
1 
 

 

 

CUNY SPS  

Faculty Handbook 
Updated: August 2022 

 

 

 

  



2 
 

 

Table of Contents 
Message to the Faculty ................................................................................................................................. 5 

I. YOUR UNIVERSITY ...................................................................................................................................... 6 

II. YOUR SCHOOL ........................................................................................................................................... 6 

ACCREDITATION ........................................................................................................................................ 6 

GOVERNANCE ........................................................................................................................................... 7 

SCHOOL AND UNIVERSITY POLICIES.......................................................................................................... 7 

III. YOUR OFFICE OF ACADEMIC AFFAIRS ...................................................................................................... 8 

IV. YOUR ACADEMIC PROGRAM ................................................................................................................... 8 

V. YOUR APPOINTMENT AS A MEMBER OF THE CUNY SPS FACULTY ........................................................... 8 

TEACHING (INSTRUCTIONAL) HOURS ....................................................................................................... 8 

CAPSTONE AND INDEPENDENT STUDY COURSES ..................................................................................... 9 

STUDENT/OFFICE HOURS .......................................................................................................................... 9 

Adjunct Faculty ..................................................................................................................................... 9 

Full Time Faculty ................................................................................................................................. 10 

Guidance Regarding Office Hours and Professional Hours ................................................................. 10 

REAPPOINTMENT DETAILS ...................................................................................................................... 11 

Adjunct Faculty ................................................................................................................................... 11 

Full Time Faculty ................................................................................................................................. 12 

NON-TEACHING APPOINTMENTS (NTA HOURS) ..................................................................................... 12 

NTA Timesheet Portal ......................................................................................................................... 12 

Emailed Timesheets ............................................................................................................................ 12 

WORKLOAD REPORTING REQUIREMENTS – Adjunct Faculty ................................................................. 13 

LIMITATIONS OF ADJUNCT FACULTY APPOINTMENTS ............................................................................ 13 

Formulas for Calculating Allowable Hours in Addition to Primary Assignment: ................................ 14 

MULTIPLE POSITION REPORTING REQUIREMENTS - Full-Time Faculty .................................................. 15 

PEER TEACHING OBSERVATIONS ............................................................................................................ 16 

STUDENT COURSE EVALUATIONS ........................................................................................................... 16 

TEXTBOOKS/COURSE MATERIALS ........................................................................................................... 16 

VI. YOUR LIBRARY – NEWMAN LIBARARY AT BARUCH COLLEGE ................................................................ 17 

COURSE RESERVES / E-RESERVES ............................................................................................................ 17 



3 
 

STUDY ROOMS AT NEWMAN LIBRARY ................................................................................................... 17 

EVALUATION AND DESK COPIES ............................................................................................................. 18 

VII. YOUR INSTRUCTIONAL SUPPORT .......................................................................................................... 18 

BLACKBOARD .......................................................................................................................................... 18 

Self-paced Blackboard Basics Workshop ............................................................................................ 18 

PREPARATION FOR TEACHING ONLINE: CERTIFICATION WORKSHOP .................................................... 19 

NEW FACULTY MENTOR PROGRAM ....................................................................................................... 19 

EPORTFOLIO ............................................................................................................................................ 19 

FACULTY DEVELOPMENT AND SUPPORT ................................................................................................ 19 

VIII. YOUR STUDENTS .................................................................................................................................. 19 

STUDENT OVERVIEWS ............................................................................................................................. 19 

STUDENT ATTENDANCE .......................................................................................................................... 20 

STUDENT ABSENCE DUE TO RELIGIOUS BELIEF ...................................................................................... 20 

INSTRUCTION DURING HOLIDAYS AND BREAKS ..................................................................................... 20 

EAB NAVIGATE ........................................................................................................................................ 21 

MIDTERM EVALUATIONS ........................................................................................................................ 21 

GRADING ................................................................................................................................................. 21 

Grade Scales ........................................................................................................................................ 21 

Entering Final Grades .......................................................................................................................... 21 

Reporting Grades to Students ............................................................................................................. 22 

Grade Changes .................................................................................................................................... 22 

Grade Appeals ..................................................................................................................................... 22 

ACCOMMODATIONS ............................................................................................................................... 23 

ACADEMIC INTEGRITY ............................................................................................................................. 23 

FERPA (FAMILY EDUCATIONAL RIGHTS AND PRIVACY ACT) ................................................................... 23 

IX. YOUR HUMAN RESOURCES OFFICE ........................................................................................................ 24 

FACULTY HIRING GUIDELINES ................................................................................................................. 25 

BENEFITS ................................................................................................................................................. 25 

ID CARDS ................................................................................................................................................. 26 

LEAVE ...................................................................................................................................................... 26 

Annual Leave ....................................................................................................................................... 26 

Bereavement Leave ............................................................................................................................ 26 

Sick Leave ............................................................................................................................................ 26 



4 
 

Adjunct Faculty Leaves ........................................................................................................................ 26 

Jury Duty ............................................................................................................................................. 27 

Military Service ................................................................................................................................... 27 

X. YOUR PAYROLL OFFICE............................................................................................................................ 27 

ADJUNCT FACULTY PAYDATES ................................................................................................................ 27 

CHANGE OF ADDRESS ............................................................................................................................. 27 

DIRECT DEPOSIT & TAX DEDUCTIONS ..................................................................................................... 27 

XI. YOUR TECHNOLOGY ............................................................................................................................... 28 

YOUR CUNYfirst ACCOUNT ..................................................................................................................... 28 

YOUR CUNY-WIDE LOGIN ........................................................................................................................ 28 

INSTRUCTIONAL TECHNOLOGY ............................................................................................................... 29 

CUNYAlert ............................................................................................................................................... 29 

HELP DESK ............................................................................................................................................... 29 

INSTRUCTIONS AND GUIDES ................................................................................................................... 30 

Blackboard .......................................................................................................................................... 30 

CUNYFirst ............................................................................................................................................ 30 

DegreeWorks ...................................................................................................................................... 30 

Microsoft Office 365 ........................................................................................................................... 30 

EAB Navigate ....................................................................................................................................... 30 

XII. YOUR UNION: PSC-CUNY ...................................................................................................................... 31 

XIII. Appendices ........................................................................................................................................... 32 

Appendix 1: CUNY SPS Directory ............................................................................................................ 32 

Appendix 2: Guidelines for Full Time Faculty Tenure and Promotion (Updated September 2021) ....... 32 

Appendix 3: Adjunct Faculty Promotion ................................................................................................. 36 

 

  



5 
 

Message to the Faculty 
 

Dear Members of the CUNY SPS Faculty: 

We are delighted that you will be teaching with the CUNY School of Professional Studies, and 

we hope to make everything about your time with us as rich and rewarding as possible.  

The CUNY School of Professional Studies is dedicated to offering education that is both timely 

and relevant. This commitment means we must be responsive to changes in the workplace, in 

knowledge resources, in our culture generally, and globally. Above all, it means we must be 

responsive to student needs.  

If there is any way we can help you, please don’t hesitate to let us know.  

We wish you all success. 

Sincerely, 

 

Dr. George Otte 

Senior Associate Dean for Academic Affairs 
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I. YOUR UNIVERSITY 
The City University of New York is the nation’s largest urban public university, a transformative 

engine of social mobility that is a critical component of the lifeblood of New York City. Founded 

in 1847 as the nation’s first free public institution of higher education, CUNY today has 25 

colleges spread across New York City’s five boroughs, serving 275,000 degree-seeking students 

of all ages and awarding 55,000 degrees each year. More than 80 percent of the University’s 

graduates stay in New York, contributing to all aspects of the city’s economic, civic, and cultural 

life and diversifying the city’s workforce in every sector. The University’s historic mission 

continues to this day: to provide a public first-rate education to all students, regardless of 

means or background. 

The mission of The City University of New York is embodied in state education law, Article 125, 

Section 6201, as the finding and intent of the New York State Legislature.  

 

II. YOUR SCHOOL 
For nearly twenty years, the CUNY School of Professional Studies (CUNY SPS) has been leading 

online education in New York. Notable for offering the most online bachelor’s and master’s 

degree options at the City University of New York and for serving transfer students as the 

University system’s only undergraduate all-transfer college, CUNY SPS meets the needs of 

adults who are aiming to finish a bachelor’s degree, progress from an associate’s degree, earn a 

master’s degree or certificate in a specialized field, and advance in the workplace or change 

careers. 

The School’s growth has been remarkable, with twenty-four degrees launched since 2006. 

Enrollment has risen by more than 30% in the last four years to over 4,000 students in the 

credit-bearing programs and thousands more who are enrolled in non-degree and grant-funded 

workplace learning programs. In addition, the School has an active alumni network and has 

established the CUNY SPS Foundation, which offers multiple scholarship opportunities to 

current students. 

CUNY SPS has consistently been named by U.S. News & World Report as one of the country’s 

top online schools. Most recently, the School was ranked in the top 2% in the nation on the 

publisher’s list of the 2021 Best Online Bachelor’s Degree Programs, making CUNY SPS one of 

the highest nationally listed programs in New York State and the highest in New York City.  

 

ACCREDITATION 
The CUNY School of Professional Studies is part of the Graduate School and University 

Center of the City University of New York. Its programs are registered by the New York 

https://www.cuny.edu/about/colleges-schools/
https://www.cuny.edu/about/colleges-schools/
https://codes.findlaw.com/ny/education-law/edn-sect-6201.html
https://codes.findlaw.com/ny/education-law/edn-sect-6201.html
https://sps.cuny.edu/about/online-learning
https://sps.cuny.edu/academics
https://www.usnews.com/education/online-education/cuny-graduate-school-and-university-center-4063/bachelors
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State Education Department: Office of Higher Education and Professions, Cultural 

Education Center, Room 5B28 Albany New York 12230; telephone (518) 474-

5851; www.nysed.gov/heds/IRPSL1.html.  

The Graduate School and University Center is accredited by the Middle States 

Commission on Higher Education, 3624 Market Street, Philadelphia, PA 19104, (267) 

284-5000.To view the Statement of Accreditation Status visit 

https://sps.cuny.edu/about 

 

GOVERNANCE 
The Board of Trustees of The City University of New York is responsible for setting policy 

for the University. The Board appoints the chancellor of the University and the 

individual college presidents.   

There are 16 voting members of the CUNY Board of Trustees. The New York State 

Governor appoints ten members, including the chair and the vice-chair. The Mayor of 

New York City appoints five Board members. The Governor and the Mayor must appoint 

one resident from each borough. The chair of the University Faculty Senate is a non-

voting member of the board and chair of the University Student Senate is a voting 

member of the board.   

In its bylaws, the CUNY Board of Trustees acknowledges the principle of shared 

governance, which gives faculty (and in some cases, staff) a role in determining the 

academic and administrative direction of their institution, through the colleges’ 

individual Governance Plans.  

Click here to review the CUNY SPS Governance Plan. 

Each year, the SPS Chief of Staff administers CUNY SPS Governing Council elections for the 

appropriate terms of each elected Council constituency.  

 

SCHOOL AND UNIVERSITY POLICIES 
All City University of New York policies apply to CUNY SPS, including those related to such issues 

as nondiscrimination, sexual harassment, and freedom of information.  

All of these policies and many more are available on the University's website at 

http://policy.cuny.edu/general-policy/. 

Other CUNY SPS Policies can be found here: https://sps.cuny.edu/about/policies 

 

 

http://www.nysed.gov/heds/IRPSL1.html
https://sps.cuny.edu/about
https://media.sps.cuny.edu/filestore/3/8/2/1_a9493e2efd8f277/3821_872a8013104fc19.pdf
http://policy.cuny.edu/general-policy/
https://sps.cuny.edu/about/policies
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III. YOUR OFFICE OF ACADEMIC AFFAIRS  
The CUNY SPS Office of Academic Affairs oversees all of the School’s degree and 

certificate programs, as well as the undergraduate general education program and 

academic resources for students including the first year experience, online 

undergraduate orientation, open education resources, tutoring, and experiential 

learning (including Credit for Prior Learning). 

 

Faculty resources, faculty development, and a number of academic partnerships and 

other academic operations also fall under the purview of the Office of Academic Affairs. 

 

An organizational chart can be found here: 

https://media.sps.cuny.edu/filestore/5/1/8/8_898fc2eb77f59bd/5188_cefb6f546e2af6f

.pdf 

 

IV. YOUR ACADEMIC PROGRAM 
At SPS, academic programs are led by an Academic Director, supported by other faculty 

and program staff. Your academic program may include: 

● Assistant/Associate Director 
● Program Specialist 
● Program Manager 
● FT Faculty Program Coordinators 
● Consortial Faculty (CF) 
● Academic Community Leader (ACL) 

 
Please refer to the CUNY SPS Academic Affairs Organizational Chart above for details 

about your program and about the Office of Academic Affairs.  

 

V. YOUR APPOINTMENT AS A MEMBER OF THE CUNY SPS 

FACULTY 
 

TEACHING (INSTRUCTIONAL) HOURS 
Most CUNY SPS appointments are for three-credit courses. Instructional appointments 

for a three-credit course are made for 45 instructional hours. 

Instructional appointments for a one-credit course are made for 15 instructional hours.  

https://media.sps.cuny.edu/filestore/5/1/8/8_898fc2eb77f59bd/5188_cefb6f546e2af6f.pdf
https://media.sps.cuny.edu/filestore/5/1/8/8_898fc2eb77f59bd/5188_cefb6f546e2af6f.pdf
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Instructional appointments for four-credit classes are made for 60 instructional hours.  

 

CAPSTONE AND INDEPENDENT STUDY COURSES 
Capstone and independent study appointments are based on the number of students 

registered. For five students or more, the appointment is processed as a regular class 

(45 instructional hours); for fewer than 5 students, the appointment is pro-rated such 

that each student is 1/5 of a regular appointment (for example: nine instructional hours 

per student for a three-credit course with fewer than five students; 12 instructional 

hours per student for a four-credit course).  

 

STUDENT/OFFICE HOURS  

ADJUNCT FACULTY 
CUNY SPS adjunct faculty members who are assigned to teach at least one three-credit 

course per semester (at least 45 instructional hours) within the same college will be paid 

for and responsible for holding regular weekly office hours, sometimes called student 

hours. Student/Office hours are paid at the full hourly rate, in the amounts designated 

below.  Student/Office hours should be posted in your course site under instructor 

contact information.  

• At least 1 but fewer than 3 contact hours (15 to 44.5 appointment hours) will be 

paid 2 professional hours per semester for required trainings and/or orientation 

sessions 

• 3 or more but fewer than 6 contact hours: 15 paid office hours/semester 

• 6 or more but fewer than 9 contact hours: 30 paid office hours/semester 

• 9 or more contact hours: 45 paid office hours/semester 

A small portion of these office hours may also be used for required trainings, 

professional development, orientations, or otherwise as directed by the School: 

• If you are assigned 6 or more teaching workload hours,  to 6 of the paid office 

hours each semester may be used for required training, professional 

development and other activities. 

• If you are assigned 3 or more but fewer than 6 teaching workload hours, up to 3 

of the paid office hours each semester may be used for required training, 

professional development and other activities. 

• If you are assigned at least 1 but fewer than 3 teaching workload hours, the 2 

paid professional hours will be used each semester for required training, 

professional development and other activities. 

 See section 15.2 of the current PSC-CUNY Agreement for more guidance. 

https://psc-cuny.org/contract/article-15-workload
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FULL TIME FACULTY  
Holding regular office hours is part of the obligation of a full-time faculty member, and 

should generally comprise at least two hours weekly. 

GUIDANCE REGARDING OFFICE HOURS AND PROFESSIONAL HOURS 
Online: 

All faculty must have dedicated student office hours posted in the course site 

and on their syllabi. 

You may determine a fixed hour, stagger the hours for a variety of options, have 

a scheduling mechanism (Calendly or any other free scheduling site) or conduct a 

poll in the first week of class to determine the best option for the group. 

We strongly advise the use of Blackboard Collaborate, as this is the tool that 

every student and instructor can access through their course sites.   However, 

other methods such as telephone, Zoom, etc. may be used if you choose.  

Please strongly encourage student participation in student hours by offering at 

least one reminder during the semester. 

In person: 

All faculty must have dedicated student hours posted in the course and on their 

syllabi. 

You may determine a fixed hour, have a scheduling mechanism (Calendly or any 

other free scheduling site) or conduct a poll in the first week of class to 

determine the best option for the group. 

You may use classroom space before or after class*, use the SPS Adjunct Faculty 

Room in room 106 at 119 W. 31 Street or any other space that is agreed upon by 

faculty and staff.  

You may also use an online option such as Blackboard Collaborate, a tool that 

every student and professor can access through their course sites. Other 

methods such as telephone, Zoom, etc. may be used if you choose. 

Please strongly encourage student participation in student hours by offering at 

least one reminder during the semester. 

*Please note: The use of classroom space for time beyond that designated for the 

class and use of the Adjunct Faculty Room must first be cleared/scheduled with 

CUNY SPS Facilities through your Academic Director. 

https://calendly.com/?&utm_campaign=brand-exact&aw_adgroup=&aw_version=c&gclid=EAIaIQobChMInJmx99CI5gIVlYNaBR33XQXvEAAYAyAAEgJL8PD_BwE
https://doodle.com/en/?utm_expid=.wXHXGBO5SoStV2KMwBRRog.1&utm_referrer=
https://calendly.com/?&utm_campaign=brand-exact&aw_adgroup=&aw_version=c&gclid=EAIaIQobChMInJmx99CI5gIVlYNaBR33XQXvEAAYAyAAEgJL8PD_BwE
https://doodle.com/en/?utm_expid=.wXHXGBO5SoStV2KMwBRRog.1&utm_referrer=
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REAPPOINTMENT DETAILS 

ADJUNCT FACULTY 
Adjunct faculty members are generally subject to reappointment each semester, 

depending on sufficient course registration and the availability of funds. However, 

longer-serving adjunct faculty may be eligible for academic year or multi-year 

appointments (details appear below).  

 

If you will not be receiving an appointment for the following Spring or Fall semester, you 

will receive a notification of non-reappointment.  

 

For additional information, see Articles 9 and 10 of the PSC-CUNY Agreement, Sections 

5.01 and 5.02 of the CUNY Manual of General Policy, and Section 9.5 of the CUNY 

Bylaws. 

 

One-Year Appointments 

If you are reappointed after working six consecutive semesters (exclusive of summers) 

in the same department at the same college over a three-year period, you are entitled 

to a year-long (Fall and Spring) appointment and will be notified on or about May 15 for 

the following academic year. 

 

Three-Year Appointments 

If you have taught at least six contact teaching hours per semester within the same 

department of the college for at least 10 of the 12 most recent consecutive semesters, 

(excluding summer sessions) you are eligible to be considered for a three-year 

appointment, subject to the comprehensive review and assessment of the academic 

program and subsequent approval by the CUNY SPS Personnel Committees.  

 

If you believe that you qualify for a three-year appointment for an upcoming Fall 

semester, please contact your academic director and the SPS Office of Human 

Resources by February 15th of the preceding Spring. 

 

Please feel free to contact Brian McDonald (brian.mcdonald@cuny.edu), faculty 

resources manager, with any questions you may have regarding your adjunct faculty 

appointment at CUNY SPS. 

 

Adjunct Faculty Pay Increases 

Following the completion of six semesters of teaching at CUNY over each three-year 

period, including summers, you are entitled to a pay increment (the next higher step 

within your adjunct title), which should take effect on the July 1 after eligibility is 

https://policy.cuny.edu/general-policy/
https://policy.cuny.edu/bylaws/
https://policy.cuny.edu/bylaws/
mailto:brian.mcdonald@cuny.edu
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reached. It is your responsibility to notify the Human Resources Office at each college 

where you teach regarding your CUNY-wide work history to make sure that all teaching 

assignments are properly tracked and any appropriate pay increases are applied.  

 

FULL TIME FACULTY 
The procedures and assessment criteria for making academic personnel 

recommendations to the Dean of the School are governed by the Bylaws and Policies of 

the CUNY Board of Trustees, including the Statement of the Board of Higher Education 

on Academic Personnel Practice in The City University of New York and the Max-Kahn 

Memorandum, and the School’s guidelines for tenure and promotion (see Appendix 2 of 

this Handbook). 

Appointments and reappointments of full-time faculty are recommended to the dean by 

the CUNY SPS School-Wide Personnel Committee, as outlined on page six of the CUNY 

SPS Governance Plan. 

Article 10 of the PSC Contract outlines reappointment notification requirements.  
 

NON-TEACHING APPOINTMENTS (NTA HOURS)  
If you are asked to perform additional program work or to attend training required for 

the curriculum you will be teaching, you may be provided with a non-instructional 

hourly appointment. The rate of pay for non-teaching hours is 2/3 of the rate of pay for 

teaching hours; the higher rate of pay for teaching acknowledges time spent grading 

and preparing to teach.  

Please remember that non-teaching adjunct appointments must be calculated as part of 

your adjunct or full-time workload for the semester (see “Workload Reporting 

Requirements,” below). 

NTA TIMESHEET PORTAL  
PR-Assist is the School’s official Time and Leave system for part-time employees. 

Please refer to the instruction manuals here, or contact payroll@sps.cuny.edu 

for assistance.  

Part-time employees guide to submitting timesheets (PDF) 

Timekeepers and supervisors guide to approving timesheets (PDF) 

EMAILED TIMESHEETS 
A handful of our short-term NTA appointments submit timesheets via email. If 

you have been instructed to use .pdf timesheets, please submit them to 

payroll@sps.cuny.edu, with a copy to your academic program staff. 

https://media.sps.cuny.edu/filestore/3/8/2/1_a9493e2efd8f277/3821_872a8013104fc19.pdf
https://media.sps.cuny.edu/filestore/3/8/2/1_a9493e2efd8f277/3821_872a8013104fc19.pdf
https://psc-cuny.org/contract/article-10-schedule-notification-reappointment-and-non%E2%80%91reappointment
mailto:payroll@sps.cuny.edu
https://sps.cuny.edu/filestore/4/3/4/0_af1db92944597d9/4340_4b2a655d5349cfa.pdf
https://sps.cuny.edu/filestore/4/3/4/1_cf936e657bacd80/4341_cfd71a05b770c6e.pdf
mailto:payroll@sps.cuny.edu
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WORKLOAD REPORTING REQUIREMENTS – Adjunct Faculty 
If you are adjunct faculty member who is not also full-time CUNY faculty or staff, you are 

required to complete and submit an Adjunct Workload Reporting Form every semester, 

in order to certify compliance with the University’s workload limits. Any revisions to 

your adjunct workload will also need to be submitted.   

 

If you are not routed directly to the form via the link above, you may first be prompted 

to log in to your CUNY Microsoft Office 365 account using your Blackboard/CUNYFirst 

credentials, such as: 

FirstName.LastName00@login.cuny.edu 

Password: Your Blackboard/CUNYFirst password 

 

Submit your workload reporting form no later than 6 weeks before the start of the 

semester (and be sure to resubmit an updated Workload Reporting Form to reflect any 

late appointment changes).  

 

If you are an adjunct faculty member who is also a full-time CUNY employee, you must 

follow the Full-time Multiple Position reporting process at your home campus.  

 

LIMITATIONS OF ADJUNCT FACULTY APPOINTMENTS 
Fall and Spring Semesters  
As a member of the CUNY adjunct faculty, you may be appointed to teach up to 9 
workload hours (135 teaching hours) at one CUNY campus in one academic semester. In 
addition, you may teach one course of no more than 6 workload hours (90 teaching 
hours) at a second CUNY campus. Generally this means that the maximum is three 3-
credit courses at one campus and one course of up to six credit hours at a second 
campus. 
 
If you already have a teaching appointment at another campus, this will affect how 
many classes may be assigned at CUNY SPS. Please feel free to contact Brian McDonald, 
faculty resources manager, at brian.mcdonald@cuny.edu with any questions you may 
have.  
 
Professional/office hours are calculated separately and are not part of the 9-hour limit.  
 
Non-Teaching Appointments  
The above limitations also apply to non-teaching adjunct appointments -- 135 teaching 
hours are equivalent to 225 non-teaching hours (this is known as the “60 percent 
ratio”). For example, you may be appointed to 150 (90 ÷ 0.6) non-teaching hours in lieu 
of the one additional course of no more than six workload hours (no more than 90 total 

https://forms.office.com/r/jF2z0bAsA
mailto:brian.mcdonald@cuny.edu
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additional hours) at a second CUNY campus, if teaching a full workload at your primary 
campus. 
 
Winter Intersession  
The PSC and the University have signed an agreement allowing adjunct faculty to be 
assigned an additional 8 workload hours (120 teaching hours) during the Winter 
Intersession -- or a maximum of 75 non-teaching hours. This does not count against the 
fall or spring workload limitation.  

 
Summer Sessions  
Adjunct faculty are limited to 105 teaching hours in the summer (or 120 hours for 4-
credit courses).  

 

FORMULAS FOR CALCULATING ALLOWABLE HOURS IN ADDITION TO PRIMARY ASSIGNMENT: 
 

• Maximum allowable teaching hours MINUS actual teaching hours = remaining 

allowable teaching hours 

 

• Remaining allowable teaching hours ÷ 0.6 = allowable NTA hours 

 

Example:  

 

 

 

Permissible teaching hours at primary college: 135  

Actual teaching hours assigned: 90  

 

135 – 90 = 45 

 

45 hours = 1 additional course allowed 

 

OR 

 

45 ÷ 0.6 = 75 NTA Hours allowed 

 

Permissible 
teaching hours 
at primary 
college 

Minus Actual 
teaching hours 
assigned 

Remainder, in 
teaching hours 
allowed 

Remainder divided by 0.6 = 
NTA hours allowed 

135 90 45 (one additional 
course allowed)  

75 NTA hours allowed 
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Please see the following chart for more examples. The chart can also be found here: 

http://www.brooklyn.cuny.edu/web/abo_administration_provost_faculty/Adjunct_Fac

ulty_Appt_Limits_wCharts_03242015.pdf 

 

We understand that these calculations can be confusing. Please contact Brian 

McDonald, faculty resources manager, at brian.mcdonald@cuny.edu with any questions 

you may have regarding your workload limits.   

 

 

 

MULTIPLE POSITION REPORTING REQUIREMENTS - Full-Time Faculty 
Fall and Spring 

Full-time faculty are required to submit a CUNY School of Professional Studies Multiple 

Position Reporting Form every Fall and Spring semester (even if you are not 

participating in any additional activities).  

 

Winter 

Winter session assignments count towards the Fall semester workload. 

 

 

 

http://www.brooklyn.cuny.edu/web/abo_administration_provost_faculty/Adjunct_Faculty_Appt_Limits_wCharts_03242015.pdf
http://www.brooklyn.cuny.edu/web/abo_administration_provost_faculty/Adjunct_Faculty_Appt_Limits_wCharts_03242015.pdf
mailto:brian.mcdonald@cuny.edu
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Summer 

You must submit a Summer Multiple Position Reporting Form if you are receiving 

compensation though CUNY or through a grant for summer work. 

 

Overload/NTA Hours 

Hourly/adjunct (overload) instructional appointments or NTA hours (see above) for full-

time instructional staff (faculty, HEOs or CLTS) are governed by the applicable Full Time 

Multiple Position Policy and must be approved by the academic director and the 

Division and School Personnel Committees. 

 

PEER TEACHING OBSERVATIONS 
In accordance with Article 18.2(b)1 of the PSC-CUNY collective bargaining agreement, 

“non-tenured and non-certificated members of the teaching staff shall be observed for a 

full classroom period during any scheduled class during the first ten weeks of a semester 

with no less than 24 hours of prior notice of observation. After ten (10) semesters of 

service, teaching observation for adjunct personnel shall be held at the request of the 

chairperson or the adjunct.”  

CUNY SPS faculty observations are coordinated by the academic director or program 

staff of each program.  

 

STUDENT COURSE EVALUATIONS 
Towards the end of each semester, students will be asked by the Office of Institutional 

Effectiveness, via email, to complete an anonymous, voluntary, and confidential Student 

Course Feedback Form, which will help to evaluate the instruction for the course.  After 

the completion of the semester, results of the evaluations will be made available to 

instructors and academic programs.  

 

TEXTBOOKS/COURSE MATERIALS 
In most cases, staff members from your academic program will input your textbook and 

course material information into Akademos, the School’s online bookstore platform. 

Prior to the start of registration, a course’s textbook, materials, and/or ZTC (Zero 

Textbook Cost) designation are identified in Akademos and synced with the CUNYfirst 

registration system so that students are aware of textbook and other course costs prior 

to registering.  If you would like to suggest changes to a course’s text or materials, 

please discuss with your academic director or program staff.   

 

https://psc-cuny.org/contract/article-18-professional-evaluation


17 
 

VI. YOUR LIBRARY – NEWMAN LIBARARY AT BARUCH 

COLLEGE 
The CUNY School of Professional Studies’ home library for both students and faculty is the 

William and Anita Newman Library at Baruch College. Your CUNY SPS ID card grants you 

physical access to the Newman Library. 

For online library access, all CUNY SPS teaching faculty are automatically uploaded into the 

Newman Library system at the start of each semester. The Help Desk will email your online 

access credentials to the email address you have listed in CUNYfirst.  

If you are not currently teaching, but require access to the Newman Library eReserves, please 

contact Dr. Lia Kudless, academic affairs director, at lia.kudless@cuny.edu.  

Newman Library staff are available to answer copyright questions and to work with you to 

develop materials to meet online instructional needs. Please contact Joseph Harnett, 

information services librarian, at 646-312-1627 or joseph.hartnett@baruch.cuny.edu with your 

reading/viewing lists at least two weeks before the beginning of the semester. 

 

COURSE RESERVES / E-RESERVES 
The Newman Library provides extensive collections of online books and articles that can 

be made available to students using Blackboard. Faculty may also request that other 

books, course packs, and other materials not in the collection be copyright-cleared and 

placed on eReserve.  

To place materials on eReserve at the Newman Library, please discuss with your 

program coordinator or specialist; they will be able to assist you with this process.  

Please note that faculty should not scan and post materials in Blackboard without 

seeking the advice and assistance of a librarian.  

 

STUDY ROOMS AT NEWMAN LIBRARY 
Study rooms on the 3rd and 5th floors of the library are only available to current Baruch 

and CUNY SPS students and will be on a first-come, first-served basis (no reservations). 

To gain access, students must present a valid CUNY SPS ID card at the Circulation Desk 

(2nd Floor) and request access. Users are responsible for meeting Newman Library’s 

policies and procedures for all study rooms.  

These rooms are meant for unscheduled use by individual students.  

mailto:lia.kudless@cuny.edu
mailto:joseph.hartnett@baruch.cuny.edu
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EVALUATION AND DESK COPIES 
CUNY SPS does not provide evaluation or desk copies of textbooks, but many publishers 

will directly issue evaluation and desk copies to instructors. 

 

VII. YOUR INSTRUCTIONAL SUPPORT  
The SPS Office of Faculty Development and Instructional Technology (OFDIT) provides faculty 

with the support, training, and resources that they require at all stages in their careers, and to 

enhance the community of practice in order to promote greater teaching effectiveness, 

instructional innovation, and faculty satisfaction, all with the goal of improving the quality of 

the student learning experience. 

BLACKBOARD  
Blackboard is CUNY’s learning management system. All CUNY SPS credit-bearing classes 

have a Blackboard site in which instructors and students are automatically enrolled.  

There are also two Blackboard Mobile apps designed for iOS and Android devices. For 

instructors, the app is called Blackboard Instructor.  For students, the app is called 

Blackboard.   Our current version of Blackboard is mobile-compatible, and your course 

will automatically adjust when accessed by a student on a phone or tablet.  OFDIT can 

assist you with designing your content so that your course content is also mobile 

compatible. 

SELF-PACED BLACKBOARD BASICS WORKSHOP 
OFDIT offers Blackboard Basics, a self-paced workshop for instructors to learn 

how to use Blackboard and its tools. While the materials are self-paced, the site 

is continually monitored by OFDIT staff so that faculty can also pose questions on 

the site concerning topics covered in the workshop. Faculty are enrolled in this 

workshop after they have been hired, and can access it via the “My Courses” 

area on their Blackboard homepage after login. 

Blackboard quick guides to commonly used features can be found at: 

https://spsfaculty.commons.gc.cuny.edu/quick-guides/  

The faculty user guide is located here: 

http://www2.cuny.edu/about/administration/offices/cis/core-functions/cuny-

blackboard/user-guides/faculty/ 

https://sps.cuny.edu/about/directory/office-faculty-development-and-instructional-technology
https://bbhosted.cuny.edu/
https://spsfaculty.commons.gc.cuny.edu/quick-guides/
http://www2.cuny.edu/about/administration/offices/cis/core-functions/cuny-blackboard/user-guides/faculty/
http://www2.cuny.edu/about/administration/offices/cis/core-functions/cuny-blackboard/user-guides/faculty/
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PREPARATION FOR TEACHING ONLINE: CERTIFICATION WORKSHOP  
All new online faculty members at CUNY SPS must complete a fully online, two-week 

asynchronous online teaching certification workshop offered by OFDIT. Academic 

Directors will enroll their new faculty in the workshop, but more information and a 

schedule of sessions can be found at: http://cunyonline.commons.gc.cuny.edu/. 

 

NEW FACULTY MENTOR PROGRAM 
Designed for CUNY SPS faculty teaching online, faculty peer mentoring provides one-on-

one support to new faculty or new to online faculty for an entire semester from a 

faculty member with experience teaching online for CUNY SPS. It will offer contact on an 

as-needed basis, but also sets up a series of touchpoints throughout the semester. If you 

are a new faculty member or new to online teaching, contact your academic director 

about obtaining a mentor. 

 

EPORTFOLIO 
SPS uses the Digication platform to create and manage ePortfolios. It has been 

incorporated as a Blackboard Tool Link (LTI) to facilitate students’ access. Faculty and 

students are able to enter their ePortfolio directly from their Blackboard courses.  For 

assistance with ePortfolio, visit the Digication/Blackboard page on the ePortfolio Faculty 

Resource Site, or contact Karen Gonzalez, ePortfolio specialist, at 

Karen.gonzalez@cuny.edu for assistance. 

 

FACULTY DEVELOPMENT AND SUPPORT 
OFDIT regularly informs faculty via email about new faculty development and training 

opportunities, including live events, online workshops, new resources, and webinars.  

 

VIII. YOUR STUDENTS 
 

STUDENT OVERVIEWS 
Data about the CUNY SPS student body is managed by the CUNY SPS Office of 

Institutional Effectiveness, and a number of its reports can be found here: 

https://sps.cuny.edu/about/institutional-effectiveness-and-planning/data 

http://cunyonline.commons.gc.cuny.edu/
https://spsfaculty.commons.gc.cuny.edu/sps-faculty-peer-mentoring/
https://cunyonline.digication.com/faculty-resource-site-new-eportfolio/blackboard-and-digication
https://spsfaculty.commons.gc.cuny.edu/eportfolio/
https://spsfaculty.commons.gc.cuny.edu/eportfolio/
mailto:Karen.gonzalez@cuny.edu
https://sps.cuny.edu/about/institutional-effectiveness-and-planning/data
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STUDENT ATTENDANCE   
To comply with CUNY policy, all teaching faculty must verify the attendance of each 

student in their courses (“Verification of Enrollment Rosters”) at the beginning of each 

term via the Faculty Center area of their CUNYfirst account.  

Federal regulations concerning the distribution of financial aid state that a student must 

participate at least once during the first three sessions. Logging into an online class is 

not sufficient, by itself, to demonstrate participation by the student. Examples of 

participation include: engaging in an online discussion about academic matters, taking 

part in an online academically-related activity, or initiating contact with the instructor to 

ask a question about the academic subject studied in the course or ask a course-related 

question. 

 

If you need help logging into CUNYfirst, please contact the CUNY SPS Help Desk at 

helpdesk@sps.cuny.edu or at 646 664-8592.  

If you need assistance in understanding this verification process or your course rosters, 

please contact the Office of the Registrar at registrar@sps.cuny.edu.  

 

STUDENT ABSENCE DUE TO RELIGIOUS BELIEF  
An in-person or online student who, because of religious beliefs, does not attend classes 

on a particular day or days, is to be excused from any examination or other work during 

the time in question. It is the responsibility of the faculty and the administration to 

provide the student with an equivalent opportunity to make up any examination or any 

study or work requirements.  

 

INSTRUCTION DURING HOLIDAYS AND BREAKS  
The School of Professional Studies follows the standard CUNY academic calendar. 

Students should not be held to a longer course schedule than their classmates taking 

traditional classroom-based courses. However, we recognize the need for online 

students to have the opportunity to continue their work through break periods. 

It is, therefore, the School of Professional Studies’ policy that while courses will remain 

open during holidays and breaks, new assignments cannot be made nor should 

assignments have deadlines that fall on holidays or during break periods. Providing 

students with access to instructors during holidays and breaks will be at the discretion 

of each instructor.  

mailto:helpdesk@sps.cuny.edu
mailto:registrar@sps.cuny.edu
https://sps.cuny.edu/academics/academic-calendar
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EAB NAVIGATE 
EAB Navigate is the School’s student success management system, a comprehensive 

online early alert platform that provides tools to advisors, faculty, academic support 

specialists, and others to better collaborate with and assist students on their journey to 

graduation. 

You will receive emails from the Office of Advisement regarding completing Blackboard 

Login Progress Reports. 

You may also use the Ad Hoc Alert feature to let CUNY SPS academic advisors know if a 

student is struggling in your course, and, conversely, you may also send kudos to your 

students via Ad Hoc Alerts if you’d like to congratulate them for doing a good job as they 

move through the semester. 

Instructions and other helpful information can be found here: 

https://spsfaculty.commons.gc.cuny.edu/eab-navigate/ 

 

MIDTERM EVALUATIONS  
Each term, faculty teaching in online programs must provide their students with 

midterm evaluations of their progress and status in the course via EAB Navigate. A link 

and instructions will be sent to you each semester by Senior Associate Dean George 

Otte.   

If you have any questions regarding this process please contact 

evaluations@sps.cuny.edu.  

 

GRADING 

GRADE SCALES 
The CUNY SPS Grade Scales can be found here.  Undergraduate and Graduate 

grading schemas are also built into each Blackboard course shell.  

Undergraduate: https://sps.cuny.edu/about/policies/academic-and-

student-policies/grading-policies-undergraduate 

Graduate: https://sps.cuny.edu/about/policies/academic-and-student-

policies/grading-policies-graduate 

 

ENTERING FINAL GRADES 
Faculty must submit final course grades via CUNYfirst.  

https://spsfaculty.commons.gc.cuny.edu/eab-navigate/
https://spsfaculty.commons.gc.cuny.edu/eab-navigate/
mailto:evaluations@sps.cuny.edu
https://sps.cuny.edu/about/policies/academic-and-student-policies/grading-policies-undergraduate
https://sps.cuny.edu/about/policies/academic-and-student-policies/grading-policies-undergraduate
https://sps.cuny.edu/about/policies/academic-and-student-policies/grading-policies-graduate
https://sps.cuny.edu/about/policies/academic-and-student-policies/grading-policies-graduate
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Faculty members are expected to submit final grade rosters promptly, usually 

within two business days after administering the final exam (or the last day of 

class for those courses exempt from a final exam). In order to fulfill University 

requirements, including degree conferral deadlines, a hard deadline for grade 

submission is set for each semester. This date is listed on the School’s academic 

calendar.  

Instructions for entering final grades can be found here:  

https://cunyithelp.cuny.edu/csp?id=cuny_kb_article_find_answer&sys_id=4d57f9451b5

349503302fe60cd4bcb86 

https://www.lehman.edu/registrar/documents/EnteringFinalGrades.pdf 

REPORTING GRADES TO STUDENTS 
Final grades are available to students via the CUNYfirst Student Center 

immediately after an instructor has posted them.   

GRADE CHANGES 
CUNY SPS’s policy is that a grade submitted by the instructor and entered on a 

student’s transcript stands, unless there is very good reason to change it. When 

a grade has been assigned and recorded, the instructor may not raise the grade 

by accepting additional work except when the grade INC has been assigned.  

To change a grade assigned in error, the instructor must send an email to 

Thomas Jennings, assistant dean and registrar, at Thomas.jennings@cuny.edu 

with a copy to Jennifer Lee, associate registrar, at  Jennifer.lee@cuny.edu and a 

copy to the academic director. A confirmation of the change will be sent to the 

instructor once the change has been recorded, usually within 48 hours. 

GRADE APPEALS 
In the academic community, grades are a measure of student achievement 

toward fulfillment of course objectives. The responsibility for assessing student 

achievement and assigning grades rests with the faculty, and, except for unusual 

circumstances, the course grade given is final.  

However, the grade appeal system affords recourse to a student who has 

evidence or believes that evidence exists to show that an inappropriate grade 

has been assigned.  

A student who believes they have reason to challenge a grade must use the 

grade appeal procedure found here: 

https://sps.cuny.edu/about/policies/academic-and-student-policies/grade-

appeals 

https://sps.cuny.edu/academics/academic-calendar
https://sps.cuny.edu/academics/academic-calendar
https://cunyithelp.cuny.edu/csp?id=cuny_kb_article_find_answer&sys_id=4d57f9451b5349503302fe60cd4bcb86
https://cunyithelp.cuny.edu/csp?id=cuny_kb_article_find_answer&sys_id=4d57f9451b5349503302fe60cd4bcb86
https://www.lehman.edu/registrar/documents/EnteringFinalGrades.pdf
mailto:Thomas.jennings@cuny.edu
mailto:Jennifer.lee@cuny.edu
https://sps.cuny.edu/about/policies/academic-and-student-policies/grade-appeals
https://sps.cuny.edu/about/policies/academic-and-student-policies/grade-appeals
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ACCOMMODATIONS 
In accordance with the Americans with Disabilities Act of 1990 (ADA), requests for 

reasonable accommodations with documentation must be honored by the faculty. 

Please contact Dr. Christopher Leydon in our Office of Disability Services at 

christopher.leydon@cuny.edu to discuss these issues.  

 

ACADEMIC INTEGRITY 
Academic dishonesty is prohibited at The City University of New York. Penalties for 

academic dishonesty include academic sanctions, such as failure or otherwise reduced 

grades, and/or disciplinary sanctions, including suspension or expulsion. If you suspect 

violations of academic integrity, please complete the School’s Faculty Report Form and 

email the completed form to academic.integrity@sps.cuny.edu. 

More information regarding the School and University academic integrity policies can be 

found here: https://sps.cuny.edu/about/policies/academic-and-student-

policies/academic-integrity 

A link to this policy is included in every CUNY SPS online course in Blackboard.  

 

FERPA (FAMILY EDUCATIONAL RIGHTS AND PRIVACY ACT) 
The Family Educational Rights and Privacy Act (FERPA), which protects student academic 
records, applies to all institutions that receive funding from the U.S. Department of 
Education. Breach of FERPA can result in the revocation of all federally awarded 
financial aid. Compliance with FERPA is stringently monitored.  
 
An institution is answerable to a student’s parents until the student reaches 18 years of 
age, and thereafter to the student. A student is someone who is currently attending 
classes or who formerly attended classes at the college.  
 
Applicants for admission are not protected by FERPA.  
 
FERPA stipulates that information about a student may be released only to those college 
employees who have a “legitimate educational interest” in it. A legitimate interest may 
proceed from exercise of such functions as academic advising, writing letters of 
recommendation on behalf of a student, verification of major or degree requirements, 
verification of admission requirements (testing, ESL, etc.), departmental or other 
recommendation for scholarships or awards, and departmental or college program 
reviews.  
 

http://www.ada.gov/pubs/ada.htm
https://sps.cuny.edu/student-services/disability-services/accommodation-information-faculty
mailto:christopher.leydon@cuny.edu
mailto:Faculty%20Report%20Form
mailto:academic.integrity@sps.cuny.edu
https://sps.cuny.edu/about/policies/academic-and-student-policies/academic-integrity
https://sps.cuny.edu/about/policies/academic-and-student-policies/academic-integrity
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The School will not disclose any identifiable information about a student without that 
student’s written consent, except directory information as listed below (and other 
exceptions that need not be addressed here). A student may restrict the release of any 
or all directory information by completing a form available in the Registrar’s Office. 
Directory information includes name, date and place of birth, current or permanent 
address and phone number, academic major, enrollment status, degrees and awards 
received, dates of attendance (not daily attendance records), previous educational 
institution attended, and e-mail address.  
 
FERPA mandates that anyone to whom information is released may not release that  
information to a third party. The following guidelines will help faculty members meet 
their FERPA responsibility:  
 

• Refer all requests for information about a person to the Office of the Registrar  

• Student scores or grades may not be displayed publicly in association with names, social 
security numbers, or other personal identifiers 

• All papers, examinations, or lab reports containing student names and grades should be  
secured 

• Students should not have access to the scores and grades of others in the class  

• Do not release information that could easily be traced to an individual student  

• Do not give account passwords to others and do not store written passwords in a desk  

• Keep a computer monitor out of view of those who may enter your work area  

• Do not leave a computer unattended when logged into CUNYfirst  

• Do not leave printed documents in view of those who may approach your work area  

• Shred all printed documents that are no longer needed 

• Do not release information about grades to parents, spouses, or any other family 
member of students 

• When in doubt, err on the side of caution and do not release student educational 
information 

 
If you have questions about your responsibilities under FERPA or need further information, 
please contact the Registrar’s Office at registrar@sps.cuny.edu. 

 

IX. YOUR HUMAN RESOURCES OFFICE 
It is the mission of the CUNY SPS Office of Human Resources to support CUNY SPS faculty and 

staff in a variety of ways, including: 

• Assisting in navigating the University’s policies and procedures 

• Monitoring all adjunct appointments and adjunct faculty-related processes 

• Recruiting full and part-time faculty and staff 

• Supporting employee engagement 
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FACULTY HIRING GUIDELINES 
As part of the hiring process, you must furnish all original documentation requested for 

registration with payroll and CUNYfirst. No appointment will processed by payroll or 

entered into CUNYfirst without a complete appointment package. Additionally, you will be 

required to acknowledge reading and reviewing each of the required CUNY Employment 

policies included in the appointment package. These polices include:  

• CUNY Internal Control Program 

• Workplace Violence Prevention Policy 

• Policy on Sexual Misconduct 

• Policy on Equal Opportunity and Non-Discrimination 

• Disability Accommodation Procedure 

• Policy on Acceptable Use of Computer Resources 

• Conflict of Interest Policy 

• Policy on Drugs and Alcohol 

• Domestic Violence and the Workplace Policy and Procedures 

• Rules and Regulations for the Maintenance of Public Order 

 

All CUNY faculty and staff are also required to complete the following: 

• IT Security Training 

• Workplace Violence Prevention Training (“WVP”) 

• Employee Sexual and Interpersonal Violence Prevention and Response Course 

(“ESPARC”) 

 

These required trainings must be completed within 30 days of beginning employment at 

CUNY SPS; you must also complete WVP training once during each semester to which you 

are appointed.  

 

BENEFITS 
Details regarding benefits available to you as full or part-time employee of the City University 

of New York are available here: http://www1.cuny.edu/sites/onboard/homepage/your-

benefits/campus/school-of-professional-studies/#1 

These benefits include but are not limited to: 

• Health Insurance 

• Retirement Benefits 

http://www1.cuny.edu/sites/onboard/homepage/your-benefits/campus/school-of-professional-studies/#1
http://www1.cuny.edu/sites/onboard/homepage/your-benefits/campus/school-of-professional-studies/#1
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• Transit Benefit 

• Employee Assistance Resources 

Please contact Daniella Donald, benefits officer, at (Daniella.donald@cuny.edu), for more 

information.  

 

ID CARDS 
When your hiring process is complete, the SPS Office of Human Resources will provide you 

with instructions for receiving a CUNY SPS ID Card. This card must be presented for access to 

any CUNY SPS property, and may also be used at any CUNY-wide library.  

 

LEAVE  

ANNUAL LEAVE 
Full-time faculty at CUNY (except library faculty) have annual leave from the day after 

spring commencement until three days, excluding Saturday and Sunday, before August 

30.   The month of January is not categorized as a formal leave period for full-time 

faculty. Though classes may not be assigned, faculty may be expected to participate in 

meetings or other activities during this time.   

BEREAVEMENT LEAVE 
Full-time instructional staff members are entitled to up to four days of paid 

bereavement leave for a death in the immediate family (defined as spouse, domestic 

partner, parent, step-parent, father-in-law, mother-in-law, child, stepchild, sibling, 

grandparent or grandchild). 

SICK LEAVE 
Full-time employees at CUNY accrue twenty sick days per year, and can accrue up to 160 

days. 

ADJUNCT FACULTY LEAVES  
Adjunct faculty may be excused for personal illness or personal emergencies including 

religious observance, death in the immediate family or similar personal needs which 

cannot be postponed, for a period of 1/15 of the total number of clock hours in the 

particular session or semester in which they are teaching. Requests for such leave, 

where possible, must be made in advance, in writing. If it is not possible to make such a 

request in advance, your academic director should be informed as soon as possible. The 

reason provided must be satisfactory to the academic director.  

mailto:Daniella.donald@cuny.edu
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JURY DUTY  
Faculty called to jury duty must notify their academic director and the Office of Human 

Resources before beginning their service. Adjunct faculty may have absences excused if 

the jury duty service prevents their teaching a particular class or observing a specific 

assignment.  

MILITARY SERVICE 
The University has an established procedure, in conformity with New York State Law, 
that accords leave for military service to eligible employees.  

 

X. YOUR PAYROLL OFFICE 
 

ADJUNCT FACULTY PAYDATES  
Current adjunct faculty payroll schedules are available on the CUNY SPS Payroll 

webpage: https://sps.cuny.edu/about/directory/office-fiscal-and-business-

operations/payroll 

 

CHANGE OF ADDRESS 
To change your address of record with Payroll and Human Resources at CUNY SPS, 

please complete our Change of Address form.  

Please note that you must email the completed form to BOTH payroll@sps.cuny.edu 

and hr@sps.cuny.edu for your address to be changed by both Payroll and Human 

Resources.  

**Any faculty member who may be developing course sites via an Intellectual Property 

Agreement (IPA) with CUNY SPS must also make any address changes to their State 

Vendor record separately, by logging into their State Financial Systems (SFS) account. 

CUNY SPS is not able to access or make any changes to any person’s individual SFS 

account.  

 

DIRECT DEPOSIT & TAX DEDUCTIONS 
Tax Forms and Direct Deposit forms are available here: 

https://sps.cuny.edu/about/directory/office-fiscal-and-business-operations/payroll. 

We highly recommend the use of Direct Deposit for your paychecks. However, if you 

choose not to use Direct Deposit, CUNY SPS will make arrangements for paychecks to be 

mailed to your home address currently on file. 

https://sps.cuny.edu/about/directory/office-fiscal-and-business-operations/payroll
https://sps.cuny.edu/about/directory/office-fiscal-and-business-operations/payroll
https://media.sps.cuny.edu/filestore/4/8/1/1_17322c2ef5306dd/4811_282d936984fc802.pdf
mailto:payroll@sps.cuny.edu
mailto:hr@sps.cuny.edu
https://sps.cuny.edu/about/directory/office-fiscal-and-business-operations/payroll
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To confirm direct deposit activation, or to report any changes in your tax deductions, 

contact payroll@sps.cuny.edu.   

 

XI. YOUR TECHNOLOGY 
YOUR CUNYfirst ACCOUNT 

CUNYfirst is CUNY’s web-based administrative services system. To use CUNYfirst you 
must activate or “claim” your CUNYfirst account by visiting 
https://home.CUNYfirst.cuny.edu and selecting the New User link.  
 
The activation process will create a CUNYfirst username (generally 
firstname.lastnameXX) and you will be asked to create a password. You will also receive 
an eight digit ID number, referred to as an EMPLID.  
 
Once you claim your account, you will then be able to access services such as Employee 
Self Service and the Faculty Center. 
 
Please be sure to check the “Personal Details” area of the Employee Self Service module, 
and to confirm or add a preferred email address as our method of contacting you.  

 

YOUR CUNY-WIDE LOGIN 
Your CUNY-wide Login is composed of your CUNYfirst username followed by 
“@login.cuny.edu” (for example, Jane.Doe22@login.cuny.edu).  
 
You will use this login and your CUNYfirst password to log into CUNY-wide services such 
as:  
 

• Adobe Creative Cloud 

▪ Photoshop 

▪ InDesign 

▪ Acrobat Pro 

• Blackboard 

• CUNYfirst 

• Degreeworks 

• Dropbox  

• EAB Navigate 

• MS Office 365 

▪ Word, Excel, PowerPoint 

mailto:payroll@sps.cuny.edu
https://home.cunyfirst.cuny.edu/
mailto:firstname.lastnameXX@login.cuny.edu
mailto:Jane.Doe22@login.cuny.edu
https://www.adobe.com/
https://bbhosted.cuny.edu/
https://home.cunyfirst.cuny.edu/
https://www.cuny.edu/about/administration/offices/registrar/resources/degreeworks/
https://dropbox.cuny.edu/
https://sps-cuny.navigate.eab.com/app/#/authentication/remote/
https://sps-cuny.navigate.eab.com/app/#/authentication/remote/
https://www.microsoft.com/en-us/microsoft-365
https://www.microsoft.com/en-us/microsoft-365
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▪ Outlook  

▪ Teams  

▪ OneDrive  

▪ Forms  

▪ Planner  

▪ SharePoint Online 

• Zoom 

 

INSTRUCTIONAL TECHNOLOGY 
CUNY SPS provides additional software and tools, such as VoiceThread and Digication e-

Portfolio, that support teaching and learning in CUNY SPS courses. OFDIT provides 

faculty training and support for these available tools; please visit the CUNY SPS faculty 

community site at https://spsfaculty.commons.gc.cuny.edu/ or email 

facultysupport@sps.cuny.edu for more information.  

 

CUNYAlert 
CUNYAlert is the University’s emergency notification system. You will be auto-enrolled 

with your college affiliation(s) and CUNY email address, with the option of adding 

additional notification preferences such as text messages. Changes may be made via the 

CUNYAlert landing page. 

 

HELP DESK 
The CUNY School of Professional Studies Help Desk is available to answer your technical 

questions. The Help Desk can be accessed via telephone (646-664-8592) or email at 

helpdesk@sps.cuny.edu. Please be sure to identify your problem and to provide your 

full name and a number where you can be reached. Also, please be prepared to provide 

information about your computer's Operating System (OS), Platform, Internet 

Connection, and the version of the program with which you are experiencing problems. 

Help Desk Hours 

Monday – Friday: 
8:00 a.m. – 9:00 p.m. 
(Excludes school holidays) 

Saturday – Sunday: 
1:00 p.m. – 9:00 p.m. 
(Excludes school holidays) 

https://cuny.zoom.us/
https://spsfaculty.commons.gc.cuny.edu/
mailto:facultysupport@sps.cuny.edu
https://www.cuny.edu/cuny-alert/#1539373156593-6fc8aa52-abf7
https://www.cuny.edu/cuny-alert/#1539373156593-6fc8aa52-abf7
mailto:helpdesk@sps.cuny.edu
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INSTRUCTIONS AND GUIDES 

BLACKBOARD 
Blackboard quick guides can be found here: 

https://spsfaculty.commons.gc.cuny.edu/quick-guides/ 

The Blackboard faculty user guide is located here: 

http://www2.cuny.edu/about/administration/offices/cis/core-functions/cuny-

blackboard/user-guides/faculty/ 

 

CUNYFIRST 
The CUNY Office of Information Systems has developed CUNYfirst Faculty 

Training course in Blackboard.  

Access the course here, and click “+Enroll” on the left navigation bar: 

https://bbhosted.cuny.edu/webapps/blackboard/content/listContent.jsp?course

_id=_2140638_1&content_id=_66234879_1 

• Click the Submit button to complete your enrollment. 

• Click the OK button to proceed to the CUNYfirst Faculty Training. 

 

DEGREEWORKS 
DegreeWorks (DGW) is an easy-to-use web based academic advising tool. This 

system allows faculty, advisors and staff to make informed decisions regarding 

academic progress toward degree completion. 

The New York City College of Technology/CUNY DegreeWorks faculty manual is 

comprehensive, and is located here: 

https://www.citytech.cuny.edu/business/docs/DegreeWorks_Guide_Faculty.pdf 

 

MICROSOFT OFFICE 365 
Instructions and other helpful information can be found here: 

https://www.cuny.edu/about/administration/offices/cis/technology-

services/microsoft-office-365-for-education/#1559833338750-e9daad15-c010 

 

EAB NAVIGATE 
Instructions and other helpful information can be found here: 

https://spsfaculty.commons.gc.cuny.edu/eab-navigate/ 

https://spsfaculty.commons.gc.cuny.edu/quick-guides/
http://www2.cuny.edu/about/administration/offices/cis/core-functions/cuny-blackboard/user-guides/faculty/
http://www2.cuny.edu/about/administration/offices/cis/core-functions/cuny-blackboard/user-guides/faculty/
https://bbhosted.cuny.edu/webapps/blackboard/content/listContent.jsp?course_id=_2140638_1&content_id=_66234879_1
https://bbhosted.cuny.edu/webapps/blackboard/content/listContent.jsp?course_id=_2140638_1&content_id=_66234879_1
https://bbhosted.cuny.edu/webapps/blackboard/content/listContent.jsp?course_id=_2140638_1&content_id=_66234879_1
https://bbhosted.cuny.edu/webapps/blackboard/content/listContent.jsp?course_id=_2140638_1&content_id=_66234879_1
https://www.citytech.cuny.edu/business/docs/DegreeWorks_Guide_Faculty.pdf
https://www.cuny.edu/about/administration/offices/cis/technology-services/microsoft-office-365-for-education/#1559833338750-e9daad15-c010
https://www.cuny.edu/about/administration/offices/cis/technology-services/microsoft-office-365-for-education/#1559833338750-e9daad15-c010
https://spsfaculty.commons.gc.cuny.edu/eab-navigate/


31 
 

 

XII. YOUR UNION: PSC-CUNY 
  
Instructional staff members of the City University of New York are represented by the 

Professional Staff Congress (PSC). The PSC and the CUNY Board of Trustees negotiate a 

collective bargaining agreement that covers salary schedules and terms and conditions of 

employment for full-time and part-time faculty, college laboratory technicians (CLTs), higher 

education officers (HEOs), graduate assistants, and research associates and assistants.  

You may visit www.psc-cuny.org to learn more about the Professional Staff Congress, including 

the most current contracts and additional benefits for those employees covered under the 

union agreement. 

  

https://www.psc-cuny.org/
https://psc-cuny.org/cuny-contract
http://www.psc-cuny.org/
https://psc-cuny.org/sites/default/files/PSC-CUNY_2017-2023_Agreement.pdf
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XIII. Appendices 
 

Appendix 1: CUNY SPS Directory 
To contact the offices and academic programs at CUNY SPS, please refer to our website directory here: 

https://sps.cuny.edu/about/directory 

 

Appendix 2: Guidelines for Full Time Faculty Tenure and Promotion (Updated 

September 2021) 
The procedures described here concern the granting of tenure to professorial faculty and 
promotion of professorial faculty; that is, Assistant Professor to Associate Professor and 
Associate Professor to Full Professor.  

As affirmed by the CUNY SPS Governance Plan, “the procedures and assessment criteria for 
making academic personnel recommendations to the Dean of the School are governed by the 
Bylaws and Policies of the CUNY Board of Trustees, including the Statement of the Board of 
Higher Education on Academic Personnel Practice in The City University of New York and the 
Max-Kahn Memorandum, and the School’s guidelines for reappointment, and for tenure and 
promotion, which guidelines may not be inconsistent with the aforesaid authorities.” 

Academic programs initiate recommendations for tenure and promotion. It is the Academic 
Director's responsibility to inform candidates of the schedule for consideration.  
Recommendations are reviewed by the Division Personnel Committee (Arts or Sciences, as 
applicable) and voted on by the CUNY SPS School-wide Personnel Committee or the SPS Special 
Personnel Committee, as appropriate1, before being forwarded to the Dean. 

 
Information Required 

Materials for review by the School-wide or Special Personnel Committee, as appropriate, 
include the following items:  
 

a) Division Personnel Committee Decision Memo  
b) Academic Director’s Report 
c) External Evaluations 
d) Personal File 
e) Supporting Materials, to include candidate’s Curriculum Vitae and Candidate’s 

Statement  

                                                            
1 As noted in the School’s Governing Plan, “until such time as a minimum of 51% of the School-Wide Personnel 
Committee’s membership comprises faculty who are associate and full professors, promotions to associate or full 
professor and the granting of tenure (or certificates of continuous employment in the case of lecturers) shall be 
recommended by a Special Personnel Committee of the School-Wide Personnel Committee.” 

https://sps.cuny.edu/about/directory
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Description of Materials: 

a) Division Personnel Committee Decision Memo: A brief memo submitted by the 
appropriate Division Personnel Committee Chair, conveying the Committee’s decision 
regarding moving the item forward to the School-wide or Special Personnel Committee, as 
appropriate.  

 
b) Academic Director’s Report: This report should avoid recitation of information in the 
candidate’s curriculum vitae and lengthy quotes from external reviewers. Include a 
discussion of the candidate's role in the program and of the candidate's value to the 
program. Provide information on the distribution of credit in multiply-authored 
publications, particularly with regard to the practice in the candidate’s discipline. The report 
should also address the candidate’s teaching, scholarship, and service. The report must be 
signed and dated.  

 
c) External Evaluations: For all professorial candidates for tenure and promotion, letters 
from reviewers must be provided that evaluate the candidates’ scholarly and/or creative 
work. Customarily the Academic Director or the Senior Associate Dean for Academic Affairs 
requests letters from appropriate reviewers. The program must exercise good judgment 
and discretion in selecting reviewers. At least four reviewer letters are strongly 
recommended. These should be from individuals who are more senior scholars than the 
candidate. At least three must be from reviewers outside CUNY; preferably all should be. If 
any CUNY reviewers are used, a justification must be provided. The candidate may suggest 
reviewers, but at least some reviewers must be individuals not suggested by the candidate.  

 
a) A uniform letter of solicitation will be sent to all reviewers. It is usual to provide the 
external evaluators with copies of the candidate’s curriculum vitae as well as selected 
major articles, unpublished manuscripts, and other materials that might help the 
reviewer form a judgment. All reviewers asked by the program to evaluate the 
candidate must be listed and all letters received must be included. An explanation must 
be provided for each case in which a letter was not received from a reviewer.  If it is 
anticipated that a candidate will be brought up for tenure and promotion in the same 
academic year, the letter of solicitation may ask reviewers to address both issues, so the 
letters used for tenure consideration can also be used for promotion consideration.  

 
b) The following information must be provided by each external reviewer:  

i. Name, title, and institutional affiliation.  
ii. Brief description of area of specialization (in a sentence or two – do not 

include the curriculum vitae) and professional credentials to serve as 
reviewer.  

iii. Explicitly state:  
a. If and how the reviewer and the candidate are acquainted.  
b. If the reviewer was suggested by the candidate.  
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The candidate must not see the reviewers' letters. The original of these letters must be 
forwarded to the Senior Associate Dean of Academic Affairs. 

 
The candidate may solicit additional letters of support from outside evaluators. Such letters 
should be initialed by the candidate and included in the supporting materials. It is essential 
to distinguish between such letters of support and letters from external reviewers solicited 
by the program.  

 
 

d) Personal File: The candidate’s personal file must contain the following:  

• Initial appointment letter 

• Annual reappointment letters  

• All annual evaluation conference reports  

• Peer observation reports and peer conference reports  

• Updated curriculum vitae  

• Student course and faculty evaluation forms showing student comments (include 
both CUNY SPS forms and program forms, where applicable) 

• Third-year review report  
 
Candidates should check the items in their personal file yearly for accuracy and completeness, 
and initial materials to indicate they have seen them. (This does not imply agreement with the 
contents.)  
 
It is very important that student evaluations, peer observations, and annual evaluations be 
conducted regularly. Candidacies may be deferred if a sufficient record is not available.  
 
e) Supporting Materials: Items from the candidate, including the candidate’s statement and all 
scholarly and creative works candidates wish to have considered in the review process, such as 
publications, articles, grant applications, abstracts, and any other creative works. Candidates 
must provide copies. If a work has been completed and a publisher’s contract has been signed, 
a copy of the contract, or written confirmation that it has been accepted for publication, should 
be attached to the work. Materials not available for review should not be included in the CV.  
 
The candidate must provide a signed list of all supporting materials included and check that the 
materials listed are present. The list must be examined by the academic director, or designee, 
to confirm that all materials listed are present, and a copy of the list signed by the academic 
director or designee shall be given to the candidate.  
 
The supporting materials must also include information about the candidate’s teaching. The 
candidate should provide as much information as possible about the content and structure of 
their courses. Course syllabi are required; other teaching information can be in the form of 
sample assignments, materials prepared for courses, etc. Information about responses of 
students to the candidate’s courses should also be provided. All written comments from 
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students, either solicited by the faculty member or collected as part of a course evaluation, 
must be included.  
 
Division Personnel Committees  

The Division Personnel Committee (Arts or Sciences, as appropriate) will review the information 
described above, including the candidate’s curriculum vita, reviewer letters, personal file, and 
supporting materials. Members of any personnel committee must recuse themselves from 
reviewing their own case.  
 
After the Division Personnel Committee has reviewed the candidate, the committee chair will 
prepare a Division Personnel Committee Decision Memo, as above, and will forward the memo 
to the Senior Associate Dean for Academic Affairs.  
 
 
 Schoolwide or Special Personnel Committee 

Following the Division Personnel Committee, applications for promotion and/or tenure are 
heard by the CUNY SPS School-wide Personnel Committee or the Special Personnel Committee, 
as appropriate. The committee will have available to it the materials for each candidate, as 
described above. Following deliberations, each voting member of the committee of appropriate 
rank and tenure status, will vote regarding the candidate in a secret ballot2.  
 
For tenure, the secret ballot vote will be “yes” to grant tenure, “no” to deny tenure, and 
“abstain” for the committee member to abstain from voting.  
 
For promotion, the secret ballot vote will be “yes” to grant promotion, “no” to deny promotion, 
and “abstain” for the committee member to abstain from voting.  
 
The recommendation of the CUNY SPS School-wide or Special Personnel Committee is 
forwarded to the Senior Associate Dean for Academic Affairs, who presents the committee’s 
recommendation to the Dean in writing. These CUNY SPS School-wide or Special Personnel 
Committee recommendations are advisory.  
 
It is the Dean's affirmative responsibility to review all recommendations and to make 
appropriate recommendations to the Chancellor and Board of Trustees. The Dean may consult 
with members of the Governing Council, with members of the CUNY SPS administration, or with 
other informed people prior to making a decision. The Dean reports to each candidate their 
inclusion or non-inclusion in a recommendation to the Chancellor and the Board of Trustees for 
tenure and/or promotion. Positive recommendations are presented as information items to the 
CUNY SPS Governing Council.  
 

                                                            
2 All faculty members of the CUNY SPS Special Personnel Committee are tenured. 
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The Dean also receives appeals from candidates who have received negative recommendations 
from the School-wide or Special Personnel Committee (see item IV, below).   
 
 Appeals  

If the School-wide or Special Personnel Committee does not recommend an eligible candidate 
for promotion or tenure, the Academic Director shall immediately inform the candidate and the 
Senior Associate Dean for Academic Affairs. Candidates may appeal negative decisions in 
writing to the Senior Associate Dean for Academic Affairs, providing a full explanation and a 
curriculum vitae and any other pertinent documents, marked “Appeal.” These appeals and their 
supporting materials are forwarded to the Dean of the School, who considers and decides upon 
all such appeals.  
 

 

Appendix 3: Adjunct Faculty Promotion 
Part-time faculty can be promoted, but there is no contractual provision for promotion of part-

time faculty. An adjunct interested in a promotion (which includes an increase in hourly rate) 

should apply to his or her chair for promotion on the same basis as a full-timer. Receiving a 

doctorate is often recognized as grounds for promotion, as are professional achievements. 

Promotion is made at the discretion of the department. 

 


