Harvard University

Graduate School of Design

Non-Faculty Academic (NFA) Appointments Handbook

Policies & Procedures for Research Appointments and other
Non-Faculty Academic Positions



w

N~NOo oo~ bW

oo

© © 00

10

10
10
11
11
12

13

14
15

16
17
18
19

Academic Appointments in the Faculty of Design
NON-FACULTY ACADEMIC APPOINTMENTS

Postdoctoral Research Fellow

Named Postdoctoral Research Fellow

Teaching Associate

Research Associate

Senior Research Associate

Research Scientist

Senior Research Scientist / Senior Research Fellow

Additional Information about Non-Faculty Academic Appointments
with Compensation

NON-FACULTY ACADEMIC APPOINTMENTS WITHOUT COMPENSATION

Visiting Scholar

Visiting Fellow

Associate / Expert-in-Residence

Additional Information about Non-Faculty Academic Appointments
without Compensation

STUDENT APPOINTMENTS

Research Assistant
Research Fellow

Teaching Assistant
Teaching Fellow

Doctoral Teaching Associate

APPENDICES

Appendix A: Guidelines for Non-Faculty Academic Appointments

Appendix B: Non-Faculty Academic Request Form (Research Associate, Postdoctoral
Fellow)

Appendix C: Visiting Scholar/Fellow Request Form

Appendix D: Research Fellow Hire Form

Appendix E: Teaching Fellow Hire Form

Appendix F: Temporary/Short-term Employee Hire Form

February 2021



ACADEMIC APPOINTMENTS IN THE FACULTY OF DESIGN

The Graduate School of Design educates leaders in design, research, and scholarship to
make a resilient, just, and beautiful world.

To succeed in its mission, the GSD must develop an academic community of excellence and
diversity. The Non-Faculty Academic (NFA) Appointments Handbook describes policies and
procedures related to a range of academic positions available at the School. Each academic
appointment in the School is made under one of the following titles and reflects the career
patterns of individuals and their relationship to the School's departments, programs, and/or
research initiatives. All non-faculty academic appointments are for a fixed term and there are no
obligations for reappointment or promotion beyond the fixed term

The Handbook is intended to complement and extend university policies and, should conflicts
arise, university policies shall govern.

NON-FACULTY ACADEMIC APPOINTMENTS

Non-Faculty Academic Appointments

e Postdoctoral Research Fellow Non-faculty academic appointment
e Named Postdoctoral Research Fellow Non-faculty academic appointment
e Teaching Associate Non-faculty academic appointment
e Research Associate Non-faculty academic appointment
e Senior Research Associate Non-faculty academic appointment
e Research Scientist Non-faculty academic appointment
e Senior Research Scientist / Senior Research Non-faculty academic appointment

Fellow Appointment

Postdoctoral Research Fellow

Affiliation. This appointment is a benefits-eligible non-faculty academic appointment for
individuals who wish to continue their scholarly work under the general supervision of one or
more faculty members with the aim of achieving competence as an independent original
investigator.

Duties. Postdoctoral research fellows may carry out research and teaching responsibilities. This
title is not an appointment to the faculty and does not permit the offering of unsupervised
instruction. A postdoctoral research fellow may not be designated principal investigator (PI) or
project director for research efforts, but may carry out research under the direction of a junior or
senior faculty member.

Qualifications. A postdoctoral research fellow, as defined by the University, must include ALL of
the following criteria:

e Recipient of a doctoral degree (PhD, DDes, or equivalent) in the last five years;

e Engaged in research independently, affiliated with and mentored by Harvard faculty to
receive training; or, supporting the research efforts of a Harvard-affiliated PI.
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Term. Temporarily appointed on an annual basis of up to three years, dependent upon research
funding; appointed full-time (unless specific provisions have been approved at the School level).

Appointment Process. A postdoctoral research fellow must secure an individual member of the
faculty as an advisor and be approved by the chair of the department or director of a center. If the
criteria for appointment are met, the sponsoring faculty member is required to fill out a non-faculty
academic appointment request form and submit it to the executive dean, together with the
candidate's curriculum vitae and a description of the research that will be conducted while in
residence. Postdoctoral research fellows who are externally funded by a foundation, government
grant, or company, must provide evidence of sufficient funding. Visa authorization is contingent
upon certification of funds.

Named Postdoctoral Research Fellow

Affiliation. This appointment is a benefits-eligible non-faculty academic appointment that is open
to only non-GSD graduates who wish to continue their scholarly work under the general
supervision of one or more faculty members with the aim of achieving competence as an
independent original investigator.

Duties. Named postdoctoral fellowship recipients will be expected to teach one seminar and
conduct independent research. Recipients may use this fellowship to prepare publication of
dissertation, but will also be expected to engage in new research projects. This title is not an
appointment to the faculty and does not permit the offering of unsupervised instruction. A [named]
postdoctoral fellowship recipient may not be designated principal investigator (PI) or project
director for research efforts, but he or she may carry out research under the direction of a junior
or senior faculty member.

Qualifications. A named postdoctoral fellow, must include ALL of the following criteria:
e Recipient of doctoral degree (PhD, DDes, or equivalent) within the last five years;
e Engaged in research independently, affiliated with and mentored by Harvard faculty to
receive training; or, supporting the research efforts of a Harvard-affiliated PI.

Term. Temporarily appointed on an annual basis of up to a maximum of two years; appointed full-
time (unless specific provisions have been approved at the School level).

Appointment Process. Position is competitive, and available slots will be advertised and posted
as part of an open search. Applications will be reviewed by an internal faculty committee. One
named fellowship recipient per year. Visa authorization is contingent upon certification of funds.

Teaching Associate

Affiliation. Individuals who are not currently enrolled as students at Harvard and who have
experience roughly comparable to a PhD student or graduate. Persons holding this position may
concurrently engage in employment outside the university or hold other appointments within the
university provided that the sum of all their employment does not exceed a normal work week.
Teaching Associates are not eligible for visa sponsorship.
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Duties. Teaching Associates may assist faculty in preparing course materials and in offering
instruction, but may not be responsible for the structure and content of a course. They may
conduct teaching sections, tutorials, and design critiques. They may also read papers, review
designs, recommend grades and assist in supervising independent study projects.

Term. Appointments may be made for one module (half-term), one term, or up to a maximum of
one year, and may be renewed up to a maximum of two years. Appointments beyond two years
require approval of the Senior Faculty Council and the dean.

Work Load. Teaching Associates are part-time non-faculty academic appointments.

Research Associate

Affiliation. This appointment is a non-faculty academic appointment for individuals who engage in
research.

Duties. Working under the direction of a principal investigator (Pl) on Harvard research projects,
research associates provide independent intellectual contributions towards research, which may
include running experiments, recording data, performing quantitative analyses, documenting
evidence, conducting literature searches, and preparing drawings. Research associates may not
serve as PIs, but this may be waived by the dean for specific projects if there are compelling
reasons why there are no faculty supervisors who can serve in this capacity. Research
associates, on occasion, may participate with faculty in the conduct of instruction but may not be
responsible for the structure and content of a course. Research associates may not assist faculty
in any professional or personal work not directly related research in the GSD.

Qualifications. Minimum recommended requirements for a research associate appointment
include one or more of the following criteria:

e Appropriate academic credentials, typically indicated by a master’s level degree (or for a
doctoral student, matriculation in an appropriate degree program);

e Specialized expertise or practical experience; and

e Atleast one year of research experience in a defined field.

Term. Part-time or full-time position. Appointed at least one-term to one year, renewable
dependent upon research funding. Benefits eligibility determined on a case-by-case basis.

Appointment Process. A research associate must secure an individual member of the faculty as
his/her advisor and be approved by the chair of the department or director of a center. If the
criteria for appointment are met, the sponsoring faculty member is required to fill out a non-faculty
academic appointment request form and submit it to the executive dean, together with the
candidate's curriculum vitae and a description of the research that will be conducted while in
residence. Visa authorization is contingent upon certification of funds.

Senior Research Associate

Affiliation. This appointment is a benefits-eligible non-faculty academic appointment for
individuals who hold advanced research qualifications and experience.
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Duties. The responsibilities of senior research associates are individually defined, but may
include the design and oversight of research that does not require close faculty supervision.
Senior research associates may have principal investigation rights, but generally work closely
with tenured faculty members on research projects. This position may manage or direct a team of
researchers on a case-by-case basis. This appointment may teach and be responsible for the
structure and content of a course.

Qualifications. Minimum recommended requirements for a senior research associate appointment
include the following criteria:

e Appropriate academic credentials, typically indicated by doctoral degree, but at least a
master’s level degree as long as the following criteria are met:
Specialized expertise or practical experience;
At least three years of research experience in a defined field; and

e Specialized role on a well-defined project (e.g., an expectation of co-authorship on an
academic paper).

Term. Part-time or full-time position. Appointed at least one year, up to a three-year term,
renewable, dependent upon research funding.

Appointment Process. A senior research associate must secure an individual member of the
faculty as his/her advisor and be approved by the chair of the department or director of a center.
If the criteria for appointment are met, the sponsoring faculty member is required to fill out a non-
faculty academic appointment request form and submit it to the executive dean, together with the
candidate's curriculum vitae and a description of the research that will be conducted while in
residence. Visa authorization is contingent upon certification of funds.

Research Scientist

Affiliation. This appointment is a non-faculty academic appointment for distinguished individuals
who have advanced research qualifications.

Duties. The responsibilities of a research scientist are individually defined, but may conduct
research as an independent investigator; play a leadership role in research projects; act as senior
analyst in one or more research projects; present results and prepare publication, collaborate with
external researchers; and supervise research staff. Research scientists generally aspire to a
career as a professional researcher or research manager.

Qualifications. Doctoral degree (PhD, DDes, or equivalent) required, with a minimum of 5 years of
postdoctoral experience, evidenced by the ability to excel in research. Must be a major
contributor to refereed publications beyond thesis papers and hold evidence of leadership in
scientific administration, including the supervision of research staff.

Term. One to five-year term, renewable. May be dependent on research funding.
Appointment Process. A research scientist must secure an individual member of the faculty as

his/her advisor and be approved by the chair of the department or director of a center. If the
criteria for appointment are met, the sponsoring faculty member is required to fill out a non-faculty
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academic appointment request form and submit it to the executive dean, together with the
candidate's curriculum vitae and a description of the research that will be conducted while in
residence. Visa authorization is contingent upon certification of funds. Position may be
competitive, with available slots advertised and posted as part of an open search.

Senior Research Scientist / Senior Research Fellow

Affiliation. This appointment is a non-faculty academic appointment for distinguished individuals
with advanced research qualifications.

Duties. The responsibilities of this appointment are individually defined, but in addition to meeting
the criteria for research scientists listed above, senior research scientists and senior research
fellows also demonstrate leadership as a principal investigator (Pl), as head of a defined research
project, or as a key member of a research team. Senior research scientists and senior research
fellows may provide overall program/project leadership and management; may conduct and
publish self-initiated research; may conduct research across programs or projects; may train and
manage other research staff; and may participate in long-range research planning.

Qualifications. Doctoral degree (PhD, DDes, or equivalent) required, with at least 7 years of
postdoctoral experience. In addition, this appointment should demonstrate excellence in the
research area of focus. For example, this appointment must demonstrate leadership skills and
experience supervising research staff; continue publication in refereed journals as senior author
or contributor of major ideas or innovations with identifiable independence from senior scientific
mentors; and continue participation in scientific societies, committees, and review groups at the
national level.

Term. One to five-year term, renewable. May be dependent upon research funding.

Appointment Process. A senior research scientist and senior research fellow must secure an
individual member of the faculty as his/her advisor and be approved by the chair of the
department or director of a center. If the criteria for appointment are met, the sponsoring faculty
member is required to fill out a non-faculty academic appointment request form and submit it to
the executive dean, together with the candidate's curriculum vitae and a description of the
research that will be conducted while in residence. Visa authorization is contingent upon
certification of funds. Position may be competitive, with available slots advertised and posted as
part of an open search.

Additional Information about Non-Faculty Academic Appointments with Compensation

Compensation. Non-faculty academic appointees are officers of the university and are eligible for
staff privileges in Harvard libraries and for membership in the Faculty Club. Subject to availability
and consistent with the School's needs, shared office space and access to resources may be
provided in accordance with the Office Space policy in the GSD Faculty Handbook.

Appointment Process. A formal search is not required for most non-faculty academic
appointments but faculty members must consider qualified minority and/or women students for
such appointments. For staff research appointments, an available position must be advertised in
accordance with University guidelines, and a search must be conducted under the direction of a
voting member of the Faculty of Design. The request for a non-faculty academic appointment
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may be made by any member of the Faculty of Design who is the instructor of record for a GSD
course, seminar or studio, or who is a principal investigator on a GSD research project or who is
a Director of a Research Center. The request shall be made on the appropriate form and
submitted to the executive dean for review and approvals.

Non-Faculty Academic Appointments without Compensation

e Visiting Scholar (unpaid) Non-faculty academic
appointment

e Visiting Fellow (unpaid) Non-faculty academic appointment

e Associate / Expert-in-Residence (unpaid) Non-faculty academic

appointment

Visiting Scholar

Affiliation. A person with a record of distinguished scholarly achievement may be appointed by
the dean as visiting scholar in the GSD for residence of up to one academic year to assist in the
conduct of his or her own scholarship. Normally, these persons currently hold professorial or
senior research appointments at other universities and are on sabbatical or leave under
sponsorship of a major grant, such as a Fulbright or Guggenheim. Appointments are only
considered when it is evident that residence in the GSD will be of significant benefit to the
research in progress and when the residence of the scholar will benefit scholarship and/or
instruction in the Faculty of Design.

Appointment Process. Appointees to the visiting scholar and visiting fellow positions must be
sponsored by an individual member of the faculty and recommended by the department chair. If
the criteria for appointment are met, the department chair will bring the request to the Executive
Committee along with the candidate's curriculum vitae, a description of the research or other work
to be conducted during the term of the appointment, and a copy of any other administrative terms.
The Executive Committee will serve as advisor to the dean for these appointments. If the
appointment is approved, a letter will be sent from the Dean confirming the appointment and
stating that there will be no monetary stipend and that they will not be given any office space or
staff support. It must be clear that the appointee is responsible for all charges in Harvard libraries
or the Faculty Club. Written confirmation of these conditions, in the form of a copy of the letter
signed by the appointee, must be secured before requesting the appointment. For further
information, consult the Executive Dean. Requests for Visiting Scholar and Visiting Fellow
appointments must be submitted by May 1 for fall appointments and by October 1 for spring
appointments. See “Additional Information about Non-Faculty Appointments without
Compensation” below.

Visiting Fellow

Affiliation. A person with some scholarly or professional achievement beyond the normal scholarly
or professional degree may be appointed by the dean of the faculty as visiting fellow in the
Graduate School of Design for up to one academic year to engage in research or otherwise
participate in academic endeavors of the school. Appointments are only considered when it is
evident that participation at the GSD will be of significant benefit to research or academic
endeavors of the school. Most international fellows applying from abroad are funded by a
foundation, government grant, or company. All international fellows should be certain they can
provide evidence of sufficient funding. Visa authorization is contingent upon the certification of
funds to cover tuition and living expenses.
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Appointment Process. Appointees to the visiting scholar and visiting fellow positions must be
sponsored by an individual member of the faculty and recommended by the department chair. If
the criteria for appointment are met, the department chair will bring the request to the Executive
Committee along with the candidate's curriculum vitae, a description of the research or other work
to be conducted during the term of the appointment, and a copy of any other administrative terms.
The Executive Committee will serve as advisor to the dean for these appointments. If the
appointment is approved, a letter will be sent from the Dean confirming the appointment and
stating that there will be no monetary stipend and that they normally will not be given any office
space or staff support. It must be clear that the appointee is responsible for all charges in Harvard
libraries or the Faculty Club. Written confirmation of these conditions, in the form of a copy of the
letter signed by the appointee, must be secured before requesting the appointment. For further
information, consult the Executive Dean. Requests for Visiting Scholar and Visiting Fellow
appointments must be submitted by May 1 for fall appointments and by October 1 for spring
appointments. See “Additional Information about Non-Faculty Appointments without
Compensation” below.

Please note that the Visiting Fellow status is not to be used for people who are enrolled in a
degree program (doctoral or masters) at another institution. Those individuals should pursue
special student status through the Admissions Office.

Associate / Expert-in-Residence Affiliated with GSD Degree or Administrative Programs

Affiliation. Persons with expertise relevant to a specific degree or administrative program may be
invited by the Graduate School of Design to be associates or experts-in-residence

(EIRSs). Associates are typically artists or practitioners in the various disciplines of the

school. EIRs typically hold positions in industry and offer advice and consultations on
entrepreneurialism. These affiliations with the GSD are made in a non-faculty academic
appointment status for a circumscribed term, usually three years. Associates and EIRs will be
included in the departmental or program list of faculty, staff and affiliates for the duration of their
appointment.

Prior to offering an associate or EIR an invitation, it is expected that the rationale for the invitation
will be carefully considered. There needs to be a clear understanding concerning the individual's
involvement in the program or department, such as number of visits, whether he or she will
participate in workshops, give guest lectures or provide one-on-one consultation with students.
The GSD faculty member or administrator proposing the affiliation will make a recommendation to
the Dean, and the Chair if the affiliation is with an academic department. No invitations will be
issued without written approval from the dean. In the penultimate year of the term of affiliation, the
rationale and the level of the associate or EIR’s involvement are reviewed. The affiliation can
either be extended with the approval of the Dean, or allowed to expire. Associates may or may
not be offered honoraria and reimbursements for travel. EIRs are normally expected to cover their
own costs for visiting the GSD and/or the iLab. Associates and EIRs are not eligible to receive 1D
cards or library access. See “Additional Information about Non-Faculty Appointments without
Compensation” below.

Additional Information about Non-Faculty Appointments without Compensation

Duties. Persons with these appointments pursue their own research or projects while in residence
at the GSD. These titles are not appointments to the faculty and do not permit the offering of
instruction; only faculty positions may be used for that purpose. These titles are also not
appropriate for persons who will perform research with a stipend; such positions require
appointment as a research associate or senior research associate. Appointments with these titles
are not intended for persons conducting research for doctoral dissertations or for persons who
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have recently completed their formal education and seek experience as post-doctoral fellows.
Persons with these appointments are not entitled to take or audit GSD or other Harvard courses.

Term. Appointments are typically limited to one academic year, with the exception of associate
and EIR appointments, which are up to three-years.

Compensation. There is normally no Harvard compensation for these positions.

STUDENT APPOINTMENTS

e Student Research Assistant Enrolled GSD Master’s Student
e Student Research Fellow Enrolled GSD Doctoral Student
e Student Teaching Assistant Enrolled GSD Master’'s Student
e Student Teaching Fellow Enrolled GSD Doctoral Student

Research Assistant

Affiliation. This appointment is made for full-time resident GSD students in good standing,
currently enrolled in a master’s degree program at Harvard.

Duties. Students in good standing are eligible for positions as Research Assistants (RAs). They
normally are GSD students, although occasionally a student from another Harvard school may
serve as a RA at the GSD. RAs conduct research on a specific research account and cannot be
paid with funds from a course budget. RAs may assist faculty in the conduct of research, but may
not be responsible for the structure or content of investigations. RAs may not serve as principal
investigators. RAs may not assist faculty in any professional or personal work not directly related
to research at the GSD.

Term. RAs may work up to a maximum of ten hours per week during the school year. They may
not assist faculty in any professional or personal work not directly related to instruction or
research at the GSD.

Compensation. Salary rates are fixed each academic year and are not negotiable. Earnings may
be included as a resource in a student's financial aid package. Students who have been awarded
federal work-study as part of their financial aid package may use these funds for their RA
positions, in which case a portion of the student's salary will be paid by government funds.

Research Fellow

Affiliation. This appointment is made for full-time resident GSD students in good standing,
currently enrolled in a doctoral program at Harvard.

Duties. Student Research Fellows (RFs) may assist faculty in the conduct of research, but may
not be responsible for the structure or content of investigations. They may conduct experiments,
record data, perform quantitative analyses, document evidence, conduct literature searches,
prepare drawings, etc. RFs may not serve as principal investigators. They may, on occasion,
participate with faculty in the conduct of instruction. RFs may not assist faculty in any professional
or personal work not directly related to instruction or research at the GSD.
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Term. Appointments may be made for one module (half-term), one term, or up to a maximum of
one year. The maximum appointment for a RF at the GSD is normally one "two-fifths"
appointment per term, except during the summer when the student is not registered for course
work.

Compensation. Salary rates are fixed each academic year and are not negotiable. Earnings may
be included as a resource in a student's financial aid package.

Teaching Assistant

Affiliation. This appointment is made for full-time resident GSD students in good standing,
currently enrolled in a master’s degree program at Harvard.

Duties. Students in good standing are eligible for positions as Teaching Assistants (TAs). They
normally are GSD students, although occasionally a student from another Harvard school may
serve as a TA at the GSD. They assist faculty in preparing course materials and provide logistical
support or coordination as needed. They may not assign grades or serve as substitute instructors
in the absence of the instructor of record.

Term. TAs may work up to a maximum of ten hours per week during the school year. They may
not assist faculty in any professional or personal work not directly related to instruction or
research at the GSD.

Compensation. Salary rates are fixed each academic year and are not negotiable. Earnings may
be included as a resource in a student's financial aid package. Students who have been awarded
federal work-study as part of their financial aid package may use these funds for their TA
positions, in which case a portion of the student's salary will be paid by government funds.

Teaching Fellow

Affiliation. This appointment is made for full-time resident GSD students in good standing,
currently enrolled in a doctoral program at Harvard.

Duties. Only a limited number of courses are assigned Teaching Fellows (TFs) who may assist
faculty in preparing course materials and in offering instruction, but may not be responsible for the
structure and content of a course. They may conduct teaching sections, tutorials, and design
critiques. They may also read papers, review designs, recommend grades and assist in
supervising independent study projects. TFs may not offer more than one lecture or seminar in
any course in the absence of the faculty instructor of record and may not assign course grades.

Term. Appointments may be made for one module (half-term), one term, or up to a maximum of
one year.

Compensation. Salary rates are fixed each academic year and are not negotiable. Earnings may
be included as a resource in a student's financial aid package.

For additional information, current rates, and hiring procedures refer to www.gsd.harvard.edu/ta.
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Doctoral Teaching Associate (DTA)

Affiliation. This appointment is made for full-time resident GSD students in good standing,
currently enrolled in a doctoral program at Harvard. Doctoral Teaching Associates holding student
F and J visas must comply with visa terms including the stipulation that the sum of all their
employment cannot exceed 20 hours per week. GSD does not sponsor non-student visas for
these positions.

Duties. Doctoral Teaching Associates may conduct teaching sections, tutorials, and design
critiques. They may also read papers, review designs, recommend grades and assist in
supervising independent study projects. DTAs may not be responsible for the structure and
content of a course and may not assign course grades.

Term. Appointments may be made for one module (half-term), one term, or up to a maximum of
one year.

Work Load. Doctoral Teaching Associates are part-time non-faculty academic appointments.
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GSD Guidelines for Non-Faculty Academic Appointments

Academic appointments for Research Associates, Senior Research Associates, and Post Docs are
administered through the Faculty Planning Office. (note that GSD staff holding similar titles are hired
through the Human Resources office.)

Academic appointments, like faculty appointments, are part of Harvard’s monthly payroll.
Appointments begin on the 1% of the month and end dates are the last day of the month.

Paychecks are issued on the last day of the month.

Academic appointments are EXEMPT jobs. Academic employees are exempt from overtime eligibility
and not required to report hours worked. The work is academic in nature, with high degree of
specialized knowledge required.

Academic employees are intellectual contributors to the program or department, and/or may have
intellectual ownership of the project for which they are hired.

Within reasonable parameters, academic employees have the ability to set their own priorities and work
independently with limited supervision to complete assigned work.

Academic appointments may be Full-Time or Part-Time, and supervisors may set expectations with
regard to appropriate estimated work hours (e.g. 35 hours for Full-Time, and business hours M-F, 9:00-
5:00).

Actual hours worked may vary from week to week but monthly compensation is set for the duration of
the appointment.

Appointments lasting 12 months or more are benefits-eligible, if the time commitment is considered to
be Half-Time or more.

It is especially important to set clear expectations with regard to projects to be completed and job
responsibilities, with a detailed job description.

Faculty Planning reviews all proposed academic appointments.

GSD Finance reviews funding sources for all proposed academic appointments.

Non-faculty academic appointees are employees of GSD/Harvard but do not participate in GSD Staff
meetings or events.

If the job fails to fit one or more of the above criteria, it may be more properly classified as a Temporary or Staff
position. Please see the detailed “GSD Research Jobs” chart for additional information.

Process for Requesting a Non-Faculty Academic Appointment (NFA)

Contact Tim Hoffman, Faculty Planning, or download the NFA Appointment Request Form from the
Faculty Planning page ( gsd.harvard.edu/facultyplanning )

Submit the NFA form with the applicant’s CV to Tim Hoffman at least 30 days prior to the anticipated
start date.

Once the appointment has been reviewed and approved, an offer letter may be generated, either by the
department in consultation with Faculty Planning, or by Faculty Planning.

If the candidate accepts the appointment, Tim will coordinate additional paperwork including 1-9 form,
bio-data form, and visa paperwork if necessary.
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GSD Guidelines for Non-Faculty Academic Appointments (page 2)

e With all paperwork complete by the end of the first week of the start month, the appointment can be
processed into PeopleSoft in time for the first paycheck at the end of that month.
e Sample timeline for a June 1 start date (if visa is NOT needed):

OO0 O0OO0O0OO0O0o

Submit NFA form and CV by May 1

Appointment reviewed by May 8 (one week)

Offer to candidate / offer accepted by May 15

Additional forms completed by May 30

Work begins June 1

Complete paperwork submitted for payroll processing by June 6 (at the latest)
First paycheck: June 30

****f the employee will require visa sponsorship, contact Faculty Planning a minimum of 90 days prior to

desired start date.****

Process for Modifying Terms for a Non-Faculty Academic Appointment (NFA)

e Academic appointments can be modified, with sufficient notice, at the beginning or end of a month.
e To EXTEND an appointment, contact Tim Hoffman with the following information 30 days prior to the
current end date:

o
o
O
o
(0]

Name

Current End Date

New End Date

Pl or hiring supervisor approval/authorization for extension

GSD Finance approval/authorization of funding for extension of appointment

e To CHANGE an appointment (eg. adjust from Full-Time to Part-Time or Part-Time to Full-Time; increase
salary; change benefits eligibility; etc.), contact Tim Hoffman with the following information two weeks
prior to the month in which the change will be effective (by the 15 of the month prior):

(0]

o
o
o

Name

Appointment End Date

Pl or hiring supervisor approval/authorization for change

GSD Finance approval/authorization of funding for the change

e PLEASE NOTE: Modifications and/or extensions of appointments for visa holders should be requested
two months in advance. Depending on individual visa circumstances, additional time may be required
for extensions.

Revised December 2017



GSD Request for Non-Faculty Academic Appointment

Section I: To be Completed by Sponsoring Faculty Member New Appointment Extension
Employee Name: Title:

Degree & Year GSD Degree? E-mail:

Project Name (if applicable): Department:

Faculty PI/Supervisor:

DETAILED Description of Duties: (attach separate page if necessary)

Appointment Start Date: Appointment End Date:

Academic appointments are made in full-month increments. If the work will start mid-month, the appointment will start on the 1°
of the month, which may be prior to the work commencing, and will end at the end of the month in which the work was
concluded.

Total Salary to be paid over the term of the appointment: # of Months:
Monthly Salary: (divide Total Salary by # of months, to be paid on the last day of each month)
Full-Time or Part-Time: Estimated Hours per Week:

Please note: Academic appointments are monthly appointments and employees are not required to report hours. Supervisors
may set expectations with regard to schedule (eg 9:00-5:00, M-F). Actual hours worked may vary. It is important to set clear
expectations for the work to be completed, in the Description of Duties above.

Will Benefits be offered? YES NO (if at least half-time, and appointment is for over a year, Benefits should be offered)
Will a visa be required? YES NO
Will this position be funded by grants or other outside source(s)? O YES O NO

Please list the specific funding source(s):

Hiring Faculty Signature: Date:

Section Il: To be Completed by Faculty Affairs/Finance Office

Time Status (FTE): Annualized Salary =

Account Coding 1: % allocation:
Account Coding 2: % allocation:
Academic Appointments Signature; Date:

Finance Officer Signature: Date:

Faculty Affairs Dean’s Signature: Date:

Revised June 2020



RECOMMENDATION for VISITING SCHOLAR or VISITING FELLOW

| recommend that be appointed Visiting Scholar Visiting Fellow
Nominee’s Name

at the GSD for the period of time from to . *Up to 12 months; faculty sponsor
Month/Year Month/Year must be in residence

In signing this form below, | agree to serve as this person’s sponsor and primary contact at the GSD, and to make
myself regularly available to them for questions and general assistance.

Faculty Sponsor Name Date

ADDITIONAL INFORMATION
Citizenship status (select one): US Citizen US Permanent Resident Other

Will a Harvard-sponsored visa be required? YES NO (if YES, appointment must meet J-1 visa eligibility requirements
as determined by the Harvard International Office; please consult Faculty Affairs regarding visa eligibility.)

What is the source of the funding that will support the visit?
Name of funder and type of funding (e.g. private foundation, government grant, industry sponsor, etc.).

How often will you meet with the visitor during their time at Harvard?

Will this appointment require access to a GSD email account and/or GSD data systems or other data? YES NO
If YES, please specify any desired access to GSD systems or data other than email:

Has the visitor held a previous GSD and/or Harvard appointment? If so, please list:

Please submit completed form with Department Chair’s signature, and attach the following REQUIRED ELEMENTS:
e Applicant’s current CV*
e Letter of interest from the applicant including a summary of specific research or other creative work to be
undertaken at GSD during the proposed appointment;
o Letter of sponsorship** from sponsoring GSD faculty (must address questions outlined below)
e [fvisitoris not a US citizen, proof of funding.
e Indication of approval by the sponsoring faculty member’s Department Chair (signature below)

Applications will not be considered until all of the above elements are submitted. Once the Department Chair has
approved an application, the request may be placed on the agenda for review by the Executive Committee. Applications
should be submitted no later than September for the spring term and no later than March for the following fall term.

REVISED June 2020



*Current CV must include:

e  Full name, with link to applicant’s professional website

e Home academic/professional institution (please include link to English-language home page)
e Date of birth, Gender, Permanent address, Email address

**Letter of Sponsorship should address:

e Was this proposed appointment the result of a formal application and selection process? If yes, please describe.

e If not, please describe how this visiting scholar/researcher was selected.

e Please describe the visitor’s research/educational project.

e Does the visitor’s research intersect with a project you are directing? If not, is it self-initiated and directed and/or part of a
larger project at a home institution?

e How will the visitor’s presence and research benefit the GSD/department and/or your research agenda? What is the benefit
to the visitor of the time spent at Harvard?

e Ifrelevant, please address any circumstances that may pose a conflict of interest with the proposed appointment? (eg.,
current or previous relationship between the visitor and GSD/Harvard, visitor’s professional or academic activities and
financial interests and those of the GSD?)

e s the visitor well-known in his/her sphere and likely to attract any public attention? If so, how?

APPROVALS

I/we affirm that |/we have reviewed the visitor’s credentials and discussed the proposed project with the visitor, and
that both are consistent with the School’s mission, standards, and expectations. To the best of my/our knowledge,
other than as may be indicated herein, the visitor:

e is not a member of or affiliated with any institution that is on the U.S. Government Restricted Party List
(https://www.export.gov/csl-search)

e has not been found to be in violation of any applicable federal, state, and local laws and regulations bearing on
his/her fitness for a Harvard appointment;

e has been informed of Harvard University’s faculty policies and procedures (including but not limited to those
related to conflicts of interest) https://provost.harvard.edu/pages/policies; and relevant policies of the GSD;

e has reviewed and if appointed is prepared to sign the university’s Visitor Participation Agreement
https://vpr.harvard.edu/visitor-participation-agreements;

e has not been sanctioned or disciplined by any legal, regulatory, or institutional authority.

Also, to the best of my knowledge, there are no pending or closed investigations or other concerns that raise questions
about the visitor’s academic integrity or professionalism, or the quality of the visitor’s contributions to the Harvard
community.

Sponsoring Faculty Signature Date
Department Chair’s Signature Date
Approved:

Associate Dean for Academic Affairs for the Executive Committee Date
Associate Dean for Administration Date

REVISED June 2020
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GSD Non-Faculty Visiting Appointments

These unpaid academic appointments are governed by policies set forth in the Non-Faculty Academic Appointments
Handbook at https://www.gsd.harvard.edu/resources/faculty-affairs/academic-appointments-and-policies/

Visiting Scholar: A Visiting Scholar is a person with a record of distinguished scholarly achievement who is
coming to conduct their own scholarship. Normally, these persons currently hold professorial or senior
research appointments at other universities and are on sabbatical or leave under sponsorship of a major
grant, such as a Fulbright or Guggenheim. Appointments are only considered when it is evident that
residence in the GSD will be of significant benefit to the research in progress and when the residence of
the scholar will benefit scholarship and/or instruction in the Faculty of Design. These appointments are
unpaid. No space, staff support, or benefits are available to Visiting Scholars, and they may not audit
GSD courses.

Visiting Fellow: A Visiting Fellow is a person with some scholarly or professional achievement beyond the
normal scholarly or professional degree who is coming to engage in research or otherwise participate in
academic endeavors of the school. Appointments are only considered when it is evident that participation
at the GSD will be of significant benefit to research or academic endeavors of the school. Most
international fellows applying from abroad are funded by a foundation, government grant, or company.
All international fellows should be certain they can provide evidence of sufficient funding. Visa
authorization is contingent upon the certification of funds to cover expenses. These appointments are
unpaid. No space, staff support, or benefits are available to Visiting Fellows, and they may not audit
GSD courses.

GENERAL INFORMATION:

Visiting Scholars/Fellows receive Harvard IDs and Library privileges

The Visiting Scholar/Fellow may be assessed a fee to cover administrative overhead associated with processing
and managing the appointment. This fee may, at the discretion of the sponsoring faculty member, be covered by
the sponsoring faculty member’s research funds

APPROVALS:

Visiting Fellow status is not to be used for people who are enrolled in a degree program (doctoral or
masters) at another institution. These individuals may pursue special student status through the
Admissions Office, bearing in mind that Harvard is no longer able to sponsor student visas for special
students (at this time only US citizens or permanent residents can apply for special student status).
Visiting Fellow status is not to be used for people whose principal activity at GSD will be to support,
collaborate or otherwise work on a faculty research project under the direction of the faculty member.
Those individuals should be hired as Research Associates and must be paid according to established GSD
guidelines.

Requests for Visiting Scholar and Visiting Fellow appointments are reviewed for approval by the
Executive Committee. Faculty are permitted to sponsor not more than one unpaid visiting appointment
per year. Typically, only 4 — 6 such appointments are approved per academic year.

If approved, all visiting appointees must sign the appropriate Harvard University Visitor Participation Agreement:
https://vpr.harvard.edu/visitor-participation-agreements.

For additional information regarding these types of appointments, please refer to the Non-Faculty Academic
Appointments Handbook: https://www.gsd.harvard.edu/resources/faculty-affairs/academic-appointments-and-policies/

For questions, please contact Tim Hoffman in Faculty Affairs, thoffman@gsd.harvard.edu, 617-495-3020

REVISED June 2020
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GSD Temporary Employee Hire and Data Change Form
To Be FULLY COMPLETED Prior to Starting Work - PLEASE PRINT

[ ] New Job or Additional Job Requisition Number:

[ ] Change Coding [ ] Change Pay Rate Hire Dates (Start Date is Sunday of first week worked):
[_] Change End Date [ ] Termination [] [ -1/  -Fall

If change, Job # ] / / -6/ / _ -Spring

(If adding or changing current job, complete effective date, [] / / -6/ / -Academic Year
Name, HUID, and payment information section.) [ ] Other (or effective date of change) to

EMPLOYEE INFORMATION (to be completed by employee):

Harvard ID# (last 4 digits of SS# if no HUID assigned):

Full Name (first/middle/last):

Local Address/City/State/Zip:
Phone: Email:

[ ] Direct Deposit (Enclose form or enter in PeopleSoft.) [_] Mail Check to Local Address. (option for non-Harvard temps only)

Gender: Male [_] Female [_] Racial/Ethnic Classification (optional):

Are you a U.S. citizen or permanent resident?  Yes [ No[_| If no, complete GLACIER.

Are you a student at Harvard? Yes [ ] No[] If yes, expected graduate date: / /
If student, which Harvard school/dept.

Have you worked at Harvard before? Yes [ No[ | If yes, when?

Are you currently on any Harvard payroll? Yes[ ] No[ ] If yes, where?

Are you using federal work-study for this job? Yes [_] No[_] If yes, be sure to submit on-line work-study referral form.

PAYMENT INFORMATION (completed by supervisor/payroll coordinator):

Dept Code: 102347 (Tem.Staff)) PayGrp: WklyTemp (WTM) Wkly Work Study(WST)

Job Type: Harvard Student (700030) Temporary Employee (700010)  LTHT (710010) Intern (Non-Harvard student) (100010)
Hiring Department: Hourly rate: $ Hours per week:
Job Title/Duties: (Should be same as Work-Study Job Title, if applicable)
235
Tub Org Object Fund Activity Sub Root
Supervisor Name/phone (please print) Supervisor Signature Date
Departmental Signature (If required) Date HR Signature (Required for non-Harvard students.) Date
Supporting Documentation:
1-9 Form (Eligibility to Work) [] Attached []OnFile []Updated -9 Form
Tax Forms [ ] Attached []OnFile [ ]GLACIER
Direct Deposit [] Attached []OnFile [] PeopleSoft Self Service
Work-Study Referral Card: [] Attached []OnFile [] Not applicable

Finance Office Use Only:

Job Number: T&LGroup: Action/Reason Code:

See Page 2 for link to all Payroll Forms and important information



HAVE YOU

Completed all the required documentation listed below?

GSD Temporary Employee Hire and Data Change Form

I-9 Employment Verification Form (witnessed with copies of appropriate documentation)

If not a U.S. Citizen, completed GLACIER

If eligible and using work-study, have completed the on-line referral card at: https://college.harvard.edu/ON-campus-
fwsp-referral-form-graduate. 1f you need further information or instructions regarding Federal Work-Study, it can be
found at: https://seo.harvard.edu/federal-work-study-program

Completed Federal and State tax forms

Direct Deposit Form. Employees can register via PeopleSoft Self Service after employment paperwork is
processed.

Make sure local address is valid in PeopleSoft by updating address at: http://www.gsd.harvard.edu/resources/change-of-
address/ or login to my.Harvard.

All payroll forms can be found at http://www.gsd.harvard.edu/resources/payroll/

IMPORTANT INFORMATION REGARDING PAY:

The above paperwork must be completed prior to or within 3 days of your first day of work. Once you have been hired,
you must submit completed timesheets on a weekly basis. Your department will inform you when timesheets are due
which will be paid on the following Friday. Holidays may require timesheets be submitted earlier.

Non Harvard Students/Interns:

Non Student/Non-Harvard student temporary employees may only work a total of 90 days per position.
Employees will automatically be given an end date of 90 days from first day worked unless an earlier end date
is listed on the hire form. Employees will automatically drop from the payroll on the end date listed or 90
days if no end date is listed.

If you are going to work longer than 90 days, the department will need to contact Human Resources at 617-
495-4235 to determine if the position if eligible for less than half-time (LHT) status.

Non student/non-Harvard student temporary employees must have a 60 day break in service between temporary
jobs if not converting to a LHT position.
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