
    



Faculty Fellow Guidance

There are two types of Faculty Fellow job codes available to the CU Boulder campus: FF codes are secondary roles aligned with primary faculty roles, and 1439 is for primary position hires.

FF codes define Faculty Fellows as: 

“For recognition of additional work such as course development, external fellowships paid through the university, or other assignments or duties that are not summer teaching, summer research or course overload. This job code is limited for use as an additional appointment for faculty members with a primary appointment (or combination of appointments). The primary appointment(s) must be active, regular (permanent) with at least 20 Standard Hours.” 

The position is typically temporary, associated with a primary faculty appointment, and can encompass a variety of responsibilities that fall outside the main purview of faculty’s regular positions (e.g., teaching, research, traditional service and leadership in the department/unit). 

The stand-alone 1439 code does not have a system-level definition currently and is instead defined by the Boulder Campus. Full-time Faculty Fellows are:

“For appointing full-time (50% FTE or more) professionals conducting academic affairs work who do not hold a primary faculty appointment with the University of Colorado Boulder. These professionals support academic programs and clinics in roles that fall outside of teaching and research, such as providing mentorship to a course where they are not the instructor of record, leading a time-limited initiative, or supporting a non-medical clinic’s work.”

The codes associated with the Faculty Fellow title are: 

	Faculty Rank
	Associated Faculty Fellow Job Code

	1100 – Distinguished Professor
	1100FF – Faculty Fellow

	1101 – Professor
	1101FF – Faculty Fellow

	1102 – Associate Professor
	1102FF – Faculty Fellow

	1103 – Assistant Professor
	1103FF – Faculty Fellow

	1107 – Teaching Professor
	1107FF – Faculty Fellow

	1108 – Associate Teaching Professor
	1108FF – Faculty Fellow

	1109 – Assistant Teaching Professor
	1109FF – Faculty Fellow

	1439 – Faculty Fellow
	N/A Stand alone




When determining which faculty fellow job code to use, please consider the following questions:

1. Does the employee have a primary faculty appointment with the university (i.e., not temporary)? 

a. If yes – use faculty fellow job code associated with faculty member's primary role. 

b. If no – (rare situation) use job code 1439 for faculty fellows who do not have a primary appointment with the university and whose work falls outside the boundaries of the adjoint job codes. NOTE 1439 is benefits eligible and should be used for 50% FTE+ appointments.

c. If no because faculty member is a temporary hire, i.e., lecturer, then there are several options depending on the nature of the work. Please see appendix for options.

2. Does the faculty fellow position function like an endowed appointment, i.e., the position is an honor and has no explicit administrative responsibilities or additional work assignments the faculty member must complete? 

a. If yes – please use job codes 1450 Endowed or Named Professor OR 1451 Endowed Chair. An endowed “Faculty Fellow” would function best in the 1450 Endowed/Named Professor.

b. If no – use the job code associated with the faculty member’s current rank.
Appendix

If a lecturer is completing work for a department that is not related to their lecturer's role, then they must be compensated separately for this work via an Additional Pay Form OR via hiring them in a separate job code. 

PLEASE NOTE: Lecturers should not be completing service for units that falls outside their course assignment. They teach on a course-by-course basis.

Additional Pay Forms should be used for cases where the work is one-time and it has a clearly defined scope and deliverables. APFs can only be issued once the work has been completed and while the individual has an active appointment with the university. 

If the work is ongoing, or the end date is not clear, then there are several options depending on the timeline and nature of the work. The options below can be viewed in full in the Benefit Eligibility Matrix provided by CU System Employee Services.

	Job Code
	Job Title
	Title Definition

	1406-1408
	Adjoint
	APS 5060, Appx A, eff 7/1/2025: Adjoint: This title is used for employees of the National Institute of Standards and Technology, the National Center for Atmospheric Research, or other agencies or institutions who offer courses or supervise academic programs without compensation above that of their home institution or organization salary. Their qualifications should be appropriate to the assigned rank and responsibilities. These appointments are for uncompensated non-employees and are at-will.

	1409-1413
	Adjoint Academic
	APS 5060, Appx A, eff 7/1/2025: Adjoint (Academic): This title is used for individuals who previously held the rank of Professor at a comparable higher education institution. The rank is dependent upon their last rank held in a comparable institution. Their qualifications should be appropriate to the assigned rank and responsibilities. These appointments are for compensated employees and are at-will.

	1414-1418
	Adjoint Attend
	APS 5060, Appx A, eff 7/1/2025: Adjoint (Attend): This title is used for individuals holding University administrative or service positions who engage in instructional activities without compensation over and above their regular CU salary. Their qualifications should be appropriate to the assigned rank and responsibilities. These appointments are secondary, uncompensated appointments and are at-will.

	1421
	Asst Instructor
	This title would pertain to an individual possessing relevant training and demonstrated competence in a particular discipline to carry out instructional activities or laboratory supervision or instruction in that discipline on a part-time basis. The duties and responsibilities will be to assist faculty members in performing instructional tasks, typically on a part-time basis (less than 50% time). Minimum degree qualifications include the possession of the master's degree or its equivalent. An individual employed in this capacity is not currently enrolled in a graduate program.

	1444
	Temporary Instructional Fac
	For temporary, seasonal, and short-term assignments involving instructional activities typically paid on a contract basis. Limited to working 9 months or less within any 12-month period. These appointments are typically related to the field of study that the faculty members are teaching. Example assignments include club sport coaching, acting or theatre program work, or residential academic program instructional support. Appointments should have a documented job description specifying the assigned responsibilities.


FACULTY FELLOW TEMPLATE 
Fall 2025 Update
Use for FF codes	

Date 
Address 

Dear ____________________: 

I am pleased to appoint you to the position of Faculty Fellow [working title optional] in the Department/Program of ____________ at the University of Colorado Boulder. This offer is made upon the recommendation of the department, with the concurrence of the Dean of the College/School of _______________ and the Vice Chancellor and Senior Vice Provost for Faculty Affairs, and the appointment is subject to the final approval of the Provost and Executive Vice Chancellor for Academic Affairs of the University of Colorado Boulder. 

1. Appointment Details [Required Section]

Subject to approval by the Provost, this [insert term of appointment, i.e., two- year] appointment will be effective _______________, 202__ [Often this date is the beginning of an academic year/semester, or the start of the fiscal year (July 1)]. Should the unit elect to renew this administrative appointment, you will be reviewed for reappointment and notified of the outcome no later than _________ [insert last day of appointment term].
[bookmark: _Hlk213249962][If a non-renewable appointment, substitute the preceding sentences with the following: "This is a non-renewable administrative appointment and it will end ____________."] You or the university may terminate the appointment earlier than the end date (see below under #3). 

As compensation for serving as Faculty Fellow, you will receive ($____) paid out over the academic year. [Where applicable: for appointment terms that do not line up with the academic year, please add the following language after academic year:] and prorated for the term of service. [If the appointment period is for the fiscal year (12 months), please explain compensation.] 

2. Role Responsibilities [Required Section]

Your duties as Faculty Fellow will be to _______________. 

Your annual merit formula as Faculty Fellow [OR working title] will be ________% teaching, ________% scholarly and creative work, and ________% leadership and service, and you will be evaluated annually by the Department in all three areas. Your formal teaching assignment as Faculty Fellow [OR working title] will be ___ courses per academic year. [Where applicable:] This is a [#]-course release. A course release is available during the academic year when you serve as Faculty Fellow [OR working title], to provide time release for these additional duties. Course releases cannot be banked for the future, nor can salary compensation be provided instead if you choose not to use the course release. [If no change is being made to the merit formula, then please use the following language: This position will not result in a change to your current merit formula of XX/XX/XX.]

3. Policies [Required Section]

By accepting this appointment, you agree to comply with all resolutions, rules and regulations adopted by the Board of Regents, and with policies and regulations adopted by the campus, department, school, college, or other academic unit in which your appointment is made, consistent with the policies and procedures of the University and your rights and responsibilities as a faculty member. For additional information, please see the following links at:

· APS 5002 Faculty Appointment Process 
· APS 5060 Faculty Appointments 
· APS 1013 - Intellectual Property Policy on Discoveries and Patents for Their Protection and Commercialization (please also see next paragraph) 
· APS 1014 - Intellectual Property that is Educational Material 
· Article 5.B.2 - Principles of Academic Freedom  
· Board of Regents Faculty Regulations 
· APS 2027 Code of Conduct  
· Professional Rights and Responsibilities of Faculty Members 

The Academic Affairs Policy on the Professional Rights and Responsibilities of Faculty Members and Roles and Professional Responsibilities of Academic Leaders (PRR), sets forth a foundation for supporting a positive and respectful faculty work culture. You are expected to understand and incorporate Part II of the PRR into the fabric of your research, scholarship, creative work, teaching, and service. Training for all faculty in understanding and using the PRR is available through Percipio.

This offer is contingent upon the satisfactory completion of a background check as required by the University. If it has been three or more years since your last background check, then you will be required to complete a new one for this position. You will receive an e-mail from the University’s external vendor, HireRight Customer Service (customerservice@hireright.com) that will direct you to complete the authorization form online. The background check must be completed prior to employment. By accepting this offer you verify that you’ve read the University’s background check requirements, including your self-disclosure obligation which begins from the date of acceptance, available on the web at: https://www.colorado.edu/compliance/policies/background-check-policy. [If faculty member has a valid background check (completed sometime in last 3 years), then this paragraph can be omitted.]

State law specifically requires that you be an employee-at-will in your position of Faculty Fellow [OR working title] and that the following paragraph be included in this letter of offer:  

Your appointment is at-will, which means you do not have a contractual right, express or implied, to remain in the university’s employ and where either the university or you may lawfully terminate the employment relationship at any time, with or without cause. No compensation, whether as a buy-out of the remaining term of contract, as liquidated damages, or as any other form of remuneration, shall be owed or paid to you upon or after termination of such contract except for compensation that was earned prior to the date of termination.

This provision does not apply to your position as _______________ [Insert Rank] Professor of _______________ or to compensation or benefits to which you are entitled as a result of your faculty position.
_______________________________________________________________

I look forward to our collaboration in continuing to enhance the programs of [insert name of Department/School/College/Office/Program]. 

Please indicate your willingness to accept the terms of this offer by signing below and returning this letter via DocuSign by _______________.  

Sincerely, 

___________________________________		_______________
Chair 								Date

Concurred: 

___________________________________		_______________
Dean 								Date

___________________________________		_______________
Michele S. Moses						Date
Vice Chancellor and Senior Vice Provost for Faculty Affairs 

I accept this offer of the faculty position described above, with the understanding that this offer is conditional upon approval of my appointment by the Provost of the University of Colorado Boulder.

_____________________________________	_______________
Signature	Date



I decline this offer. 

_____________________________________	_______________
Signature							Date






























FACULTY FELLOW TEMPLATE 
Fall 2025 Update
Use for 1439 faculty fellow job code

Date 
Address 

Dear ____________________: 

I am pleased to offer you a [insert]% appointment to the faculty of the University of Colorado Boulder as Faculty Fellow [working title optional] in the Department/Program of ____________ at the University of Colorado Boulder. This offer is made upon the recommendation of the department, with the concurrence of the Dean of the College/School of _______________ and the Vice Chancellor and Senior Vice Provost for Faculty Affairs, and the appointment is subject to the final approval of the Provost and Executive Vice Chancellor for Academic Affairs of the University of Colorado Boulder. 

1. Appointment Details [Required Section]

Subject to approval by the Provost, this [insert term of appointment, i.e., two- year] appointment will be effective _______________, 202__ [Often this date is the beginning of an academic year/semester, or the start of the fiscal year (July 1)]. This is a non-tenure track appointment and may be renewable. Should the unit elect to renew this appointment, you will be reviewed for reappointment and notified of the outcome no later than _________ [insert end of appointment date].
[If a non-renewable appointment, substitute the preceding sentences with the following: "This is a non-renewable appointment and it will end ____________."] You or the university may terminate the appointment earlier than the end date (see below regarding at-will appointments). 

As compensation for serving as Faculty Fellow, you will receive ($____) paid out over the academic year. [Where applicable: for appointment terms that do not line up with the academic year, please add the following language after academic year:] and prorated for the term of service. [If the appointment period is for the fiscal year (12 months), please explain compensation.] 

2. Role Responsibilities [Required Section]

For purposes of annual merit evaluation, your efforts and accomplishments will be assessed according to the following formula: ________% teaching and ________% leadership and service to the Department, University, and profession.

Your duties as Faculty Fellow will be to _______________. [OR]: Your normal classroom teaching assignments will include ___ courses per academic year. By accepting this position, you agree to perform duties and responsibilities which are in the area of your expertise or academic interest, or are otherwise appropriate, and which are assigned to you consistent with your rights and responsibilities as a faculty member, and the policies and procedures of the University and of your academic unit. 

With agreement from you, your differential workload can be altered by the Department/Unit. If an element of your duties changes (e.g., courses added or reduced) without a change in other assigned duties, then the total % FTE will change, and the salary and differential workload should be adjusted accordingly.

3. Policies and Training Responsibilities [Required Section]

By accepting this appointment, you agree to comply with all resolutions, rules and regulations adopted by the Board of Regents, and with all applicable policies and regulations adopted by the campus, department, school, college, or other academic unit in which your appointment is made, consistent with the policies and procedures of the University and your rights and responsibilities as a faculty member. For additional information, please see the following links at:
 
· APS 5002 Faculty Appointment Process 
· APS 5060 Faculty Appointments 
· APS 1013 - Intellectual Property Policy on Discoveries and Patents for Their Protection and Commercialization 
· APS 1014 - Intellectual Property that is Educational Material 
· Article 5.B.2 - Principles of Academic Freedom  
· Board of Regents Faculty Regulations 
· APS 2027 Code of Conduct  
· Professional Rights and Responsibilities of Faculty Members 
 
The primary unit defines the criteria for the reappointment of Faculty Fellows. For a description of the Primary Unit Criteria in the [insert department or program name here], please visit the following link: [insert link to the department or program primary unit criteria here].

Requirements and Conditions of Employment

In accordance with Regent Policy 5.I, APS 1013, and subsequently adopted IP policies, you hereby assign to the University all rights you have or may have in any University discoveries, and you agree to promptly disclose all such discoveries to the University and execute all papers as the University may deem necessary to secure for the University the rights herein assigned.

State law specifically requires that you be an employee-at-will in your position of Faculty Fellow [OR working title] and that the following paragraph be included in this letter of offer:  

Your appointment is at-will, which means you do not have a contractual right, express or implied, to remain in the university’s employ and where either the university or you may lawfully terminate the employment relationship at any time, with or without cause. No compensation, whether as a buy-out of the remaining term of contract, as liquidated damages, or as any other form of remuneration, shall be owed or paid to you upon or after termination of such contract except for compensation that was earned prior to the date of termination.

This offer is contingent upon the satisfactory completion of a background check as required by the University. You will receive an e-mail from the University’s external vendor, HireRight Customer Service (customerservice@hireright.com) that will direct you to complete the authorization form online. The background check must be completed prior to employment. By accepting this offer you verify that you’ve read the University’s background check requirements, including your self-disclosure obligation which begins from the date of acceptance, available on the web at: https://www.colorado.edu/compliance/policies/background-check-policy.

All new faculty at the University of Colorado Boulder are required to complete training on sexual misconduct, discrimination, and harassment. A CU Identikey is required in order to access the training. You will receive an e-mail from your college or school personnel coordinator once your Identikey has been established. Once your Identikey is in place, please visit the following web address located on the Office of Institutional Equity and Compliance (OIEC) website for instructions on how to complete the required training: https://www.colorado.edu/institutionalequity/training-and-education.

The Academic Affairs Policy on Professional Rights and Responsibilities of Faculty Members and Roles and Professional Responsibilities of Academic Leaders and accompanying procedures (PRR)  sets forth a foundation for supporting a positive and respectful faculty work culture. You are expected to understand and incorporate Part II of the PRR into the fabric of your research, scholarship, creative work, teaching, and service. Training for all faculty in understanding and using the PRR is available through Percipio. Some issues can be harder to resolve, so the Regents specify faculty grievance rights and processes (See Regent Law 5, Part D; Regent Policy 5.G and ).  
Pursuant to the Immigration Reform and Control Act (IRCA), the University must verify your employment eligibility within the first three working days of employment. As a condition of employment, you must complete an I-9 Form and provide the University with certain documents verifying employment eligibility.  

This position is exempt from the overtime provisions of the Fair Labor Standards Act and as such is not eligible for overtime compensation.  

The laws of the state of Colorado require that faculty members of the University who are citizens of the United States affirm in writing that they will support the constitutions of the United States and of Colorado, and that they will faithfully execute the duties of their employment. The required faculty pledge form is enclosed. [If faculty member has already completed the pledge, then this paragraph can be omitted.]

CU receives a large portion of its research funding from U.S. government agencies, and some of this research involves technology that is of a sensitive nature, either for national security reasons or otherwise. As a result, your ability to publish your research and to employ or collaborate with foreign nationals may be contingent upon obtaining authorization from the U.S. Departments of State, Commerce or Treasury. The CU Office of Export Controls can assist in making this determination and applying for authorization. Please use the research support toolkit found here, https://www.colorado.edu/researchinnovation/ori, or contact exportcontrolshelp@colorado.edu for any questions or concerns you might have.

All faculty responsible for the purpose, design, conduct, or reporting of research on campus are required to disclose significant financial and personal interests and external professional activities. Please review the Disclosure of External Professional Activities (DEPA) Form and its requirements.

4. Benefits [Required Section]

If you have any questions about available benefits as a faculty member, please contact Benefits, part of Employee Services, at (303) 860-4200, option 3. You have 31 days from your hire date to enroll in any benefits programs. If your appointment begins on the first of the month, medical and dental coverage begin on that date. If your appointment begins on any other date, coverage begins the first day of the following month. Your specific start date and benefits eligibility are determined by University policy,
which may be amended from time to time. For additional information, please see the following link at: https://www.cu.edu/employee-services/benefits-wellness.
______________________________________________________________

I look forward to our collaboration in continuing to enhance the programs of [insert name of Department/School/College/Office/Program]. 

Please indicate your willingness to accept the terms of this offer by signing below and returning this letter via DocuSign by _______________.  

Sincerely, 

___________________________________		_______________
Chair 								Date

Concurred: 

___________________________________		_______________
Dean 								Date

___________________________________		_______________
Michele S. Moses						Date
Vice Chancellor and Senior Vice Provost for Faculty Affairs 

I accept this offer of the faculty position described above, with the understanding that this offer is conditional upon approval of my appointment by the Provost of the University of Colorado Boulder.

_____________________________________	_______________
Signature	Date



I decline this offer. 

_____________________________________	_______________
Signature							Date

