	
CURRICULUM DEVELOPMENT/REVISION COMPENSATION PROCEDURES PACKET



	

	QUALIFICATIONS FOR MONETARY COMPENSATION

	

	Faculty or staff may qualify for monetary compensation for the development of new credit-bearing curriculum.  In several instances, the revision of curriculum may qualify for faculty compensation.  If a course undergoes a major revision in fundamental theory or software, which necessitates that the faculty member construct an entirely new set of course outcomes and syllabus guide, the faculty or staff member may qualify for monetary compensation.  Examples of major revision would include, but not be limited to:

	

	1.
	Changing from Word 2000 to Office XP.

	
	

	2.
	Expanding a two-credit class to a four-credit class with additional course outcomes, resources, new textbook, etc.

	

	Full-time faculty or staff will qualify for compensation if the new curriculum development or major revision work is completed beyond the normal job requirements and hours of the full-time position.  If release time from classes, office hours, lab hours or another arrangement is made to allow time for this project work, the faculty or staff member is not eligible for compensation.  Most part-time faculty or staff will qualify for compensation for all types of curriculum development/revision work as it is assumed the work would be completed outside the contracted classroom and lab hours.

	

	The System Department Coordinator or System Director of Curriculum can be consulted if a Dean/Department Chair or System Program Coordinator has questions regarding these situations.

	

	PROCESS

	

	1.
	The faculty member (Developer/Reviser) receives an assignment from the System Program Coordinator to develop or revise curriculum, which will include course outcomes, syllabus and syllabus guide.  This person is also responsible for the review and updating of the current supporting resources.  The developer/reviser will take on the responsibility of overseeing this curriculum for one year.

	
	

	2.
	The System Program Coordinator notifies the Developer's campus Dean/Department Chair of the assignment, what it entails, and the due date.  For example: new course, minor revision of existing course, new textbook, major revision, etc.  The System Program Coordinator sends an email to the developer confirming the assignment and due date and copies the Dean/Department Chair on their campus.

	
	

	3.
	The Developer discusses the assignment with his or her campus Dean/Department Chair. The compensation options are listed under item two on Form A.  The sum is the same for all courses even though the quarter hours may differ.  The date for the curriculum to be submitted to the campus Dean/Department Chair is also determined.  

	
	

	4.
	The campus Dean/Department Chair notifies the campus Vice President/Chief Academic Officer or his/her designee of the Developer's assignment, the wage amount, and the due date.  The agreement specifying the amount of compensation should be put into writing before the project commences.  The Vice President/Chief Academic Officer or his/her designee authorizes the contract to be prepared and signs two copies of the contract (Form A).  Two copies are given to the Developer.  One signed copy of the contract must be returned to the Vice President/Chief Academic Officer or his/her designee.

	
	

	5.
	The Vice President/Chief Academic Officer or his/her designee may record the details of the contract on the Curriculum Development/Revision Contract Log Sheet (Form C) and files the signed copy of the contract.

	
	

	6.
	At completion of the project, the campus Dean/Department Chair reviews the curriculum and submits the curriculum to the System Program Coordinator for final approval.  If final approval is not received, the curriculum is returned to the Developer (via the campus Dean/Department Chair) for revision.   When final approval is received from the System Program Coordinator, the campus Dean/Department Chair notifies the Vice President/Chief Academic Officer or his/her designee to authorize payment for the Developer.

	
	

	7.
	The Vice President/Chief Academic Officer or his/her designee submits the Contract Payment Authorization form (Form B) along with the original copy of the signed contract to the System Business Office for payment.  In cases where only one campus offers the program the contract should go to the Business Office of the campus offering the program.  A copy of the Contract Payment Authorization form is given to the campus Dean/Department Chair and the course developer/reviser.  The forms must be in the payroll office on Monday of a payroll week in order to be paid on Friday.

	
	

	8.
	The Vice President/Chief Academic Officer or his/her designee should record on the Curriculum Development/Revision Contract Log Sheet that payment has been authorized.


	Form A

	BAKER COLLEGE OF XXXXXX

EMPLOYMENT AGREEMENT

FOR CURRICULUM DEVELOPMENT/REVISION (select one)



	

	Agreement made effective this ___ day of _______________________, 20___, between BAKER COLLEGE OF XXXXXX, a Michigan Corporation, hereinafter referred to as employer, and __________________________, hereinafter referred to as employee.

	

	The employer agrees as follows:

	

	1.
	To employ the employee for the purpose of syllabus guide, course outcomes and two supporting resources development or revision (select one) in an area for which he/she (select one) is qualified.

	
	
	

	2.
	To pay the employee the sum as indicated below:



	
	_____  $   350  Edition change of an existing textbook



	
	_____  $   700  New textbook



	
	_____  $1,050  Major revision including changes to the course outcomes



	
	_____  $1,400  New course development



	
	The sum is the same for all courses even though the quarter hours may differ.

	

	The employee agrees as follows:

	
	
	

	3.
	To develop or revise (select) the syllabus guide, syllabus and course outcomes.  This person is also responsible for the review and updating of the current supporting resources for (insert course number) (insert course name) which meet with the approval of the Dean/Department Chair.

	
	
	

	4.
	To submit two working drafts of the syllabus guide, course outcomes and two additional supporting resources to the Dean/Department Chair for feedback at least two weeks (ten working days) before the syllabus, course outcomes and supporting resources are due to the College.  The due date is (insert date).

	
	
	

	5.
	The syllabus guide, course outcomes, syllabus and two additional supporting resources must meet the standards of the College as determined by the Dean/Department Chair.  The employee must complete all revisions requested by the Dean/Department Chair.  Once the syllabus guide, course outcomes, syllabus and supporting resources are completed according to the standards of the College, this contract will be honored by assigning to the employee the wage agreed upon in this document.  For a multi-campus contract, payment will be made by Baker College Professional Services Payroll Department, not the campus payroll department.  Please review the course development/revision check or voucher for accuracy.  If you have any questions, contact your campus payroll personnel.

	
	
	

	IN WITNESS WHEREOF, the parties have hereunto set their hands the day and year first above written.

	

	
	BAKER COLLEGE OF XXXXXX

	
	

	_____________________________________________
	___________________________________________________________

	Witness
	By:                                                     , Employer                    Date   

	
	

	
	

	_____________________________________________
	___________________________________________________________

	Witness
	By:                                                     , Employee                    Date

	
	

	(For use with BCEA faculty members)
	_____________________________________________

	
	By:  BCEA President or Building Rep.                            


	Form B

	CONTRACT PAYMENT AUTHORIZATION



	

	TO:
	Debbie Hintz, System Business Office

	
	

	FROM:
	(campus Chief Academic Officer or designee)

	
	

	DATE:
	

	
	

	SUBJECT:
	Payment for 

	

	

	This memo is to authorize payment to                        for fulfillment of a Curriculum Revision/Development contract as noted below.

	

	Course Number:
	____________________________________________________________________

	
	

	Course Name:
	____________________________________________________________________

	
	

	Amount of Contract:
	____________________________________________________________________

	

	

	Campuses that teach the course and should be billed proportionately for a share of the revision/development cost:

	

	____
	Allen Park
	____  
	Auburn Hills
	____  
	Cadillac
	____  
	Cass City

	
	
	
	
	
	
	
	

	____
	Clinton Township
	____  
	Corporate Services
	____
	Flint
	____  
	Fremont

	
	
	
	
	
	
	
	

	____
	Jackson
	____
	Muskegon
	____
	Owosso
	____  
	Port Huron

	
	
	
	
	
	
	
	

	Note for Developers:  For a multi-campus contract, payment will be made by Baker College Professional Services Payroll Department, not your current campus payroll department.  Please review the course revision/development check or voucher for accuracy.  If you have any questions, contact your campus payroll personnel.

	

	

	Name and address of Developer/Reviser:
	____________________________________________________________

	
	____________________________________________________________

	
	____________________________________________________________

	
	____________________________________________________________

	

	

	

	

	

	A copy of the signed contract attached for Debbie Hintz, Business Officer for Baker College Professional Services;  (810) 766-4037; Baker College, 1050 W. Bristol Road, Flint MI 48507

	

	c: Campus Dean/Department Chair

	   Course Developer/Reviser


	Form C        

	CURRICULUM DEVELOPMENT/REVISION CONTRACTS
Log Sheet



	

	

	Employee
	Contract Date
	Course Number 
And Name
	Due Date
	Contract 

Amount
	Campuses To 

Be Billed
	Date Payment

Authorized
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