IMPORTANT INFORMATION FOR ADJUNCT INSTRUCTORS

Brookdale Community College hires new adjunct instructors as needed on a semester by semester basis to supplement our staff of full time faculty.  Anyone with an interest in teaching as an adjunct instructor and who is qualified, should visit our web site at www.brookdalecc.edu then click on HR/Intranet>Job Opportunities.  Brookdale Community College will only accept online applications.

Approval Process
Once a qualified applicant is identified by the Academic Division Dean or Department Chairperson as a potential new hire, several additional steps must take place:

· Review and approval of the online application, resume/curriculum vita, and credentials by the Executive Vice President-Educational Services.  Note:  A student copy of your transcript should be provided during the interview process.

· Completion of required employment documents (see section below).

· Receipt of an official transcript by the Human Resources Office from the institution where you obtained the highest relevant degree as stated in your online application for employment.  NOTE:  If the degree was obtained from an institution located outside of the U.S., you must obtain an evaluation from one of the members of the National Association of Credential Evaluations Services (website: www.naces.org).

· Approval by the Brookdale Community College Board of Trustees 

Required Employment Documents

Every new employee is required to complete certain documents prior to the start of work.  Please review the summary of required forms below and click on the link provided to print the forms (MS Word).  You must then bring the completed forms to the Human Resources Office prior to the start of work.  The Human Resources Office is located on the ground floor of the Administration Building, Parking Lot 3.  Our hours are Monday-Friday, 8:30 – 5:00 p.m.  Early or late hours may be arranged by appointment.

· U.S. Department of Homeland Security-Employment Eligibility Form, I-9 (INS) - You are also REQUIRED to bring appropriate identification as described on the reverse of the I-9 Form to the Human Resources office IN PERSON prior to the start of employment.  Failure to provide the required documents or to complete this form in a timely manner can result in the withdrawal of an offer for employment.

· Drug-Free Workplace Statement – Your signature on this form must be witnessed by a member of the Human Resources staff.

· Driver’s License Verification Form – Your signature on this form must be witnessed by a member of the Human Resources staff.

· New Employee Information Sheet – This form provides Human Resources with additional personal information.

· Confidentiality Statement – This form asks you to acknowledge your obligation to protect confidential student data in accordance with the Family Educational Rights and Privacy Act (FERPA).  
· W-4 Employee Tax Withholding – Required for Federal Income Tax deductions.
· Pension Enrollment – New Jersey State pension reform legislation, Chapter 89 P. L. 2008, provides that all new adjuncts who enter into a new employment agreement after October 31, 2008 and:
1. If you are a new instructor please click here for instructions and forms.  (Instructions)
2. If you are retired and have not completed the "Retirement Acknowledgment" form, please click here.   (Form).  
Note: As a retiree collecting a pension, you are not eligible to enroll in the ABP.  

School Employees’ Health Benefits Program for Adjuncts

DATE:

January 3, 2012

Chapter 172, P.L. 2003 provides certain part-time adjunct faculty at community colleges eligibility for enrollment in the SEHBP.  The eligibility requirements include being enrolled in a New Jersey State-administered retirement plan and actively teaching a minimum of 3 credits as an adjunct.

Health Plans

There are 13 health plans to choose from.  The NJ Direct plans are preferred provider plans (PPOs) and provide in-network and out-of-network coverage.  The Aetna and Cigna plans are health maintenance organizations (HMOs) and provide in-network coverage only.  The HD plans are high deductible plans.  Go to the link below for a brief summary of the plans:

www.state.nj.us/treasury/pensions/pdf/hb/active-ed-chart-shaded.pdf 

The fact sheet (see link below) is outdated because it refers only to one plan, NJ Direct 15.  However, the information about enrollment, eligible dependents, etc. applies to the 13 plans:

www.state.nj.us/treasury/pensions/epbam/exhibits/factsheets/fact66.pdf
If you want to enroll, please call me at 732-224-2235 for the enrollment application and to discuss the effective date. 

Pay Schedule

Applicants approved to teach one or more full sections will be paid twice a semester, at the middle and end of each semester.  


RATES


2010-2011

2011-2012

2012-2013

Per Credit           
              $660

     $675

     $690
Applicants hired to perform teaching duties related to course instruction on an hourly basis must complete Hourly Time Sheets and will be paid on the 15th or 30th of the month.


RATES


2010-2011

2011-2012

2012-2013
Per Hour
            
   $33.00

    $33.75

    $34.50
Orientation

Applicants approved for hire will be invited to an evening orientation session just prior to the start of the semester.  These orientation sessions provide an opportunity to meet other members of your department and present valuable information that will help ensure a successful teaching experience.  All new Adjuncts are strongly encouraged to attend.  

Former Brookdale CC Employees

Former employees of Brookdale Community College who are interested and qualified to teach as adjunct instructors are required to complete all steps outlined above.  

Additional Information

Additional questions may be directed to your Division Office or the Human Resources Office.

Division Offices


Arts & Communications


732-224-2128




Business & Technology


732-224-2220




English and Reading


732-224-2487




Science & Health Sciences

732-224-2417




Library




732-224-2217




Mathematics



732-224-2077




Social Sciences & Education

732-224-2335




Student Development


732-224-2593

     Human Resources




732-224-2739
(01/12)

