Administrative Development Series – Supplemental Pay, Fall 2008
Questions and Answers

Red = Faculty
Black = Classified Staff (CLS) and Service Professionals (SPF)
Green = Both Faculty and CLS/SPF

1. Who initiates the Faculty / Academic Professional Supplemental Compensation Pre-Approval Form / Step 1?
The funding department should complete the top half of the form and then forward it to the faculty member who is seeking the supplemental compensation.  The faculty member must complete the balance of the form.
2. Are faculty aware of this process?
The Deans and Chairs are aware of this new process and are in the process of communicating this at the college and department level.
3. Is a preapproval required for any dollar amount?
Pre-approval is required for any dollar amount if any portion of salary or supplemental compensation is from grant funding.  Otherwise, pre-approval is required for supplemental pay that is greater than $400 while an individual is on contract.
4. If the supplemental pay amount is under $400, is it still required to be put into a faculty member’s log?
Yes, all amounts paid to a faculty member must be tracked.  
5. If a faculty member will exceed the limit of 312 hours and it is discovered while completing the Step 1 (pre-approval) form, what should I do?
Although no formal process has been defined, it is suggested that the Chair and Dean discuss the situation and seek approval from the Provost for each unique circumstance.
6. How does OGCS know what account numbers are used?
This is a great question.  We are working at adding an area for the grant number on both the faculty and staff form.

7. Can position numbers help identify if a person’s primary position is faculty or staff?
When looking at the position number on the query page you can identify what type of primary position the employee has by the job code.  Those that begin with 2-7 are classified staff.  Those that begin with an 8 are services professionals and 9 is faculty.  The title associated with the person’s primary position is also listed on the query page in PeopleSoft.
8. I have a non-exempt classified staff person who will receive supplemental pay.  Do I need to enter their overtime rate as the rate of pay on the form?
A non-exempt classified staff member must earn a minimum of 1.5 times the normal pay rate (overtime rate) for supplemental compensation.   The rate that is required in the Hourly Rate box is that rate for the supplemental pay – which must be equal to or greater than 1.5 times the normal hourly rate.
9. Does the rate apply (as discussed in question 8) even if the person uses vacation time?
Yes.  A minimum of the overtime rate must be paid even if vacation is used.
10. Who determines the rate of pay for the job?
The department who is seeking the supplemental work determines the rate of pay.  Human Resources is also available to assist in determining a fair market rate for the type of work required.
11. How are hourly rates determined?
Faculty hourly rates are a simple calculation.  Divide the Academic Year Salary/190 days/8 hours = $ per hour earned.  For faculty the total amount of compensation cannot exceed the equivalent of 312 hours.
12. Can supplemental pay be paid from a NAU Foundation account?
The NAU Foundation will not write checks to employee for supplemental pay.  However, departments may choose to use local accounts to fund supplemental compensation.
Foundation funds may be used to pay supplemental compensation, if allowed by the sponsor and if there are no prohibitions given for other grant funding the employee may receive.
13. I have a faculty member who is off contract over the summer but will teach a class.  Which form do I use?
The PAR form should be used to compensate an employee who is not working on a full time contract.
14. How do home departments know about faculty teaching over the summer when they are not on home department contract?  What if they teach for Distance Learning?  
The department who is funding the course should send a contract to the Dean of the home department for distribution to the faculty.  A copy of this contract may be retained by the Dean or Chair’s office for documentation purposes.  

15. After the pre-approval form is signed by Office of Grant and Contract Services (OGCS), where does it go?
OGCS sends the form to Sponsored Project Services (SPS).  Once SPS has reviewed the form, it is sent back to the employee’s primary department. 

16. What is the difference between supplemental work and special assignments?
Supplemental work must be performed outside of employee’s normal work times (e.g. evenings, weekends) and performed for a different department than the employee’s home department OR the duties must be separate and distinct from the employee’s primary duties.
Special assignment work is work that is incorporated or added to a person’s regular duties.  Special assignment duty is done during normal work hours and is temporary.
17. Has consideration been given to making these forms accept electronic approvals?
Yes, this is something that has been discussed.  However, we do not currently have the bandwidth to research, implement and support the requirements for electronic signatures.  We are hoping that there is a University level initiative that moves all forms in this direction.
18. Are there any other regulations that we need to know about if there is grant funding involved?
The most important consideration is whether the sponsor allows supplemental payment and, if so, have we complied with their requirements for authorizing these payments. In the case of federal sponsors, there are significant restrictions on payment of supplemental salary.  Please contact OGCS (x34880) for more information.

