
 

 

 

 
 

  
 

  
 

  
 

Screen reader users can use arrow key and header navigation to review the text content of this form. Use the tab key to enter into the form to begin filling it out.

Request  to Teach for Additional Compensation 
(Policy 200.1.REV-B)

 
 

Employees who teach courses must obtain supervisor approval.  The teaching must not interfere with the employee’s 
duties. The maximum number of credits that can be taught by staff for extra compensation during a calendar year (July 1 – 
June 30) is three (3) credits.  Exceptions may be granted in extenuating circumstances that serve a compelling need of RBS 
or the university with the written approval of the Dean. In such a case, the applicant must attach a memo to the Dean 
explaining in detail why such an exception should be granted. 

  

  

Is this course is scheduled for days and times that are outside of the staff member’s normal work/business hours? Yes No 

________________________________________________________________ 
Employee Signature                                                                             Date

________________________________________________________________ 
Supervisor Signature                                                                          Date

All exceptions must be approved by the Dean.

 ___________________________________________________ 
Lei Lei, Dean                                                                                          Date

Email completed form to rbs-hr@business.rutgers.edu

List the course(s) you are requesting to teach for the Semester noted above.

We have discussed the request to teach the course noted above.  If the course is taught during normal business hours, we also agree the staff member will 
charge the time to vacation, personal or administrative leave.  For NE employees, we have agreed to modified scheduled noted above.

Course Title Course #:  Section     Credit Hours  Day(s) Scheduled
Start & End Time 

(00:00:xx - 00:00:xx) Delivery Method 

Appointment authorization (conditional upon the Dean’s Office signature below).  

________________________________________________________________ 
Authorized Signature                                                     Date

Is this an RBS course?   Yes             No

__________________________________________ ___________________________________________  ___________________________________________
First Name     Last Name        Email Address 

_______________________________________________ _______________________________________________________________ 
Job Title     Department 

_____________________________  
Phone Number

___________ ________________________ 
Grade FSLA Status 

_____________________________ 
Semester

Provide information on the last course taught below:

________________________   _____________________________________________________________    ___________________  ________   ___________________   _______________ 
Semester-Year           Course Title                                                                                        Course #:                             CH     Days Schedule                Delivery Method

NE”-Employees in titles coded “NE” receive overtime compensation for hours worked beyond 37-1/2 hours in
the workweek (refer to Overtime policy_60.3.14)

NL: approved teaching assignment for an NL employee that is scheduled for normal working hours must be charged to vacation, personal or administrative 
leave time.
NE:  Employees in titles coded “NE” receive overtime compensation for hours worked beyond 37-1/2 hours in the workweek.  If course is scheduled during 
normal business hours, describe how your schedule will be modified in the box below.

Rutgers Business School Newark & New Brunswick Request to Teach_1

If not, provide Unit name:




___________________________________________________ 


All regulations and procedures are subject to amendment. 
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RUTGERS POLICY 


Section: 60.3.15 


Section Title: HR/ Non-Academic Employees   


Policy Name:  Additional Compensation for Full Time Staff Members with “No Limit” (NL) Titles 


Formerly Book: 3.6.16 


Approval Authority: Senior Vice President for Administration 


Responsible Executive: Senior Vice President for Administration 


Responsible Office: University Human Resources 


Originally Issued: 9/1986 


Revisions:  12/1991; 1/31/2006; 8/3/2006 (updated administrative title), 9/9/2013 (Updated title and 
Section 3) 


Errors or changes? Contact: policies@hr.rutgers.edu 


1. Policy Statement 
Staff members in titles designated as “No Limit” (NL) do not have a fixed workweek and are 
exempt from the overtime provisions of the Federal Fair Labor Standards Act. NL staff may be 
eligible to receive additional compensation only in strictly limited situations. 


 
2. Reason for the Policy 


To outline the limited circumstances in which it is permissible to pay extra compensation to full 
time staff members with NL titles. 
 


3. Who Should Read This Policy  
This policy is applicable only to employees in Rutgers positions.  A Rutgers position is a position 
which, historically, was associated with the Rutgers University before June 30, 2013.  Individuals 
employed in Rutgers positions are processed through the PeopleSoft (RIAS) payroll system.  
These positions may be governed by different negotiated agreements and policies from those 
that would be applicable to individuals in legacy UMDNJ positions.  In this regard, individuals 
employed in Rutgers positions may be eligible for different non-State benefits than individuals 
who hold legacy UMDNJ positions. 
 


4. Related Documents 
 Policy Section 60.3.14, Overtime for Regularly Appointed Staff 


 
5.  Contacts 
 University Human Resources  


848-932-3020  
 
6. The Policy 
 
60.3.15 ADDITIONAL COMPENSATION FOR FULL TIME STAFF MEMBERS WITH  
 “NO LIMIT” (NL) TITLES 



mailto:policies@hr.rutgers.edu
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 I. Policy Statement 
 


 This policy describes the limited circumstances in which it is permissible to pay extra 
 compensation to full time staff members with NL titles.  The purpose of this policy is to 
 assure equitable treatment of our staff while recognizing that staff members without fixed 
 workweeks are not expected to receive extra compensation for work that is required as 
 part of their jobs. 
 
 Staff members in titles designated as NL do not have a fixed workweek.  They are 
 expected to work as long as is necessary to accomplish the requirements of their jobs, 
 and are exempt from the overtime provisions of the Federal Fair Labor Standards Act.  
 This policy does not apply to employees whose titles are designated as having a fixed 
 workweek (35, 37 ½ Non-Exempt (NE), or 40 hours per week) since fixed workweek 
 employees must be compensated for any hours worked beyond their established 
 workweek.  See Policy Section 60.3.14, Overtime for Regularly Appointed Staff, for 
 details concerning compensation for employees in fixed workweek titles. 


 
 II. Additional Compensation for NL Employees 
 


 NL employees are not eligible to receive any additional compensation over and above 
 their normal salaries, except for performance bonuses and acting pay in accordance with 
 university policy and in very special and strictly limited circumstances as specified below.   
 


A. Coadjutant Teaching 
 


 A staff member may be hired as a coadjutant by an academic department or 
 program of the university to teach a course when such teaching is not a 
 component of the staff member’s normally assigned position and may be paid at 
 the usual rate for teaching the course.  Teaching of the course may not interfere 
 with staff member’s regular and primary assignment.  The staff member must 
 receive the written approval from his or her supervising dean or director prior to 
 accepting a coadjutant teaching assignment.  Should a compensated teaching 
 assignment that is scheduled for normal working hours be approved, the staff 
 member must charge the time to vacation, personal or administrative leave. 


 
  B.  Compensation for Work Other Than in One’s Normally Assigned Position 
 


A staff member may be hired by a department, other than his or her own, to 
perform work that is substantially different from the normal duties associated with 
the staff member’s position, and may be paid for such additional work at a rate 
which is reasonable and appropriate.  Such work is in addition to the staff 
member’s regular and primary work assignment and may not interfere with it.  
The employee must receive permission from his or her immediate supervisor 
before accepting such additional work.  The supervisor in whose area the work is 
to be performed must insure that such secondary working arrangements do not 
interfere with the staff member’s regular and primary assignment. 


 
 C. Compensation for Additional Work in a Staff Member’s Normally  
  Assigned Position 
 


 Cash compensation to NL staff for additional work in one’s own normally 
 assigned position is not permitted.  Only in extraordinary circumstances, when a 
 staff member is required by his or her supervisor to work substantially more 
 hours per week than would normally be expected for a substantial number of 
 weeks, may it be appropriate for the staff member to receive additional 
 compensation in the form of administrative leave approved in writing by the dean 
 or director.  Such administrative leave must be used within 12 months after the 
 time it is granted.   
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POLICY 200.1 REV-B 
OFFLOAD TEACHING BY STAFF FOR ADDITIONAL COMPENSATION


 Lei Lei, Dean, Rutgers Business School – Newark and New Brunswick 


(Policy 200.1 effective Date 9/1/2015; Revised Policy 200.1.REV-B effective 1/1/2019) 


This revised policy statement applies (effective from the date above) to all RBS staff members. It revises 
the policy instituted on September 1, 2015, and clarifies restrictions that are applicable to senior 
administrators. It also reviews relevant University policy. (The policy applicable to faculty is outlined in 
Policy 200.1.REV-A).  


A. UNIVERSITY POLICIES FOR STAFF MEMBERS 


The general policy relating to extra compensation applicable at the University system level may be viewed 
at this URL:  http://policies.rutgers.edu/contents_index.shtml.   


Section 60.3.14 applies to staff with a fixed workweek, and Section 60.3.15 for staff without a fixed work 
week.  Staff with a fixed workweek must be paid overtime for all work over the number of hours in their 
workweek.  


Staff without a fixed workweek can be paid monetary compensation for additional work only if it is 
outside in one’s normally assigned duties. Paid coadjutant teaching is permitted if it is authorized in 
writing by the direct supervisor (i.e., Dean, or responsible Vice/Associate Dean, or Director) in charge of 
the program, office, or department. If the work takes place during working hours, the staff member must 
charge vacation time against it. The work must also not otherwise interfere with the person’s duties.   


B. REVISED RBS POLICY ON ADDITIONAL COMPENSATION FOR TEACHING BY STAFF 


1. STAFF BELOW ASSOCIATE DEAN RANK (below Grade 9) except those reporting
directly to the Dean.


Staff members (below the rank of Associate Dean) undertaking activities for extra 
compensation must secure written approval, in advance, from the appropriate 
director, associate or vice dean. Teaching or other activities for extra compensation 
should be approved only if they do not interfere with a staff member’s full-time duties. 
The maximum number of credits that can be taught by such staff for extra compensation 
during a calendar year (July 1 to June 30) is three (3) credits.


Exceptions may be granted in extenuating circumstances that serve a compelling need of
RBS or the university with the written approval of the Dean. In such a case, the applicant
must submit a memo to the Dean explaining in detail why such an exception should be
granted.
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A staff member who receives extra compensation for teaching abroad (or on-campus 
during the regular workday (i.e., from 8:30 AM – 5:00 PM) must charge vacation, 
administrative, or personal holiday time for all regular work-days devoted to those 
assignments. This limit does not apply to supervision of internships/coops, undergraduate 
and graduate research or corporate consulting projects, and other individualized student 
learning activities for which extra compensation may be paid. 


2. STAFF AT OR ABOVE ASSOCIATE DEAN RANK (Grade 9 & Above) & STAFF
REPORTING DIRECTLY TO DEAN


Teaching for extra compensation by administrators at the rank of Associate Dean or higher
must have the prior written approval of the Dean (using FORM 1 attached). A staff
member who receives extra compensation for teaching abroad (or on-campus during the
regular workday) must charge vacation, administrative, or personal holiday time for all
regular work-days devoted to those assignments.


The maximum number of credits that can be taught by such senior staff for extra
compensation during a calendar year (July 1 to June 30) is three (3) credits. This limit
does not apply to supervision of internships/coops, undergraduate and graduate research or
corporate consulting projects, and other individualized student learning activities for
which extra compensation may be paid.


3. FACULTY HOLDING FULL-TIME ADMINISTRATIVE POSITIONS


Faculty members appointed to full-time administrative positions that relieve them of
regular teaching responsibility cannot teach as co-adjuncts for extra compensation without
the written approval of the Dean.


The maximum number of credits that can be taught for extra compensation during a
calendar year (July 1 to June 30) is three (3) credits. This limit does not apply to the
supervision of undergraduate internships/coops and honor theses for which extra
compensation may be paid.
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FORM  1 


APPROVAL OF PAID TEACHING BY RBS ASSOCIATE/VICE DEANS 
AND DIRECTORS 


 
 
Instructor’s Name: 
__________________________________________________________ 
 
Administrative Position: 
__________________________________________________________ 
 
SEMESTER: _______________________________________________ 
 
Number and title of course to be taught:  
 
__________________________________________________________ 
 
Dates and time course will be taught: 
__________________________________________________________ 
 
Where will the course be taught? 
__________________________________________________________ 
 
Expected number of students enrolled: 
__________________________________________________________ 
 
Compensation for the course: 
__________________________________________________________ 
 
Recommended by (Dept. Chair or Program Director): 
 
__________________________________________________________ 
 
 
 
Approved: 
 
___________________________________       ____________________ 
RBS Dean         Date 
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RUTGERS POLICY 
 
Section: 60.3.14     
 
Section Title: HR/Non-Academic Employees 
 
Policy Name: Overtime/Comp Time for Regularly Appointed Staff


1
 


 
Formerly Book: 3.6.15 
 
Approval Authority: Senior Vice President for Administration 
 
Responsible Executive: Senior Vice President Administration 
 
Responsible Office: University Human Resources 
 
Originally Issued: 2/1977 
 
Revisions: 4/5/2004; 6/30/2006; 5/18/2011 7/1/2013, 9/9/2013 (Updated title and Section 3) 
 
Errors or changes? policies@hr.rutgers.edu 
 
1. Policy Statement 


Regularly appointed staff employees may be eligible for overtime compensation in specific 
circumstances. 
 


2. Reason for Policy 
To provide guidelines on eligibility for overtime pay.  
 


3. Who Should Read This Policy 
This policy is applicable only to employees in Rutgers positions.  A Rutgers position is a position 
which, historically, was associated with the Rutgers University before June 30, 2013.  Individuals 
employed in Rutgers positions are processed through the PeopleSoft (RIAS) payroll system.  
These positions may be governed by different negotiated agreements and policies from those 
that would be applicable to individuals in legacy UMDNJ positions.  In this regard, individuals 
employed in Rutgers positions may be eligible for different non-State benefits than individuals 
who hold legacy UMDNJ positions. 
 


4. Related Documents 
Policy 60.3.15, Additional Compensation for Full-Time Staff Members with “NL” Titles 
 


5. Contacts 
University Human Resources: 848-932-3020 
Office of Labor Relations: 848-932-3914 
 


6. The Policy 
 
60.3.14 OVERTIME FOR REGULARLY APPOINTED STAFF EMPLOYEES (Class 1) 
 


I. Overtime for Regularly Appointed Staff
2
 


                                                 
1
 Refer to Section 60.1.5 for overtime/compensation rules for Class 3 & Class 4 employees. 


2
 Always refer to appropriate collective negotiations agreements for any variations or additional details regarding 


Overtime, Compensatory Time or compensation. 



mailto:policies@hr.rutgers.edu
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A. Eligibility for overtime compensation 


 
The Fair Labor Standards Act (FLSA) provides for overtime compensation for 
certain job categories, such positions are designated as non-exempt. In addition, 
Rutgers policies and negotiated agreements may further extend eligibility criteria 
for certain job categories as described in this policy. Each job title at the 
University has a designation which indicates whether employees in the title are 
eligible for overtime compensation or not.  


 
1. Non-Exempt from FLSA (Eligible for Overtime) 


 
a. “35”- Employees in titles coded “35” receive overtime 


compensation for hours worked beyond 35 hours in the 
workweek. 
 


b. “NE”-Employees in titles coded “NE” receive overtime 
compensation for hours worked beyond 37-1/2 hours in 
the workweek. 
 


c. “40”-Employees in titles coded “40” receive overtime 
compensation for hours worked beyond 40hours in the 
workweek. 
 


2. Exempt from FLSA (Not eligible for Overtime)  
 
a. “NL”- Employees in titles coded “NL” are exempt from the 


overtime provisions of the Fair Labor Standards Act and are 
neither eligible for, nor entitled to receive, overtime 
compensation. 
 


b. “NC”- This title code applies to a limited number of exempt 
supervisory staff who are regularly required to work on their 
scheduled days off. They are not entitled to overtime; 
however, they are eligible for compensation when they are 
required to work on a scheduled day off. 
 


c. “N4”- This title code applies to exempt employees who are 
required to work a minimum of 40 hours per week because 
their primary function is directly to supervise non-exempt, 40 
hour, fixed workweek employees. 
 


B. Workweek 
 
The workweek at the university is 12:01 a.m. Saturday to midnight Friday.


3
 


 
C. Hours worked 


 
With respect to non-exempt staff, “hours worked” are computed by adding all 
hours actually worked during the workweek plus any paid time off, such as 
vacation and sick time, except as modified by collective negotiations 
Agreements (Call the Office of Labor Relations for information on how to 
calculate “hours worked”.) 


 
D. Employees may be required to work reasonable amounts of overtime. All 


requests to work overtime from work units and from employees must be made 
in writing. 


                                                 
3
 Always refer to appropriate collective negotiations agreements for any variations or additional details. 
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E. Except in narrowly defined circumstances, all time worked for the university by 
employees in non-exempt positions including work in two or more 
departments and at special events as well as the employee’s own department, 
must be considered in determining whether overtime compensation is due. 
Even unauthorized overtime must be compensated. Supervisors must not 
allow non-exempt employees to volunteer services prior to discussion with the 
Office of Labor Relations, except that such prior discussion is not necessary 
when the volunteer service is with respect to bona fide fundraising activities 
sponsored by the Rutgers University Foundation. 


 
F. Type and Amount of Compensation Due 
 


1. Non-exempt Staff 
 
Overtime compensation may be in wages, at time-and-one-half the 
regular hourly rate, or in time off, at one-and-one-half hours off for 
each overtime hour worked, as follows: 


 
a. Union aligned staff – Consult the applicable collective 


negotiations agreements. 
 


b. “Confidential” clerical staff will receive either wages at time-
and-one-half, or time off at a rate of one-and-one-half hours 
for each hour worked beyond the workweek, at the discretion 
of the work unit. 
 


c. Non-aligned staff who are designated “35” hour workweek, 
“40” hour workweek, or 37-1/2 hours workweek (“NE”) will 
receive either wages at time-and-one-half, or time off at a rate 
of one-and-one-half hours for each hour worked beyond the 
workweek, at the discretion of the work unit. 


 
With respect to Paragraphs F(1)(b) and F(1)(c) above, where the work 
unit has decided that such compensation will be given in time off 
rather than in wages, the department must not allow more than 120 
hours of Compensatory Time (80 hours at time-and-one-half) to 
accrue unless specific authorization is given by the appropriate 
Chancellor or Vice President. If possible, employees should be 
advised at the time of assignment of overtime work whether the 
compensation will be in time off or in wages. Where the compensation 
is to be in wages, payment should be made in the pay period in which 
the overtime is worked, if possible. If that is not possible, then 
payment must be made in the following pay period. Where 
compensation for overtime hours will be in Compensatory Time, such 
accrued Compensatory Time may be taken by the employee provided 
the time off is scheduled in advance and provided the time selected 
does not unduly disrupt departmental operations. Work Units are 
required to maintain accurate records of compensatory time owed and 
to grant such time as soon as possible after the week in which the 
overtime is accrued. Further, work units shall keep in mind future 
ramifications of deciding to compensate for overtime hours in time off 
rather than in wages, since employees are entitled to a cash payment 
upon leaving employment, upon transfer to a different department, or 
prior to the expiration of a grant. All earned and accrued 
Compensatory Time must be utilized or compensated for in wages by 
the first pay period in June of every fiscal year. 
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2. Exempt staff “NC” 
 
When a staff member in a title designated “NC” is required by the 
work unit to work on his/her regularly scheduled day off, or on a 
holiday, he/she will receive an alternate day off. If the work unit is 
unable to grant another day off within a month, the employee will be 
paid for the day in wages at straight time. 
 


3. Exempt staff “NL” 
 
Where unusual work demands require employees in “NL” titles 
consistently to work far beyond regular business hours, such 
employees may be given time off with the approval of both the 
employee’s supervisor and the appropriate Vice President or 
Chancellor. Employees in “NL” titles have no claim nor entitlement to 
hour-for-hour time off or to cash compensation, and work unit heads 
are not permitted to grant compensation, except as set forth in Policy 
60.3.15 (formerly Policy 3.6.16). 


 
G. Part-time Employees 
 
 Part-time employees in non-exempt titles 
 


Such employees are eligible to receive overtime compensation as set forth in 
F(1) only for hours worked beyond the normal workweek established for their 
titles. For example, an employee in a title designated “40” who regularly works 
only 20 hours per week will receive only straight-time pay for any extra hours 
he/she may work up to 40 hours in a workweek. 
 


H. Exempt Employees – Extraordinary circumstances 
 
Where unusual work demands require employees in “NL” titles consistently to 
work far beyond regular business hours, such employees may be given time 
off with the approval of both the employee’s supervisor and the Vice President 
for Faculty & Staff Resources. Employees in “NL” titles have no claim nor 
entitlement to hour-for-hour time off or to cash compensation, and department 
heads are not permitted to grant compensation except as set forth in Policy 
60.3.15 (formerly Regulation 3.6.16). 
 
1. Premium time for work on a holiday 


 
Fixed workweek employees (“35”; “NE”; “40”) authorized to work on 
an observed holiday will earn premium compensation at time-and-
one-half for the hours worked on the holiday. This premium 
compensation will be in addition to the pay due for the holiday, but 
there will be no pyramiding of the overtime compensation benefit. The 
premium compensation for holiday work will be paid regardless of the 
total number of hours worked during the workweek. 
 
Always refer to the appropriate collective negotiations agreements for 
any variations or additional details. This policy does not apply to 
employees who are not entitled to paid holidays.  
 


2. Overtime work in another work unit or department 
 
Prior to employing a Rutgers employee outside of their regular 
position, or their regular work unit or department, hiring units must 
receive authorization from University Human Resources. Please 
contact the Office of Labor Relations for this authorization. 
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3. Special situations 


 
The Office of Labor Relations provides information regarding overtime 
compensation in other work situations not specifically addressed in 
this policy (for example, travel time, trainees, and work different from 
the regular duties of the title). 
 


4. PeopleSoft attendance recording system will be the official University 
record for all compensatory time earned, used and accrued. 


 
I. Overtime Procedures 


 
1. Authorization 


 
All overtime must be authorized by the Vice President or Chancellor 
or designees in charge of the area. Each Vice President and 
Chancellor will promulgate procedures regarding overtime 
authorization appropriate to the particular area. 
 


2. Departmental Record Keeping Requirement  
 
The FLSA requires the employer to maintain a record of hours worked 
by employees who are eligible for overtime; therefore, it is the 
responsibility of every department to keep accurate records of the 
hours worked each day by these employees. 
 


3. Payment 
 
Payment of wages overtime compensation due should be made in the 
pay period in which the overtime is worked, if possible; if that is not 
possible, then payment must be made in the following pay period. 
 
Overtime must be submitted via Time & Labor in PeopleSoft. 
 


J. Nothing in this policy precludes a work unit from changing the work schedule 
of an employee.  It is recommended that prior to implementing a schedule 
change, a work unit contact the Office of Labor Relations to discuss any 
issues or requirements arising from collective negotiations agreements or 
university policies or practices. 


 
II. Interpretation of Policy 


 
Please contact the Office of Labor Relations for interpretations or assistance 
with this policy. 
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