Instructions for Acknowledging Course Assignments 
through Faculty Load and Compensation (FLAC)

These instructions will guide you through the process of acknowledging your summer or overload assignment.  This process is necessary to make sure you receive payment.  If your teaching assignment changes after you have acknowledged, you will receive an email to acknowledge your revised assignment.

Step 1:  From the www.mscc.edu homepage, log on to My Motlow.

Step 2:  Click on the Employee Tab
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Step 3:  Click on Faculty Load and Compensation
Step 4:  Click on Compensation and Acknowledgement

[image: ]

Step 5:  Choose the current term and click Go[image: ]

This screen contains the information about your assignments.

Step 6:  To review the number of pay periods and pay dates for each class, note the dates indicated on the contract by clicking on each “Contract Note”.  

After reviewing the pay dates, click on the “back button” [image: ]in the left corner to go back to the previous screen.  NOTE: Employees may print the Contract Note pages to retain them for their records.

For regular faculty, payment occurs monthly and for adjunct faculty, payment occurs the second month of the semester as specified on the Contract Note through the last month of the semester and for some abbreviated assignments, payment may occur the month following assignment completion.  

Step 7:  Review each teaching assignmentClick on the Contract Note button to see the specific contract language for this contract type.
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Each contract type has language specific to the contract.  For Example:  There is a different Contract Note for 
Part Time (PT), No Pay (NP), Overload(OV), Summer (SU), etc.




[image: ]
[image: ]Click on the paper icon for detailed course information.
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Step 8:  If your contract information is correct, click the box to the right of “Faculty Acknowledgement”.  Acknowledge each course and stipend as applicable. Course CRN, Title and Section
If your schedule qualifies for a travel stipend you will see it here.

[image: ]





Step 9:  Click “Acknowledge Selection Positions”
[image: ]
NOTE:  Your comments are not sent out and are not accessible to be reviewed by Administration.



Step 10:  After acknowledging your teaching assignments you will see a message saying “Your change was saved successfully.” Each class you acknowledged will have a check mark and the date that you acknowledged the assignment and the acknowledgment date appears.
IMPORTANT: Remember, you will receive an email each semester when your contract is ready to be acknowledged.  If your class assignment changes, you will receive an email asking you to acknowledge the change.  
If you have questions about this process or need additional assistance, please contact Lisa Lee, Assistant Director of HR at llee@mscc.edu or phone 931-393-1542.  You may also contact Stacy Hearn, Executive Secretary at shearn@mscc.edu or 931-393-1698.
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2. The salary is contingent upon your completion of service for the full term of this agreement. In the event of failure to complete the specified term of the appointment, the salary will be prorated in accordance with the policies of t stitution.

3. This appointment and the salary are in consideration of your faithful performance to the best of your ability of the duties and responsi
to the supervision and direction of appropriate representatives of this community college.

ies assigned to you as a faculty member of this community college, and such additional duties as may be assigned you from time to time, subject
4. By acceptance of this appointment, I agree to abide by the terms of the Drug-Free Workplace Act of 1988 as defined in published institution statements and policy. I also agree to notify the Office of Human Resources of any criminal drug conviction for a violation occurring in the
workplace no later than five days after such conviction

5. You are required to notify the Office of Human Resources/Vice President for Academic Affairs should you become employed at another state agency/institution

6. Employment with this institution is contingent upon completion of the Form I-9 as required by law to certify work el
Failure to do so may result in termination of employee.

ity. The Form 1-0 is required to be completed and signed on or before the first day of employment. The first day of employment is the first day of the semester.

7. The method of payment at this institution is through direct deposit to a checking or savings account at a bank or credit union. T agree to provide the necessary account number(s) for deposit of my salary/wages.

8. The following special conditions shall govern this appointment:

A. Criminal background checks will be conducted on candidates recommended for employment. Circumstances may also arise for which background checks of current employees will be necessary in order to determine whether their employment status with the institution
should be changed. Appointment of our continued employment in a specified position is contingent upon an acceptable background check.

B.Itis a Class A misdemeanor to misrepresent academic credentials.

9. T agree to abide by the policies of the Tennessee Board of Regents and of this Institution regarding Intellectual Property (TBR Policy 5:01:06:00), and hereby acknowledge my responsibilities under those policies to disclose and possibly assign (as required under policy) Intellectual
Property developed by me, either solely or jointly with others, during the term of my employment, and to otherwise assist the Institution as required by policy in protecting rights it may have in that Intellectual Property.

10. T agree to abide by all applicable laws, policies, procedures and guidelines, including but not limited to, the Family Educa

n Rights and Privacy Act (FERPA) and complete any and all applicable training as determined by TBR or the institution.

You must signify your acceptance of this appointment under the terms and conditions set forth by electronically signing this Notice within fifteen (15) days' of this notice. This is accomplished by selecting the Faculty Acknowledgement box for each position
and dlicking the Acknowledge Selected Positions button.

It s the policy of the Tennessee Board of Regents or affiliated institution to provide employment, training, compensation, promotion, and other conditions of employment based on qualifications, without regard to race, color, religion, creed, ethnic or national origin, sex sexual
orientation, gender identity/expression, disability, age (as applicable), status as a covered veteran, genetic information, and any other category protected by federal or state civil rights law related to institutions, technology centers, and the office of the Tennessee Board of Regents.

The following person has been designated to handle inquiries regarding Contracts:
Lisa Lee
Assistant Director of Human Resources

(931) 393-1542

‘The following person has been designated to handle inquiries regarding the non-discrimination policies:
Laura Jent
Executive Director of Human Resources

(931) 393-1544

Name and ID: Ann Albritton Smotherman, A00001440
Term: 4

201710 - Spring 2017~ Go
RELEASE: 8.12.1.5
2017 Ellucian Company L.P. and its affiliates.
—y E B 00 =
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Contract Notes

Term: 201710 - Spring 2017
Contract  Part Time

Type:

Note:

Tennessee Board of Regents of the State University and Community College System of Tennessee
Motlow State Community College
Notice of Employment for Adjunct Faculty

This is to confirm your appointment as an Adjunct Faculty approved by the Tennessee Board of Regents for the period beginning January 17, 2017 and ending no later than May 6, 2017 for the Spring 2017 subject to the terms and
conditions hereinafter set forth and your acceptance thereof:

1. As an adjunct faculty member you are not eligible for employment benefits (retirement credit, state insurance plan, annual or sick leave, holiday pay, or longevity credit). Notwithstanding, social security will be deducted from your paycheck
unless you are a member of a retirement system or are a rehired annuitant as specified in 26 CFR Part 31. Under federal law you may be eligible for health insurance benefits. If you are eligible you will be notified.

2. Individuals who are retirees under the Tennessee Consolidated Retirement System (TCRS) are required to notify the Office of Human Resources immediately regarding their retirement status. A form acknowledging compliance with TCRS
employment limits should be filed with TCRS by the Institution and the employee prior to the commencement of employment.

3. Finalization of the pending assignment will be subject to sufficient enroliment in the course(s) and/or other administrative considerations. Should the class(es) not have a sufficient number of students registered, this contract automatically
becomes void

4. The institution also reserves the right to terminate this agreement and transfer the class(es) to a full-time faculty member.
5. This appointment does not include any assurance, obligation, or guarantee of subsequent employment.

6. Classes will begin on January 17, 2017 and end on May 6, 2017 including examinations. In the event you cannot meet class at any scheduled time, you must immediately contact the Dean/Director of your campus. Any absenteeism will
be reflected in your rate of pay.

7. The class roll(s) will serve as the official record of attendance and catalog description(s) as the official record of contact hours taught.

Paychecks will not be issued until all personnel requirements are met. PAYMENT WILL BE MADE ON THE LAST DAY OF THE MONTH DURING: Feb/Mar/Apr/May.
The final paycheck will not be issued until all contractual obligations have been met.

8. This agreement may be terminated without advanced notice.

9. You are required to notify the Office of Human Resources if you are currently employed at another state agency or if during the term of this contract you become employed at another state agency/institution.

” T accept the appointment as desci

ed. I understand that this appointment is not approved until all institution approvals have been obtained. I verify I have read and agree to the terms and conditions within the Notice

A

Data B = o B %





image7.png
\maoos—oz Adjunct Faculty Faculty Acknowledgment:

Acknowledgment Date: H

| |organization: [213005, English

\ Contract Type: \pa.-t Time |Contract Note: |, |

Instructional

Subject and Course  Section College DepartmentWork ~ Credit ~ Contact  Head Responsibility Compensation
Load  Hours  Hours Count  Percent
81154-01  |ENGL-1010-English IH2  AS 3.000 3.000 2.500 6 100 1,500.00
(ENGL)
Calculated Compensation: 1,500.00
Job Assignment Compensation: 1,500.00

\maoos—os Adjunct Faculty Faculty Acknowledgment:

Acknowledgment Date: H

| |Organization: 213005, English

Part Time |Contract Note: | |

Non-Instructional

LConlracl Type:

CRN- Subject and Section College Department Work ~ Credit Contact Head Responsibility Compensation
Session Course Load Hours Hours Count Percent
TS - Travel 180.000 180.00
Stipend
Calculated Compensation: 180.00

Job Assignment Compensation: 180.00




image8.png
= S|

E] oo

Al

ER=ICNC 2R IML A §- Untitled - Message (HTML) = -
& rodssh.mscc.edu owpkfcmt ispNotes?p_term= ent=| ~ inistrati Ie & jir is: ontract Notes. x
vesd g < H RS- 0@ R0 O @ - PTORETOOE st o Ao 3 LA s o oot 2] © B g prodsh e PRV pct P Dspheeip =270 =77 0 - ] G Myalow Homepage |t Do dminisistive e | & PRODG 1572 & vseriogn © e thematinisri | © corec ot  EmployeStatus Summary
2y % cu EEBl HOME | INSIRT  DESGN  PAGELAVOUT  REFERENCES  MALINGS  REVEW  VIEW  ACROBAT  FORMAT tsatee - [0 [ fj| F'e Fet Vi Fovortes Tooks Heb R
oo B Cony e o . _ o - | = Bosc. E1appl. @ Hume.. @ Aced.. BV TCRS.. ) Conc.. i Ret. @ Agen.. @ hitp.. Bl The .. @ Publ. @ Zen.. §]Defe. §)Subm.. 511085, @ Homa.. [ pac.. [ -oci Care... EIMSN &) ParT.. §)USCL. &) Admi B~ B - @ v Pagev Sfetyv Tookv @~
7 wromars W o Calibr (Body) -[11 ~| A° A" A2~ o AaBbcedc AaBbcede AaBbC AaBbCcl AAD asebcct aosbecd: aaBbCcd: AosbCcD: AaBbCDC AaBbCcD: AoBbCcD: AsBECCDL | 4 fece
Clipboard Paste  Format Painte I U-aex. X A-¥-A- TNormal | TNoSpac.. Headingl Heading 2 Title Subtitle  Subtle Em.. Emphasis IntenseE. Strong Quote  Intense Q... Subtle Ref. 1 Select~
- ormat Painter elect m tl
= m 1 2 3 B s G EERR .
2|5 e . S,
subject | G St s Secton olege Dpatment ok Crot ottt wty  Componsaton ] [
e T e | > Q
ool ompensations 150000
As-we-sta . oo 10y D ED Personal Information Student Financial Aid Faculty Services LZTIRYY Finance
o3 A Facuhy] __Focity ek hetgrent [ Ackmendedoment st I REFLECTION search Go RETURN TO FACULTY COMPENSATION MENU  SITE MAP  HELP  EXIT
recently,- ramiraton 310, o] 0
- Conrac Type P e | Comract ot M > Glow
9 - e o — M +someoas Contract Notes
, o W s -l v
Here’s-H¢ el 109000 o g I 3-D FORMAT
q neigmen compension,staos 9 b 3-D ROTATION Term: 201710 - Spring 2017
G Each-contract-type-has-anguage-specific-to-the-contract. b (D = Contract  Part Time
Log:in-to- | Thereisaifferent Contract:Note for-PartTime (PT) Type:
Dual-se -(DS), P 15 PS),No-Pay-(NP), - Note:
one-you-s § | DuarService{Ds), Personal Service(ps) No-Pay-(NP), Tennessee Board of Regents of the State University and Community College System of Tennessee
Overload(OV),-and-Summer{su).q Motlow State Community College
9 N 1 G Notice of Employment for Adjunct Faculty
Changing Contrac Notes This is to confirm your appointment as an Adjunct Faculty approved by the Tennessee Board of Regents for the period beginning January 17, 2017 and ending no later than May 6, 2017 for the Spring 2017 subject to the terms and
[Gee pofesmmpoemsm i conditions hereinafter set forth and your acceptance thereof:
urposes: =y B —
purp e 1. As an adjunct faculty member you are not eligible for employment benefits (retirement credit, state insurance plan, annual or sick leave, holiday pay, or longevity credit). Notwithstanding, social security will be deducted from your paycheck
have-alre: - unless you are a member of a retirement system or are a rehired annuitant as specified in 26 CFR Part 31. Under federal law you may be eligible for health insurance benefits. If you are eligible you will be notified.
9 o et s et ot et ot et et e et ek e e et b ot ol 2. Individuals who are retirees under the Tennessee Consolidated Retirement System (TCRS) are required to notify the Office of Human Resources immediately regarding their retirement status. A form acknowledging compliance with TCRS
Al . B S s e R T T i S R o ot employment limits should be filed with TCRS by the Institution and the employee prior to the commencement of employment.
50,-enjg P T S ST B Sy o e
-enj ety e seme Ao et o o e e St ot e e s e 3. Finalization of the pending assignment will be subject to sufficient enroliment in the course(s) and/or other administrative considerations. Should the class(es) not have a sufficient number of students registered, this contract automatically
1 “ e e e s e s e e e i becomes void.
BeSt‘RegE :.L‘.:":,"..'.‘.‘;L,’:}:;‘,’;’;:‘}:,5,’31‘;"’;“,‘.",,:?.‘,',‘,;;:m:m::;r:fm:;’mxﬁ?&:“‘""““ 4. The institution also reserves the right to terminate this agreement and transfer the class(es) to a full-time faculty member.
q e e o 5ttt e ek et 5. This appointment does not include any assurance, obligation, or guarantee of subsequent employment.
Lisa-D.-Le(~ 1 ety B O s, o e 0 oy rrd e e e 4 Ay s e 6. Classes will begin on January 17, 2017 and end on May 6, 2017 including examinations. In the event you cannot meet class at any scheduled time, you must immediately contact the Dean/Director of your campus. Any absenteeism will
Assi e D be reflected in your rate of pay.
ssistant
7. The class roll(s) will serve as the official record of attendance and catalog description(s) as the official record of contact hours taught.
Agency-Bi 9
Paychecks will not be issued until all personnel requirements are met. PAYMENT WILL BE MADE ON THE LAST DAY OF THE MONTH DURING: Feb/Mar/Apr/May.
Motlow-S| The final paycheck will not be issued until all contractual obligations have been met.
P.-0.-Box 8. This agreement may be terminated without advanced notice.
Lynchbur 9. You are required to notify the Office of Human Resources if you are currently employed at another state agency or if during the term of this contract you become employed at another state agency/institution.
llee@ms I accept the appointment as described. I understand that this appointment is not approved until all institution approvals have been obtained. I verify I have read and agree to the terms and conditions within the Notice





image9.png
BHSO0
Kl =<0 - 0o o

e’

Ja- e

HTML

CeRDMm =
RT  DESIGN  PAGELAYOUT

Calibri (Body) |11 | A" A”

1

ha
1

1

1

M

Ly

Changing
purposes .
Also,-enjg -
Best-Regg
Lisa-D.-Le
Assistant
Agency-B( -

P.-0.-Box

llee@ms

e X, Cut FLE HOME INSES
EB Copy o
Paste. Fcut
T wromary Y000
Clipboard | Paste o Painter
= Clipboard =
= .
=
sena
subject
As-we-sta
recently,-
1
Here’s*Hd
1
Log-in-to-
one-wyou-s |

ve-alre

otlow-S|

nchburg ™

IU-sx.x A-¥-A-E===

Font

Aa- A

PICTURETOOLS  Instructio

REFERENCES ~ MAIINGS ~ REVEW  VIEW  ACROBAT

FORMAT

nagbcee| Asgbcede AaBbC AaBbCel AAD aseocct acsbcene acsbeede a0sbccD. AaBbeeDe A0BbCD: AoBHCCD: AaBaCcDE
TNormal | TNoSpac.. Headingl Heading? Tite

Quote Intense Q.. Subtle Ref.

5 Paragraph 5

g 1 2 3 .

A3005 03 Adjunct Faculty| ity Acknowledament: | | Acknowledamment Dater

Orgonizaton: 213005, Enge
G Subject and
Sation

CA3003 03 Adiunct acalty|  Focolty Acknowledament | Acknowledo

Orgonization: 213005, Erge]
Won-Tnstructonal

G Subjectand comact
Settion  Couree o
L]

I
Course Information Window

s ot s Sesocated wi th cours and dscres th Pt o Term,
Campus, and Clleg o Socton.

(G Sessions 5115401

part o Teem: 1 - il Tes

Campus: 01 - ndependence pigh Schoot

(College: A5 - Columba State Comm Colege,
et indon

RS
L]

L]

Step-11:-Ifyour-contractinformatio

Acknowledge-each-course-and-travel stipen:

Ll

knowiedament Dater

3005 02 Adjunt acolty | Faculty Acknowledamen
orgonization: 213005, Eng]

A B <

Click-onthe-papericonfor-detailed-

courseinformation.§

o Rty Compensation

Colctated Compensation: 150000

Mead  Responsiity  Compensation
Coume bercom

correct, click the-box next-to-“Faculty-Acknowledgement”.

Format Picture

e - [0

Hrind -

e Replace

1% Select~
ating

OO E

> SHADOW
» REFLECTION

> Glow

» SOFT EDGES

» 3-D FORMAT

» 3-D ROTATION

» ARTISTICEFFECTS

m

rse Information Window - Internet Explor

Compensation and Ac... X | (& Employee Status Summary 3

[ s e

£ - &)@ MyMotiow Homepage | tr Days of Administrtive .. | & PROD1R2

© it/ prodh mscc edu PROD/bwpkactP_DispCrelnfoWindow p_colleg

Course Information Window

¥ This information is associated with the course and describes the
Part of Term, Campus, and College for this section.

CRN-Session: 11397-01
Part of Term: SEB - 2nd session 7 weeks
Campus:  BPB - Fayetteville Campus
College: HU - Humanities

Exit Window

RELEASE: 8.12.1.5

©2017 Ellucian Company L.P. and its affi

o~

Core.. EIMSN &)ParT... §)USCL. &) Adni

... @ The .. @ Publ.. @ Zen... &) Defe.. &) Subm... 5)108S.. @ Hums.. [ spac.. [ -oci

B v @ v Pagev Safetyv Tooksv @

RETURN TO FACULTY COMPENSATION MENU  SITE MAP  HELP EXIT

llege System of Tennessee
t, and Adjunct Faculty

ard of Regents subject to the terms and conditions hereinafter set forth and your acceptance thereof:

requirements and policies of the Tennessee Board of Regents, and the requirements and policies of this community college.

his agreement. In the event of failure to complete the specified term of the appointment, the salary will be prorated in accordance with the policies of this institution.

fonal duties as may be assigned you from time to time, subject

ance to the best of your ability of the duties and responsibilities assigned to you as a faculty member of this community college, and such addi
ty college.

-Free Workplace Act of 1988 as defined in published institution statements and policy. I also agree to notify the Office of Human Resources of any criminal drug conviction for a violation occurring in the

cademic Affairs should you become employed at another state agency/institution

-9 as required by law to certify work eligibility. The Form 1-0 is required to be completed and signed on or before the first day of employment. The first day of employment is the first day of the semester.

ing or savings account at a bank or credit union. I agree to provide the necessary account number(s) for deposit of my salary/wages.

ded for employment. Circumstances may also arise for which background checks of current employees will be necessary in order to determine whether their employment status with the institution
fied position is contingent upon an acceptable background check.

is Institution regarding Intellectual Property (TBR Policy 5:01:06:00), and hereby acknowledge my responsibilities under those policies to disclose and possibly assign (as required under policy) Intellectual
f my employment, and to otherwise assist the Institution as required by policy in protecting rights it may have in that Intellectual Property.

including but not limited to, the Family Education Rights and Privacy Act (FERPA) and complete any and all applicable training as determined by TBR or the institution

. This is accomplished by selecting the Faculty Acknowledgement box for each po:

and conditions set forth by electronically signing this Notice within fifteen (15) days' of this not

ide employment, training, compensation, promotion, and other conditions of employment based on qualifications, without regard to race, color, religion, creed, ethnic or national origin, sex sexual
a covered veteran, genetic information, and any other category protected by federal or state civil rights law related to institutions, technology centers, and the office of the Tennessee Board of Regents.
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