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PERSONNEL POLICY MANUAL

Subject: Definition of Section Number: PAc -~ 1

Academic Titles

Approval Date: 7/1/85
Revigion Date: 1/29/88

EBXCEFTIONS
TO MIEBIMAL
REQUIREMENTS :

CLINICAL PACULTY

APPOINTMENTS :

VISITING
APPOINTMENTS :

2

It is expected that the minimal requirements
will be used in determining rank of regular

faculty members. Requests for exceptions
must be submitted to the President’ through
the Tenure and Promotion Committee,

bepartment Chair, the Dean, and the Vice
president for Academic Affairs with the
recommendations from each recommending party.

A Clinical Faculty Appointment is wused for
supervisor-instructors in such programs as
Medical Technoleogy, Nursing, and Radiologic
Technology. Such individuals normally are
professional staff employees of the off-
campus elinical affiliates associated with
such programs. They are not paid by the
UPaiversity; however, the title may be used to
igentify their role with University programs.

visiting appointment titles (see Types of
Appointaents 2G - 3} are used to designate
individuals from  other institutions or
employees who teach either full-time or pact-
time for a iimited period of time (usually no
more than a year). Titles wused may be
Visiting Professor, visiting Agsociate
Professor, or Visiting Assistant professor.

Page 4 of 4




PEASCNNEL PCLICY MANUAL
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Subject:

Promotion Review: Section Number: PAc - 2

Approval Date: 7/1/85
Revision Date: B/6/98

PORFPOSE:

PREAMBLE :

ICADEMIC
'RINCIPLES:

Tc define the criteria, procedures, and
conditions of the review of University
academic personnel .for granting promotion.

The - faculty adhere to the principle and
purpose inherent in privilege in rank.
Within each rank from instructor through
professor, rank shall be a majer determinant
in administrative decisions regarding
salaries, teaching responsibilities, release
time, committee assignments, summer
erpleyment, and sabbatical leaves. Without
this principle and purpcse, promotion is
meaningless and the system is without mezit.

1. GENERAL PRINCIPLES

Faculty
resgonsibilil
reers in
tesponsibili
acadenic and

s nhave in important
n groviding evaliat:icns of

e prometion cTrocess. This
anv

vaolves tZe application of
fessiznal Judsments in  a

framewnrk ¢ s.a:ed authority among wvarious
levels of :=zview and bestweea facalsy and
zcademic nissrators,

“he cromotion rprocedures consist of several
levels 3 juad3zment and teview: the
department, the collegde, and the University.
The initial reviews «ill take place at the
levels of tne degartment and college and will
focus on prcofeszional and scholarly judgments
of the quality of the individuwal's acadenmic
work. Subseguent levels i university review
will bdring Lrsader faculiy znd administrative
judgment to bezr and will alse monitor
general standaris of qual:ty, egquity, and
adequacy of the grocedures used. At =2ach
ievel, the review process w:ll reflect the
competence and perspective of the reviaswing
body.

Pag2 L of 12



.3 PERSONNEL POLICY MANUAL
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Subject:

Promotion Reviaw

Section Nuaber: PAc - 2
Approval Date: 1/1/85
Revision Date: 3/6/88

EXPECTATIONS ANMD

STANDARDS OF EACH

UNIT:

GENERAL
CRITERIA:

An important part of the whole ~“promotion
process for faculty members is that all
parties Lo the ptocess share coMmmon
expectations and understandings. Since
general statements of principles will be
broad and inclusive, each academic unit may
develop Its own specific expectations and
standards in addition to the broad,

University-wide standards as the operational

basis for promoticn recommendations.
Statements concerning these additional
expectationsz and standards will be available
and on file in the Office of  the Vice

President for Academic Affairs, and will be

given toc each faculty membe:z.

The review process for promotion is concerned

with the academic and professional merits of
particular candidates, judged in reference to
all alternative candidates, inciuding
prospeccive faculey members. fromotion
standards, ther=fcre, cannot be fixed and
acsoldte Sut will reflect ta some exten:t the
varying competitive positions of the
Universizy in attracting faculty.
hAccordinzsly, evaivations will Be influenced
by such ccnsideraticns of relative stanéing.
Likewise, sroaressively more exacting
scrutiny wiil take place as ‘the Zaculty
member advances in acaden:it tank.

11. CRITER:= FGR PROMOTION

Fromotions shall e 2ased on recogrized

performance :n each of the following areas as

aporopr.ate Lo the part:cular
tesponsibilities assigneé to the faculry

an. unqualified
having

neither
conseguence of
icd of service.

member. Promotion 13
right ner an aateomatic
completed a certain per



PERSONNEL POLICY MANUAL

Subject:

Promotion Review

Section Number: PAc - 2

Approval Date: 7/1/85
Revision Date: 8/6/88

The minimal requirements listed below are not
the sole determinants in the process:

1,

Teaching excellence--as recognized by
colleagues, department chairs, and
deans and as assessed by Students.
other evidence may include, but not
be limited to, the following:
student contact activities
{advisenent, supervision of
internships and theses}; development
of new courses, programs, or
innovative instructional technigues;
teaching awards and honeors.

Professional achievement--as related
to the teaching area may include, but
not be limited to, the following:
research, scholarly or creative
achievenments; attendance at
professional meetings and leadecship
roles in professional organizations;
participattion in seminars and
workshops; additional graduate study
in the teaching field: wock
experience; and consulting.

Service to the ingtitution and the
community--may include, but not be
limited to, the following: active
participation on University., college,
department, and Faculty Senate ad
hoc and standing committees; service
as an official representative of the
University; sponsorship of approved
co-curricular activities;
coordination of and participation in
University workshops, conferences,
clinics, inservice, and special
events; develiopment of proposals;
development of relationships with
professional groups in business,
industry, trade, education, .and

Page Jof 19



_ PERSONNEL POLICY MANUAL

Subject:

Promotion Review

Section Number: PAC - 2

Approval Date:
Revision Date:

7/1/85
8/6/88

PROMOTIONR
PORTFOLIO:

( CURRICULUM

III.

service
as &
Stake

government; non-University
rendered as a citizen, not
representative of Morehead
University-.

STATEMERTS REGARDING PROMOTION

VITAE:

The promotion portfolic must contaln a
curriculum vita, supporting documents., and a
letter of intent. The letter of intent,
addressed to the Department Chair, will state
the dJesire to be considered for a promotion
and should contain a summary of major
responsibilities and activities since the
last rank assignment that merit consideration
for the promotlion. The candidate's portfolio
must deocument all gqualifications, and it must
be complete at the time of submission.

The following are guidelines for constructing
the curriculum vita. All categories will not

apply to each candidate. Whenever
appropriate, specific titles, dates, pages,
and publishers should be included. A

reasonable sample of items uander numbers III
and IV should be presented.

I. Personal Data

A. HName

B, Present rank, administrative title
(if applicable), and department

C. Dates of initial rank assignment
and promotions at Morehead State
University

D. Field or fields of specialization

Z. Education completed: degrees,
certifications, and/ort licenses
with institutions and dates awarded
or granted

Page 4 0f L9



FERSOHNEL POLICY MeNUAL

4y,

Bubject: Tromotlan Rrvisw

Cection Rumbegr: Pac ~ 2

Approral Dater  7/1/85
feyinion Data: 8/6-58

¥,

f. reachiny prine to Horehead State
University nt related work
eaprLiance rrloc to Morahead
State Unlversity
1. Inpritution=
2. Daten
1. Responsibilitioes
1. Rann changaee and dates

3. Heoherahips n acytemjc  honor
etzanlratlons

Tea . hing-lote wvhensver teascignagd

tima wan given.

A.

E.
rF.

Teazhing load eazh g2apeter

1. YMumberw and titlec Af courera
taught

.. Credit hours 'wvcrkload

Fr:dent contact sTsivitras

1. MNumber of adviensg:
Fraduvata, vndezjyrvactuzre

2. Supegvisur of internships

1, Ulrtaction of theges and
gervice on thesaa condittees

4. Diregtion cf independent
studics

E, Service on orai examinitinn
romoitters

£, Other

bow courins and Trojzans

developed

Innovative instructicaal

technijues developed

Teaching awards and honors

Qther evidence of eifective

teaching

rige 5f 19



PERSONNEL POLICY MANUAL

Subject: Promotion Review | section Number: PaAc - 2

Approval Date: 7/1/85
Revision Date: 8/6/88

I7i. Professional Growth
A. Scholarship

1. List of published articles

2. List of published books

3. List of published reviews

4. List of papers read at

conferences
5. Editorship of or service on
editorial boards of

- professional joutnals
6. Scholarly grants

7. Sabbaticals

B. Pure research completed

9. Applied research completed
16. Fellowships awarded

11. Awards for scholarship

B. Creative Productions--List of:

1. Exhibits

2. Musical compositions published

3. Poems, plays, stories, noveis
published

4. Artistic performances
5., Speaking engagements
6. Inventions
7. Awards for creative
productions
C. Acadenic and/or profeszional

organizations

1. Memberships

2. Leadership roles

3. Attendance at conferences
4. Awafds for service

Paje 6 0f i9
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*  PERSONNEL POLICY MANUAL

W
Subject: Promotion Review Section Number: PhAc - 2
Approval Date: 7/1/8S
R Revigion Date: 8/6/88
+
D. Ceontinuing education
1. Seminars attended and form- of
participation
2. HWerkshops attended and form of
participation
3. Graduate study
a, Institution
b. Degree being pursued and
anticipated date of
completion
c. Credit hours completed
E. Relevant work experience and
consulting
1. Imstitution/agency
2. Responsibilities
3. Dates
( F. Other evidence of professional
M growth
IV. Service
4. List of University, college,
department, and Faculty Senate ad
hoc and standing committees with
level indicated in each case
B. Sponsocship or advisor of
University-approved extracurricular
activities
C. Service as official representative

of the University

Place
Responsibility
. Date

Tad D =

Page 7Tof 19



PERSONNEL POLICY MANUAL

Subject: Promotion Review

Section Number: PAc - 2

Approval Date: 7/1/85
Revision Date: 8/6/88

4
w .

' D. Coordination of and participatien
in Mocehead State University
workshops, conferences, clinics,
inservice, and special events
1. Title
2. Form of participation
3, Date

E. Development of proposals tc benefit
the University
1. Title of proposal
2. Date submitted
3. Accepted or rejected
F. Development of relations with
professional groups {business,
. industry, trade, education, and
{‘ government)
e 3. Hono:s and awards for service
H. Other Un:iversity service
I. Non-University service
SUPPORTING The supporting documents should be arranged
DOCUMENTS : in the following categori=s:
A2, Documents which support personal
data (for example!
--copies of official transcripts
--copies of official letters of
promoticn 3% other instizutions
P
A

Paje Iof L9
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PERSONNEL POLICY MANUAL

X

Subject: Promotion RevieJ

Segtion Number: PAc - 2

Approval Date: T/1/85
Revision Date: 8/6/68

B. Documents which support effectiveness
of teaching (for example)
-=-copies of results of teacher
ratings
-~coples of descriptions of
innovative instructional techniques
-=-caples cE teaching awards and
honots
C. Documents waich sSupport evidence of
prefessiznal achiavement [for
axample)
--coples af published articles,
baoks, reviews
--copies of capers cead at
conferences
--copies, slides, tapes of. or
patents Zor creative productions
--gvidence of toles in academic
organizaricns
--zvidence of continuing education
including transcripts of sraduate
WOIrK
D. ©Documents which support service (Ior
example)
--copies of proposals %o benefit the
University
--copies o©f honors or awards [or
service
PROMOTION Department, College, and University Promotion
COMMITTEES : Committses wili be forzmed and operate within

the following stzuctire and procedures:

L.

Nao candidatea for promotion,
candidate's spouse, department
chalrs, or deans will serve o©On
promotion commitiees,

Page 9 0Ff 19



" PERSONNEL POLICY MANUAL

o,

Subject:

Promotion Review

‘Section Number: PAc - 2

Approval Date: 7/1/85
Revision Date: 8/6/88

Pa

No faculty member will serve on more
than one promotion committee. T

Preference for committee membership
shall be given to those who have
undergone promotion review process.

The chairperson of each prombtion
committee shall be elected by the
committée.

In academic areas where schools are
the administrative wuenit above the
department level, the peesr review
will be by the department, college,
and University promotion committees.

The University Promotion Committee
shall consist of nine (9} faculty
menbers elected by the Faculty Senate
from the tenured, Ffull-*ime Ffaculty
and must include three
representatives f:om each collegs and
shall inciude both males and females.
No two representatives should he from
the same department/school.
Committee membecrs shall be full
professors. In the event that full
professors are unavailable, associate
professors may serve; if no associate
professors are available, assistant
professors may serve. Term of
service shall be three years, with
one member from each college bYeing
replaced each year. A member may hot
hold successive terms.

The College Promotion Committee shall
consist ©Of one representative from
each department of the college.
These members should be tenured,
full-time faculty members. Each
department will elect by secret

ge 100 19
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PERSONNEL POLICY MANUAL

Subject: Promotion Reviaw

Section Numher: PAc - 2

Approval Date:  7/1/85
Revision Date: 8/6/88

10.

12.

ballot, a represehtative Lo serve a
two-year term on the college
committee,

The Department Promotion Committee
should consist of the department as
a whole (if not excluded by
conditions one and two above). Each
department may choose ¢to elect a
Department Promnotion Committee. All
faculty who are not excluded by
conditions one and two above are
eliglble Ffor committée membership
and are elected by secret ballot.

The quorum necessary for voting will
be two-thirds of the total
membership of a committee.

All wvoting on candidates will be by
secret ballot. Recommendation for
promotion requires an afficmative
vote by @ majority of .committee
members voting. There shall be no
abstentions in the voting process.
in all committee recommendations.,
the number of "yes"™ votes and the
number of "no* votes must Dbe
recorded.

In all cases, promotion committees
must  state in writing on the
apptopriate form the rationales for
the majority recommendation and a
numerical rating of qualification
for promotiocn. Those in the
minority must also state thexr
rationale in writing.

Prometion committees' deliberations
must be Ltreated confidentially and
must not be discussed outside of
promotion committee meetings.

Pagye 1L 0f 12



PERSONNEL POLICY MANUAL

Subject: Promotion Reviaw Section Number: PAc - 2

Approval Date: 7/1/85
Revision Date: B8/6/83

GUIDELIRES:

INITIATION OF THE

tIV. PROMOTION PROCESS

All prospective candidates for promotion may
elect to attend an orientation workshop
sponsored and presented by the Vice President
for Academic Affairs and the previous year's
chair of the University Promotion Coummittee
that shall be held no later than October 15
of each year. Each candidate for promotion
will receive peer review at the department,
college, and University levels. In addition
to peer review, each candidate will be
reviewed by his/her Department Chair,
Associate Dearn (if applicable), College Dean,
and the Vice President For Academic Affairs.
The President makes the finel recommendation
to the Board of Regents, ’

3Y JANUARY 15: The candidate applying for

\EVIEW PROCESS:

REVIEW
OF PORTFOLIOS:

promotion review has the responsibility for
scbmitting the required promotion portfolio,
which i1nclucdes a lezter of intent, curriculum
vita, and supporting documents, to his/her
colleye dean. The dean will place the
portfoiio in a secure area for review by the
agpropriate  Department Promotion Committee,
College Promoticn Committee, Department
Chair, Assccizte Dean (if applicable}, and
Ccllege Dean. :

The review process will proceed as described
beiow:

1. BY FEBRUARY 1: Department Promotion
Committes, Departmenz Chair, College
Promotion Cemmittee, Associate Dean (if
applicable), and College Dean

independently review the portfolios and
make a determination regarding a positive

or negative recommendation. The
recamnrendation, supporting ratignale, and
numerical rating of qualification

Page 129019



§ PERSONNEL POLICY MANUAL

Subject:

Promotion Review

Section Number: PAc - 2

Approval Date: 7/1/85
Revision Date: 8/6/88

(Y

A

for promotion are documesited on the
appropriate forim- (see attached Forms
A apd B) and submitted to the College
representatives of the University
Promotion Committee.

BY FEBRUARY 5: As soan as these
reviews are completed, the College
Dean sends the portfolios to the Vice
President for hcademic Affairs., who
places the portfolios in a secure
area for review by the TUniversity
Promotion ‘Committee.

BY FEBRUARY 35: The Ltwo college
representatives of the University
Promotion Committee inform the
candidates of the appropriate
Department Promotion Committee's,
Department Chair's, Ceollege Promotion
Committee's, Associate Dean's (if
arplicaklel, and Ccllege Dean's

recommendations through presentation
of the summary form (see attached
Form Cj.

If ail recommendaticons are for

oromction, the portiolio will
automatically be reviewd by the
University Promotion Committee. If
any recommendation is against

promotion, the candidate may withdraw
the portfolic, request that it be
sent on without responding, or
request <that it be sent on with 2
letter of response to any
recommencdation acaiast gromct:ion. If
the candidate chooses to submit a
lekter of response, it must be
submitted to the appropriate
representative of the University
Promotion Committee. To withdraw the
portfolio, a candidate must submit a

Page L3 0f 13



PERSONNEL POLICY MANUAL

Promotion Review

Section Number: Pac - 2

Approval Date: 7/1/85
Revision Date: 8/6/588

Pa

written reguest to the college
representative of the University
Promotion Committee, who will then
return the portfolio to the
candidate,

BY MARCH l: The University Promotion
Committee reviews the candidate's
portfolio; the recommendations by the
Department Promotion Committee, the
Department Chatr, the College
Promotion Committee, Associate Dean
(if applicable), and College Dean;
and any letter of response and makes
a determination regarding a positive
or negative recommendation. The
reccmmendation, suppcrting rationale,
and numerical rating of qualification
for promotion is documented on the
appropriate form (see -~attached Form
pj.

BY MARCE 24; The two University
Promotion Committee representatives
from each college =ill inform theirs
college's candidates for promotion of
the University PFPromotion Committse’'s
recommendaticn. If the
recommendation is Ffor promotien, the
portfolio wiil autcmaticaily be made
available for review by ‘the Vice
President for Academit Affairs, the
President, and the Board of Regenis.
If the Univessity Promotion
Committee's recommendation is against
promotion, a <ecllege representative,
#ill inform the candidate; and the
candidate may withdraw the portfolic,
request that it ke sent on without
responding, or request that it be
sent on with a letter of response.
If the candidate chooses to subnit a
letter of response, it must be

ge 14 =€ 19



PERSONNEL POLICY MANUAL

Subject: Promotion Roview

Section Number: PAc - 2

Approval Date: 1/1/85
Revision Date: 8/6/88

~d

b ea

submitted to the Vice President for
Academic Affairs. To withdraw the
portfolio, a candidate must submit a
written request ko the college
representative of the University
Promotion Committee, who will then
return the portfolic to the
candidate.

The Vice President for Acadenic
Affairs reviews the porifolin, the
recommendations, and the letters of
response. The Vice Prsident makes a
recommendation on each portfolio to
the President, who in turn recommends
to the BRoard of Regents, who will
make the final decision.

oY 1 WEEK AFTER BOARD'S DECISION:
Within one week o9f the Board of

Regents’ decision, the President
informs each camiidate In wroiting of
the decision. The premecion

portfolio will be available for
return.

BY 2 WEEKS AFTER BQARD'S DECISION:
Each candidate who does not recieve
promotion will be invited to mest
with the Vice President for Academic
Affairs for further explanation. The
candidate has the option to decline
this invitation.

ge 150f 19



FORM A: DEPARTMENT PROMOTION COMMITTEE RECOMMENDATION OR
DEPARTMENT CHAIR OR ASSOCIATE DEAN RECOMMENDATION

Candidate's name:

Department: College: -
Desires promotion from e to .
Recomnmendation {circke one) PROMOTE DO NOT PROMOTE

Using a scale of 1 to 10 with 10 being the hizhest possible
score, assign a numerical valee to each of the following areas
and multiply by the assigned factor. The sum of the .three areas
becomes Ltha rating of gualificatioa for prcocmotion:

TZACHING X 60%

SERVICE X

[
(=]

on
]

PROFESSIONAL ACHIZVEMENT X 20%

u

RATING OF QUALIFICATION FCR PROMOTION:

..'.0‘..‘.."‘.'...Q!tﬁi..ti'ib.ii‘l‘.ii.’l..‘.t'l.ti't‘.ﬁ.il’..’l‘

Vote!s, IOR Vote (57 AGAINST

" Piease provide specific rationale which suppocts the  final
recommendation. Use the reverse side if needeld,

Department Chair's or Associate DJean's nane

OR List of Committee Members and Chairperscn
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FORM B:

COLLEGE PROMOTION UOMMITTEE RECOMMENDATION OR

COLLEGE CHAIR OFR

ASSOCIATE DEAN RECOMMENDATION

: Candidate's name: o R
e i :
i Department: College:
Desires promotion from o to
Recommendation {circle one) PROMOTE DO NOT PROMGTE

Using a scale of 1 to 10 with 10
score,
and multiply by the assigned factor.

being the highest possible

assign a numerical wvalue to each of the following areas

The sum of the three areas

becomes the rating of qualification for promotion:

TEACHING
SERVICE
PROFESSIONAL ACHIEVEMERNT

RATING OF QUALIFICATION FQR PROMOTION:

X 60%

X 20%

X 20%

(A 2 N2 R R R RS S R AR A ER R ERNERSES SRS R R A SRR AR LERERAdERS)

Vote(s! FOR I
'lease provide specific rationale
' :econmendation. “Jse the reversa side

College Dean's name ____

Vote (s} AGAINST

supports the final

needed.

OR List 2f Zommitt2e Memraers and Chai

: Page 17 0f 19
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FORM C: SUMMARY OF RECOMHEULATIONS

candidate's name: Highest degree held
Department: College: -
Jesires prowotien Erom __ : to

Time .at Morehead _._ Time since last advanceaent

I.ltltitil-iitt.iihkilﬁﬁiitii'.tlQi;ﬁttitiiOi!ti.illiﬁii.itiit!tl’

Department Committee Recommendation  FOR __~ AGAINST

Rating of Qualification for Promotion

Summary Rationale:

Departmant lhair's Recommendation FOR AGAIAST

Rating OFf Qualification £or Promotion -

Summary Rationale:

College Committea Recommendation FOR AGAINST

Rating of Qualification fur Promotion

Jummary Ratienale:

Assuciate Dean's Recommendation (if applicable) FOR __ AGAINST __

Rating oFf Qualification fur Promotion

Summary Rationale:
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FORM D: UNIVERSITY PROMOTION COMMITTEE RECOMMENDATION

" Candidate's name:

f’ Department: College:
) .
Ié&"—” "j : .-
-Desires promotion from —_ to
" Recommendation {circle one) PROMOTE DO ROT PROMOTE

Using a scale of 1 to 10 with 10 being the highest possible
score, assign a numerical wvalue to each of the following areas
and multiply by the assigned factor. The sam of the three areas
becomes the rating of qualificatiecn for promotion:

TEACHING X 60% =
SERVICE X 20% =
PROFESSIONAL ACHISVEMENT X 208 =

RATING OF QUALIFICATION FOR PROMOTION:

-
2 E AR R I EE R FE N R RS FE RS R R X R X NS RN S R R SRR RN R RS R RSN S R RR S22 202 2N1

Vete{s) FOR e Vote (s} AGAINST —
. P.ease provide specilic rationale wiich supporfs the final
( , recommendaticn. Use the reverss side :f npeeded.
1
rg_-g,_ !

“ist of Committes HMembers and Chairperscn
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PERSMGCTL 1 LLICY, WATNGAL -

Subject: Emeritus Rank {5ection Number: PAc - 2

Approval Date: 7/1/85
Revision Date:

PURPOSE: To determine eligib.lity for and the
privileges of Emeritus Rank upon retirement.

KORMAL Emeritus Rank is granted in recognition of

ELIGIBILITY: meritorious service to Morehead State

University.

Emeritus Rank is granted upon retirement to

those holding the rank of full Professor if

recommended by the President to the Board of
Regents. ’

To be eligible, individuals in the above rank
must have reached age 55 or have 30

- - continuous years of University service and
have held that rank at Morehead State
University for a period of at least five
years prior tc retirement from the

University.
PROCEDURE Prior to the end of March each year,
FOR GRANTING Department Chairs may recommend the names of
EMERITUS RANWK: eligible faculty members who are retiring by

the end of the current fiscal year. Such
names are submitted to the President with
recommendations from the appropriate Bean and
the Vice President for Academic Affairs.

PRIVILEGES OF In addition to those privileges normally
EMERITUS RANK: available to any retired faculty member, an

Emeritus Professor is provided with an office
if feasible. Arrangements may be made by the
President for the Emeritus Professor to
participate in part-time teaching, research,
and/or service to the University.

OTHER FACULTY Faculty members not holding the rank of

EXERITI: Professor at the time of retirement may bhe
named Faculty Emeriti in rank by the
procedures outlined above. Faculty Emeriti
under this provision will be listed in
official University catalogs and will be
invited special guests to all major
University functions.

Page l.of 1




PERSONNEL POULICY MANUAL

Subject: Sick Leave

Section Number: PAc - 4

Approval Date: 7/1/85
Beviesion Date:

PUORPOSE:

INITIAL GHANT
OF SICK LEAVE:

SUBSEQUERT .
SICE LEARVE
ACCUHULATION:

To provide the conditions for continuation of
pay for a regular full-time or continuing
part-time faculty member who is unable to
continue amployment due to illness or injury.

Upon appointment, a regular, full-time
faculty member is credited with a sick leave
accumulation balance of 12 days. Those who
are designated as continuing part-time (see
PG ~ 1) will be granted a balance of six days
upon appointment.

Beginning with the second scheool year the
regular, full-time faculty member accumulates
one day of sick leave per-calendar month

{12 days per year) which is added to any sick
leave balance from the first year; after 10
full years of service the rate shall increase
to one-and-one-half (1%) days per month

{18 days per year). The continuing part-time
faculty member accumulates one-half (%) day

* of sick leave per calendar month the first 10

full years of .continuous employment and

‘three-quarters (3/4) per month thereafter,

Sick leave not used may be accumulated

- indefinitely. .
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PERSONNEL POLICY RANUAL

Subject: Sick Leave Section Number: PAc - 4

Approval Date: 7/1/85
Revision Date:

ILLHESS OR
IRJURY :

MEDICAL
OR_DESTAL
ALLOWANCES :

SICE LEAVE AT

TERMIHATION OF

EHPLOYMENT,
RETIREMENT,
OR DEATH:

A faculty member may utilizé sick leave for
personal illness (including maternity) or
injury. A Department Chair may request
documentation of the circumstances, if
extended time off for illpess or injury is
anticipated or if it appears that the
conditions for the time missed may not be
appropriate. A Department Chair also may
request documentaticn indicating when it is
anticipated the faculty member will return to
service. Upon request, up to three days of
accumulated sick leave may be charged per
calendar year as emergency leave for illness
or injury of an immediate. family member
(spouse, child, parent, brother, sister, or
other relative living in the faculty member's
household). A Department Chair may request
docunentation of the need for such emergency
time off. Absence is charged in at least
half-day units. When a University holiday
occurs during absence chargeable to sick
leave, that day is not charged as sick leave.

Paid sick leave may be used to cover absences
because of dental or medical appointments.
such time shall be charged against the sick
leave accumulation. Short absences shall be
accumulted and charged in half-day units.

Unused sick leave will not be paid off upon
termination of employment, cetirement, or
death, However, a member of a Kentucky
Retirement System may receive certain service
credit in the retirement system for some of
the sick leave balance at time of retirement.
such credit shall be applicable only for :
retirement service as provided by law and
shall not apply for any University pelicies.
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PERSONNEL POLICY MANUAL

Subject: Sick Leave Section Number: Pac - 4

Approval Date: 7/1/85
Revision Date:

WHEN ALL PAID
. SICK_LEAVE
-I§ USED:

ROTIFICATION
OF SUPERVISOR:

SICR LEAVE -
RECORDS: -

When a faculty mémbar has used all of his/her
accumulated sick leave, a leave of absence
without pay shall be granted upon request up
to the limits of the policy on leave of
absence without salary.

A faculty member is respeonsible for notifying
his/her Department Chair as soon as possible
after it is Jetermined that an absence to be
charged as sick leave will occur because of
illness, in order to provide maximum time to
cover the scheduled responsibilities.
Failure to do so within 24 hours of the
beginning of the absence may be cause for
denial of sick leave for the period of the
absence unless the faculty member was
physically unable to provide such notice.

The official sick leave record shall be

maintained in the Qffice of Personnel
Services for a period of five years.

Page -3- 0f,3




PERSONNEL POLICY MANUAL

Subject: Consulting Section Number: PAc -~ 5

Approval Date: 7/1/85
Revision Date:

PURPOSE: . To outline the cenditions governing private
consulting by faculty members and academic
administratoxs. To qualify under this
policy, the activity must be in the
individual’s field and be of a professional
nature.

PHILOSOPHY : As an agency of the Commonwealth of Kentucky,
Morehead State University is charged with
responsibilities for instruction, research,
and public service. These responsibilities
often involve University Eaculty members and
academic administrators in activities which
are beyond the campus and in addition their
foimally assigned duties. The University
views professional consulting whether private
or as a representative of the University as
an activity to be encouraged. This peolicy is
an outgrowth of the following institutional
concerns: (1) the need to comply with
federal regulations concerning time-and
effort reporting for federally-funded grants
and contracts; (2) the need to safeguard the
University's primary educational mission from
possible conflicts of intérest; @nd (3} the
need to clarify those circumstances when a
University faculty member or. academic
administrator may be gainfully employed by a
third party.

DEFINITION: " 1.7 This policy-is limited to instruction,
- research, professional- and/or public

service consulting activities for Wwhich
remuneration is received from a third
party and which occur during the time
when the employee would normally be
assigned to duties by the University.
Excluded are vacation periods, weekends,
holidays, and other times when the
employee is not assigned duties by the
University. -
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PERSONNEL - POLICY ‘MANUAL

Subject:

Consulting Section Number: PAc - 5

Approval Date: 7/1/85
Revision Date: )

=]

=]
"

2. University faculty membere and academic
administrators must request authorization
to perform instruction, research, and
public service activities for a third
party during their. work period. Work
periods may vary widely due to individual
faculty assignments, Such expectations
should rot be so restrictive as to make
private consulting prohibitive. A
written proposal must be submitted and
permission secured from the individual's
supervisor and Dean prior to performing
anry private consulting activity with
notification to the Vice President for
Academic Affairs. The proposal should
indicate the nature of the work to be
performed, the estimated time per week
involved, and the duraticn of the
assignment. The proposal and
administrative decision shall be kept as
a matter of record by-the appropriate

. Department Chair and Dean with
notification to the Vice President for
Academic Affairs. 'A Dean's personal
proposals are approved by the Vice
President for Academic Affairs.

3. Those administrative officers who approve
-the proposal are instructed to be assured
that reqularly assigned duties of the
employee will continue to be performed
satisfactorily.

A faculty member or academic administrator is-
expected to perform hls/her University duties
in the most effective manner of which he/she
is capahle. The individual's Eirst duty and
first responsibility is to the University.
Outside service should not be undertaken,
whether with or without pay, that might
interfere with the dischargeé of this
paramount obligation. Administrative
officers are responsible for seeing that the
regular University duties are accomplished.
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PERSONNEL POLICY MANUAL

Subject: Consulting Section Number: PAc - 5

Approval Date: 7/1/85
Ravision Date:

REQUIRED ADVANCE
APPROVAL$

CONSULTING TIME:

USE OF UNIVERSITY

k. TILITIES:

TIME AND EFFORT
REPORTING:

RESPONSIBILITY :
FOR_PRIVATE
PROFESSIOHAL
STRVICES:

-

An individual must request approval in
advance of accepting a consulting assignment.
A written proposal outlining the nature of
the work to be performed, the estimated
schedule of absences, and whether the work is
undertaken for compensation or otherwise
shall be given to the nexkt level of
administration. Such request shall be
submitted through the Dean to the Vice
President for Academic Affairs provided there
is concurrence at each previous level. The
final approval authority is the apprepriate
Dean for faculty members and Department
Chairs and the Vice President for Academic
Affairs for Deans.

Time off from the regular work schedule for
consulting shall be limited to four days per
month. Time not used is ponCUMUIAtiVE EXCEpE
By Speclal permission of the Department Chair
and Dean.

Activitiaes that involve significant use of
other University personnel, facilicies, or
equipment must be performed on a contractual
basis with the University.

All individuals performing consulting
services relating to externally-funded
projects are required to comply with Time and
Effort Reporting regardless.of when the
services are performed.

The University assumes no responsibility for
private professional services performed by
members of its faculty. The name of the |
University is not in any way to be connected
with the service rendered or the results
cbtained. The faculty member or academic
administrator must make it clear that his/her
consulting work is a personal matter, He/she
must not use the official staticonery of the
University nor stationery having a University
address or & University telephone number.
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‘PERSONNEL POLICY MANUAL

Subject: Consulting Section Number: PAc - 5

Approval Date: 7/1/85
Revision Date:

A faculty member shall not accept or retain
employment which would bring him/her as an
expert, ov in any other capacity, into
conflict or in competition with the interests
and purposes of the University.
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PERSONNEL POLICY MANUAL

Subject: Hembership-on ’ Section Number: PAc - 6
Graduate Faculty

Approval .Date: 1/1/8%
Revision Date: e/6/813

' PURPOSE:

CRITERIA FOR
FULL MEMBERSHIP:

CRITERIA
FOR_ASSOCIATE
MEMBERSHIP:

To! outline the criteria and procedures for
appointment to the graduwate faculty.

The following c¢riteria must be met to be
considered for Full Mexbership on the
graduate faculty:

1. An earned terminal degree as defined
in PAc = 1. in the appropriate
teaching discipline from an
accredited tnstitution.

2. Competancy and experience at the
graduake level in teaching, committee,
work, student advisement, and
directing student research as defined
in the Procedure for Appolntment.

3. Evidence of recent professional
growth and/or research and
publications.

4. A departmental t=eaching need at the
graduate level {300- or 600-level
courses) .

S. Associate menbership for at least one
year at Morehead State University.

The following criteria must be met to be
considered for Associate Membership on the
graduate faculty:

1. Either an earned terminal degree as
defined in PAc - 1 in the appropriate
teaching discipline or an earned
master's degree plus 15 hours in the
appropriate teaching discipline from
an accredited institution or, in the

absence of this deqree, an
exceptionally high level of scholarly
productivity, competency, and
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PERSONNEL POLICY MANUAL

Sibject: Membership on

Graduate Faculty

Section Mumber:

Approval Date:
Revision Date:

6.

experience as determined by the
University Graduate Committee.

potential for competency at the
graduate level in teaching, commlittee
work, student advisement, and
directing student research as gdefined
in the Procedure for Appointment.

Evidence of recent professional
growth and/for research and
publications.

A gdepartment teaching need for 500-
level graduate copurses. wWith the
terminal degree, 600-level courses
may be taught with the approval of
the University Graduate Committee,

In the absence of available graduate
faculty with Full Membership, the
Associate Member may teach courses
restricted to graduate students, if
he/she is recommended by the
departnental graduate faculty,
department c¢hair, and the college
dean as being highly competent in the
teaching discipline, with the
approval of the Dean of Graduate and
Special Academic Programs.

All Associate Memberships shall be
one academic year appointments.

APPOINTMENT The following procedure shall be used for
PROCEDDRE : nomination and review of candidates:

1.

When the department chair of an
academic department determines that
be/she needs to assign a graduate
course to a faculty member who is not
already a full member of the graduate
faculty, he/she shall gain the
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PERSONNEL POLICY MANUAL

Subject:

Membership on

Graduate Faculty

Section Number: PAc - 6

Approval Date: 7/1/85
Revision Date: 8/ /88

concurrence of the departmental.
graduate faculty and then noainate
the individual faculty member for
Associate Membership to the graduate
faculty.

The department chair forwards the
nomination, with supporting
documentation feurriculum wvita) to
the College Graduate Committee. The
supporting documentation shall
provide evidence of teaching
excellence, professional activities,
and university/community service.

Dpon apptoval of the College Graduate

Committee, the nomination and
supporting documentation are
forwarded to the University Graduate
Committee. If the nomination is

rajected, justification shall be
provided to the nominee and the
department chair.

The Oniversity Graduate Cormittee
will make the final determination
regarding the nominee's appointment
as an Associate Member of the
graduate Eaculty.

The Dean of Graduate and Special
Academic Programs will inform the
nominee, depattment chair, and the
Vice President Eor Academic Affairs
of the decision of the University
Graduate Committee.

The University Graduate Committee
must  approve the appointment of
Associate Members at least two weeks
before scheduled graduate courses
begin.
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PERSONNEL POLICY MANUAL

Subject: Membership on Section Number: PAc - 6
Graduate Faculty

Approval Date: 1/3/85
Revizsion Date: 8/u/88

TEMPORARY
APPCINTMELITS :

REVIEW OF
MEMBERSHIPS !

When, duvue to extracrdinary circumstances, a
member of the graduate faculty is unavailable
to teach a previously scheduled course and
circumstances will not permit appointment
under normal precedures, the Dean of Graduate
and Special Academic Programs may temporarily
appoint a faculty member to temporary status
on the gradnatke faculty.

Temporary appcintments are for one semester
only. At the time of the temporary
appointment, the department chair requesting
the appointment must initiate the regular
appointment procedure.

In all other respects, a temporary appointee
must meet the qualifications and expectations
of a graduate faculty member. -

The Dean of Graduate and Special Acaderic
Programs will inform all appropriate persons
of his/her decision and direct that the
procedure for  nomination for  Associate
Membership be initiated.

Reviews of membership are made in accordance
with the following schedule and principles:

1. Associate Members of the graduate
faculty will be reviewed by the
appropriate College Graduate
Committee and the University Graduate
Committee after the first year of
membership to determine if an
individval should be granted Full
Membership on the graduate faculty.

2. Full Members of the gradvate faculty
will be reviewed by the appropriae
College Graduate Committee and the
University Graduate Commjttee every
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PERSONNEL POLICY MANUAL

Subject: Membership on
Graduate Faculty

PAC - 6

Section Wumber:
Approval Date: 7/1/85
Revision Date: g/¢ '88

to determine
continue on

f£ifth year of membership
if an individual should
the graduate faculty.

In the review process, faculty will

be .evaluated according to the

criteria in the section Critecria for

Memhership.

In response to the review process,

the University Graduate Committee

can:

a. Grant Full Membership to the
Associate Member

b. Deny FPull Membership to the
Associate Member

c. Downgrade the Full Member to an
Associate Member

d. TRenew Full Memtership (for five
years.

The Dean of Graduate and Special

Academic Programs will inform ip

writing all appropriate persons of

the decisions of the University

Graduate Committee within 30 working
days after the decision.
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PERSONNEL POLICY MANUAL

Subject: Teaching Load Section Number: - PAc - 7

Expectations

Approval Date: 7/1/85
Revision Date:

PORPOSE:,

NHINE-HONTA
FACULTY KEMBERS:

DEPARTMENT
CHAIRS:

COLLEGE DEAN:

To outline the teaching load expectations of
faculty members and academic adminigtrators
(Deans and Department Chairs).

The teaching lcad per semester is 12 semester
hours for undergraduate classes and nine

. semester hours for full graduate load or a

mix of graduwte and undergraduate semester
hours,

A number of factors are considered in
determining reductions to the teaching locad
includiag, for example, the number of new
preparations, class size, and contact hours.

. Variations from the teaching load may be

granted upon.recommendation by the Dean of
the c¢college with the approval of the Vice
President for Academic Affairs. Reassigned
time may be approved for Such activities as
adwinistrative duties associated with program
coordination, preparation of special
instructional materials, video tapes,
research, comminity service and special
services to the University, committee
aSSLgnments, advising, or the sponsoring oE a
major student activity or group.

The teaching load for a Department Chair is
six semester hours during each semester and
three semesteér hours during the summer.

Exceptions to the teaching load may be
granted by the Vice President for Acadenic
Affairs upon the recommendation of the Dean
when other confllctlng ass;gnments merit such
adjustments.

The teaching load for an academic Dean is
three semester hours per academic year.

Exceptions to the teaching load may be

granted by the Vice President for Academic
Affairs. "
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PERSONNEL FOLICY MARUAL

Subject: Faculty Attendance Section Number: Phc - 8
Responsibilities—— ;
Qffice Hours & Classes Approval Date: 7/1/85

Revision Dakte:

PURPOSE:

OFFICE HQURS:

MERTIRG CLASS

SCHEDULES :

To outline responsibilities of faculty
members for office hours and class schedules.

Each faculty member is expected to observe a
regular schedule of office hours, which will
vary Erom person to person depending on other
activities and duties. Each faculty member
shall post = schedule on his/her office door
and a copy shall be filed with the Dean of
his/her college at the beginning of each
term, It is generally expected that faculty
members will be available in their offices
throughout the day unless they are engaged in
other University duties.

A faculty member is expected to meéet all of
his/her classes and other Univerfsity
responsibilities. Classes are expected to
begin and end on time. When a faculty member
knows in advance that he/she will miss a
class, he/she should inform the Department
Chair who will in turn notify the Dean of the
college. Such notification shall be given as
far in advance of the absence as is feasible.
In the case of a sudden illness or emergency,
the faculty membef should notify the
Department Chair that he/she will not be able

‘to meet his/her .class. If the Department

Chair is unavailable, the Dean of the college
should be notified. Arrangements for - :
substitute instructors or the rescheduling of
classes must have prior approval of the,
bepartment Chair and the Dean, with
notification to the Vice President for
Academic Affairs. : '
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PERSONNEL POLICY MANUAL

Subject: - Faculty Attendance Section Number: Pac - 9
Responsibilities—-
Commencements Approval Date: 7/1/85

Revigion Date:

SPRING
COMMEECEMENT :

QTHER

ATTIEE AT
CUMIENCEMENTS :

All faculty members are expected to attend
the Spring Commencement,

Each academic department shall be represented
by at least two faculty members at
commencements held at other times of the
year. Each Department Chair shall have the
responsibiiity to see that two members are so
designated.

Academic attire is required for graduation
processipnals and for other occasions where
appropriate, Each faculty member must
furnish his/her own academic attire,
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PERSONNEL POLICY MANUAL

Subject: Bxtraordinary Taculty Section Humber: PAc ~ 10
Compensation .

Approval Date: 7/1 "85
Revision Dates 8/6/88

PORFOSE:

SUMMER COURSES:

TELECOURSES :

To outline pay policies for Bervices rendered
in excess of those covered in the basic
contract for services.

Nine-month faculty contracted fer
instructional purposes during summer terms
will receiv- compensation esgqual *o 2 petrcent
per credit hour of his/her previous year's
contr 2T,

A faculty membet's summer compensation is eot
to exceed 24 percent of his/her previous
contract uniess approval is granted by the
President.

Universicy faculty supervising/teaching
credit telecourses offered over the Kentucky
fducational Televisicn network should have
the telecourse scheduled as part of the
faculty member's regular teaching load. If
scheduling the class is not Eeasible as part
af she faculty member's regulsr workload and
the telecour se requires an additional
workload assignment, the faculty nember will
be paid $70 per student up to a maximum of 12
students 17 a three-~semester-hour telecourse.

In circumstances where there are fewer Lthan
12 students, teaching load will be calculated
at the rate of four students equal one credit
hour.

In addition, faculty will be paid $100 for
preparation of telesourse material. This
compensation is a one-time paynment per
course, not contingent upon the enrollment of
the course,
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PERSONNEL POLICY MANUAL

[- Subject: Extraordinary Faculty Section Number: PA. - 10
' Compensgsaktion

Approval Date: 7/./85
Reviasion Date: 8/6/88

CCUORSES TAOGHT
BY PART-TIME
PACULTY OR BY
APPROVED NEMBERS
OF THE UMIVERSITY
STAFF:

COORSES- TAUGHT
BY REGULAR
PACULTY IH THZ
REGICN:

Compensation shall be paid on a per semester
credit hout  basis. Additionally, such
faculty who regside outside the county where
the course is taught may be reimbursed for

travel and food expenses. The rate of
expense reimbursement is that Fixed by the
State. A receipt may be required for

expenses other than food. Except in the case
of an emergency, there i3 no provision to
reimburse such faculty for overnight lodging
expenses.

Each college Dean will submit a request to
the Vice President for Academic Affairs for
the number of such faculty ‘needed each
semester. This regquest should be submitted
only after a check is made to deternine if
gualified faculty in other departments ot
colleges at the University are available to
teach the needed courses. The Vice President
for Academic Affairs will respond to the
requests of the Deans by memorandum in which
the number of positions available for each is
designated. [f requested positions are not
used in a given college, the Vice President
for Academic Affairs can make them available
to another college.

Compensation shall be paid on a per semester
credit hour basis. Lecturers who live
outside the county where a regional course is
taught will receive additional compensation
based on the distance between place of
residence and the workplace (time on road).
The formula for determination of the amount
of time-on-rcad pay will be the same as that
used Ffor full-time faculty with place of
tesidence used instead of campus.
Additionally, such faculty who reside outside
the county where the course is taught may be
reimbursed for travel and food expenses. The °
rate of expense reimbursement is that fixed
by the State., A receipt may be required for
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PERSONNEL POLICY MANUAL

Subject: Extraordinar, Taculty Section Number: PAc - 10
Compensation

Approval Date: 1/1/85
Revision Date: 8/6/88

COURSHES TAUGHT

BY REGULAR OR
PART-TIME
UBIVERSITY
FACOLTY IN
THE REGION:

expenses other than food. Except in the case
of an emergency, there is no provision to
reimburse such faculty for overnight lodging
expenses. Distance will be determined by the
official mileage chart that is maintained in
the Office of Business Services.

Each college Dean will submit a request to
the Vice President for Academic Affairs for
the number of such faculty needed each
semester. This regquest should be submitted
only after a check is made to determine if
qualified faculty in other JQepartments . or
colleges at the University are available to
teach the needed courses. The Vice President
for Academic Affairs will respond to the
requests of the Deans by memovrandum in which
the number of positions available for each is
designated. If requested positions are not
used in a given college, the Vice President
for Academic Affairs can make them available
to another colilege.

The compensation for teaching in the region
is based entirely upon =he factor of distance
Erom the campus {time-on-road). The
compensation is based on the official nmiles
for one round trip between the campus and the
center. The formula to oe used is:

1. 56.00 per mile for the first 50
miles.

2. §$5.00 per mile for the next 50 miles
or fraction thereof.

1. $4.00 per mile for all rcemaining
miles.

This formula is for a three-semester hour
course requiring a  minimum of 15 class
sessions. For one-~ and Lwo-semester hour
courses, the formula is reduced to one~third
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PERSONNEL POLICY MANUAL

Subject: Extraordinary Faculty Section Number: PAc - 710
Compensation

Approval Date: 7/1/85
Revision Date: B/6/88

CORRESFONDENCE

COURSES:

and two-thirds of the base amount,
respectively. Also, if a three-hour course
is in the nature of a workshop and thus
requires less than 15 sessions or trips, the
formula is ceduced accordingly.

Each faculty member who teaches in the cegion
will be compensated for oOne course per tera
whether it is tauvght as in-load or as
over load. Deans should not schedule a
faculty member for wmore than one regional
course per term. If, because of extenuating
circumstances, it is necessary for a faculty
member to he assigned two regional courses
during a given term, it must be approved in
advance by the Vice President for Academic
Affairs. There will Bbe no time-on-road
compensation for the second class.

Mileage expense and food allowance will be
disbursed according to 3tate regulations.

Distance will be determined by the official
mileage chart that is maintained in the
Office of Business Services.

Faculty who reside in councies where they are
scheduled to teach an ofi-caampus class will
not receive time-on-road pay or travel
expenses for that class.

Correspondence course instructors are paid
$3.50 per correspondence course lesson graded
and $12.00 per final examination grade.

A faculty member who revises an existing

course is paid $400.00 for the course
revision.
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PERSONNEL FOLICY MANUAL

Subject: Extraordinary Faculty Section Number: PAc ~ 10
Compensation

Approval Date: 1/1/85
Revision Date: 8/6/88

COURSES TAUGHT
1y FOREIGH
OR_IN DISTAST
PARTS OF THE
UNITED STATES:

COURSES TAUGHT
WITROUT
COMPENSATION:

The compensation for a faculty meamber
teaching a course in foreign countries or
within the nited States but at a
considerable distance from the Univesity
shall be determined by the formula used Eor
faculty members who teach in the suxmer.

In the event travel expenses ate not provided
by any other agency, the University will
reimburse the instructor's travel expenses in
accordance with University travel
regulations.

Administrators ({(other than Department Chairs
and Deans) who hold tenure and academic rank
shall teach one course per calendar year when

reguested. Failure to accept the teaching
assignment shall result in the loss of
faculty status. In very unusual

circumstances the President may grant a one-
year exception if other uhusual conflicting
assignments merit such ar adjustment.

The coursSe shall be taught without extra
compensation.
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PERSONNEL POLICY MANUAL

3ubject: Faculty Research Section Number: PAc - 1]
Approval Date: 1/1/85
Revision Date:
PURPOSE: To outline the process to be followed by

THE PROCESS:

faculty members interested in undertaking
regearch projects.

Faculty members are encouraged Lo seek and
participate in opportunities for research.
Those interested in applying for a University
research grant shouild contact a member or the
Chairperson of the University Reseatch
Committee.

If there is an interest in applying for a

‘grant to he funded by an external agency., the

individual should contact the Office of
Regearch, Grants and Contracts.
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PERSONNEL POLICY MANUAL

Subject: Professional Ethics Section Number: PAc - 12

Approval Date: 7/1/85
Revision Date: .

PURPOSE:

'AS PROFESSOHS:

The University, as an institution of learning
and a community of persons with a special
purpose, accepts its obligation to provide
for its members an atmosphere which protects
and promotes its educaticnal mission and
which guarantees its orderly and effective
operation. To-accomplish these goals, the
University rust require certain standards of
conduct. University standards of conduct do
not replace or relieve the requirements of
civil or criminal laws.

The University has established standards of
conduct related to its special educational
mission. Specifically, members of the
University community charged or convicted of
vicolations under civil or criminal law may be
subject to University discipline procedures
and sanctions for the same conduct when the
conduct occurs on campus or when the conduct
occurs off campus and is a threat to the
continuing protection of other menbers of the
University commumnity or the safeguarding of
the educational process.

The faculty member assumes reSponsibilities

‘in many .areas.

Professors, guided by a deep conviction of
the worth and dlgnlty of the advancement of
knowledge, recognize the special
responsibilities placed upon them. Their
primary responsibility to their subject is ko
seek and to state the truth as they see it. -
To this end they devote their emergies to
developing and improving scholarly
competence. They accept the obligation to
exercise critical self-discipline and
judgment in using, extending, ang -
transmitting knowledge. They practice
intellectual honesty. Although they may
follow subsidiary interest, these interests
must never seriously hamper or compromise
their freedom of inquiry.
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PERSONNEL POLICY MANUAL

Subject: Professiopal Ethics Section Number: PAc - 12

Approval Date: 1/1/85
Revision bate:

AS TEACHERS:

AS COLLEAGUES:

AS MEMBERS OF

THE UHIVERSITY

COMMURITY :,

As teachers, professors encourage the free
pursuit of learning in their students. They
hold before them the best scholarly standards
of their discipline. They demonstrate
respect for the student as an individual and
adhere to this proper role as intellectual
guide and counselor. They make every
reasonable effort to foster honest academic
conduct and. to assure that their evaluatiecn
of students reflects true merit. They
respect the confidential nature of the
relationship between professors and students.
They avoid any exploitation of students for
their private advantage and acknowledge
significant assistance from them. They
protect their academic freedom.

. As colleagues, professors have obligatioﬂs

that derive from common membership in the
community of scholars. They respect and
defend the free inguiry of their associates.

_In the exchange of criticism and ideas they

show due respect for the opinions of others.
They acknowledge their academic debts and
strive to be objective in their professional
judgment of colleagues. They accept their
share of faculty responsibilities for the
governance of the institution.

As members of the University community, -
professors seek above all to be effective
teachers and scholars. Although they observe
the stated regulations of the institution,
provided they do not contravene academic
freedom, they maintain their.-right to |
criticize and seek revision. They determine
the amount and .character of the work they do .
outside the ipstitution with due regard to
their paramount responsibilities within it.
When considering the interruption or
termination of their service, they recognize
the effect of that decision upon the program
of the institution and give due notice of
their intentions, -
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Subject: Professional Ethics Section Numbetr: PAc - 12

Approval Date: 7/1/85
Revision Date:

AS CITIZENS: As members of their community, ptofessors

- have the rights and obligations of any
citizen. They measure the urgency of these
obligations in the light of their
responsibilities to their subject, to
students, to their profession, and to the
institution. When they speak or act as
private persons they aveid creating the
impression that they speak or act for the
University. As citizens engaged in a
profession that depends upon freedom for its
health and integrity, professors have a

- particular obllgat;on to promote conditions
of free inquiry.
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PERSONNEL POLICY MANUAL -

Subject: Faculty Counseling Section Number: PAC - 13

Approval Date: 1/1/85
Revision Date:

PURPOSE:

COUNSELING
OBLIGATIONS:

OTHER COUNSELING

SERVICES
AVAILABLE:

To define the role of faculty members as
student counselors.

Counseling of students is an integral part
and obligation of each faculty member.

Students may be referred to professionals in

.the University Counseling Center for special

assistance.
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MAGEMNEL POLICY MANUAL

Subject: Academic Freedom Section Humber: PAc - 14}
& Responsibility

Approval Date: 11/4/85
Revision Date:

" PURPOSE:

RIGHTS AND
- RESPONSIBILITIES:

ASSURANCES:

To outline the conditions of academic freedom
and responsibility for faculty and staff
members who teach or perform research.

Academic freedom is the right of members of
the academic community freely to study,

discuss, investigate, teach, conduct
tesearch, publish or administer as
appropriate to their respective roles and
responsibilities. It is the responsibility

of administracors to protect and assure Lthese
rights within the governing Eframework of the
institution. Teachers are- entitled to
Ereedom in the classroom Iin discussing their
supject, but they should be careful to
present the various scholarly views related
to Ltheir subject and to avoid introducing
into their teaching c¢ontroversial or other
matter which has no relation to their
subject. Teachers are entitled rto full
freedom in research and in the publication of
the results therefrom, subject to the
adegquate zerformance of their other academic
duties.,

However, academic freedom should be
distinguished <clearly from constitutional
freedom, which all citizens enjoy egually
under the law. Academic freedem is an
additional assurance to those who teach and
pursue knowledge, and, thus, properly should
be restricted to rights of expression
pertaining to teaching and research within
their areas of recognized professional
competencies. Beyond this, expressions by
aembers of the academic community should
carry no acre weight or protection than that
ccorded ny  other citizen under the
guarantee of constitutional rights: that is,
putside of one's professional field, one must
accept the same responsibility which all
other individuals bear for their acts and
utterances. In these cases, there 1is and
should == no guaranteed immunity  from
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MIRECHMMEL POLICY MANUAL -

subject: Academic Freedom Section Number: Pac - 14
& Responsibility

Approval Date: 11/4/85
Revision Date:

INSTITUTIONAL
COMM ITHENTS :

possible criticism under the gquise of
academic freedom; however, when members of
the academic communiky speak or write as
citizens, they should be free from
institutional censecrship or discipline, but
as persons ©Of learning they should remember
that the public may judge their profession
and their institution by their utterances so
tney should at all times be accurate, should
exercise appropriate restraint, should show
tespect for the opinions of others and should
indicate that they are not institutional
sSgokespersons.

The concept of academic freedom ‘must be
accompanied by an equally demanding concept
of academic responsibility. The concern of
the institution and its members for academic
freedom safeguards must extend egually to
requiring responsible service, consistent
with the objectives of the institurtion.

Institutions of higher education are
comnitted to open and rational discussion as
a principal means for the clarification of
issues and the solution of protlems. In the
solution of certain difficuls zroblems, all
members of the academic community aust take
note of their responsibilitr =z society, to
the institutiorn and to each otker and must
recognize that at times the :interests of each
may vary and will have to be rzconciled. The
use of physical force, zsychological
harassment, or other disruptive azts, which
intecfere with institutional xcrivities,
freedom of movement on the camsz.s, :r freedom
ef 21} members of the acadexis :ssazunity to
pursue their rightful qoais, is the
antithesis of academic fzzadon and
cesponsibility. So, also, are act3 which, in
effect, deny Ereedom to speak, =2 =2 heard,
to study, to teach, to adminiszzz and to
pursue researci. It is 1azzacent  upon
aemcers of the academic communizy o ke

e
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PERSONNEL POLICY MANUAL

Subject: Academic Freedonm Section NHumber: PAc - 14
& Responsibility

Approval Dbate: 11/4/85
Revision Date:

PACULTY
COMMITHENTS :

PROTECTION,

. DEFENSE &
PROMOTION OF
ACADEMIC FREEDOM:

acquainted with their indivigual
responsibilities, as delineated by
appropriate institutional statements.

The universal responsibility of the teaching
faculty member is effective teaching. A
proper academic climate can be maintained
only when members of the academic commupity
meet their fundamental responsibilities
regularly, such as preparing for and meeting
their assignments, conferring with and
advising students, evaluating fairly and
reporting promptly student achievement and
participation in group deliberations which
contribute to the growth and development of
students and the institution. All members of
the acadenmic community also have the
responsibility to accept those reasonable
duties assigned to them within their fields
of competency, _ whether curricular,
cocurricular or extracurricular,
Additionally, the concept of "institutional
loyalty™ still has a proper place within the
academic community and imposes the fuzrtner
responsibility on all members of the academic
community ko attempt, honestly and in geod
faith, to preserve and defend the institution
and the goals it espouses, without
restricting the right to advocate change.

Administrators @musk  protect, defend and
promote academic freedom, must ' assure that
members of the academic community fulfill
their responsibilities and, in addition, must
recognize that they have special
responsibilities for which they are held
accountable--pamely, the marshaling of humaa,
physical and financial resources in order to
realize institutional goals. {Source:
American Association of 3State Colleges and
Universities, adopted Noveaber 9, 1971)
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PERSONNEL TOLICY MANUAL

Subject: Time & Effort Section Number: PACc - 15
Reporting .
Approval Date: 7/1/85
Revision Date:
PURPOSE: To provide for reports on time and effort on
externally funded projects. .
PROCEDURE : Rgcdgnizing the need to comply with OMB

Circular A~21 and the Education Division
General Administrative Reguletions (EDGAR),
Morehead State University shall account for
the time and effort of University personnel
working on cxternallvy funded projects.
University personnel, where all or part of
their total compensation. (including
consulting, overlecad, etc.) is paid by
external sources and/or where their time and
efforl are donated by Morehead State
University to an externally sponsored
project, shall complete periodically a
"University Personnel Activity Report™ which
documents their time and effort. Perscnnel
Activity Report forms shall be obtained from
the Division of Administrative and Fiscal
Services, Office of Business Services.
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PERSONNEL POLICY MANUAL

Subject: Support for Editorships Section Number: PAc - 16

- of Journals & Offices

¥ Held in Professional Approval Date: 7/1/85
Organizations Revision Date:

PURPOSE:

INFORMING THE
UNIVERSITY:

‘TS FOR
DHIVERSITY
FINANCIAL SUPPORT:

_ FOLLOW UP
REPORTS :

To encourage faculty members to assume
editorship of professional journals or
offices in professional organizations.

If a faculty member assumes an editorship of
a professgional journal or an office in a
professional organization, that individual
shall inform his/her Department Chair about
such activity.

In addition, if there is need for .
institutional support in the form of a
speclial telephone line, mailing privileges

' (costs), paper costs, convention budgets, and

so forth, the faculty member shall include in

. the report information about the organization

and its impact upon the region or the nation,
the types of responsibilities being assumed,
and a proposed budget to cover the requested

~ funds.

Tﬁatirequest shall be forwarded through
channels’ to the Vice President for Academic
Affairs.

The Department Chair and Dean shall comment
on the value to the institution when
reviewing the request. The Vice President
for Academic Affairs is responsible for
approving or disapproving such requests.

1f approved, ‘the program shall be repocted on-
at least anhnually by the faculty member.

Such reports shall be sent through channels
to the Vice President for Academic Affairs.
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PERSONNEL POLICY MANUAL

Subject: Sabbatical Leave Section Number: Pic - 17
of Absence

Approval Date: 7/1/85
Revision Date:

PURPOSE:

ELIGIBILITY:

AGE LIMITATIONS:

To provide a leave of absence with pay for
research and independent study, profegsicnal
education preparation programs sSuch as
institutes and workshops, and travel related
to the applicant's professicnal inkterests.

A sabbatical is a privilege which may be
granted to tn individual who has demonstrated
by publication, teaching, exhibition er

per formance an above average ability in
scholarship, research, or other creative
accomplishment.

Standing appointment, full-time, tenured

faculty members and academic administrators
who hold tenure in an academic rank, meeting
the following conditions: .

1., They hold the rank of Prufessor,
Associate Professor, or Assistant
Professor,

2. They have served the University for a
minimum of six consecutive contract years
of full-time service. Time spent on any
type of leave of absence is not counted
as full-time service.

3. They are tenured (if they are paid
through the University) or if paid with
funds provided by an agency other than
the Univeristy, and in a non-tenured
position, they have served at least seven
years in one of the ranks listed above.
In these cases, the use of restricted
funds for sabbatical must be allowed by
the granting agency.

A sabbatical leave will not be granted to an
individuwal who, because of mandatory
retirement age requirements, cannot provide
two contract years of full-time service to
the University following return from leave.
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PERSONNEL POLICY MANUAL

Subject: Sabbatical Leave Section Number: Pac - 17

of Absence

Apptoval Date: 7/1/85
Revision Date:

CRITERIA FOR
COHSIDERATION:

GUIDELINES FCR
PRIORITIES FOR
GRATING LEAVES:

Factors

considered in evaluating an

application for sabbatical leave are:

1.
2.

w

The validity of purpose.

The potential value of the leave to
Morehead State University.

The dquality of service by the
applicantk.

The distribution of approved leaves
among the University's departments
and colleges.

The length of service of the
applicant. .

The availabiljty of institutional
funds. ) .
The means reguired to handle the
workload of the applicant during the
leave period.

The determinatien of whether or not
the applicant has previously been
granted a sabbatical leave.

The Following guidelines shall be considered
in considering applicants for sabbatical

leaves:

1.

Sabbatical leave pr.orities 3hall De
based primarily upen factors which
ara felt to be =mo3t valuable and
useful to the institution as stated
specifically above.

Priority shall Ye awarded to those
persons who can receive the

sabbatical without the necessity of
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" PERSONNEL POLICY MANUAL ]

Subject: Sabbatical Leave Section Number: PAc - 17
of Absence

Approval Date: 7/1/85
Revision Date:

SUBHISSION OF
REQUEST FOR
SABBATICAL
LEAVE:

THE REVIEW
PROCESS :

THE APPROVAL
TPOCESS:

SALARY PAYMENT
WHILE OH LEAVE:

3. Priority shall be awarded to those
faculty who are in need of training in
another field in order to remain in
enployment with the University and meet
the University's needs.

The faculty member is responsible for
submitting his/her application Ior a
sabbatical leave on a form provided by the
University, Such applications should be
submitted to the Department Chair by the
February 1 preceding the fiscal year during
which tne leave is to begin.

The application must be accompanied by the
following:

1. A statement giving full details
concerning the purpose of the leave and
plans for its use:;

2. A vita giving full details of the
applicant's educational preparation, work
. history, and accomplishments at Morehead
State University.

The applications shall be reviewed by the
bDepartment Chair, the Dean, the University
Sabbatical Leave Committee, the Vice
President for Academic Affairs, and the
President. The findings of each review level
shall be recorded and passed along to each
higher level of review.

Sabbatical leave applications which are
recommended by the President are sent to the
Board of Regents for approval.

Persons granted leaves may receive full
salary for up to one semester or one-half
salary for up to two semesters. The salary
will be based upon that which would have been
earned during the time of the sabbatical
leave.
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PERSONNEL POLICY MANUAL

Sabjczt: Cabbatieczl Leave Section Number: Phc - 17

of Absence
Approval Date: 7/1/85
Revision Date:

FalTLTY RIGETS The successful applicant will emjoy the
I2RING THE LEAVE: following rights regarding time spent on a
sabbatical leave of absence:

1. . The recipient may share in the salary
increases awarded by the University.

: 2. Leave time will be credited as active
service for retirement purposes.
University and faculty contributions will
continue on the basis of full salary.

3. The leave period counts toward
requirements for promotion.

4., The recipient may return to his/her
former position with the University
unless otherwise agreed to by the
employer and employee.

5. The recipient who is a member of the
University insurance coverages shall
continue in those plans at the same rates
while on a sabbatical leave. This
applies to dependents as well.

PACULTY The successful applicant will have the
OBLIGATIONS following obligations regarding the
REGARDING sabbatical leave of absence:

THE LEAVE:

1. The recipient of a leave will submit the
following reports to the appropriate
college Dean:

a. An interim report during the
sabbatical leave indicating how the
leave is being spent. This report
will consist of a description of
activities or coursework being taken
and credit being earned.
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Subject:

Sabbatical Leave Section Number: PAc - 17

of Absence

Approval Date: 1/1/85
Revision Date:

b. The final report consisting of a
description of how the leave was
spent and supporting documents suca
as transcripts.

Return to service at Morehead State
University for at least two years after
the sabbatical leave expires or repay the
amount of compensation recelved while on
leave. IF the recipient of a sabbatical
leave returns to the University for a
period less than two years, the amount
repayable shall be prorated in relation
te the amount of return service given.
For example, if he/she returns for one
year, the repayable amount shall be one-
balf the compensation received while on
leave.

The recipient of a paid sabbatical leave
must not be gainfully employad during the
period of the leave. This restriction,
however, is not to be construed to mean
that an individual who has been awarded a
scholarship, assistantship, o. other
honorary stipend be deprived of the
gabbatical leave if the scholarship,
assistantship, or stipend does not
involve duties separate from the putrpose
for. which the leave is granted.
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PERSONNEL PULICY MANUAL

Subject: Sabbatical Leave Section Number: Pac -~ 17

of Absence
Approval Date: 1/1/85
Revision Date:

4. BAn agreement will be drawn up between the
recipient and the University stating the
approved activities during the sabbaticesl
and the recipient's rights and
obligations. Failure to comply with the
contracted provisions of the sabbatical
will result in cancellation of the
sabbatical, repayment of all ralaries
received as a result of beipg granted the
leave, and forfeiture of all rights
specified in the sabbatical agreement.
The cost of legal proceedings will be
borne by the party breaking the

agreement.
SUBSELUEHNT An individual becomes eligible to apply for a
SABBATICAL subsequent sabbatical leave under the terms
i SAYES: and conditions specified above, provided that

a minimum of six contract years of full-tine
service has elapsed since ending a previous
sabbatical leave. (Time spent on any leave
is not counted as a patt of the six contract
years of full-time service.)

EXCEPTIONS: The President has the option of making
exceptions to thé above stated policy when
deemed in the best interest of the
University,
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MORBHEAD STATE ‘UNIVERSITY

‘the University Committee on Rights and Responsibilities

PETITION FOR REVIEW OF A COMPLAINT

Name of Petitioner Date
bepartment College
Position Phone

Grounds- for Complaint Petition Related to Violation of:
Academic Freedonm
Prnofessional Ethics
Discrimination

_ Duekprocesy

Other ([please state clearly)

Complaint

Relief Expecteé

Party Complained Against

Channels Used Prior to this Petition

Signqtufe
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PERSONNEL POLICY MANUAL

Subject:

Faculty Rights & " | section Number: PAc - 18
Regponsibilities

_Approval Date: 1/1/85
Revielon Date: 5/22/87

PURPOSE:

ELIGIBILITY:

SCOPE:

To defipe the procedures to be followed when
isgues involving faculty rights and
respongibilities have not been resolved
succeasfully through the normal channels of
administrative responsibility and procedure.

All individuals in the acadenic
classification category plus those
individuals in the administrative category
who have tenure-eligible academic rank and
who have grievances of an academic nature.

The Comnmittee on Faculty Rights and
Responsibilities established by these
procedures may review petitiona from all
faculty members {described under Eligibility
above) in any situation in which a Eaculty
member asserts that he/she has suffered a
substantial injustice resulting from a
violation of academic freedom, professional
ethics, or procedural fairneas,
discrimination or due process.

Disputes about the dismissal of a
probationary tenure eligible £faculty member
or a fixed-term appointee before the end of
the term of appointment or of a tenured
faculty member are covered under EKentucky
Revised Statutes (KRS 164.360 — KRS 164.365).

Faculty members, who have been employed full
time at. Morehead State University for seven
or more consecutive years and are untenured,
shall be afforded the same rights of Academic
Freedom and Due Process as a tenured faculty
member, upon the recommendation of the
President and approval of the Board of
Regents.,

Any issue to be reviewed under these

procedures muet be presented by the
particular faculty member who has the issue.
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PERSONNEL PGLICY MANUAL

Subject: Faculty Rights & Section Number: PAc - 18
Responsibilities

Approval Date: 7/1/858
Ravision Date: 5/22/87

COMMITTRE OH
FACULTY RIGHTS AND
RESPCASIBILITIES:

OPERATICH OF
THE COMMITTER:

The Conmittee on Faculty Rights and
Responsibilities shall consist of seven
members: two tenured faculty members £from
each college,

Noninees for faculty representatives for each
college shall be made by the Faculty Senate
and voted on by the Lznured members of the
faculty in that college. The Faculty Senate
will elect a voting chair from the faculty at
large. The term of the chair shall be for
one year.

Terms of faculty members from each college
shall be for three years and shall be
staggered to provide continuity of
menbership. No nember may serve for more
than two consecutive terms,

A quorum of the Committee will be a majority
of those remaining aFEter any member |is
disqualified because of bleod or marriage
relationship to the aggrieved party or
because of a member's personal involvement in
the case.

Upon receiving .a petition, the Committee wiil
make a preliminary determination as to the
extent of its review of the matter. The
Committee will reserve the right not to take
up a complaint that it judges without merit
or where it appears that other remedies
should be socught hefore coming to the
Committee.

The Committee may decide to have an informal
review or to establish a Hearing Board. If a
Hearing Board is not established,- ‘the
Committee may attempt to bring about a
satisfactory settlement.
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PERSCNNEL POLICY MANUAL

Subject: Faculty Rights & Section Numberr PAc - 18

. Responsibilities
Approval Date: 7/1/8%
Revislon Date: 5/22/787

A Hearing Board will be established only on
the vote of a majority of membership of
Committee upon a determination that 2 prima
facie basis for the complaint hiss hean shown
and may not reasonably be dealt with through
an informal resolution process.

The burden of proof in establishing a prima
facle case will be on the complaining party.

The Committee on Faculty Rights and
Responsibilities Bshould attempt to settle
matters brought to it as quickly as possible
without sacrificing fairness to all parties.
only in extraordinary circumstances shouid
there be a time span longer than 30 davs
between the receipt of a complaint by the
Committee and a decision as ta whether there
will be a formal hearing.

The Committee shall not consider the
substantive academic judgment aspects of such
matters as promotion, tenure, compensation,
and evaluation of performance,. In such
matters as these, acadeigic freedom,
professional ethics, discrimination, or due
process may be reviewed.

THE HEARING For a particular case, a Hearing Board,

BOARD: . consisting of all eligible members of the
Committee will be established to hear the
cage. Members will remove themselves from a
case if they deem themselves disqualified by
reason of bias or interest.

i1f a specific hearing is scheduled, notice
will be gerved with a specific statement of
the complaint at least 20 days prior to the
hearing. The party complained against may
waive a hearing or may respond to the
complaint in writlng at any time before the
hearing.
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Subject:

Faculty Rights & Section Number: PAc - 18
Regponsibllities
Approval Date: 7/1/85
Revieion Date: 5/22/87

Hearings before a Hearing Board will not be
public. Publicity and public statements
about the case by either the complaining
party or the Hearing Board will be avolded
until the proceedings have heen completed.
The Hearing Board and both parties may have
present at the hearing such assistance as
they deem necesagary.

During the proceedings the parties will be
entitled to have an advisor and counsel of
their own choice. ‘The Hearing Board will not
be bound by strict rules of legal evidence
and may admit any evidence of probative value
in determining the issues Involved. Every
possible effort will be made to obtain the
most reliable evidence available and to avo.d
excessively legalistic procedures,

A tape recording of the hearings will be made
and will be available to both parties.

The parties will be afforded an oppertunity
to obtain necessary witnesses and documentarty
ot other evidence. The Unlversity
administration will make reasonable efforts
to cooperate with the Hearing Beard in
securing witnesgses and making available
documentary and other evidence.

Parties will have the right to confront and
cross—-exanine all witnesses.

The Hearing Board's findings of fact and
conclusions will be based solely on the
hearing record.

The Hearing Board shall not consider the
gubstantive academic judgment aspects of such
matters as promotion, tenure, compensation,
and evaluation of performance. In such

Page 4 of §



PERSONNEL POLICY MANUAL

Subject: Faculty Rights & Section Number: PAc - 18

Responsibilities
Approval Date: 7/1/85
Revislon Date: 5/22/87

matters as these, acadenic freedom,
professional ethics, discrimination, cor due
process may be reviewed,

The Hearing Board may nct review any
petitions which are being or have been
proceased in the cour ts ar through
affirmative action. .

The Hearing Board shall reach its conclusions
by majority vote and shall submit these
conclusions to the President of the
University through the Chairperson of the
Conmittes on Faculty Rights and
Responsibilities. The President shall notify
the Chairperson of the decision that has bheen
reached. In the event that the President's
decision is not in accord with the
conclusions of the Hearing Board, the reasons
for that decision shall be specified to the
Chairperson of the Committee on Faculty
Rights and Responsibilities who will inform
the Conmittee and the parties directly
involved.
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PERSONNEL .FOLICY MARUAL

Subject: Faculty Attendance Section Number: PAc - 19

at Faculty Meetings
Approval Date: 7/1/85
Revision Date:

PURPOSE: " To outline responsibilities of faculty
merbers for attendance at faculty meetings.

POLICY: Faculty members are expected to attend all
faculty meetings unless they have compelling
reasons for not being able to do so. A
faculty member shall inform his/her
Department Chair or immediate supervisor if
unable to attend a faculty meeting.
Preferably that notification shall be prior
to the meeting but, in any case, if unable to
provide advance notice, the faculty member
shall provide such information after the
meeting.
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PEASONNEL FOLICY MANUAL

Subject: Vacation Leave for Section Number: PAc - 20
Faculty Membexrs on
Twelve-Month Approval Date: 7/1/85
Appointnents Revision Date:
PUORPOSE: To define conditions for vacation leave for

ACCUMULATION:

I\XINGM
ACCUMOLATION:

VACATION USAGE:

ZAYQFF OF
A JHULATED
VACATIOH:

regular, full-time faculty members on twelve-
month appointments.

Vacation shall be accumulated at the rate of
one-and-one-quarter (l%) work days for each
nonth of reqular employment during the first
10 years of continuous empleyment and one-
and-one-half (1k%) work days thereafter., A
12-month faculty member accumulates vacation
in any month in which he/she is paid for 11
days, except that pay received for
accumulated vacation at time of leave without
pay, termination of employment, death, or
retirenent will not be credited toward the 11
days.

The maximum accumulation of vacation for a
12-month faculty member earning at the rate
of one-and-one~-quarter (1%) work days per
month shall be 30 work days. The maximum
accumulation of vacation for a l2-month
faculty member earning at the rate of one-
and-one-half (l%) work days per month shall
be 30 days.

Only days on which the faculty membecr
normally would have worked are charged
against accumulated vacation. Vacation leave
must have been earned to be taken.

The cash equivalent of unused vacation is
paid off when a faculty member on a l2-month
appointment terminates employment, dies,
retires, or commences a leave of absence
without salary. The cash equivalent is
determined by dividing the annual salary by
1,950 times seven and one-half (7%) times the
number of unused days. There is no other
cash settlement for accumulated vacation.

Page l.0f 1. -




PERSOMNNEL POLICY MANUAL

Subject: Salary Increase upon Section Number: PAc - 21
Promotion in Rank
Approval Date: 7/1/85
Revisicn Date:
PURPOSE: To outline the salary considerations when
promotion in rank occurs,
POLICY: An individual who is promoted in academic

rank is entitled to two increases, as
follows:

1. A fixed amount to recognize the promotion
in rank. This amount is established each
year by the President. . -

2. A merit increase based on the same
puvblished criteria used in determining
merit increases for other faculty
members. N "
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PERSONMNEL POLICY MANUAL

—g—
Subject: Suspension Section Number: PAc - 22
Approval Date:
hevision Date:
PURPOSE: To establish the right of the President to
suspend an employee.
SUSPENSIOQON: before suspending a faculty member, pending

an ultimate determination of the faculty
member's status through the institution's
hearing procedures, the administration will
make reasonable effort to consult with the
Faculty Rights and Responsibilities Committee
concerning the propriety, the length and the
other conditions of the suspension. A
suspension which is intended to be fipal is a
dismissal and will be treated as such.
Salary may continue during the pericd of the
suspension. (Source: American Association
of University Professors)

1
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PERSOKNEL POLICY MANUAL

Subject:

Compensation

Determinatlion
for Reasslgned
Administrators

Approval Date:
Revision Date:

PURPOSE:

To outline the pay and reassigament policy
for administratora who elther return or are

reassigned to the faculty, full

Section Honber: PAc - 23

6/15/85
6/19/37

NOFTENURED

ALMIRISTRATORS

ADMINISTRATORS
RETURNMINRS TO
FACULTY:

SALARY
DETERHINATION:

COMPERSATION:

CALCULATION:

teaching.

PACULTY APPOINTMENT

Administrators with or without academic rank,
nontenured, may return to a full time
teaching, research and/or service contract so
long as they qualify and soccessfully compete
for an existing vacancy.

Tesured administrators with academic rank may
retutn to a full time teaching, research,
and/or service contract upon the .approval of
the appropriate dean and/or vice president.
IFE po vacant position exists, one will be
created.

MAdminigtrators with tenure, who hold no rank,
will be given the same employment retention
congideration as faculty with tenure, upon
the approval of the appropriate dean and/or
vice president. These administrators will
not necessarily be reassigned to classroom
teaching.

Administrators with academic rank reassigned
or teturning -to a nine-month full time
teaching, tesearch, and/or service contract
shall be paid thereafter thelr base salary
plus merit earned.

Bage faculty salary for returning ot
reassigned adminiatrators shall reflect
salary inc.ements which woula have occurzed
had they served in a faculty position ducing
the same time.

The Vice President for Academic Affairs will
be responsible for the calculation of
salaries for adnpinistrators, with rank,
returning to the faculty and entering full
time teaching. Salary proposals shall be
‘submitted .to the President for approval and
presentaticn to the Board of Reygents.
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PERSONNEL POLICY MANUAL

Subject:

Compensation and Section Wumber: PAc 24

Faculty Assignment of

Administrators Holding hApproval Date: 6/11/96

Rank

Revision Date:

PURPOSE!?

ASSIGHMENT :

COMPENSATION:

CALCULATION:

Tc outline the pay and faculty assignment
pelicy for administrators who hold academic
rank.

Administrators who qualify may receive
academic rank and tenure eligibility upon
recommendation of the President in
consultation with the apptropriate
departmental Eaculty and the Vice President
for Academic Affairs and approval of the
Board of Regents.

Administrators who hold academic rank may
apply for promotion and/or tenure through
norzmal promotion and-tenure channels.

Those tenure eligible administrators who hLold
rank are governed by the same rules and
regulations Eor tenur2 eligible faculty,
[(See PAc - 2.} !

No administrators without acadenric
credentials will be given rank or tenure.

Individuals, present and prospective, hired
into administrative positions in which it is
possible to acquire faculty rank and/or
tenure shall be paid a base salary comparable
to faculty of similar rank, experience, and
educaticn plus an additional sum for an
extended contract and an administrative
stipend to bring total compensaticn to a
competitive administrative salary level. in
the event and at such a. time as that
administrator may be reassigned to faculry
status, the supplement for the extended
contract and the administrative stipend shall
be removed. (S5ee Pac - 23.)

The Vice President for Academic Affairs will
be responsible for the calculation af
salaries for administrators with rank to 35e
submitted to the President £or approval and
presentation to the Board of Regents.
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PERSONNEL POLICY MANUAL '

subject: Faculty and Academic - Section Number: PAc --25 =
Administrators Early . Bl
Retirement Approval Date: 7/18/86
Reviasion Date:

PURPOSE: To provide reqular Ffull-tige faculty and =
regular full-time academiec administrators, -
eligible for zetirement wunder the Kentucky
Teachers Retirement System, an opportunity teo -
retire earlier than the age required to
qualify for Soclial Security benefitg or the
mandatory age of retirement from the
Oniversity, but to continue in a part-time
teaching or other capacity with the
University.

ELIGIBILITY: Any faculty =zember or -academic administrator
eligible for <cetirement wunder elither the
tegular Kentucky Teachers' Retirement System
or Kentucky Employees' Retirement System” may . -
apply for early retirement, Request to take -
early retirement by elijible regular full-
time faculty and regula: full-time academic
administrators must be submitted by
September 1 if retiremen: is to be effective
December 31 and by Marcn 1 if retirement is
to be effective by June 30. A request to
ratire early Iis to be made by the retiring
member directly to the requesting member's
Department Chair in which -he/she holds .
academic rank. A decision on whether to o
grant the early retirement reguest will be S
made by the appropriate acadenic
administrators (Cepartment Chair, Dean, and
Vice President for Academic Affairs) and will
be based upon the statfing needs (present and .
future) of the affected department. If early E
retirement does not adversely affect the '
acadenmic function of the Department ot
Division of academic Affairs, then upon a
favorable recommendation of the Department
Chair, Dean, and Vvice President for Academic
Affairs, the ?Presgident may vrecommend final
approval to the Board of Regent$s at the next
scheduled meeting of =he Board. Prior ko the
recomnendation td the President, a fixed term
contract not to exceed Ffour years will have
been negotiated beiween the Ffaculty membar




PERSONNEL POLICY MANUAL

Subject: Faculty and Academic - Section Number: FPhc - 25
Administrators Barly"
Retirement Approval Date: 7/18/86
Revigion Date:
and the University, the provisions of which
shéuld mutually meet the needs of the
contracting parties, and to become binding
must be recommended by the President and
approved by the Board of Regents.
PROGRAM: Under the early retirement program  as

permitted by KTRS, the faculty member has the
opportunity to teach a minimum of six and a
maximum of twelve semester hours per fiscal
year (July 1-June 30). For each credit hour
taught, compensation shall be at a rate of
3.33 percent of the retiring member's last
base salary. MNine-month faculty teaching the
equivalent of a half-time teaching locad for
an academic year {see PAc - 7) qualify for
the maximum compensation under this plan (40
percent of the last contract base salary).
Twelve—month academic administrators will
have their salary: convarted to a 9-month
basis in accordance, with PAc - 23 as approved
by the Board of Regents on June 13, 1986,
before the 3.33 percentage rate per credit
hour is applied. The faculty wmember's base
salary from which to «caiculate the 3.33
percentage will increase in accordance wikh
salary distribution guidelines adopted by the
ingtitution each year. During the early
retirement period, the rztired faculty member
may elect to purchase life insurance Erom the
University life insurance carrier under the
University's group plan. 3ingle and family
health insurance may also be purchased at the
group tate; however, the Cffice of Personnel
Services and the Office of 3Budgets and
Management Information Services will aanually
review the decision to continue to offer
health and life insurance as a part of the
early retirement plan. Year=-to=-year
continuation of the health and l1ife plan for
faculty in the early retirement program is
contingent upon budgetary impact.
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PERSONNEL POLICY MANUAL

Subject: PFaculty and Academic Section Number: PAc - 25
Administrators Early
Retirement Approval Date: 1/18/86

Revision Date:

Retired faculty teaching under the provision
of this plan may «zetain the appropriate
faculty rank from which they retire but do
not retain faculty voting rights in their
academic department. Nor will the retired
faculty member be eligible for promotion or
sabbatical leave as outlined in PAc - 2 and
pAc - 17.

This special employment £aculty appointment
category carries with it the expectations,
duties, and responsibilities of a faculty
position. Sick leave will be permitted in
accordance with PAc - 4, office space will be
made available and library and special
purchase privileges {bookstore, athletic
tickets, ete,) will be available in
accordance with University policies and
procedures, The Efacuylty pember's performance
will also be evaluated utilizing the sanme
evaluation instrument as wused to evaluate
regular faculty. This special appointment
category carries with it no less
responsibility for classroom perfeorzance,
attendance, and professional ethics and
responsibllities than that of reqular
faculty, and will be governed by the
University Personnel Policies with the
exceptions as defined previously.

Faculty opting for early retirement are given
priority in receiving summer teaching
assignments during the summer before the year
of retirement. .

Faculty must retire Ffully from the University
in accordance with current Personnel Policy
at age 70. :

BACEGROUHND : The University Faculty Senate recommended
that an early retirement plan be established
and provided a repott on which the abgve
pelicy is based.
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PERSONNEL POLICY MANUAL

e

Subject: Termination of Faculty gection Number: Phc - 26
for Cause, Financial ’ :
Exigency, and Approval Date: 5/22/87
Discontinuance Revision Date:

of Program

GENBRAL POLICY:

The Board of Regents has a paramount
statutory duty to the people of Kentucky to
maintain a qualitky educational program
consistent with the mission statement and
within available financlal =~ resources as
determined by the Council on Higher
Education, the Governor, and the General
Assembly . Accordingly, determination of the
existence of cause, ftinancial exlgency, or
discontinuance o¢f program based essentially
on educational considerations, that may
involve the termination of tenured faculty
merbers, s a prerogative reserved for Gthe
Board and will not be delegated.

The Board of Regents is fully aware of the
fact that adjustments due to a financial
crisis or discontinuation of 'a program that
include the termination of tenured faculty
members are matters of gravity and require
thoroughly considered balancing of the public
and private interests. These actions are to
be taken under exacting criteria and with
assurance of requisite safeguards of academic
duve process to maintain a guality education
program consistent with the migsion statement
and available financial resources.

Upon a documented report of the University
needs and avallable fiscal resources and
recommendation of the President that a case
of financial exigency or need to discontinue
a program exists, Eaculty termination
decisions will be made by the Board of
Regents. The President's report to the Board
of Regents shall result trom and reflect the
advice and written recommendations of the
Faculty Senate and the ad hoc cammittees
which are listed in the specific procedures
which follow.

in making specific recommendations for
termination of individual tenured faculty
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PERSONNEL POLICY MANUAL

Subject:

Terminntion of Faculty Section Humber: PAc - 26
for Cause, Financial

Exigency, and
Discontinuance
of Program

Approval Date: 5/22/87
Revigion Date:

appointments, the President shall take into
account the following:

1.

If funded vacancies exist, an offer
will be made to the tenured Faculty
members concerned existing positions
for- which they are gqualified by
education and/or experience. 1f any
faculty members are unqualified by
education or experience, the
Dniversity will grant theé maximum of
a one-year period of sabbatical leave
during which the faculty member will
retrain and prepare for the gpecific
vacancy. Financial support will- be
granted in accordance . with the
sabbatical leave policy.

In the event of the termination of a
tepured faculty member, that faculty
member will not be replaced for a
period of three years:

a. By another person of comparable
qualifications at the same of
higher salary without first
offering reinstatement to the
terminated tenured faculty member
and allowing thirty calendar days
for acceptance;

b. By another person at a reduced
level of compensation without
first offering reinstatement to
the terminated tenured faculty at

_ the faculty member's most  recent

- compensation and allowing thirty

calendar days Eor acceptance.

In the event of the termination of
all tenured Ffaculty members in a
particular area of discipline for
discontinuance of program, that area
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I

I

Subject: Termination of Faculty Saction Number: PAc - 26
for Cause, Financial
Exigency, and Appraoval Date: 5/22/87
Discontinuance Revision Date:

of Program

PROCEDURE FOR
FACULYY
TERMIRATION
FOR CAUSE:

IDENTIFICATION

OF A CASE OF
TERMIEATIOR
FOR CAUSE:

or discipline will not be reinstated
at the University for a period of
five years.

4. Faculty menmbers, who have been
employed full time at Morehead State
Universlity Eor gevan or more
consecutive years and are untenured,

. shall be afforded the same rights of

- Academic Freedom and Due Process as a
tenured Faculcy member, upon
recommendation of the President and
approval of the Board of Regents.

This procedute will be used when it s
recommended by the President that ~the
University terminate a faculty member for
cause. Reasons for cause to dismiss will be
limited to (1} Incompentency, (2) Neglect of
Duty, (3) Refusal to Perform Duties, and/or
(4) Immoral Conduct. It specifically
cutlines the rights and academic due process
that are accorded a faculty member on a
continuing contract and does not attempt teo
deal with ather staff and University
personnel procedures. It is reccmmended
that, in the general interest of Morehead
State University, a procedure be developed
for these employees and that a process be s:t
up to treconcile the interests of the
University as a whole. ’

Recognizing that the President has the
authority to initiate termination charges,
for . cause, against a faculty member, the
University will genetally rely -though wupon
the Dean of the College in which a faculty
member resides to identify that a case of
termination for <cause exists at Morehead
State University. Once a case of termination
for cause is identified by the Dean of the
College, the Dean will inform the Vice
Presidant for Acadenmic Affairs and the
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PERSONNEL POLICY MANUAL

Subjeck:

Termination of Faculty
for Cause, Financial
Exlgency, and
Discontinuance

of Program

Section Number:

Apptovﬁl Date:
Revislon Date:

-PAC - 26

5/22/87

Pregident in a written, signed stacement of
the facts relied upon to suppotrt one or more
of the statutory grounds for dismissal for
cause. The stated formal charge{s) against
the faculty member will be only on the
grounds of (1) Incompetency, ({(2) Neglect of
Duty, {3) Refusal to Perfurm Duties, and/or
{4) Immorai Conduct. This provision
preserves a Dean's discretion to handle
complaints against one of his/her faculty
members informally before initiating formal
charges for the termination for cause.

STEP ONE. The President, after consultation
with the Vice Pregident for Academic Affairs,
the Dean  preferring the charges, the
Department Chair of the department in which
the faculty mambetr resides, and the Chair of
the Faculty Rights "and Responsibilities
Committee, will determine whether to prefer
charges against the faculty member or. to
refer the matter back to the Dean for Eurther
consideration. Absolute discretion is
egseritial in this process to protect che
rights anpd privacy .of the individuals
involved.

STEP TWO., If the President decides to prefer
charges against the faculty member, the Vice
president for Academic Affairs will meet with
the faculty member and hand a copy of a
written statement, signed by the President,
specifying in detail .the charge or charges
against the faculty member to the faculty
member, Every effort shall be made at this
point to outline the case being preferred
against the faculty member and to advise the
faculty member of the procedure which will be
followed and the faculty member's academic
and ecivil rights in the proceedings. Upon
receipt of the written statement specifying
charge(s) at the meeting, the faculty member
ghall have thirty calendar days in which to
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PERZONNEL FOLICY MANUAL

Subject:

Teralnation of Faculty
for Causga, Pinancial
Exiganci, and
Discontinuance

of Progran

8ection Numbar:

Approval Datet
Reviaion Date:

PAac - 26
5/22/81

file with the Vice President £for Acadenmic
Affalrs a written, signed response to the
charges within the written Bstatement. If the
faculty wmembar wishes to dacline his/her
right to a hearlng, he/she has the option of
submitting a letter of reasignation to the
Vice Pregident of Academic Affalrs within
thirty éays following the meeting. The Vice
Prosidant for Academic Affalrs will forward
the letter of reslgnation along wlth coples
of all pertinent materlals tc the Presldent
of the University for recommendation to the
Boa:d of Regentsa.

STEP THREE. If the faculty member fails or
refuses to file a response within the thirty-
day perlod, or if the faculty menber files an
anewer denylng any or all of the charges
outlined in the written etatement, the Vice
Presldent for Academic Affairs shall convene
a8 five-member ad hoc Termination for Cauase
Hearing Board and will provide the £faculty
member ‘with a written, pigned notice of a
hearing of record to take place not less than
thirty calendar days nor more than slxty
calendar daye, excluding the day notice 1ia
received by the faculty member. The ad hoe
Termination for Cause Hearing Beoard will
congist of one member of the Faculty Rights
and Responsibilities Committee elected by tha
Faculty  Righta and Responsibilitles
Commlttee, three faculty membera elected by
the Faculty Senate, and the Faculty Regent,
vho will serve ag Chalr. _The Vice Pregident
for Academic Affairs, the Chair of the
Faculty Senate, and the Chair of the Faculty
Rights and FResponsibllities Committee may
serve as nonvoting, ex officic members of the
ad hoc Termination for Cause Hearing Board,

1. The ad hoc Termination for Cauge

Hearing Board, 1in, consultation with
the charged fzculty mewber, will
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Suuject:

Termination of Faculty Section Number: Phc - 26
Financial

for Cause,

Exigency, and
Discontinuance

of Program

Approval Date: 5/22/87
Reviaion Dete:

execrcise its judgments as to whether
the hearing should be publie or
private and the axpreased wishes of
the charged Ffaculty member shall take
precedence;

Enkry into. the written record of
appearances and testimony of the
concerned parties and witnesses;

Entry into the written record of the
written statement specifying the
charge or charges against the faculty
member and the faculty member's
response to then; o

Presentation of witnesses, documents,
and other pieces of evidence by the
pean who initiated charges;

An opportunity for the faculty member
or his/her councel to call and cross-
exXamine witnesses, and to present
documents, and othes pieces of
information reputing the charges in
the written statement:

The University and faculty member
will have the right to confront aad
cross-examine each others witnessesy

An opening statement on behalf of the
University;

an opening statement by the faculty
member or his/her counsel;

A verbatim record of the hearing will
be taken, and a transcribed copy will
be made available, without cost to
the faculty member.
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Subject: Termination of Faculty Section Number: PAc - 26
for Cause, Financial
Exigency, and- Approval Date: 5/22/87
Discontinuance Revision Date:
of Program

10. The burden of proof that cause for
termination exists rests with the
University;

11. & recommendation with Eindings of
facts and conclusions based upon the
record considered as a whole will be
made in an open session as to whether
cause for termination of the faculty
member exists. The Hearing Board
may go into closed session to discuss
the evidence nresented at the
hearing.

‘12. The recommendation of the ad hoc
Termination £for Cause Hearing Board
will be sent to the President “and
coples of the recommendation will be
sent to the Vice President for
academic Affairs, the Dean preferring
the charges, the Department Chair of
the faculty member, the charged
faculty member, and the Faculty

Regent. Dissenting minority creports
shall be- included in the final
report. ’

13. The President and the faculty member
will be given a copy of the
transcribed hearing.and record within
five calendar days of the Hearing
Board's recommendation.

STEP FOUR. If the recommendation of the ad
hoc Termination for Cause Hearing Board Iis
that cause exists for termination of the
faculty member 's contract, or for the
application of another appropriate action,
the faculty member has thirty calendar days
excluding the day the recommendation of the
Hearing Board is received to file a written,
signed exceptions to the Hearing Board's
recommendation to the President of the
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Bubiject:

Terminatlion of Faculty Section Number: PAc - 26
for Cauge, Financial
Exigenci, and Approval Date: 5/22/87
nuance . Roavislon Date:

Discont
of Program

University. A copy of the exceptions
will be sent to the Vice President for
Academic Affairs, the Dean preferring the
charges, the Depatrtment Chair of the
faculty member, the charged faculty
member, and the Faculty Regent.

If Lhe faculty member feels that he/she

“has not received due process, he/she has

the right to Eile an appropriate
grievance with the Faculty Rights and
Fesponsibilities Committee which will
Investigate the matter within four weeks
and sgubmit a°- recomm&ndation to the
President. A copy of the report will be
sent to the Vice Presldent for Academlc
Affairs, the Dean preferring the charges,
the Department Chair of the faculty
member, the charged faculty member, and
the Faculty Regent. Dissenting minority
reports shall be included In the final
report,

STEP FIVE. If the recommendation of the
ad hoc Termination for Cause Hearlng
poard is that cause does not exist for
termination of the faculty member's
contract and, if the President rejects
the recommendation of the ad hoe
Termination for Cause Hearing Board that
adequate cause for dismissal has not been
established by the evidence of the record
considered as a whole, the President will
gtate the reasons for doing so, in
writing, to the ad hoc Termination for
Cause Hearing Board and the faculky
member. The President will provide an
opportunity for written exceptions by the
faculty member within fifteen calendar
days before making any recommendation to

the Board -of Regents,
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Subject: Terminatlon of Faculty Section Number: PAc - 26
for Cause, Financial
Exigency, and Approval Date: 5/22/817
Discontinuance Revigion Date:
of Program

PRODCEDURE
FOR FACULTY
TERMIBATION

FOR FIHMAMCIAL

EXIGENCY:

STEP SIX. After a review of the facts
and the procedures followed, if it is the
decision of the President to make a
recommendation of termination of
employment for cause to the Board of
Regents, prior to [inal actien of the

Board of Regents, the Board shall
conzider any written exceptions and
responses to the Hearing Board's

recommendation and the recommendation of
the President, and at the request of a
party or on its own, permit oral argument
bofore the full Pourd of Regents. The

. Bea:d of Regents shall review the
sranscript of the hearing and the record
of evidence, and recommendations,
exceptions, and response, and may discussg
same in closed session. In open session,
the Boacd of Regents, will determine
whether or not to terminate the faculty
member's contract. This ends the formal
process of academic appeal but does not
preclude the possibility of seeking
redress through the legal system for
perceived injury and harm,

This procedure will be wused when it is
proposed by the President that the Oniversity
reduce the total number of faculty positions
on a campuswide basis due to a case of
financial exigency. It specifically outlines
the rights and academic due process that are
accorded a faculty member on a tenured or
non-tenured contract and does not attempt to
deal with other staff and University
personnel procedures. 1t is reconmended
that, in the general interest of Morehead
State University, a procedure be developed
for these employees and that a process be set
up to reconcile the interests of the
University as a whole.
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Subject: Termination of Faculty .| Section Nuamber: PAc - 26
for Cause, Financial I
Exigency, and Approval Date: 5/22/87
Discontinuance Revisicn Date:
of Program
IDENTiFICATION The Vice President for Adninistrative ard
QF A CASE OF Fiscal Services will identify that a case of
FINANCIAL financial exigency exists at Morehead State
LXIGENCY : University and will inform the President of

the situation with supporting documentation.

STEP ONE. The President will submit a
written report to the Faculty Senate which
states that a case of financial exigency
exists and give Dbudgetary and financlal
information which would support that
position. The President should also give a
personal assessment .of the situation and
preliminary recommendations for solving the
situzticn. The emphasis at this point in the
prr oess is to identify the number of faculty
positions which are proposed to be eliminated
and/or the dollar amount of savings in
faculty salaries which are necessary to deal
with the situation. The: preliminary
recommendations should also outline what
other cuts are baing proposed.

STEP "TWC. Following notification by the
President, the Faculty Senate will determine

" whether or not a case of Efinancial exigency

exists. If the Senate decides that the
President's case for financial exigency has
not been sufficiently documented, the

President will be invited by the Chair of %he
Faculty Senate to make a presentation te the
Senate at a regularly scheduled Faculty
Senate meeting to present more supporting
evidence for the position. It the Faculty
Senate determines that a reasonable case for
financial exigency exists, the matter will be
referred to the three independent ad hoe
committees listed in STEP THREE. The 5S5enake
may also choose at this time to prepare an
independent and more comprehensive report for
submission Lto the Faculty Regent and the
President.
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If the Senate

financial exigency has

demonstrated, th

decides that

copy to the Faculty Regent.

nct been
e Senate will
dissenting opinion

a case of
adequately
- gubmit a

to the Fresident with a

If after receiving 4 Faculty Senate

disgenting opinion,
case of finahcial exigency does

the Preszident feels that a

exist, the

President may proceed to develop a full report

to the Board

of TRegents regarding the

financial condition of the University. The

repeit will include,

information and

reports from

but not be limited to,
the Faculty

Senate and a recommended procedure to be
followed regarding the termination and due
process rights of tenured Eaculty affected by
the financial exigency.

STEP__THREE. The Faculty Senate will elect
the nine faculty members who are to serve on
the three ad hoc committees listed below.
Every effort will be made
equitable representaticn £rom Jontenured as

well as tenured
former who are 1

faculty, since

ikely to bear

ta have an

it is the

the brunt of

the reduction. There will alsc be a faculty
representative from each of
colleges on each ad hoc committee. Tha
work independently on the
determination of financial exigency and will

committees will

propose possible

courses of action.

solutions and
Faculty positions to be

the three

alternative

eliminated, but not specific faculty members,
may be identified at this point in the

process.

1. AD_ HOC

COMMITTEE CHAIREG BY VICE

PRESIDENT

FOR ADMINISTRATIVE AND
FISCAL SERVICES, The

sSeven—-member

committee will consist of the Deans

of the t
one facul

three colleges

Page 1l.of 20

hree academic
ty member from

colleges and

each of the

appointed by the



PERSONNEL POLICY MANUAL

Subject: Termination of Faculty Section Number: ThAc - 26
for Cause, Financial .
Exigency, and Approval Date: 5/22/87
piscontinuance Revision Date:

of Program

Faculty Senate as ocutlined above, and
will be chaired by the Vice President
for Administrative and Fiscal
Bervices.

2. AD HOC COMMITTEE CHAIRED BY VICE
PRESIDENT FOR ACADEMIC AFFAIRS. The
saven-member committee will consist
of the Faculty PRegent, the Faculty
Senate Chair, the Chair ofF the
Faculty Senate Fiscal affairs
Committee and one faculty member from
each of the three colleges appointed
by _the Faculty Senate as outlined
above, and Wwill be chaired by the
VYice President for Academic Affairs.

3. AD HOC COMMITTEE CHAIRED BY FACULTY
RIGHTS AND RESPONSIBILITIES CHAIR.
The seven-member comm]ttee will
consist of three Department Chairs
and one faculty member from each of
the Lthree colleges appointed by the
Faculty Senate as outlined above, and
will be chaired by the Chair of the
Faculty Rights and Responsibilities
Committee. The Department Chairs
will be appointed by the President,
and every effort should be made to
choose Chairs that will ©be most
adversely affected by the proposed
eliminations of faculty positions.

STEP FOUR. The three ad hoc committees will
present written reports to the President
within 120 calendar days from the time the
committees are convened. Copies of the
reports will be sent to the Faculty Senate,
the Faculty Regent, and the chairs of the

other ad hoc committees. Dissenting minority
reports shall be included "in the final
reports.
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STEP FIVE. The President, after receiving
the reports of the three ad hoc committees
and the final recommendations of the Facuity
Senate, will make recommendations regarding
the specific faculty positions and faculty
members who will be terminated for a case of
financial exigency. The President will
follow the Order ¢f Termination Sequence in
determining the faculty members to be

terminated.
ORDER_DF
TERMINATION 1, Tenured faculty members will have the
SEQURHCE: preference of retention over

. nontenured faculty members.

2. A faculty member who has attained
tenure prior to  another faculty
member will have preference of
retention.

3. If tie time of tenured service is

. egual, then tenured faculty of
supericr academic rark will bave
preference of retention.

4, 1f service and raenk considerations
are the same for two faculty members,
the faculty member with the longer

period of employment at the
University will have preference of
retention.

These specific recommendations will be
submitted to the Vice President for Academic
Affairs who will notify in writing, within
five business days, those faculty members
whose positions are croposed to be
eliminated. The Vice President for Academic
Affairs will also convene the ad hoc
Committee on Reconciliation listed in STEP
SIX. .
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STEP SIX. HQOC COMMITTEE
RECONCILIATION. The seven-member commlittee

the Vice President
the Vice President

the three committees 1listed in

STEP THREE,

the Chair

and the Faculty Regent who will secve
Chair, There should be a faculty member from
each College represented on the committee.
The committee will mnmeet individually with
each . affected faculty member and will make
every effort to reach some accommodation with
the individual regarding his/her rights and
posgible courses of alternative action. Such
advice may include, but not be limited to,
proposing such alternatives as a reassignment
of work duties, sabbatical leave for the
purpose of retralning or re-adapting teaching
skills towards a mnew position, and informed
of any early retirement incentive programs
available. The faculty member affected will
be afforded the opportunity to present
documentation or other evidence in support of
his/her objection to the proposed elimination
of' position due to financial exigency and the
resulting intention to terminate the faculty
member's contract. If the faculcy member and
the ad  hoc” Committee on Reconciliation can
reach a mutually agreeable solution, the
faculty member and the Committee will submit
a written proposal of settlement to the
President outlining the conditions of
acceptance,

If the matter cannot be resolved successfully
with the faculty member, the ad hoc Committee
on Reconciliation will is5ue a written report
to the President within £five business days
from the time of the final meeting with the
affected faculty member. The report will
outline the areas of disagreements. A copy
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of the repoii +vill Le sen! Lo the hair of
the Faculty Senate anl the Jaculty Hegent.
Disseating minority reportsn Yall Le include-i
in the final report.

1t the FLaculty ewber t+oele that he/she has
not receives] due  Liovess, hefsne has  the
tight o file ar upprepriate giievance with
the Faculty Rijhts and  Réspanzibilities
Comnmittee whion will anvestigate tne matter
within foor weeks and subait 4 recommendztion
to the President. & «<up- of toe ieport will
he sent to the Viece Presidlent for Academic
Affairs, Lhe Chaii ot 1%e Faculty Senate, and
the Faculty Reégent. Dissenting minority
reporks shall be ntludet  un the final
teport,

STE? 5IVEN. The President «111 meet,
personally with the farulty meahsr and will
attempt ™ teconcile the Areas of
disagreement pegarding the ‘e:mination of the
Eaculey member. Tt President, aftar

consultation Witk tne Yice  Presidear  {ac
Administrative and Fiscal Services, the Vice
President for Academic Affairs, the Faculty
Regent, the Chair of the Faculty Rights and
Responsibilities Committee, and a person of
the Eaculty member's choosing will then mike
a final recommendation regarding the position
of the faculty member which will be submitted
to the Board of Regents for consideration and
action. A written copy of the formal
recommendation will be given to the faculty
member within five. business days of the final
meeting. This ends the Eormal process of
academic appeal but does not preclude the
possibility of seeking redress through the
legal system for perceived injury and harm.
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PROCEDURES
FOR_PACULTY
TERMINATION FOR
DISCONTINUANCE
OF PROGRAM:

INITIAL
DETERMINATION

FOR THE NEED TQ
TERMINATE TENURED
TACULTY POSITICHS
FOR DISCONTINUANCE
OF PROGRAM:

This procedure will be used when the
President proposes that the University
eliminate all faculty positions in a
particular department, discipline, or program
area (hereafter referred to only as Program)
for a case of discontinuvance of program which
is based essentially on educational
considerations. - It specifically outlines the
rights 2nd academic due process that are
accorded a faculty member on a continuing
contract and Joes not attempt to deal with

other staff and University personnel
procedures. It is recommended that, in the
genaral interest of Morehead State

University, a procedure be developed for
these employees and that a process be set up
to reconcile the interests of the University
as a whole.,

NOTE: "Educational considerations™ do not
include cyclical .or temporary variations in
enrtollment. They must reflect long-range

judgments that the educational mission of the
institution as a whole will pe enhanced by
the discontinuance,

Recognizing that the President has authority
for progyram discontinuance, the University
will generally rely upon the Vice President
of Academic Affairs to determine whether .t
would be desirable and in the best interests
of the University as a whnle, based
essentially on educaticnal consideraticns, to
discontinue a Program and to eliminate all of
the tenured Eaculty positions in that |
Program. After consultation with the
appropriate Dean(s) and Departmeat Chair(s},
the Vice President will inform the Fresident
in writing of the situalion with supporting
documentation.

STEP __ONE. The President will submit a
written recommendation to the Faculty Senate
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which states that the President intends to
propose to the Board of Regents that a
particular Program be discontinued and that
all tenured faculty positions in that Program
be terminated due to the changing program
needs of the University. The recommendation’
will include, but not be 1limited to, the
rationale for discontinuing the Program, the
perceived effect that the elimination of the
Program will have on the University as a
whole, and the number of faculty positions
that will be terminated. The President will
alse submit copies o©of the recommendation to
the Dean of the College in which the Program
is located, the specific Program Chair, and
the Chair of the appropriate University
curriculum commitktee. Graduate and
undergraduate programs in the same Program
will be handled as separate recommendations.

STEP _TWO. The President will convene a
Seven-member ad hoc Committee on Program
Elimination to report on the effects that the
elimination of the FProgram will have on
University curricula. The ad aoc Committee
on Program Elimination will consist of the
two ‘college representatives on the
appropriate graduate or undergraduate
University curriculum committee Erom the
College in which the Program is located; two
members from the Educational Standards
Committee of the Faculty Senate elected by
the Faculty Senate; two faculty members from
the affected Program elected by Cfaculry
within . the Program; and the Dean of the
College in which the Program is located whu

will serve as Chair. The Program Chair (s}
may serve as nonvoting, ex officio member (s}
of the committee. The ad hoc ‘Committee on

pProgran Elimination will have at least 120
calendar days in which to prepare and submit
its finished report to the President with a
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copy to the Faculty Senate Chair and Faculty
Regent. The appropriate graduate or
undergraduate University curriculum committee
and the Faculty Senate shall alsc prepare
separate reports and recommendations for the
President.

STEP THIIE. 1t the ad hoc Committee on
Program Eliminatien recommends- that
elimination of the Program and its faculty
positions is in the best interest of the
University based essentially upon educational
conziderations, and if the appropriate
University curriculum committee and the
Faculty Senate concur in this recommendation,
the President will ask the Vice President for
Academic Aftairs to convene an ad hoc
Committee on Reconciliation as constituted
in STEP FOUR,

If the Faculty Senate .and the appropriate
University curriculum committee concur with
an opinion from the ad hoc Committee on
Program Elimination that the discontinuance
of the Program(s) and its faculty positions
is not in the best interest of the
University, and if the President feels that
the need for a program{s) discontinuance
exists, the President may proceed to develup
a full report to the Board of Regents
regarding Program disacontinuance. The
report will include, but not be limited to,
information and reports from the Faculty
Senate, the appropriate University curriculum
committee, and the ad hoc Committee on

Program Elimination; and a tecommended
procedure to be followed regarding  the
termination and due process rights of ’

tenured faculty affected ,by the Program
discontinuance.
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STEP FOUR.

RECONCILTATION.

AD HOC COMMITTEE O

If the President decides to

convene the Seven-member ad hoc Committee on

Reconciliation,

will consist

Acadenic Affairs,

of the_, Faculty

be a taculty

the

seven-member compittee

the Vice President fgr
the Vice President for
Administrative and Fiscval Affairs, the CcChair
Senate, and three members
elected by the Faculty Senate,
chaired by the Faculty Regent.

and will be
There shall

member from each College

represented on the committee.

The committee will meet individually with
each affected faculty member and will make
every effort to reach some accommodation with
the individual regarding .their rights and
their possible courses of alternative action.
Such advice would include, but not be limited
to, proposing such alternatives as a
reagsignment of work duties, sabbatical leave
Eor the purpose of retraining or re-adapting
teaching skills towards a new position, and |
informed of any early. retirement incentive
programa available. The faculty nember
affected will be afforded the opportunity to
present documentation or other evidence in
support of his/her objection to the proposed
elimination of position due to financial
exigency and the resulting Intention to
tarminate the faculty member's contract. I1f
the Faculty member and the committee can
reach a mutually agreeable sgolution, the
faculty. member and the committee will submit
a written proposal of settlement to the
President outlining the conditions of
acceptance.

STEP FIVE, If the matter cannot be resolved
succeasfully with the faculty member, the ad

.hoc Committee on Reconciliation will issue a

weitten report to the President within five
business. days- from the time  of the final
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meeting with the affected faculty member.
The report will ocutline the areas - of
disagreements. Dissenting minority reports
shall be included in the final report.

If the faculty member Eeels that he/she has
not received due process, he/she has the
right to tile an appropriate grievance with
the Faculty Rights and TResponsibilities
Committee which will investigate the matter
within four weeks and submit a recommendaticn
to the President. A copy of the report will
be sent to the Vice President for Academic
nffairs, the Chair of the Faculty Senate, and

the Faculty Regent. Dissenting minority
reports shall be included in the final
teport.

STEP SIX. The President will meet personally
with the Faculty member and will attempt to
reconcile the areas of disagreement regarding
the termination of the faculty menmber. The
President, after consultation with the Vice
President for Administrative and Fiscal
Services, the Vice President’ for Academic
Affairs, the Faculty Regent, the Chair of the
Faculty Rights and Responsibilities
Committee, and a person of the faculty
member's choosing will then make a final
recommendation regarding the position of the
faculty member which will be submitted to the
Board of Regents for consideration and
action. A written copy of the formal
recommendation will be given to the Eaculty
member within five business days of the final
meeting. This ends the formal process of
academic appeal but does not ‘preclude the
possibility of sgeeking redress through the
legal 5ystem for perceived injurfy and harm.
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PURPOSE : %o define the criteria, procedures, and
conditions of the review of University
acadenic personnel for the awarding of
tenure.

1. GENERAL PRINCLPLES

ACADEMIC Faculty member s have an impor tant
PRINCIPLES: responsibility 1n providing evaluations of
peers in the tenure process. This

responsibility involves the application of
academic and professional Jjudgments in a
framework o©of shared authority among wvarious
levels of review and betwsen faculty auad
academic administrators.

The tenure procedures consist of several
levels of Judgment and review: the
department, ithe college, aad the Universircy.
The initial reviews will take place at the
leve. of tne departmen:t and college and will
facus on professioral and scholarly judgments
of the gquality of the individual's academic
work. Subsequent levels of University review
will bring broader faculty and administrative
judgment to bear and will also monitor
general standards of quality, eguity, aod
adeguacy of the procedures used. AL each
level, the review process will reflect the
competence and perspective of the reviewing
body .

BYIPECTATIORS EWD An important part of the whole tenure process
STANDARDS OF TaCH for faculty members is that all parties to
URIT: the process share common expectations and
understandings. Since general statements of
principles will be broad and inclusive, each
academic unit may develop its own specific
expectations and standards in addition to the
broad, University-wide standards as the
operational basls for tenure recommendations.
Statements concerning these additional
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Ty,

CBANGING NEEDS
AND PRIGRITIES:

TENURE DEFPINED:

expectations and standards will be available
and on file in the Office oFf Lthe Vice
President for Academic Affairs, and will be
given to each faculty member.

The review process for teaure and promotion

is concerned with the academic and
professional merits of particular candidates,
judged in reference ko all  alternative
camlvdates, incl iding prospactive faculty

members. Tenure standards, therefore, cannot
he fixed and akvsolute but will reflect to
some extent the varying competitive positions
nf the University in attracting faculty.
accordingly, evaluations will Z2e influenced
by such considerations of relative standing.
Likewise, progressively more exacting
scrutiny will take place as the faculty
menber advances in academic rank.

Although the tenure 2rocess is  geared,
naccowly and properly, Lo evaluating
individual performance, the changing needs
and priorities of the institution may also
affect the decision to grant tenure. Both
equity and the long-rzage interests of the
institucion, however, reguire directing
primary attention te University needs and
priorities at the time of appointment and
careful intermediate and longer range
academic personnel planning.

Tenure s a system by which competent,
productive faculty meambers who meet certain
stated criteria are informed that they have
successfully completed their probationary
period and are recoygnized as continuing
nembers of the faculty free to pursue their
academic interests and responsibilities with
the confident knowledga that termination of
their appointment can be only for cause {see
Section III}.
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II, CRITERIA FOR TENURE
f - .
GESRRAL Tepure shall be based on the potential for
CRITERIA: future advancement in each of the areas as

indicated by performance during the
probationary period.

The
the

minimal requirements listed below are not
sole determinants in the process:

1

-

Teaching excellence--as recognized by
colleagues; department chairs, and

deans and as assessed by students.
Other evidence may include, but not
be limited ko, the following:

student contact activities
{advisement, . “supervision of
internships and theses); development
of new courses, prograas, or

innovative instructional technigues;
teaching awards and honors.

Professicnal achievement--as related
to the teaching area may include, but
not be limited to, the following:
research, scholarly or creative
achievements; attendance at
professional meetings and leadership
roles in professional organizations;
participation in seminars and
workshops; additional gradvate study
in the teaching field; work
experience; and consulting.

Service to the institution and the
communit =--may Lineclude, but not be
1imlted to, the following: active
participation on University, college,
department, .and Paculty Senate ad hoc
and standing committeeg; sgervice as

an official representative of the
University; sponsorship of approved
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co~curricular activities;
coordination of and pacrticipation in
University wor kshops, conferences,
clinics, inservice and special
events: development of proposals;
deve lopment of relationships with
professional groups in business,
industry, trade, education, and
government; non-University service
rendered as a citizen, not as a
representative of Morehead State

University.
II1. STATEMENTS REGARDING TENURE
TO WBOM TEHURE Frov.sions fo: Mclding aczuemi¢ tentre apply
PROVISIONS APPLY: to all faculty :embers of Horehead State
Jn.versity holding full-time, regular

PROBATIORARY
OR PRE-TENURE

Standing Appointments to the rank of
Professor, ASsociate Professor. and Assistant
Professor. Academic tenute is granted o&nly
1n an academic program area.

The probationary appointment period in the
University is [five years of continuous
enployment, beginning with the first full-
time regular standing appointment to any
rank . However, up to three years of
equivalent professional service at other
accredited institutions of higher education
or an earlier appointment at Morehead State
University may be applied toward this five-
year probationary period upon appointaent.
Criteria for awarding equivalent professional
service will be established by the Vice
President for Acadenic Affairs.

A Faculty member will not be retained beyond
a total of six years of full-time employment
in regular standing appeointments without
attaining tenure. To be tenured, a faculty
member must make application for tenure
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BOG-TENURABLE

ACADEMIC
APPOINTHENTS :

TRANSITION
PROVISIONS:

through =~ the appropriate tenure review
structure, .be recommended for tenure by the
President of the University, and be approved
by the Board of Regents for tenure.

This requirement will apply to eligible
faculty menmbers hired by the Univeraity who
did not held full-time reqular Standing
Appointments for the 1986~1%87 academic year.

A faculty member who holds tenure-eligible
rank must be reviewed for the awarding of
tenure no later than the fifth vyear of.
probationary status.

The tehure ptovisions defined herein do not
apply to the following academic appointaents:

1. Appointments designated as Standing II,
Fixed-Term I, Fixed-Term 1I, or Visiting.

2. Appointments without remuneration.

3. Academic appeointments to ranks other than
Professor, Associate Professor, or
Agsistant Professor.

HOTE: Fixed-Tera Appointments are
discontinued automatically at the stated
ending date or for cause during the term of
the appointment but may be renewed.
Standing II Appointments and Standing I
Appointments in nontenure-eligible ranks are
terainable under the conditions of
termination stated in PAc -~ 26.

Faculty who held full-time regular Standing
Appointments €for the 1986-1987 academic year
are subject to the following transition
provisions: -
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BOTIFICATION

ABOUT
PROBATIOHARY

PERICD FOR

HEW PACULTY:

The probationarty period for these faculty
shall be no 1less than five years In &
tenurable rank or Ffive years beginning with
the 1987-1%83 academic year, whichever comes
ficst.

Untenured [aculty who by the fifth year of
probationary status have been employed as
faculty by the University for seven or more
consecutive years shall not be required, but
may elect, to undergo tenure ceview. {See
PAc - 26, page 2, sStatement 4.) Faculty so
exempted who do not request review for tenure
within five years of attaining tenure-
eligible rank forfeit the right to request
tenure review in any Subsegquent year.

Those exempted faculty electing to apply for
acadenic tenure forfeit their exempted status
and shall undergo the same process with the
same benefits/consequences as other faculty
#ho apply for tenufe.

Each new faculty member is gliven a Contract
for Academic Service on which the starting
amount of probationary credit is stipulated.

A faculty member granted credit for
probationary years upon appointment or
promotion to a Ekenure eligible rank may
request part or all of that time to be
rescinded 1if he/she needs more time to
develop credentials for tenure, Bowever,
such request may not be made after the tenure
review process has started@ in the fifth
probatiocnary year,

A document signed by the Dean and the [Faculty

member confirming the change in years of
probaticonary ‘status shall be executed.
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PEXSONNEL POLICY MANUAL

Subject:

Tenure Review

Section Number: PpAc - 27

'Approval Date:? 8/6/88

Revision Date:

COMPUTING A YEAR

OF CREDIT TOMARD '

NOTICE OF
NOMREAPPOINTMENT
B AND TERMIMATION:

.In order to facilitate the

administration of

tenure review procedures, there shall be a

coamon tenure anniversary date of July 1.
This tenure anniversary date does not
necessarily coincide with the faculty
wember's date of initial appointment. A year

of credit toward tenure is earned in any year
in which the tenure-eligible faculty mesmber
has full-time active employment status of nc
less than half of the July 1 through June 30
year (one semester if he/she normally is
appointed for two semesters).

Since the purpose of the probationary period
is to provide opportunity for observing the
Eaculty member, time spent on leave of
absence will not be counted as active
enployment, except for leave of absence for
education purposes (see PG - 9).

Standards Eor notice of non=
reappointment for tenure-eligible
positions are as foilows:

I.

A. Dates

1. HNot 1later than March 1 of the
Eirst academic year of service.
2. HNot later than December 15 of
the second academic yeat of
service.
After two
service in
twelve months.

3. or more

the

years of
Oniversity,

The President notifies the faculty
member to be nonreappointed after
consultation with the appropriate
Academic Administrators.

If. All full-time and part-time Efaculty

members of Morehead State University

whose appointments are not being renewed
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PERSONNEL POLICY MANUAL

Subject: Tenure Review Saction Number: PAc - 27

Approval Date: 8/6/88
Revision Date:

ANNUAL PERFORMARCE

BEVIEWS:
TENURE PORTFOLIO:

CURRICOLUM VITAE:

have the right to a written statement of
reasons for nonrenewal upon request to
the President. A faculty member must
request the written statement of
reagon(s) within thirty (30) calendar
days of notice of nonreappointment.
Such reasons for nonreappointment will
be given by the President within thirty
{30} calendar days following the
request., All faculty meabers have the
right to appeal to the Faculty Rights
and Responsibilities Committee.

Annual performance reviews are made of all
faculty members.

The tenure portfolio must conkain a
curriculum vita and supporting documents.

The candidate's portfolio must document all
gqualifications, and it nmnust be complete at
the time of submission.

The following are guidelines for constructing
the curriculum vita. All categories will not

apply to each candidate. Whenever
appropriate specific titles, dates, pages,
and publishers should be included. A

reasonable sample of items under humbers III
and IV should be presented.

I. Personal Data

A. Name

B. Present rank, administrative title
(iLf applicable), and department

C. Dates of initial rank asgignment
and promotions at Morehead State
University

D. Field or fields of specialization

Page 8 of 23
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PERSOMNEL POLICY MAMUAL

Subject: Tenure Review

Section Namber: PAc - 27

Approval Date: 8/6/88
Brvigion Date:

II.

G.

Bducation conpletad: degrees,
certifications, and/oc licenses
with institutions and dates awarded
or granted

Teaching prior to Morehead State
University ar related work
experience prior to Motehead 3State
University

1. Institutions

2. Dates

3. Responsibilities

4. Rank changes and dates

Memberships in academic honor
organizations

Teaching--Note whenever reassigned tige
was given.

A.

Teaching load each semester

1. Numbers and titles of courses
taught
2, Credit hours/workload

Student contact activities

1. Number of advisees: graduate,
undergraduate

2. Supervisor of internships

3. Direction of theses and service
on theses committees

4. Direction of independent
studies

5. Service on oral examination
commikttees

6. Other

New courses and programs developed
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Subject: Tenure Review

Section Number: PAc -~ 27

Approval Date: 8/6/88

Revislon Date:

A.

B.

Innovative {nstructional techniquesA

developed
Teaching awardse and honors

Other evidence of effective

teaching

Professional Achievement

Scholarship

1. List of published articles
2, List of published books
3, List of published reviews

4, List of papers read at
conferences

5. Editorship of or service on
editorial boards of

professional journals
6. Scholarly grants
7. Sabbaticails
8. Pure regearch completed
10. Fellowships awarded
11. Awards for scholarship

Creative Productions--List of:

1. Exhlbits
2, Muysical compositions published

3. Poems, plays, stories, novels
published

4. Artistic performances

5. Speaking engagements

6. Inventions

7. Awards for creative

productions
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Approval Date:
Revision Date:
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1 C. Academic organizations
1. Memberships
2. Leadership roles
3, Attendance at conferences
4. Awarde for service
D. Continuing education
1. Seminars attended and form of
participation
2. Workshops attended and form of
participation
3, Graduate study
a. Ingtitution
b. Degree being pursued and
anticipated date of
completion
c. Credit hours completed
E. Relevant work experience and
- consulting
1. Institution/agency
2. Responsibilities
3. Dates
F. Other evidence of professional
growth
IV. Service
A. List of University, college,
department, and Facelty Senate ag
toc and standing committees with
level indicated in each case
B. Sponsorship or advisor of
University-approved extracurricular
activities
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Subject: Tenure Review

Section Number: PAc - 27

Approval Date: 8/6/88
Reviaslon Date:

Service as official representative
of the University

l. Place
2. Responsibility
3. Date

Coordination of and participation
in Morehead State University
workshops, conferences, clinics,
inservice, and special events

1. Title
2. Form of participation
3, Date

Development of proposals to benefit
the University

1. Title of proposal

2. Date submitted

3. Accepted or rejected
Development of relations with
professional groups {business,
industry, trade, education, and
governaent)

Honors and awards for service

Other University service

Non-Univergity service

SUPPORTING The supporting documents should be arranged
DOCUMENTS : in the following categories:

1. Documents which support personal data
{for example):

--copies of officlal transecripts
-=-copies of official letters of promotion
at other institutions
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PERBONNEL POLICY MANUAL

Subject: Tenure Review Section Wumber: PAc - 27

X Approval Date: 8/6/88
Revision Date:

2. Documents which support
effectiveness of teaching (for
example} .

--copies of results of teacher
ratings

--copies of descriptions of
innovative instructional
technigues

--copies of teaching awards and
honors

J. Documents which support evidence of
professional growth (for example)

--copies of published articles,
books, reviews

--coptes of papers read at
conferences

--copies of conference programs

--copies, slides, tapes of, or
patents for creative productions

-—evidence of roles in acadeaic
organizations

-=avidence of <continuing edycation
including transcripts of graduate
work

—--programs identifying speaking
enqagements

4. Documents which support service ({for

axample)
--copies of proposals to benefit the
University
~-copies o0f honors or awards for
service
TENURE Department, College, and University Tenure
COMMITIEES: Committees will be formed and operate within

the following structure and procedures:
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Subject:

Tenure Review

Section Number: PAc = 217

Approval Date: 8/6/88
Rovision Date:

1.

No candidate for tenure, candidate's
spouse, department chairs, or deans
will serve on tenure committees,

No faculty member will serve ¢on @ore
than one tenure committee.

Preference for committee wesbership
shall be given to those who have
undergone the tenure process.

The chairperson of each tenure
committee will be elected by Gthe
committee,

In academic areas where schools are
the administrative unit above the
department level, the peer review
will be by the departaent, college,
and University tenure committees,

The University Tenure Committee shall
consist 0of pnine (3) faculty =embers
elected by the Faculty Senate froa
the tenured, full-time faculty and
must include three representatives
from each college and shall include

both males and females. Ro two
representatives should be from the
same department/school, Committee

members shall be full professors. In
the event that Efull professors are
unavajilable, associate professors may
serve; if no associate professora are
available, assistant professors may
serve. Term of service shall be
three years, with one member from
each «college being teplaced each
year. A member pmay not hold
succesgsive terms.

The College Tenure Committee shall
consist of one repregentative from
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Section Number: PAc - 27

‘Approval Date: 8/6/88
Revimion Date:

lo.

1.

each department of the college.
These members should be tenured,
full-time faculty nembers. Each
department will elect, by secret
ballot, a trepresentative to secve a
two-year term on the college
committee,

The Pepartment Tehute Committee
should consist of the department as
a whole {if not excluded by

gonditions L and 2 above). Each
depactment may choose to elect a
Department Tenure Committee. all

faculty who are not excluded by
conditions 1 and 2 above are
eligible for committee membership
and are elected by secret hallat.

The quorum necessary for voting will
be two=-thirds of the total
membership of a2 commpittee.

All wvoting on candidates will be by
secret ballot. Recommendation for
tenure requires an affirmative vote
by a majority of the committee
membership voting. There shall be
no abstentions in the voting
process. In all committee
recommendations the number of "yes"
votes and the number of "nc” votes
must be recorded.

In all cases, tenure committees must
state in writing on the appropriate
form the rationales for the majority
recommendation and a numerical
rating of gqualification for tenure.
Those in the minority must also
state their rationale in writing,
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Subject: Tenure Review Section Number: PAc - 27

Approval Date: 8/6/88
Revision Date:

GUIDELINES:

IKITIATION OF THE

12. Tenure committees’ deliberations
must be treated confidentially and
must not be discussed outside of
tenure committee meetings.

IV, TENURE PROCESS

All prospective candidates (for tenure review
may elect to attend an orientatien workshop
sponsvred ard presented by the Vice President
for Academic Affairs and the previous year's
chair of the University Tenure Committee that
shall be held no later than April 15 of each
year. Each candidate for tenure will receive
peer review at the department, college, and
University levels. In addition to peer
review, each candidate will be reviewed by
his/her Department Chair, Asspciate Dean (if
applicable), College Dean, and the Vice
President for Academic Affairs. The
President makes the final recommendation to
the Bocard of Regents.

BY SEPTEMBER 15: The candidate applying for

REVIEW PROCRSS:

REVIEW
OF PORTFOLIOS:

tenure review has the responsibility for
submitting the required tenure portfolio,
which includes the «curriculum wvita and
supporting documents, to his/her college
dean. The dean will place the portfolio in a
secure area for review by the appropriate
Department Tenure Committee, College Tenure
Committee, Department Chair, Associate Dean
(if applicable), and College Dean.

The review process will proceed as described
below:

1. BY OCTOBER 1: Department Tenure
Committee, Department Chair, College
Tenute Committee, Associate Dean (if
applicable), and College Dean
independently review the portEolios
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and make a determination regarding a
positive or negative recommendation.

The recommendation, supporting
rationale, and numerical rating of
qualification for tenure are

documented on the appropriate forms
(see attached Forms & and B8) and
submitted to the College
representatives of the UOniversity
Tenure Committee.

BY OCTOBER 5: As s500n as thesge
reviews are conpleted, the College
Dean sends the portfoliog to the Vice
President for Academic Affairs, who
places the portfolios in a gecure
area for review by the University
Tenure Committee,

BY OCTOBER 5: The two college
representatives of the University
Tenure Committee inform the
candidates af the appropriane
Department Tenure Committee's,
Department Chair's, College Tenure
Committee's, Associate Dbean's (if
applicable), and College Dean's
recommendations through presentation
cf the summary Fform (see attached
Form C).

BY OCTOBER 10: 1E all
recommendations are for tenure, the
portfolio will agtomatically be
reviewed by the University Tenure
Committee. If any recommendation is
against tenure, the candidate may
withdraw the portfolio, regquest that
it be sent on without responding, or
request that it be sent on with a
letter of response to any
recommendation againgt tenure. if
the candidate chooses to gubmit a
letter of response, it must be
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Approval Dége: 8/6/88
Reviaion Date:

submitted to the appropriate
representative of the University
Tenure Committee. To withdraw the

portfolio, a candidate nust submit a
written reguest to the college
representative of the University
Tenure Committee, who will then
return the gortfolic to the
candidate.

BY NOVEMBER l: The University Tenure
Committee reviews the candidate's
portfolio; the recommendations by the
Department Tenure Committee, the
Department Chair, the College Tenure
Committee, Associate Dean (if
applicable), and College Dean; and
any letter of response; and makes a
determination regarding a positive or
pegative recommendation. The
recommendation, suppeorting rationale,
and numerizal rating of gqualification
for tenure i3 documented on the
appropriate form {see attached
Form D).

BY NOVEMBER 2{0: The two University
Tehure Committee representatives Eron
each college will inform their
college's candidates for tenure of
the University Tenure Committee's
recommendation. if the
recommendation is for tenure, the
portfolio will automatically be made
available for review by  the Vice
President for Academic Affairs, the
President, and the Board of Regents.
If the Universzsity Tenure Committee's
recommendation is against tenure, a
college representative will inform
the candidate; and the candidate may
withdraw the portfolio, request that
it be sent on without responding, or
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&

request that it be sent on with a
letter of response. If the candidate
chooses to submit a letter of
response, it wust be submitted to the
Vice President for Academic Affairs.
To withdraw the portfolio, a
candidate aust submit a written
request to the college representative
of the University Tenure Committee,
who will then return the portfolio te
the candidate.

The Vice President for Academic
Affairs reviews the portfolic, the
recommendations, and the letters of
response., The Vice President makes a
recommendation on each portfolio to
the President, who in turn recommends
to the Board of Regents, who will
make the Einal decision.

BY 1 WEEK AFTER GSOARD'S DECISION:
Within one week of the Beard of
Regents’ decision, the President
informs each candidate in writing of
the decision. The tenure portfolio
will be availakble for return.

BY 2 WEEKS AFTER BQARD'S DECISION:
Each candidate who does not receive
tenure will be invited to meet with
the Vice President for Academic
Affairs for further explanation. The
candidate has the option Lo decline
this invitation.
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FORM A: DEPARTMENT TENURE COYMITTEE RECOMMENDATION OR
DEPARTMEET CHAIR OR ASSOCIATE DEAN RECOMMENDATION

Candidate’s name:

Depattment: College:

Lecommendation (circle one) TENURE DO NOT TENURE

Using a scale of 1 to 10 with 10 being the highest possible
score, assign a numerical wvalue to each of the following areas
aind multiply by the assigned factor. The sum of the three areas
becomes the rating of qualification for tenure:

TEACHING X 60% =
SERVICE X208 =
PROFESSIONAL ACHIEVEMENT X 208 =

RATING OF QUALIFICATION FOR TENURE:

LER A ARE R SRR R N R RN RN IR R S RS2 AR RSN SN LRSS R}

“ete(s) FOR Vote(s) ASAINST

Please provide specific rationale which suypports the £inal
-- recommendation, Use the reverse side if needed,

Department Chair's or Associate Dean's name

OR List of Committee Members and Chairperson
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FORM B: COL: EGE TENUBE COMMITIRE RECOMNEMDATION OR
COLLEGE CHAIR OR 13SOCIATE DEAN RECOWEMDATION

Candidate's name:

Department: College:

‘ecommendation (circlﬁ one) TENURE BO NOT TENURE
nsing a scale of 1 to 10 with 10 being the highest possible
score, assigh a numerical value to each of the Following areas
ind multiply by the asmigned factor. The sum of the three areas
bezomes the rating of qualification for tenure:

TEACHING X 60% =

SERVICE X 20y =

]

PROFESSIONAL ACHIEVEMENT X 20% =

RATINRG OF QUALIFICATION FOR TENURE:

Qit'...'i..'iit.t.*i!l....'ti."ili!ti..‘i..*‘*’*.*'i"*ﬂ'ﬁi."*...

vote {s) FOR Vote’s, AGAIRST

Please provide specific rationale which supperts the (final
commendation. Use the reverse side if needed.

Coliege Dean's hame

O9R List of Committee Members and Chairperson
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FORM C: SUMMARY OF RECOMMEPDLTIONS

icandidate's name: Bighest degree held

Yepartment: Coliege:

ime at Morehead Time since last advancement

RS A LRSS RS R R Rl RE SRR R AR RS2SR AR RSN

Department Committee Recommendation FOR AGAINST

Rating of Qualificatioan for Tenure

Summary Rationale:

~epartment Chair's Reconmendation FOR AGAINST

Rating of Qualif:cation for Tenure

Summary Rationale:

. College Committee Recomzendation FOR AGAINST

Rating of Qualification for Tenure

Summary Rationale:

Agsocliate Dean's Recommendation ({if applicable) FOR __ AGAINST __

Rating of Qualjificaticen for Tehure

Summary Rationale:
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Department: i College:

PORM D: UNIVERSILY TENURE COMJ{ITTEE RECCNNENUATION

Candidate's name:

Recommendation (circle! one) TENURE DO NOT TENURE
’Jsing a scale of 1 to 10 with 10 being the highest possible
scoore, assign a numerical wvalue to each of the following areap
and multiply by the assigned factor. The sum of the three areas
oecones the rating of qualification for tenure:

TEACHING X 60} =

SERVICE X 20% =

1

PROFESSIONAL ACHIEVEMENT X 20% =

RATING OF QUALIFICATION FOR TENURE:

s a2 i L R R e R R R R A R SR X AR SR R R RSN S A 42

Vote {s) FOR vote (8) AGAIRST

, ~"-lease provide specific rationale which supports the £final

wcommendation. Use the reverse side if needed.

List of Committee Members and Chairperson
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PERSONNEL POLICY MANUAL

Subject: “Regular" and Section Number: PG - 1
"Nonregular®™ University
Employment Approval Date: 7/1/85

Revislon Date:

PURPOSE :

RFGULAR ENMPLOYEES
DEFINED:

EMPLOYEES DEFINED:

CONTINUING
PART-TIME EMPLOYEE
DEFINED:

To define regular and nonregular faculty and
staff members.

A regular faculty or staff member is a person
who is appointed to a full-time position that
will exist for more than six consecutive
calendar months with the expectation of
continuance.

A nonregular faculty or staff member is a
person who works less than full-time or wha
works full-time but is not appointed to a
position that will last more than six
consecutive months.

A continuing part-time faculty or staff
member is a person who is appointed to a
position that is at least half time but less
than full time, that will last for at least
nine months, and that has an expectancy of
continuation. Such positions are considered
nonregular in that they are not eligible for
University insurance benefits. However, they
are eligible for some specific paid time-off
conditions as designated in policies.

NOTE: Any continuing part-time faculty or
staff member participating in tae
University's insurance benefits at the time
this policy becomes effective shall be
permitted to continue such coverages.

1. Each regular faculty or staff member is
subject to the provisions of:

a. University personnel policies that
apply to regular employees in his or
her classification category.

b. Applicable insurance benefits offered
by the University.
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Subject:

"Regular® and Section Number: PG - 1
"Nonregular™ University
Employment Approval Date: 7/1/85

Revision Date:

c. Regulationa regarding participation
in a retirement plan.

d. Applicable federal and state laws
including workers™ compensation and
unemployment compensation.

e. University regqulations regarding
employment at retirement .age,

2. Each nonregular faculty or staff member
is subject to the provisions of:

a. University regulations regarding
employment and retirement age.

b. Applicable federal and state laws
including workers compensation and
upemployment compensation.

3. Bach continuing part-time faculty or
staff member is subject to the provisions
of:

a. University " regulations ' regarding
employment and retirement age.

b. Applicable federal and state laws
including workers compensation and
unemployment compensation. *

¢. Applicable regulations regarding the
retirement plans.

d. Those parts of the- University
personnel policies specifically
designated for continuing part-time
personnel such as prorated vacation
and sick leave.

Page 20f ]



- "

PERSONNEL POLICY MANUAL

SubjéctE "Regular™ and Section Number: PG - 1
- "donregular"®
University Employment Approval Date: 1/1/85

Revision Date:

EXCESSIVE HOURS
.WORKED BY A

BOMRRGULAR
 EPLOYER:

If an individual employed on a nonregular
basis works a schedule that meets regular
employment conditions, the supervisor
shall: {a) reduce the individual's work
achedule to a nonreqular 1lcad, or (b)
request that the position be established

‘\as a regqular position, or (c) terminate

the employment of the incumbent. If a

" position 1is established, that position

shall be filled in accordance with normal
gearch and/or promotion procedures. The
nonregular employee shall not be glven
preference for the position, .
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PERSONNEL. POLICY MANUAL . S

Subject: Payroll Classification Section Number: PG - 2
Categories

Approval Date: 7/1/85
Revision Date:

PURPOSE:

DEFINITIONRS OF
: CLASSIFICATION

CATEGORIES :

To define the general payroll ¢élassification

categories used for - faculty and _staff
members. '

Each regular faculty and staff member of the
University is classified in one of the
following categories.

1. Academic--Those individuals whose
primary responsibllity is teaching
and who are gualified for the titles
of Professor, Asscociate Professor,
Assistant Professor, or Instructor.
Designation in this category is the
responsibility of the Vice President
for Academic Affairs.

2. Administrative--Those individuals
whose primary tesponsibility is the
administration of the institution ot
an -~ academic or .institutionwide
nonacademic unit or function of major
scope. It includes the President;
those with the title of Vice
President, Dean, and Department
Chairy and others designated by the
President including, but not limited
to, Directors and assistants to the
President. .

3. Staff Exempt--Those individuals whose
primary responsibilities are the
per formance of professional,
administrative, and supervisory work
as defined by the - Falilr Labor
Standards Act. Designation in this
category is the responsibility of the
Director of Personnel Services. '
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Categories

Approval Date: 7/1/85
Revision Date: - .

4. Staff Nonekemgt--Those individuals who

perform technical, paraprofessional,
secretarial, clerical, service, main-
tenance, and/or skilled trades work
and who are designated as nonexempt
under the Fair Labor Standards Act.
Designation in this category is the
responsibility of the Director of
Personnel Services.
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PERSONNEL POLICY MANUAL

Subject: Types of Appointments Section Humber: PG - 3

Approval Date: 7/1/85
Revision Date: 3/26/87

PURPOSE: . _The purpose of this policy .is to list and
define the types of appointments which may be
made to faculty or staff members of the
University.

STANDING I Standing I Appointment designates those'

APPOINTMENT : . appointments which are full-time and for
which no ending date is specified. Such

appointments are terminable in "accordance
with the appropriate University policy.
Standing Appointments are regular (see
PG - 4) and must be backed by, permanent
budgeted funds. The position for each.
tanding Appointment appears as a line item
of a departmental budget salary schedule and
is assigned a budget position number on the
payroll record. Standing Appointments may be
used for all four payroll classification
categories (see PG - 2). i

Standing appointments may be specified for
seven, eight, nine, ten, eleven, or twelve
months per fiscal year.

STANDING II Standing 1I Appointment designates those .
APPOIHNTHERT : appointments which qualify as continuing _|
: part-time {see PG - 1). Such appointments ©°

are -terminable . in accordance with the
appropriate policy.

FIXED-TERM I Fixed-Term I Appointment designates those

APPOINTMENT: appointments which are full-time for a fixed
petiod of time of at least six calendar
months. ' Such appointments are regular. The
position does not have to be backed by
permanent funds. :

Fixed-Terimn I appointments may be used for all
payroll classification categories including
Instructors and any other individual in the
. academic payroll classification category not
covered by the tenure regulations.
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Approval Date: 7/1/85
Revision bate: _.3/26/87

FIXED-TERM II
APPOINTHMENT :

Fixed-Term I appointments may be used when an
individual is designated to serve in an
Acting or Interim capacity. In Buch cases,
the individual will:

1. Be. granted a Leave of Absence with
the mutual consent of both the losing
and gaining administrative units, or

2. If motual agreement cannot be
obtained, relinquish any clalm to the
position from which he/she is
departing.

Fixed-Term I Appointments may be made for up
to four years. Such appointments are
discontinued automatically . at the - stated

‘ending date or for cause during the term of

the appeointment at the discretion of the
President. These appointments wmay be
renewed, . .

Fixed-Term Il Appointment designates those .
acadenic appointments which are full-time for
less than six calendar months or for less
than full-time. for up to one year. Such
appointments are- nonregular- and are for a
fixed period &f time. Such appointments are
digcontinued automatically - at the stated
ending date or. for cause duting the term of
the appointment, Theae appointments may not
be renewed. .

1. If full-time for less than six
months, until a period of six months
has elapsed; or ’

2. If less than full-time for a period

of up to one.year, until a period of
twelve months has elapsed.
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Revision Date: 3/26/87

VISITIRG
APPOINTMENT :

SUPELEMENTARY
APPOINTHENT:

APPOINTHMENT WITHOUT-

REMUNERATION:

Visiting- ., Appointment designates an
appointment in which "visiting® {5 part of
the title. . Buch an appointment is

nonreqular, whether full-time or part-tinme.
Visiting Appointments apply to ' academic
pesonnel only. Such appeintments are
normally limited wup to one year. The
position does not have to he backed by
budgeted. funds. .

Supplementary Appointments -designate those
appointments which are .supplementary to
Standing Appointments and have the effect of
providing additional contractual  cobligation
beyond the terms of the Standing Appoxntment.
For .example, a Supplementary Appointment is
used if an individual whose standing
contractual obligation is for nine months but
is employed temporarily for one to three
additional months. . ’

Supplementary Appocintments are also used to-
designate those appointments which are
supplementary to Standing or Fixed-Term- I
Appointments Lo compensate for approved
additional services provided during the same
weeks of service of those appointments. For
example, a Supplementary Appointment is used
if "an eligible employee whose starding
contractual obligation is for twelve wnounths
and is employed .to teach a course for
additicnal compensation. . '

Appoinktment without remuneration designates
an appointment of an individual who does not
receive remunecration for the acadenic
position held in the University. - Such
individuals include- those designated as
Clinical Faculty Appoxntments outlined in
PAc - 1 or those visiting "faculty who are not
being paid by the University. The position
does not appear as a line item on the
departmental budget salary schedule and “is
not "assigned a budget pos;txon numbe: on the
payroll record.

Paye Jof 6 o At 4
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Subject: Types of Appointments Section Humber: PG - 3

Approval Datet: 1/1/85
Revigion Date: 3/26/87

WAGE PAYROLL:

All other employees of the University who are
not specifically appointed to budgeted
positions are considexed wage ~ payroll
employees. As such, they  are nonregular and
may be terminated upon notice. A Personnel
Action Request is submitted on which the time
frame fcr the appointment and the rate of pay
are designated. Actual hours worked are
submitted on biweekly time sheets.

_ Wage Payroll appointments are used for:

- 1. Temporary . positions which are
positions for a period of time not to
exceed six (6) months in any event
and are not renewable; or

2. Part-time positions which are
positions - that may be permanent in
duration, but which require less than
an annual or fiscal year average of
one hundred (l00) hours of work per
month. * k .

Page 4 of &
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TYPE OF TYPE OF TYPE OF
APPOINTHENT DEFINITION COVERAGE STATUS BENEFITS ACTIONS CONTRACY |
Standing I No Ending Faculty Regular Fully Appointpent For raculty

Appolintment Date Rdninistra- Covared X and Adminie-
Full-Time tive trativa:
Permanent Exezpt and Standing I -
Budgat Hon-Exempt . upon Initial
Funds Stafr Employmant
ror Exempt =
. and Hon-
Exenpt: Lat-
. tar of Offer
upon Inltlal
- * - Lettors of
. Continued
- 1 £
Standing 11 No Ending Faculty Hon- Nay Be Appolntoent | StandIng II
Appoinktment Date Exeopt and Regular | Partial for Each
Part-time Hon-ERemy - Caverage Perlod of
Parmanent Staff by Law . Employmant
Budget )
) Fundg
Fixed-Ternm I Ending Faculty Reqular Fully Appolntment | Plxed-Term I
Appolntment Date More Administra=- Coverad for Each
Than 6 tive Period ot
Monthe Exgnpe and Foploysent
Soft Non-Ezempt
Money® Staff .
Full-Time N
Termipable -
Afterp
Specified i
Time
Fixed- Specify Faculey Nan- Hot Appelntment Flzed-Tarm II
Term II Ending Regular  Covered Special or Vielting
Appointrent Date Project for Each
. - | seft . : R Pariod of
Money Employment
Full-Time .
up to & v B R
months
or Pare-
time up
te One *
Year
Terminable B
After N
Specified .
Time
Visiting vialting Faculty Han~ Hot Appointaant Fixed-Tera 11
Appointment ‘part of Reqular Covered or Vislting
Title . for Each
specify Period of
-Ending. Ezploynant
bate
doft .
Monay® .
Limited to -
One Yeat -
Can ba
. Full- or
Part-Time

{continued]
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TYPE CF TYPE OF TYIE OF

APPOINTMENT DEFINITION COVERAGE STATUS BRNEPITS M:'H# w
SuppIu- Mupt Ba FucuIty Rngu[ar Tully Bummar upplementa
nentary standing I} Administrza~- Covored and II- for Bach
Appointment or II tlve Appoint— Zxtendud
Appoint~- Ezempt and ) nents veriod of
ments Hon-Exeopt 9 Manth Eaploysant
Providing Seaft Appoint- or for Addad
an Aadl- mant Dutiaw
tional . 1 Extended to
Contract 10, 11,
Obligatien or 12 Honth
in Supple- Appolint-
ment Lo mant) or
Original Adainlstra-
Agreomant . tors Teach=
(Addn Cal- ) ing Might
endar Clasmanm
. Tipe): or N "On the
Must Be Road®
Standing I Payment
I, or -
Fixed-
Term 1
appoint-
ments
within
Same- Con-
trzactual
Pariocd:
(Adds
Dutiaa)
Should Kot
Handle
Dvertime : - )
Wage Payroll Specify Ezenpt and Nen= Hot Tewporary None
Ending Hon-Ezempt Regular Coverod Assignment
Date Staft (Sea . Special
Soft PG 1, Project
Maney” : 2, and : :
Full-Time . 4 .
up to & .
Months or
Part-Time
up to One
- Year
Terminabla -
after
Specified
Time

*Soft money if defined aa non-recurring funds Erom University or esternal scucces.
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PERSONNEL POLICY MANUAL

Subjeciz Contracts for Services Section Numbor: PG -~ 4

Approval Daote: 1/1/85
Revisgion Date: 3/26/87

PURPOSE:

CONTRACT ISSUED
- UPON _FIRST
APPOINTHENT:

SUBSEQUERT CBANGES

IN CONDITIONS:

-FIXED-TERM
APPOINTMENTS :

CONTRACT PORMS:

To define the uses of contracts.

. The Uﬁiversity uses contract forms for

appointments " in the academic and
administrative clasgification categories.
Contracts are not used for other
appointments. Letters of offer {or other

means) Are used for appointments for other

, categories of employees.

A contract is provided upon first employment
in a Standing I Appointment in elther the
academic and/or adminiatrative category.
With the exception of Fixed-Term Appointments
‘and Standing - I appeintments for
administrative personnel as defined by
PG - 2, only one contract form is executed
Eor an individual.

‘Subsequent ° changes in conditions of

employment for individuals such as a
promotion in rank, the granting of tenure, an
increase in salary, and file] forth are
accomplished by 1letter. A schedule of dates
for issuing letters of continuing employment
shall be published by December 1.

Contracts are written .for the first
appointment and for each subsequent
appointment of an individual appointed on a

"fixed-term basis.

The attached samples of Conttaéts for
Services forms are used [n accordance with
this policy:

K., Standing .1 Appointment - This form is
used for: (1) individuyals in the
Administrative category who have
direct responsibility for academic
units Ssuch as Deans and Academic

‘-Department Chairs ({see PG - 2 and 3),

ﬁage lof 7
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Contracts for Services Section Humber: PG - 4

Approval Date: 7/1/85
Ravision Dates: - 3/26/87

(2) individuals in the Administrative
category who are not directly
responsible for an academic unit and
who are not granted regular acadewmic
rank © (aee PG - 2 and 3), and
{3} those clasaified ae acadenmic who
meet the requirements of Standing I
Agpointments (see PG - 2 and 3).

Standing II Appointment ([Continuing
Part-Time) = This form 1is used for
those who meet the requirements of
continuing part-time (Bee PG - 1, 2,
and 3). . .

Pixed-Term I Appointment - This form
is used for all classifications of
faculty and staff members who meet

- the requirments of Fixed-Term I

appointments (see PG - 2 and 3).

Fixed-Term II or Visjting Appointment
(not eligible for . benefits) - This
form, is used for those clasgified as
academic’ who do ,not meet the

definitlion of regula: employmnnt (see
PG - 1,2, and 3}.

Suggiementarz Appointment = This form

is used to extend the time or the
dutles of a Fixed=Term I or a
Standing Appointment for Eaculty or
staff members beyond the terms of
the current. contract. (see PG - 2
and 3) :
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Zontract for Services

Standing 1 Appointment

The Prasident of Morehead State University, subject 10 approval by the Board of Regents, has recommendesd
your appointment as foliows:

Name

Organizational Administrative Unit
Titte and, if applicable, Rank

Efisctive date of appointment

Annual salary and semvice Annual salary of § __ composad ok
S __basasalary for _____ months
of servica plus (if applicable)
$____  adiustmentfor
additional months of service pius
$ —— . administrative supplement pay-

- . ablein _____monthly or ____ semi-

monthly instaliments,

Applicable tenure status | ) Terured

[ ) Probatonary status with
years of academic sarvice credit
{ ) This is not a tenure sligible eppointment.

Inaccepting thig appomiment, you are entrtied to University benefits and you agree 1o abide by the applicable
regulations affecting University personnel,

Misrepresentation of vitae andfor application information can be ceuse for denial or tarminaton of
employment.

i you agree 10 those terms of your appoinimernt, please sign on tha line bolow and retum all conies,
except the gold copy, to the Office of Personnel Services by

Additional conditions:

Sppoprials vicy presient/dain

Acceptsd die

Social Security No.

Crsrribubon white—Poraorrel Sevvices Ofice
bluo—Paymd
groen—ADpropriate vice prasident
yelow—Colloge o suparviaor of ofice direcior
pinh—Depanment chair/ofice drertor
goid—~Indrvdual
Page 3 of 7
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Zontract for Services

Standing il Appointment (continuing part. fime)

The Presiden of Morehead State University, subject to approval by the Board of Regents, has recommended
your appointment as lollows:

Name

COrganizational Adminstrative Unit

Title and, i applicable, Rank

Effective date of appoinimenl

Anstual salary and-service s_ for % of full-time

service for _____ months per year.

This 15 ol a tenure-efigible appointment. You are not eligible for the insurance benefits of the Univarsity. -
This appointment is terminable in accordance with notice procedures under University poficy.

In accepting this. appointment, you agree to abide by the applicable regulations aflecting University persannal.

Misrepresentation of witae and.or application injormation can be c¢ause for denigl or tgrmination of
employment.

I you agree o these lerms of your appointment, please sign on the line below and retumn all copies,
except the gold copy. fo the Office of Personnél.Services by

Additional conditions

aporopnay vice present/date

Accepted OO date
signature

Social Secunity No

Drstripution  whiig— Paisonnel Senvices Oftce
blue = Payroll
green-=ApDropiale vics [fagiden
yoliow —Collaga dean: supenvisor of office diector
pank—Department chair’office direcior
gold—Indnaduat . h

Page 4 of 7
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contract for Services

Fixed-term | Appointment

The President of Morehead State University, subject 1o approval by the Boa:d of Fisgemn has racommended
your appointmearnd as falk:ws

Nama

" Qrganizational Administrative Unil

Title and, if applicable. Rank

Period of appointmant

Salary for penod of appointmant

-Note: Notice of nonrenewal’of this appointment is not required. -

This is not a tenure-eligible appointment.

in accepting this appointment, you are entitled to University benefits and you agree to abide by the applicable
regulations aflecting University personnal.

. Misrepresentalion of -vitae and/or application information can be cause lor denial or termination of
employment. .

I you agree to these tarms of your appointment. please sxgn on the line beiow and retum all copies,
except the gotd copy. to the Office of Personnel Services by

Additlonal conditions

Accepled - date |

Social Securty No

Drsirbubon  whita—Personne! Senaces Office
bhas—Payrol
Green—Aporopnaie nee

‘Page 5 of 7 .
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Contract for Services

rixed-term Il or Visiting Appointment (not eligible for benefits)

The President of Morehead State University, subject to approval by the Board of Regents, has tecommended
your appointment as follows:

Name

Organizational Administrative Unit

Title and, if applicable, Rank -

Period ol appointment

Salary for pericd of appointment

MHote: Notice of nornrenewal of this appointment is not required.

This is not a fenure-eligible appointment. You are not eligibla for benafits of tha University.

In accepting this appointment, you agree lo abide by the applicable mwlam Mng’Urﬂversity pambnna!.
Misreprasaentation of vitae and/or application information can be causa for denlal or-larrnms:ion of
emplaymant, . '

il you agree to these terms of your appom!mem, please Sign on the fine below and return all coples,
except the gold copy, to the Offite of Personne! Services by

Additional copdl!lonl

Accepted - date

Social Security No,

Drstribubon “white —Forsonnsl Sarncea Office
hiuo—Payrofl
green—Approprists wce presuerd
yoRow=Cofego dean/suporviscr of offico director
perk— Depertmont chasr/olfice diactor
goid—indiidusl -
Page 6 of 7 A %
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“~ontract for Services

Supplementary Appointment

The Presudem of Morehead State Univeratty, subject to approval by the Board of Rogents, has recommended
your Supplementary Appointmen as follows:”

Name

Organizational Administrative Unit

Title and; i applicable, Rank

Current appointment salary plan — months

Current annual salary*

Pariod of supplementary appoinimani—

dates and number of waeks from —fo
. data date

number of weeks

Salary payment by supplementary appoimirment g

Atthe conclusion of this Supplamentary Appoiniment, you rever! to the toﬁ-ns of your Stending Appointment
or Fixed-Term | Appointment,

" Inaccepting this appointment, you agree to abide by the applicable regulations aﬂectlng University personnel

It you agree to these lerms of your appointment, please sign on the line below and return ail coples,
except the gold copy, 1o the Office ol Personnel Services by

Additional conditions:

EPOIOONEW viICe presiﬂulluﬁ

Accepled . date
Sgnatug

Social Secunty No.

Distribuhon  white—Personnel Setv::as Office
bive—Payroll
green—ADDIopnats wce
yeilow—Collega dﬂmlw of office direcior

~ pirdk=—Dapartment chad ), ulﬁcu eacton
go&d—fnﬂw-cual

Page 7 of 7 N 1 T
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PEASONNEL POLICY MANUAL

Subject:

Affirmative Action/
Equal Opportunity
in Employment

Section Number:

Approval Date:

PG -~ 5
7/1/85

Revision Date; 3/26/87

PURPOSE:

POLICY:

To specify terms and conditions under which
the Unlver51ty s policy of egqual employment
opportunity through affirmative action shall
be implemented and to ‘identify responsibility
and accountability for actions in support of
a positive program to meet legal and moral
commitments to affirmative action.

The ‘policy of Morehead State University is to
provide equal opportunity and affirmative
action in all Dniversity programs,
activities, facilities, -and employment
practices for all.persons without regard for
Lace, color, religion, sex, age, handicap,
national origin, or marital status. :

Morehead State University-is committed to the
premise that it is a societal as well as an
institution of higher education's obligation
to have respect for human dignity and
epitomize the principle that all persons are
entitled to equal treatment . before the law.
Morehead State also recognizes that equal”
opportunity is a fundamental goal in a
democratic society, - amnd it shares the
responslbillty -for achieving equality which
ultimately provides the  advancement of
society. .

Becduse of these tenets, it is the policy of
Morehead State University that, "morally and
legally, affirmative action will be taken to
recruit and employ in compliance with the
principles of equal employment opportunity;
through = good faith efforts and within

reasonable time periods, a representation of

minorities, women, and handicapped. - In
conjunction with this effort, the institution
has been encouraged by the -Department of
Education's Office of Civil Rights to "take
positive and constructive efforts to recruit
and employ 9qualified black individuals -in

Page 1 of 9 . I



PERSONNEL POLICY MANUAL
Subject: Affirmative Action/ Section Number: PG - 5
*  Egual Opportunity )
- in Employment : hpproval Date: 7/1/85
. Revision Date: 3/26/87

faculty, administrative, and staff positions.

"Therefore, positive and unmistakable efforts

must be made to fulfill our goals. Morehead
State University's desire is to overcome any
effects of past diserimination, if any,
whether it resulted from overt acts or from
unconscious, systematic exclusion of
minorities and women Erom certain Jjobs or
programs. .

It is the University's intention to achieve a
representation of  minorities, women, and
handicapped in each major job classification,
which reflects the current availability and
merit of" such individuals and the
Upiversity's capability to attract them. The.:
Affirmative Action Plan is aimed at reducing
any under representation and = under
utilization of members of protected classes.

"In addition, Morehead State University is

dedicated to the principles that all benefits
and opportunities afforded by the institution
shall bhe accorded students based . upon
individual merits, accomplishments, and
needs, - ' and to the ° promotion of
nondiscrimination in _ every ©phase. of the

‘University’'s operations.

Morehead State’ Uriiversitf expects its
suppliers and contractors to ensure’ maximum
opportunity for the participation of the

- handicapped, minorities, and women. Each

contractor is expected, if required, to
follow an affirmative actien program that is
in accordance with fedéral and state
regulations.

Finally, the Unmniversity is ‘committed to
taking: necessary affirmative action steps to
remove barriers and -systematically
discriminatory practices and tc ensure that

Page 2o0f §



PERSONNEL POLICY MANUAL

Subject: Affirmative Action/ Section Number: PG - 5
Equal Opportunity
in Bmployment Approval Datet 7/1/8%
Revisilon Date: 1/26/87
we take bositive steps not only to comply
with the letter of the law but the intent of
affirmative action and equal opporunity.
LEADERSHIP/ The Affirmative Action Officer in conjunction
with the Affirmative Action Committee shall

GUIDANCE:

provide leadership and gquidance to units in
the conduct of their programs affecting all
faculty and staff" and applicants for
employment. The Affirmative Action Officer
shall review and evaluate unit program
operations periodically, obtain such reports
as deemed necessary, and report as
_appropriate on overall progress. The
Affirmative Action Officer will consult from
time to time with such individuals, groups,
or organizatons as may be of assistance in
improving and realizing the QUniversity's
program and objectives.

AFFIRMATIVE ACTION The  Morehead State University Affirmative

COMMITTEE:

Action Committee membership is appointed by
the President from recommendations made "by
the Faculty Senate, the staff, and the
Student Association. The President
designates the chairperson. The Committee
consists of: .

One chairperson .

One affjirmative action officer

Two faculty members; one male, one female

Two support staff; one male, one female

Two administrative staff; one male, one
female

Two students; one male, one female

The Affirmative Action Committee is -usuwally

composed of cultural diversity which
emphasizes gocd black-white and male-female
relationships, A major effort is made to

establish a [fair representation of black

Page Jof 9
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Approval Dater
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7/1/85

Revision Date: 3/26/87

ipdividoals on the Committee. The Committee
meets at least once quarterly and may conduct
special meetings with minorities, women,
handicapped, and others when appropriate.
The Committee is charged with:

A. Assisting in reviewing, including
: fact-finding if necessary:

1. Reperts on recruitment,
appointments, promotion, tenure,
transfer, and termination;

2. Proposed <changes in Oniversity

policies - and procedures
recommended by deans, directors,
department chairpersons, unit
heads, women, minority groups,
veterans groups, employec
organizations, and others;

3. ©Proposed changes in the
Affirmative: Action Plan

recommended by the President,
Président's Office staff, or the
Affirmative Action Officer;

4. Compliance with audits conducted
by federal and state agencies;
and

5., The summaries of the annual
report generated oh recruitment,
appointments, promotions, tenure,
transfer, and termination.

B. Advises the Affirmative Action

Officer on sengitive subjects and
procedures.

Page 4 of 9



PERSONNEL POLICY MARNUAL

Subject: Affirmative Action/ Section Number: PG - 5
Equal Opportunity
in Employment Approval Date: 7/1/65

Revision Date: 3/26/87

° RESOLUTION OF

COMPLAINTS:

C. Makes recommendations to the

Affirmative Action ' Officer for
programs to effectuate purpose{s) of
affirmative action- and equal

employment opportunity.

D. Acts as a review board on affirmative
action, sexual harassment complaints,
and eqgual employment opportunity
policy violations submitted for
disposition where recommendations
will be made to the President.

E. Reviews structural requests and makes
recommendations to the President.

F. Assists . the Affirmative Action
Officer in developing approaches and °
efforts in the recruitment and hiring -

. of minorities, women, and handicapped
candidates.

Names and addresses of the Committee nembers
are’ available in the OQffice of Personnel
Services and the Office of the Vice President
for "Academic Affairs.

The University shall provide for the prompt,
fair, and impartial consideration of all
complaints of discrimipation in violation of
this policy. ‘Each unit shall provide access
to counseling for employees and/or students
who feel aggrieved and shall encourage the
resolution of problems on an informal basis.

Complaints frequently are founded in simple
misconceptions or misunderstandings. It is
believed to be in the best interests of the
University and the complainant for grievances
to be resolved in the following manner:

Page S5of 9
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Subject:

Affirmative Action/
Equal Opportunity
in Employment

Section Number:

Approval Date:

PG - 5

7/1/85

Revision Date: 3/26/87

First Step

The aggrieved individual- shall direct a
complaint regarding alleged discriminatory
acts or sexual harassment by preparing a
written explanation -of the complaint and the
relief that 1is sought ¢to the Affirmative
Action Officer (ARQ). The AAO may schedule a
méeting with the complainant for the purpose
of understanding the complaint and to gather
investigatory materials, The AAD will
conduct a ' thorough investigation within
seven {7) working days of receipt of the
written complaint. a

Within £fourteen (14) - working days following

receipt of the written complaint, a meeting

will be held by the AARD with the complainant

and others believed by the AAQ capable of

assisting in the resolation of the complaint

in. the best interests of all concerned.

Within three (3)' working days following the-
meeting on the complaint, .the AARD will

prepare written findings of fact which will

be forwarded by registered mail, return

receipt, to the complainant as well as those

other individuals who participated in the

meeting on the matter. The ARO shall make

such recommendations in writing as is

believed warranted by the results of his or

her investigation and meeting regarding each

written complaint alleging discrimination or.-
sexual harassment.

Second Step

The aggrieved party can appeal the First Step
by serving a written statement of appeal by
registered mail, return receipt, to the ARO
within ten (10) working days after ‘delivery
of the AAO's findings of fact and written
recommendations to the address of record for
the complainant. ' Within seven (7) working

Page § gf 9



PERSONNEL POLICY MANUAL

Subject:

Affirmative Action/
Equal Opportunity
in Employment

Section Number:

Approval Date:

PG - §

7/1/85

Revision Date: 3/26/87

days after receipt of the written statement

. of appeal, an Affirmative Action Grievance
Review Board will be selected by the AACQ from
the standing Affirmative Action Committee on
a rotating appointment., The membership shall
be composed of "a black wnmember, a fenale
mewber, and a male menber. In cases where
students are involved, a student member will
always participate on the Board. The
committee <chairperson will designate the
Board Chairpetrson.

The responsibilities of the Affirmative
Action Grievance Review Board will include,
- but not-ke limited to: -

1. The Affirmative Action Grievance
Review Board Wwill review all
documents received or prepared as the
complaint was processed through the
First Step. .

2. The  Affirmative action Grievance
Review Board Chairperson will
schedule a hearing to’ be held not
later than twenty (20) working days
after , the appointment of the Board
designating the time, place, and date
for the hearing. '

3, The Affirmative . Action. Grievance
Review Board Chairperson will notify
in writing- by reglstered mail, return
receipt, both the ARG and the

complainant of the time, place, and -

date of the hearipng, including the
right of representation. Nothing
contained- herein shall be construed
to require any representation to be
an attorney~at-law. If the
. complainant desires to- be represented
at the hearing, then he/she will give
notice of that intention in writing
to the Affirmative "Actien Grievance
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Revision Date: 31/26/87

Review Board -and the ARQ not less than
six {6) working days prior to the hearing
date.

4, The Affirmative Action Grievance Review
Board shall make its. findings and
recommendations to the President within
five (5) working days after the hearing
of the appeal.

All hearings will -be conducted by the Board.
Thé proceedings will be tape-recorded, and if
requeskted by a majority of the membership of
the Affirmative Action Grievance Review
Board, a typed transcript will be prepared.

The AAO will set forth the basis for his/her
findings of .fact and recommendation on the
complaint. The c¢omplainant, by or through
his - or her representative, shall have the
opportunity to state the objections to the
findings and recommendaticns of the AAO on
the matter and to submit additional documents
or to introduce additional evidence through
the testimony of witnesses who will be sworn
by the Chairperson if satisfactory reason is
given to the Affirmative Action Grievance
Review Board as to why such-documentation or
testimony was not presented to the AAO. Any
witness permitted to testify shall be subject
to cross exam1natxon and to be questioned by’
the Board. .

The Affirmative Action Grievance Review Board
has the option of going into closed session
to weigh the record and such additional
evidence as received and to [formulate its
findings and recommendations to- the President
of the University. The Board's findings and
racommendations to the President will be
delivered by registered mail, return,
receipt, within ' five ({(5) working days
following, the heating.
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Revision Date: 3/26/87

The President will render a decision within
fourteen (14) working days after ' receiving
the Affirmative Action Grievance Review
Board's findings and recommendations. -
Written notification of the President's
decision will be forwarded to all concerned
parties by registered mail, return receipt.

The President's decision will be final and

binding subject. to action being taken
pursuant to KRS 164.360.
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PERSONNEL 'POLICY MANUAL

Subject: Claims of Sexuval Section Number: ' PG - 6
Harassment

Approval Date: 7/1/85
Revision Date: _3/26/87

PURPOSE:

PROHIBITION:

DEFIRITION:

RESOLUTION OF

COMPLAINTS:

To outline the handling of sexual harassment
claims.

Sexual harassment is a form of sex
discrimination that is both reprehensible and
unlawful. When it occurs on the campus,
sexual harassment is contrary to the most
fundamental ethical canons of the academie
community. Sexual harassment violates the
special bond of intellectual dependence and
trust between students, faculty, and staff.
Moreover, it undermines the collegial process
of recruitment, appointment, and advancement
ac the University. Accordingly, the
University holds that sexual harassment is
intolerable and threatening to the wvitality
of the academic community. Therefore, proven
acts of sexual harassment gshall be grounds
for dismissal. .

Sexual harassment ‘is defined as unwelcone
sexual advances, requests, and other wverbal
or physical conduct of a sexual nature, where.
submission to or rejection of such conduct
has the purpose or effect of unreasonably
interfering with am individual's. performance
or creating -an intimidating, hostile, or
offensive employment or educational
environment, Sexual harassment has occuired
when an individual submits to such conduct as
an implicit or explicit term or condition of
his or her employment or education, or when
sybmission to or rejection of such conduct is
used as a basis for employment or educational
decisions affecting such individual.

It is the responsibility of all regular or’
nonregular faculty or statf members and users
of University facilities to report any
conduct that is perceived to be sexual

_harassment,
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PERSONNEL POLICY MANUAL

Subject:

Claima of Sexual Section Number: PG -~ 6
Harassment
Approval Date: 7/1/85
Revision Date: 3/26/87

INFORMAL

PROCEDURE :

When cases of alleged sexual harassment are
brought to the attention of the University,
they should be resolved confidentially in the
least disruptive, most informal  manner
possible, suited to individual circumstances.
Every effort will be made to allow alleged
offenders and complainants an opportunity to
tesolve their difficulties informally.

1f informal efforts are unsuccessful, formal
procedures exist which allow both parties an
opportunity to pursue a resolution.
Complainants have the opportunity to pursue
their allegations without fear of retribution
and to seek relief from proved sexual
harassment. Alleged offenders will have the
opportunity to defend themselves and clear
themselves of the complaint. Proven
offenders will have the opportunity to make
amends, based on an increased awareness of
the effect of their behavior. Proven
offenders may also be subject to formal
sanctions, including dismissal from the
University.

If an employee feels that he/she has been a
victim of sexuval harassment, the incident
should be discussed informally with the
Affirmative Action Qfficer. These
discussions will be handled in a professional
and confidential manner. No formal action on
the alleged charge will be taken unless

initiated by the complainant. If
appropriate, an attempt will be made to
resolve the problem through informal

procedures.

If it appears that sexual harassment has
occurred, the complainant may be advised to
talk to and/or write a formal letter to the
alleged hacasser. If the complainant does
not wish to talk with the alleged harasser,
the Affirmative Action OQffiéer with the
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PERSONNEL POLICY MANUAL

Subject: Claims of Sexual Section Number: PG - 6
Harassment

Approval Date: 1/1/85
Reviaion Date: K 3/26/87

FORMAL PROCEDURE:

complainant's permisgion may contact the
alleged harasser. I1f these actions are
unsuccessful, a written statement may be
taken with the complainant's permission to
the Dean or supervisor with the intent of
bringing the situwation te the attention of
the appropriate administrators.

If either the c¢omplainant or the alleged
offender does not accept the decision of the
appropriate Dean or appropriate Vice
President, she or he may address 4 formal

* complaint through the University's policy on

Affirmative Action/Equal Cpportunity .in
Employment (see PG = 5). .
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PERSONNEL POLICY MANUAL

Subject: Absence from Work Section Number: PG - 7
Resulting from .
Pregnancy or Childbirth Approval Date: 7/1/85

Revislon Date:

PURPOSE:

INTENT OF
REGULATIONS:

SHORT-TERM,

INFREQUEHT
ABSENCES:

PROLONGED ABSERCE
RELATED TO
PREGRANCY AND
CHILDBIRTH:

To explain a female full-time faculty or
staff member's rights under equal -employment
opportunity regulations For charging absences
to sick leave accumulation or for a leave of
absence without pay because of pregnancy,
miscarriage, abortion, childbirth, and
recovery therefrom (see also PG - 9).

Disabilities caused or contributed to by
pregnancy, miscarriage, abortion, childbircth,
and recovery therefrom are for all job-
telated purposes, temporary disabilities.
Any other written and unwritten eaployment
pulicies and practices shall be applied to
disability due to pregnancy or childbirth on
the same terms and conditions as they are
applied to other témporary disabilities. )

Short-term, infrequent absences for illness .,
resulting from pregnancy are charged to
accumulated sick leave, -

when it is determined - that the Ffaculty or
staff member ‘cannot continue actively at work
prior. ko childbirth, she shall ‘charge such
absence to accumulated sick leave, If
accumulated sick-leave is expended, she shall
be placed on leave of absence without pay,
with the individual's option to use or not
use all or part of ‘accumulated vacation priot
to the leave cummeucing. The length 6f leave .
of absence without pay is subject to the
limitations outlined in the policy covering
leaves of absence. . -

Wormally, prolonged absence should begin no
earlier than the eighth month of pregnancy..
This is no mandate, however, that an
individual must be relieved Efrom active
employment Jduring the eighth nonth. If the
in@ividual is healthy and able to do her
work, she should continue to work beyond that
time. If, on the other hand, in the judgment

Page 1 of 2 Ty



PERSONNEL POLICY MANUAL

Subjecté Absence from Work Section Humber: PG - 7
Resulting from
Pregnancy or Childbirth | Approval Date: 7/1/85

Revision Date:

DATE QF RETURN

TO ACTIVE
EMPLOYHERT :

EARLY RETURN
TO WORK:

of the supervisor she 1s not effectively able
to continue to work, prolonged absence may
commence earlier at the reguest of the
individual, upon presentation of an
acceptable written statement from her
attending physician stating that earlier
absence is medically necessary. Such
requests may be subject to review before
approval by the University.

At the time the individual commences
prolonged absence from work prior to
chiidbirth, the supervisor establishes a
tentative date of return with the individual.
Normally, the date of return should be no
more than six weeks following the birth of
the chiid, unless there are medical
complications related to the childbirth which
merit consideration for an extension of the

absence. An individual requesting an
extension will be required to submit a
written statement from her attending
physician indicating the medical necessity
for the extension. Such requests may be
subject to review before approval by the
University. If she does not return within

the time established or any extension
thereof, her employment shall be terminated.

If the faculty or staff member desires to
return to work before the agreed upon date of
return, she should contact her supervisor to
determine if an earlier return is feasible.
In each request for an early return, the
faculty or staff member will be required to
submit written approval from the attending
physician.
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PERSONNEL POLICY MANUAL

Subject: University Holidays . Section Number: "PG - §

Approval Date: 7/1/85
Revigion Date: 11/4/85

PURPOSE:

ANNUAL
ESTABLISHED
HDLIDAYS:

ADDITICHAL
BOLIDAYS:

HOLIDAY TIME QFF:-

To establish conditions for observing
established University holidays by regular,
full-tire faculty and staff members and those
designated as continuing part-time, .

The official annuwal established University
holidays are as follows: '

New Year's .Day

Martin Luther King's Birthday
President's Day

Good Friday

Memorial Dbay

Independence Day

Laborx Day

Presidential Election Day
Thanksgiving Day

Christmas Day

Additional holidays may be designated by the
University. ’

Each holiday established or designated by the
University is intended to give an employee
the benefit of one (1) work day of paid time
off. A  continuing, part-time employee
receives paid time off prorated on the basis
of the percent of the employee's work
schedule to the normal full-time work
schedule in the employee's department. If an
employee is requized to work on a holiday,
equivalent time off will be granted at
another time. If a holiday falls on a
regularly scheduled day off of an employee,
equivalent time ~-off will be granted at
another time. Equivalent time off is
scheduled in the same  manner as vacation
leave and is to be used, before vacation leave
is used. If a holiday occurs while an
employee is using vacation leave or sick
leave with pay, the holiday will not be
charged as a day of vacation time or sick
leave time.
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PERSONNEL POLICY MANUAL

Subject: University Holidays Section Humber: PG - 8

Approval Date: 7/1/85
Revision Date: 11./4/85

ELIGIBILITY FOR
HOLIDAY PAY:

To be eligible’ for a holiday with pay, an
employee must be in pay status the employee's
work day before and’ following the holiday. A
holiday that occurs between an employee's
active periods of employment or while am
employee is on leave without pay shall not be
granted to an employee. Faculty or staff on
less than twelve months service are entitled

. to the holidays which Eall during their

contract period.
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.PERSONNEL POLICY MANUAL

Subject: Leave of Absence Section Humber: PG - 9
without Salary (Othex
than Military Leave} Approval Date: 7/1/85
: Revision Date: 3/26/87
PURPOSE: To provide for ygranting a regular, full-time
faculty or staff member a leave of absence
without salary upon recommendation of the
.supervisor.
PURPOSE OF Leaves of absence without salary are granted

LEAVE:

for extended illness (including maternity) or

-injury, and may be granted for personal
convenience such as child care, extended

vacation, travel, approved formal study, or
job-related employment. For leave of absence
other than illness and injury, requests must
be submitted to appropriate supervisor at
least sixty (60) calendar days in advance
except- in cases where KRS 337.015 applies to
the adoption of a child under seven (7) years
of age. )

A nonfaculty employee of the University has
as _ His/her primary responsibility of
employment,  the obligation to fulfill the
work reguirements of the Jjob for which the

- individual was employed. At times, however,

a nonfaculty employee of the University may
choose to take part in an assignment, task,
or activity external to the individuoal's
primary job. Such activities might include,

but are not necessarily limited to,’
consulting, teaching outside the Univers:uty,
directing, or participating in special
activity projects {camps, ‘'workshops)
sponsored by the University. Absence from

the official work assighment will be
accountable by either official -leave of
absence without pay or vacation as  outlined
in the policy manual. Participation in all

such activities nust have the proper
approvals,
NOTE: Leaves for other than illness

{inmcluding - maternity) or ‘injury are not
granted if they would cause undue hardship
for the operations of the department or
pecrsconnel therein.
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PERSONNEL POLICY MANUAL

Subject: Leave of Absence Section Number: PG - 9
without Salary (Other
than Military Leave) Approval Date: 7/1/85

Revision Date: 3/26/87

LEAVE FOR EXTENDED A leave for extended illness (including
ILLHEESS (INCLUDRING maternity) or injury shall be granted to the

HATERHITY) OR limits "below based on length of continuous,
INJURY : full-time service, as follows:
Length of Continuous
Service at Start Maximum Length
of the Leave - of Leave Granted

Through completion of
the employee's

probakionary period Up to 1 month
Jpon tﬁe 'ccnupletion of . Up to but not

the probationary more than

periaod N 12 months

NOTE: For the purpose” of this policy only,
the probationary period required for faculty.
to gualify for 1leave of ‘absence without
.salary-is-'six (6) months.

‘LEAVE FOR OTHER A leave of absence for other than illness .
REASONS: ) (including matérnity) or injury is granted at

the discretion of the University President.
Such leave when granted shall be for no more
than twelve (12) consecutive months. Short-
- term approved absences shall be handle’ as
salary deductions. :

LIMIT OF LEAVE: The maximum of "any leave of- absence is no
j more than twelve (12) months £for any one
ceguest. . Any ‘employee who exceeds this

period, regardless of the reason for the
leave, will be released Ffrom University
employment., .- However, if extenuating
circumstances exist, or if the leave may be
. ip the best interest of the institution, the.
University President may, upon request, grant
up to an additional, but not more than,
twelve {12) months of leave without pay.
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PERSONNEL POLICY MANUAL

Subject: Leave of Absence ) Section Number: PG - O
without Salary {Other .
than Military Leave) Approval Date: 7/1/85

Revigsion Date: 3/26/87

SERVICE AND. SALARY

DORIRG LEAVE:

MEMBERSEIP IN
INSURANCES WHILE
ON LEAVE:"

VACATION AND
SICE LEAVE
ACCUMULATION:

The period of not ‘more than one year, or
less, granted as a leave may be counted
towards years of service for ' promotion,
tenure, and sabbatlcal leave when the leave
is in the best interest of the faculty and
the University; however, it does not assure a
merit salary increase or other fiscal
benefits.

A faculty or staff member on leave of absence
without ., salary Eor extended illness
(including wmaternity) or injury, approved
formal study, or job-related employment
cuntinues in the insurance plans in which
he/she is participating and at the costs
he/she has been paying for the insurances. A
faculty or staff member on leave without
salary for any reason other than illpess
{(including maternity},- injury, - approved
formal study, or Job-related employment may
elect to continue in the insurance plans in.
which' he/she is participating but by paying
the entire premium {individual's - and
University's costs} for the insurances.

A faculty or staff member on leave of absence
without salary does not accomulate any
additional vacation or sick leave wunless
he/she is paid enough days in a calewdar’
month to qualify. ' ,

The cash equivalent of vacation accumulation

due is either paid at the beginning of the
leave of absence unless the leave 1is for

illness (including maternity) or injury or
tetained by the employee in his/her vacation
accumulative -account for the use upon return
Erom the leave of absgence.

The faculty or staff member retains sick

leave accumulated as of the beginning of the
leave. ’
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PEASONNEL POLICY MANUAL

Subject: Leave of Absence Section Number: PG - 9
without Salary (Other
than Military Leave) Approval Date: 7/1/85

Revislion Dates 3/26/87

UNIVERSITY
HOLIDAYS:

RETURN TO ACTIVE

EFTLOYMERT :

EARLY RETOEN TO
ACTIVE SERVICE:

A faculty or staff member does not receive
salary or compensatory time off for a
University holiday that occurs while he or
she is on a leave of absence without salary.

If conditions are the same at the end of the
leave of absence as they were when the leave
commenced, the employee is expected to return

‘to active employment. If the employee does

not return, his/her employment is terminated.

The £faculty or staff member will return to
the original position or, at the discretion
of the University, to a similar position at

-the former pay level unless because of

reduction in staff such appointments do not
exist. :

" 1f a faculty or staff member desires to

return to" active service before an approved
leave ends, he/she  should contact the
appropriate Administrative Officer to
determine a permissible date for return.
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PERSONNEL POLICY BMANUAL

Subject: . Leave of Absence with Section Number: PG — 10
Pay for Short-Tern
Military or Rational Approval Date: 7/1/85
Guard Service.or Revision Date: 3/26/87

Training Duty

PURPOSE:

0.5. MILITARY
RESERVE DUTY OR

EERTUCKY NATIOHAL

GUARD DUTY:

‘REQUIRED -
DOCOMENTATION
FOR PAYMEWT:

To .outline provisions of leaves of absence
with pay for short-term, active mnilitary’
service or annual military field training.

All regular: faculty or staff members, either
enlisted or commissioned in any reserve
component of the United §States Army, MNavy,
Maripne corps, Air Force, or Coast Guard, or
who are members of the National Guard of the
Commonwealth of Kentucky, are entitled to
leaves .of absence from their respective
duties without loss of pay on all days not
exceeding fifteen (15) calendar days or ten
(10} working days if the: employee's position
is based upon a five (5) day workweek; twelve
(12) days if the employee's position .is basged
upon a six [6} day workweek; fifteen (15)
days if the employee's position is based upon
a seven (7) day workweek, in any one calendar
year. Leave of absence under this policy
will be granted only when the epployee is
engaged in active service or authorized:
training or activated for duty because of
civil disturbance or emergency conditons. .
Accumulated vacation shall not be -charged for
absences from work to the 1limit described
above, University appproved absences beyond
that limitk are chargeable elther to
accumulated vacaticn or as payroll deductions
as applicable.

In order Lo qualify for continued University
pay in accordance with the above provisions,
the faculty or staff nember must present to
the University a copy of the signed orders or
authorization mandating the absence and a
copy of the military or national guard pay
voucher for the period involved.

NOTE: This policy is intended in application

- to be consistent with applicable laws and not

to exceed in interpretation or application_
the provisions of such applicable laus.
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PERSONNEL POLICY MANUAL

Subject: Leave of Abgence Section FHumber: PG - 11 l
~ without Salary for
Extended Active Approval Date: 7/1/85
Military Service Revisjon Date:
PURPOSE: To protect the re-employment rights” of a

£ [GIBILITY

FOR LEAVE:

LENGTH OF LEAVE:
LENGTH OF
SERVICE CREDIT:

MEMBERSHIP IN
EMPLOYEE BENEFITS:

regular, full-time faculty or staff nember
during an absence caused by entry into
extended United States military. service (or
publiec health service) whether voluntary or
otherwise.

. Bach regular full-time University faculty or

staff member, who has completed one day of
reqular enployment with the University
immediately preceding the effective date of
the requested military leave and who bhas been
ordered to report to active duty on a
specific date, is eligible 'upon presentation
of a copy of such order.

A leave of absence for- active military
gervice may not exceed a maximum of 4B
consecutive calendar months except that an
extension of 12 months may ‘be granted if the
extension is at the.request and convenience
of the government.

The period of a wmilitary leave of absence
will be added to any length of service credit
that a faculty or staff member may have
otherwise, - -

During a leave of absence for military-
service, a faculty or staff member:

Cannot be provided personal protection in the
University's health care plan. This includes
coverage For dependents.

ﬁag receive retirement credit under certain
conditions.
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PERSONNEL . POLICY MANUAL

Subject: Leave of Absence Section Number: PG - 11
‘without Salary for
. Extended Active Approval Date: 7/1/85
Military Service Revision Date:

EAYMENT OF SALARY

EQUIVALEAT OF
YACATION. TIME:

RETURN TO ACTIVE
UMIVERSITY :
SERVICE:

Cannot continue protection in other insurance

programs of the University. These benefits

.cease 31 days from the end of the pay period

in which the leave of absence -for military
service becomes effective. Reinstatement of
these benefits will occur upon return to
active service with the University.

The salary equivalent of the vacation time
accumulated by a staff member shall be paid

- ag part of the final salary" payment.

~It is intended that a regular faculty or

staff member may return to active service
with the University, if he/she so desires, at:
the termination of the military leave.
Insofar as it can be arranged, this return
will be to the Ffaculty or staff member's

"original position or to a position determined

by 'the JUniversity to be an eguivalent
position. :

To take advantage of this privilege, the
faculty or -staff membtier shall notify his/her
immediate supervisor or Dean within 90 days
of release from service of "his/her intention
to return to active University eamployment
(Special conditions on -time for requesting
teturn to active employment apply for
individuals hospitalized at time of release
from service. In such instance, contact the
Office of Personnel Services.). To insure
that proper consideration can be given with
regard to returning the faculty member or
staff wember to his/her original position, it
is helpful if the faculty member or staff -

. member would indicate his/her intention to

return to active University employment prior
to the expiration of the milltary leave of
absence. When possible, this notification
should be made within 30 calendar days after
discharge or release from active duty,
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PERSONMNEL POLICY MAKRUAL

Subject: Leave of Absence Section Humber: PG - 11
without S5alary for
Sxtended Active Approval Date: 7/1/85

Military Service Revigion Date:

REPLACING AN
EMPLOYEE ON
MILITARY LRAVE:

If it is necessary to replace a faculty or
staff member who I8 granted a leave of
absence for military service, the appointment
of* the new person will be for a pariod not
longer than the duration of the military
absence of Lthe original persgon. However,
during the period of employment,; the new
person will be copsidered a regular faculty
or staff member and will have the privileges
of such a faculty or staff menber, except
that he/she shall not be granted a military
leave of absence, -~The new person shall be
informed in writing of the conditions of
employment .when employment begins.’
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PERSONNEL FOLICY MANUAL .

Subject:

Conflict of Interest Section Number: PG - 12

Approval Date: 7/1/85
Revigion Date:

PURPOSE: .

POLICY:

To avoid ° the possibility of any
migsunderstandings concerning the appropriate
conduct of faculty and staff mepbers in’
regard to all transactions ‘touching upon
their University duties and the property of
the University. -

Faculty and staff members of the University’
shall exercise the utmost good faith in all

transactions touching upon their duties to

the University-and its property. In their

dealings with and on behalf of the

University, they shall be held to a strict

tule of honeSt and Fair dealings between

themselves and the University. They shall

not use their positions, or knowledge gained

therefrom, in such a way that a conflict of

interest might arise between the interest of

the University and that of the individual,’
Faculty and staff members. shall disclose to

the administrative head of the college or:
other wunit in which they are employed, or

other appropriate Administrative Officer, any

potential conflict of interest of which they

are aware before a. contract or transaction is

consummated.
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PERSONNEL POLICY MANUAL

Subject: Employee Uniforms Section Humber: PG - 13

Approval Date: 7/1/85
Revieion Date:

PURPOSE:

ELIGIBILITY FOR
EMPLOYRE UNIFORMS:

USAGE OF
ORIFOmIS:

KAINTEEANCE
AHD COST:

To specify the University's respons'ib.i.lity in
providing and naintaining uniforms for
certain groups of employees.

A uniform for an employee iB prrov:lded by the
University only when it is necessary:

a. To maintain- exceptionally high
standards of sanitatlon such as iIn
the preparation of foods,

b. To identify persons, or

c. To prevent injury to. an employee
while performing a hazardous job.

Each employee required toc wear a uniform
shall take the necessary steps to, protect it
from excessive damage and wear. ~ Uniforms
issued by the University are to be sorn only

"during working hours except ~that where

necessary, the uniform may be worn in travel
between the University and the employee's
home. When a uniform is provided, it shall
be worn by the erployee.

A required uniform €or an employee will be
provided by the University at no expengs to
the employee. The University will nof. pay
partially or fully for either the cost or
naintenance of any uniforms-that do not meet
the above requirements.

The " interests of separate departments of the
Upiversity are best served by providing more
than one system by which required uniforms
may be made available to employees. These -
gystems are (1) the rental of uniforms by the
University, or (2) the outright purchase of
the uniforms by the University.
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PERSONNEL POLICY MANUAL

Subjeck:

Employee Uniforms

Section Number: PG - 13

Approval Date: 7/1/8S

Revision Date:

The cost of the maintenance of uniforms may
be paid in full by the University. This
includes :cleaning and laundering and the
replacement of worn articles of clothing.
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PERSONNEL POLICY MANUAL

Subjectt Court and Jury Duty Section Number: PG - 14

Approval Date: 7/1/85
Reviaion Date: 3/26/87

PORPOSE:

JURY PAY:

PROOF
OF SUBPOERA:

PARTIAL DAYS:

DUTY DURING
EORMAL TIME OFF:

To provide that a reqular, full-time or
continuing, part-time faculty, or staff
mewmber be granted time off from work or class
schedule to serve on a jury, be screened for
jury duty, or serve ags a court witness when
subpoenaed (other than lawsuits of which they

are a party), without 1losas of pay for the
time missed.

An individual continues to receive his/her
regular pay while serving subpoenaed jury or
witness time and is permitted to retain any
compensation received for Jury or court
witness duty. Accumulated wvacation pay is
not charged for court or jury duty absences.
If the time on jury or witness duty occurs on
a University holiday, the employee does not
receive equivalent time off for the time
served.

A supervisor will require that a copy of the
subpoena be submitted before granting time
off for jury duty or witness time.

If the jury duty or witness time does not
require a full work day, the individual is
expected to report to work when free from
such service,

A supervisor may make discretionary schedule
changes in order to accommodate an enployee
working a shift other than normal daytime
hours.
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PERSONNEL FOLICY MANUAL

Subject: Employment of Minors Section Number: PG - 15

Approval Date: 7/1/85
Revigion Date: 3/26/87

PORPOSE:

DEFIHITION
OF HINOR:

MINIMOM AGE FOR
EMPLOYMENT :

WORK SCHEDULE
LIMITS:

PROOF OF AGE:

REQUIRED NOTICES
AND POSTINGS:

To comply with state legislation governing
the employment of minors.

For the purpose of this policy, a minor is
defined as anyone who is between his/her 16th
and 18th birthdays.

Regular and nonregular employment at the
University is available only to a person who
has reached the 16th birthday. A person
under. 16 years of age is not permitted to
work for the University under any
circumstances.

No minor age 16 or 17 may work before §:00
a.m. Such minor shall not work after 11:30
p-m., Sunday through Thursday; 1:00 a.m.,
Friday and Saturday when school 1is in
session. In addition, such minor when school
is in session shall not work more than six
hours per day, Monday .through Friday, or
eight hours per day Saturday and Sunday or a
total of 40 hours per week. There is no
maximum number of work hours when school is
not in session.

Proof of age is required if there is doubt
that an individual hae not attained the 16th
birthday. Such procf can be obtained by the
minor from the  minor's school district.
Anything indicating race ot national origin
should not be obtained.

Each area employing minors shall retain a
separate register containing the names and
addresses of minors employed, the starting
and stopping times of their work each day,
and the beginning and ending times of meal
periods. These records shall be available at
any time upon demand by any authorized.
representative. An abstract of the Kentucky
Child Labor Law indicating hours restrictions
and prohibited occupations shall be posted in
each area where minors work.
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PERSONNEL POLICY MANUAL

Subject: Employment of Minors Section Nusber: -PG - 15

Approval Date: 7/1/85
Revision Date: 3/26/87

PROHIBITED The following occupations are prohibited by
OCCUPATIONS : law for all minors under 18 years of age:
1. Occupations in or about plants oz,

10.

11.

12.

13.

14.

establishments manufacturing or
storing explosives or articles
containing explosive components.

Motor vehlcle driver and outside
helper.

Coal mine occupatlons.
Logging or sawmill operations.

Operation of power—driven
woodworking machines. :

Exposure to radiocactive substances.

Operation of power-driven hoisting
apparatus.

Operation of power-driven  metal
forming, punching, and shearing
machines.

Mining, other than coal,

Slaughtering, meat packing or
processing, rendering.

Operation of bakery machines.

Operation of paper preoducts
machines.

Manufacture of ©brick, tile, and
kindred products.

Operation of circular saws, band
saws, and guillotine shears.
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PEASONNEL POLICY MANUAL -

Subject: Employment of Minors Section Mumber: PG - 15
Approval Date: 7/1/85
Revigion Date: 3/26/87

15. Wrecking, demolition, and
shipbreaking operations.

16. Roofing operations.

17. Excavating operations.

18. In, about, or in connecton with any
establishment where alcoholic
ligquors are distilled, rectified,
compounded, brewed, manufactured,
bottled, sold for consumption, ot
dispensed.

19. Pool or billiard roogm.
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PERSONNEL POLICY MANUAL

Y -

Subject: Official Travel Section Numbher: PG - 16

— Approval Date: 1/1/85
Revision Date: 5/13/88

PORPOSE: Tb, outline the conditiens for obtaining
approval and reimbursement for official
travel.

ADVARCF, APPROVAL: An  official travel request should be
processed even when there is no uvrxpense to
the University, -Approval for all travel and
expenses must have, at a ainimum, a ‘two-tier
supervisory approval. The following are
recommending and approving levels for:

A. In-State Trawvel. For in-state travel,
the enployee fmust obtain the
recommendation of his/her immediate
supervisar(s) and the approval of the

- recommend ing supervisor's sSupervisor.

Travel requests should be submitted at
least two weeks in advance.

o B. Qut-of-State Travel. For out~of-state
travel, the employee must aobtain the
e recommendation of his/her immediate
supervisor(s) through the level of

Department Chair/Director. The approving
official should be a Director reporting
tc the President, a Dean, Vice President:,
or the President. Travel reguests sheould
be submitted at least three weeks in
advance.

C. Internaticnal Travel. For travel outside
the United States, the employee must
obtain the recommendation of his/her
supervisor (s} through the level of Vice
President or Director reporting directly
to the President. The approving official
will be the President.

RECEIPTS REQUIRED: Receipts, where reguired, must accompany
travel wvouchers. For information abeout
travel regqgulations, check with the Office of
Business Services.
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PERSONNEL POLICY MANUAL

Subject: _Personnel Files Section Nuaber: PG -~ 17

Approval Date: 7/1/85
Revision Date: 3/26/87

PORFOSE:

GENERAL:

PERSONNEL
FILE CONTENRTS:

To identify the contents of personnel files
and to establish procedures for review and
release of the contents.

The University maintains a personnel file on
each employee for the purpose of personnel
management and for personal review as
appropriate. The University shall take
appropriate steps to protect Lthe privacy of
personal information contained in personnel
files, The Director of Personnel Services is
responsible for maintaining the personnel
files.

Copies of documents may also be retained on
file within the administrative unit in which
the employee works. I1f other files are
maintained, privacy and safekeeping shall
conform, in all respects, to the provisions of
this policy. However, the official file, or
record copy, is maintained in the Office of
Personnel Services.

The following is a description of dJdocuments
which way be retained in the personnel files:

A. Application for Employment;

b. Resumes or Curciculum Vitae;

C. Personnel Action Request (PAR);

D. Vacation Requests;

E. Accident Reports;

F. Performance Appraisal Reports;

G. Disciplina}y Records, Counseling Records
and other related documentation (NOTE:
For inclusion of this type documentation

in personnel files, the originator of the
document must clearly state in the
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PERSONNEL POLICY MAMUAL

Subject: Personnel Files Section Number: PG - 17

Approval Date: 1/1/85
Revision Date: 3/26/87

INTERNAL ACCESS:

document, "A copy of this correspondence
will be placed in your official personnel
file.");

H. Appropriate insurance, retirement, and |
other benefits information;

I. Employee Separation Clearance Form; and

J. Diplomas, certificates, training records,
and related personal accomplishment
documentation which may Be submitted.

A_request for access to review the file shall
be made in ., writing in advance by the
individual to the Director of Personnel
Services. . Internal access to the official
personnel file maintained in the Office of
Personnel Services is subject to the following
guidelines:

A. An employee may review his/her official
personnel file gubject tc the following:

1. The CEollowing types of documents, or
copies thereof, shall be accessible
for review upon request!

a. Personnel action forms (such as-
original appointment, transfer,

promotion, leave of absence,
layoff, change in salary, change
of title)

b. On-the-job accident reports

c. Internal correspondence to the
employee

d. Attendance records
e, Letters of commendation

f. Letters of reprimand
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PERSONNEL POLICY MANUAL

Subject:

Personnel Files Section Number: PG - 17

Approval Date: 7/1/85
Revision Date: 3/26/87

q. Insurance forms

h. Retirement forms

i. Biographical data form .
j. Employmeant application

k. ‘Grievance forms and answers

1. Offiecial management per formance
evaluations

m. Workers' Compensation documents

The (fellowing types of documents, or
copies thereof, shall not be
accessible for review:

a. Letters or memoranda of reference

b. Information relating to the
investigation of a possible
criminal offense

¢. Information being developed or
prepared for use in civil,
criminal, or grievance procedures

d. MHedical records {with the
‘exception of Workers' Compensation
documents)

e. Materials used by the University
to plan for future operations

The review of the file shall be made
during the regular business hours of
the Office of Personnel Services, A
representative of that office shall be
present with' the employee during his
or her review of the file.
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PEASONNEL POLICY MANUAL

Subject: Personnel Files Section Humber: PG - 17

Approval Date: 1/1/85
Revigion Date: 3/26/87

EXTERNAL ACCESS:

4. An employee shall be permitted to
make handwritten notes from the file
but shall not be permitted to remove
the file or portions thereof.

5. Copies of any accessible material
shall be forwarded on request ko the
=mployee upon payment of a fee for
each copy. -

B. Department Chairs/Office Directors,
Deans/Supervisors of Qffice Directors,
Vice Presidents and the President may
request -and review an individual
personnel file provided there is am
official University need for such access
and provided the individual, whese Eile
is to be reviewed, is under the
requestor's supervision. Reguests to
review records must be made in writing in
advance by the’ requestor to the Director
of Personnel Services.

External access to official personnel files
without specific written authorization is
subject to the following guidelines:

A. "Directory information” about. am employee
will be rceleased by the Office of
Personnel Services without authorization
from the -individual employee. Directory
information- includes the fact of past or
present employment, verification of dates
of employment, and position or title.

B. An employee's employing unit, campus
address, and campus and home telephone
numbers may be made available through
campus telephone directory information.

c. Information which is a matter of public’
record elsewhere, e.g., statistics as
reflected in the cofficial minutes of
meetings of the Board of Regents, will be
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PERSONNEL POLICY MANUAL

Subject: Personnel Files Section Kuaber: PG - 17

Approval Date: 7/1/85
Revision Date: 3/26/87

OTHER _EXTERNAL

ACCESS:

Other
files

considered as public information.
The University will not, however,
relinguish its right to limit access
te its [files on a "“need-to-know"
basis, even though such information
may be public information, i.e.,
administrative files are not a
library source for the curious. At
the discretion of the Director of
Parsonnel Services, however, public
information contained in the
personnel files may be released on
the request of other agencies or at
the discretion of University
officials.

external access to official personnel
will be auathorized by the Office of

Personnel Services under ' the following
circumstances:

A,

To protect the legal interests of the
University when the Director of Personnel
Services believes actions of an employee,

or former employee, violate(d) the
conditions of employment or otherwise
threaten injury to University

interest(s}), University property, or to
others.

To a law enforcement authority when the
Director of Personnel Services believes
that an applicant, employee, or former
employee may have engaged in illegal
activities.

In response to a request by a properly
identified law enforcement authority to
provide an individual's dates of
attendance at work and home address.

Pursuant to a federal, state,” or local
governiment statute or regulation that
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PERSONNEL POLICY MANUAL

Subject: Personnel Files- " Section Number: PG - 17

Approval Date: 7/1/85
Revision Date: 3/26/87

DISPUTED
MATERIAL IH
PERSONNEL FPILES:

F.

The

specifically. requires disclosure of
certain information to certain parties.

In response to a lawfully issued
administrative summons or judicial order,
including a search warrant or subpoena.
A subpoena or other legal process for the
production of the personnel file shall be
reviewed by the University Legal Counsel
prior to release of the Iinformatien.

In compelling circumstances affecting the
immediate health or safety of the
individual.

Eollowing procedures will be used in case

of a dispute aver  material or information in

the

A.

file.

The employee who objects to material or
information in the file should submit, in
writing, a request for its removal to the
Director of Personnel. ’

The Director of Personnel will review the
request and, in cooperatioen with the
employee's supervisor(s), decide if the
disputed material or information should be
removed. The Director of Personnel shall
inform the employee of the decision.

It the decision is favorable to the
employee, the material or information will
be returned to the employee for his/hér

.disposition.

1f the decisigon is not favorable, the
employee may submit, in writing, an appeal
through supervisory channels to the

President. The decision of the President

ig the final step in the appeal process.
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Subject: Persconnel Files Section Number: PG - 17

Approval Date: 7/1/85
Revision Date: 3/26/87

APPLICABLE LAW: The University shall act within the directives
’ of appropriate Federal and Kentucky State Law
regarding such files.
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PERSONNEL POLICY MANUAL

Subject: Ownership of Section Number: PG - 18
Inventions, Discoveries,
& Copyright Materials Approval Date: 7/1/85

Revision Date: 3/26/87

PURPOSE:

HWRITTEN
DISCLOSURE:

UNIVERSITY PATENT
COMMITTEE:

RESPONSIBILITIES
OF THE PATENT
COMMITTEE:

To provide wechanisms for the resolution of
questions that arise regarding the rights and
responsibilities of ownership of particular
inventions, discoveries, software
development, and copyright materials that
result from research and other scholarly
activities normally carried out by EFfaculty,
staff, and students of the University, and to
provide encouragement of scholarly activities
while offering both protection and
recognition to those engaged in such
activities as well as to the University.

Faculty, staff, and students who participate
alone or in association with others in
inventions or discoveries shall disclose
promptly, in writing, such iInventions or
discoveries to the University Patent
Committee.

The University Patent Committee shall consist
of the University Research Conmittee, plus
the Vice President for Administrative and
Fiscal Services, and the University Attorney.

In cooperation with an inventor or
discoverer, the Committee will perform the
following functions:

1. Determine according to the guidelines
set forth in this policy whether the
University has an interest im the
invention or discovery.

2. Recowmend to the President concerning
the feasibility of entering into a
contract with recognized patent
management agencies for the purpose
of a patent application, patent
development, ‘and patent management
for any invention or discovery that
is determined to have interest to the
University. -
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PERSONNEL POLICY MANUAL

Subject: Ownership of
Inventions, Discoveries,
& Copyright Materials Approval pate: 1/1/85

Section Number: PG - 18

Revigion Date: 3/26/87

PATENT COMMITTEE

GUIDELINES: .

Negotiate with the inventor or
discoverer an agreement for the
distribution of income from a patent
if the Committee recommends that the
University enter a contract with a
patent management agency. The
agreement shall specifically state
the proportionate distribution of
such income.

In determining the relative interest of the
University in a given invention, discovery,
or copyright the Committee .will use the
following guidelines:

1.

Research sponsored by agencies
outside the University may be covered
by contracts which provide that all
patent rights belong to the
sponsoring aygency. If such an agency
does not wish to retain the patent
rights, they may release all or any
portion of the rights to the
University.

Patents which arise from research
projects Einanced wholly by
University-administered funds shall
be the complete property of the
University and subject to such
negotiation or transfer of ownership
as the University desires. If° the
Committee decides to recommend the
pursuit of a patent, the inventor
shall assign the patent of invention
to the University or its agent and
the Committee shall, unless there are
unusual equities, recommend that
arrangements be made for 15 percent
of the gross income from the patent
orf invention be paid directly to the
inventor or inventors.
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PERSONNEL POLICY MANUAL

Subject: Ownership ot Section Numberi PG - 18

Inventions, Discoveries,
& Copyright Materials Approval Date: 7/1/85

Revision Date: 3/26/87

3. In the event that a patent proposal
is not accepted by the University
within 90 days, the Committee shall
recommend that the rights to the
possible patent be released by the
Oniversity to the individual
inventor. .

4. Normally, a copyright resulting from
work accomplished by a faculty or
staff member on his/her own time is
the sole propecty of the author,
composer, oOr arranger. Inventions,
discoveries, or copyright material
developé&d as a result of the
inventor's, discoverer's, or author's

-normal academic employment will be
considered to be a Jjoint effort of
the University and the inventor or
discoverer. In such cases
negotiations such as described in
item 3 under responsibilities of the
Patent Committee above will be
conducted. .

OHMERSHIP RIGHTS: In all cases in which it has been determined
that the University has a whole or part
interest in an invention or discovery,
agreements as to sharing of royalties are
binding on hoth the University amd the
inventor or discyverer, but the University
retains sole ownership of all patent ang
copyrights unless it agrees to release such
rights ko the inventor, digcoverer, or
author, ’
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PERSUNNEL POLICY MANUAL

Subject: Matters Involving Section Number: PG - 19
Foreign Nationals
Empioyed by the Approval Date: 7/1/85
University Revision Date: 3/26/87
PURPOSE: To insure compliance with federal laws in

RESPONSIBILITY:

PROCEDURE
FOR EMPLOYMENT
OF ALIENS:

regacd to certification, petitions,
immigration, and visa matters as related to
any employment (reqular or nonregular) of
foreign nationals within the University.

The Office ol Personnel Services is
responsiktle for representing the University
in  sigping  all applications for labor
certification as well as certificates,
petitions, and visa forms for aliens employed
by the University and their Efamilies,

The folldwing procedure shall be Eollowed
when negotiating for the employment of an
alien:

1. Befeore making & binding commitment
concerning employment, the Dean ot
supervisor will inform  Personnel
Services of the intent to employ a
citizen of another country. The
Ditector of Personnel Services is
responsible for determining whether
or not the visa of the alien is such
that the alien can be considered
legally for University employment.
(Because of visa restrictions, scme
aliens are not permitted to accept
employment. )

LE

The Office of Personnel Services has
the responsihility for preparing and
submitting petitions ko the U.5.
Department of Labor  and to the

Immigration and Naturalization
Service, in accordance wikth the
procedures established by the
Department of ILabor and the U,S.
Department of Justice. Expenses to

be borne by the employer will be paid
by the hiring department/office. All
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PERSONNEL POLICY MANUAL

EMPLOYMENT OF
SPOUSE AND
CHILDREN OF
ALIEN STUDENTS:

FEDERAL SOCIAL
SECURITY:

Subject: Matters Involving Section Humber: PG - 19
Foreign Nationals
Employed by the Approval Date: 7/1/85
University Revislon Date: 3/26/87
other expenses will be the
responsibility of the individual
applicant.

3. When employment is approved, the
Office of Personnel Services will
notify the alien in writing of
his/her wvisa or immigration status,
indicating any time limits or
conditions which might affect his/her
employment and will outline any
procedures to be followed by the
alien in maintaining his/her status.
A copy of this letter will be sent to
the appropriate Dean or supervisor.

A spouse and/or children of aliens on J-1
visas must obtain written permission from the
Immigration and Naturalization Service before
being employed.

All foreign nationals enmployed by the
University are reguired to have a Social
Security HNumber, but holders of F-1 or J-1
visas are not reguired to participate in’
Federal Social Security. Hlowever, federal
regulations provide that holders of H-1, B-2,
and J=2 visas must participate, and
deductions for the Social Security Tax will
be withheld from salaries accordingly.
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PERSONMEL POLICY MANUAL

Members
& Staff

Subject: Public Service by " Section Musber: PG - 20

of the Faculty
Approval Date: 1/1/85
- Ravigion Date:

PORPOSE :

THE UNIVERSITY'S
FUBLIC _
ARSPONSIBILITY:

To outline the policy under which any faculty
or staff nember {regular or nonregular) may
provide a public service.

Effective democracy requires of every citizen
personal participation in political 1life as a
voter and also as a governmental congultant
or officia]l where his/her talents are sought
in the public interest. Membership on the
faculty or staff of the University carries
with it additional responsibilities of
citizenship which reflect (a) the educator's
function as a source of informed objective
coungsel, and {b) the compact through which
the Universtty receives publlic funds .for use

in meeting society's educational needs.

KINDS OF PUBLIC
SERVICE:

PUBLIC SERVICE'QF
A _PROFPESSIORAL
CHARACTER DEPINED:

The kinds of public service defined are as
follows:

1. Public service of a professional
character,

2. Holding public. office at any
{federal, state, or local) level.

By virtue of thelr comprehension of certain
areas of human knowledge, University
personnpel may be asked to serve ag:

1. Expert witnesses whose testlmony is

sought in establishing, clarifying or
interpreting the facts in a matter of
public interest.

2. Professional members of ad hoc task
forces appointed by public officials
to prepare factual reports on matters
of public interest.

3. Professional consultants onh matters

of personal competence to
governmental agencies or task forces.

Page 1 of 3



PEHSONNEL POLICY MANUAL.

& Staff

Subject: Public Servicé by Section Number: PG - 20
. Members of the Faculty

Approval Date: 7/1/85
Revision Date:

CORDITIONS UNDER
WHICH PROFESSIOHAL
PUBLIC SERVICE MAY
BE PERFORMED:

NOTIFICATION TO
UNIVERSITY ABOUT
SUCH SERVICE:

CAMPAIGNING FOR
POBLIC OFFICE:

4. Professional E:actitioﬁers to provide
skills and services 1in times of

public need.

It is the policy of the University to do what
it can, on request, to make its personnel
available for public service of a
professional character:

1. If the individual's University duties
can continue to be per formed
satisfactorily;

2. If the individual confines his/her
testimony or counsel to matters
within his/her professional
competence needed by public officials
in weighing the relative merits of
alternate courses of action; and

3. 1€ the individual's remuneration
beyond out-of-pocket expense does not
infringe on regulations binding on
the University.

All personnel requested by publié officials
to perform such services shall notify -their
respective Deans or supervisors of the nature

and conditions of the assignment,
remuneration expected (if any), and the
effect the assignment will have on

performance of .the epployee's duties at the
University.

Under existing University policies, members
of its faculty and staff may campaign for any
public office without modification of the
terms and conditions of their University
status, if the campaign does not interfere
with the performance of assigned University
duties (in any way deemeéd significant by
officers of the University). If the campaign
does interfere with' the performance of

assigned University duties, the individual
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PERSONNEL POLICY MANUAL

Subject:

Public Service by Section Number: PG - 20
Mambers of the Faculty
& Staff Approval Date: 7/1/85

Revision Date:

ELECTION OR

APPOINTHENT TO

POBLIC

ENDORSEMENT OF

OFFICE:

POLITICAL

CANDID:

\TES

OR CAD;

ES :

must resign from his/her position with the
University or petition for a leave of absence
without salary.

In .suéh campaign activities, the individual's
relationship to the University is not to be
exploited either directly or indirectly.

- If elected or appointed, a member of the

faculty or staff may accept a public office
{(e.g., membership on town councils, local
school boards) that does not interfere with
the individual's performance of assigned
Uaiversity duties without modification of the
terms and conditions o©of his/her University
status. ’

If elected or appointed to an office that
would interfere with the performance of
assigned University duties, in any way deemed
significant by officers of the University,
the " individual must resign from his/her
position with the WOniversity or petition for
leave of absence without salary.

Effective democracy provides the right of
avery private citizen to endorse a specific
political candidate or cause. However, such
endorsement should not jinfer or reflect the
support of the University for such political
candidate or cause,

" The University assumes no responsibility for

the endorsement of a political candidate or
cause by members of its faculty or staff.
Except for the limited purpose of identifying
the University as the employer of the faculty
ot staff member  making a political
endorsement, the name of the "University is
not to be connected with such an endorsement
in any way. No endorsement shall be made on
the official stationery of the University nor
oh stationery having the University address
or a University telephone number.
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PERSONNEL POLICY MANUAL

Subject: Payment of Personal Section Number: PG - 21

Compensation by an
External Governmental Approval Date: 7/1/85
Source Revision Date:

PURPOSE :

REQUIRED REPORT
CONCERNING SUCH

SPECIAL WORK:

REQUIRED
APPROVAL:

To outline the conditions governing personal
compensation for services rendered by a
faculty or staff member to external
governmental agencies.

Every faculty or- staff member (either regular
or nonregular) who anticipates personal
remuneration for special work for any
external governmental agency or department
will submit a written statement to his/her
Department Chair or supervisor covering the
following points:

l. Description of the service to be
rendered.

2. Statement of time required.

3. Amount of personal compensation
expected.

4. Effect of such service on the
individual's obligations to the
University.

Service for personal compensation may be
undertaken only after receipt of written
approval from the President of the
University. Compensation for such work w:.11
be approved only when the University can
assert formally that the additional work
involved will not interfere or conflict with
the faculty or staff member's obligations to
the University itself. Proposals being
submitted to external sources which include
personal cowmpensation for faculty and staff
that have been processed through the Office
of Research, Grants and Contracts and
approved by the President for submission are
excluded.
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PEASONNEL POLICY MANUAL

Subject: Employment Sectlon Number: PG - 22
of Relatives

Approval Datet 1/1/85
Revision Date: 3/26/87

PURPOSE:

DEFINITION
OF A RELATIVE:

POLICY:

EXCEPTIONS:

To outline the circumstances under- which
relatives may or may not be employed by the
University. ’

This . policy’ includes relatives by blood or
marriage. including parents and children,
husbands and ‘wives, brothers and sgsisters,
brokthers~ and sisters-in-law, mothers- and
fathers-in-law, wuncles, aunts, nieces and
nephews, . and step-relatives in- the same
relationship.

.Selection, placement, promotion, and all

cther matters pertaining to employment of
academic and support staff shall be made
without regard to family -status of the
individual, Supetvisors .and administrators
will consider each person on personal merits,

..qualexcations, and skills. Therefore, both

husbands and wives or any other kinship can
exist at thig institution and within the same
department.

The University shall not employ a relative as
defined above in the following circumstances:

"l., No relative of any member of the
Board of Regents shall be employed
except that upon writ.ten
‘recommendation of the President of
the University one such relative of
each member of the Board of Regents
may be appointed upon confirmation by
the other appointed members.

2. Placements shall not be made  where
one employee is in a position to
supervise or to influence the related

"employee's selection, placement, rate
of pay, promotion, tenure, teaching
lecad, or other status or interest of
the relative, of where the handling
of confidential information could
create awkward work situations.
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Subject: Employment ) Section Number: PG =~ 22
of Relatives

Approval Date: 7/1/85
Revision Date: 3/26/87

EMPLOYEES WEHO

BECOME RELATED

THROUGH MARRIAGE:
Al

The conditions outlined herein shall apply.
also, if two employees become related through
marriage after they are employed. In such
cases if ohe of the exceptions above applles,
one of the employees shall relinguish his/her
position. EFforts will be made, if feasible,
to find other employment for, that individual.
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PERSONNEL POLICY MANUAL

Subject: Resignation from Section Huamber: PG - 23
University Employment

Approval Date: 7/1/85
Revielon Date:

PURPOSE:

FOR_FACULTY
KEMBERS :

FOR
ADMINISTRATIVE
OFFPICERS:

FOR _STAFF EXEMPT

EMPLOYREES:

FOR STAFF
NONEXEMPT
EMPLOYEES:

NONCOMPLIANCE
WITd POLICY:

To outline the amount of formal npotice a
faculty or statf member should giva when he
or she resigns.

The faculty member should give no less than
60 calendar days' notice of resignation. 1t
is expected that such resigpation from
employment shall be effective at the end of a
semester.

It is expected that administrative officers
give at least 60 calendar days' notice of
resignation.

It is expected that staff exempt employees
give at least one nmonth's notice -of
resignation,

It is expected that staff nonexempt employees
give at least two calendar weeks' notice of
resignation,

If the expectations for adequate notice as
provided in this policy are not met, or if
other mutually satisfactory arrangements are
not made, the employee may be ineligible for
rehire at Morehead State University. Notice
of any such action will be provided to the
employee by the supervisor.
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PERSONNEL POLICY MANUAL

Subject: Time OEf for Death Section Number: PG - 24
in Family or Funeral

Approval Date: 7/1/85
Revision Date: 3/26/87

PURPOSE:

PAID TIME QFF

LIMITS:

Te provide conditions wherein time off
without loss of pay for wark time missed is
granted for a regular, full-time or
continuing, part-time faculty or staff member
for a death in the family or funeral
attendance. :

Up to three days shall be granted without
loss of pay for work time missed within a
seveh consecutive day period commencing with
the date of death of a member of a staff
membet's iImmediate Eamily €for attendance to
funeral matters. An exception may be made in
a case requiring extensive travel time for a
funeral outside the state of  Kentucky and
more than 400 miles from' the staff member's
residence. When such exception is approved
by the appropriate supeivisor, up to two
additional work days off may be gtanted..

Time off without 1loss of pay alsoc may be
approved by the appropriate supervisor not to
exceed one-half (k) day to attend the funeral
service of’  an associate, close friend, or

- relative not defined as ‘immediate -family

below.

Time woff in addition to that Jdescribed
herein, if approved, shall be taken a5 no-pay
time or acctued vacation or earned
compensatory time, at the staff member's -
option. :

A staff member already on time off chargeable
to an authorized University holiday excluding:
vacation shall not receive 3zuch death-in-
family paid time off Eor that day.
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PERSONNEL POLICY MANUAL

Subject: Time Off for Death Section Number: PG -~ 24

in Family or Funeral
Approval Datet: 7/1/85
Revision Date: 3/26/87

IBMEDIATE FAMILY: A staffl member's immediate Eamily is defined
as:

Father or father-in-law
Mother or mother—-in-law
Stepfather or stepmother
Brother, sister, or brother- or
sister—in-law
Stepbrother or stepsister
Spouse
Child or stepchild
Grandmother or grandfather-
Grandchild
Former guardian
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PFRASONNEL POLICY MANUAL

Subject: Faculty & Staff Section Number: PG - 25
Identification Card

Approval Date: 7/1/85
Revigion Date: 3/26/87

PURPOSE :

FPACULTY AND
STAFF ID CARDS:

PAMILY ID CARDS:

Te provide a means for identification of
regular full-time faculty and staff members
and their families by means of identification
({ID) cards.

The Office of Personnel Services shall issue
each regular full-time faculty and staff
member an ID card. '

A spouse or ubmarried dependent child may be
issued an ID card upon request by a regular
full~time faculty or staff member. A fee may
he assessed for each additional ID card
issued.
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PERSONNEL POLICY MANUAL

Subject: Tuition Waiver Section Number: PG - 26 tH

Approval Date: 7/1/85
Revision Date: 3/26/87

PURPOSE:

ELIGIBILITY:

TUITION WAIVER
LIMITS:

TUITION WAIVER
REQUESTS:

COURSES DURING
WORK HOURS:

ADDITIONAL
COURSES:

To provide regular full-time faculty and
staff members opportunity to advance their
education by taking University courses
without cost, if enrolled in the Univérsity.

Any reqular full-time faculty or staff member
who has completed the probatlonary period, if
applicabie, 1Is eligible to' request tuition
waiver.

A regular (ull-time faculty or staff member
may take one course up to a maximum of four
credit hours each semester and, during the
summer, only one course up to a maximum of
four credit houts. The course work must be
within the University's three colleges. :

h reguest for tuition waiver is made on the
Request for Payment of Registration Fees Form,
and must be approved by the supervisor and
appropriate vice president. A copy of the
form shall he forwarded tu the Office of,
Personnel Services. '

Permission may be granted by a supervisor
upon written reguest to take classes during
work hours. If approved, the work will be
made up by adjusting the individual's work
schedule. If the Faculty or staff menber
cannot agree on suitable rescheduling
arrangements, the. matter shall be resclved by
the approprliate vice president.

additional courses beyond the four credit
hours pet  semester loc summer session)
waximum nay ke taken outside normal working
hours and at the faculty or staff menmber's
own expense., -
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PERSONNEL POLICY MANUAL

Subject: Workers' Compensutiun Section Nuaber: PG - 27

Approval Date: 7/1/85
Revision Date: 3/26/87

PURPOSE:

FELIGIBILITY:

EMPLOYEE
RESPONSIBILITY:

INVESTIGATION
"QF ACCIDENTS:

COVERAGES :

To outline the procedure to be followed in
the event. of an on-the-job injury or
occupational illness.

All types of University employment, full-time
or* part-time, are covered if an accident or
occupational illness -arises out of and in the
course i employment, unless self-inflicted
or due to willful misconduct or intoxication.

It is the legal responsibility of any
employee involved in a job-related accident
or illness to report the accident or illness
to the supervisor, or another supervisor if
the employee's ‘supecvisor is not available,
as sooh  as practicable after the occurrence
of the accident.

Supervisors ' ‘have the responsibility for
investigating the accident or illness and
submitting a Supervisor's Investigation

Report Form-within 24 hours of the accident .

to the Office of FPersonnel Services. The
Office "of Personnel Services is responsible
for setting into motion the necessary
proceduces -to provide appropriate workers'
compensation coverage to the employee.

Medical expenses ngrmally shall be paid in
full for hospital, surgical, doctor and
nursing services, and medicines and drugs,
for treatment related to a job-related injury
or illness. If an enployee is unable to work
for an extended period of time because of the
job-related injury or illness, indemnity
payment$s normally are paid for the work-time
lost., These payments represent a percentage

of the employee's average ‘weekly wage. An.

employee may elect to use accumulated sick
leave instead of receiving these payments.
In such instances, the employee shall endorse
the workers' compensation benefit check to
the University. The amount of the workers'
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PERSONNEL POLICY MANUAL

Subject:

Workers' Compensation Section Number: PG - 27

Approval Date: 7/1/85
Revision Date: 3/26/87

ACCIDENT
PREVENTION:

compensation check will be used to reinstate
any wvacation days and/for sick days used in
that order. Calculations for reinstatement
will be at the daily rate paid by the
University to the employee during his/her
absence. In the event of death; there may be
certain survivor benefits for eligible
dependents.

Management at all levels has the
responsibility for every operational activity
of the department, and each supervisor must
accept his or her share of the responsibility
for the safety of employees.

It is a basic principle of the University's
safety philosophy that each organization is
responsible for safety and that each
employee, in accepting employment, assumes a
personal responsibility for working safely.
Each employee must accept the primciple that
compliance with safety regquitemenks s a
condition of ewployment.
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PEASONNEL POLICY MANUAL

Subject: University's Program Section Number: PG - 28
of Personnel Benefits

Approval Date: 7/1/85
Revision Date: 3/26/87

PURPOSE:

TIE URIVERSITY'S

PROGRAM:

CONTINUANCE
OF UNIVERSITY
BENEFITS:

A statement on personnel benefits available
to regular full-time fFaculty and staff
members.

The University maintains a comprehensive
program of personnel! benefits for all full-
time. regular Eaculty and staff members and
eligible dependents. Information about these
programs is found in a variety of policies,
handbooks, and brochures prepared to acquaint
faculty and staff members about employment

with the University. Such programs of
benefits are wunder constant review and are
subject to periodic revision. -Further

information may be obtained from the Office
of Personnel Services.

The University continues benefit
contributions on a twelve-month basis, for
nine-, ten- and eleven-month employees, who
have been employed by the University for the
next fiscal year. It is the responsibility
of nine-, ten-, and eleven-month employees to
continue optional employee contributions,
such as optional life insurance; family Blue
Cross/Blue Shield coverage; cancer insurance;
etc., during periods that employees are not
included on the University's payroll.

Under the provisions of the Consolidated
Omnibus Budget Reconciliation Act of 1985
(COBRA) which was signed into law on April 7,
1986, with an effective date of July 1, 1986,
the University's regular full-time employees,
their spouses, and their eligible dependents
may elect to continue their health care
coverage under the University's medical plan
in certain instances where coverage would
otherwise ©be terminated. Those Llnstances
include termination of employment for reasons
other than gross misconduct, death of the
enpleoyee, divorce or legal separation,
noneligibility for Medicare, or reduction in
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PEASONNEL POLICY MANUAL

Subject:

University's Program Section Number: PG - 28
of Personnel Benefits

Approval Date: 7/1/85
Reviasion Date: 3/26/87 .

the houts of employment. Under the law,
regular full-time employees, their spouses,
and their dependents must be offered
continuation coverage for a period of up to
three vyears unless the -coverage was lost

through termination of employment or
reduction in hours. In thoge cases, the
required coverage period will be 18 months.
However, the law permits continuation

coverage to be immediately . terminated when
the GUniversity no longer provides group
medical coverage, premiums for coverage are
not paid, eligibility for Medicare is
attained, the spouse remarries, coverage is
provided under anotiier group health plan, or,
the dependent ceases to be a “"dependent
child® under the criteria established in the
medical plan, Entitlements for continuation
coverage of medical benefits nusk be
processed through the O0ffice of Personnel
Services.
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PERSONNEL POLICY MANUAL

Subject: Exit Interviews Section Humber: B®BG - 29

Approval Date: 7/1/85
Revigion Date: 3/26/87

PURPOSE:

EXIT INTERVIEWS:

CONF IDENTIALITY
OF INFORMATION:

Tu provide a means to obtain information
regarding a faculty ar staff member's
attitude toward the University and his/her
job, work area, and supervisor upon
termination of employment or retirement and
to determine that the faculty or staff
member's obligations to the University have
been settled properly prior to the fipal date
of employment.

ﬁpon tertmination or retirement, the faculty
or staff member will be scheduled for an
intecview’™ by the Office of Personnel

Services, The interview For staff will be
canducted by the Office of Personnel
Services. Interviews for faculty will be
conducted by the appropriate Dean. The

purpose of the interview will be to discuss
with the employee his/her attitudes toward
the- University, the Jjob,:the unit in which
he/she was employed, and the. supervisor ox
manager to whom the individual reported.

In order o have a frank exchange of_
information, the person conducting the
interview will reguest from the employee
authorization to share the information with

those concerned. If such permission is rot
granted, ., the information will not be
disclosed. However, such information still

will have value in determining paktterns of
problems that cah be shared generally with
areas involved without disclosing the
sSources.

A Separation Iaformation ~Form shall be

completed by the person conducting the
interview. :
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PEASONNEL POLICY MANUAL

Subject: Exit Interviews Section Number: PG - 29

Approval Date: 7/1/85
Revision pate: 3/26/87

CHECELIST OF
THINGS TO DO
BEFORE LEAVING
EMPLOYMENT :

The faculty or staff member shall complete a
checklist of things to do before Jleaving
University employment on an Employment
Separation Clearance form provided by the
supervisot and sign and date the form and
present it to the Office of Personnel
Services at the time of the exit interview.

NOTE: Failure to liguidate outstandihg debts
to the University will raesult in the
indebtedness becoming a matter of official
record.
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PERSONNEL POLICY MANUAL

DELETED

Subject: Withholding Paychecks Section Rumber: PG - 30

(3/26/87)
Approval Date: 7/1/85
Revision Date:

PURPOSE:

FINAL PAYROLL
CHECES:

PAYROLL CHECKS
OTHER _THAN
FIRAL CHECKS:

DELETED

To outline some conditions wherein full-time,
temporary, or part-time faculty and staff
members shall not receive a payroll check due
until certain conditions are met. This
policy shall not limit the University in
withholding paychecks for other circumstances
that may arise that are not listed hercein.

The University will withhold the issuance of
a Einal payroll check to any faculty or staff
member who is leaving University employment
until said individual fulfills all of his/her
obligations " as stipulated in the employment
contract . or any University rules and
tegulations.

Faculty ot staff members who are continuing
employment with the University are under a
duty to fulfill obligations within the
prescribed period of time designated by
applicable University rules or regulations.
Failure to meet these obligations permits
Morehead State University to withhold “the
néxt payroll check until such time as the
obligatiens .are’ satisfactorily met.
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PERSONNEL POLICY MANUAL
N .

Subject: Maximum Age : Section Number: ©PG.- 31

for Retirement and

Employment Approval Date: 1/1/85

Revigion Date: 5/13/88

MARDATORY
RETIREMENT AGE:

ORIVERSITY
EMPLOYMENT
AFTER RETIREMENT:

To specify the University policy regarding
the mandatory age for retirement of tenured
faculty and for reenmployment of retired
faculty and staff after entering into either
the KTRS or KERS.

The mandatory retirement age shall be age 70
for tenured faculty with mandatory
retirement occurring on the day after the
last examination day of the academic semester
or session, as applicable, in which a faculty
member's 70th birthday occurs or, if the 70th
birthday falls between semesters or sessions,
the day after the 70th birthday. The
amendment to the Age Disecrimination in
Employment Act of 1967, which provided for
the mandatory retirement of tenured faculty,
is currently scheduled for repeal on
December 31, 1993, There is no mandatory
retirement aqe for other employees of the
University.

Normally, faculty and staff members afe hot
continved in employment after retiring on a
pension under one of the retirement plans.

However, under Kentucky law, an individual
may be reemployed without forfeiture of
pension to the Eollowing limits:

1. Under the Kentucky Teachers
Retirement System a retired £faculty
member may be reappointed to teach as
a substitute or on a part-time tasis
not to exceed 100 days per vear.

L)

Under the Kentucky Employees
Retirement System, a retired eaployee
may be rehired in accordance with the
annual earning limits established by
the Kentucky ©Employees Retilrerment
System.
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PERSONNEL POLICY MANUAL

Subject: Staff Performance Sectlon Number; PG - 32
Evaluations
) Approval Data: 1/1/85
Revision Date: 3/26/87
PURPOSE: To establish a program of performance
evaluations for regular, full-time, and
continulng part-time staff members. ° :
ANNUAL At least once annually, the supervisor shall
PERFORMANCE | evaluate the employee in selected key areas
SVALUATIQON + on a form provided by the Office of Personnel
. Services. .
PERFORMANCE The supervisor shall review the completed
MEETINGS: performance evaluation €orm with the employee
and provide - for comment from the :employee -
regarding his/her performance, The enployee
shall sign the form Indicating that he/she
has seen it. Such signature does not
.indicate acceptance by the employee of the
raview. ' i
COMPLETED Per formance evaluations are used for
EVALUATION asslstance and decisions in "~ such areas as
FORMS: employee counseling, transfer, promotion,

demotion, discharge recommendations, training
and development needs and to maximize
employee potential., Completed forms shall be
sent to the Office of Personnel Services for
retention after the supervisors have reviewed
the evaluation with the employee. The
employee and employing unit shall retain a
copy also.
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PERSONNEL POLICY MANUAL

Subject: Deceased Employee's Section Kumber: PG - 33
Final Salary Payment

Approval Date: 7/1/85%
Revision Date: 3/26/87

PURPOSE:

DETERMINING FIHAL

DATE FOR BAYMENT
POR A DECERASED
EMPLOYEE:

' DEDOCTIONS FROM
FINAL PAYMENT:

ISSUANCE OF FINAL

SALARY CHECK:

To outline the policy to be followed when
determining a deceased enmployee's final
salary payment. -

The final salary payment will be calculated
on a pre tata daily basis te and including
the da*e of death if the deceased was
actively employed, while using vacaton, sick
leave, other paid time off, or on leave with
pay. If the deceased employee was included
in+ a vacation plan that provides for the
paryment of uhused vacation at the time, of
termination of employment, a payment for
unused vacation time, if any, will also be
included in the final salary check.

_Applicable taxes and benefits deduction's

shall be made as appropriate from the final

salary payment.

The Einal =salary check for a deceased
employee shall be issued to the proper payee
in accordance with Kentucky State laws. The
DEfice of Personnel Services shall determine
the propert payee  from the laws and
beneficiary designation on file.
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PERSONNEL POLICY

MANUAL

Subject: Answering Personnel’
Inguiries

Section Humber: PG - 34

Approval Date:" : 7/1/85
Revision Date: 1/26/87

PURPOSE: |

CIRQUIRIES
ADDRESSED TO

THE UHIVERSITY:

INQUIRLES
CONCERRIRG.

INSURARCE CLAIMS
AND- COVERAGES:

INFORMATION

REQURBSTED BY
LEGAL MEANS:

INQUIRIES MADE
TO A _SUPERVISOR

OR_DEPARTMERT

"CHAIR BY MNANE:

INFORMATION
ROT_GIVEN:

To provide consistency throughout the
University in answerlng inquiries regarding
present or former faculty or staff members.

Inquiries addressed to the University (rather
than to an individual) should be forwarded to
the Office of Personnel Services.

Inquiries concerning an employee's insurance
claims and coverage, and related matters’
should be referred to the Office of Personnel
Services.

Information requested by legal means should
be channeled through the Office of Personnel
Services,

a. MNonderoyatory, public - information which
is already published, such as information
contained in University or community
telephone diréctories or in University
catalogs, may be divulged.

- b. Information regarding the employee's

record with the University concerairg
quality of work, atténdance record, dates
of employment, and so forth may be given
provided the individual reportinc can
defend the information he/she provides.

a. Salary inforwmation is not ‘released by the
Office of Personnel GServices. Howvever,
such -information is  available from
appropriate documents on file at the
University Library.

b. Infermation regarding, an employee's

record with some other employer Is ngt
given. : b
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PERSONNEL POLICY MANUAL

Subject: Answering Personnel Section Number: PG — 34 :lusg
Inquiries

Approval Date: 1/1/85
Revigion Date: 3/26/87

INQUIRIES THAT

ARE NOT COVERED

BY POLICY:

Information reguested to assist a
collection agency is not given. {Such
agencies sometimes will ask questions
such as where an employee works or parks
his car or what time his shift ends.
Also, forwarding addresses are often
requested.)

Request for information not covered by the
poliey should be directed to the Office of
Personnel Services.
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PERSONNEL POLICY MANUAL

Subject: Effective Date of Section Number: PG - 35
Employment or
Termination of Approval Date: 7/1/85
Employment Revision Date:
PURPOSE: To state the University's pol.cy concerning

EFFECTIVE DATE
OF EMPLOYMENT:

EFFECTIVE DATE
OF TERMINATION:

the effective date of employment or
termination of employment.

NOTE: This policy does not apply to faculty
appointments.

The effective date of employment shall be the
first day the employee is actively at work.

The elfective date of termination of
employment shall be the last day the employee
is actively at work.
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PERSONNEL POLICY MANUAL

Subject: Help Wanted Section Number: PG - 36
Advertising

Approval Date: 7/1/85
Revision Date:

PURPODSE: -

RESPONSIBILITY
FOR CLASSIFIED
ADVERTISEMERNTS :

" PROCEDURE:

To insure that language used *n classified
advertising " complies with State and Federal
legislation and maintaine a atandard of
public relationms. '

The Director -of Personnel Services is
responsible for coordinating the placement of
all help wanted advertisements for the
University - in newspapers and other
publications and for reviewing the wotdlng of
the advertisements so that:

1. The wording of all such
advertisements is in compliance with
State and Federal legislation, and

2. A standard of public relations
through " advertising - can - be
maintainedl

A supervisor wishing to place a help wanted

advertisement shall contact the Dzrector of
Personnel Services for guidance.
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PERSONNEL POLICY MANUAL

Subject: Employment Process Section Rumber: PG - 37

Approval Date: 7/1/8%
Revinion Date: 3/26/87

PURPOSE :

INITIATION OF

THE PROCESS:

To outline the process fcollowed when filling
a regular, full-time vacancy.

a.

Any administrative unit which wishes to
£ill a vacancy or create a new position
must complete. the “Faculty or Support
Staff Search Procedure Checklist.,®

The checklist must contain the necessary
information to proceed with a job search
by including:

1. Recommended membership of the search

commitktee of any academic or
administrative opening. Search
committees appointed to recommend
final @ candidates for certain

positions include members, wherever
possible, of protected classes.

2. Approprxaﬁe budget approval from the
Vice President for Admlnxstratlve and
Flacal Services.

3. A lxst of recommended . newspapers and
publications where the vacancy should
be advertised.

4. A completed Morehead State University
Employment . Opportunity . form

containing a -‘job description and’

qualifications for the vacancy.

5. . Apptowval by the Department
Chair/0Office Director, Dean/Supervisor
of Office Director - and the
appropriate Vice President. The
President provides final authorization
to pursue the search.

The -Director of Personnel Services
reviews each checklist for proper
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PERSONNEL POLKCY MANUAL

Subject: Employment Process Sectlon Number: PG - 37

Approval Date: 7/1/85
Reviaion Date: 3/26/87

FRSPONSIBILITY FOR
AFFIRMATIVE ACTION
LND EQUAL
OPPORTONITY:

INTERNAL VACANCY
POSTINGS STAFF
EXEMPT/STAFF .

HOREXEMPT) 3

QUALIFICATIONS FOR

PROMOTION - (STAFF
RXEMPT/STAFF

HONEXEMPT)

approval and makes any appropriate
additions or deletions to the media
coverage.

Affirmative action and equal employment
opportunity are the joint responsibility of
the supervisor with the vacancy and the
Director of Personnel Services. The Director
of Personnel Services and the Affirmative
Action Officer shall make sure that all steps
outlined in the  |University's Affirmative
Action program are followed when filling the
vacancy.

All . staEf exempt and staff = nonexempt
vacancies shall be posted internally for five
days to provide «current full-time staff

‘members with the opportunity for  promotion.

Priority will be given to full-time employees
prior to advertising the position externally.

A position which hLad been posted within the
past 45 days does not need %o be reposted.

Ability to do the job and previous work
per formdnce: are factors considered by
management in determining whether an employee
is qualified for the particular position. 1In
considering ability to do the Job, a review
is made of such things as the employee's work
history, “attendance record, educational
background, and aptitudes.

In- no circumstances can a promotion or
transfer be denied or granted solely because
of race, color, age, religion, sex, handicap,
veteran status, or national origin.

IE no internal candidate is deemed by
management to be qualifed, the vacancy is
advertised externally by the 0Office of
Personnel Services.

.,Page 20f 4



PERSONNEL POLICY MANUAL

Subject:

Employment Process Section Number: PG - 37

Approval Date: 1/1/85
Revislon Date: 3/26/87

All resymes and employment
applications are properly accepted:
and tecorded on the gearch fprocedure
checklist. Applications are kept- for -
a minimum of two years or the life of
Kentucky's desegregaktion plan by the
Office of Personnel Services.

"Supplemental Personnel Data for
Affirmative Action Recruitment™ forms
are Ilndependently forwarded to each
applicant by the Office of Personnel |
Services. The form is wused to
ascertain sex, race, handicap, or
veteran status of candidates. These
formg are not seen by ‘the dearch
committee or other persons directly
involved in the hiring process.

The Director of Personnel Services
screens out applicants who do not
minimally qualify under the posting

- and advertised regquirements. Those

who are rejected are again reviewed
by the screening chairperson or
interviewing supervisor to
substantiate the decision against the
yeneral posting requirements.

The Affirmative Action Officer
- réviews the applicant-flow listing to
determine if there is adequate
representation from  minorities or
women. Depending upon the outcome,
the posgition may be readvertised if,
in the opinion of the Affirmative
Action Officer, representation is
lacking of- protected class members.

All selection or promotion decisions
are based solely upon the’
individual's qualifications £for the
position.
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PERSONNEL POLICY MANUAL

Subject:

Employment Process Section Numbers PG - 37

Approval Date: 7/1/85
Revision Date: 3/26/87

The completed checklist is returned
to the Office of Personnel Services
for review. The checklist includes
those individuals who were
interviewed and those who were not
reviewed with reasons for the
rejection.

The Affirmative Action Officer
reviews the individual selected
against any protected class comparing
those who applied to determine if the
selection was appropriate. If there
are doubts, a written explanation may .
be requested for the hiring raticnale
and for the reasons why protected
class members were rejected. If the
written justificationa for
‘honselection of the protected class
"member are not in conformance with
affirmative action selection
procedures, the Affirmative Action
OfFicer is authorized to delay " an.
offer . of egployment - until the
staktement Tis  evaluated or the
nonselection is resclved between the
two parties. If agreement cannot be
resolved, the AfEirmative Action
Officer must forward all information’
to the appropriate vice. pregident for
resolution. :
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PERSONNEL POLICY MANUAL

Subject: Rest Periods Section Number: P35 -~ 38
Approval Date: T/1/85
Revigsion Date: 3/26/87
PURPOSE: To comply with legal requirement. to provide
rest penods to employees during periods of
wark.
LEGAL KRS 337.365 states that “no employer shall

TBOUIREMENT :

UNIVERSITY
PHILOSOPHY :

require any employe to work without a rest
period of at least ten (10) minutes during
each [four (4} hours worked, .except those
employes who are wunder the Federal Railway
Labor Act. This shall be in addition to the
regularly scheduled lunch  period, No
reduction in compensation shall be made for
hourly or salaried employes.®

The University feels that a reasonable amount
of time for this purpose should not exceed 15
minutes during each half-day work period. At
the discretion of the administrative head of
department, it is permissible for employees -
to take @& reasonable amount of time off from
a sustained work petiod to make use of the
restroom facilities or to refresh themselves
from physical and ,mental energies expended (n
the performance of work. It should also be
understood that work routines must continue
and absences from the work area should be
arranged in such a manner as not, to distupt ’
the secvices of the office/department. The
University expects all employees to exercise
tiiis privilege in a reasonsable manner and to'
return to their work without undue delay.
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PERSONNEL POLICY MANUAL

Subject: Things to Know When Section Wumber: PG - 39
Leaving University
Employment Appraoval Date: . 7/1/85

Revision Date: 3/26/87

PURPOSE

ROUP_LIFE
INSURANCE:

GRGUP MEDICAL
- INSURARCE :

To outline the things that a faculty .or staff
member should know about group 1life and
health insurance, retirement con%ributions,
and other matters {f he/she leaves University
employment prior to retirement. B ’

Protection in this plan stops 231 days after
the end of the 'pay period in which .the
resignation becomes effective, The
employee's University policy can be converted
to an individual policy without a medical
examination if application is made within
this 31-day period. ’

& faculty or staff member should contact the
Office of Personnel Services if he/she wishes
to take advantage  of the conversion
privilege. '

NOTE : An individual who desires to continue
life insurance and is in good health may be
able to obtain more desirable coverage by
contacting a representative’of any commercial
insurance company. This is because converted
policies are limited to one type. The amount
which may be convetted is limited to the
amount . in force immediately prior to
termination.

The cost of the converted policy will be
higher than the University's because {1) the
type of insurance to "which one converts is
whole 1life insurance instead of the less
expensive group term insurance, and (2) the
age of the individual at time application .for
conversion is made 'is also a factor.

Under the provisions. of the Congolidated
Omnibus Budget Reconciliation Act of 1985
(COBRA), regular full-time employees, their
spouses, and their eligible dependents may
elect to continue their health care coverage
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PERSONNEL POLICY MANUAL

Subject: Things to Know When Section Number: PG - 35

Leaving University
Employment Approval Date: 7/1/85

Revision Date: 3/26/87

A"HER: OPTIONAL
ANSORANCES =

RETIREMENT
CONTRIBUTIONS:

FINAL PAY CHECK:

EXIT INTERVIEW:.

under the University's medical plan in
certain instances where coverage would
otherwise be terminated (S5ee PG - 28).

Guidance regarding other optional insurance
that may be applicable can be received by
contacting the QEfice of Personnel Services.

A faculty or stafFf member who is leaving

- University employment should contact the

Office of Personnel Services regarding
possible retirement benefits or the
withdrawal of contributions.

The faculty or staff member must make
arrangements to receive his/her final pay
check and year-end W-2 form. If a change ol
address is known, a new W-4 should be
submitted. If there is a change of address
after terminatiom but before the end of the
calendar year, the Payroll Office must be
notified so year-end  tax statements can be
forwarded to the new address. -

The faculty or staff member is responsible
for completing the exit interview checklist
and scheduling the exit intecrview with the
COffice of Parsonnel Services.
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PFRSONNEL POLKCY MANUAL

Subject: National, State, and Section Number: PG - 40
Local Elections

Approval Date: 7/1/85
Revision Date: 3/26/87

PURPOSE:

CSUERAL
PIILOSOPHY :

TIME OFF
FROM WORK:

'PRESIDENTIAL
ELECTIOR DAY:

To provide provisions for grantirg paid time
off from work when necessary for full-time
regular faculty and staff members to vote in
national, state, and local electlons.

StafE members of the University are

_ encouraged to .exercise thelir voting

privileges at all national, state, and local
elections. Ordinarily, work schedules permit
adequate time for voting either before or
after normal working hours.

When it is not possible to vote at any other
time, a regular €full-time faculty- or staff
member will be granted time off from work for
up to four consecutive hours Eor the purpose
of voting on election days, without loss of
pay. Time off for voting will be scheduled
by the immediate supervisor.

presidential Election Day is a Universlty

holiday and the provisions of “the holiday
policy apply.

Page 1 of 1



PERSONNEL POLICY MANUAL

Subject: Salary Increass Upon Section Number: PG - 41
Being Awarded an
Advanced Degree Approval Date: 7/1/85

Revision Date:

PURPQSE:

POLICY:

To "outline the salary congiderations when an
individual is awarded an advanced degree.

An individual “who .obtains an advanced degree
which in the judgment of the administration
is applicable to the assigned-duties shall be
rewarded in addition to regular increases
awarded other employees. .
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PERSONNEL POLICY MANUAL

Subject:

Employea'’s
Responsibility for
University Keys and
Property

Section Nunher: PG - 42
Approval Date: 11/4/85
Revision Date: 6/17/88

PURPCSR:

EEY CONTROL
SYSTEM:

OHIVERSITY
PROPERTY :

To inform employees of their responsibilities-
fegarding the cars and attention of
University keys and property.

laplementation of a key control system allows
convenient access to facilities and provides
for facility security. To obtain a key for
personal wuse, the employee must receive
approval from Etheir wvice president or dean
and obktain a key Erom the Office of Safety

and Security. Rey Request Forms can be
obtained Erom the offices of the vice
presidents ot deans. Upon  appropriate

apprecval cf the reguest, the employee will
personally deliver the approved key request
form to the Office of Safety and Security.
Ugen issuance of a ¥, an employee |is
required to sign a ke; agreement indicating
thac he,she will not iplicate the key or
loan the key to unaut :rized personnel and
#will return the key to che Office of Safety
and Security when no longer needed or upzh
separation from University employment. Lost
or stolen keys should be reported immediately
ko the appropriate supe-cvisori{s) at which
time a lost key report wili be completed., In
the event of negligence, i cnarge for a lock
change may be assesced when a key is lost or
stolen. This charge must be paid by the
employee before a new key is issued.

Employees may be issued University FEropertly
and other eguipment necassary %o gperfzim
their day-to~day duties 2nZ resgonsipilities.
In addition, employees may se given access to
the University's comgutar 5rstems via
passwerds. It is the empleorea’s
responsioilizy that this aguipment and
materizl, as well as individual <computer
passwords, computer data tases, and access to
computer resources and equipment be
maintained with the utmost <are and Gte
protected from misuse and/or abuse. once
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PERSONNEL POLICY MANUAL

Subject: Employee's Section Number: PG - 42
Responsibility for .

.o University Keys Approval Date: 11/4/85

' and Property Revision Date: . 6/17/88

EMPLOYEE PENALTY ~
UPON VIOLATION
OF FOLICY:

i

materials have been provided, the employee is
responsible until appropriately returned to
the supervisor.

Violation of any part of the key agreement or

the misuse and/or abuse of computer
passwords, computer data base, or computing
resources and eguipment may result in

revocation of all key ¢r caomputer privileges
and;or subject the emplovee to disciplinacy
action. Under Rentucky Revised Statutes, any
person who knowingly makes, o©or causes to be
made, any University %ey shall be guiley of a
Class A misdemeanor. Likewise, misuse and/or
abuse, destructicn, or unauthorized access %o
University property andfor computer systems
is subject to disci, :nary ac%ion and/or
dismizsal from Univers: enployment.
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PEASONNEL POLICY MANUAL

Subject:

Staff Early Retirement Section Rumber: PG - 43

Approval Date: 1/18/86
Revigion Date:

PURPOSE:

ELIGIBILITY:

PROGRAM ;

To ptovide regqular full-time staff eligible
for retirement under the Kentucky Employee or
Kentucky Teachers' Retirement System an
opportunity to retire earlier than the age
required to qualify for social security
benefits or the mandatory age of retirement
from the University, and to continue in a
part-time support capaclty with the
University.

Any staff member eligible for retirement
under the regular EKentucky Retirement Systems
may apply for early retirement. A request to
take early retirement [s to.be made by the
staff member directly to the requesting
member's supervisor. A- decision on whether
to grant the early retirement request will be
made by the appropriate supervisors
(director, department chair, dean, vice
president) and will be based upon the
stafEing needs, present and future, of the
affected office. If early retirement does
not adversely affect the function of the
office, then upon a favorable recommendation
of the appropriate supervisors, the President
may recommend final approval to the Board of
Regents at the next scheduled meeting of the
Board. Prior to the recommendation of the
President, a fixed-term contract not to
exceed four years will have been negotiated
between the "statf member and the University,
the provision of which should mutually meet

.the needs of the contracting parties.

The pegotiated [first year salary shall not
exceed 40 percent of the staff membec's last
base salary. Future salary adjustments will
be permitted in accordance with salary
distribution guidelines adopted by the
institution each year. During the early
retirement period, the retired staff member
may elect to purchase life insurance from the
University's life insurance carrler under the
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PERZONNEL FOLICY MANUAL

Subject:

Staff Early Retirement Section Number: PG - 43

Approval Date: 7/18/86 .
Revialon Date:

University's group plan. Single and fanily
health insurance may also be purchased at the
group rate; however, the Office of Personnel
Services and the Budget Office will annually
review the decision to continue to offer
health and life insurance as a. part of the
eiarly retirement plan. Continuation of the
health anj life insurance plans for the staff
in early retirement is contingent upon
budgetary impact.

This special appointment. category carries
with it the . expectations, dutles, and
responsibilities of a part-time position.
3ick leave will be pernitted in accordance .
with the |University personnel policies,
office space will be made 4available, and
library and special purchase privileges
{bookstore, athletic tickets, etc.) will _be
available in accordance’  with University
policies and procedures. The staff member's
performance will also be evaluated utilizing
the same evaluation [Instrument _as used ¢to
evaluate regular staff, This A specgial
appointment category carries with it no- less
responsibility for . performance, attendance,
and professional ethica and responsibilities
than that of a regqular employee and will be
governed by the University personnel policies
with the exceptions as™defined previously.

StaEf must retire fully from the University

in accordance with current personnel policy
at .age 70. )
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FERSONNEL POLICY MANUAL

OF THE PLAN:

HANAGEMENT
RIGHTS ARD
RESPONSIBILITIES:

Subject: Staff Job Section Number: PG - 44
Classification,
Wage, and Salary Approval Date: 5/13/88
.M Administration Revision Date:

PURPOSE: To establish the policies and procedures for

adnfinistering the Staff Job Classification
and Compensation Plan approved by the Board
of Regents on January 29, 1988.
It shall be the objective of the Wniversity
to maintain a Staff Classification Systen
based on the Jjob evaluvation techniques
contained in the Classification,
Compensation, and Job Evaluation Study
conducted by Cresap, McCormick and Paget and
subsequently adopted by the Board of Regents
on Januvary 29, 1988, It shall further be the
objective of the Board to compensate staff
members in an eguitable and competitive
manner within the resources available to the
institution for staif compensation.

ADMIRISTRATION The Board of Regents authorizes the President

to administer the Plan. All staff
appointments shall be in accordance with the
Staff Job Classification and Compensation
Plan. The scope of the University's annual
audit by an external auditing firm shall be
expanded te encompass an audit of
institutional compliance with the policies
and procedures for administering the Plan,

The Board of Regents may amend the Staff lob
Classification and Compensation Plan in
response to budgetary constraints, changes in
state and Federal law or regulations, and/or
based upon any financial exigency which might

affect the University's ability to
appropriately respond to internallv- or
externally-imposed fiscal crestraints. The

Qffice of Personnel Services shall maintain
the 5taff Job Classification and Compensation
Plan. The Plan shall be available in the
Office of Personnel Services and in the
Camden-Carrell Library for review by any
employee. The Staff Job Classification and
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PERSONNEL POLICY MANUAL

Subject: Staff Job Section Number: PG - 44
Classificatiecn,
) Wage, and Salary Approval Date: 5/13/88
\ Administration Revision Date:

JOB EVALUATION
COMMITTEE:

JOB CLASSIFICATIOR
SYSTEM:

Compensation Plan shall be a part of the
annupal personpel  roster and appointment
approval process.

The President shall appoint a Job Evaluation
Compittee. The Committee =shall hear and
decide on job classification appeals, and in
conjunction with the Office of Personnel
Services, it shall review and recommend
changes 2 the Plan. Routlne personnel
actions which do not necessitate a2 change in
job classification shall not reguire review
by the Job Evaluation Comnittee. Questions
or disputes that arise from the Plan's
administration shall be resolved by the Jok
Evaluation Committee.

Classification and grade assignments [or new
positions, or reclassification of existinc
positions, shall be sabmitted Lo the

Personnel Office for review and
recommendation to the Jcb Ev=igaticn
Committee, Appeals t> the Plan's Job
classification shall be accepted through June
30, 1988, The classification and srade
determination shall ba based on the

requirements of the position as defined on
the job description and on factor comparisens
with other like or similar positions.

The University shall maintain and administer

a job classificaticn system that is
resgonsive to the management of  s:aff
employees and is consistent with the
classification techpniques contained in the
Plan approved by the Board of Regents. An

ongcing review of sll job classifications
will be conducted by the Office of Personnel
Services. The review shall permit equitable
and routine adjustments consistent with the
staffing needs of the University and
available resources.
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PERSONNEL POLICY MANUAL

Subject: 5Staff Job Section Number: PG - 44
Clagsification, :
Wage, and Salary Approval Date: 5/13/88
Adninistration Revision Date:

STAYPF COMPERSATION

s
——

ADJUSTIEG
THE COMPENSATION
SCHEDOLE:

ANNUAL SALARY
ADJUSTMENRTYS :

The Administration shall . maintain and
addinister a compensation schedule that |is
equitable in its administration and is
consistent with each job classification and
grade determined in the job clasgification
systen. The compensation schedule shall be
reviewed annually and adjusted when
appropriate within the resources available to
the University for staff salaries and wages.

To assist in determining if annual changes in

the compensation schedule are necessary, the
0ffice of Personnel Services shall conduct
compensation surveys as appropriate but, as a
minimum, will conduct a comprehensive Survey
every three years. The Office of Personnel
Services in conjunction with the Office of
Budgets shall recommend to the President any
adjustments to the schedule. The President
shall recommend to the Board of Regents for
its approval any adjustments prior to
implementation. The survey and review should
coincide with the University's annual
planning and budgeting process.

With the resources available annually for
staff salary increases, it shall be the
abjective of the University to adjust
salaries of employees, who are meeting job
expectations, toward the midpoint of thelr
grade. Employees whose salaries are within
the third and fourth gquartiles of their grade
range, and who are meeting job expectations,
shall continue to move through their
respective grade range. Resources
permitkting, cost-of-living increases shall be
considered when annual salary and wage
ad justments are determined.
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PERSONNEL POLICY MANUAL
Subject: Staff Job Section Number: PG - 44
Classgification.
. Wage, and Salary Approval Date: 5/13/88
Al Administration Revision Date:

ENPLOYER
CATEGORIES:

If additional funds are available following
this initial distribuntion, such funds shall
be allocated within guidelines developed by
the administration.

The Equal Employment Qpportunity categories
of all University positions are generally
classified as exempt and nonexempt and are
indicated below:

01 Executive/Administrative/Managerial
{Exempt}

02 Faculty (Exempt)

03 pProfessional, Nonfaculty [(Exempt}

04 Secretarial/Clerical (Nonexempt}

05 Technical/Paraprofessional (Nonexempt)

06 Skilled Crafts (Nonexempt;

07 Service Maintenance (Nonexempt)

The Office of Fersopnel Services and the
Department Chair/OFffice Director shall
operate under the following provisions:

A. New Hire. The normal entry rate of pay .
for a2 newly-hired staff employee shall be
the minimum of the f{irst guartile for the
grade, Under certain conditions, a staff
employee may be started at a rate higher
than the entry rate but not greater than
the salary permitted for the grade. The
Job Evaluation Comm:ttee shall review and
recommend to the President any salary
gceater than the entry level. Written
justification fcr a starting rate higher
than the entry rate shall accompany the
request fFrom the thiring administrative
unit head to the Director of Personnel
Services. when requesting an exception,
sufficient lead time shall be given to
a2ssess the justification and make a
recommendatisn to the Job Evaluation
Committee and cobtain a final decision by
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PERSONNEL POLICY MANUAL

¢

Subject:

Staff Job

Classification,

Section Number: PG - 44

wWage, and Salary Approval Date: 5/13/88
Administration Revision Date:

the President. Justification shall
clearly establish the following:

1. No other qualified applicant is
available for hire at the entry rate.

2. A definite need exists for the
position to be filled by an
individual possessing the skills,
education, and experience beyond that
normally reguired to pecform
gatisfactorily the duties of the
position,

1Y)

. The desired applicant does in fact
have conclusive suppcrt that he/she
possesses the skills, education, and
experience beyond tha: required of
the position.

4. Employment of tne desired applicant
does not cresui: 1n discrimination
against, nor have an adverse Impact
upon members of ary race, sex, Of
ethnic group.

Promotion and Reclassification. Cpon
promotion or reclassification to a higher
grade, an employee's new rate of pay will
be the entry rate of the new grade. ) §3
the entry rate is less than the
employee's current rate, the enployee's
new rate may be increased up te 5 percent
higher tharn the curfeat cate with the
approval of Personnel Services and the
hiring unit.

For employees in positions which are
reclassified individually, the pay rate
shall become effective on the first day
of the month following final approval of
the reclassification. For employees
reviewed as part of a series review, pay

Page Sof 8




PERSONNEL POLICY MANUAL

SR
Subject: Staff Job Section Number: PG - 44
Classificatjion,
Wage, and Salary Approval Date: 5/13/88
B Administration Revigion Date:

rates shall become ‘effective at the
beginning of the next fiscal year.

A pay lncrease upon prozotien shall not
jeopardize an employee's eligibility for
annual increases.

Retroactive pa§ adjustments shali nct be

@ade.
C. Acting, Interim, or Temporary

Appointments. If an employee sezves in
an acting, interim, or temporary capacity
for at least one (l) month, the employee
shall teceive the entry rate of pay for
the position in which he or she is
serving in an  acting, interim, or
temporary capacity. If the entry rate s
., below the employee's current rate and
] with the approval of Personnel Services
and the hiring unit, the rate may be
increased up tc 5 percent, or Jp Lo 10
percent if the employee continues duties
in the former position, higher than the
emplcyee's current rate, When returned
to the former position, the employee
shall revert to the £former rate of rpay
with any annual increases awarded during
the absence from the former position,

D. Demotion. A demotion is the movement of
a staff emplovee to a lower grade level.
A demotion shall not jeopardize an

employee's eligibility for annual
increases. The normal adjusted salary
for a demoted staff member shall te
determined by Personnel Services

according ko the following:

1. An individual who wvoluntarily accepts
a position in a lower grade shall
retain hls or her current rate of pay
for the remaining portion of the
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FERSONNEL POLICY MANUAL

]

Subject: Staff Job

Classification,

Section Number: PG - 44

;’ ™~ Wage, and Salary Approval Date: 5/13/86
\ . Administration Revision Date:
L
! current fiscel year. At the

beginning of the new fiscal year, the
employee’ shall be rpaid at the entry
cate " of the lower .grade, Annual
increases shall be calculated based
on the lower pay rate.

2. An individval who s involuntarily
assigned to a lower grade level for
cause, or for financial exizency,
shall be immediately paid at the
entry rate of the lower 3rade.
However, the employee shall retain

his. or her current cate for the
remaining portion ef the current
fiscal year if the involiuntarzy
assignrpant resulted from
reclassification due to nonbudgstary
organtizational changes., At the

beginning ‘of the new fiscal year, the
employes shall be paid at the entry
rate of the lower grade. Annual
increase shall be calculated based on
the lower pay tate.

Lateral Transfe:. A lateral transfer 1is
the movement by an employee to another
position of equivalent grade. In the
case of a lateral transfer, the employee
shall retain his- or her curren% pay rate.
Lateral transfer shall not jeogpardize an
employee's eligibility - for anpual
increases.

Reinstatement or Recall. The normai tate

Of pay for a reinstated or recalled staff
empioyee, within one year, shall be the
former rate or the entry rate whichever
is greater. .
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PERSONNEL POLICY MANUAL

i r: PG - 44
Subject: Staff iob e Section Numbe
lassification, . 5/13/88
Sage, and Salary 599201‘1 g:t::
Administration Revision
G. Quertime ocr Compensatory Time. Overtime
pay and/or compensatory time shall be
granted under the conditions of PSKE-5 of
the Personnel Policy Manual.
H. Classification Changes. See ﬁJob
Evaluation Committee se-tion on page 2 of
8 in this policy.
STRICTED FUMD Festr:cted fund employees are those employees
WAPLOYMENT: hired in positions for projects funded from
e external scurces. Project directors shall
use the Uriversity's pay schedules when
developing budgets for pPro ects. The
University does not assume any obligation to
supplement Jages and salaries of externally-
funded employees who are 1ot compensated at
levels estatlished in this policy,
IMPORARY Fixec-Term II and Wage Payroll appointments,
\RT-TIME full-time for less than six months or jess
=AF LOYMENT : tnan 50 percent time for 4p to one fear,

shall have a pay rate of at least the Federal
®minimum wage but not more than the entry rate

for the position and grade of the duties
being per formed. The fcliowing exceptions
apply oniy for temporary or part-time

employment of retjreq members of Kentucky
Teachers' Retirement Systen (KTRS) and
Kentucky Employees Retirement System (RERS):

Z. Under KTRS, a retireg member may be
reerrloyed for up to - forty (40)
Percent of :ime during any fiscal

year without forfeiting pension
entitlements,

2. Under KERS, a retired member may be
teemployed ip accordance with the
annual €earnings iimitation
estaolished by KERS.
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