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PROFILE

The State University of New York Board of Trustees has established an extra service policy, which is applicable to performance of service beyond that normally required by the professional obligation as defined by the individual’s performance program. Rules and regulations surrounding extra service compensation within the State University of New York are grounded in several state documents and publications including the UUP Agreement, the SUNY Board of Trustees Policies and other guiding memoranda from SUNY.  While this information will be included again in the body of this policy, these limitations are critical:
· No faculty or professional employee may earn more than 20% of his or her base salary in extra service compensation during a given academic (faculty) or calendar (professional) year. Additionally, faculty are allowed to earn additional extra service compensation after their academic year obligation has been fulfilled during the summer months.
· Extra service work has to be reviewed and approved for payment PRIOR to when the work commences.

· The extra service form must be completed and authorized in full and then must be sent to Human Resources & Payroll Services for processing PRIOR to when the work commences.  This form is required by the Office of the State Comptroller and SUNY System Administration before payment can occur.

POLICY

No employee may engage in other employment which interferes with the performance of the employee’s professional obligation. No full-time employee of the State University may assume another full-time position or obligation either within or outside the University while receiving compensation from the University.  Additionally, all extra service activities must conform to the ethical standards mandated by Section 74 of the Public Officers’ Law.
Extra Service is defined as work performed by State employees who are on a State payroll, or the SUNY Research Foundation, other than the one to which the employee is regularly assigned, OR special assignments performed at their own campus that are substantially different from or, in addition to, their regularly assigned duties and responsibilities when the extra service work, in combination with, the employee’s regular assignment and any other dual appointment or extra service assignments, will exceed full-time service (1.00 FTE). The additional service must not interfere with the employee’s normal obligation. 
Dual Employment occurs when an employee works part-time at two or more State agencies and the combined service in all positions and agencies does not exceed full-time (100%) service OR a full-time employee at a State agency, other than SUNY, will perform extra service at a SUNY campus.

It must be clearly demonstrated that any extra service exceeds that which is normally performed under the regular obligation and is performed outside of normal working hours.  

Faculty Extra Service Compensation Guidelines - During the regular academic obligation period, aside from normal teaching load, scholarship and service, the following service activities are examples of components of a faculty member’s professional obligation, but are not limited to:

· Student/academic advisement

· Mentoring new faculty

· Mentoring of students in research

· Assessment and periodic program review activities

· Proctoring exams/guest lecturing for other faculty

· Grading exams and papers

· Occasional (short-term) instruction to fill-in for colleagues when necessary

· Participation in ad hoc service activities (recruitment efforts, registration, campus functions, search committees, etc.)

· Activities related to securing and maintaining accreditations

· College committee service
· Trainings related to regular professional obligation and professional development

Accordingly, these duties should typically be performed without extra service compensation. In rare, exceptional cases, additional course load may exceed what can be reasonably accommodated in the faculty member’s work schedule and may constitute a “work overload” for which extra service compensation or other work load adjustments are justified.  
Compensation for extra service is not to exceed an amount equal to 20 percent of base annual salary in any academic or calendar year beginning July 1 or September 1 as appropriate.  Thus, for example, a professional staff member earning a salary of $40,000 may not be paid more than $8,000 for extra service during the course of his or her annual professional obligation. 

Summer employment outside of the period of the academic year obligation does not constitute extra service.  Compensation for such summer employment is covered by the University policy on Summer Session Appointment and Compensation Rates which can be viewed at:  http://www.suny.edu/sunypp/documents.cfm?doc_id=420 
Written approval for extra service assignments must be obtained PRIOR to the commencement of additional responsibilities. Extra service performed in advance of such approval will NOT be compensated. 
PROCEDURE 
Extra Service at Geneseo 
1. The supervisor of the extra service assignment will initiate completion of the extra service form and ensures no conflict of interest is present and that the extra service payment is within approved guidelines.

2. The supervisor will complete Section I of the form.  Additional forms may be needed; consult the extra service matrix which is on the second page of the extra service form.  This form can be located in the Appointment section of the Human Resources & Payroll Services website: http://www.geneseo.edu/hr/forms. All fields applicable to the extra service assignment must be completed in full. Incomplete forms will not be accepted. Supervisors must make sure to complete this form with enough lead time to get approval for the extra service assignment before it commences. 
3. The employee performing the extra service assignment will complete Section II by signing the offer of the extra service assignment and accepting it. This form is also the acceptance of appointment. 
4. The extra service supervisor will then route the form for appropriate authorizing signatures.

5. The extra service form is then routed to Human Resources & Payroll Services for processing and payment.  
Extra Service at another SUNY campus – Full-time Employee
1. The employee performing extra service will consult the extra service matrix to determine what forms are applicable to obtaining approval for the extra service assignment. The employee will be responsible for obtaining prior approval of the extra service assignment on appropriate forms and also ensure that all additional forms required are completed and submitted timely.
2. Full-time Geneseo faculty will be required to complete the UP-8 Request Form and obtain approvals in order to accept an extra service assignment at another SUNY campus.  These forms require the approval of the President or the President’s designee.
Dual Employment

1. For employees whose appointments are part-time, they may be paid “concurrent”, not as extra service, if the work is for another state payroll agency and the combination does not exceed 1.00 FTE.  
2. An employee who works at more than one SUNY campus must determine which is their “home” primary campus and then obtain approval to work at another SUNY campus via the Dual Employment Form from their primary “home” campus.  The Office of the State Comptroller reserves the right to cancel payment if such form is not on file with the secondary campus.

3. Consult the SUNY Geneseo Matrix of Required Extra Service Forms for Payment (second page of the extra service form). Additional forms may be required in order for appointment and dual employment to be approved.

4. Departments hiring part-time faculty who teach at other SUNY campuses must be cognizant of the Dual Employment Form and make every effort to obtain the Dual Employment Form at the time of appointment when the Geneseo Employment Recommendation (GER) form is completed and authorized PRIOR to being sent to Human Resources & Payroll Services.

FORMS

Extra Service Form/Extra Service Matrix
Request for Approval of Extra Service – UUP Employee (UP-8)
Request for Approval of Extra Service – M/C Employee (UP-6) – REQUIRES CHANCELLOR’S APPROVAL
Dual Employment Form
REFERENCES & RELATED POLICIES
SUNY Policy for Extra Service for Professional Staff
Summer Session Appointment and Compensation Rates
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