
 

There has been a requirement since the first Part-Time Contract in 2005 that faculty complete a 
Teaching Availability Form to inform their department chair of their work interests. Although not every 
department seems to use the form, UA encourages part-timers to complete and submit it by the date 
specified in the contract. As teaching opportunities become a bit tighter, completing all the requisite  
paperwork may become more important.  

Part-Time Contract Tip: Submitting a Teaching Availability Form 

If you want to teach—or continue teaching—courses in an upcoming academic year, UA encourages 
you to submit a Teaching Availability Form BY SEPTEMBER 25 for the following Summer term 
and BY DECEMBER 1 for the subsequent Fall and Spring semesters. 
You can find the form at  http://www.uvm.edu/~facrsrcs/?Page=ptcontract.html. 
To teach a course in the next academic year (fall and/or spring semesters), submit the form to your 
department chair (or dean in those schools without departments) and also to the Dean of CE. To teach a 
course next summer, submit the form to the Dean of CE (with a courtesy copy to your department chair). 
Include the following information on the form: 

• Your availability—by days of the week and times of the day—to teach in the forthcoming 
academic year or summer. You may also indicate which days of the week and times of the day you 
would prefer to teach and any other relevant considerations. 

• Which courses you are interested in teaching. 
• How many credits or courses you are interested in teaching. 
• Contact information including address, e-mail address and telephone number. 

It is your responsibility to return the teaching availability form to the appropriate administrator by the 
stated deadline. If you don't, any assignment you may receive is at the discretion of the chair or 
dean/director. 
Although the teaching availability form will be considered by your department chair, or dean/director, in 
planning assignments for a forthcoming academic year or summer, your submitting a teaching 
availability form does not obligate the department/school or CE to provide you with a particular 
assignment. It may be useful—before completing and submitting the teaching availability form—to find 
out from your department or CE about courses that need to be taught in the subsequent academic year 
but have not been filled. 
Article 14 (Appointments and Assignments) in the Part-time Contract, available for viewing on the UA 
website, provides the details. Go to http://www.unitedacademics.org, click on “Contracts and Contract 
Tips” in the left-hand column, and then click on “Current Contracts.” 
If you have questions, contact the  
Contract Administration Committee: contract@unitedacademics.org    
or 
Brian Tokar, Part-time Representative to the Executive Council: btokar@uvm.edu 


