OUTSIDE TEACHING EMPLOYMENT REQUEST FORM
Article 10.13:  Full-time members shall not accept outside teaching employment during the fall and spring semester with any other higher education institution without the express written approval of the president.

It is the responsibility of the faculty member submitting the request to get all of the signatures needed to approve the outside teaching employment.  

PROCEDURE 
1. The applicant must complete and submit the following documents to the Chairperson of the applicant’s department and must provide sufficient time for review at all levels:

· Request for Approval to Accept Outside Teaching Employment During the Fall or Spring Semester

· Benefits of Outside Teaching

2. Chairpersons should forward the request form with a recommendation to their respective Dean. 

3. The Dean should then forward the request form with a recommendation to the Vice President for Academic Affairs. 

4. The Vice President for Academic Affairs will forward the candidate’s request form with a recommendation to the President.
5. After reviewing the application and recommendations from the Chairperson, Dean, and Vice President, the President will approve or disapprove the request. 

6. Original form will be returned to the applicant.  Copies will be forwarded to the Vice President, Dean, Department Chair, and Office of Human Resources. 
Faculty member may not begin outside teaching assignment unless all approvals have been granted at least four weeks prior to the start of the teaching assignment.  

 REQUEST FOR APPROVAL TO ACCEPT OUTSIDE TEACHING EMPLOYMENT 

DURING THE FALL OR SPRING SEMESTER

Please type or print in ink and attach the Benefits of Outside Teaching form.  Applicant must submit to the Chairperson of the applicant’s department and must provide sufficient time for review at all levels.  Requests to teach will only be approved when the proposed arrangement would be of demonstrable benefit to both the faculty member and Connecticut State University. After presidential action, the original forms will be returned to the applicant.  Copies will be forwarded to the Vice President, Dean, Department Chair, and Office of Human Resources. 

Faculty Member:  _______________________________________________________________________ 

Department:  ____________________________________  Phone Extension: _______________________ 

Semester of Proposed Teaching:  _____________________  
Name of Institution of Proposed Teaching: 
__________________________________________________

Address:
__________________________________________________  


__________________________________________________ 

Phone:  
_____________________________

Course:  ________________________________________
Level:  ________________________________ 

Description of the teaching assignment:  (Please attach Benefits of Outside Teaching and any comments, if necessary.) 

________________________________________________________________________________

________________________________________________________________________________

________________________________________________________________________________

Faculty Member’s Signature: _____________________________________
Date:  ___________________  

Comments, if any, by Department Chair: 
________________________________________________________________________________

________________________________________________________________________________

Department Chair’s Signature:  ___________________________________ 
Date:  ___________________
Comments, if any, by Dean: 

________________________________________________________________________________________________

________________________________________________________________________________

Dean’s Signature: ________________________________________ 
Date:  ___________________
Comments, if any, by Vice President:  

________________________________________________________________________________

________________________________________________________________________________
Vice President’s Signature: ________________________________________
Date:  ___________________ 

Presidential Action: 
_____________ Approved  

______________ Disapproved 

President’s Signature: ____________________________________________  
Date:  ___________________ 

BENEFITS OF OUTSIDE TEACHING

Every full-time faculty member who intends to teach at an institution of higher education other than Southern Connecticut State University is required to complete the Outside Teaching Employment form and provide a description of the teaching assignment, the ways in which it will benefit the faculty member professionally, and the ways in which it will benefit the university.  Benefits to the university must be clear and reasonable, given the Outside teaching assignment and the faculty member’s responsibilities at Southern.

Listed below are benefits that frequently accrue to the university as a consequence of Outside teaching.  Please check the benefit(s) of your particular Outside teaching assignment to the university:

_____
The course I am planning to teach will be attended by students who are likely to transfer to SCSU in my department.  Taking the course at their home institution will give them a head-start on completing their major requirements.

_____
The equipment/instrumentation available at the institution where I plan to teach is more advanced/sophisticated than that at SCSU.  Teaching there allows me to stay current with the latest advances in the field and to project future needs in the department.

_____
The faculty at the institution at which I plan to teach are highly regarded in my area of specialization.  Teaching at that institution allows me to participate in faculty forums/seminars with those faculty, which enhances my knowledge of the field and improves my opportunities for scholarly contributions.

_____
The course I plan to teach is at a higher level than we offer at SCSU.  This forces me to keep up with the field and be better prepared to challenge the better students in my classes and to supervise Honors or Masters theses.

_____
I am planning to teach a course which is not currently offered at SCSU.  My teaching of this course will allow me to develop a syllabus and course outline that may be adopted by my department as a required or elective course in the major.

_____
I am one of few people in the region/city, if not the only person, who can teach the course in question.  The invitation for me to teach this course at another campus enhances the reputation of Southern Connecticut State University.

_____
Other.  Explain:____________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________
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