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Bowling Green State University \,/\lsjdzrrisi'cdi‘? ;afi?_:
' Dowling Green, Ohio 42403

(419) 372-2915

Cable: BGSUOH

March' 6, 1985

TO: Aministrative Staff in the Academic Affairs Area

FROM: Elnise E. Clark, Vice President = (o £
for Academic Affairs . ‘éLég:J\/ e

The Griavance and Bearing Procedire for Administrative Staff provides
two lavels for resolution of complaints: the grievance procedures within
the respesctive vice presidential area and the hearing procedure as the
final Univerzity process. The grievanc: procedurz calls for the appoint-
ment by =ach vice president of a thrze-member arsa reviesw committee to
aseizst in resolving grievances that may arise from adiministrative staff
members in the area. Presently the Academic Affairs grizvance committee
consists of Gane R2il, Nan Edgerton, and Joyce Eepke, ERffective July 1,
1985, Joyce Kepka's term of office will =xpire, and I will be appainting
a repla>ement for her. 1In order that I may select th: replacement from

~amony thoze who ara interested and in order to allow you the opporiunity

to nominate individuals for this appointment, would you complzte thae

Jrottom portinn of this page and rzturn to me at your earlisst convenience.

Pleas2 feel frees to nominate yourself if you are interzstzd in s2rving.

MOMINATION FOR THE VACANCY ON ACADRMIC AFFAIRS GRIEVANCE COMMITTEE:

Return by March 22 t9: Elois2 BE. Clark, Vice President for Acadzmic
Affairs
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ding employment of unclassified
and staff personnel.
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adminiztrative office

The president. The president of the university is appointed by and serves
at the pleasure of the board without notice of appointment other than that
noted in the minutes of the board. The university constitution, paragraph
(F)(2) of rule 3342-2-01 of the Administrative Code, requires that "the
board shall annually elect a president of the university to hold office at
the discretion of the board." Compensation of the president is established
by the board and continues unless or until it is changed by the board.
The president is requ1red to live in the residence provided by the
university for the conven1ence of the university.

Appointment of other unclassified administrative officers and staff
personnel. : :

(1) A1l full-time administrative officers and staff personnel shall be

employed by the university upon the positive recommendation of the
president and the approval of the board of trustees, serve at the
pleasure of the appointing authority, and are subject to the
policies, rules, and regulations of the university and to the laws
and regulations of the state of Ohio.

(a) During the perwod of the adm1n1strat1ve or staff appointment, an
appointee shall render fully the service to the university
required by the terms of the appointment and other appropriate
policies, rules, and regulations, as published in the Adminis-
trative Code and this register.

(b) The university shall make deductions from salary payments to any
employee as required by regulations and may make other deduc-
tions as requested by the appointee and authorized by the
university.

(2) A full-time administrative or staff appointment is ordinarily made on
a continuing basis; that is, an appointment is made with the expec-
tation that it will continue until notice is given by either the
appointee or the university that it will terminate. However,
contracts for part-time appointments or for specific periods may be
negotiated with the approval of the president of the university.
With any type of appointment, termination may be initiated by the
appointee through resignation or retirement with reasonable notice;
it may be initiated by mutual agreement of the appointee and the
university for promotion, transfer, or voluntary disability leave;
it may be initiated by the university for demotion, involuntary
disability leave, or by authority of paragraphs (C) and (D)(1) and
(D)(2) of this rule. An administrative appointee does not acquire
tenure in his/her administrative position no matter what the length
of service.

(a) A notice of appointment to an administrative or staff position
is to be signed by the appropriate vice president, the president
of the university and by the appointee and shall, at minimum,
contain the following: term of appointment that is, continuing,
full or part-time, temporary, or for a specific period; title of
position; annual salary and/or salary for the period to be
covered; and any special conditions relating to the appointment.
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(b) Wpon receiving the offer of zppointmant, the prospective
appointee shall have ten working days after the date of issuance
to sign and return the notice of appointment to the president,
in the case of vice presidents and assistants to the president,
or, in the cases of all others, to the vice president to whom
the appointee reports, unless this period is extended by mutual
agreement. If the signed notice of appointment is not returned
within the time allowed, the university may consider the
appointment refused and the tender of appointment voided.

(c) In the case of the termination of an administrative or staff
appointee holding rank and tenure in an academic department,
that person's faculty rights and privileges are preserved,
except under the provision of paragraph (D)(2) of this rule,
in  which case suspension and/or termination proceedings
provided for in the university's collective bargaining
agreement with the faculty may also be invoked.

(C) Termination of administrative or staff appointees. An administrative
appointee not to be continued in his/her administrative position shall be
so informed at least ninety days, including weekends and holidays, prior
to the date established in the notice as the terminal date of the
employee's appointment, unless a specific shorter period of notice has
been agreed to as a part of the initial appointment. The appointing
authority of the administrator shall be the informing agent. University
pGlicy regarding nonacademic grievance, rule 3512-6-1§ oé the Administra-

tive Code is not applicable in cases of administrative termination.
A (D) Suspension and tenTination of administrative or staff personnel for cause.

i
(1) The university may terminate the appointment of an administrative or
staff employee, with appropriate notice, for these reasons: insuffi-
ciency of funds; modification of the university's mission or:
programs; or changes in the table of organization. At least thirty
- days' notice ti]l be given, in writing, for a termination under the
provisions of |this paragraph. - '

i

(2) The administr&tive or staff appointee holding a position covered by
this rule shall continue in that position during good behavior and
efficient service and no such appointee shall be reduced in pay or
position, suspended, or removed, except as provided in “paragraphs
(C) and (D)(1) of this rule, and for incompetency, inefficiency,
dishonesty, drunkenness, immoral conduct, insubordination, discour-
teous treatment of the public, neglect of duty, or any acts of
misfeasance, malfeasance, or nonfeasance in office. In the event of
immediate suspension leading to possible termination for the reasons
stated herein, the administrative or staff appointee shall receive
written notice of his/her proposed temination and will be provided
an opportunity for a meeting with his/her appointing authority.

Effective as a rule July 10, 1981
Promulgated under: R.C. Sec. 111.15
Rule amplifies: Sec. 3341.01 to 3341.06
{ Amended: June 19, 1981, October 5, 1979, and prior to November 4, 1977
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Administrative policy and procedures regarding gricvances of
nontcaching undasafn:d and classified staff.

(A) General.

(1)

(2)

(3)

(4

(5)

(6)

(7

The purpose of this policy is to secure equitasble solutions as
quickly as possible to complsints which may arise relative to the
working conditions of university employees. For purposes of this
procedure, the term "employeces" 1is defined as unclassified
administrative and professional staff members and classified civil
service appointees. Classified employees who are members of a
recognized bargaining unit will normally use grievance procedures
provided in existing collzctive bargaining agreements. Members of
the faculty have other grievence resolution machinery available and
are excluded from this policy.

A "grievance" is defined as a claimed violation of a specified
university rcg'ulatlon, policy, or procedure. Generally, it is
expected that a grievance can be resolved at the point at which it
arises. This means that the aggrieved employee and his immediate
supervisor should attempt to settle the problem, with the right to
appeal to a higher level exercised only after it is determined that
mutual satisfaction cannot be reached. Consequently, every effort .
should be made to settle the grievance on the spot, on ®its merits,

and with minimal delay.

Section 124.03 of the Revised Code provides that classified civil
service employees may appeal certain actions of the appointing

“authority to the state personnel board of review. Included are

such matters as job abolishment, reduction in pay or position,
layoff, suspensions in excess of three working days, discharge,
and job classification. Actions which may be appealed to the state
personnel board of review are not subject to appeal under .this
grievance procedure. If, however, an appeal is filed in a tlinely
manner and that board denies jurie.diction. a grievance may be
initiated at step three of this local grievance procedure.

It is the right of every employee to use the prescribed grievance
machinery without fear of reprisal. The manager of employee
relations is available to render guidance and assistance concerning
the grievance procedure to be followed.

It is the policy of the university to afford its employees the right
to have assistance from a fellow employee in attempting to settle a
grievance with a supervisor or department head after the employee
and his or her supervisor have failed to reach a satisfactory
solution in their initial discussion.

It is further the policy of the university to recognize the right of
the employee to have additional representation at conferences held
at the personnel office level and above.

Reasonable administrative time-off shall be permitted for aggrieved.
employees of the university and fellow employees who assist in
presenting a grievance.

(REV. 2/23/84)
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' NONACAGEMIC GRIEVANCE (AP)  6-14-(2)
Time Tlimits

(1) It is important that complaints and grievances be processed as
quickly as possible at each administrative level. The number of
days indicated herein at each level shall be considered the

maximum. Every effort should be made to expedite the process and

to render a decision as quickly as possible. The time limits
specified may, however, be es«tended by agreement between the
university and the employee. A grievance will be acted upon
provided the employee submits it in writing within ten working days
of the occurrence or discovery of the complaint or grievance.

(2) The phrase "working days" as used in this procedure means days
exclusive of holidays and days the employee may be on authorized
vacation, sick leave, or absence.

(3) Failure of thé grievant to appeal a decision within the specified

time limits shall be deemed a withdrawal of the grievance and shall

_bar further action or appeal. Failure of the university to render

a decision on a grievance within the specified time limits shall
permit its appeal by the grievant to the next step.

Procedural steps.
(1) Employee and immediate supervisor.

(a) The aggrieved emp]oyee shall take the matter up with his or
her immediate supervisor at the "earliest possible moment,"
which is defined herein as not exceeding ten working days from
the occurrence or discovery of the comp]aint or grievance.

(b) In the event the problem is not resolved at this informal
level, the employee may prepare a formal written grievance,
accurately stating the nature of the grievance and a suggested
solution.

(c) The formal grievance as filed by the grievant shall be
submitted on the university employee complaint form.

(d) The formal grievance should be signed and presented to the
supervisor. This must be done within three working days after
the final discussion with the supervisor.

(e) The supervisor shall promptly record the decision which he or
she has rendered and sign the fonn as indicated. Copies of
the grievance and the superv1sor 's decision shall be distri-
buted within three working days in the manner indicated on the
form.

(f) In organizational situations where the immediate supervisor
and the department head are the same person, the grievance
mechanism will begin with paragraph (C)(2) of this rule.

(2) Employee and department head.



(3)

(a)

(b)

(c)

(d)

NONACADEMIC GRIEVANCE (AP) £-14-(2)

If the aggrieved employee is not satisfied with the decision
of the immediate supervisor, the employee may, within five
working days of such decision, file a written appeal with the
department head.

On receipt of the formal written appeal, the department head
shall meet within five working days with the grievant to
discuss the facts of the grievance in an effort to effect a
settlement. After considering the facts presented, the
department head shall give his or her decision in writing
within three working days of the meeting.

Should a group of employees within a department have a
grievance, the department-head phase shall become the first
step in the employee grievance procedure.

In the event the grievant is employed in an administrative
position at the department-head level or above .(including
academic chairpersons and directors), the grievance shall be
presented to the grievant's immediate superior and is subject
to appeal only to the next higher organizational level beyond
that superior. Administrative grievances of this type are not
subject to the step three and step four “provisions of the
procedure which provide for personnel department review and
impartial arbitration.

Employee and manager of employee relations.

(a)

(b)

(a)

If the aggrieved employee is not satisfied with the decision
of the department head, the employee may appeal the grievance
to the manager of employee relations within five working days

~ after receipt of the second-step decision. The manager of

employee relations or designated representative will make an
investigation of the complaint and, if necessary, hold a
meeting with the employee and the employee's representative,
if any. The manager of employee relations may determine that
attendance of the supervisor, department head, or other
management officials would be helpful in resolving the com-
plaint. Upon completion of the investigation, the manager of
employee relations will give the grievant a written decision.

If a.grievance is not appealed Qithin ten working days after
receipt of such decision, the grievance will be considered
settled and will not be subject to further appeal and/or
review.

(4) Impartial arbitration.

If the employee is not satisfied with the decision of the
manager of employee relations or designated representative,
the employee may, within ten working days after receipt of the
reply of the manager of employee relations, request arbitra-
tion.

o



(b)

(c)

(d)

(e)

(f)

(9)

NONACADEMIC GRIEVANCE (AP) 6-14-(4)

Within ten days of the employee's appzal to arbitration, the
manager of employee relations and the employee will meet to
select an arbitrator. If the parties fail to select an
arbitrator they will jointly request the federal mediation and
conciliation service to submit a panel of five arbitrators who
are fully qualified to hear and rule on a particular kind of
grievance. Upon receipt of the list, both the university and -
the employee shall have the right to strike two names from the
panel. The employee shall strike the first name; the
university shall then strike one name. The process will be
repeated and the remaining person shall be the arbitrator.

The arbitrator shall be requested to render a decision as
quickly as possible, but no later than thirty calendar days
after the conclusion of the hearing, unless the parties agree
otherwise.

Grievances within the meaning of this grievance procedure and
of this arbitration clause shall consist only of issues
involving an individual's employment with the university.

Only disputes involving the interpretation, application, or
alleged violation of wuniversity regulation, policy, or
procedure shall be subject to arbitration. The arbitrator
shall have no power to add to or subtract from or modify
university policy, nor to substitute individual discretion for
that of the university, nor to exercise any responsibility or
function of the university, nor to impose on either party a
limitation or obligation not specifically required by existing
law or university policy. The decision shall in all respects
conform with the civil service laws of Ohio, other Ohio laws.
and any other applicable laws.

After full consideration of the prdb1em, the arbitrator shall
submit a report and recomendations to the university
president or designated representative.

The fees and expenses of the arbitrator, of the organization
from which he or she was obtained, and any incidental and
related expenses shall be borne equally by the university and
the employee. The assumption of responsibility for the
payment of the employee's share of the fee and expense of the
arbitrator shall be declared in writing to the university
before the specific request for the list of five arbitrators
is made.

Effective as a rule March 22, 1982
Promulgated under: R.C. Sec. 111.15
Rule amplifies: Sec. 3341.01 to 3341.06

Amended:

October 26, 1979, September 13, 1979 and
prior to November 4, 1977



tions of nominees, including relevant bicgraphical data, evidence of appropriate
academic degrees amd honars, profestional achisvements, and letters or mem-
oranda evidsncing recommendations fram at least three appropriate sources.

3) The name(s) of the recommendsd candidate(z) proposed shall be forwarded
through the appropriate administrators to the Prezident for appaintment. If the
Fresident approves the racommendation, the President shall reciommend that
candidate for appointment by the Board of Trustess.

) f)  Nepotism

The Uriversity does nat discourags the appointment of twa memberz of an immediate
family (hers defined as spouse, parent, child, ar sibling) provided only that one daes
not havs supenvisary responsibility aver the other.

8.5.3 Review, Promotion, Continuation, and Nonrenewal of Appointment

a) Annual Review and Promotion In Professional Staff Rank

it zhail ba the rezponzibility of 2ach supervisor 1o review annually in November the
periormance ard qualifications of all profes sional staff membere. A2 3 part of the an-
nual review the employze's qualifications for priomation to 2 higher rank, in conformity
with the definition of rank in 8.5.2(d), will e cansidered at the option of the supervisor
or upon the request of the employss. Each recammendation for promation zhall be
forwarded by the appropriate adminiztrators to the Prasident for approval. Each pro-
fessional staff member who asks to be contidered for promotion will be natifizd by the
supervisor nat later than January 15 of the autaome of the promation review.

( b) Promotion Review Committee
Cepanments or administrative arzas with the approval of the appropriate Vice Presi-

.....

dent, may develop provisions for a Promation Review Committee 1o assist the &vacu-
tive in reviewing and recommeanding priomations from ane professional staff level to
another.
They may alzo agsist in Jeveloping additional qualifications and criteria for promation
which are appropriate to the functions of the unit, :

¢) Continuation of Appointment

Subject to the limitations of 3.5.2(b) and 8.5.2(2), and upon the reczipt of 3 sezond
annual contract, it is assumed that a profezaional staff membar will reczive succas-
sive annual contracts unless:

1) The letter of appwintrment (Of ccuntr:?u:t) states the contrary, of
Q) The Universily hias made the decizlon to terminats the employes and hias givan
timely notification acoording to the provizions of 2.5.2(3) and 8.5.3(8).
d) Nonrenewal of Appointment
Procedurss for the nonrenewal of appaintment evoept as provided in 8.5.3(e) are:

1) Recommendation for 2 nanrenewal of an appointment of a professional ctaff
member can be initiatzd by any of the siaff memoer's supervisor: or SUpancrs.

PP 75
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Recommendations for nonrenewal will be made to the President and will be ac-
compznizd by notations of 2uppaort or lack of suppod from the appropriate ad-
ministrative officers.

Such recommendations will be sent to the Presidant on or befors the following
dates:

3.a) March 1 for a professional staff member holding a first contract of pro-
tessional zervice at CSW, for nonrenawal of the contract.

3)

2.b)  January 1 for a professional staff member holding a second or subse-
quent contract of professional service at CSU, for nonrenewsl of the
contract.

2.c) I the Prezident concurs with the recommeandations of nonrenewal, the
Prezident shall dirsctthat a notice of nonrenswal be z2nt by regqular mail
tothe profeszional staff member's home address which iz onfile with the
Iniversity. Such natice shall b2 depozited in the mail within cne month
of the dates above (viz., by April 1, February 1).

3.d) The profezzional staff member holding a second or subzequent con-
tract of profaszional service at CSU iz entitled to be apprized of the rea-

zons for nonrerewal and may requesat a review of the decision throug
the grizvance procedure as provided in 8 5.5, :

If 2 notics of nonrenswal ie nat sent by the dates providad in part (2.2)
‘abave, the profzssional staff member shall receive an additional con-
tract of at lsast siv manths' duration eccept as otherwize provided (8.5.3
[e]and 8.5.6 [b)).

W
1)
~—

{// ’ e) /Termination Based Upon Financlal Exigency or University Reorganization

R el . . . - . N . 3
Termination may be effectad in caze of financial 2«igsncy or discontinuance of a pro-

fezzional staff program or departmant, 2nd ths professional staff member conczmed
will be given notice as soon &3 podzible. Profezsional stalfl with up 0 seven ysarzs will
bz given atleast six montha' notics, and thos2 with seven or more years will be given at
leazt nine manths’ natics. Before terminating the appoiniment because of the aban-
donment of a program or departmant, the Univerzity will make evary effort to place
afiected profeszional staff members in other suitablz positions within the University.
% Whan a program is curtailed becauss of financial exigency, the neads of the Univer-
e sity, perfarmanca, and seniority will bz conziderations in the decision an the rédustion
AN of the staffin that depanment. When a professional saff member's dismiszal is based
upon financial exigency or rearganization, the relzased professional staff member's
-placs will nat be filled by a replacsment within a period of twia years, unle2s ths re-
leazed profezsional staff member has been offzred reappaintment.

8.5.4 Personnel Advisory Committee
Departments or administrative areas may request of the appropriate Vics President permis-
sion to establizh a Perzonnel Advigory Commities to assizt the adminiztrator in rezolving
grievances and to proposs modilications or alterations to the personnzl policies.

PP 76

(Rev 1981}



P
j.g‘,i,@‘r .,;iw;,»ai_é..l- et o

8.5.5 Grievance Procedures
The purpaae of the grievance pracedure is to 3ecure 2 prompt razolution to complaints by
profzzzional ctalf members regarding the term: and conditions of 2amployment, pay, or
other benefits.

The following procedures should be followed:

a)

b)

c)

d)

e)

Resolution of the Complaint with the Supervisor or Personnel Action Committee

When a complaint arige:, the professional staff membar shall attampt 12 resalve the

igzu2 with hig or her immediate sugervizor through discussion, mutual understanding,
and documentation if appropriale If the compdaint is aot rezolved to the professional

staff member's satisfaction within ten working days, the professzioral staff member

may przzent the complaintin writing toosither the supervizors immediate superiar or t

the Fersonnel Advisory Commities, if cne has been e3tablizhed undar the pravizions

of 8.5.4. At any pointin the grievance procedure, sither the grigvant or the supsrvizor

may refer the grigvanas & the Perzonnst Advisory Committes if one has beaen estab-
lished.

Transmittal of Complaint to the Personnel Advisory Committee

If the grievance iz submitted to the Perzonrsl Advizary Commities, the Cormmitt=e will

gxaming the grisvance, prepars a finding of fact, and recommand a baziz for rezolu-
tien to the concermad parties, This recommendation shall thereafter accompany the

grievance until it is resalved.

Transmittal of Complaint Directly to Supervisor’s Immediate Superior

When the complzint iz submitted to the supervisor's immediate superior, the zuperior

will promptly discuze the complzaint with the professional stall member and any repre-
sentative of the =mpiloyee’s choice, and prassnt a written Jecision ) the employss

within ten working days.

Appeal to the President

If the decision is 2till not zatisfactory to the professional staff member, it may be ap-
pealsd in writing ta the Prezident within five working Jdays. The Prazident or the Prasi-
dent's designes zhall promptly meet and Jdizscuss the grievance with the profeszional

-stafi member and any rapresentative of the employes's choice, and reply in writing

within fifte=n working days.
Arbitration Procedure

If the dicision of the President is not satisfactory ta the professional staff membar, the
complaint may be submitted to arbitration within five warking days.

The arbitration panst shall be compozed of three impartial citizens: one zlscted by

the Iniversity, one by the profszsional staf member, and third slectzd by the firzt two

arbitrators. The panel shall promptly meet and hear the grievancs presentad by the

profezsional staff memoer and/or any reprazentativie of the stall mermber's choice and

render its deacizion to bath parties in writing. The decision of the arbitration panel shall

be advigory anly. Each party will be responaible far any evpense incurrad in the prep-
aration and presentation of iis own caze and for any record or tranacript it may desire,
and ong'half of the fe= (if any) of @ mutually zelected third arbitrator.

PP 77
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8.5.6

Dismissal of Professional Staff Members
For purpages of this section, termination of the appintment 3nd contract before ths and of
any contractsd term of servics shall be refarred to 23 a “dizmizzal”. Dismizzal of 2 profes-
sional staff member may be effectad only pursuant to the pracedures set forh in 8.5.6(b),
and only for the reazons set iarthin 3.5.6(a) ardd the relevant provizions of the Ohio H-:wsed
Cnd= (sez Attachment A to 3.5).
a) Causes for Dismissal
A professional staff member may be Jismi ssej during the contract year for the {ollow-
ing causss (nots the Attackment & t2 8.5 lists offznsas which under Stats law are
grounds for automatic suspension and, upon conviction, 3utomatic dizmizsal):
1) Violation of recognized standards of professional eonduct and performancs;
2) Conviction of a crime invelving mioral turpituds;

3) Engagingin a demonstration or protest on University praperty in viclation of law
ar of the University'z Policy on Demonstration (May 10, 1968);

4} Fradulent credentials.
b) Procedures for Dismissal
1) Recommendations for dismissal under causas listed in 3.5.6(a) shall be 32ntto
the President with appropriate dacumentation. Motice of the resommendation
shall be given to the employee involved. The Prasident may dismiss the profes-
sional staff member immediately.

-~

2) Anyappszal fromthe Frasident's decision to dizmiss a professional staff member
must b2 filad within ten working days. The app=al will e submittad to arbitration
according to the procedure described abave in 8.5.5(2) Arbitration Procedure.

¢) Preexisting Tenure

Diemiszal of professional staff membars who hold tenure through appointment at
Fenn College or Cleveland-Marshiall College of Law can occur only under the provi-
sicns of the Faculty Personnizl Policies.

8.5.7

Resignation

Profassional staff have an obligatiaon to the University upan valuntary termination of apg.int-
ment. A writtzn natice of intent ta r23ign should be given no 122s than 30 d ays before tarmi-

nation of service.

8.5.8

Retirement

The sarvizas of all professional stafif members zhall terminate on June thirtisth following the
date at which they reach t -:- age of seventy years, of upon iheir seventizth Linhday, if that
falls an June thirtizth, In exceptional circumstancss any profeszional staff member may be
reappointed for a une-yea term for not mior2 than five years.,

PP 78
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Prasident or his designes, as establishad by the Board of
Trustees. ‘

Unclassified employees are appointed of removed by the Board
of Trustees upon the recommendation of the President.

. Rate of Pay: All clascified positipns at the Univerzity are
assigned state civil service clascifications according to the
duties of the job. Every job classification (such &5 Custodial
Worker, Typist 2, Carpenter 1) has a predetermined pay range
which is established by the rivil service law. Each pay rangé
consiztz of a series of “steps” or rates of pay. New employgss
are azcigned to *step 17 (the minimum rate of pay) of the
appropriate pay range and advance at prezeribed intervals of
time through the seriea of steps until the maximum rate is
reachied. Following nitial employment ar promation o a higher
clazsification, the classiiiad employes cerves a probiatonary
period and reczives a probationary rate increaze to the nesl
step upon completion of that period. Annual anniversary
increases are alen automatic untif the maximum rate within the
pay range is reachad. Aftar five years sarvice, 3 “longevity
supplement” (1/2% of base rate tar each year of service, not 10
axceed 10%) is added to the regular rate.

[

3. Change of Classification: When an adminiztrator wishes 1o

change the classification of an evisting pozition, create 2 new
staff position, of fill a staff vasancy, clazsified or unclaszified.
the Pozition Request Farm (form 14-FE-A) musi be inifisted by
the supervizar and requires adminictrative and budget approv-
at to the lavel of vice precident. All such actions aHecting
unclacsified positions require Board approval. Clazsibeation
changer will be based on the eseential character of the work
for the position, illuztrative examples of the work, ecsential
knowledie, abilities, skillz, and qualifications required by the
position. When @ supervisor wishes to make changas in
assignments which will rezult in rentaszification of a porition,
such changes require prior vice-presidential approval. A
supervisor ¢an not arbitrarily asiign additional approval. o
morz responsible duties which will later diciate upward
reclassification.

4. Paydays: University employess are paid avery twir weeks and

“regeive paychecks on alternate Fridays. On pavday, the
clazsified civil service employee receives pay sarnad dunng the
two weeks ending the previoue Friday; faculty members and
other unclaczified employees are paid for work parformed
through that payday. Each §2-wesk full-time employee re-
ceives TR paychecks over a period of a year. Far computation
purposes, it should be noted that paydays are not twice
monthly, but 26 times per year.

Faychaiks are distributed to emplayees by a representativie of
gach department, or by a representative of the Payroll Offics.

if an employes is ever overpaid, it ic his responsibility to
reimburs? the University. 11 an underpayment oocurs, the
Univerzity will make up the difierance.  any employse has
unpaid financial obhiganons 1o the University, approprate
amounts will b2 withheld from hiz pay.

V-6-3—Personnel: Credit Union

A—Purpose:

The University of Taledi-MEG Federal Gredit Linion is 3 coopera-
tive savings and toan facility owned and operated by its member:.
Memberchip is open to alf full-time classified, faculty and other
unclagsified emplovees of the University. Loans and cther
services are available to membars for all typas of consumer
nseds, with net zarnings from loans distributed to membere in the
form of dividends.

B—Procedure:

Information regarding the services of The University of Taledo
MCO Federal Credit Union (including payrall deduction) may be
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ottained directly from the Credit Union Office, which is lacated in
room 2011 Gillham Hall.

The University offers a payrolt deduction plan for zavings deposits
and lpan payments to the Credit Union.

V-6-4—Personnel:

A—Purpose:
Dizciplinary action are sonziderad constructive measures for the
corrsction of deficiencies in the perbarmance of classified employ-
ees.

B—Procedure:

Any nlassified employ2e may be disciplined for faiture to perfarm
his dutiez effectively, or for vidlating Univerzity rules and
requiationz. Types of disciplinary actions may nclude: writtan
warning, suspension without pay, reduction, or remaval. Tha
action taken will degend upon the offence. Emplovees will receive
a writien notice of a suspenzion. a reduction, ar a removal from
the Appoiniing Authority ar hiz designes. Clazsifisd emplovess
may appeal a reduction, suzpansion in exiess of three working
dayz, or remaval, o the State Perzonansl Board of Review.
Suspension of ihres of fewer working days may nat be appealed to
the Board of Review.

Becauze of legal implicationz, supervicors must discuss discipli-
nary cazes with the Director of Persannel before taking actan.
Claszified employees may be reduced. zuipended, of removed
only by the Appointing Authorify-nat by the - supervisor or
department h2ad.

\I-G-S—Persbnnelz Employee Conduct

A—Purpose:

In large measure, the success of the Univertity in fulfilling its
migsion depends upon the kind of relaiion: mamtained with
students, parents, alumni, co-workers, and visdors to the
campus. The following general rules of conduct and policies have
been esizbiiched to help achigvs ihis chjzctive. This iz by no
means complete as it is impeccible to list all items in an
organization of this size. Beyand the items heted, employee?
shouid recognize that *failur2 of 9and behavior” shall ke grounds
for disciplinary achon.

B—Policy

1. Courtesy— Employes behavior while on and ofi the jeb iz 3
reflection on the University. Courtesy ic an important part of
guch employes's responsibility. 1t can help maks everyone’s
job maore pleasant.

Appearance— The amployee’s appesrance, regardiess of fis
job, 1& 3 factor by which othar pecple judge employees and the
nivercity. Drezs should be appropriate ior e pozition wilh
smphiaciz upon neatness and cleanlingzs. Emphoyee: should
choose what 15 accepiable athre and grooming for individual
departments or functions. They shioubd aviid exiefes, pariizu-
larly shoddy. xotic, or bizarre costumes and grooming that is
not suited 10 3 buzinezs zitwation.

. Social Life—The employes's social life and plang should be
dizcussed 3t tmes ather than working bours. Employess take
working time away from their co-workers 3s well as them-
celves when they discucs such matters during working nours.,

Fersonal telephong cafly should be kept to an apsoque
minimum, and such call: made to points dutsids the University
chould be made on pay telephones.

4. Fromgtness—Being on time in the morning and after lunch is
important in the operations of the employee’s department.
Tardiness may cause others to fall behind in their work, or
ciuze the depariment unneceszary delaye. Employees must
not leave before the end of their regularly scheduled working

£
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Upon retirement, employees with 10 or more years of servica
with the University, the State, or any other pelitical zubdivizion
in Ohio will be paid in cash for one-fourth of their accrued but
unused sick leave. The maximum payment which may be made
shall not exceed 30 days (one-fourth of 120 dayc). Such
payment shall ba based upon the employee's rate of pay at the
time of retirement. Payment {or sick 12ave on this basis shall
be considered to eliminzte all sisk leave credit accrued by the
emplayee at that time. Such payment zhall cnly b2 made oncs
to any employee.

The descriptions above are nececcarily brief. Full information
cannerning STRS and PERS is containgd in bulletins which may b2
nbtained from the Personnel Department. They include the
follywing:

Military 3ervice Credit

Restaring Cancelled Credit

Estimating Retiremsent Benefits

How to Apply for Retirement Bensfits

Payment Plans

Disability Retirement

Especially for Spouses

Survivor Benefits

Service Retirement

Medical Expense Benefits

How 10 Regain Lost Service Cradit by Redepozit of Refunds
Chio Teachers Retirement énd Financial Security Plan
Qut-of-State Teaching Service-Other Public Service

Note: All references ta years of service in this section indirate total
service credit,

V-6-20—Personnel: Sick Leave
A—Purpose:

The University sick leave palicy grants an employse reazonabla
protection from toss of pay or jenpardy to hic pasition due to
absence as a result of personal illness, death, or serious
communicable illness within his immediats family.

B—Policy: '

University employeas earn sick leave at the rate of four and sie-
tenths (4.6) hours for gach completzd 80 hours of service for

actual hours in pay status (15 workdays per year). There is no
limit on the amount of sick leave which may be accumulated.

Emplayess who work fewer than 40 hours 3 week will earn sick
jeave on the bazis of actual hours in pay status Rach pay pericd.

Employ2#3 may use cick Ieave, upon approval of their zupervisor,
for absence due to perzanal illness, injury, and espasure 0
serious contagious disease which could be communicatéd to
other employees, and for serious illness, or injury in the
employee’s immediate family. In caze of a membsr of the
immediate family not living in the Zame housshald, the Dirsctor of
Perzonnel may autharize sick leave when he believes it justified,
bul such cases will be carefully investigated; a physician's
certificatz to the effect that the presence of the employee is
necessary to care for the ill person may be required.

The immediate family includez grandparents, brother,. sister,
brother-in-law, sister-in-law, daughter-in-law, son-in-law, fathes,
father-in-law, mother, mother-in-law, spouse, child, grandchild,
a legal guardian or other person who stands in place of a parent.

Sick leave may be used when death of a member of the immediate
family ocours. (See section on LEAVE OF ABSENCE.) Additional
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information on sick leave is contained in the section on REPORT-

ING OF ABSENCES.

Any employez who becomes pregnant may use, at her option, any
or all of accrued sick leave for maternity-related dicability.

Clazsified employeas repart the use of sick leave on form 6-PE;
unciassified employess use form P-17.

Employees who are ill for more than tive continuous workday:
must report to the University Health Service prior to reporting to
work and obtain approval o return to work from the University
physician or his designes.

Apart from the above, the University has a genernus poficy on sick
leave for unclassified employees, including faculty members.
Individuals will be dealt with generoucly and fairly when exiended
illne=s is involved, and will be treated as separate cazes, with
recommendations coming from depariment heads and deans
through the appropriate vice president to the President.

Employess who retire with t2n or more years of service with the
University, the State, or any political subdivision in Ohio, will be
paid in cagh for up to 240 hours of accumulated and unuzed sick
leave (see section on RETIREMENT PROGRAM).

V-6-21—Personwm
s_____—/

A—Purpose:

To provide for proper final clearance of perzonal data, such a3
final pay. group inzurance, and retirement, when a staff employze
terminates employment.

B—Policy/Procedure:;

In order to comply with University and civil service rules, the
following procedures must be followed:

In alt instances of separation (resignation, removal, pasition
abolichment, disability ceparation, laysff, retirement, or death), a
Staft Perzonns! Action (Form 150-PE) shall be ariginated by the
supervizor concerngd. The Persannel Action shauld be filed with
the Fersonnel Department a5 coan as the department learns that
an smployee is leaving the University for any reasen.

If an employee is resigning on his own accord, he should notify
his supervicor and the Perconnel Department at the earliest
possible date, but in any event nist lzs3 than two weeks prior to his
act day of work. The suparvizor shall nbtain from the employee a
Iztter of resignation which should be attached to the Personnel
Action form when it iz filed with the Personnel Department. For
your convenience, blank copies of a resignation letter are available
from the Persannel Department.

When a person leaves University smployment for any reason, his
last day worked is his last day on the payroll. Mongy for
accumulated and unused vacation time is paid at this time. In no
Rase may vacation tims te added to extend the final date on the
payroll.

Clazsified employee: may be removed from the pavroll, reduced
or suspended for just cauze. This includes distipling 3s well as
pozition abolishment or layoff dua to lack of funds, lack of work,
or fack of continuing ne=d for the position. Any department that
dezires to remove, reduce, suspend or fay off a staft emploves or
abolizh a position, should contact the Parsonnel Department to
accurs that the proper procedure is followed. (This may be dong
only by ths “Appointing Authority,” whd is the University
Precident or his designez-not by the supervisor or head of the
department). Theze actions involve documentation and formal
orders, as required by state reguiations.

C—Clearance Procedure:

Before final paychecks are issued to employees, a cljeck out
procedure is conducted. At the earliest appropriate time, the
Perzonnel D2partment sends @ memarandum to the terminating
employee as a reminder of the specific items of University
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property which must be turned in and to whom they should be
returned. Although there may be additionai properties in spacial
circumstances, the following list shows the usual ilems that a
terminating employee is obligated to return:

identification card
Prescription Drug Card
Air Travel Card
Parking Permit

Keys

Uniforms

Library Property

A termination report is then sent to the Payroll Dpartmant,
placing a *hold” on the final paycheck until the emplayee's
obligations have been clearad. At the same time, 3 memarandum
listing terminating employzes is sent from the Personnel Depari-
ment to each department responzible for items of University
property entrusted to the employees. Each department suparvisor
indicates on the memo whether the obligations in question have
bsen cleared and then returns the memo 1o the Personnel
Department.

When al! department clearances have been received, the Person-
nel Department then sends a second termination report to Payroll,
releasing the final paycheck.

V-6-22—Personnel: Time Cards
A—Purpose/Policy:

In order to expedite the writing of payrolls and to provide for
compliance with laws governing staff persannel record keeping,
the following procadure pertaining to time cards must be follawed:

B—Procedure:

Use the salmon card, Overtime Hours Time Reparts(Form 35-
PE3) for reparting overtime hours of regular employees wha are
eligible, and submit to the Payroll Office by noon on the Manday
preceding payday if the employee is to be paid tor that overtime on
the following payday.

Use the green card, Temporary Employe2's Time Report (Form
35-PE2), for reporting all hours of temporary (hourly rate)
employees, student or non-student. It must be received by the
Payroll Office by noon of the Manday preceding payday if the
employee is to be paid on that payday.

. All time cards must be signed by the employee’s supervizor, who
certifies their accuracy. They must be submitted on time:
otherwise employees will be paid two weeks after the regular date.

V-6-23—Personnel: Overtime
Policy/Procedure:

Non-exempt employses* within the classitied civil service who are
in a pay status for 40 hours during the work-week (Friday
midnight/Friday midnight), and work over 40 hours during the
work-week shall be paid at the rate of time and one-half for hours
worked over 40, or may take compensatory time off at the rate of
time and one-half within 180 days after the avertime was worked.
This is subject to approval by supervision and the provicions of
section 124.18 of the Ohio Revised Code.

Exempt employees, within the clacsified service, who work under
the same conditions may be granted compensatory time off at
straight time. An Absence Report (Form 6-PE) with “other’
checked is submitted if employees in the classified civil service are
not at work because they are taking compensatory time.

When eligible employees elect compensatory time, they should
compiete and sign the salmon-colored card refiecting overtime
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worked (Form 35-PE); the supervisar should then sign and retain
the card. When the compgnsatory time is taken, the completed
overtime card should be attached to the final absence report which
is submitted for the compensatory time, and both forwarded to
the Personnel Department. if all of the compensatory time due for
a particular job is not taken, this chould be indicated on the white
copy of the absence report form submitted-the overtime card
should not be attached untit ait of the overtime hours due for a
particular job are consumed. This must be done within one
hundred eighty (180) days or the overtime will be paid at an
applicable rate.

*Those eligible for avertime compenzation, az established by
section 124.18 of the Ohiv Revised Code.

V-6-24—Personnel: Vacation Policy
A—Purpose/Policy:
Univerzity classified and unclassified employses with 52 week
appointments are entitled by law to time off with pay for vacation
after the completion of one vear of service. Itic the intent of this
policy to provide employess with sufficient time each vear for rest
and relavation,
B—Procedure:
1. Accrual

8. Classified Employees

Clazsified personnel employed on or after July 1,
1967, earn vacation time 33 follows:

Accrual
Compieted Rate
Length of Aanual Per Day Maximum
Servics Vacation Pericd Acerual
Under 1 year None a1 hee None
1 through 7 yre. gy hrz (10 dayz) 2.1 hre 240 hre
8 through 14 yre. 120 hrs. (15 day?) 4.6 hre M) hrs.
15 through 24 yrs. 160 his. (2 dayz) €.2 hrs. 434) hrs.
25 of mare yesrs 2 hres. (25 dayT) 7.7 hrs. Bx) hrs

Classified poresnnet employad prior to July 1, 1957, eam vacation time ¢ follaws:

: Accrual

Completed Rate

Length of Annual Per Day Mazimum
Service Yacation Period Accrual
10 through 14 yi5. 144 hrz. (12 d3y9) 5.8 hrs. 437 s
15 thraugh 24 yrs. 132 frs. (24 days) 7.5 hrs 576 nrs.
25 or mare years 20 hirs. (35 days) 7.7 trs. o0 hre

Classified employees in SOC accounts 111, 112 and 141
working less than 40 hours 2 week earn vacation at the
same ratz a3 employess working on 3 40-hour week basis,
pro-raied for the time actually scheduled.

The amount of vacation that a classified employee may
accumulate shall be limited fo the amount earned in three
yesrs of service.

b. Unclassified Employees

Unclassified employees, including facuity }ith_LS'Z-week
appointment, are entitled to twenty-fouf T(2,4) days of
vacation per year accumulated at the rate of 7.4 hours per
bi-weekly pay perind. Vacation time may be used after one
year of service. Accrued vacation may not exceed seventy-
two (72) days.

Vacation time is not credited to Faculty with less than a 52-
week appointment.
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E. CONTRACT TERMINATION (MON-FRENEWAL) AND ZUSPENTION OF DISMISSAL

CONTRACT TERMINATION (NON-RENEWAL)

It is the intent of Ohio University to praovide reazonable procedures
and policies with rezpect to the termination of contract status. As
used herein, contract termination refers to decisions that have been
made that preclude the renewal of a contract for the following fiscal
year. This section does not apply in caiez of Juzspznzion or Dizmiszal
as cutlined in the nest section, although the reazan(z) for fajlure to
renew a contract for the succesding fizcal year may include one or
more of the reazan(z) spacifizd in the ne<t cection.

The notice of termination shall include a written statement of the
reazon(s) for the decizion that hi: been made. Evcept in th:z caze of a
termination baz=d on the dizcontinuance of a position, zuch notice shall
be forwarded no Tater than March 15 of the cuvvent fizoal contract year,

If the teymination iz bazed on the discontinuance of a pozition either
for budgetary reasons ov becauze the function is eliminated, the notice
of termination shall include a written statement of the reazon(s) for
discontinuing the position. Such notice shall be forwarded no later
than fifteen days following the final action by the Board of Trusitees
on the Univerzity's budget for the ne«t fizcal year. The employment
termination date will be effective ninety calendar days from the Jdate
of mailing, except in cazes where an adminiztrator haz a contract for 3
period of less than twelve months,

The ninety day notice is intended to apply from date of notice to the
beginning date of what would have besn an adminiztrator's expected con-
tract period for the following fiscal year. For ecample, an adminis-
trator novmally employed for twelve months would require notice by April
2 for termination on June 30. IT the notice occurs after April 2, the

fact

University would continue payment of the administrator’s prezent contrac
rate following June 30, of that year for whatever part of the ninety day
notice period remained. An adminiztrator novrmally employed for nine
months (September 15 - June 15, for evample) would vequive termination
notice by June 17 to avoid continued zmployment and pay beyond Zeptember
15. In no caze shall an adminiztrator whe iz an less than a twelve-
month contract receive payment for the period in which work iz not noe-
mally performed by the administrator.

In all cazes where the termination period extends into the following
fiscal year and payment to the adminictrator i to be made after June
30, for services, a term contract zhall be issued at the zame rate of
pay that the employee received during the yzar of termination. The
terminated employes iz ctill entitied to accumulated sick leave and/or
vacation benefitz. The terminated employee may elect to take his/her
vacation during the 90 day pericd or be paid his/her vacation in a
Tump sum at the end of the 90 day period.

i
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- THE UNIVERSITY OF CINCINNATI
PERSONNEL POLICIES AND PROCEDURES MANUAL

)
Area: GRIEVANCE Number: 3-23-01
Subject: GRIEVANCE POLICY AND PROCEDURE lssued: Aue. 1980
Sources:FOR UNCLASSIFIED EMPLOYEES : Revised: SEPT. 1981

UNIVERSITY PoLICY page _ 1 of _9

PURPOSE

TQ PROVIDE A UNIFORM SET OF PROCECDURES APPLICABLE TO ALL UNCLAS-
SIFIED EMPLOYEES SEEKING REDRESS FOR GRIEVANCES, wWHO ARE NOT

IN A EARGAINING UNIT OR WHO ARE NOT COVERED BY A SEPARATE GRIE-
VANCE PROCEDURE.

PoLicy

(A) THE FOLLOWING GRIEVAHCE FROCEDURE IS THE INTERNAL ADMINISTRA-
TIVE REMEDY AVAILABLE TO EMPLOYEES WHO SEEK REDRESS FOR GRIE-~
VANCES ARISING FROM ANY ALLEGED VIOLATION OF UNIVERSITY PO-
LICY, INCLUDING ALLEGED ACTS OF DISCRIMINATION.

(1) COMPLAINTS PERTAINING TO THE FOLLOWING ITEMS ARE NOT
GRIEVABLE UNMNDER THIS PROCEDURE, UNLESS INCLUDED IN A
COMPLAINT OF ALLEGED DISCRIMINATION:

(A) WAGES AND SALARIES

(B) PERFORMAMNCE EVALUATIONS .
(¢) TERMINATION DURING A STIPULATED PROBATIOMARY PERIOD
| OF EMPLOYMENT,

(D) TERMINATION EXCEPT AS IT RELATES TO DENIAL OF DUE
PROCESS RIGHTS AND PROCEDURES AS ESTABLISHED IN
THE UNIVERSITY POLICIES AND PROCEDURES ON DISCIPLINE.

(E) DISAGREEMENTS IN THE INTERPRETATION OF ESTABLISHED
UNIVERSITY FERSONNEL POLICIES AND/CR PROCEDURES.
(THESE ITEMS SHOULD BE REFERRED TO UNIVERSITY PER-
SONNEL FOR RESOLUTION.)

(2) SINCE THE UNIVERSITY RECOGNIZES THE RIGHT OF EMPLOYEES
TC EXPRESS THEIR GRIEVANCES AND TO SEEK REDRESS FOR
THEM, ALL LEVELS OF MANAGEMENT ARE REQUIRED, TO THE BEST
OF THEIR ABILITIES, TO INFORM THEIR EMPLOYEES ON ALL EM-
PLOYMENT MATTERS AND TO COUNSEL WITH THEM IN ORDER TO
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(1)

(2)

(3)

(4)

(s)

(B) GENERAL CONCEPTS AND DEFINITIONS

FRESOLVE INFORMALLY, IF FOSSIBLE, ALL SUCH GRIEVANCES.

CONFLICT OF INTEREST

AN ASSOCIATION BETWEEN A DECISION-MAKER OF THE GRIE-
VANCE PROCEDURE AND ONE OF 1TS FARTIES WHICH COULD AF-
FECT THE IMFARTIALITY OF THE DECISION-MAKING PROCESS.

DISCRIMINATION

ANY DIFFERENCE IN TREATMENT ACCURDED PERSGONS OF THE
SAME CLASS IDENTIFIED IN THE UNIVERSITY AFFIRMATIVE
ACTION POLICY UNDER SAME OR SIMILAR CONDITIONS; HOW-
EVER, PROMOTION OR SALARY REMUNERATION BASED ON MERIT
OR SENIORITY DOES NOT CONSTITUTE DISCRIMINATION.

DUE PROCESS

MINIMALLY, 'DUE PROCESS' MEANS THE RIGHT TO BE HEARD,
HOWEVER INFORMALLY, AND RECEIVE A TIMELY AND REASONED.
REPLY TO THE COMPLAINANT'S STATEMENT. DUE PROCESS ALSO
INCLUDES OBRSERVANCE OF THE MECHANICS OF THIS PROCEDURE
AND OTHER RELEVANT UNIVERSITY POLICIES OR PROCEDURES
AND RECOGNIZED APPLICABLE RIGHTS.

EXTENSION OF TIME-FAILURE TO MEET DEADLINES

EXTENSIONS OF TIME MAY BE WORKED OUT BY MUTUAL AGREE-
MENT AT EACH STEP. IF THE COMPLAINANT DOES NOT ACT
WITHIN THE TIME LIMITS PROVIDED, THE PROCEDURE STOPS.
FAILURE ON THE PART OF THE RESPONSIBLE SUPERVISOR OR
ADMINISTRATOR TO RESPOND WITHIN PRESCRIBED LIMITS
AUTOMATICALLY MOVES THE CASE TO THE NEXT STEP UNLESS
AN EXTENSION OF TIME HAS BEEN MUTUALLY AGREEC UPON.

PROBATIONARY PERIOD

AsS DEFINED IN THE POLICIES AND PROCEDURES ON PROBA-
TION.

v ame e a e
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(6)

(7)

(8)

(9)

(10)

(11)

PRIVACY

THE SESSIONS OF A GRIEVANCE PROCEDURE SHALL NOT BE
OPEN TO THE PUBLIC UNLESS OTHERWISE REGQUESTED BY THE
COMPLAINANT. ALL MATTERS SHALL BE TREATED CONFIDEN-
TIALLY TO THE EXTENT REQUIRED AND PERMITTED BY LAW.

REASONED REPLY

SINCE AN UNCONTESTED FINDING AT A LOWER STEP AS WELL
AS ANY DECISION BY THE VICE PRESIDENT MAY SERVE AS
PRECEDENT FOR FUTURE CASES, THE REASONS FOR THE FIND-
ING MUST BE INCLUDED WITH ANY DECISION.

RECORDS

AT ALL STEPS OF THE GRIEVANCE PROCEDURE ACCURATE
RECORDS SHALL BE KEPT. A PERMANENT LOG OF ALL CASES
INCLUDING DATES, PERSONS, AND GRIEVANCES INVOLVED AS
WELL AS DISPOSITIONS OF THE CASES, WITH REASONS,
SHALL BE KEPT BY UNIVERSITY PERSONNEL (EMPLOYEE AND
LABOR RELATIONS) AND SHALL BE MADE AVAILABLE TO GRIE-
VANCE PAMELS AND OTHER FACTFINDERS. ;

REPRESENTATIVE

AT ANY STEP OF THE GRIEVANCE PROCECURE, COMPLAINANTS
MAY BE REFRESENTED OR ACCOMPANIED BY A REPRESEMNTATIVE
OF THEIR CHOICE. COMPLAINANTS MUST NOTIFY THE ExECU-
TIVE DIRECTOR OF PERSONNEL IF THEY ARE TO BE REPRE-
SENTED IN ORDER FOR THE EXECUTIVE DIRECTOR TO INFORM
ALL PARTIES.

SUBPOENA

FACTFINDERS (INCLUDING GRIEVANCE FANELS) AT ANY STEP
SHALL HAVE THE RIGHT TO SUBPOENA WITNESSES AND/OR
DOCUMENTARY EVIDENCE.,

SUSPENSION OF THE TIME LIMITATIONS

SUSFENSION OF THE TIME LIMITATIONS SHALL OCCUR WHENEVER
THE MATTER IS BEFORE THE OMBUDSMAN FOR THE UNIVERSITY.

_J
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(12)

(13)

(14)

PRQCEDURE

(A) MECHANICS OF THE GRIEVANCE PROCEDURE

(1)

(2)

TIME EQUALITY AND LIMITATIONS

AT ALL STEPS OF THE PROCEDURE, EQUAL TIME SHOULD BE
GRANTED TO BOTH PARTIES; HCWEVER, REASOMNABLE TIME
LIMITS FOR BOTH PARTIES MAY BE IMPOSED AT ANY STEP
OF THE PROCEDURE.

WITNESS@S AND EVIDENCE

IN THE FIRST THREE STEPS GF THE GRIEVANCE PROCEDURE
BOTH PARTIES SHALL HAVE THE RIGHT TO BRING DOCUMENTARY
EVIDENCE, CALL WITNESSES, OR ASK THAT THEY BE CALLED.

WRITTEN FORM

THE GRIEVANCE SHALL BE STATED IN WRITING, INCLUDING

THE DATE OF THE GRIEVED ACTION AND OF THE FILING, THE
GRIEVED FACTS, AND THE REQUESTED ACTION, WITHIN TEN
DAYS OF THE GRIEVED ACTION; THE RECORDS OF ALL FOL-
LOWING FROCEDURES SHALL ALSO BE IN WRITING AND PROPERLY
OATED; COPIES OF ALL MATERIALS SHALL GO TO ALL PARTIES
INVOLVED AS WELL AS TO SUCH ADMINISTRATIVE LEVELS AS
STATED IN THE PROCEDURES.

THE EXECUTIVE DIRECTOR GF UNIVERSITY PERSCNNEL SHALL AP-
POINT FROM THE EMPLOYEES INCLUDED UNDER THIS PROCEDURE

A TWENTY-FOUR MEMBER POOL FROM WHICH THE MEMBERS OF

THE INDIVIDUAL GRIEVAMNCE PANELS SHALL BE DRAWN. THE
TWENTY-FOUR MEMBERS SHALL SERVE STAGGERED TERMS OF

THREE YEARS EACH.

THE FIVE-FERSON PAHEL TO CONDUCT A GRIEVANCE SHALL BE
SELECTED BY THE VICE PRESIDENT IN CONSULTATION WITH

THE EXECUTIVE DIRECTOR OF UNIVERSITY PERSONNEL OR
OTHER DESIGNATED OFFICER. THE MEMBERS OF THE PANEL
SHALL BE CHOSEN IN ORDER TO FACILITATE A BALANCED EVAL-

UATION OF THE CASE TO BE HEARD.

\\
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(3)

(4)

(8)

(6)

(7)

(8)

THE EXECUTIVE DIRECTOR OF UNIVERSITY PERSONNEL OR DE-
SIGNEE SHALL CONVENE THE MEMBERS OF THE PANEL WITHIN
THREE WORKING DAYS OF THEIR APPOINTMENT AND INSTRUCT
THEM IN DETAIL OF THE GRIEVANCE PROCEDURE. AT THE OP-
TION OF THE PANEL, THE DIRECTOR OR ANOTHER PARTY OF THE
PANEL'S CHOOSING MAY SERVE AS A NON-VOTING RESOURCE
PERSON TO THE PANEL WITHOUT BEING PERMITTED TO VOICE
OPINIONS ON THE GRIEVANCE MATTER,

THE VICE PRESIDENT IN CONSULTATION WITH THE EXECUTIVE
DIRECTOR OF UNIVERSITY PERSONNEL OR DESIGNEE SHALL SE-
LECT A CHAIRPERSON FROM THE FIVE-MEMBER PANEL. THE
CHAIRPERSON SHALL BE A VOTING MEMBER OF THE PANEL. BOTH
PARTIES TO THE GRIEVANCE HAVE THE RIGHT TO CHALLENGE
PANEL MEMBERS.

ANYTIME AFTER A FORMAL GRIEVANCE 1S FILED, BUT NO LATER
THAN TEN WORKING DAYS PRIOR TO THE HEARING, THE COM-
PLAINANT, UPDN REQUEST, SHALL BE PROVIDED SUCH ACCESS TO
HIS OR HER PERSONNEL FILES IN ORDER TO ALLOW HIM OR HER
TO PREPARE THE CASE.

ALL PARTIES MAY REQUIRE UNIVERSITY EMPLOYEES TO SERVE AS
WITNESSES; HOWEVER, IN CLEAR CASES OF HARASSMENT BY THE
COMPLAINANT, A FEE OF TWENTY-FIVE DOLLARS PER PERSON-
DAY TO COMPENSATE FUR LOST PRODUCTIVITY MAY BE IMPOSED
ON THE COMPLAINANT'AFTER THE SECOND DAY OF A HEARING

BY THE AFFROFRIATE VICE PRESIDENT OR PRESIDENT, AT THE
RECOMMENDATION OF THE PANEL.

ALL PARTIES TO THE GRIEVANCE ARE EXPECTED TO BE IN AT-

TENDANCE AT ALL HEARINGS AND AVAILABLE FOR QUESTIONING
BY THE PANEL.

IN MATTERS CONCERNING DISCRIMINATION, DISCIPLINE AND
TERMINATION, THE UNIVERSITY CARRIES THE BURDEN OF
PROOF, WHILE IN MATTERS CONCERNING CONTRACT INTERPRE-
TATION THE GRIEVANT CARRIES THE BURDEN OF PROOF,.
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(8)

(9)

(10)

(11)

STEPS IN THE GRIEVANCE PROCEDURE

PROCEDURE
RESPONSIBILITY: ACTION:
(1) STEP ONE:
COMPLAINANT WITHIN TEN WORKING DAYS FROM REASON-

THE COMPLAINANT SHALL PROCEED FIRST IN THE PRESENTATION
OF EVIDENCE.

MANAGERIAL ACTS AND DECISIONS NOT COVERED BY A SPECIFIC
UNIVERSITY RULE OR POLICY ARE SOLELY WITHIN THE DIS-
CRETION OF THE MANAGER. THE PANEL AT STEP 11l MAY

NOT SUBSTITUTE ITS JUDGMENT FOR THAT OF THE MANAGER
UNLESS SUCH ACT OR DECISION 1S SPECIFICALLY MADE GRIE-
VABLE BY UNIVERSITY RULE,

SUCH COSTS AS DUPLICATING RECORDS AND FILES, MAKING COM-
PUTER RUNS OR OTHER DATA ANALYSES AS REQUESTED BY THE
COMPLAINANT WILL BE EQUALLY APPORTIONED BETWEEN THE
PARTIES WHERE THE UNIVERSITY PREVAILS. WHERE THE COM-
PLAINANT PREVAILS, THE UNIVERSITY WILL PAY ALL DIRECT
COSTS MENTIONED ABOVE. AWARDS TO THE COMPLAINANT OF
REASCONABLE ATTORNEY'S FEES IN CASES OF VIOLATION OF
CONSTITUTIONAL RIGHTS OR ARBITRARY AND/OR CLEARLY ERRO-
NEDUS JUDGMENT IN THE GRIEVED PERSONNEL MATTER ARE SuB-
JECT TO BINDING ARBITRATION.

ABLE KNOWLEDGE OF THE GRIEVED ACTION
OR PROBLEM, COMPLAINANT MAY PRESENT
THE FACTS IN WRITING TO HIS OR HER
SUPERVISOR AND SHOULD STATE THAT THE
GRIEVANCE PRDCEDURE 1S BEING INSTI-
TUTED. THE COMPLAINANT SHALL SEND
A COPY OF THE GRIEVANCE TO UNIVERSITY

PERSONNEL.
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SUPERVISOR THE SUPERVISOR SHALL, WITHIN FIVE

WORKING DAYS FROM RECEIPT OF THE
WRITTEN GRIEVANCE, DETERMINE THE
RELEVANT FACTS, AND SHALL REPLY, IN
WRITING, TO ALL PARTIES AND TO UNI-
VERSITY PERSONNEL.

(2) STEP TwO:

COMPLAINANT THE COMPLAINANT MAY SUBMIT, WITHIN
THREE WORKING DAYS OF COMPLETION
OF STEP ONE, THE GRIEVANCE AND THE
RESULTING DECISION TO THE ADMINI-
STRATIVE UNIT HEAD FOR CONSIDERATION.
THE COMPLAINANT SHALL ALSO NOTIFY
UNIVERSITY PERSONNEL, IN WRITING,
THAT THE NEXT STEP IS BEING INSTI-

TUTED,
ADMINISTRATIVE THE ADMINISTRATIVE UNIT HEAD SHALL,
UNIT HEAD WITHIN FIVE WORKING DAYS FROM THE

RECEIPT OF THE WRITTEN GRIEVANCE,
DETERMINE THE RELEVANT FACTS AND
REPLY, IN WRITING, TO ALL PARTIES
AND TO THE SUPERVISOR AND UNIVER-
SITY PERSONNEL.

(3) STEP THREE:

COMPLAINANT THE COMPLAINANT MAY MAKE A WRITTEN
REQUEST, WITHIN THREE WORKING DAYS
OF COMPLETION OF STep TwDo, TO THE
- APPROPRIATE VICE PRESIDENT FOR A
HEARING TO RESOLVE THE GRIEVANCE,

VICE PRESIDENT THE VICE PRESIDENT OR DESIGNEE SHALL

OR DESIGNEE MEET, WITHIN FIVE WORKING DAYS OF
RECEIPT OF THE REQUEST, WITH ALL PAR-
TIES IN ORDER TO RESOLVE THE PROBLEM.

\_ J
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ALL PARTIES TO
THE GRIEVANCE

VICE PRESIDENT
OR DESIGNEE

HEARING PANEL

VICE PRESIDENT

IF THE CONFERENCE DOES NOT RESULT IN
RESOLUTION OF THE GRIEVANCE, THE
VICE PRESIDENT OR DESIGNEE SHALL SE-
LECT, WITHIN THREE WORKING DAYS OF
THE CONFERENCE, FIVE MEMBERS FROM THE
POOL TO SERVE AS A HEARING PANEL AND
NOTIFY ALL PARTIES AND UNIVERSITY
PERSONNEL OF THE MEMBERSHIP ON THE
HEARING PANEL.

ANY PARTY MAY CHALLENGE PANEL
MEMEERS WITHIN THREE WORKING DAYS
OF NOTIFICATION OF THE SELECTION

‘OF THE PANEL.

THE VICE PRESIDENT OR DESIGNEE
SHALL REPLACE ANY CHALLENGED PANEL
MEMEERS, IN CONSULTATION WITH UNI-
VERSITY PERSONNEL.

THE HEARING PANEL HEARS THE CASE,
INCLUDING TESTIMONY BY ALL PARTIES

AND THEIR WITNESSES. IN ADDITION,

THE HEARING PANEL EXAMINES ANY EVI-
DENCE, EXHIBITS AND DOCUMENTS PRO-

VIDED.

THE HEARING PANEL SHALL SUBMIT IN
WRITING, WITHIN TEN WORKING DAYS
OF THE CLOSE OF THE HEARING, ITS
RECOMMENDATIONS TO ALL PARTIES,
TO THE VICE PRESIDENT AND TO UNI-
VERSITY PERSONNEL.

THE VICE PRESIDENT SHALL SUBMIT IN
WRITING, WITHIN FIVE WORKING DAYS

OF RECEIPT OF THE RECCOMMENDATION,
THE DETERMINATION IN THE CASE TO ALL
PARTIES AND TO UNIVERSITY PERSONNEL.

_J
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STEP FOUR:

ONLY IF PROCEDURAL ERRORS OR OMISSIONS HAVE OCCURRED
WHICH COULD MATERIALLY AFFECT THE OUTCOME OF THE GRIE-

VANCE OF IF THE ORIGINAL GRIEVANCE WAS LODGED

AGAINST

A VICE PRESIDENT SHALL THE OFFICE OF THE PRESIDENT BE-
COME DIRECTLY INVOLVED IN THE GRIEVANCE PROCESS.

COMPLAINANT

PRESIDENT OR
DESIGNEE

THE COMPLAINANT MAY SUBMIT IN
WRITING, WITHIN FIVE WORKING DAYS
OF THE COMPLETION OF STEP THREE,
THE STATEMENT OF ERRORS OR OMIS-
SIONS TO THE PRESIDENT AND TO UNI-
VERSITY PERSONNEL.

THE PRESIDENT OR DESIGNEE SHALL RE-
VIEW THE STATEMENT, WITHIN FIVE
WORKING DAYS OF 1TS RECEIPT AND
SHALL DETERMINE WHETHER THE CASE
SHOULD BE PURSUED. THE PRESIDENT
OR DESIGNEE SHALL INFORM ALL PAR-
TIES OF THIS DECISION IN WRITING.

IF 1T 1S DETERMINED TO PURSUE THE
MATTER, THE PRESIDENT OR DESIGNEE
SHALL CONDUCT INTERVIEWS, SOLICIT
INFGRMATION OR HOLD HEARINGS AS

DEEMED NECESSARY.

AFTER TH1S REVIEW THE PRESIDENT
SHALL RENDER, IN WRITING, A FINAL

"DETERMINATION TO ALL PARTIES AND

TO UNIVERSITY PERSONNEL. THIS FINAL
DETERMINATION SHALL INCLUDE STATE-
MENTS OF THE REASONS FOR THE FINDING.
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similar position. Returning emplayees chall be entitled to other rights pro-
vided by relevant state and federal ctatutes and regulations. A perion employed
g . as a lemporary replacement {or an employee on military leave chzll be em-

; ployed with the understanding that cuch employment is temparary.

Employess qualifying for military leave under either of the pravisiang of
thic policy chall submit a copy of written military crders to the University at
the earliest possible time.

The provisions of this paolicy chall not spply 1o employess covered by nego-
tiated agrezmients on the matter of military leave.

Section 11. Jury Duty

Full-cervice employes: chall b2 granted court or jury duty lesve during
normal work hours without oz in compensation. All compensation received
from court of jury duty shall be depacited with the University’s Bursar’s Office;
howszver, fees zarnzd during cuch duty on ar, emplayee’s day off do not have
to be remitied to the University.

An employez chall be expacied to return t his wark ascignment if he is
- temporarily eveusad from court or jury duty cervice.

Section 12.  Employee Records

Each depariment or unit within the University chzll b2 recponcible for the
establishiment and maintenance of cuch records as arz necesary for its normal
operation purtuant to the provisions contained within the policy ratifizd on
April 26, 1975, by the Youngtiown Statz University Board of Trustees” Reso
tution 1975-35. (See Appendix B)

gectnon 13. . Appeals Pmcedure for Continuity c of Employmem

13.1 Definition: Continuity of Employment is th' right of Profes-
sional/Adminiztrative staff 1o continued employment &1 the
University, subject to the dus proces: provision: of this palicy.
Continuitly of Emplayment is grantzd to Professional/Adminis-

- trative staff following ccmpletion of Tive complets contract
years of service, nappaintment for the sivth contract yesr, and
notification in writing by th2 Prezident of the University that
Continuity of Employment has bezn granted. Professional/
Adminisirative stzff who have served at the University ac mem-
bers of the full-service faculty immaediately prior to Being
appointed to the Prafescional/Administrative staff will receive
credit for such service (up to a maximum of three yesrs) towsrd
the achievement of Continuity of Emplayment as Professional/
Administrative s1aff. Profecsional/Adminiztrative staff will
receive creditl for cuch service (up to a mzvimum of three years)
if such cervice wzs in a position v which the individual has
been appointed; the President of the University chall make this
detzrmination in each case. Contiruwity of Employment creates
no vested rights in any cpecific position, title, or calary. Persons

{ halding Continuity of Employment may be remaved for just

19



13.2

13.3

cauze {which includes but ic not limited to incampetence, dis-
honesty, ard inzubordination) or due to program curtailment {
or financial exigency.

Notification and Procadure (Probationary): H the Department
head or other administrative superior recommends that a pro-
bationary Profeccional/Adminictrative staff membzr’s contract
not be renewed for the following ysear, the individual chall be
informed of the recommendation, in writing, no later than
three manths prine to the effzctive dats of recammended ter-
mination if th2 individusl has served less than ore complete
contract year, and no {ater than cix months prior to the effec-
tive date of recommended termination if the individual has
served miyre than one corplete contract year. A probaticnary
staff member whose non-renewal is recommendzd may, within
thirty calendar daye after receipt of notification, cubmit a
written appzal for a review to the President of the University.
If the ctaff member has served less than three complete years at
the Univerzity, the President shall review the appes!, shalt mske
a final dispocition of the appeal, and shall notify the ctaff mem-
ber of the dicposition within thirty calsndar days after receipt
of the appeal. If the probationary staff member has served
three complete yesrs or longer at the University, the Precident
chall appaint an ad hoc committze to review the recommenda-
ticn and the appeal, and to submit a report to the President
within thirty calendar days; the committes’s review and report
shall be limited to whelher the stafl member was informed of
the recommendation in a timely fachion and whether there is
any evidence that the recammendation did not rest wholly upon
considerations related to job perfarmance. The President shall
review the report, shall make a final dicpocition of the appeal
within thirty calendar daye of rzceipt of the report. The ctaff
member shall recrive a copy of the report.

Notification and Procedure (Non-Probationary): If the Depart-
ment head or other administrative superior recommends the
non-renewal of a Professional/Adminisirative employee with
Continuity of Employment, the individusl chall b= informed

of the recommendation no latsr than cix months prior to the
efiective date of recammended termination of employment.
Nitification shall include a statemant of reasone for the recom-
mended non-renewal of employment. M the reasone relate to
program curtailment or financial evigency, the individual chall
be informed that nori-renewal is not related to the quality of
the individual’s performance, and the University shall make a
reasonable effort to acsist the individual to relocate in another
pacition. f the rzazons relate to just cause, the individual may,
within thirty calendar days after receipt of writien notification,
submit an appeal for a reviaw to the President of the University.
The Precident chall, upon receipt of the appzal, appoint a panel
of three memb=res to review the appeal, and 1o consult with the

20
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educstional functions of the University.

The appropriate University officers, when unable to deal effec-
tively with the incidents of misconduct specified sbove, or any
violation of municipal, state, or federal taw aecurring on the
campus, are hereby authorized to seek the ascictance of other
appropriate law enfoecement officers.

Section 16. Regulations Gaverning Political Activities
by University Employees
tnformed pelitical participation i a necescary element in our demacratic
process; however, the Board of Trustecs ic chdigated to ensure that the public
furds are not spent for any private or partizan purposes. Therefore, the fol-
lowing regulations shall apply to all unclassiflizd employees of Youngstown
State University.

16.1  Campus Mail: Folitical liwerature will be distributed through
campus mail only if it is received from the United States postal
agencies. ‘

16.2 Endorsement of Political Candidates: Individusle and groups
are free Lo exprass political spinions in the form of endorse-
ment of candidates; cuch endorsement shall not imply official
University sancticn or action.

16.3  Folitical Dffice for Unclassified Employees: Unclascified Uni-
versity employees are freg to run for, and hold, an elected office
incofar as cuch commitment does not infringe upan fulfiliment
of their responsibilities as employeas of the University. In the
event an unclascified civil service emplc yee is elecied to an of-
fice which, in the judgment of the Precident, prevents him fram
devoting a proper and judicicus part of his workweek to his re-
sponsibilities, caid employae will be required 1o take 5 lzave of
absence without pay for the duraticn of his term.

gii’:ﬁor_i 17. " Earned and Courtesy Rank for Prafessional and
T gAdministrative Personnel - e
LS et £ o DB & Kt o,

17.1 Some current Profecsional Adminictrative personnizl at the Uni-
versity are former members of the Univercity’s regular t2aching
faculty, and current members of the regqulsr teaching faculty
are eligibte for appoiniment to profescionatl adminictrative posi-
tions. This palicy defines the rights to earned faculty rank and
tenure held by current administrative stafl whio are former fac-
ulty members, by current faculty who accepl appuintments to
adminictrative positions, and by new adminictrative staff mem-
bers who arz recruited from outside the University.

21



Page 8.1

Page 8.2

Page o

Page 9.1

757

Administrative 3taff Handbook
Reviewed by Ruth M=2acham
° of Marshall & Melhorn

Under "B. Hon-Renewal of Contract® ' -

Mz. Meacham strongly urges us to remove the
statement: "For example, in the case of non-renewval
becanszse of performance, appropriate written
documentation should include . copies of past

“performancs  evaluations, where available." She feels

this restriction puts too much of a burden on the
University to defend non-renewal, especially when
performans2 2valuations are usually very positive.
Under "C. Termination for Cause"

Ms. Meacham faels we should remove the words

"significant" and "gross" from items 3 and 5
respactively. These words are hard to define; and,
therefore, hard to defend. She also feels that the
word "documented" in items 3, 4, and 5 1is
unnecessary.

Under "D. Suspension"

Ms. M2acham asked me to explain why there are two

different kinds of suspension; she agreed that the
distinction was a good idea.

Under "E. Release"

The words "bona fide" in the third paragraph are not

necessary. Also, the last paragraph should be
reworded - continuation, not release, is contingent
upon the availability of grant funds. A way of

rewording this to be parallel with the other two

.situations is: "In the case of releas2 of persons

funded by external grants, the staff member will be
given advance notice if possible; continued employment

" is contingznt wupon the availability of said grant

funds."
Undepr "Evaluation Procedure”

Ms. Meacham feels the term "including support of human
rights" should be deleted from item 3. It is
underztood a3z a part of interpersonal relationships;
it is & vague term, hard to measure and evaluate.

(41
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Inder "Policy for Administrative Staf in Grant or
(t

ernally Fundesd Positions"
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M=, Meacham feelc that this policy i3 apnropriate.
She f rther . recompends that the contract for
emplﬁynent specify a grant-funded positicon, so the
employse iz aware of the funding status for the
poasition, In lien of a notation on the contrackt form
thiz y=ar, we should have grant-funded employzes sign
a statement indicating that they are aware of the
funding for the position. o
Pages 11-16 Under "Griesvance and Hearing Procedures®

. Mcacham feels that there is too much detail and
procedure in this sectinn. 8She feels that the hearing
proczss  should be fact-finding and not allow Ifor

min

formal representation or cross-2xamination.

Ms. Mzacham belizves that the provisions for
non-ranewal of contract should not be grisvable. A
"contract" person, by definition, enters into
employment for an agresd upon period of tims (term of
the contract). The contract provides for employment

for whatever pesriod is noted on the contract. If

non-renewzl of contract is a grievable condition, then
the employment relationships may be perceived to be
perpetual, Such 2 provision would exce=d th2 covarage
already provided by the contract.

Notes prepared by Susan Cszldwell per phone call with Ruth Meacham of
Marshall and Melhorn.

5-20-86
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Administrative Staff Council
Personnel Welfare Committee

18 May 1986

The Administrative Executive Council rejected the
documant developed by the Administrative Staff Council's
Personnel Welfare and Drs. Eakin and Edmunds. A meeting
was called of the Persennel Welfare Committee and the
Administrative Staff Council Ex=scutive Committee. Those
in attendance were: DeCrane, Sharp, Yon, Darrow, Stickler,
and Fitzgerald.

Those present agreed to put forth the suggestion that
a comprcmise be pressente :d: The Administrative Staff would
agree to leaving in ths following on page 8.1, C 5 of the
Administrative 3taff Handbook: "DOCUMENTED GROSS FAILURE TO
COMPLY WITH THE CCGDE OF STANDARDS AND RESPONSIBILITIES FOR
ADMINISTPATORS (3EL PAGE 1)." if the wording on pags 1l1l. I.
A. of th2 same document would be changed to read: "THE
DECISION lIOT TO COHNTINUE THE CONTRACT OF AN ADMINISTRATIVE
STAFF MEMBEF IS lIOT GRIEVABLE IN THE FIRST THREE YEARS OF
EMPLOYMENT, AND, THEREFORE, NOT SUEBJECT TO THIS PROCEDURE. "™

DeCrane agreed to write up that suggestion, along with
Administrative Staff concerns with achieving the fairest
document possible for both the employer and employee. It
was further stressed that most of us serve both roles, that
of supervisor and that of employee,and we are sen51t1ve to

both needs.

DeCrane was told that the revision would be submitted
to legal counsel and then back to Administrative Executive

Council.

* % % *

"POSTDATE: Administrative Staff Council was informed
that legal counsel rejected the revision. The next Administra-
tive Staff Council meeting is June 5. At that time, members
will be asked to accept the "Contract Information" portion of
the Adnministrative Staff Handbeok, (p. 8, 8.1, 9) as revised
or reject it as is and let the old policy stand for the next
vear. The Administration is very anxious to have the changes
and the Administrative Staff Council has wcrked diligently
to develop a reasonable and fair policy. The Perscnnel
Welfare Committees advises the Administrative Staff Council

to reject the revised policy.

Attachment

Latszse AP senpott ’4) el
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CONTRACT INEORMATION

A RECORD OF CHANG ES In AN EMPLOYEE'S CONTRACT STATUS WILL BE MAINTAINED N
THE  EMPLOYEE'S PERSONNEL FILE LOCATED IN THE ADMINISTRATIVE G&TAFF
" PERSONNEL SERVICES OFFICE.. ' : '

Aﬁpﬁ%ﬁﬁhﬂﬂri&ﬂk&ﬁ@f&ﬂﬂ-APPOINTMENT OF ADMINISTRATIVE STAFF

“rdmristrative - steff - wembers - <hall- be gdviced -t vwriting =t the time
o~ - At - - wppodrrtment - o f -the- prdpery- responesib ity o F ~bhe -pasbedor
drotoddarg- bdtdey %m%&fy""&m@ﬂ%ﬁ'ﬁﬂﬁhy}- '

AT THE TIME OF INITIAL APPOINTMENT, THE ADMINISTRATIVE STAFF MEMBER
SHALL RECEIVE FROM THE CONTRACTING OFFICER A CONTRACT AND A LETTER OF
APPOINTMENT WHICH SHALL INCLUDE THE JOB DESCRIPTION AND OTHER TERMS OF
EMPLOYMENT SUCH AS TITLE, SALARY, AND PAY PERIODS.

BbEHgation bo- the- drndreraibys

A - {Kﬁﬁﬂiﬁ&ﬁ%ﬂhﬁuh-ﬁﬁﬁhﬁ?ﬁ}ﬁﬂyqr4&5#4KH;4HHP¢H;+m;JGTGaat-ﬂpe&~ywtap#;

-the-—- Undversity- - - hat - - ikl - advenselye - aff26d- - -ful £illmant - £ - ~ths

JWEHKHHHiﬂﬂﬂﬁﬁfHE{HH}4?P9bﬁ§—3P—Fh*éhﬁiﬁyﬁﬁiiHHEFEPH%AbLtL&r
J&ynHnuanma@kﬂwénétaxhﬂkdease

A. <Gontinusnoe- CONTINUANCE OF CONTRACT

Appointments to full-time administrative staff positions will be
subject to renewal or non-renewal annually, on a fiscal year basis. It
is assumed that a full-time administrative staff member will receive
successive annual contracts unless:

1. The contract states the contrary.

2. The University has made the decision not to esrtizue-emplaymant
RENEW . THE CONTRACT SEE NON-RENEWAL OF CONTRACT, BELOW) and has
given timely WRITTEN notification TO THE ADMINISTRATIVE STAFF
MEMBER as follows:

a. not later than March 1 of the first, second and third years.
of contract service |if app01ntment is to expire at the end
of one of those fiscal years. '

b. not 1later than January 1 of any subsequent fiscal year of
contract service.

Reoomrendetions - -—£30 - - Groi—peirwal -~ -Lehich - ikl -~izs lude -~supprrbive
-Hiforeet-i-on) - willk - o - Eade - -5 - -the - -eppropiniate - -sepopvisep--whathap .
Frzgident- epproprieta -Vihee Reesident op-Peen tr—ar2a -h2ads.

NOTE: FOR ADMINISTRATIVE STAFF MEMBEERS WHOSE CONTRACTS DO NOT
BEGIN ON JULY 1, THE ABOVE DATES WILL BE ADJUSTED TO FOUR MONTHS
PRIOR TO THE END OF THE CONTRACT FOR PERSONS IN FIRST, SECOND AND
THIRD YEARS AND TO SIX MONTHS PRIOR TO THE END OF THE CONTRACT
FOR PERSONS IN SUBSEQUENT CONTRACT YEARS OF SERVICE.

7/85 7/86
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NON-RENEWAL OF. CONTRACT

RECOMMENDATION FOR NON-RENEWAL SHALL 'BE MADE 1IN VWRITINCG TO THE
CONTRACTING OFFICER ANRD SHALL INCLUDE GURRGRPING WRITTEN

DOCUMENTATION. o Apspnals 9
. A ' : . s
ka IN THE CASE OF NON;RENEWAL BECAUSE OF PERFGRMANCE, THE WRITTEN
¢ DOCUMENTATION  SH#LL+ " INCLUDE COPIES OF PAST PERFORMANCE
¢ EVALUATIONS, UHEESS—UNAVAILABLE, IN—THE—CASE——6F—FIRSP—YEAR
EMRLOYEES, et : .
IN THE CASE OF NON-RENEWAL BECAUSE OF REODRGANIZATION, THE WRITTEN
\}9’ DOCUMENTATION  SHALL  INCLUDE DETAILS AND RATIONALE OF THE
<f REORGANIZATION, INCLUDING ANY REASSIGNMENT TO EXISTING STAFF OF
DUTIES PREVIOUSLY ASSIGNED TO THE NON-RENEWED EMPLOYEE.
C. —Permimetiom TERMINATION OF CONTRACT

Termination of the appointment and contrasct before the end of any
contracted term of service shall be referred to as "Termination for
Cause" -or--*Releases™ AN ADMINISTRATIVE STAFF MEMBER MAY BE TERMINATED
FOR CAUSE DURING THE CONTRACT YEAR FOR THE FOLLOWING REASONS:

-t ~--FPerwimatiowr —for Cause

-—a--—-fr-—xhriristrative--staff - "menber~may -be-terminated-for-cavse
during -the -corrtract -year-for-thre-folloving-reasonss:

-t} 1. conviction of a felony;

-t} 2. if-credemtialts-are-proved-to-be-frauwdultent;-PROOF OF FRAUDULENT
CREDENTIALS

-+++}5. DOCUMENTED SIGNIFICANT failure to perform duties and services
(as identified in the appointed position or title and/or as may

be assigned or changed) to the satisfaction of the staff
member's immediate supervisor. ’ o

4. DOCUMENTED FAILURE TO ACCEPT REASONABLE CHANGES 1IN THE JOB
" DESCRIPTION AS REQUIRED BY EVOLVING TECHNOLOGY OR BY CHANGES IN
UNIVERSITY ORGANIZATION, PRIORITIES, OR RESOURCES.

5. DOCUMENTED GROSS FAILURE TO COMPLY—WITH THE CODE OF STANDARDS
AND RESPONSIBILITIES FOR ADMINISTRATORS (SEE PAGE 1)..

RECOMMENDATIONS FOR TERMINATION SHALL ORIGINATE WITH THE IMMEDIATE
SUPERVISOR AND SHALL BE SENT TO THE CONTRACTING OFFICER VIA
APPROPRIATE AREA OR DEPARTMENT HEADS. IF THE IMMEDIATE SUPERVISOR IS
A CONTRACTING OFFICER, THE RECOMMENDATION IS SENT TO THE AREA VICE
PRESIDENT OR. TO - THE PRESIDENT, WHICHEVER IS APPROFRIATE. THE FINAL
DECISION TO TERMINATE AN ADMINISTRATIVE STAFF MEMBER IMMEDIATELY IS
MADE BY THE CONTRACTING OFFICER (OR BY THE VICE PRESIDENT OR PRESIDENT
IF THE CONTRACTING OFFICER IS THE IMMEDIATE SUPERVISOR). THE OFFICE
OF ADMINISTRATIVE STAFF PERSONNEL SERVICES SHALL BE ADVISED OF
RECOMMENDATIONS AND DECISIONS CONCERNING TERMINATION. 1IN THE EVENT OF
TERMINATION, THE STAFF MEMBER SHALL RECEIVE 10 WORKING DAYS PAY UPON

DISMISSAL. 2186
| 86 .
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SUSPENSION

THERE ARE TWO TYPES OF SUSPENSION. THE FIRST TYPE OF SUSFENSION IS AN
INTERIM STEP TOWARD TERMINATION. THE SECOND TYFE OF SUSPENSION IS
DISCIPLINARY SUSPZN3ION. UPON THE RECOMMENDATION OF THE SUFERVISOR,
THE CONTRACTING OFFICER MAY SUSPEND EXCEPT WHERE TEE SUPERVISOR IS THE
CONTRACTING OFFICEKR I WHICH CASE THE DECISION SHALL BE MADE BY THE
AREA VICE PRESIDENT OR THE PRESIDENT WHICHEVER IS APPROPRIATE.

1. SUSPENSION AS INTERIM STEP TO TERMINATION
' SUSPENSION CAN BE INVOKED DURING THE PERIOD IN WHICH AN EMPLOYEE
IS BEING CONSIDERED FOR TERMINATION. SUSPENSION AS AN INTERIM

STEP TOWARD TERMINATION WILL INCLUDE
- 10 WORKING DAYS PAY AND PAY FOR UNUSED VACATION;

- AN OPPORTUNITY FOR THE SUSPENDED EMPLOYEE TO CONTINUE
UNIVERSITY HEALTH CARE INSURANCE, AT-THE EMPLOYEE'S EXPENSE
FROM THE FIRST DAY OF THE MONTH FOLLOWING THE DATE OF THE
SUSPENSION THROUGH THE RESOLUTION OF THE SUSPENSION.

ALL - PAY AND BENEFITS WILL BE ACCRUED AND HELD IN ESCROW BY THE
UNIVERSITY UNTIL THE TERMINATION ISSUE IS RESOLVED. 1IN THE EVENT
THE SUSPENSION IS RESOLVED TO THE STAFF MEMBER'S FAVOR, THE STAFF
MEMBER SHALL BE ENTITLED TO FULL BACK PAY AND BENEFITS, INCLUDING
RESTORATION OF VACATION DAYS, AND RECORDS OF THE SUSPENSION SHALL

BE REMOVED FROM THE EMPLOYEE'S FILES.

2. DISCIPLINARY SUSPENSION

SUSPENSION UP TO 30 CALENDAR DAYS MAY BE USED AS A DISCIPLINARY
PROCEDURE EITHER IN LIEU OF TERMINATION OR AS A MEANS OF DEALING
WITH LESS SERIOUS OR TEMPORARY PROBLEMS. SUCH SUSPENSION SHALL
BE WITHOUT PAY. VACATION CANNOT BE USED NOR EARNED. ALL OTHER

BENEFITS WILL CONTINUE AS USUAL.

237---DISmISSa1-oPr SUSPRASION.

Recommzrndetions--for-~termination~--for--eauze-noted ebove shedd-be-
$ant---to---she--President--er--asspopriate--Vice--Presidemt-—-with-
appropriate--desumentation—--~-Afier--a--deeisden-for--dHoidissal-or-
Suspension--is--madey--written--netice-skall-ke-givenbo-theotef{-
menber--involved--stating--all-previsisns-relating-to-thet-notiece-
The--President--o¢--appropriate--Vige--Fresident--mey---Homiss--or-
suspond--the--siaff--membor--imnadiatelyvr----In--the--<cvernt--of--o-
dismissal--or--suspension,-~-the-staff-amember-shell-be-continuwsd-on-
the--payroell-for-fouriecen-{14)-calendar-days-follewing the-deteof-
dismissal--op--suspenrsions—---The--Fresident--o7r-- eppropriate-Hee-
President--pay--coatinue-the-ctaff-merber-on-susgended steatus-with
pay--through--temporary--essigasant-~se-osher-Job-responsitilities-
uatil--the--suspension-4ie-recelveds-~In~-the-event—the--Hendssel-or--
SuspersioR--is--resolved--in--the--etaff-geaberds-favory~ e otefd-
membep--shall--be--entdtled--to--full-baeck-pay-end-terefits Hf-the-
staff-pernber-had-becn-dismissced-or-euspended-withaut-pey
: 7/85 7/86
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Release

Rzlease may be «ffected EFFECTED in THE case of finencial exigency. or
bona fide discontinuance of & program or departmental/dlvisional ares,
ek ~<thre~ staff-mewber vorve T Wit e piven o win i W2 YInTy Tan TS
Wi - et d ce -~ erce b - o Uhre Telense ol e reorrs Funded- by et rne
grearts- - siricir - =tmdl-- e conrtingent pon- the -sveidebid- e ol seid - prant

fundgs-

A - notite - for-—teraimetion - for- - cause - o1~ release- +5 not ~ef i

Sectiomr A-<{Continvence -

-~ IN THE CASE OF RELEASE BECAUSE OF FINANCIAL EXIGENCY, THE STAFF
MEMBER CONCERNED WILL BE GIVEN A MINIMUM OF THREE MONTHS NOTiCE,

- IN THE CASE OF RELEASE PBECAUSE OF BONA FIDE DISCONTINUANCE OF A
- PROGRAM OR DEPARTMENRTAL/DIVISIONAL AREA, THE STAFF MEMRER IN THE
FIRST THREE YEARS OF EMPLOYMENT WILL BE GIVEN A MINIMUM OF FOUR
MONTHS NOTICE; THE STAFF MEMBER WITH MORE THAN THREE YEARS OF
EMPLOYMENT WILL BE GIVEN A MINIMUM OF SIX MONTHS NOTICE.

- THE  RELEASE . OF PERSONS FUNDED BY EXTERNAL GRANTS SHALL BE
CONTINGENT UPON THE AVAILABILITY OF SAID GRANT FUNDS.

3485 7/86
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might be helpful in esteblishing the facts of the case. In all

the administrative staff member or anyone providing

information on behalf of that  person will be assured that no
reprisal will occur at any stage as a result of the complaint.

If the
investigation by the Office of Affirmative Action, a request for 2

grievance
csatisfied with the resulits c¢f the hearing, an appzal may be made

President of the University. The decision of the President

not

to the

is final.

For

action

compiainant is not

satisfied with the results of the

hearing may be made. In the event that the complainant iz

specific information regarding the University's affirmative
grievance procedures, you may contact the Office of

Affirmative Action or rzfer to Bowling Green State University's
Affirmstive Action Plan. :

GRIEVANCE AND HEARING FROCEDURES

I.

.........

Grievance Procedure

A.

Purpose .

The purpose of the grievance procedure is to éensure the
prompt resolution of complaints by administrative staff
members regarding the terms and conditions of employment,
salary, benefits, or other Job-related concerns. -The
deeéséfwr---fﬁﬁr--ixr-—txwﬂﬂxnmr—-1ﬂnr--1xﬂﬁn1ﬂﬁr—-1:&--1nr
ST FH ST e e - = e - — wrener— 1ﬁ~-1nﬁr grievable,-=amdy,-
§h€€,_€ﬁf7 fﬁﬁ&fﬂ&ﬁﬁ?%rixrﬁﬂn:r
YYK b QN@ (& QW& b

Complaints dealing with alleged dlscrlminati will be W
processed according to the provisions of the Unlversity s
affirmative action plan.

Area review committee

The President (or designee) and each vice president will
establish a three-member committee to assist in ,

resolving grievances within the vice-presidential area.
Committee members will serve for three years except

~initial app01ntm=nts which will be staggered one, two,

and three years. ——

The President (or designee) and each vice president will
be responsible for establishing procedures for appointing
a chair and for designating the time period for serving

in this capacity.
Initial review and transmittal of grievance

When a complaint arises, the administrative staff member
should first attempt to resolve the issue with the
immediate supszrvisor. Efforts in this direction should
be documented. If the grievance is noct resolved to the
staff member's satisfaction, that .person may present the

7/85
- 11 -
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Non-Renewal and Grievance

Ohio Revised Code
Civil Service lLaws
Chapter 124.11 {A)

(A) The classified
shall not be included in
from all examinatio r

all caomprise the following pesitions, which
sifizd zervice, and which shall he exempt
this chapter. :

"Dhio Revised Code
Civil Service Laws
Chapter 124.11 {A)17) {2}

(A (71 (a) All preczidents,
superintendents, ezsistant zuperintendsnte, principals, deang, assiet}n&
deans, instructars, tsachers, and such emplayeez ac are engaged 1%
igg

-connected with the pubklic schecl system,
as detesrmined by the governing body of saild

colleges, and univers .
es, and universitiecy

educaticnal or recsearch duftis
i
public echool system, coll

P IO

Ohic Administrative Code

fAdministrative Rules of the Departaent of the Diractor of Adainistrative
Services

Chapter 123:1-47-01 (A){8Z}

{R)(B2) "Unclassifizd sarvice“'--Means all affices and positions which
are exespt from all examinatione and which provide no tenure under the law
are unclassified. Appointment to a positian in the unclassified service may
be made at the discretion of the appointing autharity and the incumbent may
be remcved, suspended or reduced from  the pozition at the pleasure of the
same authority.

[¢R)

"Employment at Will"™

buszinecs managersz, adminictrative officersgs -

35
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CONTRACT . INFORMATION

Appointment Information

At the time of initial appointment, the administrative
staff member shall receive from the contracting officer a
contract and a letter of appointment which shall include
the jab description and other terms of employment such as
title, salary, and pay periods.

A record of changes in an employee’s contract status will
be maintained in the employee’s personnel file located in
the Administrative Staff Personnel Office.

A. Renewal of Contract

Appointments to full-time administrative staff positions
will be subject to renewal or non-renewal annually, on a
fiscal year basis. It is assumed that a full-time adminis-—
trative staff member will receive successive annual
contracts unless:

1. The contract states the contrary.

2. The University has made the decision not to renew the
contract (see NON-RENEWAL OF OONTRACT below) ard has
given timely written notification to the administra-
tive staff member as follows:

a. not later than March 1 of the first, second and
third years of contract service if appointment is
to expire at the end of one of those fiscal
years.

b. not later than January 1 of any subsequent fiscal
year of contract service.

Note: For administrative staff members whose con-
tracts do not begin on July 1, the above dates will be
adjusted to four months prior to the end of the con-
tract for persons in the first, secomd and third years
and to six months prior to the end of the contract for
persons in subsequent contract years of service.

7/85 ~—— 7/86 ——— 12-87



B.

Non-Renewal of Contract

Recommendation for non-renewal shall be made in writing by the
supervisor to the contracting officer except where the super-
visor is the contracting officer in which case the recommenda-
tion shall be made to the area vice president or to the
President, whichever is appropriate and shall include
appropriate written documentation.

In the case of non-renewal because of performance, appropriate
written documentation shall include copies of past performance
evaluations where available.

“Temjmtion of Contract

Termination of the appointment and contract before the end of
any contracted term of service shall be referred to as
"Termination for Cause." An administrative staff member may be
terminated for cause during the contract year for the following
reasons:

1. conviction of a felony

2. proof of fraudulent credentials

3. documented significant failure to perform duties and

services (as identified in the appointed position or
title and/or as may be assigned or changed) to the
satisfaction of the staff member’s immediate supervisor.

4. doomented failure to accept reasonable changes in the
job description as required by evolving technology or by
changes in university organization, priorities, or
resources.

5. documented gross failure to comply with the code of stan-
dards and re.s;or.s..b;l;.t. ies for administrators (see page 1.)

Recammendations for termination shall originate with the immediate
supervisor and shall be sent to the contracting officer via
appropriate area or department heads. If the immediate super-
visor is a contracting officer, the recammendation shall be
sent to the area vice president or to the President, whichever
is appropriate. The final decision to terminate an administra-
tive staff member immediately is made by the contracting
officer (or by the vice president or President if the con-
tracting officer is the immediate supervisor). The office of
Administrative Staff Personnel Services shall be advised of
recamendations and decisions concerning termination. In the
event of termination, the staff member shall receive 10 working
days’ pay upon dismissal.

7 /86
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D.  Suspension

There are two types of suspension. The first type of
suspension is an "interim step toward termination." The second
type of suspension is "disciplinary suspension." Upon the
recommerdation of the supervisor, the contracting officer may
suspend except where the supervisor is the contracting officer
in which case the decision shall be made by the area vice
president or the President, whichever is appropriate.

1. Suspension as an interim step to termination

Suspension can be invoked during the period in which an
employee is being considered for termination. Suspension
as an interim step toward termination will include:

- 10 working days’ pay and pay for unused vacation;

- an opportunity for the suspended employee to continue
university health care insurance, at the employee’s
esxpense fram the first day of the month following the
date of the suspension through the resolution of the

suspension.

All pay beyond the ten days referred to above and
benefits will be accrued and held in escrow by the
university until the termination issue is resolved. In
the event the suspension is resolved to the staff
menber’s favor, the staff member shall be entitled to
full back pay and benefits, including restoration of
vacation days, and records of the suspension shall be
removed from the employee’s files.

2. Disciplinary Suspension

Suspension up to 30 calendar days may be used as a
disciplinary procedure either in lieu of termination or
as a means of dealing with less serious or temporary
problems. Such suspension shall be without pay.
Vacation cannot be used or earned. All other benefits
will continue as usual.

7/85 — 7/86 — 12/87
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Release

Release may be effected in the case of financial exigency, or
a bona fine discontinuance of a program or departmental/
divisional area.

- In the case of release because of financial exigency, as
defined in the "Financial Exigency Policy," the staff
member concerned will be given a minimm of three months
notice.

- In the case of release because of a bona fide discon-

. timiance of a program or departmental/divisional area,
the staff member in the first three years of employment
will be given a minimm of four months notice; the staff
member with more than three years of employment will be
given a minimm of six months notice.

12/87
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GRIEVANCE AND HEARTNG PROCEDURES

I. Grievance Procedure

A.

Purpose

The purpose of the grievance procedure is to ensure the
prompt resolution of complaints by administrative staff
members regarding the terms and conditions of employment,
salary, benefits, or other job~related concerns. The
decision not to continue the contract of an administra-
tive staff member in the first three years of employment
is not grievable, and, therefore not subject to this
procedure.

Complaints dealing with alleged discrimination will be
processed according to the provisions of the University’s
affirmative action plan.

Area review committee

The President (or designee) and each vice president will
establish a three-member comnittee to assist in resolving
grievances within the vice-presidential area. Committee
members will serve for three years except initial
appointments which will be staggered one, two, and three
years.

The President (or designee) and each vice president will
be responsible for establishing procedures for appointing
a chair and for designating the time period for serving
in this capacity.

Initial review and transmittal of grievance

When a complaint arises, the administrative staff member
should first attempt to resolve the issue with the
immediate supervisor. Efforts in this direction should
be documented. If the grievance is not resolved to the
staff members’s satisfaction, that person may present the

7/85 12/87
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MEMORANDUM

TO: , Dr. Richard Eakin
Vice Prezident for Planning & Budzetinz

FROM: Gregy DeCranes ﬂ' S
Chair, Adm1n1:}1311v~ Staff Council

DATE: April 2, 1936
SURJECT: Handbook Changes

A3C took the following action at its April 3 meeting relative

37

Oifice of Student

Activities and Orientation

405 Student Szrvices Building
Bowling Green, Ohio 43403-0154
(419) 372-2843

€D Jour concerns

expressed at our Thursday morning meeting regavding Administrative Staff

Handbook revisions.

1. Title Page

&. Accepted Administrative Council's addition of "and becomesz effective

a1
935-86 Handbook . . ."

su Lsaquontlj signed contracts" to the sentence that reads, "The

BE. Suggested and pa:sed the changing of the last paragraph to eliminate

OD""

the word "annually"

2. Fee Waiver Policy

=

Accepted Administrative Council's approval of the reducticon of the

waiting time from 5 yeavz to 3 years for employes dependents.

B. Accepted Adminiztrative Council's change in policy to allow for
dependent fee waiver for a period of 5 years after the ratirement
of the employee regardless of their participation in the Supplemental

Retirement Frogram.

3. Vacation Policy

A. 1) Accepted Adminiztrative Counciltz recommendatica of a 22

day per

year vacation with unlimited accrual during the year and a maximum
of 44 days accrual at the end of the contract year and at termina-

tion of employment.

[ 3]
s

Since the Administrative Council's Jdizcussion was bazed upon the

fact that the majority of Ohio's four year post secondary schools

offer 22 days of vacation, the AST hopesz that thiz majority will

serve az an index for future adjustment,

B. There were regrets that, the gradusted accrual propossd by ASC, which
would reward long term employses, was not favorably rveceived.

[}

There was also concern that any conversion from a 9 month contract

to a twelve moath contract would not be adversely zffectzd by the
increased accrual. The current 9/11 formula is based on 20 working

days vacation.



Dr. Richard Eakin

Page 2

April 8, 19386

4, Hon-renewal of Contract

A. Tabled =0 that further rveview of Administrative Council's proposed
changes may be mada. '

5. Termination of Contract

A. Tabled 55 that further review of Adminizstrative Couwncil's proposed
changes may be mads.

6. Suspension

A. Tabled so that a new propasal that addresses two forms of susp2nsion
may be drawn up.

7. Release

A. Tabled so that further rveview of, Adminiatrative Council'z proposed
changes may be made.

The Fersonnel Welfave Committes and the ASC Bxecutive Commities are currently
working on 4, 5, 6 and 7 but no rezolution locks pessible for the May Trustee's
meeting. If a meeting between yourself and membzes of the Executive Committee

and/cr Fersonnel Wzlfare Committee would be helpful in clarifying or resalving
specific issues, we would be move than willing to do so.

GD:dkh
MEM/64-65

u ommittea
Peraonnel Welfare Committee

~r
(=8
<
1
D]



q

Center for Archival Collections
5th Figor, Jerome Library
Bowling Green, Ohin 43402-0175

(419) 372-:2411

Bowling Green State University

LING GREEN
STATE UNIVEESITY Cable: BGSUOH

19K1-1985

Holdings: Northwest Qhia

MEMORANDUM University Archives

T0: Greg DeCrane, Chair
Administrative Staff Council

o) :
FROM: Paul D. Yon, Chair ol
Personnel Welfare Conmmittee

RE: Contract Infurmation: Non-renewal, Termination, Suspension,
- Release and Etc.

DATE: April 8, 1986

On 4 April the Personnel Welfare Committee met and discussed the
Administration's concerns regarding the above mentioned policies. Because
of time constraints the committee will not have the opportunity to meet
and discuss all issues raised by the administration by May. However, if
there is an "urgency" of Dr. Eakin to resolve the abovementioned issues
before the end of this academic year, then my recommendation would be to
call "Special® meetings directly with him to clarify and resolve each of
those concerns.

If we are unable to meet, then it is this committee's recommendation
that we let the current policy stand until the next academic year.

PDY/s1b

“An Environment for Excellence”’
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RECOMMENDATIONZ FOR NON-RENEWAL SHALL BE MADE IN WRITING TO
THE CONTRACTING OFFIFER AND SHALL INLL”DE bUPPURTING WRITTEN
DOCUMENTATION. #f F—R e T RED-<DL D

B. NON-RENEWAL OF CONTRACT

v aMyy - )\
v IN~—¥HE——CAQE“*OF"NON‘RENEWAL‘BELAUSE nF PERFORHANCE;:Q&E 3
éQ WRITTEN — DOCUMENTATION _SHALL INCLUDE ~CQPIE3—OF ™ FAGT
"] PERFORMANCE-EVALUATIONS. A v7=ie cale 1t . flﬂ14€7
y (AT RS nuf’a(’a(/aﬂt ll’l (s A \
~IN—THE—CASE-OF NON-RENEWAL-EECAUSE~OF REORGANIZATION ~ AN J % 0
5{@, EMFLOYEE'S —INAEBILITY TO SERVE THE UNIVERSITY WITHIN THEQl & Q

-REORGANIZED—UNITSHALL BE EXFLATINED. Q\

C. Peraritrertionr TERMINATION OF CONTRACT xv<§g /

Termination of the appointment and contract befors the 2nd of g
any contracted term of s2rvice shall be referred to az 9
"Termination for Cause." -op-Jdfelaasel AN ADMINISTRATIVE o
* STAFF MEMBER MAY PRE TERMINATED FOR CAUSE DURING THE CONTRACT
YEAR FOR THE FOLLOWING REASONS:

G~ = = Lo a4 foor- e s

= = = o = st et et e it R b Serminabed £
et ~ - — e — DO — SR - £ s fo L lowing
TEeaIOns

- ==+, conviction of a fPl-»uyﬂﬁR NTHER OFFENSE WHOSE NATUPE )
’ 15 INIMICAL TO THE INTEREST OF THE UNIVERSITY)
)0 | i e gerrt-iaba -ape proeed - b —Erairdbialant - -
a- PRUUF OF FRAUDULENT CREDENTIATS’

J o AR RS PERR 4
) AT

Si
-6 2 , DOCIIMENTED P—‘:T-ISEAAEELD failure to perform duties
‘and  servises --les —-itantified - —io -tk appeintsd
poaitioiy ~ o - 53 b ~ard Lo s R b ss s baned o
elrairzad-)- to the satisfaction of the staff
member's immediate supervisor;

4. DOCUMENTED FAILURE TO ACCEFT REASONABLE CHANGES
IN THE JOBE DE3CRIPTIGN AS REQUIRED BY EVOLVING
TECHNOLOGY OR EY CHANGES IN UNIVERZITY

C{ORUANI ZATIO PRICRITIES, OR REZOURCES.

. acumenied o
, N e PRHLEDNREL FOR TERMI&ATION

oL .
\Q) RECOMMENDATIONS FOR TERMINATION SHALL ORIGINATE
\ﬁb WITH THE IMMEDIATE 30FERVISOR AND SHALL BE SENT
TGO THE CONTRACTING OFFICER VIA AFPROFRIATE AREA
Ok DEPARTMENT HEADS. IF THE IMMEDIATE

SUPERVISOR IS A CONTRACTING OFFICER, THE
RECOMMENDATION IS SENT TO THE AREA VICE
FRESIDENT OR TO THE PRESIDENT, WHICHEVER IS
AFPROPRIATE. THE FINAL DECISION T3 TERMINATE
AN ADMINISTRATIVE STAFF MEMBER IMMEDIATELY IS

MADE
7/86
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BY THE CONTRACTING OFFICER OR BY THE VICE PRESIDENT OR
PRESIDENT IF THE CONTRACTING OFFICER IS THE IMMEDIATE
SUPERVISOR). THE OFFICE OF ADMINISTRATIVE STAFF PERSONNEL
SERVICES SHALL BE ADVI3SED OF RECOMMENDATIONS AND DECISIONS ]
CONCERNINSG TERMINATION. IN THE EVENT OF TERMINATION, THE N
STAFF MEMBER SHALL BE CONTINUED ON THE PAYROLL FOR FOURTEEN
CALENDAR DAYS FOLLOWING THE DATE OF DISMISSAL.

o
- A ara
7 L Taa ShEaprTTL O T ST <5 J \%
/ Tz . [ - .

SUSPENSTION = 0»‘2’?—/”.7’

IN LIEU OF IMMEDIATE TERMINATION POR—FHEAPOVE-UTTEE~REASOLS,
AN ADMINISTRATIVE STAFF MEMBER MAY BE SIUSPENDED WITHOUT PAY
UNTIL THE FROBLEM IS RESOLVED. 1IN THE EVENT THE SISFENSION I3
RESOLVED TO THE STAFF MEMEER'S FAVOR, THE STAFF MEMBER SHALL
BE ENTITLED TO FULL BACK PAY AND BENEFIT3. THE STAFF MEMBER . ¢
MAY ALSO BE CONTINUED ON SUSFENDED STATUE WITH PAY ON A
TEMPORARY A3SIGHMENT TO OTHER JOBE RE3FONZIRILITIES.

2~ - - Dismbasat o -Suspemrstor L;Q @\S @

Rerommerderttoms ~for- ~ termhratimr - ~for - coirse ~ notet =tove -
shal-l- ~ ba- - et - b - e = Rpa-sbdand - o - ap e rprbate - -Hie- J

" Prasidant- - aribhe - - appnopidadies - ~Fo o v b bt o - - - A E b~ o
dacidione « Frore = 3-SRl - O~ —BSPE R - =S Bade - SRy
NoL-isee - Sharlle « deie ~ gian - 50 - tase - e E - ~ -repben ~ e bBre-F
statingg - ekl - provd-d-or e = fababdrnz. - - - Shet - e s - <R
Rnaahmyu'—<AL-4HHqunémqb~-4h;ky-4h=qxb}qdiqwﬁquHyﬁhﬁ} -
suspernd - the - s6afi- mambar trpediabelr - - -Hy <EHie -2l - -
dismiaaal - -~ H- - BUSpEe W R - bl - sba b - 4&4qu} —Ster kb = b
corbinirad - - - b pagealle qﬁrﬁffwmbeﬁ%-LLLL-mrbqrhﬁmai?a%
following - Hhe —date -~ of - Hombswak = 3 = ~SHF -2 W B M T - = = —HT2
Erasi-dent - oo - approfrd-ade- e Rposidenrt fmesF —2mrs e -Ere-
stafi - - members - ~ O = SRR - SRS - WY - i ~ ~Ernaiigh
tEMpOrari ~ a5 e = G- ot <Fobe pespmrs i bee anrEEE
than « SUSHEEE-HE = J-5- = a5t - — e —hee 2smerts S <Hiemiasel
O~ — SUSH 51 = d-5- = Pagddspad - e bl b e Rerbeen La <Fairope -
the- - staff - momber ~ shell ba snditled H3- Sk basle pasr-anvd-
banefits - 4f- - Lhe - s fifs « apapban- - had - ten - ~3Hani-seed - o
suspended widhous- paji-

Release

e may be -affected EFFECTED in THE case of financial
cy, or bona fide disgcontinuance of a program or
mental /divisional area. -amdt THE

. tire- A staff member IN/FIRST THREE YEARS OF

EMPLOYMENT —songsire-d will be given a minimum of

“three FOUR months' written notice;
2. STAFF MEMEERS3 WITH MORE THAN THREE YEARS OF
EMPLOYMENT WILL BE GIVEN 3IX MONTHS'NQTICE; #o—=
3. exeept- -For---¢ir>- The rzlease p=rsons fundzd by
external grants -whieh- shall bﬁ J\ntlng~nt upon the
availability of said grant funds. \ W\
0 ,
A--pefice--Ffor-termination~-for-eanie-or-relende— 45—t~ affootad-
by-feetion-A-{Continuancel~-
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revised 2

CONTRACT INFORMATION

S

APPOINTMENT OF ADMINISTRATIVE STAFF

© AT THE TIME OF INITIAL APPOINTMENT, THE ADMINISTRATIVE STAFF
MEMBER SHALL RECEIVE FROM THE CONTRACTING OFFICER A CONTRACT AND A
LETTER OF APPOINTMENT WHICH SHALL INCLUDE THE JOB DESCRIPTION AND
OTHER TERMS OF EMPLOYMENT SUCH AS TITLE, SALARY, AND PAY PERIODS.

CONTINUANCE OF CONTRACT

Appointments to full-time administrative staff positions
will be subject to renewal or non-renewal annually, on a fiscal year
basis. It is assumed that a full-time administrative staff member
will receive successive annual contracts unless:

1.
2.

The contract states the contrary

The University has made the decision not to RENEW THE
CONTRACT (SEE NON-RENEWAL OF CONTRACT, BELOW) and has
given timely WRITTEN NOTIFICATION TO THE ADMINISTRATIVE
STAFF MEMBER as follows: :

a.

NOTE:

not later than March 1 of the first, second and
third years of contract service if appointment is
to expire at the end of one of those fiscal years

not later than January 1 of any subsequent fiscal
year of contract service.

FOR ADMINISTRATIVE STAFF MEMBERS WHOSE CONTRACTS
DO NOT BEGIN ON JULY 1, THE ABOVE DATES WILL BE
ADJUSTED TO FOUR MONTHS PRIOR TO THE END OF THE
CONTRACT FOR PERSONS IN FIRST, SECOND AND THIRD
YEARS AND TO SIX MONTHS PRIOR TO THE END OF THE
CONTRACT FOR PERSONS IN SUBSEQUENT CONTRACT YEARS
OF SERVICE. :

4y



B NON-RENEWAL OF CONTRACT

RECOMMENDATIONS FOR NON-RENEWAL SHALL BE MADE IN WRITING TO THE
CONTRACTING OFFICER AND SHALL INCLUDE SUPFORTING WRITTEN DOCUMENTATION.

IN THE CASE OF NON-RENEWAL BECAUSE OF PERFORMANCE, THE WRITTEN
DOCUMENTATION SHALL INCLUDE COPIES OF PAST PERFORMANCE

‘EVALUATIONS, unfess not avaibable in the case of firstyear empfoyees.

o— 1o
IN THE CASE OF NON-RENEWAL BECAUSE OF REORGANIZATION, €

EMPLOVEFS—HNABILILIY T0 5 WITHIN THE
REORGANTZED—UMH QHALL BE ?YPLAINED
nal  Avqcfure) (

e (rqnnlzo4«4n rnqgmpzu

(. TERMINATION OF CONTRACT

expla thed
confinu e

s

Termination of the appointment and contract before the end of any
contracted term of service shall be referred to as “"Termination for
Cause." AN ADMINISTRATIVE STAFF MEMBER MAY BE TERMINATED FOR CAUSE DURING
THE CONTRACT YEAR FOR THE FOLLOWING REASONS:

1.

w
.

AT

¢ no C”Y‘ms{

conviction of a felony;
proof of fraudulent credentials;

DOCUMENTED SIGNIFICANT failure to perform duties and services
to the satisfaction of the staff member's immediate supervisor;

DOCUMENTED FATLURE TO ACCEPT REASONABLE CHANGES IN THE JOB
DESCRIPTION AS REQUIRED BY EVOLVING TECHNOLOGY OR BY CHANGES

IN UNIVERSITY ORGANIZATION, PRIORITIES OR RESOURCES.

locimen: - ,( JLe Ao LUHL I V\Jl"n‘\ Yhe FO(J ‘F
é?ggggfb‘%dt /Ul(LUlﬁCu{’CrHS\bl 'hfj ter HAdmimi straters

RECOMMENDATIONS FOR TERMINATION SHALL ORIGINATE WITH THE
IMMEDIATE SUPERVISOR AND SHALL BE SENT TO THE CONTRACTING
OFFICER VIA APPROFRIATE AREA OR DEPARTMENT HEADS. IF THE
IMMEDIATE SUPERVISOR IS A CONTRACTING OFFICER, THE
RECOMMENDATION IS SENT TO THE AREA VICE PRESIDENT OR TO THE
PRESIDENT, WHICHEVER IS APPROPRIATE. THE FINAL DECISION TO
TERMINATE AN ADMINISTRATIVE STAFF MEMBER IMMEDIATELY 1S MADE
BY THE CONTRACTING OFFICER (OR BY THE VICE PRESIDENT OR
PRESIDENT IF THE CONTRACTING OFFICER IS THE IMMEDIATE
SUPERVISOR). THE OFFICE OF ADMINISTRATIVE STAFF PERCONNEL

" SERVICES SHOULD BE ADVISED OF RECOMMENDATIONS AND DECISIONS
CONCERNING TERMINATLON. IN THE EVENT OF TERMINATION, THE
N ) BE=CON : H ALTe EOR- FOURFEEN )g
CALENTARDATS “FOLLOWING—THE DATE OFBESMISSAL.)  TEN UG/\K/I\/Q [)/4

Receive peg A7
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D. SUSPENSION

There are two types of suspenasion. JThe First type of susps ension is an
interim atep toward termination. Jhe second type of suspension is discipbinary
suspenaion. Upon the recommendation of the supervisor, the contracting officer
may suspend except where the supervisor is the contracting officer in which case
the decision shafl be made by the area vice president or the president whichever is
appropriate.

1. Suapenaion as interim step to termination.
Suapension can be invoked during the period in which an empfoyce is being
conasidered for termination. Suspension as an interim step toward
termination wil mcl’uc’l‘f
g worky s

rzhdaey-a paq d ray Por uruz?ed vacation

6 P
clm A,Jmn(‘ax ‘H fhe. . "&Iﬁ‘/“‘ )(( Mn‘iﬂnﬁ oyce (*'”e)(faw%?;l/ 'ﬂw

abwnce u Lct 4he iy 0 SULF 1CHIST AN

tesolud jﬁ 2 m‘ﬂ Lalm\ hf:\(}m 14 é & y

A8 ay and be nefits will be ac.‘,rued and hebd in eacrow by the P 0 ” 4 M’ /

University untif the termination iasue is resobved. In the event the

suspension (s resobfued to the staff member's favor, the staff m.wnt or

shabl be cntitbed to Publ back pay and benefilsy an all v« C_LM [+ f

W ;(L&pmq.mw shall be ve moved ,@ R @;;,'owq{/s Perso nnel
es

! di Unised-yoeatioy
s rope A clusin
2. Discybinary Suspension \Qﬁ\éﬁf n lu l) vestsrokion @ / Vil aflo )bdayﬁ

—

Suspension up to 20Adays may be used as a discipinary procedw a cither in
licu of termination or as a means of decbing with 8sas serious or temporary
problems. Such suspenaion shafl be without pay. Vacation cannot be wsed
nor carncd. 400 other benefits will continue as usuab. In-order-te-aroid
m%wamﬁmwb&tﬁﬁmwmmmawe
erieved. o ke bLLa‘qu'l’hmq 9\ icubhe

RELEASE ,M/ -
Release may be EFFECTED in THE case of ‘financial exigency, or bona

fide discontinuance of a program or departmental/divisional area. The

staff member IN THE FIRST THREE YEARS OF EMPLOYMENT will be given a

minimum of FOUR months written notice; STAFF MEMBERS WITH MORE THAN THREE

YEARS OF EMPLOYMENT WILL BE GIVEN SIX MONTHS NOTICE.3,The release of

persons funded by external grants whieh-shall be contingent upon the

availability of said grant funds.



who might be helpful in e=stablisning th2 facts of th2 case. In all
instances, the administrative aztaff member or anyone providing
information on behalf of that person will be assured’ that no
reprizal will occur at any stage as a r2s3ult of the complaint.

If the complainant is not satisfisd with the results of the
investigation by the O0Office of Affirmative Action, a request for a
grievance hearing may b2 made., In th2 =2vent that the complainant is
not atisfisd with the results of tha hearing, an appeal may be made
to  the President of the University. The decision of the President
is final.

For apecific information regarding the University's affirmative
action griavance procedures, you may contazt the OQ0ffice of
Affirmative Action or refer to Bowling Green Statz [niversity's
Affirmative Action Plan.

GRIEVANCE AND HEARING PROCEDIRES

I. Grievance Procedurs
A. Purpose

The purpose of the grievance prosszdure i3 to ensure the
prompt resolution of somplaints by adminiztrative utaff
members regarding the farm= and conditionz »f employmznt,
~-salary, bens=fits, or other Job-rslated osoncerns., The
decision not (3] continue the contract of an
administrative staff member i3 noft grisvable, and,
therzfore, not subject to this procedure.

Complaints dealing with alleged discrimination will be
processed according to the provisionz of the lniversity's
affirmative action plan.

B. Area review committee

The President (>r designze) and each vize president will
e3tablish a three-m2mbar committe2 to assist in

r23olving grievancas within the visce-przsidential ar2a,
Committz2 members will gerve for three yesars excapt
initial appointments which will be staggered one, two,

and three years.

The President (or designee) and each vice president will
be ra2zponsible for establishing prozedures for appointing
a chair and for designating the time periond for serving
in this capacity.

C. Initial review and tranamittal of grievanse
When a complaint aris2s, th: administrative staff member
ghould first attempt to resolve the i3sue with the
immediate supervisor. Efforts in thisz dirzction should
be documentesd, If the grisvance 13 not res3olved £ thes
staff member's satisfacstion, that person may present the
7/85
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who might be helpful in establishing the facts of the cas=. In all
instances, the administrative staff membezr or anyone providing
information on behalf of that person will b2 assursd that no
reprisal will occur at any stage as a result of the complaint.

If the complainant is not satisfied with the results of the-

investigation by the O0ffice of Affirmative Action, a rejuest for a
grievance hearing may be made. In the event that the complainant is

not satisfied with the results of the hearing, an appsal may be made

to the President of the University. The decision of the President
is final.

For specific information regarding the University's affirmative
acztion grievanase procedures, you may contact thz OQ0ffice of
Affirmative Action or refer to PRowling Green State University's
Affirmative Action Plan.

GRIEVANCE AND HEARING FROCEDIRES
I. Grievance Procedurs

A. Purpose

Thz purpose of the grisvancs prozedure is to ensure the
prompt resoclution of complaints by administrative staff
members  regarding the terms and conditions of employment,
salary, benefits, or other Job-related concerns. “Bre
Fegd S0 ~ = = Frode = ~ -t =~ ety - - thre- - - conrtravt- - - of----amr
S St e ~ = s - ~ e — e — i - 1ﬂﬁhﬁmﬁfbr;-1nn};
Hhe P wrr-2y~ Pt S b s proeedh

Complaints dealing with allegsed discrimination will be
processed according to the provisions of the University's
affirmative action plan.

B. Area review committee

The Prezident (or designe2) and each vize president will
establish a three-member committses to assist i
resolving grievances within the vice-presidential area.
Committes members will serve for thre years oxcept
initial agppointments which will be stsggered one, two,
and three years.

3

(l':a 18

The President (or designee) and cach vioe
be responsible for establishing procedures
a chair and for designating the tims psrio
in this capacity.

D

Initial revizw and transmittal of gri;vance

When a complaint arizes, the administrative staff member
should first attempt to resoslve the iasue with the
immedizate supsrvisor. Efforts in thiz direction should
bz  documented. If the grizvance is not resalved to the
staff member's satisfaction, that person may present the
7/85
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Administrative 3taff Handbook
1986-8
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Summary of Revisions

This cutlines summarizesz editorisl snd format changes, ¢larifications

of wording, and updsztes oL aniversity policy informatlun. It does

not include any major policy change receommendation.

Title page Change dates

Index Revize as Jpplnp izate; change format.,

Fage 1 Change "committee" £ "body" in the first
line.

Page v Typing corrvectiaon.

Secticn I Inde Review =zz sppropriate: changs format.

Fage 4 Conflict of Interest
Conzulting - add atatement on obligation
to the niversity, t ken from "Contrac

Information” on page 8.

zearch and

Fage 4-5 Re-number items in thz outline.
Fages &-9 Contract Information - revize formst and

clarify procedures.

ti:i on "Evaluation
(approved by Adminiztrative
1 ir May 1985).

(U]

Fage 9.7 Insert a sec
Froczdures
Starf Cnutu_,_

-

Fage 16 Grievance and Hiring Procedures -
rewording end clarification of gections on
E. Resclution and F. Appeal.

Fage 13 FEesignations and Exit Interviewes - add
"Dean" under Fart C.

Section I Index Reviae zs apprapriatz; change format.
Fage 23 Continuing Educetion Courses - wording

change.

Fage Z23-25 {‘JEE’___,;%y Fee Waiver Policy - new format for this
oﬂwﬁ ) 1 2zctiong add information sbout faxing
ijﬂﬂm%%/ : graduatz fee walvers.

Fages 26-29 Ben=fita in Erief - mals appropriste
corrections in premium rates for
inaurances and revisiona conzistent with
benefit changes.

§9



Section IIT Index

41-42

an]
{5
04

(1}

[ ¢]

T
¥y
[1]]
il
[}
4
[
|
d
U |

Appendiceas Index

ASPS
1-15-86

Injury/Worker'z Compenzstion - wording
clarification.

Leave of Absence - clarification of
insurance coverage while on leave.

Sick Leave Policy - wording clarification
on the purpeose and uses of siclk leave;
added a provision for payment of sick

leave upon death, in addition to
retirement.

acation Poli"y - wording clarvi
the purposes of vac tion; chan

fiogtion on

rpcordk"plng provision 3o that an
emplayee may 2xczed 40 days accumulation
during the fizcal year as laong a2 balance
of vacation iz 40 days on June 30.

~‘l‘

R as appropriate; changs format

iy
il

vi

[yil

Parking - revize with information about
new parking decals.

Fayroll Procedurses and Deductionz - add g
statement about taving waivers for
graduate courges, and add Administrative
Staff 3cholarship as one of the
contributions to BGSU Foundation.

Travel - add a astatement about advance
ayment for transportation farss in excess
of $50.

Change format.



ADMINISTRATOR'Z HANDEOOY Page © 4

Prior to the termination on an appointment due to thz discontinuance
of a position, the administration of the Univerzity shall makz every
effort within the confines of affirmative action policies to place
the person in another suitable position within the University., If
an appointment is terminated due to the Jdizcontinuance of a position,
the position will not be filled by a re2placement for 3 pariod of two

fiscal years unless the relzazed perzon has been offered reappointment.

The administrator being terminated may appeal notice of a contract
termination decision as outlined in Jection £ under the pravisions
of Section F - Hearing Procedure.

The above provizions do not apply to either Special Appointments
(Section €) which are terminated for financial reasons or Term
Appointments (Section D).

SUSPENSION OR DISMISSAL

When appropriate, an administrator may be suspended or dismiszed
forthwith, Suspension or dizmizeal procedures must include written
notification and grounds for such action. The administrator hac the
right of appeal (3Section F - Hearing Procedure). The grounds or
causes for such suspension or diszmizzal ave az follows:

1. Action(s) of & probably felonious nature when such action is
prejudicial to the administrator's ability to properly
perform hiz/her azsianed tazbs and rezponzibilities ar is
prejudicial o good order in the University. When the action
ic only probably felonious, the suspenzion may be an "interim"
ore, pending a 1egal ruling. When an action iz ruled legally
felonicus, the suspension may become a Jdizmizzal.

2. Any conduct occurring in the performance of one's assigned
responzibilities, which causes or could potentially cauce
serious interference in the ability of the administrator con-
cerned or in the ability of other employees to carrvy on their
duties and responsibilities.

[ER)
.

Insubordination, which refersz to a willful refusal to obey, or
knowledgeable dicregarding of, the Jdirvections and/cr supervizion
of a properly authorized supervizor acting in an appropriate
capacity through the iszuance of orders reasonably related to
the fulfillment of his University vezponsibilities, without
reasonable justification for such refusal. '

4, Zerious breach of professzional ethics,

5. Grozc incompetence, referring to a zituation where an adminis-
trator i3, from the beginning of hiz or her employment, or
becomes, at sometime thereafter, ecsentially unable to fulfill
the requirements of his or her position.

€. Flagrant or consistent failure to conform to the rules or regula-
tion: of the department, ofiice or ajency to which one is assigned.

8/82



F.

b b e o S e S i i st e

ADMINISTRATOR'S HANDEOOE Page C 9

HEARING PROCEDURES

1.

[]

If an adminictrator facing termination (suspenzion, dicmiccal

for cauce, or contract non-renewal) elects to pursue the internal
review options availatle to him ar her, he or zhe may begin by
appealing the termination deciszion through the adminisztrative

" chain of recourse, beginning with hiz or her immadiate supervizor

and ending with the appropriate zenior adminiztrator.

If, after following the procedures outlined in (1), above, the
administrator facing termination (grievant) remains unsatizfied,
he or she may request that the appropriate committee of the

Adminigtrative Zenpate privately and informally investigate the
facts surrounding his cr her case. In no case zhall any member
of the committee be an emplovee in the grievant’s are2a. i.e..

the administrative sub-unit or department in which the grievant

is employaed., The committes, upon completion of its investigation,
shall submit a written report of its finding and recommendations
to the grievant and to the appropriate zenior administrator, who
shall then reconsider the case and submit a weitten report of his
conclusions to the commitiee and the grievant,

If, upon conclusion of the procedures outlined in both (1) and {2),
the grievant remains unzatizfied, he or zhe mazy request, in
writing, that the Prezident authorize a formal hearing for the
purpose of according the grievant an opportunity to prove that the
stated reazon for hiz or her termination ic without foundation,

The President, at hi: discretion, chall grant the request i¥ he
concludes that 1 further review of the case iz warranted.

a. ZShould the Fresident grant the grievant's request for a hearing,
he shall, following conzultation with Chairpersons of the
Administrative and Faculty Senatez, appoint a hearing committes
consisting of five perzons, four of whom zhall ke contractual
employees with administrative status and one of whom shall be
a contractual employee with faculty status, The Prezident shall
designate one of the adminiztrative members as chairman of the
comittee, No member of the commitiee shall be an employse in
the grievant's area, i.e., the administrative sub-unit ov
department in which the grievant i3z emplaoyed.

b, In thz dischargs of itz responzibilities, the committee shall
proceed as follows:

i The Committee shall determine the time and place of the
hearing which shall commence not later than thirty days
from the date of the committee's appointment,

8/82
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ADMINISTRATOR'S HANDEQOY Page C 10

No later than thr2e day: following the date of the com-
mi@tee's appiintment, the chairman shall notify the
grievant of the timz and place of the hzaring and inform
him or her of the basic procedures goeverning the heafing,
which shall be closed.

grievant shall bear the burden of
proving, by a preponderance of the evidence presented,
that the stated reason for his or her termination is
without foundaticon, The order of events at the hearing,
which shall be determined by the committes, shall reflect
this requirement, ’

During the proceedings, the grievant shall be permitted
to have an advizor of his or her choice. Likewize the
zenior administrator responsible for the grizvant's area
or his or her designated representative (the University
representative) shall be permitted to have an advizar
present,  The function: to be performed by each adviszor
shall be determined by the perzon whom he or zhe is
advising.

The grievant shall have the aid of the committee in

~securing the attendance of percons who poszess relevant

information.

Tie grievant and hic or her advizor or both and the
Uniiverszity veprezentative and his or her advizor ar both
zhall have the right to confront and guestion all perzons
who make ctatements before the committee,

The full proceading:z zhall be tape-recorded by the Univer-
sity, which, upon request, shall make a copy of the mazier
tape available for a reaconable period to the grievant,
the University reprezentative, the committes, or the

President. . !

Upan cempletion of the hearing, the committee shall cubmit 3
written report of its finding: and recommendations to the
President, with copies to the grievant and the Mnivercity repre-
sentative, The President <hall then reach a final decision in
the case, which decision chall be communicated in writing to the
grievant, the University representative, and the committee, The
President shall not mabe a public announcement of hii decizion
unless requested to do 2o by the grievant.

8/82
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ADMINICTRATOR'S HANDROOY Page C 1

d. If the grievant was szuspended or ditmizzed from hiz or her
position during all or any part of the appeal procedures out-
lined above in stages (1), (2), or (3) and if, during such
period, a final decizion not to uphold the termination iz made
by the appropriate cenior adminiztrator ar, following a hearing,
by the President, the grievant Zhall be reinctated in hic or
her pozition and compenzated for all salary and fringe bencsfits
lost during the appeal procedures.

RECOMMENDATION FOPR SALARY STATUZL AND CONTRACT RENEWAL

It i: the intent of these paragraphs to evpress the principle that
action regarding contract renewal and zalary staztus should originate
at the departmental level, with cystematic evaluation of cach adminis-
trative employee by the department head, Emplayee evaluation zhould
be a continuing, ongoing activity occurring daily/weekly/monthly
through effective zupervizion in the process of communicating work
assignments, monitoring activity, identifying improvement needs, and
critiquing quality and quantity of employes productivity, Formalized
employez evaluation can also occur periodically, usually annually. by
the supsrvizor scheduling ind holding zn evaluation intarview,

1. Prior to February 15 each year, the immediate supervizor shall
review the performance records of all adminiztrative employees,
A performance interview will be scheduled and carried out unless
there iz mutual agreement by both the immedicte cupervicor and
the emplayee that a performance interview i: unneceszary. The
results of interview: involving marginal or unsatizfactory
performance are to be forwarded in wreiting by March 1 to the
supervisor's immediate superior, with a copy to the employee. A
brief statemznt verifying satizfactory performance and eligibility
for calary increase by March 1 3: adequate for employes: perform-
ing satisfactorily, e«nept for those employees who specifically
request a written summary of the performance evaluation be provided
the zupervisor's immediate zupervizor, with a copy to the employee.

. |

Note: Qur discussion:s of thiz policy during the paszt several
months confirmed that both the Administrative Senate
and the Executive Officers support effective performance
evaluations. The revized palicy provides that annual _
evaluations will be carried out for all contract employees--
only the anpual interviaw can bs waived., We have agreed
further that if implementation of the reviced policy fails
to provide =ffective performance evaluations Jduring the
nevt couple of years, policy will be revized to correct
the administrative practices. '
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SUBJECT PROCECURE NO. [PAGE NO.
: 1.011 lofl
GRIEVANbE POLICY 'FOR ADMINISTRATIVE CONTRACT STAFF DATE 1SSUED DATE EFFECTIVE
o 7/1/80 7/1/R0
Initiated by 1SSUED BY APPROVED BY
y Adm. ZSenate 2?2? Paghlzs| N. Bugkl;w
. ' L NF 7 /L,/-- Y\
PURPOSE: To provide a procedurs dealing with non-terminaticon arlwvanbe of
administrative contract employees concerning working conditions,
promotions and salary. An employee whose grievance involves alleged
diserimination will be diracted to the Office of Affirmative Action.
POLICY: Every administrative contract employce with a grieﬁance has a right

to ke heard within a reasonable pericd of tima.

PROCEDURE @ An individual who fesls a grievance existz is responsible for stating
the grounds upen which the alleged grievancs is based, and the burden
of proof rezts upon the grievant., Informal discussions of complaints
betwzen a grievant ani his/her immezdiates supervisor are encouragad.
In the event informal discussion fails, the formal grievanze will be
presented in writing to the immediate supervisor.

If the gricvance remains unsettled 30 calendar days after written
referral to the immediate supervisor, department head, Jdean of the
collzgz, and/or responsible executive officer, the grievant may request
a Grievance Review Committee (henceforth referred to as the Committes).
The Chairperson of the Administrative Zenste will sppoint a Committee
congisting of three members, who will investizate the situation and
mabke recoumendations to the responsible executive officar.

The responsible executive officer will, aft@r reviewing the recommenda-
tions of the Committes, recorded history «f the grievance, and any
other documentation or intzrviszws desmed nzceszary, rendzr a decision
resolving the griezvance. A writtszsn statement announcing the decisian

shall be sent to the grievant, head of gricvant's dzpartment, Chair-
perscon ofF the Committes:, and Chairperson of the Adninistrative Senate.

Note: Refer to Administrator's Handbool for procedures of FPeview Committee.
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Appointment of Administrative Staff

At the time of initial appointment, the administrative staff
member shall receive from the contracting officer a contract and a letter
of appointment which shall include the job description and other terms of

employment such as title, salary, and pay periods.

Continuance of Contract

Appointments to full-time adwministrative staff positions will be
subject to renewal or non-renewal annually, on a fiscal year basis. It
is assumed that a full-time administrative stalf member will receive

suceessive annual contracts unless:
1. Th2 contract states the contrary

2. The University has made the decision not to renew the contract
(sees Non-Renewal of Contract, below) and has given timely
written notification to the administrative staff member as
follows:

a. not later than March 1 of the first, second and third
years of contract service if appointment is to expire at

the end of one of those fiseal years

b. not later than January 1 of any subsequent fiscal year of

contract service.



5§

NOTE:
For administrative staff members whose contracts do not
begin on July 1, the above dates will be adjusted to four
months prior to the end of the contraect for persons in
first, second and third years and to six months pricer to
the end of the contract for persons in subsequent contraet

years of service.

Non-Renewal of Contract

Recommendations for non-renewal shall be made in writing by the
contracting officer and shall include supporting written documentation.

Bxamples of required documentation follow.

In the case of non-renswal because of performancs, the written

documentation szhall include copies of past performance evaluations.

In the case of non-renawal becausz of reorganiczation, an
employ2e's inability to serve the University within the

reorganized unit shall be explained.



Termination of Contract

Termination of the appointment and contract before the end »f any

contpaeted term of service shall be referred to as "termination for

cause." An administrative staff member may be terminated for cause

during the contract year for the following reasons:
1. conviction of a felony;
2. proef of fraudulent credentials;

3. documented repeated fallure to perform duties and services to

the satisfaction of the staff member's immediate superqisor;

4. documented failure to aceept reasonable changes in the job
description as required by evolving technology or by changes

in University organization, priorities, or rescurces.

Procedures for termination:
Recommendations for termination shall originate with the
immediate supervisor and shall be sent to the contracting
officer via appropriats srea or department heads. If the
immediate.supervisor is a contracting officer, the |
recommendatioh is sent to the arsa viee presidznt or to the
‘President, whichever is appropriate. The final deecision to

terminate an administrative staff{ member immediately is made

I
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by the contracting officer (or by the vice president oi
President if the contracting officer is the immediate
supervisor). The Office of Administrative Staff Personnel
Services should be.advised of recommendations and decisions
concerning termination. In the event of termination, the
staff member shall be continued on the payroll for fourteen

calendar days following the date of dismissal.

Suspension

In lieu of immediate termination for the above-clited reasons, an
administrative staff member may be suspended without pay until the
problem is resolved. In the event the suspension is resolved to the
staff member's favor, the staff member shall be entitled to full back pay
and benefits. The staff member may also be continued on suspended status

with pay on a temporary assignment to other job responsibilities.
Release

Relezase may be effected in the case of financial exigency, or bona
fide discontinuance of a program or departmental/divisional area, and the
staff member in first three years of employment will be given a minimum
of four months written notice; staff members with more than three years
of employment will be given six months notice; except for the re%ease of
persons funied by external grants which shall be contingent upon the

availability of said grant funds.



CONTRACT INFORMATION

Appaointment Information

Administrative 3staff memberz shall be advized in writing at
the time of initial appointment of the primary responsibil-
ity of the position including title, =zalary, and pay psriod.

Nbligation ©o the University

Oy
YTY o

P /7r“ An ‘gdmin1u ative ataff member may not z2cept employment from
ﬂw {7,, outside the University that will adverzsely affzct fulfillment
[.»E the pongibilities and dutiez oF a§ (=R gy -y =g ¢ LT

/,
[+

}d red3
EZ:L//’ ﬁ'.p@a&aaum&#ﬁ%i\
ﬁfy'ﬁp%;ntinuance/TerminatiSﬁ/Release
f A. . Continuance

Appointment3 to full-time administrative staff positions will
bz 3ubject to re2newal or non-renswal annually, on a fiscal

year basiz., It 1s aszumsed that a3 full-time administrative

staff member will receive successive annusl contracts unless:

1. The contract states the contrary.

2. The Mniversity ha made the decision aot to continue
~ emplayment and has gl en timely notification az follows:

a. not later than Marzh 1 of the first, second a
third years of contract service if ﬁpp01nt ent i
gxpire at the end of one of thoze fizcal years.

b, not  later than January 1 of any subsequen®t fiscal
yzar of contract service.

Recommendztionzg  for non-renswal (which will include zupportive

information) will be msade to the appropriate supsrvisor

whether President, appropriate Vice Prezident or D2an by ar=a

heads.

B. Termination

Termination of the appointmsnt and contrach before the znd of

any contracted term of s=rvice 3hall be referred to  as

"Termination for Causs" or "Relzase.”

1. Termination for Cause

a. An  administrative staff member may be terminated for

cause during the contract y=ar for the folloving
reasons: : :
i) conviction of a felony;:

ii) if credentials are proved to be fraudulent

7/85
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iii) failure to perform duties and a:
identified in *the appointed positi
and/or a3 may be assig r cha
satizfaction of the staff member!
supervisor,

[w]
-
—

2. Dizmiszzal or Suspension

Rescommendations for termination for o=
shall be 3sent to the President or =a
Presidznt with appropriats iUuUMPthEi
dAecicion for dizmiszsal or suspension 1
notice 2hall be given to the staff me
stating all provizions relating to that notis

& noted abova
npriate Vice
. AT ter a
made, written
mber involved
o

The Precident or appropriate Vi
or euzpsend ths staff m;mbcr immedi
a dismiszal or zsuspensi 20, the
continuzd on  the payroll for Tour
following the date of dismisaal
Presgident or appropriats Vics

staff member on o suspended  status
temporary ascgignment to other Job re:
the sucp;nsion is resolved. I

or  gfuzpension iz resolved in th:
the ztaff membzr shal

benefivte 1if the staflf mcmbcr had
suspendsd without pay.
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A notice for termination for cauze or release is non arffeoted
by Section A (Continuance).
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Dﬁ 9 ‘ Vice President for

Academic Affairs

D£>D<j Bowling Green State University Bouwling Gicen, Qhio 43403-0020
(419) 372-2915
w@y , Cable. BGSUOH

April 10, 1986

MEMORANDUM

T0: Paul D.‘! - Chair
Administrative Staff Council
Egpsdﬁiél Welfare Committee

FROM: Eloise E. Clark, Vice Pre51dent'(i55;%;/«, (::
| )

_ for Academic Affa1rs

I am responding to your March 13 memo regarding across-the-board
increments. In checking our records, it appears that it has been very
rare indeed when a person's across-the-board increment has been
withheld. Those instances involved persons who were being terminated or
who were leaving under unusual circumstances. Although there was an
attempt some years ago to designate the across-the-board increment as a
"general increase” or "satisfactory performance" increase, it does not
seem to have taken hold. It does appear, therefore, that at this time,
the across—-the-board increment is awarded to everyone, except in such
rare instances as noted above. I appreciate your bringing this question

to my attention.

skg



-~ é?
Qﬁ Oiiice of On Campus Housing

DDDD Bowling Green State University October 31' 1986 Bowling Cree;m (9)hio 43403
i 419) 372-2011

‘QZZ:::D Cable: BGSUOH
MEMORANDUM
T0: PWC Menmbers- ,
FROM:  Jill Carr._ o
RE: History of Grievance Issue

As I prum1s=d, enclosed please find the history of last year 3 attempt to
revise the grlevanue/teLmlnatlun policye. Please review prior to Monday's
meeting and bring these copies with you. Paul Yon will attend our meeting and
share his feelings on the status of this policy.

See you Monday.

JC/jm

Enclosure



-r

Couliter @’“CY

ONTRACT INFORMATION

Appsintmeant Information

Administrative staff members :zhall be advized in writing at
the time of 1initial appointment of th2 primary responzsibil-
ity of the position including t1‘le, salary, and pay pericd.

Obligation to the University

An  administrative stafi member may not zcceprt employment from
nutside the Un1v=r51tj that will adverszely afisct fulfillment
of . the recponsibilities and ducies of the azsigned

position/title.

Continuance/Termination/Release

A.

7/85

Continuance
“Appointments to full-cime administrative ztaff positions will
bz subject =©o renewal or non-renewal annuzlly, on a fiscal
year basis. It 1z assume that a full-time administrative
stafif member will receive suscessive annual contracts unless:
1. The contract states the cnntrary.
2. The University has made the decizion not £o continue
employment and has given timely notificacion as follows:
a. not later than March 1 of <¢he first, second and
third years of contcract zervice if appointment is €o
explrc at the end of one of thoze fiscal years.

b.

o

o} later than J=z
year of contract sert

o

1 of any subsequent fiscal

[\

ice,

Becommendastions
information)

for non-renewal (which will include supportive
will be wmade to <the appropriate supscvisor

whetner President, appropriate Vice President or De=an by area
heads. :
Termination

Tarmination of ths appointment and coastract bafore the end of
any contracted term of service shall be referred tTo as
"Termination for Cause" or "Release."

1. Termination for Cause

a. An  administrative stafi membazr may be terminatad for
cause during the contract year <Ior the following
reasons:

i) conviction of a feloany;

ii) if credentials are provad to be fraudulent;

-8 -
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iii) failure to perform dutizz and szervices (as
identified in ths appointad pozition oar title
and/or as may be assigned or changsd) to the
satisfaccion of the =ztaff membar's immediate
supervisor,

2. Dismissal or Suspension
Recomnmendations for <termination for <cause noted abaove
shall be 3ent to the Przsident or appropriate Vice
President with appropriate Jdocumentation, After a
decision for dismissal or suspension iz made, written
notice shall be given €5 the ztaff member involved
stating all provizions relating to that anotice.

The President or azppropriate Vicz Preszident may dismiss
or suspend the staff meanber immediately. In the svent of
a dismissal or suspension, the staff member shall be
continued on the payroll for fourteen (l4) calendar days
following the dat2 of dismisszzl or suspension. The
President or appropriace Vice Preszident may continue the
staff member on  suspendzsd  status with pay through
Temporary assignment to other job responsibilities until
the suspension 1z reszolved., 1In the avent the dismissal
or suspension is resolved in the $txff member's favor,
the stafi member shall be entitled to £full back pay and
benefits 1 <cThe ztaff member had been dismissed or
suspended without pay.

Release

Relzase may be affscted in case of financial exigency, or bona

fide discontinuance of a program or depactmental/divisional

ea, and =the staff member concerned will be given a minimum

of three monthz writsen notice; excaprt Zfor the release of

persons funded by extarnal grants which znall be contingant

upon the availability of said grant funds.

A notice for termination for cause or raleacse is not affacted
by Section A (Continuance).

7/85
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) | Kovooed CHANCES |
B, NON-RENEWAL OF CONTRACT bt

RECOMMENDATIONS FOR NON-RENEWAL SHALL BE MADE IN WRITING TO
THE CONTRACTING OFFICER AND SHALL INCLUDE SUFPORTING WRITTEN
DOCUMENTATION., -E¥AMPLES OF-REQUIRED DOCUMENTATION-EOLLOW-

IN—FHE—CASE —OF —NON-RENEWAL-BECAUSE OF-PERFORMANCE ,—THE-
WRITTEN - DOCUMENTATION SHALL INCLUDE -~ COPIES —DF TPAST
PERFORMANCE—EVALUATIONS.

~IN—THE—CASE -OF—NON-RENEWAL-BECAUSEOF- REORGANIFZATION, -AN

EMFPLOYEE'S --INABILITY TO SERVE THE UNIVEREITY WITHIN THE
REORGANIZED-UNIT "SHALL PE EXFLAINED.

c. Lermitrgtiomr TERMINATION OF CONTRACT

f/‘ Ter‘mination of the appointment and contract before the =nd of
J””"‘L p any contracted term of sServiese shall be raferrzd to as
Eh "T¢rm1nat1un for Cause." ~pr--dfelaoass-l AN ADMINI3TRATIVE
) — * 3TAFF MEMBER MAY PBE TERMINATED FOR CAUZE DURING THE CONTRACT

YEAR FOR THE FOLLOWING REASONS:

i = = T et Lo Setee

1hr--43?-1hﬁﬁfnfﬁffﬂ{iﬂ*~€ﬁhﬁirﬂ%ﬂHFHh{hﬁL4FL4?4HFH%}FNi—ﬁGF
S = R e = e = e = SR - 50 SShe £o L lowing.
Teasonrs

= -+, conviction of a f‘clunyﬂ)R OTHER OFFENSE WHOSE NATURE _
I5 INIMICAL TO THE INTEREST OF THE UNIVERSITY)
f&%ﬁZ.fnr-ﬂﬁ<$WHhmﬁhr1ﬁw—1ﬂafh~}-r}4E}é&hﬂsbxkq¥;r-
PROOF OF FRAHDULENT CREDENTIALS;

J O P s A pt PR - PERIT g
) e Eaiafi

-+)}3., DOCUMENTED REPEATED failure to perform duties
and services --les --ideniiiied —-in tha apparintsd
p&&?&hﬁ?-ﬁﬁk-4ybhb—qﬁ%:ﬁﬁﬁa§3qn&$_aa-;&sy;niiaan
otrarged) to the satisfaction of the staff
member's immediate supervisor;

4. DOCUMENTED FAILURE TO ACCEPT REASONARLE CHANGES
IN THE JOB DESCRIPTION A3 REQUIRED BY EVOLVING
TECHNOLOGY OR BY CHANGES IN UNIVERSITY
ORGANIZATION, PRIORITIES, OR RESOURCES.

FROCEDURES FOR TERMINATION

RECOMMENDATIONS FOR TERMINATION SHALL ORIGINATE
WITH THE IMMEDIATE SUPERVISOR AND SHALL BE SENT
TO THE CONTRACTING OFFICER VIA APPROPRIATE AREA
-OR DEPARTMENT HEADS. IF THE IMMEDIATE
SUPERVISOR IS A CONTRACTING OFFICER, THE
RECOMMENDATION I3 SENT TO THE AREA VICE
PRESIDENT OR TO THE PRESIDENT, WHICHEVER IS
APPROPRIATE. THE FINAL DECISION TO TERMINATE
AN ADMINISTRATIVE STAFF MEMBER IMMEDIATELY IS
MADE

7/86
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BY THE CONTRACTING OFFICER OR BY THE VICE PRESIDENT OR
PRESIDENT IF THE CONTRACTING OFFICER IS THE IMMEDIATE
SUPERVIZOR). THE OFFICE OF ADMINISTRATIVE STAFF PERSONNEL
SERVICES SHALL BE ADVISED OF RECOMMENDATIONS AND DECISIONS
CONCERNING TERMINATION. IN THE EVENT OF TERMINATION, THE
STAFF MEMEER SHALL BE CONTINUED ON THE PAYROLL FOR FOURTEEN
CALENDAR DAYS FOLLOWING THE DATE OF DISMISSAL.

A RPN IR Y W Lol 457

Ty i
SUSPENSION-m m‘;v(wff 2

IN LIEU OF IMMEDIATE TERMINATION FOR THE ABROVE-CITED REAZONS,

AN ADMINIZTRATIVE STAFF MEMBER MAY BE ZUSPENDED WITHOUT PAY

UNTIL THE PROELEM IS RESOLVED. IN THE EVENT THE 3USFEN3IION I3
RESOLVED TO THE &ETAFF MEMBER'S FAVOR, THE STAFF MEMBER SHALL
BE ENTITLED TO FULL BACK PAY AND BENEFIT3.. THE STAFF MEMBER
MAY ALSO PBE CONTINUED oON SUSPENDED ITATHS WITH FAY ON A
TEMPORARY AS3IGNMENT TO OTHER JOQE RESFONSIBILITIES. '

-+~ --Tiemieee o Suepenrsion
R rierttomes - o1 - termimratiomr ~ ~for - criree - ottt =

Shal-l- = b = S = i ~ Bl e - Rpsae b dan - o — e bt - Ve
Pres-idend- - - widihe = ~ i p g e = <3ty b b e - - — - A S e -
33:3ie3I 1 = e = H ST B ES T = = S PE EM — e R de - SRR
DO e = Shiarll ~ Lt = -2 = B0 - B - S B - RaRe P - —HY e R
stafing - S - prasd-sdans - Lol ad-in g - 5o - e - b - - T
Rrasidends - o - appraoprdshe - Yioe - Rpssidant Res -dieni-as -0
3u3pand - Hhee - shadfd marben anetiata e -~ I e ~sent S -2
Hsmissal - - O - BUEPEREL - - S - S5SEES - Rt - S R - e
COTHHA RN - <09 = Shee PayiLb L For e ek b —aa ke den ~dars
Lollowing - Hhae « dadide - s = Aded3RieSdir ke - -5 ~ <HEFFrS R - - - <Fhre-
Erssi-dends - <ot - Sppropisairas s Rpssbdeire B ~ 2 b —te-
SLaLH- - ~ REBLET - - O ~ SUSpEnlad - S5 RS - WY - P - Sy
temporany - a5Si-gnmet - e ot <Rt Res i SRR g i b
the- - SUSPansi-ie = 46~ « tagolarad - = oI “Shee —medr i -5 - Hswiesal
O « SUSL M = —fe = G - e e St EeRbe by <Femare -
the- - 3taii- - Reaber- - shall bo andibled Ho Sl bade pedF and
benefits ~ 4 - -thee - Shafii- - menban - hed - bt - —disriased - o
suapendast wi-houd- pay—-

Release

Releases may be -affected EFFECTED in THE case of financial
exigency, or bona fide discontinuance of a program or
departmental/divisional area. —amd THE

1. -the A staff member IN/ FIRST THREE YEARS OF
EMPLOYMENT -~oonserurs+ will be given a minimum of
“three FOUR months' writtan notice;

2. STAFF MEMEERS WITH MORE THAN THREE YEARS OF
EMPLOYMENT WILL BE GIVEN SIX MONTHS' NOTICE; S

3. sycept- -for-~-ttre-- The release of p=rsonz funded by
external grants ‘whieh- shall be contingent upon the
availability of said grant funds.

A--foticp--far-—tnraination-for-canse~agr-praldease— 43— sit-gffetad-
bBy-Seetion-A-{Santinnanceds-

/85~ 7/86
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Dr. Richard Eakin

Page 2
April .8, 1986

4. Non-renewal of Contract

A. Tabled so that further review of Administrative Council's proposed
changes may be made. ' ‘

5. Termination of Contract

A. Tabled so that further review of Administrative Council's proposed
changes may be made.

6. Suspension

A. Tabled so that a new proposal that addresses two forms of suspension
may be drawn up. .

7. Release

A. Tabled so that further review of Administrative Council's proposed
changes may be made.

The Personnel Welfare Committee and the ASC Executive Committee are currently
working on 4, 5, 6 and 7 but no resolution locks possible for the May Trustee's:
meeting. If a meeting between yourself and members of the Executive Committee
and/or Personnel Welfare Committee would be helpful in clarifying or resolving
specific issues, we would be more than willing to do so.

GD:dkh
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pc: ASC Executive Committee
Personnel Welfare Committee
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