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Welcome to Summer Session 2018! 
 
The Faculty Appointment Process is Different for Summer Session 
 
Summer procedures for hiring and approving faculty to teach differ slightly from the academic 
year. Faculty are hired as “by agreement”. Open recruitment is not required for Summer 
Session appointments. An appointment letter is generated by Summer Session or ASES after 
appointments are confirmed to be within campus policy. To verify that an instructor is eligible 
to teach, please refer to Academic Personnel Manual, APM-661 and APM-662. 
 
Faculty Appointment Goal: To list as many instructors as possible in the Schedule 
of Classes when it goes live on March 22, 2018. 
 
Historical data shows that students are hesitant to enroll in Summer Session if they don’t 
know who is teaching a course. Summer Session wants to avoid cancelling courses due to low 
enrollment, so getting instructors assigned to the Schedule of Classes as soon as possible is 
essential. Summer Session cannot add a visiting instructor to the Schedule of Classes until they 
accept their Appointment Letter and their appointment is active in PPS. We need your help to 
make that happen. 
 
Using this Handbook 
 
The information provided in this handbook includes sample appointment documentation, as 
well as guidelines and procedures outlined in the 2018 Summer Session Guidebook. Both this 
handbook and the 2018 Summer Session Guidebook can be found at the Summer Session 
website under the tab “Staff and Faculty Resources” at summer.ucsd.edu.   
 
Thank YOU for Making Summer Session a Success! 
 
The success of summer depends on academic departments, colleges and programs hiring a 
balanced combination of UC San Diego faculty, Associates-In, and visiting instructors. We 
appreciate your spirit of teamwork to make Summer Session 2018 a success! 

http://summer.ucsd.edu/
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WHAT’S NEW FOR SUMMER 2018 
 
Courses 

• The Instructional Scheduling Assistant (ISA) will not have necessary features for Summer Session business 
processes in time to use for summer 2018. Schedule Build process will continue for Summer 2018. 

• Continue simplified process for course endorsements. Departments can cc: Dean/Chair when emailing 
course proposals to Summer Session. 

• Please include Global Seminar, Travel Study courses on your Schedule Build worksheets. 
 
Faculty 

• Continue using SharePoint for faculty appointment file routing, as well as for file sharing of appointment 
letters and payroll worksheets. Continue using ASES for Associates-In appointments. 

• UC San Diego lecturers are now eligible to teach Global Seminars. 
• FERPA training is required by all Summer Session faculty. 
• Summer Graduate Teaching Scholars is continuing. Students must be first-time Associates-In. 

 
Programs 

• A Summer Success Program Steering Committee and Coordinator Committee were formed. 
• New Success Programs in 2017: Summer Academy in the Arts & Humanities, Summer Bridge – Math Track, 

Triton Prep, Triton Sophomore Scholars.  
• Continuing Success Programs in 2017: Summer Bridge, Summer Engineering Institute, Summer Transfer 

Academy, Triton Edge  
• Marketing strategy for Summer Success Programs included a partnership with Admissions Office on a 

calling campaign. 
• Financial transparency across the Summer Success Programs included various fee postings to student 

accounts. 
 

Students  
• Live Chat feature on Summer Session website to deliver quick responses. 
• Online Academic Integrity tutorial for new and visiting students is required. 
• Implemented one-time document fee for new and visiting students. 
• Integrate web-based preauthorization tool for enrollment into the new campus-wide enrollment system 

EASy (Enrollment Authorization System). 
• High school students for self-serviced application, enrollment, and registration. 
• Credit card option available for tuition payment. 
• Tutoring in mathematics, chemistry and writing provided by the Teaching + Learning Commons. 
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SUMMER SESSION COMPENSATION 
 
One Summer Session course is a 50% appointment. An instructor may teach up to 2 courses per Session. (Three or 
more courses in the same session would exceed 100% appointment.) 
 
Total salary for each session, including course salary and any bonuses, will be determined after the student refund 
deadline to drop courses. (2nd Enrollment Snapshot) 
 
Final Dates to Determine Salary 
Session 1 – July 9, 2018 
Session 2 – August 13, 2018 
  

Science Lab 
Bonus 

Success  
Bonus 

Enrollment  
Bonus 

Course  
Salary 

87.5% of Course Salary 
See pg. 6 for details. 

$2,500 
See pg. 6 for details 

Enrollment greater than 50 
students: 

 
$20 per Student (51-200) +  

$10 per Student (201+) 

Full Course Salary 
 

3-6 Unit Course 
8.5% of Annual Salary 

1-2 Unit Course 
4.25% of Annual 

Salary 
 

$10,000 Maximum per course 
 

Low Enrollment 
Courses with < 15 students may be 

paid on contingency: 
 

$100 × Units × Students 
 

Not to exceed full course salary. 
 

Graduate Students not eligible for 
contingent salary (Article 23). 

 

MAX ALLOWED for ALL 
SUMMER COMPENSATION 

 
33% of UC Annual AY 

Salary 
(1/9 for 3 summer mos.=3/9) 

See APM-600 
 

43% limit for Emeriti 
(Recall faculty) 

See APM-205 
 

Academic Administrators 
(Ex: Provost, Dept. Chair) 
AP reviews case by case 

 
 

Note  
Instructors who teach 4 
courses in Summer Session 
will exceed the 33% of UC 
salary maximum if they 
earn less than $120,000 
annual salary! 

http://www.ucop.edu/academic-personnel-programs/_files/apm/apm-600.pdf
http://www.ucop.edu/academic%E2%80%90personnel%E2%80%90programs/_files/apm/apm%E2%80%90205.pdf
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SUMMER SESSION COMPENSATION ~ CONTINUED 
 
Pay Dates for Summer Session 2018 

Session 1 – 8/1/18 
Session 2 – 8/31/18 
Special Session – Either 8/1/18 or 8/31/18 

 
Eligibility Criteria 
Departments are required to verify eligibility for each proposed instructor. Please review Academic 
Personnel Manual, APM-661 and APM-662 (See pgs. 12-17). 
http://www.ucop.edu/academic-personnel-programs/_files/apm/apm-661.pdf 
http://www.ucop.edu/academic-personnel-programs/_files/apm/apm-662.pdf 
 
Annual Salary on June 30, 2018 
Even though Summer Session courses are taught July-September, all Summer Session instructors are paid 
based on their annual salary on June 30, 2018. 
 
Visiting Instructors  
Summer Session must pay visiting instructors an annual salary that corresponds to UC San Diego faculty 
with comparable experience. 
 
Departments recommend an annual salary that aligns with UC San Diego salaries for the department 
and aligns with other faculty with similar experience and degrees. The rates in effect as of June 30, 
2018 must be used - NOT July 1, 2018. 
 
Visiting Lecturer (1550): Use the Unit 18 Salary Scale, 7/1/17.   
https://academicaffairs.ucsd.edu/_files/aps/compensation/scales/LectSrLect-AY.pdf 
 
Visiting Professor: Use the Professor Salary Scales, 7/1/17.   
http://academicaffairs.ucsd.edu/_files/aps/compensation/scales/Professor_AY.pdf 
http://academicaffairs.ucsd.edu/_files/aps/compensation/scales/Professor_AY_BEE.pdf 
http://academicaffairs.ucsd.edu/_files/aps/compensation/scales/LPSOE-AY.pdf 
 
 

FERPA Training for Faculty  
Summer Session faculty with access to student records must comply with the Federal Family Education
al Rights and Privacy Act (FERPA) by taking an online FERPA course. The FERPA course is offered via UC 
Learning Center, takes about 30 minutes to complete, and is valid for 3 years.  
 
More details about the FERPA training requirement can be found at:  
https://blink.ucsd.edu/instructors/advising/confidentiality.html  
http://adminrecords.ucsd.edu/Notices/2017/2017‐2‐15‐1.html  
 
 
  

http://www.ucop.edu/academic-personnel-programs/_files/apm/apm-661.pdf
http://www.ucop.edu/academic-personnel-programs/_files/apm/apm-661.pdf
http://www.ucop.edu/academic-personnel-programs/_files/apm/apm-662.pdf
http://www.ucop.edu/academic-personnel-programs/_files/apm/apm-662.pdf
https://academicaffairs.ucsd.edu/_files/aps/compensation/scales/LectSrLect-AY.pdf
http://academicaffairs.ucsd.edu/_files/aps/compensation/scales/Professor_AY.pdf
http://academicaffairs.ucsd.edu/_files/aps/compensation/scales/Professor_AY_BEE.pdf
http://academicaffairs.ucsd.edu/_files/aps/compensation/scales/LPSOE-AY.pdf
https://blink.ucsd.edu/instructors/advising/confidentiality.html
http://adminrecords.ucsd.edu/Notices/2017/2017%E2%80%902%E2%80%9015%E2%80%901.html
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SUMMER SESSION COMPENSATION ~ CONTINUED 
 
Fiscal Year Employees Cannot Exceed 100% Appointment 
Fiscal year academic and staff employees may teach in Summer Session by exception only. The 
exception memo must state how the employee’s primary appointment will be adjusted so that the 
Summer Session course(s) do not cause him/her to exceed 100% appointment. Reducing a fiscal year 
appointment may affect an employee’s benefits, retirement, and service credit. Summer Session 
recommends consulting with HR to understand the pros & cons of reducing a fiscal year appointment 
before accepting a Summer Session teaching appointment. 
 
Summer Success Programs Bonus 
Instructors of record teaching courses for Summer Success Programs may be eligible for a Success 
Bonus of $500 per week, at the discretion of the Success Program Director. In Summer 2017, Success 
Bonuses were paid for the following programs: 

• Summer Bridge – Math Track 
• Summer Engineering Institute 
• Summer Transfer Academy 
• Triton Prep 

 
Science Lab Bonus – Biological Sciences Division & Physical Sciences Division 
On a per course basis, faculty teaching wet lab science courses (2 or more Units) with enrollment of 20 
or more students may be eligible for a Science Lab Bonus of 87.5% of their Summer Session Course 
Salary. 
 
Summer Graduate Teaching Scholars (SGTS) 
Graduate Students selected for the Summer Graduate Teaching Scholars (SGTS) program are awarded 
extra compensation for their participation in mentor sessions with a faculty mentor, the Center for 
Engaged Teaching, and former SGTS scholars. SGTS faculty mentors also receive a $500 stipend to their 
research fund. The total payments to program participants are: 
 

SGTS Graduate Students Faculty Mentor 
1. Regular Summer Session course salary 

through Department payroll 
 

2. $1,200 award, processed through 
Graduate Division 

$500 transferred to a research fund – NOT paid as 
payroll. 
 
Departments - Please forward the research account 
index to Denise Christensen (dchristensen@ucsd.edu) 
in VC-AA by March 9, 2018. 

 
 
Use SOFI for Summer Session 2018 Payroll 
Departments should no longer be using the old Summer Session fund (20290A) for 2018. Please use 
SOFI 99100A with a Summer Session index. The index can be created under programs 409601. 
 
  

mailto:dchristensen@ucsd.edu
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Teaching Assistant (TA) Allocation for Summer Session 2018 
Departments will continue to receive block funding for TA/Reader/Tutor instructional support. 
Departments will also receive $500 per course (for courses will enrollment of 10 or more students) and 
$13 (Arts & Humanities, social sciences) or $33 (engineering, Biological and Physical Sciences) per 
student. The entire allocation amount will be transferred to departments in November 2018.  
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Four Main Summer Session Faculty Groups 
 

 

SUN GOD - UC San Diego Faculty  
Have 2017-2018 AY Teaching Appointment 
 
Professor AY/Associate Prof. AY /Assistant Prof. AY 
Professor AY BEE/Associate Prof. AY BEE/Assistant Prof. AY BEE 
Lecturer SOE & PSOE 
Lecturer AY, Teaching Current Year 
Adjunct Professor AY 

 

 
STONEHENGE - UC San Diego Faculty & Staff  
Do Not Have 2017-2018 AY Teaching Appointment 
 
Recall (Emeriti), Teaching Only 
Recall (Emeriti), Teaching & Research, Clinical and/or Administrative 
Fiscal Year Appointments – Researchers, Postdocs, Provost 

 

 
RED SHOE - Visiting Instructors 
 
Visiting Professor 
Visiting Lecturer 

 

 
TRITON - Graduate Students 
 
Associates-In 

 
 
 
 
  



  
 

LB, 11/13/17  Pg. 8 

Hiring Process by Faculty Type 
 

 

SUN GOD - UC San Diego Faculty  
 
1. Departments - Review list of instructors & salaries from Summer 

Session. (Start January 9, 2018) 
2. Summer Session - Create & email appointment letters to faculty, cc 

dept. MSO or program director. 
3. Summer Session - Upload appointment letters to SharePoint. 
4. Summer Session – Add instructor names to Schedule of Classes after 

receiving appointment acceptance emails from faculty. 

 

STONEHENGE - UC San Diego Faculty & Staff  
 
1. Departments – Create and upload PDF appointment files to SharePoint 

� Submit appointment files by: February 16, 2018. 
2. Summer Session - Route appointment file to DUE for approval 
3. Summer Session – Create appointment letter and emails to instructor, cc 

dept. MSO or program director. Upload letters to SharePoint 
� Departments manage new-hire onboarding process (Forms, FERPA 

training, PPS appointment) after faculty accepts appointment. 
4. Summer Session - Add instructor name to Schedule of Classes (pending 

department creating PPS appointment) 

 

RED SHOE - Visiting Instructors 
 
1. Departments – Create and upload PDF appointment files to SharePoint 

� Submit appointment files by: February 16, 2018. 
2. Summer Session - Route appointment file to DUE for approval 
3. Summer Session - Create appointment letter and email to instructor, cc 

dept. MSO or program director. Upload letters to SharePoint 
� Departments manage new-hire onboarding process (Forms, FERPA 

training, PPS appointment) after faculty accepts appointment. 
4. Summer Session – Add instructor name to Schedule of Classes (pending 

department creating PPS appointment) 

 

TRITON - Graduate Students 
 
1. Departments – Submit applications to Academic Student Employment 

System (ASES) 
� Submit appointment files by: March 15, 2018. 

2. Dean of Graduate Division - Review and approve applications. 
3. Appointment letters created in ASES. Students must accept appointment 

in ASES. 
� Departments manage hiring (Forms, FERPA training, PPS 

appointment) after student accepts appointment 
4. Summer Session - Add instructor name to Schedule of Classes (pending 

department creating PPS appointment) 
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Operations Calendar for Summer 2018 
 

 SUN GOD 
UCSD Faculty 

STONEHENGE 
UCSD Faculty 

RED SHOE 
Visiting 

Instructors 

TRITON 
Associates-In 

November 2017 

Course Proposals Due 11/16/17 
 Email summer-

payroll@ucsd.edu  
for SharePoint 
Access 

Email summer-
payroll@ucsd.edu  
for SharePoint 
Access 

SGTS Nominations Due 
11/16/17 

December 2017 Departments Notified of Approved Courses on 12/12/17 

January 2018 

Submit Instructor Names to Summer Session by 1/31/18 
1/9/18 - Summer 
Session begins 
Appointment 
Letters  

1/30/18 - Begin 
uploading PDF 
appointment files to 
SharePoint (see pg. 
10) 
 
Note: Be sure to 
adjust FY 
appointments so 
they don’t exceed 
100% 

Verify eligibility to 
teach (see pgs. 12-
17) 
 
Recommend annual 
salary that aligns with 
salary scales as of 
6/30/18 for 
comparable faculty. 
 
1/30/18 - Begin 
uploading PDF 
appointment files to 
SharePoint (see pg. 
10) 

 
 
 
 
 
 
 
 
 
Grad Division will email 
departments when ASES 
Associates-In campaign 
for Summer Session 2018 
is open. 

February 2018 

  Appointment Files 
submitted to 
SharePoint by 
2/16/18 

2/3/18 - Grad Students 
must advance to 
candidacy  

  Enter appointment in 
PPS to get an 
EID/PID, which is 
required before an 
instructor’s name can 
be added to the 
Schedule of Classes 

Create ASES applications 
 
If offering a brand new 
course, work with Lisa 
(x25064) in Summer 
Session. 

March 2018 

   SGTS Participants – Email 
faculty research account 
index to Denise 
Christensen 
(dchristensen@ucsd.edu) 
in VC-AA by 3/9/18. 

   3/15/18 - Submit 
Associate-In 
appointment files 
through ASES. See 
Graduate Division 
presentation for details. 
 
Exception: Current 
graduate students who 
are scheduled to defend 
in time to be hired as a 

mailto:summer-payroll@ucsd.edu
mailto:summer-payroll@ucsd.edu
mailto:summer-payroll@ucsd.edu
mailto:summer-payroll@ucsd.edu
mailto:dchristensen@ucsd.edu
http://summer.ucsd.edu/_files/Appointment%20Training/2017%20Associate-In%20Appointment%20File%20Training.pdf
http://summer.ucsd.edu/_files/Appointment%20Training/2017%20Associate-In%20Appointment%20File%20Training.pdf
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lecturer must go through 
SharePoint as a new 
appointment.  

3/16/18 - Last day for course schedule change requests  
  

3/22/18 - Schedule of Classes Goes LIVE  
  

April 2018  
ENROLLMENT BEGINS 4/16/18 – 7,000 Enrollments in April! 

Waitlist begins – Please manage and get as many students enrolled. 
 

May 2018 

Payroll Training – Tentatively 5/10/18 
   Grad Division ASES 

deadline (EPC approval 
required) 5/24/18 

Enrollments continue at about 500 per day 

June 2018 

1st Enrollment snapshot for Session 1 -  6/6/18 
Alert for contingent salary or course cancellation 

Course Cancellations for Session 1 – 6/11/18 
Departments notified of funding/allocation for TAs/Tutors/Readers – 6/15/18 

Waitlist suspended for Session 1 – 6/24/18 

July 2018 

Waitlist resumes for Session 1 – 6/30/18 
Please manage and get as many students enrolled. 

 
Session 1 Begins – 7/2/18 

 
2nd Enrollment snapshot for Session 1 

Contingency vs Couse Salary Decided & Bonuses Calculated  7/9/18 
1st Enrollment Snapshot for Session 2 – 7/11/18 

Course Cancellations for Session 2 – 7/16/18 
Session 1 Payroll Worksheets – Enter into PPS by TBD 

Session 1 CAPES – 7/27/18 – 8/3/18 
Waitlist suspended for Session 2 – 7/29/18 

August 2018 

 
Session 1 Pay date – 8/1/18 

Session 1 Ends 8/4/18 
 
 

Session 2 Begins – 8/6/18 
 

Waitlist resumes for Session 2 – 8/4/18 
Please manage and get as many students enrolled. 

2nd Enrollment snapshot for Session 2 
Contingency vs Couse Salary Decided & Bonuses Calculated  8/13/18 

Session 2 Payroll Worksheets – Enter into PPS by TBD 
 Session 2 CAPES – 8/31/18 – 9/7/18  
 

September 2018 
Session 2 Pay date – 8/31/18 

 
Session 2 Ends 9/8/18 

 
 

October 2018 
 

Call letter for course proposals for Summer Session 2018 
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Faculty Appointment File Chart 
Required documentation for faculty is listed below. First select the appropriate faculty type and title 
code in Column 1. Reading from left to right, boxes with “X” indicate the required document. 

 
Note: Associates-In, Title Code 1506, (Triton Group) are not included in this chart. The processing of 
their appointment files through the Academic Student Employment System (ASES) is not included. 
 
 
 

Required Documentation for Appointment File Files 
Must Be Submitted Electronically to SharePoint 

1 2 3 4 5 6 7 8 9 10 
 
 

Faculty Type & 
Academic Year 

Title Code 

 
 

Summer 
Session 

Title Code 

 
 

No 
Documents 
Required 

 
 

Appointment 
Summary 

Form 

 
 

Dept. 
Chair 

Memo 

 
Teaching 

Evaluations 
(CAPE) 

or Reference 
Letter 

 

CV1 

 
BIO/BIB 

signature dates 
Jan 2016-June 

2018 

 
 

Recall 
Form 

(UCSD) 

 
Exception  
Letter to 
Reduce 
Appt%  

and/or use 
Vacation 

UC San Diego Faculty (Dept. Chair and Summer Session Approval Required) - APM-661      SUN GOD GROUP 
Prof AY-1100 

Assoc Prof AY-1200 
Asst Prof AY-1300 

 
1103,1203,1303 

 
X 

       

Prof AY BEE-1143 
Assoc Prof AY BEE-1243 
Asst Prof AY BEE-1343 

 
1143,1243,1343 

 
X 

       

Lect SOE 
1603,1604,1607,1608 

1603,1604,1607, 
1608 X 

       

Lect PSOE 
1600,1602,1605,1606,1680 

1600,1602,1605, 
1606,1680 X 

       

Lect AY 
Teaching Current Year 

1630,1631,1632 

 
1550 

 
X 

       

Adjunct Professor AY 
3258,3268,3278 3258,3268,3278 X 

       

UC San Diego Faculty (Dept. Chair and Summer Session, and AVCDUE Approval Required) - APM-662    STONEHENGE GROUP 
Recall (Emeriti) Faculty 

Teaching Only 
1700 

 
1700 

    
X 

   
X 

 

Recall (Emeriti) Faculty 
Teaching and Research, 

Clinical, &/or Administrative 
1702 

 
 

1702 

   
 

X 

 
 

X 

   
 

X 

 

Fiscal Year Appointments- 
Researchers-3200,3210,3220 

Postdocs-3252,3253 15503 

  
 

X 

 
 

X 

 
 

X 

 
 

X 

   
 

X 

Fiscal Year Appointments-  
Provost-1047 

Use Underlying Prof Appt. title code as listed above in Sun God Group - Column 2.  
No documents required. Need AP compensation review & approval. 

 
 
 
 
 

Health Compensation Plan 
(HCOMP) Faculty2 

1712-1734 

 
1712-1734 

  
X 

 
X 

 
X 

 
X 

 
X 

  
X 

Visiting Faculty (Dept. Chair and Summer Session, and AVCDUE Approval Required)   RED SHOE GROUP 
Visiting Professor  1108,1208,1308  X X X X X   

Lecturer  
1550  X X X X X   

1A current CV is not required for repeat Visiting Faculty who have taught for Summer Session on a continuous basis. A current CV is 
required if there is a break in summer teaching or if the instructor is new and has never taught for Summer Session. 
2Full-time HCOMP faculty are not eligible to receive additional compensation for teaching Summer Session courses per APM-662. 
3If Researcher has an underlying professorial appointment, use the corresponding Summer Session Title Code from Sun God Group, Column 2. 
 
Rev. 1-11-16 
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Appointment File Process ~ Red Shoe & Stonehenge Groups 
 
Creating Summer Session Appointment Files 
 

1. Use the chart on page 11 to identify which documents are required for your instructor. 
 
2. See Appendix B on page 20 for sample completed forms. Download blank forms at: 

https://academicaffairs.ucsd.edu/aps/advance-train/forms.html#Appointments 
 
3. Address Department Chair Memo to: 

 
John C. Moore, Dean of Undergraduate Education 
 

4. Save all required documents into one PDF file. Name the file as shown on page 13. 
 

Example: 
TWAIN, MARK-LIT-V1-02_18_16 

 
 
Last Name (CAPS), First Name (CAPS) - Dept. Abbrev. (CAPS) - V (for Version) # (1 for 
initial submittal)-MM_DD_YY 

 
 
Note: The Version# will change upon re-submittal, i.e. V2, V3 (same instructor). Processing of late 
submittals and re-submittals will occur after files that were submitted before the deadline. 

 
 
Submitting Appointment Files through SharePoint 
 

1. Click on the SharePoint link: 
https://evc-share-campus.ucsd.edu/resourceadmin/summer/faculty-files/ 

 
2. Login using your AD username and password (which is your UCSD email username and 

password.) 
 
3. Click Add document, and select the PDF appointment file to upload. 
 

Please contact Lisa at summer-payroll@ucsd.edu (x25064) if you need SharePoint access. 
 
  

https://academicaffairs.ucsd.edu/aps/advance-train/forms.html#Appointments
https://evc-share-campus.ucsd.edu/resourceadmin/summer/faculty-files/
https://evc-share-campus.ucsd.edu/resourceadmin/summer/faculty-files/
mailto:summer-payroll@ucsd.edu
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SharePoint Appointment File Protocol 

 
 

# Department Dept. Abbreviation Example of File Name 
1 Anthropology ANTH TURNER,   MARY-ANTH-V1-2_18_16 
2 Biological Sciences (four sections) CDB,EBE,MB,NEURO JACKSON,  BEN-CDB-V1-2_4_16 
3 Chemistry and Biochemistry CHEM SMITH,   FRANK-CHEM-V1-1_21_16 
4 Chinese Studies CHIN LIPTON,  MYA-CHIN-V1-2_18_16 
5 Cognitive Science COGs LANSING,   STEVE-COGS-V1-2_4_16 
6 Computer Science and Engineering CSE MARSIN,  BETH-CSE-V1-2_18_16 
7 Economics ECON CRUISE,  TIM-ECON-V1-1_21_16 
8 Education  Studies EDS WARREN,  PAM-EDS-V1-2_4_16 
9 Electrical and Computer Engineering ECE CALE, KYLE-ECE-V1-2_4_16 
10 Entry Level Writing Requirement ELWR COHEN,  PAT-ELWR-V1-2_18_16 
11 Environmental  Systems ESYS POWERS,   MICHAEL-ESYS-V1-2_18_16 
12 History HIST SANDERS,   SHEILA-HIST-V1-2_4_16 
13 Humanities HUM PETERS,  SAM-HUM-V1-1_21_16 
14 Literature LIT VINE,  BARBARA-LIT-V1-2_4_16 

15 Mathematics MATH JONES,   JENNIE-MATH-V2-2_18_161
 

16 Mechnical and Aerospace Engineering MAE ROBLES,   ENRIQUE-MAE-V1-1_21_16 
17 Music MUS BACH,  JOE-MUS-V1-2_18_16 
18 Political Science POL CLINTON,  MEL-POLI-V1-2_4_16 
19 Psychology PSYC FREUD,  MARK-PSYC-V1-2_4_16 
20 Rady School of Management RSM ROBBINS,  TINA-RSM-V1-1_21_16 
21 Structural Engineering SE BALDWIN,  ERIC-SE-V3-2_18_162

 

22 Theatre and Dance THEA HILTON,  TONY-THEA-V1-2_4_16 
23 Urban Studies and Planning USP WOLFE,  SANDY-USP-V1-1_21_16 

 
1 V2 - Initial appointment file was rejected. This is a re-submission. Note: This is an example only. 

 
2 V3 - The re-submission appointment fi le was rejected. This i s the third submission. Note: This is an example only. 
Note: Please contact Summer Session, x25064, i f your department i s not on this l i st and you have a vis i ting faculty 
appointment file to submit. 
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APPENDIX A 
 
 
Excerpts from Academic Personnel Manual  
 
 
APM-661 
http://www.ucop.edu/academic-personnel-programs/_files/apm/apm-661.pdf 

 
APM-662 
http://www.ucop.edu/academic-personnel-programs/_files/apm/apm-662.pdf 

 
  

http://www.ucop.edu/academic-personnel-programs/_files/apm/apm-661.pdf
http://www.ucop.edu/academic-personnel-programs/_files/apm/apm-662.pdf
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SALARY ADMINISTRATION        APM - 661  
Additional Compensation: Summer Session Teaching  
  
 
 661-0 Policy  
 

Academic appointees may receive additional compensation for Summer Session teaching. 
For Additional Compensation: Additional Teaching, see APM - 662 and for Additional 
Compensation: University Extension (UNEX), see APM - 663.  

 
661-14 Eligibility  
 

Only the following academic appointees may receive additional compensation for 
Summer Session teaching:  
 
a. Academic-year appointees;  
 
b. Appointees holding split appointments partly on an academic-year basis and partly on 
a fiscal-year basis, provided the fiscal-year portion of the appointment is less than half-
time during the Summer Session period;  
 
c. Full-time fiscal-year faculty appointees who are granted a temporary reduction in their 
percentage of appointment or those who relinquish outside professional activity days or 
vacation days equal to one day for every six contact or podium hours with students;  
 
d. Part-time fiscal-year faculty who are granted a temporary increase in their percentage 
of appointment. Fiscal-year faculty appointed less than 50 percent in a Health Sciences 
Compensation Plan school cannot increase the percentage of appointment to more than 
50 percent;1  
 
e. Full-time fiscal-year non-faculty appointees who are granted the use of vacation days 
or a temporary percentage reduction in their current appointment.  

 
661-16 Restrictions  
 

a. Compensation for academic-year appointees may not exceed three-ninths during the 
summer period.  

 
 
 
 
1Any appointment more than 50 percent affects a faculty member’s eligibility to participate in the Health Sciences Compensation Plan. (See APM - 670, Health 
Sciences Compensation Plan.)  
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SALARY ADMINISTRATION        APM – 661 
 Additional Compensation: Summer Session Teaching  
 

b. Compensation for fiscal-year appointees may not exceed one-twelfth of the annual 
salary per month of teaching. This is effective for appointments made July 1, 2014 or 
later. Those appointed prior to July 1, 2014 to the Professor, Astronomer or 
Agronomist series are eligible for payments up to one-eleventh of the annual salary of 
a fiscal-year appointee.  

 
c. These additional compensation maximums are cumulative of all concurrent sources of 

additional University compensation.  
 
d. Full-time Health Sciences Compensation Plan faculty are not eligible to receive 

additional compensation for Summer Session teaching.  
 
 
661-18 Salary  
 

a. Summer Session teaching  
 
The amount of pay is negotiated based on the teaching load. Each campus shall 
determine the formula by which pay is calculated.  

 
b. Additional compensation for Summer Session teaching shall be calculated based on 

the salary rate in effect June 30 of the calendar year in which the Summer Session 
begins.  

 
c. Faculty shall inform the department chair of the home campus when teaching 

Summer Session at a University campus other than the home campus to insure pay is 
accurate and does not exceed policy limits.  

 
 
661-24 Authority  
 

Each Chancellor is authorized to approve additional compensation for Summer Session 
teaching for eligible academic appointees. 
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SALARY ADMINISTRATION        APM – 662 
Additional Compensation: Additional Teaching  
 
  
 662-0 Policy  
 

Full-time faculty members may receive additional compensation after obtaining pre-
approval from the faculty member’s department chair for specific additional University 
of California teaching activities as outlined below. For Additional Compensation: 
Summer Session, see APM - 661 and for Additional Compensation: University Extension 
(UNEX), see APM - 663.  

 
662-2 Purpose  
 

Compensation for additional teaching is a privilege that must be consistent with the 
principles in APM - 025 and APM - 671 and not interfere with normal University duties. 
As a prerequisite for such additional compensation, the faculty member must carry the 
full approved teaching load for his or her department, even if he or she normally teaches 
less. Department chairs must take special care to assure that faculty, especially assistant 
professors, are able to meet expectations for all their responsibilities in teaching, 
research/creative work, and University and public service.  
 

662-8 Additional Teaching Eligible for Additional Compensation  
 

Two kinds of teaching are eligible for additional compensation, when beyond the 
assigned teaching load:  

 
a. Teaching of matriculated students in self-supporting University degree or UNEX 

courses and programs (see APM - 663 for UNEX).  
 

b. Teaching of non-matriculated students, including those in UNEX courses and 
programs (see APM - 663) and other continuing education courses and programs run 
by the University.  

 
662-9 Additional Teaching During Summer Period (other than in Summer Session)  
 

Faculty receiving summer compensation may engage in additional teaching up to the 
APM - 025 limit of one day per week inclusive of all Category I and II outside 
professional activities performed.  
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SALARY ADMINISTRATION        APM - 662  
Additional Compensation: Additional Teaching  
 
662-14 Eligibility  
 

Faculty titles covered by this policy are listed in APM - 110-4-(15). Faculty participating 
in the Health Sciences Compensation Plan are subject to the Plan and local campus 
Implementing Procedures regarding income from additional teaching. See APM - 670, 
Health Sciences Compensation Plan and APM - 671, Conflict of Commitment and 
Outside Activities of Health Sciences Compensation Plan Participants, for additional 
information on the Plan.  

 
662-16 Restrictions  
 

Teaching activities ineligible for additional compensation are:  
 
a. Any course assigned by the department chair as part of the faculty member’s assigned 

teaching load, including:  
 

1) A course in a self-supporting degree program (funds from the self-supporting 
degree program are used to pay for this portion of the faculty member’s assigned 
teaching load);  

 
2) Extra teaching duties assigned in place of research and/or service; or  

 
3) Courses taught in less common modes or locations (e.g., online, off-site, at 

another campus).  
 

b. Extra courses that are taken on voluntarily are ineligible for additional compensation.  
 
662-17 Limitations on Time  
 

a. Time spent on additional teaching during the academic year or when receiving 
University compensation or University summer compensation will be deducted from 
the days available for outside activities provided in APM - 025, and as applicable, 
under APM - 671.  

 
b. The following rules for calculating time under APM - 025 and APM - 671 must be 

used, regardless of how much time is actually spent:  
 

1) For traditional or hybrid in-person instructional formats (lectures, 
discussions), every six contact or “podium” hours spent with students equals 
one day.  
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SALARY ADMINISTRATION        APM – 662 
Additional Compensation: Additional Teaching  
 

2) For fully online courses, hours will ordinarily be determined under the 
assumption that online courses require workloads equivalent to the same or 
similar in-person course formats.  

 
3) The Chancellor may establish types of teaching for which time calculations 

may vary, e.g., field supervision, practicums, and established online courses 
producing lower levels of instructor engagement.  

 
c. Additional teaching hours count toward the limits applicable at the time the teaching 

takes place. For example, teaching done during the academic year is counted toward 
the limits that apply during that academic year and may not be paid on a summer-
ninths basis. For courses that span the academic year and the beginning or end of the 
summer or off-duty period, the time shall be allocated in proportion to when the work 
was performed.  

 
d. Exceptions to the time limit are not allowed for faculty during any period in which 

they receive part or all of their salary directly charged to contracts and grants.  
 
 
662-24 Authority  
 
The Chancellor may grant exceptions to the time limits which shall be confirmed in writing prior 
to the conduct of additional teaching. Such exceptions may be granted:  
 

a. When specific individuals teach beyond the limits, or when all individuals are 
teaching in a specific additional teaching program, such as a self-supporting degree 
program. Any individual who teaches beyond the time limits assumes full 
responsibility for ensuring that full-time effort is devoted to regular University duties;  

 
b. When course assignments are reduced due to other University service, such as serving 

as department chair;  
 

c. To the general time calculation rule in APM - 662-17.  
 
Other exceptions to this policy, such as payment for courses taught off-site or conducted in 
University-sponsored for-profit programs, may be recommended for approval by the Chancellor 
to the Provost and Executive Vice President. 
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APPENDIX B 
 
 
Sample Documents 

 
Departments are responsible for gathering the required documents for the Stonehenge 
and Red Shoe Groups of faculty appointments. See chart on Page 9 for list of required 
documents based on faculty type. 
 

Please refer to the Graduate Division presentation for details on Associates-In (Triton 
Group) appointments. 

 
 

The following pages contain samples of the required appointment file documents. If you 
have any questions, please contact Lisa Bargabus at summer-payroll@ucsd.edu (x25064). 
 
Blank forms can be found here: 
https://academicaffairs.ucsd.edu/aps/advance-train/forms.html#Appointments  

 
1. Appointment Summary Form 
2. Department Chair Memo 
3. Reference Letter 
4. BIO/BIB 
5. Recall Form 
6. Appointment Letter 

 
 

http://summer.ucsd.edu/_files/Appointment%20Training/2017%20Associate-In%20Appointment%20File%20Training.pdf
mailto:summer-payroll@ucsd.edu
https://academicaffairs.ucsd.edu/aps/advance-train/forms.html#Appointments
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Appointment Summary Form 

Please complete all 5 Sections: 

Section 1 

Full name of faculty being proposed 
Department proposing instructor 
Degree information 
Begin and end dates for session 

Section 2 

Present Status  
(Provide information from the previous summer, if repeat Visiting Instructor.) 
Date 
Home Institution 
Title 
Annual salary and % of time 
 
Proposed Status 
Title (Lecturer in Summer Session) 
Title code 
Proposed annual salary and % of time 
UC San Diego salary scale and session; academic or fiscal 
 

Section 3 

Signature of Department Chair (Academic Departments) or  
Provost (College Programs) or  
Divisional Dean (Interdisciplinary Programs)  

Section 4 

Previous UC Experience (Current appointment at another UC) 
Dates 
Title 
Annual salary and per course salary 
% of time 
Department (if applicable) 
 

Section 5 

Proposed Classes 
Quarter/Session 
Course# 
Course Title 
Projected enrollments and session based on prior offerings, if applicable 
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Appointment Summary Form Sample 
Incoming Lecturer 

 

4 

5 

3 

2 

1 
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Appointment Summary Form Sample 
Visiting Instructor 

 
 
 
 

  
 
 

 
 
 
 
 

 
 
 
 

 
 
 
 
 
 
 
 

   5 
 

  

4 

3 

2 

1 
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Memo 

Please include all 11 fields: 
1. Date 
2. Address to: John Moore 

Academic Affairs 
 Interim Dean of Undergraduate Education (DUE) 

3. Department Chair (Academic Departments), Provost (College 
Programs), or Divisional Dean (Interdisciplinary Programs)/ 
Name of Academic Department, College Program, or 
Interdisciplinary Program and email endorsement memo 

4. Request must include full name of faculty being proposed, 
status, session 

5. Department making request 
6. Full name of faculty being proposed, status, session 
7. Proposed annual teaching salary (noting scale, i.e. Unit 18 or 

Professor Series 
8. Proposed courses 
9. Teaching qualifications including degrees 
10. Teaching evaluation summary (i.e. CAPE) or Reference Letter 

• If CAPES are low, explain strategy for improvement 
11. If applicable: 

• Fiscal Year Appointment needs exception noted 
• Visa per BIO/BIB, needs confirmation of status with the 

International Center 
• For first-time lecturers, please assign a faculty mentor 

and/or a plan for department support  
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Memo Sample 
 

 
 
 
 
 
 
 
 
 

 
1 

2 
 

3     4 
 

5 6 
7 

8 
 
 
 
 

9 
 
 
 
 
 
 
 
 
 

10 
 
 
 
 

11 
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Reference Letter 

Please complete all 7 fields: 
1. Date 
2. Address to: 

• Department Chair (Academic Departments) 
• Provost (College Programs) 
• Divisional Dean (Interdisciplinary Programs) 

3. Request must include full name for faculty being proposed 
4. Referee’s history and length of association with the faculty being 

proposed 
5. Reasons and detailed qualifications for recommendation 
6. Referee signature 
7. Referee name, title, and department 

 
 

Note: The components will depend on the factors listed above, so the 
conclusion is that the candidate is qualified to teach the course. 



       LB, 11/30/16  Pg. 27                                                                                                                                                         
   

Reference Letter Sample 
 

 
 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

 
 

 
7 

6 

5 

4 

3 

1 

2 
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BIO/BIB 

Please complete all 5 fields: 
1. Personal data: If the answer is “No” to the U.S. Citizenship question- 

• Memo must include a note that the department is working with 
the International Center to obtain the faculty’s Visa 

OR 
• Department can provide the actual Visa information 

2. Employment date – including approximate annual salary and course 
salary as requested 

3. Education – specifically include all degrees and dates received 
4. Professional date – “See attached CV” is not acceptable 
5. Signature and date – must be the faculty’s actual signature  

Note: If typed-in or an electronic signature, an email is required from 
the instructor to the department showing the BIO/BIB as an 
attachment or in the body of the email 
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BIO/BIB Sample 
 
 
 
 
 

1 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

2 
 
 
 
 
 
 
 
 
 
 
 
 

3 

1a 
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BIO/BIB Sample continued 
 
 
 
 
 
 
 
 

4 
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BIO/BIB Sample continued 
 
 
 
 
 
 
 
 

Signature must be the faculty’s actual signature. For 
electronic or typed in signatures, an email from the 
instructor showing the BIO/BIB as an attachment or within 
the body of the email, is required. 

 
BIO/BIBs from 2016 are acceptable for Summer 2018 
(maximum three years). See date above in red circle. 
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Recall Form 

Please complete all 6 Fields: 
1. Employee Information 

- Employee ID (EID) 
- Name of Recall (Emeriti) Faculty 

2. Status at Time of Retirement 
- Home campus should be UC San Diego 
- Title 
- Home department 
- Step: 1, 2, etc. (select from dropdown) 
- Basis: AY or FY (select from dropdown) 
- Scale Type: Standard 
- Retirement date 
- Annual salary 
- Scale date 

3. Proposed Recall Appointment 
- School/Division (select from dropdown) 
- Recall type (check appropriate box) 
- Primary department 
- Annual salary 
- Scale date 
- Begin date/End date: Teaching start and end date 
- Percent time: 50% if teaching one course, 100% if teaching two in a 

session 
- Fund sources: Summer Session 
- Per 4-unit course rate: 8.5% of annual teaching salary 
- Total annual compensation: total annual teaching salary 

4. Proposed Recall Duties 
- Purpose of recall: Check “teaching” box 
- Description of recall duties: i.e. teaching MAE101 in Summer 
- Teaching assignment: Session, Course#, Course title 
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Recall Form continued 
 
 
5. Retiree Acknowledgement 

- All appropriate boxes must be checked 
- Faculty’s actual signature is required (if typed in or an electronic signature, 

an email is required from the instructor to the department showing the 
form as an attachment of included in the body of the email 

- Date signed 
6. Recommendation and Approval 

- Department Chair (Academic Departments) or Provost (College Programs) 
or Divisional Dean (Interdisciplinary Programs) 

- Date signed 
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Recall Form Sample 
 

 

1 

4 

2 

6 

3 
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Appointment Letter 
 
 

1. Upon DUE approval of an appointment file, Summer Session generates an 
appointment letter and emails it to the instructor and copies the department 
MSO.  

 
2. Faculty are required to reply if they accept or decline the appointment by 

emailing summer-payroll@ucsd.edu . 
 
3. Upon acceptance of the appointment, the instructor will be assigned to the 

course at the Schedule of Classes. 
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Appointment Letter Sample 
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