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University of Southern Maine 

Part Time Teaching Agreement 
Credit and Credit Equivalent Courses 

Date: _________________ 

   Campus: _________________ 

    College: _________________ 

Department: _________________ 

Prepared By: _________________ 

 

 

Name: __________________________________________________ MaineStreet ID: ___________________ 

Address: ____________________________________________________________________________________ 

This Agreement verifies your teaching assignment.  The Course you are scheduled to teach is: 

Course Number: ______________________________ Class Number ________________ 

Course Title: ________________________________________________________________________________ 

Course Location: ____________________ Course Begins: _______________ Course Ends: _______________ 

Days   : _________________ Time: ____________ to: ____________ Semester: __________________ 

Days 2: _________________ Time: ____________ to: ___________  

Rank: ___________________________       Academic Credit: _____________  

Salary for this assignment is as follows:          
  Cr. Hrs.  Rate per Cr.Hr.  Salary    #Pays  Rate/Period  HR Accounting ID# 

  ______  ___________  ___________  _____  ___________ _____________________ 

Lab: ______  ___________  ___________  _____  ___________ _____________________ 

Total: ______     Total ___________   Total ___________ /Tot Cr Hrs: 

                      _____________________ 
______________________________________________________________________________________________________________________________ 

Payments shall be issued on the last day of each month at the rate per period  
(Fall semester: September, October, November, December; Spring semester:  January, February, March, April, May.) 

Part-Time Faculty members who use their personal automobile for assigned non-campus University business shall receive 
reimbursement at a rate consistent with official University policy or Article 22 of the Part-Time Faculty Agreement. Reimbursement shall 
be calculated from the campus or faculty member's residence, whichever distance is closer, to the assigned non-campus location. To be 
eligible for reimbursement, the round trip distance must exceed thirty (30) miles. 

Assignments shall be made by the appropriate administrator.  Changes in official assignment may be made in the event of unusual or 
unforeseen circumstances or by mutual agreement of the unit member and the appropriate administrator.  Courses may be retracted at any 
time by the appropriate administrator, or may not be offered to a unit member due to lack of work or enrollment or budgetary or 
programmatic consideration. An official assignment retracted within one (1) month prior to the first class meeting shall result in a 
cancellation payment of five percent 5%) plus a proportional basis for any actual classes met.  In the event a retracted official assignment 
was a course determined by an appropriate administrator to have required a significant academic preparation or to be a course not 
previously taught by a faculty member, cancellation payments specified above shall be ten percent (10%). 
 

Special terms of the agreement consistent with existing contract requirements: 
 
 
 
 
________________________________________ ______________________________________ ________________ 
HOME DEAN OR DIRECTOR:      PRINTED NAME       DATE 
 
 
________________________________________ ____________________________________ ________________ 
INSTRUCTOR:         PRINTED NAME       DATE: 
 

Distribution: Original: Human Resources  
   Copies to: Dean, Provost, Department Chair, and Instructor 
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