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This form must be completed and approved before assigning or compensating a full-time employee for non-teaching overload duties that fall outside the employee's regular job responsibilities. Please attach the current job description for this employee to this form and a list of all current stipends and/or overloads that this person is currently receiving. 
	Section I. Employee Information


	Employee Name
	Click here to enter text.

	NSU ID
	Click here to enter text.

	College/Department
	Click here to enter text.

	Position/Title
	Click here to enter text.

	Supervisor
	Click here to enter text.



	Section II. Exception Request


☐ Emergent Situation    ☐ Camp    ☐ Conference    ☐ Workshop
☐ Special Event    ☐ Grant-Funded Activity    ☐ Other: __________________________

	Section III. Assignment Information


	Title of Assignment
	Click here to enter text.

	Effective Start Date
	Click here to enter text.

	Expected End Date
	Click here to enter text.

	Estimated Total Hours
	Click here to enter text.

	Estimated Compensation Requested
	Click here to enter text.

	Funding Source (Department/Grant/Other)
	Click here to enter text.



	Section IV. Justification


1. Why is this assignment necessary?
Describe the institutional need requiring this temporary assignment.
	

	

	

	

	





2. Why does this assignment qualify as an administrative exception?
Explain why this work falls outside the employee's normal job responsibilities and cannot reasonably be performed as part of their regular workload.
	

	

	

	

	



3. Describe the duties to be performed.
Provide a detailed description of the work the employee will perform.
	

	

	

	

	



4. Explain how these duties differ from the employee's current position description.
Identify the responsibilities that are outside the employee's regular assigned duties.
	

	

	

	

	



	Approvals


	Dean Name
	Click here to enter text.

	Signature
	Click here to enter text.

	Date
	Click here to enter text.




Submit completed form to the Dr. Meline Kevorkian (melinek@nova.edu) and cc  Adam Rosenthal (ar1248@nova.edu).
