transactions in E-TRAC manual for specific instructions regarding these reassignments.

PAYROLL DEADLINES

12-Month Chair/Faculty classification transactions and New Tenure-Track appointments effective 22-JAN-2007, Dean’s E-TRAC Approval and documents due in HR by:


WEDNESDAY, JANUARY 17, 2007.

AY classification transactions, effective 22-JAN-2007, Dean’s E-TRAC Approval and documents due in HR by:


WEDNESDAY, FEBRUARY 14, 2007.

Below are the dates for the 2006-2007 academic year:

	FALL
	28-AUG-2006
	03-JAN-2007

	AY
	28-AUG-2006
	01-JUN-2007

	SPRING
	22-JAN-2007
	01-JUN-2007


cc:
Michael J. Martin, Interim AVP, Human Resources

Marilyn Verhey, Dean, Faculty Affairs & Professional Development


Michelle Gagnon, Office of Research and Sponsored Programs


Wanda Humphrey, HR-Payroll















