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Office of the Provost

Processing of Adjunct/Visiting Scholar Faculty Appointments
http://www4.nau.edu/louie/affiliaterequest.html
Application -  A request for adjunct/visiting scholar status must be sponsored by the appropriate department Chair through a memo to the Dean who forwards a recommendation to the Provost which contains the faculty member’s vita, the Dean and Chair’s recommendations, a completed Affiliation Authorization & Application Form (http://www4.nau.edu/louie/affiliaterequestform.doc ), and an NAU Volunteer Form (http://home.nau.edu/purchasing/plis/volunteer.asp) as appropriate. NAU defines adjuncts as “non compensated” positions which is much different from other institutions. The information below is from the purchasing web site http://home.nau.edu/purchasing/plis/volunteer.asp:
Volunteers are those persons doing University work under the direction and control of University officials and do not receive payment by anyone for these activities.
The University’s insurance program, administered by the State of Arizona, Risk Management Division covers liability arising from the acts of ‘registered’ volunteers while providing service to the University in an authorized capacity.  This coverage will provide legal defense for claims made against the registered volunteer for alleged harm to others or damage to property of others.  Settlement of claims and/or payment of court judgments are made by the State of Arizona, Risk Management Division and/or Arizona Attorney General’s Office on behalf of Northern Arizona University.  This insurance program is statutory, governed by Arizona Revised Statutes §41-621, et seq.
1. To complete the Affiliation Authorization & Application Form:
· First section, third box - the Affiliation Type is “adjunct ________dept.”  (eg, Adjunct, Biological Sciences).

· Third section - the Sponsor is the department chair/director.

· Fourth section - the Contact should be left blank. 
· Routing Instructions - do not send the form to the Affiliate Management Office as indicated on the form. Instead, please send the form with the documentation listed above to the Office of the Provost.
When the paperwork is approved, the faculty member will receive a letter of appointment from the Provost.   
2. Term of appointment – The list of adjuncts/visiting scholars for each department will be reviewed annually.

3. Review of Adjunct/Visiting Scholar List – At the end of each fiscal year, the colleges will receive a list of adjuncts/visiting scholars and will be requested to update the list.  If the appointment is still active and in the best interest of the university, the affiliation will continue. 
4. Benefits and privileges – Adjunct/Visiting Scholars are eligible for library privileges (restrictions may apply), a campus ID card, a parking permit, a telephone listing in the NAU directory,  and an e-mail account by calling Information Technology Services to request a password and userid (523-1511 or 888-520-7215). However, an adjunct appointment is unpaid. See the Adjunct/Visiting Scholar Affiliates Information sheet which is mailed with the Provost’s letter of appointment.
Questions regarding this process may be directed to the Office of the Provost, 523-0012.

Office of the Provost
Information on Adjunct/Visiting Scholar Faculty Appointments

“Adjunct faculty members are individuals who are academically qualified or qualified through relevant non-academic experience to render valuable service to the university. The adjunct faculty position is a non-compensated position.

Applications and nominations for adjunct faculty are reviewed by the faculty of the department or academic unit and recommended for appointment by the Chair or Director to the Dean who recommends to the Provost.

Adjunct faculty are non-tenure eligible. Since the adjunct appointment is a non-compensated position, an adjunct faculty member must be appointed to another appropriate rank of contract employment to receive compensation.” (Ref. Conditions of Faculty Service, Section 1.2.2, http://www2.nau.edu/~provo-p/doc/conditions2.htm).

“Visiting Scholars are typically non-compensated faculty members from another institution who spend a limited period at NAU for purposes of collaboration or research. The request for such an appointment is reviewed by the faculty of the department or academic unit and recommended by the Chair or Director to the Dean who recommends to the Provost. Since the visiting scholar appointment is a non-compensated position, a visiting scholar faculty member must be appointed to another appropriate rank of contract employment to receive compensation.” (Ref. Conditions of Faculty Service, Section 1.2.2, http://www2.nau.edu/~provo-p/doc/conditions2.htm).
Services Available: Adjuncts/Visiting Scholars are entitled to the following optional services which must be initiated by the faculty member as described:

· Email – to obtain an email account, call Information Technology Services at 928-523-1511 or toll free at 888-520-7215 and request a userid and password. ITS will ask for your name and social security number to verify your identity.

· ID Card – a picture ID may be obtained at the University Union, Bldg. #30, Room 115. The ID card office will request a driver’s license or other photo ID. Hours and location vary during registration and summer sessions. Changes are posted at the office and on the lost card hotline at (928)523-1906. The web address is: https://naucard.blackboard.com/webapps/portal/frameset.jsp 
· Parking – an affiliate parking permit may be purchased at Parking Services, 113 Dupont Ave West, Centennial Bldg., #91, 928-523-6623 or see this web site: https://www4.nau.edu/parking/permits/prices.asp
· Library – Adjunct/Visiting scholars have full faculty privileges from the Cline Library including faculty check out periods; document delivery services; use of reserves services for courses; and support from the Library's academic programs staff. 
A picture ID is required to check out materials from the library.  All other services are available from the Library's web site:  http://library.nau.edu/
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