MOUNTWEST COMMUNITY & TECHNICAL COLLEGE
ADJUNCT APPOINTMENT

(Semester and Year)
INSTRUCTOR NAME: ____________________
This appointment letter provides notice that you are being recommended as an Adjunct Instructor at Mountwest Community & Technical College as follows:

COURSE TITLE/NUMBER/SECTION/CRN:  _________________________________________
SESSION DATES/DAY(S) OF WEEK & TIME: ________________________________________
COURSE CREDITS: ___________________________________________________________
COURSE TITLE/NUMBER/SECTION/CRN:  _________________________________________
SESSION DATES/DAY(S) OF WEEK & TIME: ________________________________________
COURSE CREDITS: ___________________________________________________________
It is understood and hereby agreed that this Adjunct Instructor appointment with Mountwest Community & Technical College (MCTC) is temporary, is on an “at will” basis, and may be terminated by MCTC at anytime for any reason.

Each appointment is expressly contingent upon the completion of each of the following requirements:  successful receipt and review of positive references, your submittal of OFFICIAL TRANSCRIPTS, successful completion of HR Orientation, verification of your identity and authorization to work in the United States, as required on Federal Form I-9, and submission and receipt of any other information or documentation requested by MCTC.

It is further understood and agreed that an appointment as an Adjunct Instructor with MCTC is restricted exclusively to the Course and Session Dates identified above.  No appointment as an Adjunct Instructor shall be construed as establishing or creating any obligations, rights and/or expectations regarding additional or future appointments, assignments or employment of any kind with MCTC.  Accordingly, each appointment as an Adjunct Instructor shall terminate at the completion of the Course identified above, if not terminated earlier by MCTC.  MCTC shall provide no further notice of termination of any appointment.  No appointment is subject to renewal.

The remuneration for the Adjunct Instructor position will be in the amount of $______ per ______ credit (hour) course or $________ per one credit (hour) course for the session date identified above, provided that this appointment is not cancelled or terminated prior to the commencement of the course.  In the event that an Adjunct Instructor commences the delivery of instruction pursuant to a course appointment and period of instruction ends for any reason prior to the scheduled completion date of the appointment stated herein, the Adjunct Instructor shall be paid on a pro-rated basis only for that portion of the session actually completed prior to termination.  No other remuneration, compensation or benefits of any kind will be provided.
This appointment may be terminated by MCTC at anytime for any reason.  It is, however, agreed and understood that, each Adjunct Instructor is obligated to adhere to the following performance requirements:

1. Each Adjunct Instructor must review and comply with all MCTC policies, handbooks, procedures, and directions, as revised or amended from time to time.

2. Each Adjunct Instructor must submit electronically to the appropriate Dean and Chair, prior to the first class session:  a copy of the course syllabus, which has been prepared in accordance with the syllabus template found in the Faculty Handbook.

3. Each Adjunct Instructor must check his/her College email address at least twice per week and respond in a timely manner.  For on-campus courses, the Adjunct Instructor must also check the on-campus mailbox at least once per week.
4. Each Adjunct Instructor must ensure that the course meets for the required number of class sessions.

5. Each Adjunct Instructor must accurately and completely record attendance at each class session (student sign-in sheets are not to be used in lieu of the instructor taking attendance and maintaining attendance records).

6. Each Adjunct Instructor must ensure that any missed or cancelled class sessions are reported to the appropriate Dean and Chair prior to the cancellation, and that a make-up plan is presented to the appropriate Dean and Chair in a timely manner.

7. Each Adjunct Instructor must ensure that each class, lab or clinical session starts on time and lasts until the end-time as designated on the syllabus.
8. Each Adjunct Instructor must prepare and submit corrected class lists, final grades and other documentation as directed by the appropriate Dean.

9. Each Adjunct Instructor must ensure that all course outcomes as set forth in the relevant MCTC course outline are met.

10. Each Adjunct Instructor must attend all meetings for which attendance has been required by the appropriate Dean and Chair.
11. Each Adjunct Instructor assigned an On-line course must provide, in advance of the commencement of the course, a copy of and/or access to all proposed course materials to the appropriate Dean and Chair for review and approval.  Also, each Adjunct Instructor shall provide the Dean and Chair with any information, including access to content, to allow for complete on-line access at anytime by the Dean and Chair to all coursework, course materials and instruction.

It is hereby acknowledged and agreed that any appointment made hereunder is subject to cancellation, revocation and/or change at anytime at the sole discretion of Mountwest Community & Technical College, including but not limited to reasons attributable to student enrollment, course demand, and/or the staffing needs and objectives of Mountwest Community & Technical College.

___________________________________________

_____________________________________
Authorized Signature of Dean





Date

ADJUNCT INSTRUCTOR SIGNATURE:

Please sign and return this document on or before _______________________________, to ________________________________ Dean of, Mountwest Community & Technical College, One Mountwest Way, Huntington, WV  25701.  
I, _____________________ (printed name), as indicated by my signature below hereon agree to and accept the terms and conditions of this appointment as indicated and defined here within.

_________________________________________

______________________________________
Signature of Instructor






Date

Due to changes in federal law relating to retirement, an option is now available for adjunct faculty to participate in a 403(b) retirement plan at the employee’s expense. Please indicate your preference related to this option by marking the appropriate box below.  If additional information is requested, you will be contacted by the Office of Human Resources, Employee Development & Payroll.
□Yes, I would like additional information.                      □ No, I would not like additional information.
FOR ADMINISTRATION USE ONLY:

CHECK ONE:  RECOMMENDED CANDIDATE ACCEPTED  ____ OR DECLINED ____ THIS APPOINTMENT.

*SIGNED ORIGINAL MUST BE FORWARDED TO HR, EMPLOYEE DEVELOPMENT & PAYROLL, ALONG WITH A PAR,  TO BE INCLUDED IN THE APPROPRIATE PERSONNEL FILE.
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