For Full-Time Staff Members Performing Tasks in Academic Affairs
Prior to performing supplemental tasks, TWU full-time staff members who accept supplemental tasks in Academic Affairs must report the manner in which the supplemental tasks will relate to their full-time work schedules.  This form is to be completed, reviewed and approved before any Academic Affairs work can begin.

Description of supplemental tasks: (If a course is to be taught, give the title, prefix and number and instructional method.)

Manner in which supplemental tasks will relate to full-time position:

· Tasks will be performed within regular work hours.

Describe how regular hours will be made up or reported (e.g., taken as vacation, lunch hours, etc.)

· Tasks will be performed outside regular work hours.

      Explain how work will be performed outside regular work hours.

Employee                                                                                       

              Date

Requesting (Hiring) Department Head Signature                                                           Date
Regular Position Head (Direct Supervisor) Signature



Date

Requesting (Hiring) Dean Signature





Date
