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I. POLICY STATEMENT 

The purpose of this policy is to establish guidelines for the separation of part-time faculty who have 

been inactive for 24 months. Northern Kentucky University’s (NKU) policy is to fully comply with the 

state regulation (KRS 164.281) that requires a new background check at the initial point of hire. This 

policy defines the steps to be taken by the appropriate departments and colleges to separate those 

individuals that meet the status of inactivity.    

II. ENTITIES AFFECTED 

This policy will apply to all part-time faculty assignments. 

III. DEFINITIONS 

Part-Time Faculty: Faculty member who teaches less than or equal to 9 credit hours in a given 

semester, and is assigned to a part-time position, as determined and assigned by the University. 

Inactive Part-Time Faculty Member: A part-time faculty member who has not taught any course for 24 

consecutive months.  

IV. RESPONSIBILITIES 

Provost and Executive Vice President for Academic Affairs - Run report(s) to compile a list of those 

part-time faculty members who have been inactive for 24 months, and contact departments/colleges 

with a list of those that need to be separated. Deactivate faculty member within Digital Measures (DM) 

once the faculty member has been separated and has been verified via Human Resources (HR). 

Colleges - Submit a separation Personnel Action Request (PAR) for part time faculty member(s) who 

have been inactive for 24 months. 

Human Resources Department - Separate faculty member once a PAR is submitted. Work with the 

Provost’s office if verification is needed on who should/should not be separated.   

  

https://apps.legislature.ky.gov/law/statutes/statute.aspx?id=4229
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V. PROCEDURES 

Determining who should be separated: After the start of the second session of the Fall and Spring 

semesters, the Provost’s Office will run a report to determine if a part-time faculty member has been 

inactive for 24 months since the date of hire. The report run will be the “Scheduled Teaching” report 

from Digital Measures (DM). This report will be matched against the Faculty File List (FFL) that is 

compiled and updated in the Provost’s Office that lists all active faculty members. If need be, the 

Provost’s Office will work with HR to ensure the appropriate individuals and their assignment(s) are 

being requested for separation.  

Contact departments/colleges: Once a list has been compiled of those needing to be separated, the 

Provost’s Office will contact the respective department/college to request a separating PAR. If the 

department/college believes that a part-time faculty member has been active within the past 24 months, 

it is the responsibility of the department/college to contact the Provost’s Office with documentation.   

Separation of part-time faculty: HR will separate the part-time faculty member(s) once a separation 

PAR has been submitted and approved by the appropriate individuals. The part-time faculty member 

will be separated from the University, deactivated from DM, and marked inactive on the FFL.   

VI. EXCEPTIONS 

The Provost and Executive Vice President of Academic Affairs may grant an exception to this policy.  
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