MEMORANDUM 

From:   Theodore T. Johnson, Vice President Human Resources

Date:     February 1, 2010
RE:   
Compensation for Additional Work Outside the Scope of Primary Job
There has been an increase in the number of PAFs for compensating employees over and above their regular salaries. Moreover, these PAFs are being processed after work has been assigned to or already completed by the employee.  While we recognize that occasionally situations arise which do not fit the standard university hiring and compensation guidelines, arrangements for additional compensation should be under extraordinary circumstances and must be approved prior to assignment of work to an employee. 
NJIT must ensure that such additional duties and compensation meet all legal requirements including, ethical guidelines, union contract provisions, fair labor standards, posting requirements, equal opportunity, other employment related laws and NJIT policies. PAFs which do not comply with the following process and guidelines cannot be processed.  If you seek to have an employee receive additional compensation for work performed outside of the scope of their job description, you must:
Step 1) Consult with HR before establishing any additional compensation for additional duties and prior to communicating any such duties and pay arrangement to the employee. Supervisors recommending additional compensation should complete the “Additional Compensation Review” (ACR) form and consult with the Director of Employment & HR Operations, Ms. Annie Crawford or Manager of Compensation, Ms. Suzannah Hill.
Step 2) Human Resources will review the form and make a determination if additional compensation is appropriate under the noted circumstances. HR will inform the supervisor in writing via e-mail or memorandum.
Step 3) If the request for additional compensation is found appropriate, the supervisor should communicate the work and the compensation to the employee. Please note that it is the responsibility of supervisors to ensure that appropriate funds are available for compensating the employee for the proposed additional work, and that the employee has accepted the terms of the additional compensation. 
Step 4) If compensation is in the form of a lump sum onetime payment, a PAF for the same should be processed through proper channels after completion of the work. If compensation is by way of biweekly payments for duration of the additional duties, the PAF should be processed prior to commencement of the work. In both cases copies of the ACR form and HR’s determination should be attached to the PAF.  Please note that PAFs without appropriate documentation will not be processed by HR.
Faculty overload teaching assignments and summer grant work covered under the provisions of the faculty handbook or contract are exempt from this process.

You may address any questions to Ms. Annie Crawford at crawford@njit.edu or Ms. Suzannah Hill at suzannah.hill@njit.edu . 
