Procedures for initiating instructor payment for graduate thesis compensation

(as outlined in the Policy on Compensation for Graduate Theses, Capstones, Independent Scholarship Experiences, and Research Projects)
1. Program Director will make an email request to the Associate Dean for the addition of the appropriate course and instructor.  Copies of the email also should be sent to the Program Secretary, Anna Gross and Jean Harkins.

2. Upon approval by the Associate Dean, the Program Secretary will send an email to Anna Gross requesting payment for the instructor and include the name of the student and the course for which s/he is enrolled.  The email to Anna should also include the short code to be charged, and the semester in which the student will be enrolled.  Program Directors should always be copied on this email.

3. In order for the instructor to be paid in a timely fashion, Anna must receive the above information at least two weeks prior to the start of the semester (this applies to all four semesters).  If the information is not received by two weeks prior to the start of the semester, the faculty member will still be paid, but there will be a delay in the receipt of their payment.

4. Once Anna has received the appropriate information from the Program Secretary, she will prepare a submittal form for payment and reply to the Program Secretary’s email indicating the payment schedule.  (for fall and winter, faculty will receive their stipends in four monthly payments; for spring and summer faculty will receive their stipends in two monthly payments).  Anna will also create Spreadsheets by semester to track these changes.

5. Program Secretaries will check the monthly Gross Pay Registers to confirm that faculty payments have been made.

