To:

<Individual’s Name>



<EmplID>


<Non-Instructional Department Name>

From:

<Chair Name>, <Non-Instructional Department Name>

Date:

<Date>

Subject:
Vacation/PTO and Sick Time Accrual Impact from Temporary Instructional Appointment

Distribution:
<Timekeeping Supervisor>, University Payroll Office
Thank you for accepting a term limited instructional appointment in <Department Name>.  It is important for the University’s instructional units to be able to call on individuals, such as yourself, when they would be the best choice of instructor for a particular course offering.  As you are aware, this additional instructional appointment will reduce the fraction of effort on your appointment as <non-instructional appointment title> when both are active.

The University has a standard exception to its usual practice concerning vacation and sick time accrual and balances that is used when the effort reduction is related to an additional appointment in an instructional title that is outside of the vacation or PTO systems.  The following actions should occur to ensure that you will not be disadvantaged by taking on instructional duties.

I am sending a copy of this letter to the University Payroll Office to ensure that the reduction of effort on your non-instructional appointment:

1) does not trigger a payout of accrued vacation or PTO hours; and/or

2) does not result in a deletion of excess sick time accrual. 

To offset the loss of vacation/PTO accrual while your instructional appointment is active, a second memo will be sent to the University Payroll Office notifying payroll to process a one-time adjustment after the end of this <Fall or Winter> term that will add the appropriate hours, representing the foregone accrual, to your vacation or PTO balances.

If you have any questions about this policy, please contact Academic Human Resources at 734-763-8938.

