Guidelines for Additional Compensation — Faculty and Professional Employees*
Statement

Ball State University may assign additional duties to its existing employees on a temporary basis and
make interim and acting appointments when circumstances warrant. Employees assuming additional
duties outside the scope of their normal assighment/position or a higher-level interim or acting
appointment may be eligible for a temporary compensation during the period of the assignment,
subject to the discretion of leadership and the availability of funding. These guidelines ensure
consistency in compensation practices across the university while affording the appropriate level of
flexibility. Normally, employees should not receive a stipend for performing lower-level duties. In no
circumstance may faculty or professional employees receive additional compensation for performing
duties due to a vacant staff or service position. People and Culture Services is responsible for the review
of all stipends.

The standard practice for filling vacant professional positions at Ball State University is to conduct as
broad a search as possible and attract a highly-qualified pool of candidates. Situations that require
appointing an individual in an acting or interim capacity represent an ideal opportunity to utilize current
employees in positions of increased responsibilities for both evaluative and professional development
purposes.

University awards with monetary prizes and stipends given as part of Distinguished Professorships and
Endowed Chairs are not considered as supplemental compensation and are not limited by these
guidelines. They may be limited by other university, state and federal policies and regulations.

Additional compensation earned from sponsored projects is not included and separate guidelines are
issued by the Sponsored Projects Administration. Faculty summer pay is not included and separate
guidelines are issued by the Office of the Provost.

Definitions

Acting: A temporary appointment to a position vacated by an incumbent who is expected to return to
the position at which time the acting appointee will return to his/her former position. The authority and
responsibility of the acting appointee is determined by the immediate supervisor and may vary based
upon business needs.

Interim: A temporary appointment to a vacant position until a regular appointment can be made. If not
selected, the interim appointee will return to his/her former position. An interim person has both the
authority and responsibility of the office.

Additional Duties: When an employee is assigned significant additional duties outside the scope of their
regular job duties. The work is performed during regular work hours, although the employee may be
asked to work additional hours, and for the employee’s department and/or division. The duties to be
performed should be clearly differentiated from the types of duties the individual normally performs,
except when extraordinary effort is required for project work that is in addition to one’s normal
responsibilities. There may be situations where there is a higher-level vacancy and several individuals
will assume portions of the workload and no single individual will be appointed as interim or acting. In
limited circumstances, a vacancy may occur at the same level and the employee assumes a significant
additional workload. Payments for these services are issued by the employee’s department.



Overload/Partial Overload: Faculty members teaching academic courses over and above their regular
(“on-load”) course assignments. The overload may be for the entire or a portion of the semester.

Secondary/Additional Assignment: When an employee performs work for another department at the
University and where the duties are outside the scope of their regular job duties. The work is performed
outside of the employee’s regular work hours. Payments for secondary/additional assignments are
issued by another department, not the employee’s home department. When a professional teaches a
course for an academic department, it would be considered a secondary assignment.

Timeframe — Acting, Interim and Additional Duties

Acting, interim and additional duties stipends may be granted when the work will be performed for no
less than 30 days and no greater than one year. Stipends may be made retroactively. If an assighment
exceeds the maximum timeframe, the department must submit a request for extension and obtain the
appropriate approvals.

Time Commitment — Overload and Secondary/Additional Assighments

For full-time employees, the total time commitment for overloads and or secondary/additional
assignments may not exceed the equivalent of two full work days per week (i.e. .4 FTE). This equates to
the equivalent of six credit hours per term for overload teaching during the academic year. Overload
teaching may not be assigned at any time when the quality of instruction may be jeopardized or when
such overload work interferes with regularly assigned duties.

Compensation

For interim and acting assignments, temporary compensation adjustments will be based on market
considerations (i.e. appropriate range), employee qualifications, experience, internal equity factors, the
amount of additional work being assumed, and if the assignment will be shared with others. People and
Culture Services will establish an appropriate salary range based upon market considerations, internal
equity and funding. Academic year faculty serving as interim or acting chair will receive a stipend equal
to 30% of their base pay. When the vacant position is filled, the stipend will be discontinued and the
employee’s prior rate of pay will be restored plus any adjustments they normally would have received.

The maximum stipend provided is the difference between the employee’s current salary and the
minimum of the range as established by People and Culture Services. In cases where the employee’s
current salary is over the minimum of the range or is within 5% of the range minimum (this may occur
with more senior employees), the employee may receive a stipend equal to five (5%) of their base
salary. For examples of calculating interim/acting stipends, please see addendum.

Additional duties stipends are based on market considerations, the amount of additional work being
assumed, qualifications, experience, and internal equity factors. In cases where multiple incumbents
are assuming additional similar duties, equity of stipends must be a consideration. When the additional
duties are no longer being performed, the stipend will be discontinued and the employee’s prior rate of
pay will be restored plus any adjustments they normally would have received.

The stipend will not become a part of the employee’s base pay rate or included in the salary increment
pool.



To determine the appropriate stipend, People and Culture Services will provide guidance and
recommendations. For examples of calculating additional duties stipends, please see addendum.

Compensation for overload teaching is established by the Dean. Generally, compensation for a three -
credit hour course for an academic year semester is no less than $2,000 and no greater than $4,500. In
cases where an employee receives compensation for teaching a portion of the semester, it should be
pro-rated accordingly.

Payment for secondary/additional assighment work may not exceed an employee’s current daily rate
(see daily rate chart in addendum), nor be for more than two days (.4 FTE) per week.

Process and Procedures:
Interim/Acting Appointments

Upon identification of a vacancy that will necessitate redistribution of work resulting in an interim or
acting appointment, the appropriate administrator will meet with People and Culture Services to
develop a request prior to an appointment being made. The request will (1) identify the vacancy, (2) the
existing employee recommended to assume the role, (3) the process used to determine who would
serve in this role and who was considered, (4) the proposed stipend, (5) the funding source, and (6) the
effective date (payments may be issued retroactively). A current job description must be on file for the
vacant position. For both interim and acting appointments, the appointee must possess the minimum
requirements as stipulated in the job description.

Once the request has been approved by People and Culture Services, the department will submit a
Workday Compensation action to initiate the stipend. Requests for interim/acting department chairs or
school directors will be made in consultation with the Provost. Stipends for interim and acting
appointments will be created as an Interim Pay Allowance and charged to the primary position held by
the employee assuming the interim/acting role. The request must be approved by the Dean/AVP and
Vice President. With the exception of interim Chair appointments, stipends equal to 20% or more of the
employee’s base salary must be approved by the Office of the President.

Additional Duties:

Requests for the assignment of an additional duties stipend must be preapproved prior to
communicating with the employee. The appropriate administrator will meet with People and Culture
Services to develop a request that will (1) identify the work/duties to be performed which may also
include the time associated with the additional workload, (2) the existing employee recommended to
assume the duties, (3) an explanation as to how the duties fall outside the scope of their normal duties,
(4) the proposed stipend, (5) the funding source and (6) the effective date (payments may be made
retroactively).

Once the request has been approved by People and Culture Services, the department will submit the
Workday Compensation action to initiate the stipend. The stipend will be coded as Stipend — Additional
Duties. The request must be approved by the Dean/AVP and Vice President. Stipends equal to 20% or
more of the employee’s base salary must be approved by the Office of the President.



Secondary/Additional Assignments

Requests for secondary/additional assignments must be pre-approved by the employee’s supervisor,
Dean/AVP and Vice President, along with the hiring department’s Dean/AVP and Vice President prior to
any work being performed. Form HR-126 must be completed in Service Now. This request must (1)
identify the work/duties to be performed (2) the time associated with the secondary/additional
assignment, (3) the proposed payment and (4) the funding source. Once the request has been fully
approved, the department will submit a Workday Compensation Action to initiate the stipend and
forward a copy of the approved documentation to Heather Bright. In cases where load is associated
with the assignment, the request is submitted via the FLAC process.

Overloads

Requests for first course overloads for those in faculty employee classifications follow regular approval
chain via FLAC or Period Activity Pay. Requests for second overloads for faculty (full or partial term)
must be pre-approved by the Provost. Requests for overloads for those in professional classifications are
made via Addendum and must be pre-approved before the assignment begins. Requests for a second
overload (full or partial term) must be preapproved via addendum before the assignment begins and will
be granted only in emergency situations.

Recruitment Strategy for Vacant Positions Held by Interim or Acting Employees
Vacant positions are normally filled through an external search. In certain circumstances, an internal

search may be conducted or an individual appointed to a position through a waived search.
Departments must contact Employee Relations and complete the appropriate requests.

*Professional positions in Athletics are subject to additional regulations by the NCAA and review by the
Office of the President.



ADDENDUM

Daily Rate Chart Based on Type of Assignment:

Academic Year | Fiscal Year 10 Month Indiana Academy Burris
Contract
Days 160 260 218 188 184
Daily Rate Base Base Base Base
Calculation Salary/160 Salary/260 Salary/218 Base Salary/188 Salary/184

Please contact People and Culture Services if the individual has an assignment not included in the chart.
Interim/Acting Stipend Examples:

Below are examples of administering stipend determinations. These examples provide an overview and
are not exhaustive of all situations. Departments that need assistance in determining appropriate
stipends should contact their Human Resources Partner in People and Culture Services.

Charlie Cardinal’s (i.e. Employee assuming interim/acting role) base salary: $80,000

Charlene Cardinal’s (i.e. Employee assuming interim/acting role) base salary: $84,000

Minimum market range as determined by People and Culture Services for vacant position: $100,000
Differential: $16,000 - $20,000

Scenario 1: Charlie Cardinal will fully assume the duties of the vacant position until it is filled. The
department will provide Charlie with an annualized stipend of $20,000 ($769.23 biweekly) until the
position is filled. $100,000 - $80,000 = $20,000.

Scenario 2: Charlene Cardinal will fully assume the duties of the vacant position until it is filled. The
department will provide Charlene with an annualized stipend of $16,000 ($615.38 biweekly) until the
position is filled. $100,000 - $84,000 = $16,000.

Scenario 3: Charlie and Charlene will each assume an equal portion of the duties of the vacant position
until it is filled. Since both employees will be performing equal work, the department should provide
equitable stipends. Since the average differential is $18,000, both Charlie and Charlene will each
receive a stipend that is half the average differential - $9,000 (5750 per month). Or, the department
could elect to base the stipend on the largest differential ($20,000) and provide each incumbent with a
stipend that is half the differential - $10,000 ($384.62 biweekly).

Scenario 4: Charlene will assume a portion of the duties of the vacant position. Because she is retaining
her current position, the department will only assign her about 25% of the higher-level duties. The
department determines that her annualized stipend will be $4,000. $100,000 - $84,000 = $16,000.
$16,000 * .25 = $4,000 ($153.85 biweekly).

Scenario 5: Carla Cardinal earns $150,000 per year and has agreed to assume some of the
responsibilities normally assigned to the vacant position. Since Carla’s compensation is significantly
higher ($150,000 as opposed to $100,000), a stipend would not be appropriate.



Additional Duties Stipend Examples:

John Doe’s base salary: $55,000

Jane Doe’s base salary: $53,000
Robert Cardinal’s base salary: $52,000
Emily Employee’s base salary: $52,000
Average Salary: $53,000

Scenario 1: A co-worker earning $55,000 per year leaves the department and John, Jane, Robert and
Emily will each assume a portion of the workload. While the work is at the same level, it will necessitate
additional work hours. The department is requesting that each employee receive a 10% stipend of base
salary until the vacancy is filled — each employee is being treated the same. However, the department
could also request that each employee receive a stipend of $203.08 biweekly (about the average of a
10% stipend) as a means of treating each employee equitably.

Scenario 2: Emily Employee is assigned additional duties related to the installation of new software in
the department. It is estimated that the project will last six months and Emily will be required to work
extra hours (about 10 hours per week) in addition to her current workload. The department is
recommending a stipend of $200.00 biweekly (10% of base salary stipend) which means Emily would
have an annualized salary of $57,200. The department supervisor has a base salary of $75,000, so the
stipend would not create equity issues with the supervisor. Although Emily would earn slightly more
than her co-workers during the duration of the project (8% more on average), her workload and
responsibility has also increased. In order to ensure internal equity within other departments, People
and Culture Services would review the salaries of other employees involved in software implementation.

Scenario 3: Jane Cardinal is assigned to serve as a subject matter expert (SME) on the development of a
new, non-credit course for her department as part of the University’s Lifetime Learning Initiative. Under
this initiative, a subject matter expert may be BSU faculty or staff. It is estimated that course writing will
take 48 hours to complete, and Jane will be required to work extra hours in addition to her current
workload. The Division of Lifetime Learning Initiatives recommends a date rate stipend of $500 per day
for all subject matter experts, resulting in a stipend of $3,000.

Secondary/Additional Assignment Stipend Examples:

John Cardinal’s base salary: $55,000
Jane Cardinal’s base salary: $60,000

Scenario 1: John Cardinal performs IT-related duties in an academic department and is assigned to a
fiscal year position. Another department in a different college contacts John to work on technology-
related project that is outside the scope of his regular duties. The maximum that John could work on
this project is 2 days per week. The department would like to hire him one day per week, Saturday.
John’s maximum daily rate is $211.54 ($55,000/260).

Scenario 2: Jane Cardinal has an academic year appointment and is teaching a three credit hour
overload in the fall semester and is receiving $3,000 for the semester. An administrative department
would like to hire Jane to work on special project. The three credit hour course represents a time
commitment of 1 day per week, so the maximum that Jane could work on the special project is 1 day per
week. Jane’s daily rate would be $375.00 ($60,000/160).

Updates: 9/15/2021; 11/25/2025; 1/22/2026



