
 

FAIRLEIGH DICKINSON UNIVERSITY 

NOTIFICATION OF PART-TIME TEACHING ASSIGNMENT 

Date:      Employee ID#:        (HR to assign for new adjuncts) 

Name:               

Address:               

Upon the recommendation of the School Director or Department Chair,       , 

I am pleased to offer you a part-time teaching assignment pursuant to the following conditions: 

Campus: ______________________Term: ___________            College/School or Department:      

Course(s):             

 

Course Location (Please circle one of the following options): On-Campus Blended  Remote 

Please note that in-person instruction in FDU classrooms is an essential job function for on-campus and hybrid courses where students are in the 

classroom. 

Compensation: $   per contact hour for    contact hours or a total of $    per semester. 

Start Date _______________        End Date ___________        Final Add/Drop ____________ 

 

The part-time faculty pay schedule is as follows: 

 Fall Semester: Semester payments begins 9/30 pay date and ends 12/31 pay date 7 pay periods  

 Winter Term: 2 pay periods with the first being 1/15 pay date and the last being 1/31paydate 

 Spring Semester: 7 pay periods with the first beginning 2/28 pay date and the last being 5/31pay date  

 Summer Terms: 2 pay periods per session – either 6/15 & 6/30; 6/30 & 7/15; or 7/31 & 8/15 pay dates 

 For Module Courses: pay periods based on start and end dates of the course 

 

• This teaching assignment is contingent upon enrollment and may be cancelled due to low enrollment and/or staffing priorities within the school or 

department associated with this assignment. 

• In the event a course is cancelled after classes begin, you will receive payment for the classes that have met, on a pro-rated basis. 

• You are required to adhere to all department, school, college and University guidelines and policies, including the submission of midterm progress reports in a 

timely manner. Adherence to these guidelines will be a consideration in engaging you in any future teaching assignments (please consult your School Director 

or Department Chair for more information). For your review, the faculty handbook and faculty manual may be reviewed under “Resources for Faculty” at:  

https://www.fdu.edu/for-faculty-staff/ 

For new hires or if you have not taught at the University for two (2) or more consecutive years, you must complete the MyADP online Onboarding process.  

Once your classes are assigned and you are set up in University Systems, your department will notify you when you may claim your Net ID to access your 

email and register for a MYADP account.  Please note, the following are required: 

 

• New hires must also complete the I9 and W4 forms via DocuSign within the first 3 days of hire. Both the I9 and W4 DocuSign forms are located 

under “HR Documents” at https://fdu.edu. Direct links to the forms are: I9 DocuSign and W4 DocuSign. If the Payroll Department does not receive 

your paperwork (I9 & W4) before the first pay period, then you will receive your first payment after all paperwork has been submitted, along with 

your second payment.  

• A satisfactory criminal background check must be completed. You will receive an email to your personal email address from Sterling E-Invite to 

initiate the background check process. 

• Satisfactory completion of the mandatory training that includes but is not limited to “Preventing Sexual Harassment” and “University’s Information 

Security Program” training programs within the first 30 days of your start date. Instructions for completion are detailed on MyADP  

• Please review the most up-to-date information regarding proof of vaccination record for facemask exemption through Medicat and additional FAQ’s. 

https://www.fdu.edu/about/university-leadership-offices/human-resources/coronavirus/. Please note you must have your Net ID and Password to log 

into Medicat. To receive campus emergencies/weather alerts, please add personal information to FDUAlert within WebAdvisor. 

• Please review all Human Resource Policies at https://www.fdu.edu/about/university-leadership-offices/human-resources/policies/, as well as 

federal and state posters and notices at https://www.fdu.edu/about/university-leadership-offices/human-resources/notices-to-employees/. Additional 

information and acknowledgements are part of the MyADP onboarding process. 

 

              

      Dean Signature     Date 

Please indicate your acceptance of this teaching assignment and acknowledge compliance with all University policies, by signing three (3) copies of 

this notification, retaining one copy for your records, and returning two copies (and all other forms) to the Office of the Dean on or before  

   

I hereby accept the above appointment: 

Signature:        Date:          (Rev 11/30/2022) 

https://www.fdu.edu/for-faculty-staff/
https://fdu.edu/
https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fna3.docusign.net%2FMember%2FPowerFormSigning.aspx%3FPowerFormId%3D09c4328f-ef5c-4c51-a058-15cb4504fe73%26env%3Dna3%26acct%3D9eb12330-bb3b-468d-8871-6fbd7922d49f%26v%3D2&data=05%7C01%7Csmiller%40fdu.edu%7C3dbe03f990004282644c08da878058a9%7C3224fad94bcc4d47ae9886ea3c6b3b13%7C0%7C0%7C637971282569748702%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=Zuipm4IgAutKlvsw6MNg%2BP%2B0ZNRtPb0ScqTNoP7N1%2Bw%3D&reserved=0
https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fna3.docusign.net%2FMember%2FPowerFormSigning.aspx%3FPowerFormId%3Dc5dcd451-613a-48ee-b980-fc63d8a5c3cf%26env%3Dna3%26acct%3D9eb12330-bb3b-468d-8871-6fbd7922d49f%26v%3D2&data=05%7C01%7Csmiller%40fdu.edu%7C3dbe03f990004282644c08da878058a9%7C3224fad94bcc4d47ae9886ea3c6b3b13%7C0%7C0%7C637971282569748702%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=65BXHfRWkOZmNOmkqYvKUNGgiv7ChqIHQMEfxwJgvCo%3D&reserved=0
https://www.fdu.edu/about/university-leadership-offices/human-resources/coronavirus/
https://www.fdu.edu/about/university-leadership-offices/human-resources/policies/
https://www.fdu.edu/about/university-leadership-offices/human-resources/notices-to-employees/

