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Purpose:   To establish a policy regulating CCRI staff (non-faculty) teaching during regular work hours.
Policy:  CCRI staff members (non-faculty) will not be permitted to teach for additional compensation during their regular work schedule, unless deemed an emergency.  An emergency situation would exist when there is an unforeseen occurrence or unpredictable circumstance requiring immediate action. If an exception is granted, the procedures set forth below must be followed.
If permission is granted to teach during their regular work schedule, staff must discharge either vacation time or arrange a flex schedule to account for all hours beyond their regular work schedule.  If approved, the course(s) will be counted towards the maximum calendar year limit stated in Policy #0002.
Procedure:  If an emergency situation is deemed to exist, the following procedure must be followed:

(a) The Waiver Restriction Form must be completed and approved as indicated by the employee’s immediate supervisor and divisional head.
(b) A copy of the approved Waiver Restriction Form must be provided to the Payroll Office.  Payroll checks cannot be issued unless an approved Waiver Restriction Form is on file. 
Position Responsible:  Vice President for Academic Affairs/Department Chair.
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