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Description: 

No-Pay Service appointments are for individuals providing a qualifying service, as described 

below, for which no payment is provided through the university payroll system.  Although no-pay 

service appointments result in issuance of a NC State Unity Computing Account, they are not 

authorized solely for that purpose.  Access is given as the result of a qualifying service not as a 

courtesy for past service or a means of maintaining relationships.   

No-Pay Service appointments require advance approval and may require additional approval from 

the International Employment Office.  At a minimum, requests should be submitted four weeks in 

advance and could take longer if requiring backgrounds checks or international employment 

processes.  Effective dates will not precede the approval dates.   

Qualifying No-Pay Services: 

Emeritus Faculty:  Emeritus/Emerita faculty are appointed according to POL 05.20.02 – 

Emeritus/Emerita Faculty Status for Faculty and Senior Administrators and are life-long 

assignments.   Emeritus faculty appointments are initiated only after Chancellor approval 

and are made in accordance with the terms of the letter from the Chancellor.  The 

department coordinator of business services should complete the No-Pay Service Request 

Form and submit it along with the letter of approval from the Chancellor via CPAWS.  

These appointments do not require an additional letter of appointment other than the letter 

from the Chancellor. i 

Retirees (not appointed emeritus status):  On occasion, but not required or routine, 

departments may elect to request that faculty or staff retain active status after retirement.  

This is only possible for actual retirements, not resignations.  Departments must be willing 

to stay in contact with the retiree to ensure all security requirements are met (e.g., two-

factor authentication, required security training, etc.).  If desired, the department 

coordinator of business services should complete the No-Pay Service Request Form and 

upload it to a CPAWS request.  These appointments do not require an additional letter of 

appointment.  The department coordinator of business services should request that the 

appointment be terminated if/when it is no longer desired. ii  

Adjunct Faculty:  Adjunct faculty are appointed according to REG 05.20.34 – 

Professional Faculty Ranks and Appointments and must meet all qualifications for the 

academic rank given.  These are unpaid part-time (less than .75 FTE) appointments that 

may be held by: 

1) Individuals employed primarily outside the university that provide academic service to

the university such as teaching, service on doctoral committees, or an advisory role.

This status may also be used when engaging an employee of another state agency or

another university in the UNC System through a Dual Employment Agreement, but

also must comply with REG 05.20.34.  As the “borrowing agency” in the dual

http://busoffice.chass.ncsu.edu/hr/
https://policies.ncsu.edu/policy/pol-05-20-02/
https://policies.ncsu.edu/policy/pol-05-20-02/
https://policies.ncsu.edu/regulation/reg-05-20-34/
https://policies.ncsu.edu/regulation/reg-05-20-34/
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employment relationship, we do not pay the employee directly, but rather we transfer 

funds to their agency.   

2) NC State employees whose primary appointment is EHRA non-faculty or SHRA who 

will also be teaching a course.  These individuals may be given a secondary adjunct 

appointment by the department for which the course is being taught provided he/she 

meets the qualifications for rank.  Adjunct appointments are unpaid and so if there is 

payment associated with the teaching that would be handled separately from the no-

pay adjunct appointment.   

 

The department coordinator of business services should complete the No-Pay Service 

Request Form and upload it to a CPAWS request.  If approved, a letter of appointment will 

be provided and will specify the length of the appointment, which should not exceed three 

years.  The letter will indicate the no-pay status.  Upon acceptance, the department 

coordinator of business services should submit a copy of the signed letter and signed 

Employee Patent Agreement via CPAWS.  Appointments will be set to automatically 

expire on the end date, but may be renewed when appropriate not to exceed three years.  

The department coordinator of business services should submit a No-Pay Service Request 

Form via CPAWS at least four weeks prior to the automatic termination date for a 

reappointment.  A new letter of appointment will be provided for renewals. iii 

  

Visiting Faculty:  Visiting faculty appointments are limited to faculty who are in residence 

at NC State and who retain their status in a position at another institution of higher 

education, research organization, or other entity with a significant research or educational 

mission.  Visiting faculty are appointed according to REG 05.20.34 – Professional Faculty 

Ranks and Appointments and must meet all qualifications for the academic rank given.  

The department coordinator of business services should complete the No-Pay Service 

Request Form and upload it to a CPAWS request.  If approved, a letter of appointment will 

be provided and must specify the length of the appointment, which should not exceed two 

years.  Upon acceptance, the department coordinator of business services should submit a 

copy of the signed letter and signed Employee Patent Agreement via CPAWS.  

Appointments will be set to automatically expire on the end date.  Subsequent visiting 

appointments must be at least three years after the end date of the most recent visiting 

appointment.  Specifically, there must be a three-year break between visiting appointments.  

A new No Pay Service Request form will be needed for future appointments, and a new 

letter of appointment will be provided. iv 

Visiting Scholar:    

Visiting Scholars should be engaged in qualifying scholarly activity.  This is an unpaid 

EHRA non-faculty appointment and does not include faculty rank.  These appointments 

should be short-term (generally no more than a semester but not to exceed two years) and 

should relate to a specific scholarly project.  These appointments should not be used to 

http://busoffice.chass.ncsu.edu/hr/
https://research.ncsu.edu/commercialization/for-inventors/resources/
https://policies.ncsu.edu/regulation/reg-05-20-34/
https://policies.ncsu.edu/regulation/reg-05-20-34/
https://research.ncsu.edu/commercialization/for-inventors/resources/
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extend a former student or employee’s contribution to the college beyond their appointment 

but rather should be reserved for visiting scholars as defined above.  The department 

coordinator of business services should complete the No-Pay Service Request Form and 

upload it to a CPAWS request.  If approved, a letter of appointment will be provided and 

must specify the length of the appointment, which should not exceed two years.  Upon 

acceptance, the department coordinator of business services should submit a copy of the 

signed letter and signed Employee Patent Agreement via CPAWS. Appointments will be 

set to automatically expire on the end date and will not be eligible for reappointment.  v  

Volunteers: 

Volunteers generally perform service for civic, charitable, or humanitarian reasons.  

Examples of appropriate volunteer appointments include those who provide service and 

support such as supervision of student organizations or clubs, internship site supervisors, 

and advisory board members.  Volunteer services must be offered freely without pressure 

or coercion, and without promise, expectation, or receipt of compensation, benefits, or 

expectation of priority for university employment.  Individuals providing services related 

to adjunct faculty appointments, like teaching or service on doctoral committees, should 

be appointed as Adjunct Faculty, not as Volunteers.  Current employees may not volunteer 

for work or to put in additional time to do work associated with their paid position.  The 

department coordinator of business services should complete the No-Pay Service Request 

Form and upload it to a CPAWS request.  If approved, a Volunteer Agreement will be 

provided.  After obtaining the signatures of the volunteer, supervisor, and Head, the 

department coordinator of business services should submit the Volunteer Agreement and 

signed Employee Patent Agreement via CPAWS.  Appointments will be set to 

automatically expire on the end date.  Appointments may be renewed when appropriate but 

not to exceed one year.  The department coordinator of business services should submit a 

No-Pay Service Request Form via CPAWS at least four weeks prior to the automatic 

termination date for a reappointment.  A new Volunteer Agreement will be provided. vi 

No-Pay Service involving Research: 

For No-Pay services involving research, begin the process at least two months before you 

would like the individual to arrive and do the following in order and prior to requesting the 

No-Pay Service appointment: 

(1) Department Head should email the college Associate Dean of Research and Engagement 
(copied to the college Director of Research Administration) describing who they would 
like to invite, who the faculty host will be, the dates of the visit and the purpose of the visit.

(2) If approved by the Associate Dean, departments will complete the Visiting Researcher 
Questionnaire found at https://research.ncsu.edu/research-visitors/visiting-researcher-
questionnaire/ Forward the email from ORI with the restricted party screening results to 
the college Director of Research Administration

http://busoffice.chass.ncsu.edu/hr/
https://research.ncsu.edu/commercialization/for-inventors/resources/
https://research.ncsu.edu/commercialization/for-inventors/resources/
https://research.ncsu.edu/research-visitors/visiting-researcher-questionnaire/
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Forward the email from ORI with the restricted party screening results to the college 

Director of Research Administration. 

(3) If the results of the restricted party screening (questionnaire from #2) are negative,

complete the Visiting Scientist Agreement found at:

https://generalcounsel.ncsu.edu/legal-resources/contracts-library/#Research.

The agreement should be signed by the visitor, their employer, the faculty host, and the

Department Head.  Submit the signed agreement to the college Director of Research

Administration for final university signature by the Vice Chancellor.

(4) Once the fully executed agreement has been sent back to the department by the college

Director of Research, the department coordinator of business services should follow the

steps outlined above for the qualifying No-Pay Service.  A copy of the fully executed

Visiting Scientist Agreement must be uploaded with the No-Pay Service Request Form.

The No-Pay Service Request Form should be submitted at least four weeks in advance of

the proposed start date.

Background Checks and No-Pay Service involving Minors: 

In accordance with REG 05.55.08 – Background Checks, individuals who volunteer as part of a 

university-sponsored program or summer camp that is offered to pre-college-age minors are 

subject to background checks.  There may be other factors, such as the nature of the duties (driving 

a vehicle, handling monies, access to information, etc.), for which background checks may be 

required for individuals providing no-pay services.  In any cases in which a background check is 

required or requested, appointments will be delayed until the background check is endorsed. 

Programs and activities involving minors are also subject to the requirements described in REG 

01.25.18 – Programs that Involve the Participation of Minors.  Individuals covered may include 

volunteers and other no-pay employees.  Departments are responsible for ensuring programs and 

no-pay appointments comply with this regulation.  

Note:  Any exceptions to this policy will require Dean’s approval in advance.  The department 

coordinator of business services should submit via CPAWS a No-Pay Service Request Form with 

the Dean’s signature of approval. vii 

Processing Notes for HR Specialists: 

i Emeritus Faculty appointments are entered in the PeopleSoft JAR system with the letter from Chancellor uploaded. 

Employee Class-Unpaid Faculty, Action Reason-Hire Emeritus Status, Job Code-N with emeritus faculty rank that 

corresponds to Chancellor’s letter.  Emeritus appointments should not have an end date; however, expected end date 

is a required field in JAR so you will have to enter an effective date and then remove that date once HRIM approves 

the action.  Emeritus appointments should not require background checks unless department answered affirmatively 

to one of the questions in the background check section on the form, but system will route actions through the 

Background Check office.  Enter bgck-review@ncsu.edu in JAR for candidate email address to bypass background 

check unless the department answered affirmatively to any of the background check questions on the form.  No 

additional letter is required beyond the letter from the Chancellor, which should be uploaded to JAR. 

http://busoffice.chass.ncsu.edu/hr/
https://research.ncsu.edu/sparcs/compliance/export-controls/visiting-scholar-questionnaire/
https://generalcounsel.ncsu.edu/legal-resources/contracts-library/#Research
https://policies.ncsu.edu/regulation/reg-05-55-08/
https://policies.ncsu.edu/regulation/reg-01-25-18/
https://policies.ncsu.edu/regulation/reg-01-25-18/
mailto:bgck-review@ncsu.edu
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ii Retirees should be hired with Employee Class-Access Only No Pay, Action Reason-Unpaid Appointment, and Job 

Code-Z968 Retiree/No Pay.  Retiree appointments should not have an end date; however, expected end date is a 

required field in JAR so you will have to enter an effective date and then remove that date once HRIM approves the 

action.  Retiree appointments do not automatically require background checks unless department answered 

affirmatively to one of the questions in the background check section on the form.  No letter is required.   

 
iii Adjunct Faculty should be hired with Employee Class-Unpaid Faculty, Action Reason-Hire Unpaid Appointment, 

and Job Code-N with adjunct faculty rank requested.   If on the form, it was indicated that research would be conducted, 

ensure step 3 of the form was completed and approved by Associate Dean and a copy of the fully executed Visiting 

Scientist Agreement was uploaded.  The appointment should have an end date within three years of the hire date and 

be setup to automatically terminate on that date.  Enter bgck-review@ncsu.edu in JAR for candidate email address to 

bypass background check unless the department answered affirmatively to any of the background check questions on 

the form.  If serving as Instructor of Record related to this no-pay appointment, notate that in the background check 

comments box of the JAR request.  Provide the approved letter for Adjunct Faculty (unpaid) for new appointments 

and for reappointments to the department to be signed and returned.   A copy of the accepted letter and the patent 

agreement is required prior to appointment, which should be uploaded to JAR. 

 
iv Visiting Faculty should be hired with Employee Class-Unpaid Faculty, Action Reason Hire-Unpaid Appointment, 

and Job Code-N with visiting faculty rank requested.    If on the form, it was indicated that research would be 

conducted, ensure step 3 of the form was completed and approved by Associate Dean and a copy of the fully executed 

Visiting Scientist Agreement was uploaded.    The appointment should have an end date within two years of the hire 

date and be setup to automatically terminate on that date.  Enter bgck-review@ncsu.edu in JAR for candidate email 

address to bypass background check unless the department answered affirmatively to any of the background check 

questions on the form.  If serving as Instructor of Record related to this no-pay appointment, notate that in the 

background check comments box of the JAR request.  Provide the approved letter for Visiting Faculty (unpaid) to the 

department to be signed and returned.   A copy of the accepted letter and the patent agreement is required prior to 

appointment, which should be uploaded to JAR. 

 
v Visiting Scholars should be hired with Employee Class-Unpaid Non-Faculty, Action Reason-Hire Unpaid 

Appointment, and Job Code-N535 Visiting Scholar (or N520 Visiting Research Scholar if research related).  If on the 

form, it was indicated that research would be conducted, ensure step 3 of the form was completed and approved by 

Associate Dean and a copy of the fully executed Visiting Scientist Agreement was uploaded.  The appointment should 

have an end date within two years of the hire date and be setup to automatically terminate on that date.  Enter bgck-

review@ncsu.edu in JAR for candidate email address to bypass background check unless the department answered 

affirmatively to any of the background check questions on the form.  Provide the approved letter for EHRA 

Professional - Visiting Scholar (unpaid) to the department to be signed and returned.   A copy of the accepted letter 

and the patent agreement is required prior to appointment, which should be uploaded to JAR. 

 
vi Volunteers should be hired with Employee Class-Access Only No Pay, Action Reason-Unpaid Appointment, and 

Job Code-Z547 Visitor No Pay.     If on the form, it was indicated that research would be conducted, ensure step 3 of 

the form was completed and approved by Associate Dean and a copy of the fully executed Visiting Scientist 

Agreement was uploaded.    These appointments should have an end date within one year from the hire date and be 

setup to automatically terminate on that date.   Volunteers do not automatically require background checks unless 

department answered affirmatively to one of the questions in the background check section on the form.  Provide a 

Volunteer Agreement with the name, appointment dates, and description of services prefilled to the department to be 

signed and returned.  A copy of the signed Volunteer Agreement is required prior to appointment, which should be 

uploaded to JAR.  
 
vii Exceptions to the policy should be hired with Employee Class-Access Only No Pay, Action Reason-Unpaid 

Appointment, and Job Code-Z547 Visitor No Pay. If on the form, it was indicated that research would be conducted, 

http://busoffice.chass.ncsu.edu/hr/
mailto:bgck-review@ncsu.edu
mailto:bgck-review@ncsu.edu
mailto:bgck-review@ncsu.edu
mailto:bgck-review@ncsu.edu
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ensure step 3 of the form was completed and approved by Associate Dean and a copy of the fully executed Visiting 

Scientist Agreement was uploaded.    These appointments should have an end date within two months from the hire 

date and be setup to automatically terminate on that date. 

http://busoffice.chass.ncsu.edu/hr/

