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a. " E m p l o y m e n t  g o a l s 11 w i l l  be s u p p l i e d  by  t h e  A A O  and 

wiI l  i d e n t i f y  t h o s e  g r o u p s  w h i c h  a r e  p r e s e n t l y  

u n d e r r e p r e s e n t e d  in t h e  w o r k f o r c e .  S p e c i a l  e f f o r t s  

s h o u l d  be m a d e  to  t a r g e t  r e c r u i t  a p p l i c a n t s  f r o m  t h o s e  

u n d e r r e p r e s e n t e d  g r o up s .

b. " S a l a r y  and r a n g e "  m u s t  be  i d e n t i f i e d  i n i t i a l l y  b y  the

h i r i n g  a u t h o r i t y  in c o n s u l t a t i o n  w i t h  t h e  O H R D  f o r  

" i n - h o u s e "  r e c o r d  k e e p i n g .  It is r e c o m m e n d e d  b ut n o t  

r e q u i r e d  t h a t  s a l a r y  be p u b l i c i z e d .

c. " T a r g e t  r e c r u i t m e n t  s o u r c e s "  a r e  c o n t a c t e d  b y  t he A A O ,  

O H R D  and t h e  h i r i n g  d e p a r t m e n t .  T h e  local O H R D  

r o u t i n e l y  p o s t s  all v a c a n c i e s ,  c o n t a c t s  local 

a f f i r m a t i v e  a c t i o n  r e c r u i t m e n t  s o u r c e s ,  and n o t i f i e s  

o t h e r  U n i v e r s i t y  o f  A l a s k a  O H R D s  a nd A A O s .  T h e  A A O  

m a y  a l s o  c o n d u c t  s p e c i a l  r e c r u i t m e n t  e f f o r t s  as 

a p p r o p r i a t e .  T h e  A A O  o r  O H R D  c o n t a c t s  " p r o t e c t e d "  

p e r s o n s  w h o  h a v e  a p p l i e d  e a r l i e r  f o r  s i m i l a r  

p o s i t i o n s .

O n l y  a d d i t i o n a l  p u b l i c i t y  e f f o r t s  u n d e r t a k e n  b y  t h e  

h i r i n g  a u t h o r i t y  a n d / o r  t h e  s e a r c h / s c r e e n  c o m m i t t e e  

s h o u l d  be  list e d  on  t h e  r e c r u i t m e n t  r e p o r t ,  e . g . ,  p a i d  

a d v e r t i s i n g  and d i r e c t  m a i l i n g  of  v a c a n c y  

a n n o u n c e m e n t s  to a f f i r m a t i v e  a c t i o n  r e c r u i t m e n t  

s o u r c e s .  It is e x p e c t e d  t h a t  e a c h  d e p a r t m e n t  will 

m a k e  a f f i r m a t i v e  e f f o r t s  to  c o n t a c t  " r . o t e c t e d "  

p e r s o n s .

d. " R e c r u i t m e n t  p e r i o d " . T h e  q u a l i t y  o f  r e c r u i t m e n t  

e f f o r t s  is a l w a y s  m o r e  i m p o r t a n t  t h a n  t h e  q u a n t i t y  of 

t i m e  s p e n t  r e c r u i t i n g .  R e c r u i t m e n t  e f f o r t s  s h o u l d  be 

s u f f i c i e n t  to p r o d u c e  a pool of a p p l i c a n t s  w h i c h  

r e f l e c t s  t he a v a i l a b i l i t y  o f  " p r o t e c t e d "  p e r s o n s  in 

t h e  p a r t i c u l a r  j o b  c a t e g o r y  b e i n g  a d v e r t i s e d .  If t h e  

pool d o e s  n o t  r e f l e c t  l a b o r  m a r k e t  a v a i l a b i l i t y ,  t h e  

d e p a r t m e n t  m u s t  c o n t i n u e  t a r g e t  r e c r u i t i n g  b e f o r e  

c l o s i n g  t h e  r e c r u i t m e n t  p e r i o d  or  be a b l e  to d o c u m e n t  

t h a t  a f f i r m a t i v e  e f f o r t s  w e r e  m a d e  to r e a c h  q u a l i f i e d  

" p r o t e c t e d "  a p p l i c a n t s .

4. D e v e l o p  a V a c a n c y  A n n o u n c e m e n t  o r  o b t a i n  o n e  f r o m  t he O H R D

(se e  f o r m  at 0 4 . 0 l . 1 5  K . 2 . ) .  T h e  v a c a n c y  a n n o u n c e m e n t

m u s t  c o r r e l a t e  w i t h  t h e  j o b  d e s c r i p t i o n ,  i n c l u d e  b a s i c

e l e m e n t s  n o t e d  on  t h e  v a c a n c y  a n n o u n c e m e n t  o u t l i n e

( 0 4 . 0 1 . 1 5  K . 2 . ) ,  and s p e c i f y  c r i t e r i a  w h i c h  w i l l  be u s e d

to s e l e c t  a p p l i c a n t s .  If a b b r e v i a t e d ,  p a i d  a d v e r t i s e m e n t s

a re u s e d ,  e a c h  a p p l i c a n t  f o r  t h e  p o s i t i o n  m u s t  h a v e  a c c e s s

to a c o p y  o f  t h e  v a c a n c y  a n n o u n c e m e n t  to  a s s u r e  t h a t  all
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q u a l i f i c a t i o n s  and j o b  r e s p o n s i b i l i t i e s  h a v e  bee n  

c o m m u n i c a t e d .  Q u a l i f i c a t i o n s  m u s t  be  j o b - r e l a t e d  and 

s e l e c t i o n  c r i t e r i a  and p r o c e d u r e s  m u s t  be e v a l u a t e d  'jy the 

A A O  to e l i m i n a t e  a n y  a d v e r s e  i m p a c t  on " p r o t e c t e d "  g r o u p  

a p p l i c a n t s .

a " R e q u i r e d  q u a l i f i c a t i o n s "  s h o u l d  be  t r u l y  the m i n i m u m  

n e e d e d  to p e r f o r m  t h e  j o b  and i n c l u d e  o n l y  t h o s e  j o b -  

r e l a t e d  q u a l i f i c a t i o n s  w i n c h  c a n n o t  be  l e a r n e d  on t h e  

j o b  w i t h i n  a r e a s o n a b l e  l e n g t h  o f  t i m e .  E a c h  r e q u i r e d  

q u a l i f i c a t i o n  m u s t  be e s s e n t i a l  to s a t i s f a c t o r y  j o b  

p e r f o r m a n c e .  If a p e r s o n  c o u l d  p e r f o r m  t h e  j o b  

w i t h o u t  a p a r t i c u l a r  q u a l i f i c a t i o n ,  t h e n  t h a t  

q u a l i f i c a t i o n  m a y  n o t  be  r e q u i r e d .  R e q u i r e d  

q u a l i f i c a t i o n s  o n c e  d e f i n e d  ar e  i n f l e x i b l e .  An 

a p p l i c a n t  w h o  d o e s  n o t  m e e t  the r e q u i r e d  

q u a l i f i c a t i o n s  c a n n o t  be h i r e d .

b. K n o w l e d g e ,  s k i l l s ,  and a b i l i t i e s  m u s t  be j o b - r e l a t e d  

and well d e f i n e d .  T h e s e  q u a l i f i c a t i o n s  w i l l  be the 

f o c u s  of t h e  s e l e c t i o n  p r o c e s s .  T h o r o u g h  

i d e n t i f i c a t i o n  and a c c u r a t e  d e f i n i t i o n  o f  all j o b -  

r e l a t e d  k n o w l e d g e ,  s k i l l s ,  and a b i l i t i e s  a r e  e s s e n t i a l  

to t he s y s t e m a t i c  s e l e c t i o n  of  q u a l i f i e d  a p p l i c a n t s  

w h o  ca n  s u c c e s s f u l l y  p e r f o r m  t h e  j o b  r e s p o n s i b i l i t i e s .

c. E x p e r i e n c e  and e d u c a t i o n a l  q u a l i f i c a t i o n s  f r e q u e n t l y  

h a v e  a d i s p a r a t e  i m p a c t  on " p r o t e c t e d "  a p p l i c a n t s  and 

s h o u l d  n o t  be l i s t e d  u n l e s s  j u s t i f i e d  as n e c e s s a r y  f o r  

p r o f e s s i o n a l  a c c r e d i t a t i o n  of  t h e  d e p a r t m e n t  or 

p r o g r a m ,  or  e s s e n t i a l  to j o b  p e r f o r m a n c e .  E s s e n t i a l  

j o b - r e l a t e d  e x p e r i e n c e  m a y  be i d e n t i f i e d ,  b ut t he 

n u m b e r  of y e a r s  m a y  n o t  be s p e c i f i e d .  C a n d i d a t e s  m u s t  

be a l l o w e d  f l e x i b i l i t y  to d e m o n s t r a t e  j o b  k n o w l e d g e ,  

s k i l l s ,  and a b i l i t i e s  w h e t h e r  a c q u i r e d  t h r o u g h  f o r m a l  

e d u c a t i o n  w o r k  e x p e r i e n c e ,  or  a w i d e  v a r i e t y  of l ife 

e x p e r i e n c e s .

d . E a c h  O H R D  b u l l e t i n  b oa r d  shall c o n t a i n  s u b s t a n t i a l l y  

t h e  f o l l o w i n g  s t a t e m e n t :

A p p l i c a t i o n s  f r o m  all p e r s o n s  a r e  w e l c o m e d ;  w o m e n ,  

m i n o r i t i e s ,  d i s a b l e d  p e r s o n s ,  and V i e t n a m  e r a  v e t e r a n s  

a re e s p e c i a l l y  e n c o u r a g e d  to  a p p l y .  T h e  U n i v e r s i t y  of 

A l a s k a  d o e s  n o t  d i s c r i m i n a t e  on t he b a s i s  of  r a ce, 

c o l o r ,  r e l i g i o n ,  n a t i o n a l  o r i g i n ,  sex ,  age ,  d i s a b i l i t y  

or s t a t u s  as a V i e t n a m  e r a  or  d i s a b l e d  v e t e r a n  in 

e m p l o y m e n t  or in a d m i s s i o n  to or in t h e  o p e r a t i o n  of 

its e d u c a t i o n a l  p r o g r a m s  and a c t i v i t i e s  as p r o s c r i b e d  

b y  T i t l e s  VI and V II o f  t h e  C i v i l  R i g h t s  A c t  of 1964,
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T i t l e  IX o f  t h e  E d u c a t i o n  A m e n d m e n t s  o f  1972,

E x e c u t i v e  O r d e r  1 1 2 4 6  as a m e n d e d ,  t h e  R e h a b i l i t a t i o n  

A c t  o f  1 9 73, t h e  V i e t n a m  E r a  V e t e r a n s  R e a d j u s t m e n t  

A s s i s t a n c e  A c t  o f  1 9 7 4 ,  t h e  A g e  D i s c r i m i n a t i o n  A c t s  of 

1 9 7 4 - 7 5 ,  and C h a p t e r  1 8 . 8 0 . 2 2 0  of  th e  A l a s k a  C o de. 

I n q u i r i e s  c o n c e r n i n g  t h e  a p p l i c a t i o n  of  t h e s e  

r e g u l a t i o n s  to t h e  u n i v e r s i t y  m a y  be d i r e c t e d  to the 

U n i v e r s i t y  A f f i r m a t i v e  A c t i o n  D i r e c t o r  o r  to the 

D i r e c t o r ,  O f f i c e  of  F e d e r a l  C o n t r a c t  C o m p l i a n c e  

P r o g r a m s ,  D e p a r t m e n t  o f  L a b o r .

e. A d v e r t i s e m e n t s  in n e w s p a p e r s ,  j o u r n a l s ,  and o t h e r  

s o u r c e s  a r e  j e n e r a l l y  c o n d e n s a t i o n s  o f  v a c a n c y  

a n n o u n c e m e n t s  and n e e d  o n l y  i n c l u d e  p o s i t i o n  t i t l e ,  

c l o s i n g  d a t e ,  c o n t a c t  i n f o r m a t i o n ,  and the s t a t e m e n t  

"An A A / E O  e m p l o y e r  and e d u c a t i o n a l  i n s t i t u t i o n " .

5. E s t a b l i s h  A  " P r e l i m i n a r y "  S c r e e n i n g  P r o c e s s : P r e l i m i n a r y  

s c r e e n i n g  e v a l u a t e s  o n l y  r e q u i r e d  q u a l i f i c a t i o n s  t h a t  can 

be  o b j e c t i v e l y  a s s e s s e d  in a y e s / n o  j u d g m e n t .  H o w e v e r ,  if 

t h e r e  is a n y  q u e s t i o n  w h e t h e r  an a p p l i c a n t  is m i n i m a l l y  

q u a l i f i e d ,  t h e  a p p l i c a n t  s h o u l d  be a d v a n c e d  to the 

" i n t e r m e d i a t e "  p h a s e .  T h e  f u n c t i o n  o f  p r e l i m i n a r y  

s c r e e n i n g  is to i d e n t i f y  a p p l i c a n t s  w h o  a p p e a r  to m e e t  the 

m i n i m u m  q u a l i f i c a t i o n s  f o r  t h e  p o s i t i o n .

6. D e v e l o p  A n  " I n t e r m e d i a t e "  S c r e e n i n g  P r o c e s s  w h i c h  will 

p r o v i d e  d o c u m e n t a t i o n  t h a t  c a n d i d a t e s  w e r e  s e l e c t e d  in an 

e q u i t a b l e  m a n n e r .  " I n t e r m e d i a t e "  s c r e e n i n g  e v a l u a t e s  all 

c r i t e r i a .  D o c u m e n t a t i o n  s h o u l d  c o n t a i n  b o t h  a 

q u a n t i f i a b l e  r a t i n g  and c o m m e n t s  to d o c u m e n t  t he b a s i s  f or 

t h e  v a l u e s  u s e d  in t h e  r a t i n g .  S e l e c t i o n  c r i t e r i a  m a y  be 

g i v e n  w e i g h t  f a c t o r s  in a c c o r d a n c e  w i t h  j o b  

r e s p o n s i b i l i t i e s .  T h e  s c r e e n i n g  p r o c e s s  s h o u l d  be 

c o m p l e t e d  s y s t e m a t i c a l l y  and t h e  s e l e c t i o n  c r i t e r i a  s h o u l d  

be a p p l i e d  to e a c h  c a n d i d a t e  in a u n i f o r m  m a n n e r .  If a 

c o m m i t t e e  is u s e d ,  c o m p l e t e d  s c r e e n i n g  f o r m s  a re 

m a i n t a i n e d  s e p a r a t e  f r o m  t h e  a p p l i c a n t  m a t e r i a l s  to 

p r e v e n t  b i a s  o f  s u b s e q u e n t  c o m m i t t e e  m e m b e r s '  r e v i e w s .

7. D e v e l o p  A n  I n t e r v i e w  p r o c e s s : I n t e r v i e w s  a re o p t i o n a l ,  

but, iif c o n d u c t e d ,  an ‘o u t l i n e  o f  i n t e r v i e w  t o p i c s  and a 

p r o c e d u r e  f o r  d o c u m e n t i n g  t h e  e v a l u a t i o n  of a p p l i c a n t s  

d u r i n g  t h e  i n t e r v i e w  p r o c e s s  m u s t  be d e v e l o p e d .  T h e  

d e p a r t m e n t  m a y  r e q u e s t  t h a t  f i n a l i s t s  a p p e a r  f o r  an 

i n t e r v i e w  at t h e i r  o wn e x p e n s e  o r  be i n t e r v i e w e d  by 

t e l e p h o n e .  T e l e p h o n e  i n v e r v i e w s  f o l l o w  t h e  s a m e  p r o c e s s  

as i n - p e r s o n  i n t e r v i e w s .  A  m i n i m u m  o f  t wo (2) 

i n t e r v i e w e r s  s h o u l d  p a r t i c i p a t e  in t h e  t e l e p h o n e  i n t e r v i e w  

b u t  it is r e c o m m e n d e d  t h a t  as m a n y  c o m m i t t e e  m e m b e r s  as
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p o s s i b l e  p a r t i c i p a t e  in t h e  i n t e r v i e w .  It is a l w a y s  

i m p o r t a n t  t h a t  s c r e e n i n g  c r i t e r i a  and p r o c e d u r e s  a re 

u n i f o r m l y  and c o n s i s t e n t l y  a p p l i e d  to all a p p l i c a n t s ,  

p a r t i c u l a r l y  at t h e  i n t e r v i e w  s t a g e  w h i c h  is by  n a t u r e  

less o b j e c t i v e  t h a n  t h e  e v a l u a t i o n  of  p a p e r  c r e d e n t i a l s .

8. A  R e f e r e n c e  R e q u e s t  F o r m  m a y  be d e v e l o p e d  to sen d  to e a c h  

r e f e r e e  in o r d e r  to d i m i n i s h  a m b i g u i t y  and o b t a i n  s p e c i f i c  

j o b - r e l a t e d  i n f o r m a t i o n .  E a c h  i d e n t i f i e d  s e l e c t i o n  

c r i t e r i o n  s h o u l d  be f o l l o w e d  by a q u a n t i f i a b l e  s c a l e  w h i c h  

i n c l u d e s  an " u n k n o w n "  c a t e g o r y .  S p a c e  s h o u l d  a l s o  be 

p r o v i d e d  f o r  c o m m e n t s .

9. S u b m i t  t h e  c o m p l e t e d  R e c r u i t m e n t  R e p o r t  w i t h  s u p p o r t i n g  

d o c u m e n t s  to tne A A O  f o r  r e v i e w  and a p p r o v a l .  O H R O  w i i 1 

n o t  p r o c e s s  a p o s i t i o n  f o r  a d v e r t i s e m e n t  until it has been 

a p p r o v e d  b y  the AAO.

B. S c r e e n i n g  P r o c e s s . In t he e v e n t  t h a t  c a n d i d a t e s  f o r  a

p o s i t i o n  a p p e a r  to be c o m p a r a b l y  q u a l i f i e d ,  p r e f e r e n c e  is to 

b e  g i v e n  to m e m b e r s  o f  " p r o t e c t e d "  g r o u p s  w h i c h  a re p r e s e n t l y  

u n d e r r e p r e s e n t e d  in t h a t  E E O - 6  j o b  c a t e g o r y  in t h e  u n i v e r s i t y  

w o r k f o r c e .  T h e  h i r i n g  a u t h o r i t y  is r e s p o n s i b l e  f o r  the 

f o l l o w i n g  s t e p s  in s e l e c t i o n  of t h e  s u c c e s s f u l  c a n d i d a t e :

1. A s s u r e  t h a t  e a c h  m a i l - i n  a p p l i c a n t  r e c e i v e s  an o p t i o n a l  

f o r m  (see f o r m  at 0 4 . 0 1 . 1 5  K . 3.) .  All c o m p l e t e d  O p t i o n a l  

F o r m s  will be  f o r w a r d e d  to  t h e  A A O .  S i g h t  i d e n t i f i c a t i o n s  

s h o u l d  be r e c o r d e d  f o r  t h o s e  a p p l i c a n t s  w h o  a p p e a r  in 

p e r s o n .

2. F o l l o w  t he s c r e e n i n g  o r o c e s s  as o u t l i n e d  on the 

R e c r u i t m e n t  R e p o r t  and i n s u r e  t h a t  t he p r o c e s s  is f u l l y  

d o c u m e n t e d .

3. C o n t a c t  t h e  A A O  p r i o r  to t h e  final s t a g e  o f  s e l e c t i o n  in 

o r d e r  to r e v i e w  d o c u m e n t a t i o n  of t he s e l e c t i o n  p r o c e s s ,  to 

i d e n t i f y  a n y  c a n d i d a t e s  w h o  ar e  m e m b e r s  o f  " p r o t e c t e d "  

g r o u p s ,  and to d i s c u s s  a p p r o p r i a t e  a f f i r m a t i v e  a c t i o n s  to 

be t a k e n .  T h e  h i r i n g  a u t h o r i t y  m u s t  be a b l e  to d o c u m e n t  

t h a t  r e a s o n a b l e  e f f o r t s  w e r e  m a d e  to a s s u r e  t h a t  

q u a l i f i e d ,  " o r o t e c t e d "  a p p l i c a n t s  in t he pool be i n c l u d e d  

a m o n g  t he f i n a l  or  " t o p "  c a n d i d a t e s .

4. C o n d u c t  I n t e r v i e w s  If A p p r o p r i a t e . C a n d i d a t e s  s h o u l d  n o t  

be i n t e r v i e w e d  p r i o r  to t h e  c l o s i n g  d a t e  u n l e s s  all 

a p p l i c a n t s  a re to be i n t e r v i e w e d  or u n l e s s  s p e c i a l  

p e r m i s s i o n  is g r a n t e d  b y  t h e  A A O .  N o t  all a p p l i c a n t s  n e e d  

to be  i n t e r v i e w e d ,  b ut it is a d v i s a b l e  to i n t e r v i e w  the 

" t o p "  c a n d i d a t e s .
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5. C o m p l e t e  t h e  A p p l i c a n t  F l o w  R e p o r t , e x c e p t  f o r  the h i r i n g  

s e c t i o n  (see f o r m  0 4 . 0 1 . 1 5  K . 4 . ) .  S t a t e  s p e c i f i c  r e a s o n s  

f o r  e l i m i n a t i n g  " p r o t e c t e d "  c a n d i d a t e s ,  and s p e c i f i c  

r e a s o n s  f o r  s e l e c t i o n  of  th e  f i n a l i s t s .  T h e  r e a s o n s  

s h o u l d  be  o b j e c t i v e  and r e l a t e  to t h e  v a c a n c y  

a n n o u n c e m e n t .  T h e  A p p l i c a n t  F l o w  R e p o r t  s h o u l d  be 

d e t a i l e d  and c o m p l e t e  so t h a t  it wil l  " s t a n d  a l o n e "  as 

e x p l a n a t i o n  f o r  t h e  end r e s u l t  of  s e l e c t i o n .

6. S u b m i t  t h e  A p p l i c a n t  F l o w  R e p o r t  a l o n g  w i t h  all a p p l i c a n t  

f o l d e r s  and s c r e e n i n g  d o c u m e n t s  to t he A A O .  A p p r o v a l  f r o m  

t h e  A A O  m u s t  be o b t a i n e d  p r i o r  to o f f e r i n g  t h e  p o s i t i o n  to 

a n y  c a n d i d a t e .  A f f i r m a t i v e  A c t i o n  a p p r o v a l  i n d i c a t e s  t h a t  

to t he k n o w l e d g e  o f  t h e  A f f i r m a t i v e  A c t i o n  O f f i c e r ,  

a p p r o p r i a t e  e f f o r t s  h a v e  b e e n  m a d e  to a s s u r e  a b a l a n c e d  

pool o f  a p p l i c a n t s  and t h a t  t he s e l e c t i o n  p r o c e s s  

p e r m i t t e d  t h e  e v a l u a t i o n  of  all c a n d i d a t e s  in t e r m s  of 

t h e i r  q u a l i f i c a t i o n s  to p e r f o r m  the j o b  in q u e s t i o n .  If, 

in r e v i e w i n g  t he h i r i n g  p r o c e s s ,  it is d e t e r m i n e d  t h a t  

p r o p e r  p r o c e d u r e s  h a v e  n o t  b e e n  f o l l o w e d ,  th e  A A O  wil l  

r e t u r n  t h e  d o c u m e n t s  to the h i r i n g  a u t h o r i t y  u n s i g n e d ,  

w i t h  an a t t a c h e d  m e m o r a n d u m  of e x p l a n a t i o n  and r e c o m m e n d e d  

s o l u t i o n .  In m o s t  c a s e s ,  t h i s  a c t i o n  wil l  n o t  be 

n e c e s s a r y  if t h e  h i r i n g  a u t h o r i t y  h as c o m m u n i c a t e d  

s u f f i c i e n t l y  w i t h  t h e  A A O  t h r o u g h o u t  the s c r e e n i n g  

p r o c e s s .  T h e  A A O ' s  d e c i s i o n  m a y  be a p p e a l e d  to the 

a p p r o p r i a t e  e x e c u t i v e  a d m i n i s t r a t o r  ( c o m m u n i t y  c o l l e g e  

p r e s i d e n t ,  c h a n c e l l o r ,  p r e s i d e n t  or d e s i g n e e s ) .

H i r i n g  P r o c e s s .

1. O f f e r s  o f  e m p l o y m e n t  shall be  m a d e  in a c c o r d a n c e  w i t h  

p r o c e d u r e s  e s t a b l i s h e d  at e a c h  m a j o r  a d m i n i s t r a t i v e  unit.

2. C o m p l e t e  t h e  H i r i n g  S e c t i o n  o f  t h e  A p p l i c a n t  F l o w  R e p o r t  

a f t e r  t h e  c a n d i d a t e  has a c c e p t e d  o r  r e j e c t e d  t h e  o f f e r .

T h e  c o m p l e t e d  A p p l i c a n t  F l o w  R e p o r t ,  s e l e c t i o n  d o u c m e n t s ,  

a nd a p p l i c a t i o n  m a t e r i a l s  m u s t  be r e t a i n e d  f o r  a p e r i o d  of 

t h r e e  y e a r s  in a c c o r d a n c e  w i t h  p r o c e d u r e s  e s t a b l i s h e d  at 

e a c h  m a j o r  a d m i n i s t r a t i v e  unit.

3. U n s u c c e s s f u l  c a n d i d a t e s  _ h o u l d  be n o t i f i e d  p r o m p t l y  t h a t  

t h e y  h a v e  n o t  b e e n  s e l e c t e d  f o r  t h e  p o s i t i o n ,  q u a l i f i e d  

b u t  u n s u c c e s s f u l  " p r o t e c t e d "  c a n d i d a t e s  s h o u l d  be 

c o n t a c t e d  i n d i v i d u a l l y  b y  t he A A O  o r  O H R D  f o r  f u t u r e  

v a c a n c i e s  f o r  w h i c h  t h e y  a re q u a l i f i e d  and s h o u l d  be 

e n c o u r a g e d  to  e n t e r  t h e  l a b o r  pool f o r  t e m p o r a r y  and 

e m e r g e n c y  h i r e s .

REGULATIONS 04.01.15



REGULATIONS 04.01.15

E m p l o y m e n t  of O i s a b l e d  P e r s o n s

1. R e a s o n a b l e  A c c o m m o d a t i o n : If an e m p l o y e e  or an o t h e r w i s e

q u a l i f i e d  c a n d i d a t e  f o r  a p o s i t i o n  h a s  a d i s a b i l i t y  whi.ch 

m i g h t  a f f e c t  j o b  p e r f o r m a n c e  r e a s o n a b l e  a c c o m m o d a t i o n  

s h o u l d  be  m a d e  to a s s i s t  t h e  p e r s o n  to p e r f o r m  t he j o b  

p r o p e r l y  and s a f e l y .  In d e t e r m i n i n g  w h a t  c o n s t i t u t e s  a 

r e a s o n a b l e  a c c o m m o d a t i o n ,  c o n s i d e r a t i o n  s h o u l d  be g i v e n  to 

i s s u e s  of s a f e t y ,  f i n a n c i a l  c o n s i d e r a t i o n s  and s o u n d  

b u s i n e s s  p r a c t i c e s .  T h e  s p e c i f i c  a c c o m m o d a t i o n s  are to be 

d e t e r m i n e d  t h r o u g h  c o n s u l t a t i o n  w i t h  t he h a n d i c a p p e d  

p e r s o n .

2. S e l e c t  A p p o i n t m e n t : In c o o p e r a t i o n  w i t h  t he S t a t e

D e p a r t m e n t  of V o c a t i o n a l  R e h a b i l i t a t i o n ,  a p e r s o n  

c e r t i f i e d  as s e v e r e l y  d i s a b l e d  b y  t he S t a t e  D i r e c t o r  m a y  

be a p p o i n t e d  d i r e c t l y  to a p o s i t i o n  as a f o u r  m o n t h  

p r o v i s i o n a l  h i r e  in a c c o r d a n c e  w i t h  A S 3 5 . 2 5 . 5 0 .  If the 

i n d i v i d u a l  p e r f o r m s  s a t i s f a c t o r i l y ,  p r o b a t i o n a r y  

e m p l o y m e n t  m a y  be e x t e n d e d  t wo m o n t h s  b y  t h e  h i r i n g  

d e p a r t m e n t  to f u l f i l l  t h e  s ix m o n t h  p r o b a t i o n a r y  

e m p l o y m e n t  r e q u i r e m e n t s  of  the u n i v e r s i t y .  A f t e r  

s a t i s f a c t o r y  c o m p l e t i o n  of t he s i x  m o n t h s  p r o b a t i o n  

p e r i o d ,  p e r m a n e n t  s t a t u s  m a y  be g r a n t e d .  D i r e c t  

a p p o i n t m e n t s  m a y  be a r r a n g e d  by  c o n t a c t i n g  t h e  A A O  or t he 

O H R D .

3. U n p a i d  W o r k  E x p e r i e nce: T h e  u n p a i d  w o r k  e x p e r i e n c e  a l l o w s

a V o c a t i o n a l  R e h a b i T T t a t i o n  C o u n s e l o r  to p l a c e  on t he job ,  

at  n o  e x p e n s e  to t h e  e m p l o y e r ,  a h a n d i c a p p e d  p e r s o n  f or 

t r a i n i n g  and d i a g n o s t i c  p u r p o s e s .  T h e  h a n d i c a p p e d  p e r s o n  

d o e s  n o t  d i s p l a c e  o t h e r  e m p l o y e e s .  An  u n p a i d  w o r k  

e x p e r i e n c e  m a y  be a r r a n g e d  b y  c o n t a c t i n g  t he A A O  or t he 

O HR D .

T e m p o r a r y  H i r i n g

1. R e c r u i t m e n t  and h i r i n g  p r o c e d u r e s  f o r  t h e  i n i t i a l  h i r e  of 

a t e m p o r a r y  e m p l o y e e  are g e n e r a l l y  t h e  s a m e  as f o r  a 

p e r m a n e n t  h i r e .  H o w e v e r ,  p r o c e d u r a l  m o d i f i c a t i o n s  m a y  be 

m a d e  In c o n s u l t a t i o n  w i t h  t h e  AAO .

2. F u l l - t i m e  o r  p a r t - t i m e  e m p l o y e e s  w o r k i n g  20  h o u r s  or m o r e  

p e r  w e e k  a re a p p o i n t e d  o n l y  f o r  a t h r e e  m o n t h  p e r i o d .  

I n d i v i d u a l  t h r e e  m o n t h  e x t e n s i o n s  m a y  be g r a n t e d  b a s e d  on 

d o c u m e n t e d  j u s t i f i c a t i o n  and a p p r o v a l  b y  t h e  c h a n c e l l o r  or  

c h a n c e l l o r ' s  d e s i g n e e .  E x t e n s i o n s  a p p r o v e d  b e y o n d  a six 

m o n t h  total h i r e  p e r i o d  in a n y  s e v e n  m o n t h s  r e q u i r e  t h a t  

t h e  e m p l o y e e  b e  p r o v i d e d  w i t h  b a s i c  h e a l t h  c a r e  b e n e f i t s ,  

t e m p o r a r y  d i s a b i l i t y  leave, h o l i d a y s  and a n n u a l  l e av e  or 

t i m e  o f f  f o r  a c a d e m i c  e m p l o y e e s .
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F. E m e r g e n c y  H i r e

1. A n  e m e r g e n c y  h i r e  is a m a t t e r  of  b u s i n e s s  n e c e s s i t y  r a t h e r  

t h a n  c o n v e n i e n c e  and r e q u i r e s  t he a p p r o v a l  of t he AAO .

T h e  A A O  shall c o n s i d e r  a p p r o v a l  of  e m e r g e n c y  h i r e s  in such 

c a s e s  as t he f o l l o w i n g :

a. T o  c o v e r  an e m p l o y e e  on e m e r g e n c y  or s h o r t - t e r m ,  

t e m p o r a r y  leave.

b.. T o  a p p o i n t  a s h o r t - t e r m ,  t e m p o r a r y  e m p l o y e e  to a s s i s t  

w i t h  an u n e x p e c t e d  i n c r e a s e  in w o r k  lnad.

c. T o  t e m p o r a r i l y  fill a v a c a n c y  o n l y  f o r  t he d u r a t i o n  of 

t h e  n o r m a l  r e c r u i t m e n t  and h i r i n g  p r o c e s s .

d. T o  h i r e  an a u t h o r  or p r i n c i p a l  i n v e s t i g a t o r  of a 

r e s t r i c t e d  f u n d  or  o t h e r  s o l e  s o u r c e  p r o j e c t .

e. T o  r e p l a c e  a f a c u l t y  m e m b e r  w h o  u n e x p e c t e d l y  f a i l s  to 

r e t u r n  f o r  the b e g i n n i n g  of  c l a s s e s  or  w h e n  u n e x p e c t e d  

i n c r e a s e d  e n r o l l m e n t  w a r r a n t s  a d d i t i o n a l  f a c u l t y .

f. T o  m e e t  t h e  u n e x p e c t e d  e m p l o y m e n t  d e m a n d s  of an 

e m e r g e n c y  n a t u r e .

2. T h e  h i r i n g  a u t h o r i t y  w h o  w i s h e s  to m a k e  s u c h  an 

a p p o i n t m e n t  m u s t  s u b m i t  an E m e r g e n c y  H i r e  R e p o r t  (see f o r m  

0 4 . 0 1 . 1 5  K . 5 . )  to t h e  A A O  f o r  a p p r o v a l  p r i o r  to an o f f e r  

o f  e m p l o y m e n t .  E v e r y  e f f o r t  s h o u l d  be m a d e  to c o n t a c t  

" p r o t e c t e d "  c a n d i d a t e s .  A  c o p y  of  t h e  E m e r g e n c y  H i r e  

R e p o r t  s h all b e  m a i n t a i n e d  b y  t he i n i t i a t i n g  d e p a r t m e n t  

and shall a c c o m p a n y  th e  h i r i n g  d o c u m e n t s .

If t h e  A A O  d e t e r m i n e s  t h a t  t he r e q u e s t  f o r  an e m e r g e n c y  

h i r e  is n o t  w a r r a n t e d ,  t h e  r e q u e s t  wil l  be r e t u r n e d  to t h e  

i n i t i a t i n g  d e p a r t m e n t  w i t h  a c o m p l e t e  e x p l a n a t i o n  

a t t a c h e d .  T h e  h i r i n g  a u t h o r i t y  m a y  t h e n  a p p e a l  f o r  

a p p r o v a l  to  t h e  a p p r o p r i a t e  e x e c u t i v e  a d m i n i s t r a t o r  

( c o m m u n i t y  c o l l e g e  p r e s i d e n t ,  c h a n c e l l o r ,  p r e s i d e n t  or 

d e s i g n e e s ) .

G. P r o m o t i o n

1. W h e n e v e r  a p o s i t i o n  is c r e a t e d  or v a c a t e d ,  a p o t e n t i a l  

p r o m o t i o n a l  o p p o r t u n i t y  e x i s t s  f o r  c u r r e n t  U n i v e r s i t y  of  

A l a ^ a  e m p l o y e e s .  H i r i n g  a u t h o r i t i e s  a r e  e n c o u r a g e d  to 

e x p l o r e  t h o r o u g h l y  t h e  a l t e r n a t i v e  of  p r o m o t i o n  b e f o r e  

d e c i d i n g  to  r e c r u i t  f r o m  t h e  g e n e r a l  p u b l i c .  W i t h  w r i t t e n  

a p p r o v a l  f r o m  t h e  A A O  and O H R D ,  t he h i r i n g  a u t h o r i t y  m ay:
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a. D i r e c t l y  p r o m o t e  an e m p l o y e e  i n t o  t h e  p o s i t i o n  as p a r t  

of  an o f f i c i a l  t r a i n i n g  p r o g r a m  o r  an i d e n t i f i e d  

c a r e e r  l a d d e r  step.

b. A n n o u n c e  t h e  p o s i t i o n  t h r o u g h o u t  t h e  d e p a r t m e n t ,  

c a m p u s / r e g i o n  or  U n i v e r s i t y  s y s t e m  and i n c l u d e  t he 

f o l l o w i n g  s t a t e m e n t  on t he v a c a n c y  a n n o u n c e m e n t :

" T hi s  p o s i t i o n  v a c a n c y  is a n n o u n c e d  as an e m p l o y m e n t  

o p p o r t u n i t y  f or U n i v e r s i t y  o f  A l a s k a  (or d e p a r t m e n t  

n a m e )  e m p l o y e e s  o n l y . "

2. A p p r o v a l  of  the A A O  w i l l  s i g n i f y  that:

a. T h e  u n i v e r s i t y  w o r k f o r c e  is b a l a n c e d  in t h a t  j o b  

c a t e g o r y  (no t a r g e t  r e c r u i t m e n t  is n e c e s s a r y )  o r

b. T h a t  t a r g e t  r e c r u i t m e n t  is i n d i c a t e d  b ut t h a t  a 

b a l a n c e d  pool of  q u a l i f i e d  a p p l i c a n t s  is a v a i l a b l e  

w i t h i n  t h e  d e p a r t m e n t ,  c a m p u s  or s y s t e m .  T h e  

a v a i l a b i l i t y  of  t h i s  pool s a t i s f i e s  t h e  r e q u i r e m e n t  to 

t a r g e t  r e c r u i t .

3. If, a f t e r  i n - h o u s e  a d v e r t i s i n g ,  a s u i t a b l e  c a n d i d a t e  is 

n o t  f o u n d ,  t h e  v a c a n c y  w ill be a n n o u n c e d  to t he p u b l i c .  

O n c e  a p o s i t i o n  is o p e n  to t he g e n e r a l  p u b l i c ,  u n i v e r s i t y  

e m p l o y e e s  w i l l  be e n c o u r a g e d  to a p p l y  and w ill c o m p e t e  on 

an e qu a l  b a s i s  w i t h  o t h e r  a p p l i c a n t s .

H. T r a n s f e r s

A n  e m p l o y e e  m a y  r e q u e s t  or  a s u p e r v i s o r  a n d / o r  D i r e c t o r  of 

O H R D  m a y  r e c o m m e n d  a t r a n s f e r  w i t h o u t  p r o m o t i o n  to a v a c a n t  

p o s i t i o n  in t h e  s a m e  s a l a r y  r a n g e  in a n o t h e r  d e p a r t m e n t  or 

u n it. P r i o r  a p p r o v a l  of s u c h  t r a n s f e r s  m u s t  be o b t a i n e d  f r o m  

b o t h  d e p a r t m e n t s / u n i t s ,  t h e  A A O  and t h e  O H R D .

I . R e a p p o i n t m e n t  o f  A  S e a s o n a l  W o r k e r

An  e m p l o y e e  m a y  be r e a p p o i n t e d  into a t e m p o r a r y  s e a s o n a l  

p o s i t i o n  if t h e  e m p l o y e e  w a s  o r i g i n a l l y  s e l e c t e d  and e m p l o y e d  

in a c c o r d a n c e  w i t h  u n i v e r s i t y  h i r i n g  r e g u l a t i o n s .

0. D e f i n i t i o n  of  T e r m s

1. T h e  t e r m  " m i n o r i t i e s "  r e f e r s  to m e m b e r s  o f  a n y  o n e  o r  m o r e  

o f  t he f o l l o w i n g  g r o u p s :

a. B l a c k  ( not o f  H i s p a n i c  o r i g i n )  - a p e r s o n  h a v i n g  

o r i g i n s  in a n y  of t h e  B l a c k  r a c i a l  g r o u p s  of A f r i c a .

REGULATIONS 04.01.15

03-25-85



REGULATIONS 04.01.15

b. H i s p a n i c  - a p e r s o n  of M e x i c a n ,  P u e r t o  R i c a n ,  C u b a n ,  

S o u t h  A m e r i c a n ,  o r  o t h e r  S p a n i s h  c u l t u r e  o r i g i n ,  

r e g a r d l e s s  o f  race.

c. A s i a n  or  P a c i f i c  I s l a n d e r  - a p e r s o n  w i t h  a n c e s t r y  in 

t h e  I n d i a n  s u b c o n t i n e n t ,  t h e  r e g i o n  r e f e r r e d  to as th e  

F ar  E a s t ,  S o u t h e a s t  A s i a ,  o r  t he P a c i f i c  I s l a n d s ,

i.e., I n d i a ,  P a k i s t a n ,  T h a i l a n d ,  C h i n a ,  J a p a n ,  

P h i l i p p i n e s  (not t h e  M i d d l e  E a s t ) .

d. A m e r i c a n  I n d i a n  or A l a s k a  N a t i v e  - a p e r s o n  h a v i n g  

o r i g i n s  in a n y  of  t h e  o r i g i n a l  p e o p l e s  of  N o r t h  

A m e r i c a  and w h o  m a i n t a i n s  c u l t u r a l  i d e n t i f i c a t i o n  

t h r o u g h  t r i b a l  a f f i l i a t i o n  or c o m m u n i t y  r e c o g n i t i o n .

2. T h e  t e r m  " p r o t e c t e d " ,  " p r o t e c t e d  c l a s s "  r e f e r s  to:

a. W o m e n  o f  all r a c e s  and n a t i o n a l  o r i g i n s  w h o  are 

a p p l i c a n t s  f o r  p o s i t i o n s  t h a t  ar e  n o t  c l e r i c a l  in 

n a t u r e .

b. M i n o r i t i e s  as d e f i n e d  a b o v e .

c. " H a n d i c a p p e d "  i n d i v i d u a l s  - t h o s e  p e r s o n s  w h o  h a v e  a 

r e c o r d  o f  p h y s i c a l ,  s e n s o r y ,  o r  m e n t a l  d i s a b i l i t i e s  

w h i c h  s u b s t a n t i a l l y  l i mit o n e  or  m o r e  m a j o r  life 

a c t i v i t i e s  o r  w h o  a r e  r e g a r d e d  as h a v i n g  s u c h  a 

d i s a b i l i t y .

d. " V i e t n a m  e r a  v e t e r a n s "  - a n y  v e t e r a n  o f  t h e  V i e t n a m  

e r a  ( A u g u s t  15, 1 9 6 4  - M a y  7, 1 9 7 5 )  is c o n s i d e r e d  

" p r o t e c t e d "  f o r  a p e r i o d  o f  up to f o u r  y e a r s  a f t e r  t h e  

d a t e  of h is or  h er d i s c h a r g e .

e. " D i s a b l e d  v e t e r a n s "  - p e r s o n s  e n t i t l e d  to d i s a b i l i t y  

c o m p e n s a t i o n  u n d e r  laws a d m i n i s t e r e d  by  t h e  V e t e r a n s  

A d m i n i s t r a t i o n  f o r  d i s a b i l i t y  r a t e d  at t h i r t y  (30) 

p e r c e n t  o r  m o r e  or  a p e r s o n  w h o s e  d i s c h a r g e  f r o m  

a c t i v e  d u t y  w a s  f o r  a d i s a b i l i t y  i n c u r r e d  or 

a g g r a v a t e d  in t h e  l ine o f  d u t y .

f. M a l e s  w h o  a re a p p l i c a n t s  f o r  p o s i t i o n s  in w h i c h  

t r a d i t i o n a l l y  t h e y  h a v e  n o t  b e e n  e m p l o y e d  (e.g., 

c l e r i c a l  p o s i t i o n s ,  n u r s i n g ) .

3. " T a r g e t  g r o u p s "  a re t h o s e  " p r o t e c t e d  c l a s s e s "  w h i c h  are

p r e s e n t l y  u n d e r r e p r e s e n t e d  in a p a r t i c u l a r  E E C - 6  j o b

c a t e g o r y  in t h e  u n i v e r s i t y ' s  w o r k f o r c e .
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4. " T a r g e t  r e c r u i t m e n t "  r e f e r s  to a d d i t i o n a l  r e c r u i t m e n t  

e f f o r t s  s p e c i f i c a l l y  m a d e  to r e c r u i t  a p p l i c a n t s  f r o m  

t a r g e t  g r o u p s .

5. " A AO" r e f e r s  to t h e  u n it, r e g i o n a l  or s t a t e w i d e  

A f f i r m a t i v e  A c t i o n  O f f i c e ,  D i r e c t o r ,  O f f i c e r  or d e s i g n a t e d  

p e r s o n ,  w h i c h e v e r  r e f e r e n c e  is a p p l i c a b l e .

5. " O H R D "  r e f e r s  to t he u n i t ,  r e g i o n a l  or S t a t e w i d e  H u m a n  

R e s o u r c e  D e v e l o p m e n t / P e r s o n n e l  O f f i c e ,  d i r e c t o r ,  or 

d e s i g n a t e d  p e r s o n ,  w h i c h e v e r  r e f e r e n c e  is a p p l i c a b l e .

7. " T e m p o r a r y  e m p l o y e e s "  r e f e r  to:

a. F u l l - t i m e  or  p a r t - t i m e  e m p l o y e e s  w o r k i n g  20 h o u r s  or 

m o r e  p er w e e k  w h o  a re a p p o i n t e d  f o r  a t h r e e  m o n t h  

p e r i o d .

b. P a r t - t i m e  e m p l o y e e s ,  w o r k i n g  less than 20 h o u r s  per 

w e e k  or  l ess t h a n  1 0 4 0  h o u r s  p e r  y e ar.

c. P a r t - t i m e  i n s t r u c t o r s  w h o  t e a c h  less t han 7.5 c r e d i t  

h o u r s  p er s e m e s t e r  or w h o  p r e p a r e  e q u i v a l e n t  c o u r s e  

w o r k .

d. On  call e m p l o y e e s  e m p l o y e d  f o r  p e r i o d i c ,  d i s c o n t i n u o u s  

a s s i g n m e n t s .

8. " E m e r g e n c y  H i r e "  r e f e r s  to t he d i r e c t  a p p o i n t m e n t  of an 

i n d i v i d u a l  into a n y  p o s i t i o n  w i t h o u t  f o l l o w i n g  the 

r e q u i r e d  r e c r u i t m e n t  p r o c e d u r e s  b e c a u s e  of  an e m e r g e n c y  

n e e d  f o r  i m m e d i a t e  f i l l i n g  of t h e  p o s i t i o n .
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‘ ’ U N I V E R S I T Y  O F  A L A S K A  R E P O R T  O F  R E C R U I T I N G

R e c r u i t m e n t  a p p r o v a l  m u s t  be r e c e i v e d  f r o m  t h e  A f f ir m a t i v e  A c t i o n  

O f f i c e r  p r i o r  t o  r e l e a s i n g  t h e  a n n o u n c e m e n t  o f  a n y  p o s i t i o n  v a c a n c y .

R e g i o n  „ D e p a r t m e n t ^  C o s t  C e n t e r ________________________

P o s i t i o n  T i t l e _______________________________________  J o b  T i t l e  #___________________ E E O - 6  C a t e g o r y _______

R e c r u i t m e n t  P e r i o d :  O p e n i n g  D a t e _______________________________ C l o s i n g  D a t e _________________________________

A v a i l a b i l i t y  S t a t i s t i c s ______________________

Cl assi fi cati o n : S t u d e n t  Cl a ssi fi ed F a c u l  ty  A P T  C e t a _________

S t a t u s :  F T P  FT T  P T P  P T T  G r a d e ,  S t e p  a n d  S a l a r y _______________________________________

S e l e c t i o n  C o m i i t t e e  M e m b e r s ___________________________________________________________________________________________

R e c r u i t m e n t  e f f o r t  in a d d i t i o n  to  P e r s o n n e l  a n d  A A  O f f i c e s

1) A t t a c h  a c o p y  o f  t h e  v a c a n c y  a n n o u n c e m e n t .

2) A t t a c h  a c o p y  o f  t h e  c o r r e s p o n d i n g  p o s i t i o n  d e s c r i p t i o n  a p p r o v e d  b y  P e r s o n n e l .

3) A t t a c h  a c o p y  o f  the- p a i d  p o s i t i o n  a d v e r t i s e m e n t ,  if  a p p r o p r i a t e .

4) D e s c r i b e  i n  d e t a i l  t h e  s e l e c t i o n  p r o c e s s  a n d  a t t a c h  c o p i e s  o f  all' s e l e c t i o n

f o r m s  b e i n g  u s ed .

Si cr.ature

H i r i n g  A u t h o r i t y
D a t e

A p p r o v a l
A f f i r m a t i v e  A c t i o n  O i f i c e r  

6 - i i - a O

D a t e

0 4 . 0 1 . 15K.1.
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V A C A N C Y  A N N O U N C E M E N T  O U T L I N E  A N D  C H E C K L I S T

P o s i t i o n  A v a i l a b l e :

S t a r t i n g  d a t a ,  d u r a t i o n  o f  

a p p o i n t m e n t  i f  t e m p o r a r y

S a l a r y  ( o p t i o n a l ) :

R e s p c n s  i b i 1 i ti e s / D u t i e s :

( S t a t e  t i t l e ,  a r e a  o f  s p e c i a l i z a t i o n ,  an d  

t y p e  o f  a p p o i n t m e n t ,  e.g. a c a d e m i c ,  f i s c a l ,  

e t c . )

( S h o u l d  i n c l u d e  a d e t a i l e d  d e s c r i p t i o n  o f  

t h e  p o s i t i o n  and c o r r e l a t e  d i r e c t l y  w i t h  

t h e  p o s i t i o n  d e s c r i p t i o n  o n  f i l e . )

Q u a l i f i c a t i o n s :

R e q u i r e d :

K n o w l e d o e  

S k i l l s  ' 

A bi 1 iti es 

E d u c a t i o n  

E x p e r i e n c e

Des i  r e d :

K n o w l e d g e  

Ski 11 s  

A b i 1 i ti es 

E d u c a t i o n  

E x p e r i e n c e

C o n t a c t / A p p l i  c a t i o n  P r o c e d u r e :

C l c s i n a  d a t e :

( J o b  r e l a t e d  e d u c a t i o n  m a y  b e  i n c l u d e d  i f  

e s s e n t i a l  f o r  j o b  p e r f o r m a n c e ,  p r o f e s s i o n a l  

c e r t i f i c a t i o n  o f  t h e  c a n d i d a t e ,  o r  p r o f e s s  I o n a  

a c c r e d i t a t i o n  o f  t h e  d e p a r t m e n t  o r  p r o g r a m .

J o b  r e l a t e d  e x p e r i e n c e  m a y  b e  i n c l u d e d ' b u t  

n u m b e r  o f  y e a r s  m a y  n o t  b e  s p e c i f i e d . )

( L i s t  i n f o r m a t i o n  t o  be  s u b m i t t e d  a n d  to  w h o m .

( S h o u l d  i n c l u d e  m o n t h ,  d a y ,  a n d  y e a r  a n d  be 

f o l l o w e d  b y  t h e  p h r a s e ,  " M a y  be  'extended u n til 

s u i t a b l e  a p o l i c a n t  a p p l i e s "  o r  " M a y  b e  e x t e n d s  

u n t i l  f i l l e d " .

" a g l i n e :

. r r  p r m t  . i t  ■rmatrmi. iod ■worn. d c x i  of e iw n t r  iun ixap jsxe  s e - e r j  ' V . s i s  i-»  > K n - J  >rr mcvu n r r t f  u> ip p iv . Tar I ’ j ; .
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O r  1 10. ivi^-vL i 'L /r i iV l

University of Alaska

NA M E :
• U j U

P resen t A dd :ts s :

Pe rm anen t Add ress : , 

D a te  o f  App lica t ion : .  

I .  R a c e /E th n ic ty :

2. Religion:

3. Sex: Male.

if inti

.P o s i t ion  Applied for :

White /Non-H ispan ic  
31ack/Non-H ispanic 
American Indian

Asian American 
Hispanic 
A laska  Native

Fem a le . 4. Date o f B i r th :

5. I f  vou a re a  veteran o f the V ie tnam  era(Aug-ust 15.196-4 - M ay 7. 1S75) please prov ide y ou r date o f discharge.

6. I f  you have e d isab i l i ty  which m ight affect your performance or create a h a :3 rd  fo r y ou rse l f  or others in connection 
w-ith the position for which you  are applying, and the Un ive rs i ty  can prov ide any roecial accomodations to assist 
you , please state :

a. the accomodation we could make which would enable you to pe r fo rm  the job  p rope r ly  and safely.

b. skil ls and procedures you use or intend to use in the jo b  to compensate for y ou r disability :

How did you learn abou t this job?
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U i r i n r  ar>n»«nva1 - v i g f  ho ^ a i - a i i .r a ^ '■Ke

A c t i o n  O f f i c e r  p r i o r  to o f f e r i n g  t h e  p o s i t i o n  to a n v  a p p l i c a n t .

R e g i o n  C o s t  C e n t e r  D e p a r t .

Job T i t l e c
.

o c
r

r E E O - 6 Cat .  T o t a l  # Appl.ic

R a c e / E t h n i c i t y T o t a l
4
7 E l i m i n a t e d  P r e l i m i n a r y E l i m i n a t e d I n t e r m e d . E l i m i n a t e d  Fine

* A d d ! i c a n t s S t a a e S t a a e S t a a e  o r  Inters

r M r M r M r

iflrite/non-Hisp.
1

3 1 a c k / n o n - K i s p .

A n e r i c a n  I n d i a n

A s i a n  A m e r i c a n

H i s p a n i c

A l a s k a  N a t i v e

I

I

L i s t  b e l o w  all a p p l i c a n t s  f r o m  p r o t e c t e d  g r o u p s  w h o  w e r e  e l i m i n a t e d .  P l e a s e  i n c l u d e  n o n - c i t i  

m i n o r i t i e s  a n d  i d e n t i f y  w i t h  an  a s t e r i s k .  A t t a c h  a n  a d d i t i o n a l  s h e e t  i f  n e c e s s a r y .

f^LME S E X R A C E H A N D I C A P V I E T . S T A G E A P P L I C . R E F E R R A L  S O U R C E

E T H N . V E T E L IM. D A T E

• 1
1

R e a s o n s :



i s t  b e l o w  in- o r d e r  o f  p r e f e r e n c e  all c a n d i d a t e s  t o  w h o m  t h e  p o s i t i o n  m a y  b e  

i f f e r e d *  I n d i c a t e  s p e c i f i c  reasons, f o r  t h e  s e l e c t i o n  o f  e a c h  c a n d i d a t e .
LpftCOns nucf  rplat.p ^ n p n f i r ^ l l v  tn thp va r sn r v  annmmronent nnH c d i  o r t i n n
* I I C 4 w VJ ♦ 11 J U i U C . C C  3 U C W  1 I I U i C M U  I k  I U I  L I I C  b C  I C U L l U I l  U i  C Q W i l  L f l M U l U C  . C «

l e a s o n s  m u s t  r e l a t e  s p e c i f i c a l l y  t o  t h e  v a c a n c y  a n n o u n c e m e n t  a n d  s e l e c t i o n  

r r i t e r i a .

H I R I N G

I N F 0 R H A T 1

04.01.15K.4.

S e x R a c e /

E t h .

H a n d i ­

c a p

V i e t n a m

V e t e r a n

A p p l . 

D a t e

R e f e r r a l

S o u r c e

( C o m p l e t e  a f t e r  

p o s i t i o n  is a c c e p

L)
D a t e  o f  O f f e r :

t e a s o n s :

2 )
R e a s o n s :

D a t e  o f  A c c e p t a n c

D a t e  o f  R e j e c t i o n

D a t e  o f  O f f e r :

D a t e  o f  A c c s o t a n c

D a t e  o f  R e j e c t ! o r

3) D a t e  o f  O f f e r :

r e a s o n s :

D a t e o f  A c c e p t a n .

D a t e o f  R e j e c t i o

I h e r e b y  c e r t i f y  t h a t  t h e  h i r i n g  p r o c e s s  w a s  c o n d u c t e d  in a c c o r d a n c e  w i t h  t h e  p r i n c i p l e s

o f  e q u a l  o p p o r t u n i t y  a n d . a f f i r m a t i v e  a c t i o n .

S i c r . a t u r e  ( H i r i n g  A u t n o r i t y ) ("Sate)

( A f f i r m a t i v e  A c t i o n  O f f i c e r ) ( D a t e )s i c n a t u r e

. • p l i c a t i o n s  a n d  s e l e c t i o n  r e c o r d s  m u s t  b e  h e l d  o n  all a p p l i c a n t s  f o r  3 y e a r s .  

6 - 1 1 - 8 0
04.01.15JC.:



■ ■ ' • 0 4 . 0 1 . 1 5 K . 5

U N I V E R S I T Y  O F  A L A S K A  E M E R G E N C Y  H I R E

H i r i n a  a o o r o v a l m u s t  be  r e c e i v e d  f r o m  t h e  A f f i r m a t i v e  A c t i o n  O f f i c e r

D r i o r to o f f e r i n g  one dost ci on  to a ny a pp li c a n t .

R e g i o n  ' D e pt. C o s t  C e n t e r

J o b  T i t l e J o b  T i t l e  #

A v a i l a b i l i t y  S t a t i s t i c s

C l a s s i f i c a t i o n :  S t u d e n t C l a s s i f i e d  F a c u l t y  A p t .  C e t a

G r a d e ,  S t e p  & S a l a r y

D u r a t i o n  o f  a p p o i n t m e n t FT  P T

D a t e  P e r s o n n e l  N o t i f i e d E E O - o  C a t e g o r y

1) J u s t i f i c a t i o n  f o r  e m e r g e n c y  s t a t u s  a n d  w a i v e r  o f  a d v e r t i s i n g .

2) H o w  w a s  s u c c e s s f u l  c a n d i d a t e  s e l e c t e d ?

3) A f f i r m a t i v e  R e c r u i t m e n t  e f f o r t s .

R a c e / E t h n i c i t y  

W h i t e  n o n - n i s o a n i c

■Total A d d !i c a n t s

M r H a n d i c a o

B l a c k  n o n - H i s D a n i c
A m e r i c a n  I n d i a n

A s i a n  . -m e n c a n
H i s o a n i c

A l a s k a  N a t i v e

Vi e t n a m  

V e t e r a n

4) L i s t  b e l o w  c a n d i d a t e  t o  w h o m  p o s i t i o n  w i l l  b e  o f f e r e d :

R a c e  V i e t n a m

S e x  E t h n .  H a n d i c a o  V e t e r a nN a m e R e f e r r a l  S o u r c e

R e a s o n s :

S i g n a t u r e _

A ? p r o v a l _

H i r i n g  A u t h o r i t y

A f f i r m a t i v e  A c t i o n  O f f i c e r  

6 - 1 1 - 3 0

D a t e

0 4 . 0 1 . 15K.5,



A t t a c h m e n t  E

C

P A R T  IV 

P E R S O N N E L  

C h a p t e r  I 

E M P L O Y M E N T

C o n f i d e n t i a l i t y  o f  P e r s o n n e l  R e c o r d s  0 4 . 0 1 . 0 1

E m p l o y e e s '  p e r s o n n e l  r e c o r d s  a r e  t r e a t e d  as c o n f i d e n t i a l  to t he 

e m p l o y e e  a n d  t h e  i n s t i t u t i o n .  P e r s o n n e l  r e c o r d s  w i l l  be r e l e a s e d  

o n l y  t o  a p p r o p r i a t e  a u t h o r i t i e s  w i t h i n  t h e  U n i v e r s i t y ,  e x c e p t  

w h e r e  t h e  e m p l o y e e  o r  o t h e r s  a n d / o r  p r o p e r t y  is in d a n g e r  a n d  

e x c e p t  w h e n  r e q u i r e d  by  law. A t  t h e  t i m e  t h e  i n f o r m a t i o n  is 

r e l e a s e d  o u t s i d e  t h e  U n i v e r s i t y ,  w r i t t e n  n o t i f i c a t i o n  shall be 

s e n t  to  t h e  e m p l o y e e .  ( 0 5 - 1 8 - 7 9 )

A c c e s s  to P e r s o n n e l  F i l e s  0 4 . 0 1 . 0 2

I n d i v i d u a l s  shall h a v e  t h e  r i g h t  to e x a m i n e  t h e i r  o w n  p e r s o n n e l  

f i l e s  a t  a n y  t i m e  d u r i n g  n o r m a l  b u s i n e s s  h o u r s .  T h e  ' d i vi d u a l  

sh all h a v e  t h e  r i g h t  to a c o p y  o f  h i s / h e r  f i l e  u p o n  p a y m e n t  o f  

r e a s o n a b l e  c h a r g e s  f o r  c o p y i n g .  ( 0 5 - 1 3 - 7 9 )

C o n t e n t s  o f  P e r s o n n e l  F i l e s  0 4 . 0 1 . 0 3

A. W h e n e v e r  a r e p r i m a n d ,  o r  d i s c i p l i n a r y  a c t i o n  o r  a n y  i n f r a c t i o n  

o f  d i s c i p l i n e ,  o r  d e l i n q u e n c y  in p r o f e s s i o n a l  p e r f o r m a n c e  is 

r e d u c e d  to w r i t i n g  by a s u p e r v i s o r ,  t h e  f i n d i n g s  a n d  d e c i s i o n s  o f  

t h e  s u p e r v i s o r  shall be  f i l e d ,  in w r i t i n g ,  in t he e m p l o y e e ' s  

p e r s o n n e l  f il e ,  a n d  a c o p y  t h e r e o f  s i m u l t a n e o u s l y  g i v e n  to

t h e  e m p l o y e e .

B. T h e  s o u r c e  o f  all m a t e r i a l  shall b e  i d e n t i f i e d .  U n a u t h o r i z e d  

o r  a n o n y m o u s  m a t e r i a l  ( o t h e r  t h a n  o f f i c i a l  s t u d e n t  e v a l u a t i o n s )  

shall be r e m o v e d  b y  t h e  U n i v e r s i t y  on d e m a n d  o f  t h e  a f f e c t e d  

e m p l o y e e  o r  m a y  be r e m o v e d  on  U n i v e r s i t y ' s  o w n  m o t i o n .  At the 

t i m e  u n a u t h o r i z e d  a n o n y m o u s  m a t e r i a l  is r e m o v e d ,  w r i t t e n  n o t i­

f i c a t i o n  shall be s e n t  to t h e  e m p l o y e e .

C. E m p l o y e e s  m a y  p l a c e  in t h e i r  p e r s o n n e l  f i l e  a r e s p o n s e  to a d v e r s e  

i n f o r m a t i o n  c o n t a i n e d  t h e r e i n .  ( 0 5 - 1 3 - 7 9 )

N e p o t i s m  0 4 . 0 1 . 0 4

T h e  U n i v e r s i t y  o f  A l a s k a  a n d  its d i v i s i o n s  see k  to a p p o i n t  o n l y  the 

m o s t  q u a l i f i e d  p e r s o n s  to fill t e a c h i n g ,  r e s e a r c h ,  s e r v i c e ,  a d m i n i s­

t ra t i v e ,  n o n - e x e m p t  a n d  s t u d e n t  p o s i t i o n s .

REGENTS' POLICY 04.01.01

06-30-31 04.01.04



REGENTS' POLICY 04.01.04

C a n d i d a t e s  shall n o t  be  p r o h i b i t e d  f r o m  a p p o i n t m e n t  on  t he b a s i s  

o f  t h e i r  r e l a t i o n s h i p  w i t h  c u r r e n t  e m p l o y e e s  o f  t h e  U n i v e r s i t y  o f  

A l a s k a .  H o w e v e r ,  no e m p l o y e e  o f  t h e  U n i v e r s i t y  m a y  s u p e r v i s e  o r  

p a r t i c i p a t e  in e m p l o y m e n t ,  g r i e v a n c e ,  r e t e n t i o n ,  p r o m o t i o n ,  s a l a r y ,  

l e a v e  o r  o t h e r  p e r s o n n e l  d e c i s i o n s  c o n c e r n i n g  m e m b e r s  o f  his o r  

h e r  i m m e d i a t e  f a m i l y .

P e r s o n s  r e f e r r e d  to i n c l u d e  an e m p l o y e e ' s  s p o u s e ,  c h i l d  o r  s t e p c h i l d ,  

p a r e n t ,  s i b l i n g  o r  i m m e d i a t e  i n l a w s .
i

A n y  e x c e p t i o n  to t h i s  p o l i c y  r e q u i r e s  t h e  p r i o r  w r i t t e n  a p p r o v a l  

o f  t h e  P r e s i d e n t  o f  t h e  U n i v e r s i t y  in a d v a n c e  o f  a n y  a c t i o n  take n .

( 0 6 - 2 6 - 3 1 )

E m p l o y e e  D i s c i p l i n e  0 4 . 0 1 . 0 5

T h e  use ,  t e r m s  a n d  c o n d i t i o n s  o f  e m p l o y e e  p r o b a t i o n ,  s u s p e n s i o n ,  

d e m o t i o n ,  t e r m i n a t i o n ,  los s  o f  p r i v i l e g e s ,  a n d  o t h e r  d i s c i p l i n a r y  

m e a s u r e s  shall be  in a c c o r d  w i t h  u n i f o r m  r e g u l a t i o n s .  ( 0 5 - 1 8 - 7 9 )

C

/

06-31-81 04.01.05



*R E G  E K T S  ' P O L I C Y

P r o b a t i o n a r y  S t a t u s  a t  T i r e  c f  H i r e

04 .01.06

0 4 . 0 1 . 0 6

A l l  e x e m p t  a n d  n o n - e x e m p t  s t a f f ,  w i t h  t h e  e x c e p t i o n  c f  e x e c u t i v e  

p e r s o n n e l  a n c  f a c u l t y ,  s h a l l  b e  o n  p r c b a t i c r .  f c r  t h e  f i r s t  s i x  m o n t h s  

c f  e m p l c v r e n t .  ( 0 6 - 1 5 - 6 4 )

T i s c i c l i n a r v  P r o b a t i o n 0 4 . 0 1 . 0 7

A n y  e m p l o y e e  w h o  f a i l s  t o  m e e t  t h e  p e r f o r m a n c e  s t a n d a r d s  c r  e m p l o y m e n t  

c o n d i t i o n s  c f  t h e  s u p e r v i s i n g  a u t h o r i t y  m a y ,  in t h e  d i s c r e t i o n  o f  t h e  

s u p e r v i s o r , b e  p l a c e d  or. p r o b a t i o n  f c r  a p e r i o d  n e t  e x c e e d i n g  s i x  

m o n t h s .  F a i l u r e  tc m e e t  t h e  p e r f o r m a n c e  s t a n d a r d s  c r  e m p l o y m e n t  

c o n d i t i o n s  c f  t h e  s u r p e r v i s i n c  a u t h o r i t y  a t  a n y  t i m e  c u r i n g  t h e  

r r c b e t i c n a r y  o e r i c d  s h a l  

* ( 0 5 - 1 6 - 7 9 )

S u s o e n s i c r .

c o n s t i t u t e  ''must c a u s e "  f c r  t e r m i n a t i o n .

0 4 . 0 1 . 0 6

A n y  e m p l o y e e  m a y  be p l a c e d  cr. s u s p e n s i o n  f c r  a s p e c i f i e d  p e r i o d  c f  u p  

tc t h i r t y  c a y s  a s  a m e a n s  c f  d i s c i p l i n a r y  a c t i o n  cf f a i l u r e  t c  m e e t  

t h e  p e r f o r m a n c e  s t a n d a r d s  c r  e m p l o y m e n t  c o n d i t i o n s  cf t h e  s u p e r v i s i n g  

a u t h o r i t y .  Ar. e m p l o y e e  on s u s p e n s i o n  d o e s  r.ct r e c e i v e  h o l i d a y s ,  

w a g e s ,  l e a v e  c r  e t h e r  b e n e f i t s  b a s e d  cr. h o u r s  w o r k e d ,  b u t  d o e s  
c o n t i n u e  t c  b e  c o v e r e d  by t h e  a p p l i c a b l e  g r o u p  i n s u r a n c e  program.. 

\ u c - l c -  / 5 )

T e r m i n a t i o n  0 4 . 0 1 . 0 9

A n y  e m p l c v e e  m a y  b e  t e r m i n a t e d  a s  a n  e m p l o y e e  f c r  " j u s t  c a u s e " .  

( 0 5 - 1 6 - 7 9 ) *

Z r c l c v m e n t  P r o c e d u r e s 0 4 . 0 1 . 1 0

A .  P o s i t i o n  v a c a n c i e s  s h a l l  b e  a d v e r t i s e d  o n l y  w h e n  e i t h e r  t h e r e  a r e  

a v a i l a b l e  o u c c e t e c  f u n d s  f c r  t h e  p c s i t i c r . ,  c r  f u n d s  a r e  a n t i c i p a t e d  

a n c  t h e  a d v e r t i s e m e n t  s t a t e s  t h a t  t h e  p c s i t i c r .  w i l l  be f i l l e d  o n l y  if 

f u n d s  b e c o m e  a v a i l a b l e .  K c  p o s i t i o n  s h a l l  b e  f i l l e d  w i t h o u t  a v a i l a b l e  

b u d g e t e d  f u n d s  f c r  t h e  p o s i t i o n .  ( 0 2 - 1 5 - 7 9 )

E. R e c r u i t m e n t  a n c  s e l e c t i o n  cf U n i v e r s i t v  e m r i c v e e s  s h a l l  b e  in

a c c o r d a n c e  w i t h t h e  U n i v e r s i t y ' s  A f f i r m a t i v e  A c t i o n ;n c  l c u c

E m p l o y m e n t  O p p o r t u n i t y  p o l i c i e s  a n c  r e g u l a t i o n s .  ( 0 2 - 1 5 - 7 9 )

C. T h e r e  s h a l l  b e  s t a n d a r d i z e d  p r o c e d u r e s  f c r  c o m p l e t i o n  a n c  a p p r o v a l  

c f  e m p l o y m e n t  d o c u m e n t s ,  n o t i f i c a t i o n  cf c a n d i d a t e s ,  a n d  o r i e n t a t i o n  

c f  e m p l o y e e s .  ( 0 2 - 1 5 - 7 9 )

C. T h e  U n i v e r s i t y  c f  A l a s k a  s h a l l  r e c r u i t ,  s e l e c t ,  a n c  o r i e n t  

e m p l o y e e s ,  a n d  f i l l  p o s i t i o n s .  ( 0 5 - 1 6 - 7 9 )

H i r i n g  o f  P e r s o n s  A l r e a c v  E m p l o y e d  bv t h e  U n i v e r s i t y  0 4 . 0 1 . 1 1

!>' c U n i v e r s i t y  e m p l o y e e  r a y  b e  h i r e d  i n t c  a n e w  c r  v a c a n t  p c s i t i c n  

w i t h o u t  t h e  e x  c r e s s  c o n s e n t  of t h e  C h a n c e l l o r  ha v i n e  c o c n i z a . n e e

0 6 - 0 2 - 7 9

0 6 - 1 5 - 6 4  ( re vi se d) 04 .01.11



L' o v e r  th e  c u r r e n t  p o s i t i o n ,  u n l e s s  t h e  e m p l o y e e  h a s  f u l f i l l e d  all 

o b l i g a t i o n s  of  e m p l o y m e n t  in t h e  c u r r e n t  p o s i t i o n ,  i n c l u d i n g  the 

g i v i n g  o f  a d e q u a t e  n o t i c e .  ( 0 5 - 1 8 - 7 9 )

N o t i c e  o f  .‘l o n r e t e n t i c n  o f  E x e m p t  E m p l o y e es 0 4 . 0 1 . 1 2

A. E f f e c t i v e  w i t h  t h e  1 9 7 9 - 3 0  f i s c a l  y e a r ,  n o t i c e  o f  n o n r a t e n t i o n  

o f  an e m p l o y e e  c l a s s i f i e d  as e x e m p t  m u s t ,  u n l e s s  o t h e r w i s e  

p r o v i d e d ,  b e  g i v e n  in w r i t i n g  by  t he U n i v e r s i t y  in a c c o r d a n c e  w i t h  

t h e  f o l l o w i n g  s c h e d u l e :

1. N o t  l a t e r  tha n  F e b r u a r y  15; or

2. N o t  l a t e r  tha n  D e c e m b e r  15, if by t he e x p i r a t i o n  of

t h e  e m p l o y e e ' s  c u r r e n t  a p p o i n t m e n t  the e m p l o y e e  shall

h a v e  b e e n  e m p l o y e d  by t h e  U n i v e r s i t y  c o n t i n u o u s l y  fcr 

a t  l e a s t  t wo full a c a d e m i c  y e a r s ;  or

3. A t  l e a s t  f i f t e e n  m o n t h s  b e f o r e  t he e x p i r a t i o n  o f  an

a p p o i n t m e n t  if b y  t h e  e x p i r a t i o n  o f  t h e  e m p l o y e e ' s  

c u r r e n t  a p p o i n t m e n t  t h e  e m p l o y e e  shall h a v e  b e e n  

e m p l o y e d  b y  the U n i v e r s i t y  c o n t i n u o u s l y  f o r  at  l e a s t  

t h r e e  full a c a d e m i c  years..

B. E m p l o y e e s  w h o s e  c o n d i t i o n s  o f  e m p l o y m e n t  p r o v i d e  to the

/ • e f f e c t  t h a t  e m p l o y m e n t  is f o r  a o a r t i c u l a r  p u r c o s e  and t h a t  r e t e n t

f c r  o r  b e y o n d  t h e  c u r r e n t  a p p o i n t m e n t  p e r i o d  is s u b j e c t  tc r e c e i p t  

o f  a d e q u a t e  f u n d i n g  f o r  t he p u r p o s e ,  shall be p r o v i d e d  o n l y  suc h  

n o t i c e  o f  n o n r e t e n t i o n  as is p r o v i d e d  in t he e m p l o y m e n t  c o n d i t i o n s  

o r  t h r e e  (3) m o n t h s ,  w h i c h e v e r  is g r e a t e r .  E m p l o y e e s  w h o s e  c o n­

d i t i o n s  o f  e m p l o y m e n t  p r o v i d e  to t h e  e f f e c t  t hat t h e  e m o l o y r e n t  

is f or the l i f e  o f  a p r o j e c t ,  o r  f o r  a s p e c i f i c  t e r m  a nd n e t  

b e y o n d ,  shall n o t  be  p r o v i d e d  n o t i c e  o f  n o n r e t e n t i o n  b e y o n d  the 

life o f  t he p r o j e c t  o r  t h e ' s p e c i f i c  term.

C. F a c u l t y  m e m b e r s  w h o  h a v e  b e e n  d e n i e d  t e n u r e  d u r i n g  the 

s e v e n t h  y e a r  o f  s e r v i c e  s h all n o t  b e  p r o v i d e d  w i t h  n o t i c e  o f  

r.onretention. _

D. N o t i c e  o f  n o n r e t e n t i o n  for E x e c u t i v e  P e r s o n n e l  shall be 

g o v e r n e d  by P o l i c y  M a n u a l  0 1 . 0 1 . 0 3 .  E x e c u t i v e  P e r s o n n e l  h o l d i n g  

a dual a s s i g n m e n t  o r  h o l d i n g  f a c u l t y  r a n k  shall n e t  be e n t i t l e s  

to n o t i c e  o f  n o n r e t e n t i o n  b e y o n d  t h a t  p r o v i d e d  f c r  E x e c u t i v e  

P e r s o n n e l .  ( 0 5 - 1 3 - 7 9 )

E x e m p t  E m p l o y e e s  0 4 . 0 1 . 1 3

E x e m p t  e m p l o y e e s  a re e m p l o y e e s  c l a s s i f i e d  as " e x e m p t "  by  the

U n i v e r s i t y  u s i r a  the s t a n d a r d s  se t  c u t  in the F a i r  L a b o r  S t a n d a r d s

A c t  a n d  R e g u l a t i o n s .  ( 0 5 - 1 3 - 7 9 )  0 4 . 0 1 . 1 3

0 4 . 0 1 . 1 1

i
0 3 - 3 3 - 7 9 0 4 . 0 1 . 1 3
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Attachment F
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FART IV 

PERSONNEL 

Chapter I 

EMPLOYMENT

Conf iden t i a l i t v  of Personnel Records 0 4 . 0 1 . 0 1

In recogni t ion of the privacv r iches of emticvees , the Universi ty 
wil l  seek to avoid unnecessary exposure of the contents of ind i ­
vidual personnel f i l e s .  The contents 
f i l e  wil l  be made avai lable under anv

an emcioyee's cersornel

A. To rep resen ta t ives  of outside agencies in the course of an 
inves t iga t ion ,  where the information r ec-jested is spec i f i c ,  the 
information requested is reasonably rela ted to the issues under 
inve s t iga t ion ,  and access to such information is proviced for 
under a va l id law. Most information contained in personnel f i l e s  
is po te n t i a l l y  avai lable to inve s t iga to r s  for  federal and s t a t e  
agencies responsible for enforcement of equal employment opportunity 
laws, and to the Alaska State Ombudsman. Such o f f i ce r s  are l ega l ly 
prohib i t ed from making disclosure of  personal information they f ind.
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C o n s i s t e n t  w i t h  t h e  U n i v e r s i t y ' s  p o l i c y  on c o n f i d e n t i a l i t y  o f  p e r s o n n e l  

r e c o r a s ,  t h e  U n i v e r s i t y  p r o v i d e s  f o r  l i m i t e d  p u b l i c  d i s c l o s u r e  o f  a p p l i ­

c a t i o n s  f o r  e m p l o y m e n t .  R e q u e s t s  f o r  p u b l i c  d i s c l o s u r e  p u r s u a n t  to 

t h i s  s e c t i o n  m a y  b e  h o n o r e d ,  b u t  s n a i l  be  l i m i t e d  to i n f o r m a t i o n  p e r ­

t a i n i n g  t o  t h o s e  a p p l i c a n t s  w h o  h a v e  b e e n  s e l e c t e d  as f i n a l i s t s  f o r  a 

p a r t i c u l a r  p o s i t i o n .

(a) A  d i s t i n c t i o n  is to be  m a d e  b e t w e e n  r e q u e s t s  f o r  " p u b l i c "  

d i s c l o s u r e  a n d  r e q u e s t s  f o r  " p r i v a t e "  d i s c l o s u r e .  R e q u e s t s  

f o r  p u b l i c  d i s c l o s u r e  s h a l l  be  d e f i n e d  as t h o s e  r e c e i v e d  

f r o m  t h e  n e w s  m e d i a ,  p u b l i c  a g e n c i e s  o r  o t h e r  g o v e r n m e n t a l  

e n t i t i e s .  R e q u e s t s  f o r  p r i v a t e  d i s c l o s u r e  s h a l l  be d e f i n e d  

as t h o s e  r e c e i v e d  f r o m  a n y  i n d i v i d u a l  n o t  a f f i l i a t e d  w i t n  

t h e  n e w s  m e d i a ,  a p u b l i c  a g e n c y  o r  o t h e r  g o v e r n m e n t a l  e n t i t y .  

O n l y  r e q u e s t s  f o r  " p u b l i c "  d i s c l o s u r e  w i l l  be  h o n o r e d  b y  t h e  

Uni v e r s i t y .

(b) A  r e q u e s t  f o r  p u b l i c  d i s c l o s u r e  m u s t  be in w r i t i n g ,  d i r e c t e d  • 

to t h e  c h a i r p e r s o n  o f  t n e  s e a r c h  c o m m i t t e e  o r  to t h e  P r e s i ­

d en t .  T h e  p e r s o n  s e e k i n g  p u b l i c  d i s c l o s u r e  m u s t  i d e n t i f y  

w h i c h  o r g a n i z a t i o n  h e / s h c  r e p r e s e n t s  a n d  p r o v i d e  a b r i e f  e x ­

p l a n a t i o n  o f  t h e  p o t e n t i a l  u s e  o f  t h e  i n f o r m a t i o n .

(c) T h e  p e r s o n  r e c e i v i n g  t h e  r e q u e s t  f o r  p u b l i c  d i s c l o s u r e  s n a i l  

a c k n o w l e d g e  t h e  r e q u e s t  in w r i t i n g  a n d  i m m e d i a t e l y  f o r w a r d

a c o p y  to  the O f f i c e  c f  th e  G e n e r a l  C o u n s e l  f o r  legal r e v i e w .

(d) W h e n  a v a l i d  r e q u e s t  f o r  p u b l i c  d i s c l o s u r e  is r e c e i v e d ,  t h e  

c h a i r p e r s o n  o f  t h e  s e a r c h  c o m m i t t e e  s n a i l  n o t i f y  t he s e l e c t e d  

f i n a l i s t s ,  w i t h i n  t w o  (2) b u s i n e s s  d a y s  o f  t h e i r  s e l e c t i o n ,  

t h a t  t h e  U n i v e r s i t y  w i l l  r e l e a s e  t h e i r  n a m e s  a n d  p e r t i n e n t  

b i o g r a p h i c a l  i n f o r m a t i o n ,  u n l e s s  t h e y  w i t h d r a w  t h e i r  a p p l i c a ­

t i o n  w i t h i n  t e n  (10) b u s i n e s s  d a y s .  E a c h  a f f e c t e d  a p ' l i c a n t  

s h a l l  be n o t i f i e d ,  i n d i v i d u a l l y ,  in w r i t i n g .  In a p p r o p r i a t e  

c i r c u m s t a n c e s ,  t h e  c h a i r p e r s o n  m a y  s u p p l e m e n t  t h e  w r i t t e n  

n o t i f i c a t i o n  w i t h  p e r s o n a l  c o n t a c t  b y  t e l e p h o n e  o r  o t n e r w i s e .

(e) T h e  f o l l o w i n g  n o t i c e  is to be  p o s t e d  in a c o n s p i c u o u s  p l a c e  

in e a c h  P e r s o n n e l  O f f i c e  o f  t h e  U n i v e r s i t y  o f  A l a s k a :

" N O T I C E  O F  P U E L I C  D I S C L O S U R E :  A p p l i c a t i o n s  f o r  e m p l o y m e n t

w i t h  t h e  U n i v e r s i t y  o f  A l a s k a  m a y  be  s u b j e c t  to p u b l i c  d i s ­

c l o s u r e .  S h o u l d  y o u r  a p p l i c a t i o n  be a m o n g  t h e s e  in a pool 

o f  f i n a l i s t s  f o r  w h i c h  a r e q u e s t  o f  p u b l i c  c i s c l o s u r e  has 

b e e n  r e c e i v e d ,  y o u  w i l l  be n o t i f i e d  a n d  h a v e  t e n  (10) b u s i ­

n e s s  d a y s ,  in w h i c h  to w i t h d r a w  f r o m  c o n s i d e r a t i o n .  If y o u  

d o  n o t  w i t h d r a w  y o u r  c a n d i d a c y  w i t h i n  t n e  t i m e  a l l o t t e d ,  

y o u r  n a m e  and p e r t i n e n t  b i o g r a p h i c a l  i n f o r m a t i o n  w i l l  be r e ­

l e a s e d  w i t h  t he l i s t  c f  f i n a l i s t s  f o r  t h e  p o s i t i o n  in Q u e s ­

t i o n . "
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(f) All S t a t e w i d e  a p p l i c a t i o n  f o r m s ,  p o s i t i o n  v a c a n c y  a n n o u n c e m e n t s  

a n d  m e d i a  a d v e r t i s e m e n t  f o r  p o s i t i o n  a n n o u n c e m e n t s  s h a l l  c o n ­

t a i n  t h e  f o l l o w i n g  s t a t e m e n t :  " Y o u r  a p p l i c a t i o n  f o r  e m p l o y m e n t  

w i t h  t h e  U n i v e r s i t y  o f  A l a s k a  m a y  be  s u b j e c t  to p u b l i c  d i s c l o ­

s u r e  i f  y o u  a r e  s e l e c t e d  as a f i n a l i r t . "

(g) I n f o r m a t i o n  to be d i s c l o s e d  s n ail be  l i m i t e d  to t he n a m e s  o f  

f i n a l i s t s  a n d  a b r i e f  b i o g r a p n i c a l  s k e t c h ,  w h i c h  s h all i n c l u d e ,  

a t  a m i n i m u m ,  t h e  f i n a l i s t ' s  p r e s e n t  p o s i t i o n  a n d  i n s t i t u t i o n a l  

a f f i l i a t i o n .  ( 0 4 - 2 9 - 3 1 )
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C o n t e n t s  o* P e r s o n n e l  F i l e s

A. O n l y  t h e  o f - i c i a l  p e r s o n n e l  f i l e  c o n t e n t s  w i l l  b e  c o n s i d e r e d  

in m a k i n g  p e r s o n n e l  m a n a g e m e n t  d e c i s i o n s  r e l e v a n t  to  t h e  e m p l o y e e .  

I n f o r m a t i o n  not_ c o n t a i n e d  in t h e  p e r s o n n e l  f i l e  n a y  b e  c o n s i d e r e d  

o n l y  if a s p e c i f i c  i d e n t i f y i n g  r e f e r e n c e  to t h e  m a t e r i a l  is c o n­

t a i n e d  in t h e  file.

S. T h e  o f f i c i a l  p e r s o n n e l  f i l e s  s h a l l  c o n t a i n  o n l y  t h e  f o l l o w i n g :

1. I n f o r m a t i o n  r e l a t i n g  t o  t h e  e m p l o y e e ' s  o r i g i n a l  h i r e ,

s u c h  as a o o l i c a t i o n ,  c u r r i c u l u m  v i t a e ,  t r a n s c r i p t s ,

a n d  h i r e  d o c u m e n t s ,  i n c l u d i n g  b e n e f i t  e n r o l l m e n t  

f o r m s -,

2. C o r r e s p o n d e n c e  r e l a t i n g  to t n e  e m p l o y e e ' s  e m p l o y m e n t ;

3. C o m e n d a t i o n s , o f f i c i a l  r e p r i m a n d s ,  a n d  t h e  l i k e ,  

r e l a t i n g  to t h e  e m p l o y e e ' s  j o o  p e r f o r m a n c e ;

4. D o c u m e n t s  s h o w i n g  t he h i s t o r y  o f  t h e  e m p l o y e e ' s  

w o r k  a s s i g n m e n t s ;

5. O f f i c i a l  s t a t e m e n t s  s u m m a r i z i n g  t h e  d e c i s i o n  in a 

g r i e v a n c e  by t h e  e m p l o y e e ;

5. E v a l u a t i o n s ;

7. N o t i c e s  o f  unsa- s f a c t o r y  p e r f o r m a n c e :  a nd

3. E m p l o y e e  respoi its to t h e  a c o v e .

C. R e m o v a l  o f  m a t e r i a l  f r o m  t h e  o f f i c i a l  o e r s o n n e l  f i l e :

1. U n a u t h o r i z e d  or  a n o n y m o u s  m a t e r i a l  w i l l  be  r e m o v e d  

f r o m  all o f f i c i a l  p e r s o n n e l  f i l e s .

2. L e t t e r s  o f  r e p r i m a n d  o r  d i s c i p l i n a r y  a ct io n s  m a y  b e  

r e m o v e d  by  t h e  s e r v i c i n g  p e r s o n n e l  o f f i c e  uDon w r i t t e n  

r e q u e s t  a n d  j u s t i f i c a t i o n s  b y  t h e  o a r t y  w h o  o r i g i n a l l y  

i n i t i a t e d  t n e  a c t i o n s .

u. A  u n i t  or  d e p a r t m e n t  m a y  m a i n t a i n  f i l e s  c o n t a i n i n g  w n a t e v e r  

i n f o r m a t i o n  is n e e d e d  f o r  e f f i c i e n t  a nd c o n v e n i e n t  o o e r a t i o n ;  

h o w e v e r ,  t h e s e  f i l e s  a r e  n o t  o f f i c i a l  p e r s o n n e l  f i l e s .  ( 3 5 - 1 3 - 7 9 )

D i s c i o l i n e 0 4 . 0 1 . 0 5

A. P u r p o s e  o f  D i s c i p l i n a r y  ac t i o n . T h e  a c m i n i s t r a t i c n  o f  

d i s c i o l i n a r y  a c t i o n  s n c u l d "  s e e k  so a c c o m o l i s h  t h e  f o l l o w i n g  

o b j e c t i v e s :
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1. To p r o v e n t  s e r i o u s  o e r s o n n e l  p r o b l e m s ,  r a t h e r  t h a n  

p u n i s h  e m p l o y e e s  f o r  m i s c o n d u c t .

2. T o  a s s u r e  t h a t :

a. E a c h  p r o b l e m  is a d e q u a t e l y  i n v e s t i g a t e d ;

b. A n y  a c t i o n  is p r i m a r i l y  c o r r e c t i v e  r a t h e r  t h a n  

p u n i t i v e ,  a n d  is a p p r o p r i a t e  to  t h e  o f f e n s e ;

c. T h e  d i g n i t y  o f  t h e  e m p l o y e e  is r e s o e c t e d .

3. To a l l o w  t h e  s u p e r v i s o r  s u f f i c i e n t  i n f o r m a t i o n  to 

r e c o m m e n d ,  b a s e d  u p o n  t h e  c i r c u m s t a n c e s  in e a c h  

c a s e ,  w h a t ,  if  a n y ,  d i s c i p l i n a r y  a c t i o n  is 

a p p r o p r i a t e ;

4. To a v o i d  s u r p r i s e  to t h e  e m p l o y e e ;

5. To  l e a d  to  t h e  c o r r e c t i o n  o f  p r o b l e m s ;

6. To  p r o v i d e  t h e  e m p l o y e e  w i t h  an  o p p o r t u n i t y  to r e s p o n d

a t  e a c h  p h a s e  o f  t h e  d i s c i p l i n a r y  p r o c e s s .

3. P r i n c i p l e s  G o v e r n i n g  D i s c i p l i n a r y  A c t i o n . All d i s c i p l i n a r y  

a c t i o n  at  t n e  U n i v e r s i t y  o f  A l a s < a  s n a i l  b e  g o v e r n e d  b y  t h e  

foil o w i n g :

1. G E N E R A L .  C e r t a i n  s t a n d a r c s  o f  p e r f o r m a n c e  a nd c o n d u c t

m u s t  be m a i n t a i n e d  in a n y  w o r k  g r o u p .  G e n e r a l l y ,  t h e s e  

s t a n d a r d s  a r e  r e c o g n i z e d  a n d  o b s e r v e d  ov  i n d i v i d u a l  

m e m b e r s  o f  t h e  w o r k  g r o u p  w i t h o u t  a n y  n e e d  f o r  a c t i o n  

b y  t h e  s u p e r v i s o r .  W h e n  an  e m p l o y e e  d o e s  n o t  o b s e r v e  

t h e s e  s t a n d a r d s ,  c o u n s e l i n g  o r  a v e r b a l  r e m i n d e r  b y  a 

s u p e r v i s o r  n o r m a l l y  r e s u l t s  in his o r  h e r  d o i n g  so in 

t h e  f u t u r e .  W h e n  a n  e m p l o y e e  d e e s  n o t  r e s p o n d  to v e r b a l  

r e m i n d e r s ,  m o r e  f o r m a l  d i s c i p l i n e  m a y  be  a p p r o p r i a t e .

In a n o r m a l  c a s e ,  t h e  d i s c i p l i n e  i m p o s e d  w o u l d  p r o g r e s s  

in o r d e r  o f  i n c r e a s i n g  s e v e r i t y  f r o m  i n f o r m a l  a c t i o n  

t h r o u g h  f o r m a l  r e p r i m a n d ,  d i s c i p l i n a r y  p r o b a t i o n ,  s u s­

p e n s i o n ,  a n d  t e r m i n a t i o n .  H o w e v e r ,  in a o p r o o r i a t e  c a s e s ,  

w h i c h  t h e  s u p e r v i s o r  b e l i e v e s  to b e  j u s t i f i e d  by t h e  

c i r c u m s t a n c e s  a n d  b y  t h e  g r a v i t y  of  t h e  s h o r t c o m i n g s  in 

t h e  e m p l o y e e ' s  c o n d u c t  o r  p e r f o r m a n c e ,  t h e  s u p e r v i s o r  

m a y  c h o o s e  to s k i p  o n e  o r  m o r e  s t e p s  in t h e  n o r m a l  

p r o g r e s s i o n .  F o r’ e x a m p l e ,  a s u p e r v i s o r  m i g h t ,  in a p r o o e r  

c a s e ,  be  j u s t i f i e d  in t e r m i n a t i n g  an  e m p l o y e e  as t h e  

i n i t i a l  a c t i o n  in i m p o s i n g  d i s c i p l i n e .

2. I N F O R M A L  A C T I O N . I n f o r m a l  d i s c i p l i n a r y  a c t i o n  s h o u l d  be 

in t n e  f o r m  o f  an i n f o r m a l  v e r n a l  d i s c u s s i o n  a n d  w a r n i n g .
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T h e  e m p l o y e e  m u s t  b e  m a d e  a w a r e  c f  t h e  s u p e r v i s o r ' s

d i s s a t i s f a c t i o n  w i t h  p e r f o r m a n c e  a n d / o r  b e h a v i o r  a n d  m u s t  b e
a b l e  t c  r e s p o n d .  ( 1 2 - 0 2 - 7 9 )

3. F O R M A L  R S F R I M A N E .  I f  a p r o b l e m  c o n t i n u e s ,  a m e r e  f o r m a l  

d i s c u s s i o n  s h o u l d  t a k e  p l a c e .  T h i s  m o r e  f o r m a l  d i s c u s s i o n  

s h o u l d  b e  c o n f i r m e d  b y  l e t t e r  f r o m  t h e  e m p l o y e e ' s  s u p e r v i s o r  

( w i t h  a c o p y  t c  t h e  C h a n c e l l o r  cr P r e s i d e n t ,  a s  a p p r o p r i a t e )  

tc t h e  e m p l o y e e  w h i c h  is s u f f i c i e n t l y  d e t a i l e d  t c  l e t  h i m / h e r  

k n o w  h e w  h e / s h e  h a s  f a i l e d  t c  m e e t  s t a n d a r d s .  T h e  l e t t e r  

s h o u l d  a l s o  s t a t e  (if i t  i s  t h e  c a s e )  t h a t  i n f o r m a l  w a r n i n g  

a n d  d i s c u s s i o n  h a v e  p r e c e d e d  t h e  r e p r i m a n d .  T h e  l e t t e r

s h o u l d  e c v i s e  t h e  e m p l o y e e  c f  t h e  p o s s i b l e  c o n s e q u e n c e s  (in 

g e n e r a l  t e r m s )  c f  c c n t i n u e d  u n a c c e p t a b l e / s u b s t a n d a r d  

p e r f o r m a n c e  c r  c o n d u c t .  ( 0 3 - 2 4 - 5 0 )

T h e  r e p r i m a n d e d  e m p l o y e e  w i l l  be r e q u i r e d  t c  s i g n  a 

s t a t e m e n t ,  tc b e  i n c l u d e d  i n  t h e  l e t t e r ,  s i g n i f y i n g  r e c e i p t  

c f  t h e  l e t t e r  a n d  p a r t i c i p a t i n g  i n  t h e  f o r m a l  d i s c u s s i o n  t h a t  

t o o k  p l a c e .  ( 1 2 - 0 2 - 7 9 )

A c o p y  c f  t h e  r e p r i m a n d  s h o u l d  b e  p l a c e d  in t h e  e m p l o y e e ' s  

p e r s o n n e l  f i l e ,  a n c  t h e  e m p l o y e e  s h o u l d  b e  m a d e  a w a r e  c f  t h a t  

a c t i o n .  A n  e m p l o y e e  w i l l  b e  a l l o w e d  t h e  o p p o r t u n i t y  t c  
r e s p o n d  a t  e a c h  p h a s e  c f  a n y  d i s c i p l i n a r y  a c t i o n .  ( 1 2 - 0 2 - 7 9 )

P r o b a t i o n a r y  S t a t u s  a t  T i m e  c f  H i r e  0 4 . 0 1 . 0 6

A l l  r . c n - e x e m p t  a n d  e x e m p t  ( n o n - f a c u l t y )  e m p l o y e e s  s h a l l  b e  i n

p r o b a t i o n a r y  s t a t u s  f c r  t h e  f i r s t  s i x  m o n t h s  cf e m p l o y m e n t .  T h e  

p e r f o r m a n c e  o f  t h e s e  e m p l o y e e s  s h a l l  b e  e v a l u a t e d  p r i o r  t o  t h e  e n d  o f  

t h e  p r o b a t i o n a r y  p e r i o d .  ( 0 6 - 2 0 - 6 4 )

A. I f  t h e  e m p l o y e e ' s  p e r f o r m a n c e  is f o u n d  t c  b e  s a t i s f a c t o r y ,  

o r c b a t i o n a r v  s t a t u s  s h a l l  c e a s e .  ( 0 6 - 2 0 - 6 4 )

R E G U L A T I O N  . 0 4 . 0 1 . 0 5

h e  e m p l o y e e ' s  p e r f o r m a n c e  is f o u n d  tc b e  u n s a t i s f a c t o r y ,  t h e  

e m p l o y e e  w i l l  b e  t e r m i n a t e d .  ( 0 6 - 2 0 - 6 4 )

C. I f  t h e  e m p l o y e e ' s  p e r f o r m a n c e  is f c u n c  tc b e  m i n i m a l l y  a c c e p t a b l e ,  

t h e  p r o b a t i o n a r y  s t a t u s  m a y ,  a t  t h e  d i s c r e t i o n  c f  t h e  s u p e r v i s o r ,  b e  

e x t e n d e d .  ( 0 6 - 2 0 - 6 4 )

D i s c i o l i n a r v  P r o b a t i o n  0 4 . 0 1 . 0 7

A n y  t i m e  a f t e r  t h e  c o m p l e t i o n  o f  t h e  i n i t i a l  p r o b a t i o n a r y  p e r i o d ,  a n d  

i f  a n  e m p l o y e e  c o n t i n u e s  t c  d e m o n s t r a t e  h i s / h e r  i n a b i l i t y  o r  

u n w i l l i n c n e s s  t o  s a t i s f a c t o r i l y  m e e t  a c c e p t a b l e  s t a n d a r d s  o r  
e m p l o y m e n t  c o n d i t i o n s ,  t h e  s u p e r v i s o r  s h a l l ,  a f t e r  c o n s u l t i n g  w i t h  t h e  

s e r v i c i n g  p e r s o n n e l  o f f i c e r ,  s c  a d v i s e  t h e  e m p l o y e e  in w r i t i n g ,  a n d  

p l a c e  t h e  e m p l o y e e  i n  a p r o b a t i o n a r y  s t a t u s  n e t  t c  e x c e e d  s i x  m o n t h s .

T u r i n g  t h e  d i s c i p l i n a r y  p r o b a t i o n ,  t h e  s u p e r v i s o r  w i l l  e c v i s e  t h e  

e m p l o y e e  c f  h i s / h e r  p r o g r e s s  i n  c o r r e c t i n g  t h e  p r o b l e m .  I f  t h e  

e m p l o y e e  f a i l s  w i t h i n  a r e a s o n a b l e  t i m e  t c  a t t a i n  a d e q u a t e  s t a n d a r d s  

c f  p e r f o r m a n c e  d u r i n g  t h e  p r o b a t i o n a r y  p e r i o d ,  t h e  s u r p e r v i s c r y  m a y  

g i v e  h i m / h e r  n o t i c e  c f  t e r m i n a t i o n ,  s u c h  n o t i c e  t j be g i v e n  n o t  l e s s  

t h a n  t w o  w e e k s  b e f o r e  t h e  t e r m i n a t i o n  d a t e .  ( 1 2 - 0 2 - 7 9 )

C 6 - 2 0 - 5 4  ( r e v i s e d ) C 4 - 0 1 .07



C o p i e s  c f  e l l  r e l e v a n t  c o r r e s p o n d e n c e  s h e l l  be s e n t  p r o m p t l y  t c  t h e  

e m p l o y e e ' s  o f f i c i a l  p e r s o n n e l  f i l e .  ( 1 2 - 0 2 - 7 9 )

S c s o e n s  i o n 0 4  . 0 1 . 0 8

S u p e r v i s o r s  s h a l l  u s e  s u s p e n s i o n  a s  t h e  l a s t  m e a n s  c f  d i s c i p l i n a r y  

a c t i o n  p r i o r  tc d i s c h a r g e  c f  a n  e m p l o y e e  in a n  a t t e m p t  t c  i m p r o v e  

r e n a v i  c r . ( 1 2 - 0 2 - 7 9 )

S u s p e n s i o n  w i l l  b e  u s e d  o n l y  in c a s e s  i n  w h i c h  t h e  s u p e r v i s o r  b e l i e v e s

i t s  u s e  t h e  e m p l o y e e  w i l l  c o r r e c t  h i s / h e r  f a i l u r e ir.ee 1

a c c e p t a b l e  s t a n d a r d s ,  a n d  w h e r e  d i s c h a r g e  a p p e a r s  u n w a r r a n t e d ,  ar.c 

o n l y  a f t e r  c o n s u l t i n g  w i t h  t h e  s e r v i c i n g  p e r s o n n e l  o f f i c e .

T h e  s u s p e n s i o n  s t a t u s  w i l l  be d e s i g n a t e d  by t h e  s u p e r v i s o r  f c r  a 

s p e c i f i e d  p e r i o d  c f  t i m e ,  n e t  t o  e x c e e d  3 0  d a y s .  T h e  f o l l o w i n g  

p r o c e d u r e s  m u s t  b e  f o l l o w e d  i n  c a s e s  cf s u s p e n s i o n .

A . T h e  e m p l o y e e  s h e l l  b e  i n f o r m e d  in w r i t i n g  t h a t  h e / s h e  is i n  t h e  

s t a t u s  c f  s u s p e n d e d  e m p l o y m e n t ,  t c  i n c l u d e

1. t h e  r e a s o n  f c r  t h e  s u s p e n s i o n ,

2. t h e  c a t e  e n d  t i m e  tc r e t u r n  tc w o r k ,  a n d

3. t h e  a c t i o n  t c  be t a k e n  if h e / s h e  d o e s  n e t

r e p o r t  f c r  w o r k  a t  t h e  e n d  c f  t h e  p e r i o d  c f  s u s p e n s i o n .

3. A c o p y  c f  s u c h  n o t i c e  s h a l l  b e  f c r w a r c e c  t c  t h e  s e r v i c i n g  

P e r s o n n e l  O f f i c e ,  t h e  S t e  t e w i c e  P e r s o n n e l  O f f i c e ,  a n d  t h e  P a y r o l l  

D e p a r t m e n t .

I r. a n y  i n s t a n c e  w h e n  s u s p e n s i o n  i s  t h e  o n l y  a c t i o n  t a k e n , t h e  

e m p l o y e e  i s  tc r e t u r n  t c  w o r k  s t a t u s  i n  t h e  s a m e  j o b  a n d  a t  t h e  s e m e  

p a y  r a t e  a s  h e l d  p r i o r  t c  b e i n g  s u s p e n d e d .

D . If, by h i s / h e r  o w n  v o l i t i o n ,  t h e  e m p l o y e e  d o e s  n o t  r e t u r n  t o  w o r k  

a n c  o n - c u t y  s t a t u s  a t  t h e  e n d  cf t h e  p e r i o d  c f  s u s p e n s i o n ,  c r  f a i l s  tc 

n o t i f y  t h e  s u p e r v i s o r  i n  t h e  e v e n t  t h a t  h e / s h e  i s  u n a b l e  t o  r e p o r t  t o  

w o r k  or. t h e  s p e c i f i e d  r e t u r n  d a t e ,  h e  o r  s h e  w i l l  b e  t e r m i n a t e d  f r o m  

e m p l o y m e n t  by t h e  s u p e r v i s o r .

S u s p e n s i o n  is a n c n - w c r k i n c  s t a t u s  c f  e m p l o y m e n t  c u r i n g  w h i c h  an 

e m p l o y e e  is n e t  p a i d  w a g e s ,  c c e s  n e t  a c c r u e  a n n u a l  l e a v e ,  t e m p o r a r y  

d i s a b i l i t y  i s a v e ,  h o l i d a y  c r  e t h e r  b e n e f i t s  w h i c h  e r e  b a s e d  c n  t i m e  

w o r k e d .  H o w e v e r ,  a n  e m p l o y e e ,  w h i l e  p l a c e d  c n  s u s p e n s i o n  s t a t u s ,  w i l l  

n o t  u s e  p r e v i o u s l y  a c c r u e d  a n n u a l  c r  t e m p o r a r y  d i s a b i l i t y  l e a v e  

e r e c i t s ,  a n d  w i l l  c o n t i n u e  c o v e r a g e  in t h e  c r o u p  i n s u r a n c e  p r o g r a m  in 

w h i c h  h e / s h e  w a s  p a r t i c i p a t i n g  p r i o r  tc s u s p e n s i o n . L e n g t h  c f  s e r v i c e  

c r e d i t  w i l l  c o n t i n u e  t h r c u c h  t h e  s u s p e n s i o n .

Term.i n a t i o n 0 4 . C l . C i

A. Term.i n a t i o n  is t h e  f i n a l  a n d  m c s t  s e v e r e  s t e p  in t h e  d i s c i p l i n a r y  

p r o c e d u r e .  T h e  e m p l o y e e  m a y  b e  t e r m i n a t e d  f c r  " j u s t  c a u s e "  a s  t h e  

r e s u l t  c f  f a i l i n g  tc m e e t  s t a n d a r d s  i n  s p i t e  c f  t h e  i m p o s i t i o n  c f

p r o g r e s s i v e  d i s c i p l i n a r y  a c t i o n .

2 2 - 0 2 - 7 9 04 .0 1 .0 9



REGULATION 04.01.09

A n  e m p l o y e e  m a y  a l s o  b e  t e r m i n a t e d  f r o m  U n i v e r s i t y  e m p l o y m e n t  f o r  

" j u s t  c a u s e "  w i t h o u t  p r i o r  n o t i c e  f o r  g r o s s  m i s c o n d u c t ,  i n c l u d i n g  

d i s h o n e s t y ,  i n s u b o r d i n a t i o n ,  e x c e s s i v e  a b s e n c e ,  i n c o m o e t e n c e ,  

m i s u s e  o f  U n i v e r s i t y  p r o p e r t y  o r  f u n d s  and, o t h e r  v a l i d  r e a s o n s .

T h e  r e a s o n  f o r  d i s c h a r g e  m u s t  b e  g i v e n  in w r i t i n g  to  t h e  e m p l o y e e  

w i t h  a c o p y  to t h e  S t a t e w i d e  P e r s o n n e l  O f f i c e .  If  p o s s i b l e ,  t h e  

D i r e c t o r  o f  S t a t e w i d e  P e r s o n n e l  s h o u l d  b e  c o n t a c t e d  p r i o r  to 

d i s m i s s a l  to  a s s u r e  c o n f o r m i t y  w i t h  p o l i c i e s ,  r e g u l a t i o n s  a n d  

p r o c e d u r e s .

B. In c a s e  o f  d i s m i s s a l ,  if  f o r  a n y  r e a s o n  t h e  e m p l o y e e  b e l i e v e s  

h e / s h e  is w r o n g f u l l y  d i s c h a r g e d ,  h e / s h e  m a y  i m m e d i a t e l y  a p p e a l  

t h r o u g h  t h e  e s t a b l i s h e d  g r i e v a n c e  p r o c e d u r e .

C. R e s i g n a t i o n s

1. E f f e c t  o f  R e s i g n a t i o n  o f  E m p l o y m e n t . A  r e s i g n a t i o n  

c o n s t i t u t e s  j u s t  c a u s e  f o r  t e r m i n a t i o n .

2. F o r m  o f  R e s i g n a t i o n :  P r e s u m p t i o n s .

a. A  r e s i g n a t i o n  is p r e s u m e d  to be a r e s i g n a t i o n  o f  

e m p l o y m e n t .

b. A r e s i g n a t i o n  o f  e m p l o y m e n t  is c o n c l u s i v e l y  p r e­

s u m e d  to b e - a r e s i g n a t i o n  o f  all U n i v e r s i t y  

e m p l o y m e n t  u n l e s s  c l e a r l y  s t a t e d  to  t h e  c o n t r a r y .

c. A  r e s i g n a t i o n  s h a l l  b e  r e d u c e d  to w r i t i n g .  If 

n o t  s u b m i t t e d  in w r i t i n g ,  it s h a l l  be r e d u c e d  to 

w r i t i n g  a n d  a c k n o w l e d g e d  by t h e  s u p e r v i s o r  in a 

m e m o r a n d u m  to t h e  e m p l o y e e .

d. A  r e s i g n a t i o n  s h a l l  b e  c o n c l u s i v e l y  p r e s u m e d  to 

b e  e f f e c t i v e  i m m e d i a t e l y ,  u n l e s s  a f u t u r e  d a t e  

c e r t a i n  is s p e c i f i e d  in t h e  r e s i g n a t i o n .

e. C o n d i t i o n a l  r e s i g n a t i o n s  a r e  n o t  c o n s i d e r e d  a c c e p t e d  

u n l e s s  a c c e o t e d  in w r i t i n g .

3. W i t h d r a w a l  o f  R e s i g n a t i o n . A r e s i g n a t i o n  m a y  b e  w i t h ­

d r a w n  o n l y  cy  a w r i t t e n ,  s i g n e d  s t a t e m e n t ’by  t n e  e m p l o y e e  

to t h e  s u p e r v i s o r  o r i o r  to t h e  t i m e  t h e  r e s i g n a t i o n  e i t n e r

a. B e c o m e s  e f f e c t i v e ;  o r

b. Is a c c e p t e d .

4. W h e n  R e s i c n a t i o n  is E f f e c t i v e .  A  r e s i g n a t i o n  is e f f e c t i v e

12-2-79 0^. 01.09



REGULATION 04.01.09

a. W h e n  t h e  e m p l o y e e  s u b m i t s  a r e s i g n a t i o n  a n d  s u b s e ­

q u e n t l y  f a i l s  to  r e p o r t  f o r  w o r k ;  o r

b. W h e n  t h e  e m p l o y e e  s i g n s  t e r m i n a t i o n  p a p e r s  o r

r e q u e s t s  a c h a n g e  in s t a t u s  in r e s p e c t  to  t h e

r e t i r e m e n t  s y s t e m ;  o r

c. I m m e d i a t e l y  o r  i f  a t  a f u t u r e  d a t e  c e r t a i n ,  u p o n

t h e  a r r i v a l  o f  t h a t  f u t u r e  d a t e .

5. N o t i c e  o f  I n t e n t  to  Re s  i o n . E m p l o y e e s  a r e  e x p e c t e d  to 

g i v e  " a d e q u a t e "  a d v a n c e  n o t i c e  o f  t h e i r  i n t e n t i o n  to 

r e s i g n .  " A d e q u a t e "  n o t i c e  m e a n s  n o t i c e  s u f f i c i e n t  to 

p e r m i t  o r d e r l y  r e p l a c e m e n t  o f  t h e  e m p l o y e e ,  b u t  n o t  m o r e  

t h a n  s i x  m o n t h s '  n o t i c e  is r e q u i r e d .  L a c k  o f  a d e q u a t e  

n o t i c e  m a y  b e  w a i v e d  in t h e  d i s c r e t i o n  o f  t h e  s u p e r v i s o r .

6. E f f e c t  o f  R e s i g n a t i o n  U o o n  S u b s e q u e n t  R e - e m o l o -'m e n t . 

R e s i g n a t i o n  a o e s  n o t  pi a c e  t h e  e m p l o y e e  in a p o s i t i o n  

w h i c h  ha s  a n y  a d v a n t a g e  o r  d i s a d v a n t a g e  o v e r  a m e m b e r  o f  

t h e  p u b l i c  w h o  s e e k s  e m p l o y m e n t .

A p e r s o n  w h o s e  r e s i g n a t i o n  h a s  b e c o m e  e f f e c t i v e  m u s t  

c o m p l y  w i t h  t h e  n o r m a l  h i r i n g  p r o c e s s e s ,  i n c l u d i n g  

E E O / A A  r e q u i r e m e n t s ,  p n o r  to  b e i n g  r e - h i r e d  i n t o  a n y  

p o s i t i o n .

U n l e s s  i n a d e q u a t e  n o t i c e  w a s  g i v e n ,  t h e  e m p l o y e e  w h o  

h a s  r e s i g n e d  w i l l  s u f f e r  no d i s a d v a n t a g e  as a r e s u l t .

T h i s  d o e s  n o t  p r e c l u d e  t he p o s s i b i l i t y  t h a t  n e g a t i v e  

r e f e r e n c e s  m a y  o e  g i v e n  or  c o n s i d e r e d  in a p p r o p r i a t e  

c a s e s .

S i c k  l e a v e  a c c r u a l s  c a n n o t  b e  r e i n s t a t e d  u p o n  r e h i r e  

a f t e r  a r e s i g n a t i o n .

E m p l o y m e n t  P r o c e d u r e s  0 4 . 0 1 . 1 0 ( c )

A. A p p l i c a b i l i t y . T h e s e  r e g u l a t i o n s  g o v e r n  all a p p l i c a t i o n s  f o r  

e m p l o y m e n t  at t h e  U n i v e r s i t y  o f  A l a s k a .

3. U n i f o r m  P e r s o n n e l  S v s t e m . T h e  O f f i c e  o f  S t a t e w i d e  P e r s o n n e l  

w i l l  h a v e  o v e r a l l  r e s p o n s i b i l i t y  f o r  c o o r d i n a t i n g  a n d  m a i n t a i n i n g  

t h e  U n i v e r s i t y - w i d e  p e r s o n n e l  s y s t e m ,  a n d  is e m p o w e r e d  to c o n d u c t  

p o s t - a u d i t s  o f  a c t i o n s  t a k e n ,  a n d  to c o u n t e r m a n d  a c t i o n s  n o t  

p e r m i t t e d  b y  P o l i c y  o r  R e g u l a t i o n .

T h e  p e r s o n n e l  s y s t e m  w i l l  o r o v i d e  f o r  a s t a n d a r d i z e d  p o s i t i o n  

d e s c r i p t i o n ,  g r a d e ,  a n d  s a l a r y  r a n g e  f o r  all p o s i t i o n s  in t he 

U n i v e r s i t y  o f  A l a s k a  S t a t e w i d e  S y s t e m .
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1. G E N E R A L .  Pcs.ition e v a l u a t i o n  is u s e d  to d e t e r m i n e  s o e c i f i c

j o b  r e q u i r e m e n t s  f o r  n e w  a n d / o r  e x i s t i n g  p o s i t i o n s  ( o t h e r

t h a n  f a c u l t y  p o s i t i o n s ) .

2. P O S I T I O N  E V A L U A T I O N / R E - E V A L U A T I O N .  W h e n  a n  o p e r a t i n g  u n i t

d e t e r m i n e s  a n e e d  f o r  a n e w  p o s i t i o n ,  o r  t h e  r e - e v a l u a t i o n

o f  an  e x i s t i n g  p o s i t i o n ,  t h e  o p e r a t i n g  u n i t  w i l l :

a. E s t a b l i s h  t h e  n e e d  f c r  t h e  n e w  p o s i t i o n  o r  r e c l a s s i ­

f i c a t i o n  a n d  p r o v i d e  w r i t t e n  j u s t i f i c a t i o n ;

Position Evaluation Process

b. A s c e r t a i n  t h e  m a j o r  d u t i e s  a n d  p r o v i d e  t h e  a p p l i c a b l e  

c o m p l e t e d  P o s i t i o n  E v a l u a t i o n  Q u e s t i o n n a i r e  a n d  J o b  

D e s c r i p t i o n .  ( T h e s e  d o c u m e n t s  m a y  i n c l u d e  t h e  p r o­

p o s e d  g r a d e  a n d  s t e p ,  if t h e  p o s i t i o n  is n o n - e x e m p t .

If t h e  p o s i t i o n  is e x e m p t ,  a t e n t a t i v e  s a l a r y  r a n g e  

m a y  b e  i n c l u d e d . )

c. P r o v i d e  a c o m p l e t e d  'lew P o s i t i o n  R e q u e s t  F o ~ m  ( F o r m  

13), if  a □p 1 i c a b l e ,  f o r  t h e  b u d g e t a r y  e s t a b l i s h m e n t  

o f  a n e w  p o s i t i o n .

d. S u b m i t  J o b  D e s c r i p t i o n ,  N e w  P o s i t i o n  R e q u e s t  F o r m ,  

a n d  o t h e r  r e q u i r e d  i n f o r m a t i o n  o r  j u s t i f i c a t i o n  to 

r e v i e w  b y  t h e  c o g n i z a n t  A f f i r m a t i v e  A c t i o n  O f f i c e r  

a n d  c o g n i z a n t  P e r s o n n e l  S e r v i c e s  O f f i c e r .  S u D m i t  

P o s i t i o n  E v a l u a t i o n  Q u e s t i o n n a i r e  to c o g n i z a n t  P e r­

s on n e l  S e r v i c e s  O f f i c e r .

3. P E R S O N N E L  S E R V I C E S  O F F I C E R .  T h e  3 e r s o n n e 1  S e r v i c e s  O f f i c e r

wi 11:

a. D e t e r m i n e  t h e  e l i g i b i l i t y  o f  a o o s i t i o n  to be p l a c e d  

on t h e  A P T  o r  o t h e r  s a l a r y  s y s t e m .

b. E v a l u a t e  a n d  e s t a b l i s h  a t e n t a t i v e  g r a d e  a n d  s t e p  

f o r  a n o n - e x e m p t  p o s i t i o n ,  or  t h e  t e n t a t i v e  s a l a r y  

r a n g e  f o r  an  exe.mot p o s i t i o n ;

c. S u b m i t  to t ne c o g n i z a n t  V i c e  D r e s i d e n t  o r  C h a n c e l l o r  

for a p p r o v a l / d i s a p p r o v a l ;

d. R e t u r n  to o p e r a t i n g  u n i t  w i t h  i n d i c a t e d  a c t i o n  a n d  

i n s t r u c t i o n s  t o  h o l d  u n t i l  e i t h e r  t h e  p r o c e s s  f o r  

h i r i n g  is i n s t i t u t e d ,  o r  t h e  p r o m o t i o n  is e f f e c t e d .

e. T r a n s m i t  a c o o y  o f  P o s i t i o n  E v a l u a t i o n  Q u e s t i o n n a i r e ,  

J o b  D e s c r i p t i o n  a n d  s a l a r y  r a n g e  to t h e  S t a t e w i d e  

P e r s o n n e l  O f f i c e  f o r  a p p r o p r i a t e  a c t i o n .
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A. S T A T E W I D E  P E R S O N N E L  O F F I C E ,  C O M P E N S A T I O N  A N D  B E N E F I T S .

T h e  S t a t e w i d e  P e r s o n n e l  O f f i c e  w i l l ;

a. R e v i e w  t h e  m a t e r i a l s  r e c e i v e d  f r o m  t h e  l o c a l  P e r s o n n e l  

O f f i c e  a n d  r e s p o n d  to t h e  p e r s o n n e l  a c t i o n  w i t h i n  f i v e  

(5) w o r k i n g  d a y s  f r o m  t h f  d a t e  o f  r e c e i p t ;

b. In i n s t a n c e s  o f  n o n - c o n c u r r c ^ c e  w i t h  l o cal P e r s o n n e l  

O f f i c e  a c t i o n ,  a d v i s e  t h e m  v ^  ''“o h o n e / c o m p u t e r  o f  

c o r r e c t i v e  a c t i o n s  f o r  r e s u b m i s s i o n .  If t h e  d i s a g r e e ­

m e n t  c a n n o t  b e  r e s o l v e d  b y  t h e  m a n a g e r  o f  c o m p e n s a t i o n  

a n d  b e n e f i t s  a n d  t h e  l o c a l  p e r s o n n e l  o f f i c e r ,  it  w i l l  

be  s u b m i t t e d  t o  t h e  O f f i c e  o f  t h e  P r e s i d e n t  o f  t h e  

U n i v e r s i t y  f o r  r e s o l u t i o n ;

c. M a i n t a i n  t h e  c l a s s i f i c a t i o n  a n d  q u a l i f i c a t i o n  s t a n d a r d s  

b y  p e r i o d i c  r e v i e w  o f  t h e  j o b  d e s c r i p t i o n s  i n c l u d i n g  

t h e  p r e p a r a t i o n  a n d  d i s t r i b u t i o n  o f  n e w - o r  r e v i s e d  

c l a s s i f i c a t i o n  a n d  q u a l i f i c a t i o n  s t a n d a r d s ;

d. M a i n t a i n  t h e  O f f i c i a l  J o b  T i t l e  T a b l e ;  a n d  a p p r o v e  a n d  

a s s i g n  all j o b  t i t l e s  a n d  j o b  t i t l e  n u m b e r s  as r e q u i r e d ;

e. M a i n t a i n  t h e  p o s i t i o n  c l a s s i f i c a t i o n  c a s e  f i l e s  o f  t h e  

S t a t e w i d e  S y s t e m  b y  j o b  t i t l e  n u m b e r  ( c l a s s  c o d e )  a n d  

p o s i t i o n  n u m b e r .

5. N o  p o s i t i o n  m a y  b e  f i l l e d  u n t i l  t h e  c o g n i z a n t  A d m i n i s t r a t i v e

S e r v i c e s  o r  B u d g e t  D e v e l o p m e n t  O f f i c e  h a s  a p p r o v e d  t h e  s u f­

f i c i e n c y  o f  b u d g e t  m o n i e s  a v a i l a b l e  to c o v e r  the c o s t  o f  t he

p r o p o s e d  p o s i t i o n  o r  r e - e v a l u a t i o n .

D. C l a s s i f i c a t i o n  a n d  Q u a l i f i c a t i o n  S t a n d a r d s . T h e  C l a s s i f i c a t i o n  

a n d  Q u a l i f i c a t i o n  S t a n d a r d s  a r e  a c o m p i l a t i o n  o f  all c u r r e n t l y  a p­

p r o v e d  j o b  c l a s s e s  w i t h  t h e  e s t a b l i s h e d  g r a d e  o r  s a l a r y  r a n g e .  T h e y  

a r e  p r e p a r e d  a n d  m a i n t a i n e d  b y  t h e  S t a t e w i d e  P e r s o n n e l  O f f i c e .

T h e  u p d a t i n g  o f  t h e s e  s t a n d a r d s  w i l l  be  a c o n t i n u o u s  p r o c e s s  p e r ­

f o r m e d  b y  t h e  S t a t e w i d e  P e r s o n n e l  O f f i c e  w i t h  c o p i e s  l o c a t e d  in e a c h  

P e r s o n n e l  O f f i c e .

If t h e r e  is a n e e d  to d e v e l o p  . ^ u e  s t a n d a r d  n o t  i n c l u d e d  in  th e  

m a n u a l ,  it w i l l  b e  d e v e l o p e d  b y  :he o p e r a t i n g  u n i t  a n d  s u b m i t t e d  to 

t h e  l o cal P e r s o n n e l  O f f i c e  f o r  r e v i e w  a n d  t e n t a t i v e  a s s i g n m e n t  o f  

g r a d e  a n d  s t e p .  T h e  g r a d e  a n d  s t e p  a s s i g n m e n t  w i l l  be  b a s e d  o n  

b a c k u p  i n f o r m a t i o n  p r o v i d e d  b y  t h e  c o g n i z a n t  S u p e r v i s o r / D i r e c t o r .

T h e  l o c a l  P e r s o n n e l  O f f i c e  w i l l  p r o v i d e  c o p i e s ’o f  t h e  u n i q u e  s t a n d ­

a r d  w i t h  r a t i o n a l e  f o r  t h e  g r a d e  a n d  s t e p  to t h e  S t a t e w i d e  P e r s o n n e l  

O f f i c e  f o r  c o n c u r r e n c e  a n d  i n c l u s i o n  in t h e  C l a s s i f i c a t i o n  a n d  

Q u a l i f i c a t i o n  S t a n d a r d s  M a n u a l .
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If t h e  M a n a g e r  o f  C o m p e n s a t i o n  a n d  B e n e f i t s  a n d  t h e  l o c a l  P e r s o n n e l  

O f f i c e  a r e  u n a b l e  to c o n c u r  o n  a s t a n d a r d  g r a d e  a n d  s t e p  a s s i g n m e n t  

t h e  p r o b l e m  w i l l  be  s u b m i t t e d  to t h e  D i r e c t o r  o f  S t a t e w i d e  P e r s o n n e l  

f o r  r e s o l u t i o n .

E. A p p e a l s  f r o m  A s s i g n e d  C l a s s i f i c a t i o n s ,  G r a d e  o r  R a n g e . A n y  

p a r t y  d i s s a t i s f i e d  w i t h  an  a s s i g n e d  c l a s s i f i c a t i o n ,  g r a d e  a n d / o r  

r a n g e  m a y  a p p e a l  t h e r e f r o m  to  t h e  C h a n c e l l o r ,  a n d  f r o m  t h e  C h a n ­

c e l l o r  to t h e  P r e s i d e n t  o f  t h e  U n i v e r s i t y  w h o  s h a l l  c a u s e  a r e v i e w  

to b e  c o n d u c t e d  a n d  a f i n a l  d e c i s i o n  in t h e  m a t t e r  to b e  r e n d e r e d .

F. A d m i n i s t r a t i v e / P r o f e s s i o n a l / T e c h n i c a l  P l a c e m e n t .

1. E l i g i b i l i t y  f o r  p l a c e m e n t  o n  t h e  A d m i n i s t r a t i v e /  

P r o f e s s i o n a l / T e c h n i c a l  S a l a r y  S c a l e  s h a l l  be as 

f o l l o w s :

T h e  j o b  m u s t  b e  p r e d o m i n a n t ' /  d e v o t e d  to  o n e  o r  m o r e  o f  

the. f o l l o w i n g  d e s c r i b e d  j o b  a c t i v i t i e s  a t  l e a s t  3 0 %  o f  

t h e  t i me:

a. S u p e r v i s e  o t h e r  e m p l o y e e s .  S u p e r v i s e  m e a n s  s o m e

o r  all o f  t h e  f o l l o w i n g  j o b  f u n c t i o n s :  i n t e r v i e w i n g ,

s e l e c t i n g ,  a n d  r e c o m m e n d i n g  p e r s o n s  f o r  e m p l o y m e n t ;  

t r a i n i n g  e m p l o y e e s ;  a s s i g n i n g  w o r k  a n d  d e v e l o p i n g  

w o r k  s c h e d u l e s  f o r  e m p l o y e e s ;  s e t t i n g  a n d  a d j u s t i n g  

r a t e s  o f  p a y  a n d / o r  h o u r s  o f  w o r k ;  d i r e c t i n g  w o r k ;  

m a i n t a i n i n g  r e c o r d s  c e m p l o y e e  w o r k ;  a p p r a i s i n g  

w o r k  p e r f o r m a n c e ;  h a n d l i n g  e m p l o y e e  c o m p l a i n t s ;  d i s ­

c i p l i n i n g  e m p l o y e e s ;  d e t e r m i n i n g  w o r k  t e c h n i q u e s  a n d  

m e t h o d s ;  c o n t r o l l i n g  t h e  f l o w  a n d  d i s t r i b u t i o n  o f  

m a t e r i a l s  a n d  s u p p l i e s  f o r  p e r f o r m i n g  w o r k ;  p r o v i d i n g  

f o r  t h e  s a f e t y  o f  e m p l o y e e s  a n d  p r o p e r t y  in a c c o m p l i s h ­

ing w o r k .  F u r t h e r m o r e ,  t h e  d e p a r t m e n t ,  p r o j e c t ,  p r o ­

c e s s  o r  a c t i v i t y  s u p e r v i s e d  m u s t  be f o r m a l l y  e s t a b l i s h e d  

a n d  r e c o g n i z e d  b y  t h e  U n i v e r s i t y  o f  A l a s k a .

b. H a v e  a u t h o r i t y  to e x e r c i s e  d i s c r e t i o n a r y  p o w e r s  a n d  

i n d e p e n d e n t  j u d g m e n t  c u s t o m a r i l y  a n d  r e g u l a r l y  in t h e  

d a y - t o - d a y  o p e r a t i o n s  c f  an  a c t i v i t y ,  p r o g r a m ,  o f f i c e  

o r  in a p r o c e s s  o f  s e r v i c e  o r  p r o d u c t i o n .

c. P e r f o r m  w o r k  w h i c h  is h i g h l y  s p e c i a l i z e d ,  t e c h n i c a l ,  

o r  p r o f e s s i o n a l ,  r e q u i r i n g  s p e c i a l  t r a i n i n g ,  e x p e r ­

i e n c e  o r  k n o w l e d g e ,  a n d  is p e r f o r m e d  u n d e r  g e n e r a l  

d i r e c t i o n  o n l y .

d. Pe  ' o r m w o r k  o f  a p r e d o m i n a n t l y  i n t e l l e c t u a l  a n d  

v a r i e d  c h a r a c t e r  as o p p o s e d  to r o u t i n e  m e n t a l ,  m a n u a l ,  

m e c h a n i c a l ,  o r  p h y s i c a l  w o r k  o r  w o r k  r e q u i r i n g  o n l y
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b a s i c  s k i l l s  f o r  a c c o m p l i s h i n g  t h e  a s s i g n e d  o b j e c t i v e s  

o f  t h e  p o s i t i o n .

e. P e r f o r m  w o r k  w h i c h  c o n t r i b u t e s  to  t h e  o r i g i n a t i o n  a n d  

c r e a t i o n  o f  p r o d u c t s ,  i n f o r m a t i o n ,  p r o c e s s e s ,  or  

s e r v i c e s  r a t h e r  t h a n  as a n  i m p l e m e n t e r  o f  e x i s t i n g  

i n f o r m a t i o n ,  p r o c e s s e s  o r  s e r v i c e s  u s e d  in t h e  d a y -  

t o - d a y  o p e r a t i o n s  o f  a p r o g r a m ,  a c t i v i t y ,  o f f i c e ,  

o r  p r o c e s s .

2. B a s e d  o n  t h e s e  s t a n d a r d s ,  t h e  P e r s o n n e l  D i r e c t o r  s h all 

d e t e r m i n e  t h e  e l i g i b i l i t y  o f  a p o s i t i o n  f o r  t h e  A d m i n i s ­

t r a t i v e / P r o f e s s i o n a l / T e c h n i c a l  S a l a r y  S c h e d u l e .  T h e  

P e r s o n n e l  D i r e c t o r  w i l l  c o n d u c t  an a u d i t  o f  t h e  p o s i t i o n  

w h e n  a p p r o p r i a t e ;  i n t e r v i e w  t h e  s u p e r v i s o r  o f  t h e  p o s i t i o n ;  

a n d  o t h e r w i s e  c o l l e c t  r e l e v a n t  i n f o r m a t i o n  a n d  b a c k g r o u n d  

a b o u t  t h e  p o s i t i o n  t o  a s s i s t  i n  d e t e r m i n i n g  t h e  e l i g i b i l i t y  

o f  t h e  p o s i t i o n  f o r  t h e  A P T  s c h e d u l e .

G. P o s i t i o n  A d v e r t i s e m e n t . P o s i t i o n  a d v e r t i s e m e n t ,  as d e t e r m i n e d  

b y  t h e  s u p e r v i s o r  a n d  a p p r o v e d  b y  t h e  l o c a l  A A O  a n d  s e r v i c i n g  

p e r s o n n e l  o f f i c e ,  s h al l  b e g i n  a t  t h i s  p o i n t .  A l l  m e d i a  a d v e r ­

t i s e m e n t s  m u s t  b e  a p p r o v e d  b y  t h e  l o c a l  A f f i r m a t i v e  A c t i o n  O f f i c e r ,  

p r i o r  t o  r e q u i s i t i o n i n g ,  a s  b e i n g  i n  c o n f o r m i t y  w i t h  t h e  U n i v e r s i t y  

o f  A l a s k a  A f f i r m a t i v e  A c t i o n  P l a n .

H. R e c r u i t m e n t  P r o c e s s . A s  i n q u i r i e s  to a d v e r t i s e d  p o s i t i o n s  a r e  

r e c e i v e d ,  t h e  s u p e r v i s o r  o f  t h e  o r g a n i z a t i o n a l  u n i t  s h o u l d  r e s p o n d  

in w r i t i n g  t o  e a c h  i n q u i r y .  P r o s p e c t i v e  a p p l i c a n t s  w h o  i n t e n d  t o  

m a k e  f o r m a l  a p p l i c a t i o n  f o r  t h e  p o s i t i o n  s h o u l d  s u b m i t  a U n i v e r s i t y  

o f  A l a s k a  E m p l o y m e n t  A p p l i c a t i o n  f o r m .  E a c h  a p p l i c a n t  w i l l  b e  

p r o v i d e d  w i t h  a n  o p t i o n a l  A f f i r m a t i v e  A c t i o n  i n f o r m a t i o n  f o r m ,  t o  

b e  r e t u r n e d  t o  t h e  A f f i r m a t i v e  A c t i o n  O f f i c e r .  W h e n  t h e  a b o v e  

i n f o r m a t i o n  is r e c e i v e d  b y  t h e  u n i t ,  t h e  i n d i v i d u a l  b e c o m e s  an  

a p p l i c a n t  f o r  t h e  p o s i t i o n  a n d  is e n t e r e d  u p o n  t h e  D a i l y  A p p l i c a n t  

F l o w  C h a r t .  T h e  s u p e r v i s o r  s h o u l d  t h o r o u g h l y  e v a l u a t e  e a c h  

a p p l i c a n t  e n t e r e d  o n  t h e  f l o w  c h a r t  a n d  e l i m i n a t e  t h o s e  a p p l i c a n t s  

w h o  d o  n o t  m e e t  t h e  a d v e r t i s e d  j o b - r e l a t e d  c r i t e r i a .  T h e  s p e c i f i c  

l a c k  o f  q u a l i f i c a t i o n s  f o r  m e e t i n g  t h e  c r i t e r i a  s h o u l d  be  e n t e r e d  

o n  t h e  f l o w  c h a r t .

I f  n e c e s s a r y ,  t h e  s u p e r v i s o r  w i l l  f u r t h e r  e l i m i n a t e  q u a l i f i e d ,  b u t  

r e l a t i v e l y  l e s s  w e l l - q u a l i f i e d  c a n d i d a t e s ,  in a m a n n e r  c o n s i s t e n t  

w i t h  E E O / A A  g u i d e l i n e s ,  t o  a r r i v e  a t  t h o s e  c a n d i d a t e s  w h o  w i l l  b e  

i n t e r v i e w e d .
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To c o m p l e t e  t h e  r e c r u i t m e n t  p r o c e s s ,  t h e  s u p e r v i s o r  *n'l1 c o n d u c t  

a o p l i c a n t  i n t e r v i e w s  w i t h  t h e  f i n a l i s t s  in o e r s o n  o r  b y  p h o n e  

(all a p p l i c a n t s  a t  t h e  s a m e  s t a g e  o f  t h e  s e l e c t i o n  p r o c e s s  s h a l l  

be i n t e r v i e w e d  in t h e  s a m e  m a n n e r )  a n d  w i l l  u p d a t e  t h e  D a i l y  

A p p l i c a n t  F l o w  C h a r t  ( i n c l u d i n g  r e a s o n s )  as a p p l i c a n t s  a r e  

e l i m i n a t e d .

I. S e l e c t i o n  a n d  N o t i f i c a t i o n . T h e  s u p e r v i s o r  w i l l  s e l e c t  t h e  

b e s t  q u a l i f i e d  a p p l i c a n t  b a s e d  o n  all a v a i l a b l e  i n f o r m a t i o n  c o m ­

p a r e d  to t h e  j o b - r e l a t e d  c r i t e r i a  as a d v e r t i s e d  a n d  in a c c o r d a n c e  

••'ith E E O / A A  g u i d e l i n e s .  T h e  r e a s o n s  f o r  s e l e c t i o n  w i l l  be  e n t e r e d  

on t h e  D a i l y  A p p l i c a n t  F l o w  C h a r t ,  a n d  t h e  c o m p l e t e d  F l o w  C h a r t ,  

w i t h  all a p p l i c a t i o n s  a nd r e l e v a n t  a t t a c h m e n t s ,  w i l l  b e  f o r w a r d e d  

to t h e  a p p r o p r i a t e  u n i t  E E O / A A  o f f i c e  f c r  r e v i e w .

H i r i n g  w i l l  n o t  t a k e  p U c e ,  a n d  n o t i f i c a t i o n  o f  t h e  s e l e c t e d  

a p p l i c a n t  w i l l  n o t  t a k e  p l a c e  u n t i l  a p p r o v a l  o f  t h e  p r o c e d u r e s  

u s e d  h a s  b e e n  r e c e i v e d  f r o m  t h e  A f f i r m a t i v e  A c t i o n  O f f i c e r ,  or  

a n  e x c e p t i o n  h a s  b e e n  g r a n t e d  b y  t h e  P r e s i d e n t  o f  t h e  U n i v e r s i t y .

If t h e  p r o c e d u r e  u s e d  is n o t  a p p r o v e d ,  t h e  A p p l i c a n t  F l o w  C h a r t  

w i l l  b e  r e t u r n e d  to the s u p e r v i s o r  w i t h  t h e  n e c e s s a r y  g u i d e l i n e s .

If t h e  p r o c e d u r e  is a p p r o v e d ,  t h e  u n i t  E E O / A A  w i l l  so  n o t i f y  t h e  

o r g a n i z a t i o n a l  u n i t .

F o r  a n o n - e x e m p t  p o s i t i o n ,  t h e  s u p e r v i s o r  w i l l  c o n t a c t  t h e  s e­

l e c t e d  a p p l i c a n t  to  d e t e r m i n e  if  h e / s h e  w i l l  a c c e p t  t h e  p o s i t i o n .

If t h e  s e l e c t e d  a p p l i c a n t  is n o  l o n g e r  a v a i l a b l e  a n d / o r  i n t e r e s t e d  

in t h e  o o s i t i o n ,  t he n e x t  b e s t  q u a l i f i e d  a o p l i c a n t  s h all b e  s e­

l e c t e d .  If t h e  s e l e c t e d  a p p l i c a n t  is i n t e r e s t e d  a n d  a c c e p t s  t h e  

o f f e r  o f  e m p l o y m e n t ,  the s u D e r v i s o r  w i l l  i n s t r u c t  t h e  a o p l i c a n t  to 

r e p o r t  to t h e  o r g a n i z a t i o n a l  u n i t  f o r  i n - p r o c e s s i n g .  A t  t h a t  t i m e ,  

all o t h e r  a p p l i c a n t s  f o r  t h e  p o s i t i o n  m u s t  be n o t i f i e d  in w r i t i n g  

o f  t h e i r  s t a t u s ,  a n d  t h a t  t h e  p o s i t i o n  h as b e e n  f i l l e d .

F o r  an  e x e m p t  p o s i t i o n ,  a f o r m a l  l e t t e r  c r  p h o n e  c a l l  wil l  be m a d e  

by t h e  o r g a n i z a t i o n a l  u n i t  s u p e r v i s o r  to a s c e r t a i n  i f  t h e  s e l e c t e d  

a p p l i c a n t  is s t i l l  i n t e r e s t e d  in t h e  p o s i t i o n .  If h e / s h e  is, a 

l e t t e r  o f  n o t i f i c a t i o n  o f  e m p l o y m e n t  a n d  w e l c o m e  w i l l  be s e n t ,  

w i t h  a r e q u e s t  f o r  a w r i t t e n  r e s p o n s e  to a c c e p t a n c e  w i t h i n  t en (10) 

d a y s .  B r o c h u r e s  on r e t i r e m e n t  a n d  b e n e f i t  p r o g r a m s  m a y  be s e n t  oy 

t h e  P e r s o n n e l  O f f i c e  at t h e  r e q u e s t  o f  t h e  o r g a n i z a t i o n a l  u n i t  a n d /  

o r  a p p l i c a n t  p r i o r  to t h e  e m p l o y e e ' s  s c h e d u l e d  s t a r t i n g  d a te.

W h e n  t h e  c a n d i d a t e  has a c c e p t e d  t h e  p o s i t i o n  in w r i t i n g ,  t n e  s u o e r -  

v i s o r  w i l l  a d v i s e  h i m / h e r  to  r e p o r t  to t h e  o r g a n i z a t i o n a l  u n i t  f o r  

i n - p r o c e s s i n g .  A t  t h a t  t i m e ,  all o t h e r  a p p l i c a n t s  f o r  t he p o s i t i o n  

m u s t  b e  n o t i f i e d  in w r i t i n g  o f  t h e i r  s t a t u s ,  a n d  t h a t  t he o o s i t i o n  

has b e e n  f i l l e d .
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J. E m p l o y e e  I n - P r o c e s s i n g .

1. G E N E R A L .  T h e  o b j e c t i v e  o f  e m p l o y e e  i n - p r o c e s s i n g  are:

a. T o  a c q u a i n t  e a c h  n e w  e m p l o y e e  w i t h  t h e  U n i v e r s i t y  o f

A l a s k a ,  i ts p u r p o s e s  a n d  f u n c t i o n s ;

b. T o  i n f o r m  e a c h  n e w  e m p l o y e e  o f  t h e  b e n e f i t s  h e / s h e

w i l l  h a v e  a v a i l a b l e  w h i l e  e m p l o y e d  a t  t h e  U n i v e r s i t y ;

c. T o  e n s u r e  t h e  s t a n d a r d i z e d  c o m p l e t i o n  a n d  p r o c e s s i n g

o f  r e a u i r e d  e m p l o y e e  p a y r o l l  a n d  b e n e f i t  f o r m s  a n d  

d o c u m e n t s ,  t h u s  f a c i l i t a t i n g  t i m e l y  r e c e i p t  o f  p a y r o l l  

c h e c k s  a n d  e n r o l l m e n t  in  b e n e f i t  p r o g r a m s .

T h e s e  o b j e c t i v e s  s h o u l d  b e  a t t a i n e d  t h r o u g h  a s p i r i t  o f  

w e l c o m e ,  a n d  a c c o m m o d a t i o n  o f  t h e  n e e d s  o f  t h e  i n d i v i d u a l .

2. E M P L O Y E E  O R I E N T A T I O N .  W h e n  t h e  e m p l o y e e  r e p o r t s  to t h e  

o r g a n i z a t i o n a l  u n i t  o n  h i s / h e r  f i r s t  d a y  o f  w o r k ,  h e / s h e  

w i l l  be  s e n t  to t h e  l o c a l  P e r s o n n e l  S e r v i c e s  O f f i c e  to 

r e c e i v e  e m p l o y e e  o r i e n t a t i o n  p r i o r  to s t a r t i n g  w o r k .  T h e  

o r i e n t a t i o n  s h o u l d  p r o v i d e  t h e  e m p l o y e e  w i t h  as m u c h  

i n f o r m a t i o n  as p o s s i b l e  a b o u t  h i s / h e r  n e w  e n v i r o n m e n t .  

C o n s e q u e n t l y ,  n e w  e m p l o y e e s  o f  t h e  U n i v e r s i t y  s h o u l d  be  

p r o v i d e d  w i t h  a . c o m p r e h e n s i v e ,  y e t  c o n c i s e ,  i n t r o d u c t i o n  

to  t h e  U n i v e r s i t y  o f  A l a s k a .  In a d d i t i o n ,  t h e  o r i e n t a ­

t i o n  s h o u l d  i n c l u d e  i n f o r m a t i o n  r e g a r d i n g  t h e  c a m p u s ,  

o f f i c e ,  o r  w o r k  a r e a  a t  w h i c h  t h e  e m D l o y e e  w i l l  b e  l o c a t e d .

T h e  e m p l o y e e  w i l l  c o m p l e t e  t h e  f o l l o w i n g  d o c u m e n t s  d u r i n g  

t h e  o r i e n t a t i o n :

a. B a s i c  e m p l o y m e n t  d o c u m e n t s  ( P e r s o n n e l  A c t i o n  F o r m  

( P A F ) ,  P r o f i l e ,  P e r s o n a l  D a t a  F o r m )  as r e q u i r e d ;

b. N o t i f i c a t i o n  o f  e m p l o y m e n t  f o r  P u b l i c  E m p l o y e e s '  

R e t i r e m e n t  S y s t e m  ( P E R S )  o r  T e a c h e r s '  R e t i r e m e n t  

S y s t e m  ( I R S ) ,  as a p p l i c a b l e ;

c. L i f e  I n s u r a n c e  e n r o l l m e n t  f o r m ;  a n d

d. S t a t e  a n d  F e d e r a l  w i t h h o l d i n g  f o r m s .

T h e  b e n e f i t s  a n d  p r i v i l e g e s  w h i c h  U n i v e r s i t y  e m p l o y e e s  

a r e  e l i g i b l e  to r e c e i v e  a r e  m a n y  a nd v a r i e d .  O f t e n  t h e  

b e n e f i t  p r o g r a m s  a n d  t h e i r  r e c u i r e d  p r o c e d u r e s  a r e  

d i f f i c u l t  to u n d e r s t a n d  a n d  t h e y  m a y  p r e s e n t  t h e  n e w  

e m p l o y e e  w i t h  a n u m b e r  o f  i m p o r t a n t  a n d  u n f a m i l i a r  

d e c i s i o n  p r o c e s s e s .  T h e r e f o r e ,  t h e  n e w  e m p l o y e e
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o r i e n t a t i o n  s h o u l d  p r o v i d e  a n  i n - d e p t h  l o o k  a t  all 

b e n e f i t  p r o g r a m s  w i t h  e m p h a s i s  p l a c e d  o n  a n s w e r i n g  t h e  

e m p l o y e e ' s  q u e s t i o n s  a n d  p r o v i d i n g  s u f f i c i e n t  i n f o r m a t i o n  

to  a v o i d  c o n f u s i o n .

E m p l o y e e s  a t t e n d i n g  an  o r i e n t a t i o n  b e f o r e  t h e i r  i n i t i a l  

d a t e  o f  h i r e  w i l l  n o t  b e  o n  p a y  s t a t u s  f o r  t h e  h o u r s  

s p e n t  r e c e i v i n g  a n  o r i e n t a t i o n  a n d  c o m p l e t i n g  t h e i r  

e m p l o y m e n t / p a y r o l l  d o c u m e n t s .  E m p l o y e e s  w h o  w o u l d  be  

a f f e c t e d  s h o u l d  b e  so i n f o r m e d  b e f o r e  r e p o r t i n g  to 

o r i e n t a t i o n .

E m p l o y e e s  a t t e n d i n g  o r i e n t a t i o n  b r i e f i n g  o n  t h e  s a m e  d a y  

as  t h e i r  i n i t i a l  d a t e  o f  h i r e  w i l l  be  o n  p a y  s t a t u s  f o r  

t h e  h o u r s  s p e n t  r e c e i v i n g  t h e i r  o r i e n t a t i o n  a n d  e m p l o y m e n t /  

p a y r o l l  d o c u m e n t s .

E m p l o y e e  i n - p r o c e s s i n g  m a y  b e  a c c o m p l i s h e d  a f t e r  t h e  f i r s t  d a y  

o f  w o r k  o n l y  w i t h  t h e  p r i o r  w r i t t e n  a p p r o v a l  o f  t h e  c o g n i z a n t  

C h a n c a l l o r / ' / i c e  P r e s i d e n t ,  a n d  in c i r c u m s t a n c e s  a m o u n t i n g  to 

i m p o s s i b i l i t y .

3. I N - P R O C E S S I N G  C H E C K L I S T .  T h e  e m p l o y e e  I n - P r o c e s s i n g  C h e c k ­

l i s t  is c o m D l e t e d  in o r d e r  to v e r i f y  t h e  t i m e l i n e s s  a n d  

c o m p l e t e n e s s  o f  t h e  o r i e n t a t i o n  o f  n e w  e m p l o y e e s .  D u r i n g  

t h e  n e w  e m p l o y e e  o r i e n t a t i o n ,  t h e  f o r m  w i l l  b e  c o m p l e t e d

b y  t h e  e m p l o y e e  t o  i n d i c a t e  t h o s e  a r e a s  in w h i c h  t h e  

e m p l o y e e  w a s  o r i e n t e d .  B l a n k  s p a c e s  a r e  p r o v i d e d  to  a l l o w  

f o r  l o cal o r i e n t a t i o n  r e q u i r e m e n t s .

P a m p h l e t s  a n d  b r o c h u r e s  p r o v i d i n g  d e t a i l e d  i n f o r m a t i o n  on 

o r i e n t a t i o n  s u b j e c t s  s h o u l d  b e  p r o v i d e d  to e m p l o y e e s  p r i o r  

to o r  d u r i n g  t h e  o r i e n t a t i o n .

4. F O R M / D O C U M E N T  P R O C E S S I N G .  A n  i n t e g r a l  p a r t  o f  t h e  o r i e n ­

t a t i o n  p r o c e s s  is t h e  c o m p l e t i o n  o f  c e r t a i n  r e q u i r e d  a n d  

o p t i o n a l  e m p l o y e e  p a y r o l l  d o c u m e n t s .  S e c t i o n  B o f  t he 

E m p l o y e e  I n - P r o c e s s i n g  C h e c k l i s t  i n d i c a t e s  f o r m s / d o c u m e n t s  

w h i c h  e a c h  e m p l o y e e  m a y  n e e d  to c o m p l e t e .  B l a n k  s p a c e s  ar e  

p r o v i d e d  f o r  a d d i t i o n a l  r e q u i r e m e n t s  a n d  l o cal use. D u r i n g  

t h e  n e w  e m p l o y e e  o r i e n t a t i o n ,  t h e  f o r m  s h o u l d  be  c o m D l e t e d  

to i n d i c a t e  t h o s e  f o r m s / d o c u m e n t s  w h i c h  h a v e  b e e n  c o m p l e t e d  

b y  t h e  n e w  e m p l o y e e .

W h e n  t h e  E m p l o y e e  I n - P r o c e s s i n g  C h e c k l i s t  h as b e e n  c o m p l e t e d  

t o  t h e  s a t i s f a c t i o n  o f  t h e  p e r s o n n e l  r e p r e s e n t a t i v e  a n d  t he 

n e w  e m p l o y e e ,  b o t h  w i l l  s i g n  a n d  d a t e  t h e  v e r i f i c a t i o n  

s t a t e m e n t  a t  t h e  b o t t o m  o f  t h e  f o r m .  O n e  c o p y  o f  t h e  

s i g n e d  c h e c k l i s t  w i l l  b e  p l a c e d  in t h e  e m p l o y e e ' s  o f f i c i a l
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p e r s o n n e l  f i le, o n e  c o p y  is p r o v i d e d  to t h e  i n d i v i­
dual, a n d  the t h i r d  c o p y  c a n  b e  u s e d  as a t r a n s­
m i t t a l  d o c u m e n t  to f o r w a r d  r e q u i r e d / o p t i o n a l  f o r m s  
to t h e  S t a t e w i d e  P a y r o l l  O f f i c e .

0 8 / 1 8 / 8 0 0 4 . 0 1 . 1 0  (c)



REGULATIONS 04.01.10(D)(2)

(a) Definit ions

(1) Lavoff : Discontinuation cf the act ive employment r ela t ionship 
wnicn dees not r e f l ec t  d i sc red i t  on the employee's performance, 
and which is intended as being of temporary or indef ini te  cc ra t i c

(2) Non-Retention: A termination of employment which is based cn a 
decision not to renew or continue the employment re la t ionship ,  
and which does not r e f l e c t  d i s c r ed i t  Gn the employee's perfcrmanc

(3) Resignation: A voluntary separation of an employee from Uni versi 
service (cross reference: Regulation sect ion 04.01.09(c))*

(4) Termination: The release from employment of an employee prior
to completion of his /her term of service or the need of his /her  
service based upon j u s t  cause. Termination may or may net r ef iec 
di scredi t .on the employee's performance depending on the circum­
stances (cross reference: Regulation sect ion 04.01.03(A) for
di sc ipl ine resul t ing in terminat ion).

(5) Transfer : The l a te ra l  movement of an employee from one posit ion
to another posit ion in the same job class or in a paral lel  job 
class a t  the same pay range without any break in service.

(b) Noti f icat ion of Employees

(1) Notice of intended curtai lment of the work force in a work uni t  
shall be given twe (2) calendar weeks pr ior  to i t s  beginning date

(2) Two (2) weeks pay may be given in l ieu of two weeks notice 
only with prior approval of the appropriate regional personnel 
of f ice ,  the appropriate budget division and the cognizant

•Chancellor or President of the Universi ty,  as appropriate.

Lsvoff. Recall end R e l ease 0 4 . 0 1 . 1 0 ( D ) ( 2 )

7 - 3 0 - 3 0
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REGULATION 04.01.10(D)

(d)

7/30/80

(3) All l a y o f f  a c t i o n s  w i l l  be c o o r d i n a t e d  t h r o u g h  t h e  a p p r o p r i a t e  

r e g i o n a l  p e r s o n n e l  o f f i c e  p r i o r  to n o t i f i c a t i o n  b e i n g  i s s u e d  

to a n y  e m p l o y e e .

(4) E m p l o y e e s  w h o  a r e  e n t i t l e d  to a g r e a t e r  a m o u n t  o f  n o t i c e  o f

n o n r e n e w a l  t h a n  two w e e k s ,  as p r o v i d e d  by Pol icy 0 4 . 0 1 . 1 2  

m a y  n o t  b e  l a i d  o f f  by  this r e g u l a t i o n .

P r i o r i t y  O r d e r  o f  L a y o f f s

(1) T h e  s e l e c t i o n  o f  t h e  i n d i v i d u a l  e m p l o y e e s  to be r e t a i n e d  o r

l a i d - o f f  in c i r c u m s t a n c e s  o t h e r  t h a n  a d e c l a r e d  f i n a n c i a l

e x i g e n c y  ( c r o s s  r e f e r e n c e :  P o l i c y  0 4 . 0 9 . 0 4 )  s h a l l  t a k e  i n t o

c o n s i d e r a t i o n  t h e  f o l l o w i n g  f a c t o r s :  •

(( a)) E m p l o y e e  l e n g t h  o f  s e r v i c e .

(( b)) E m p l o y e e  a b i l i t y  to do  t h e  w o r k  r e m a i n i n g  in  the 

d e p a r t m e n t .

( ( c ) )  E m p l o y e e  s t a t u s  as t e m p o r a r y ,  p r o b a t i o n a r y  o r  p e r m a n e n t ,  

w i t h  p r e f e r e n c e  b e i n g  g i v e n  to t he p e r m a n e n t  o v e r  the 

o t h e r s ,  a n d  p r e f e r e n c e  b e i n g  g i v e n  to p r o b a t i o n a r y  o v e r  

t e m p o  ra»7.

( ( d)) E m p l o y e e  p a s t  p e r f o r m a n c e .

( ( e)) S o u r c e  of, a n d  s p e c i f i c  n a t u r e  o f  f u n d i n g .

(2) T h e  f i n a l  d e t e r m i n a t i o n  o n  p r i o r i t y  o r d e r  f o r  l a y o f f  shall be 

b e  m a d e  j o i n t l y  b y  t h e  d e p a r t m e n t  h e a d  a n d  the a p p r o p r i a t e  

P e r s o n n e l  D i r e c t o r ,  s u b j e c t  to r e v i e w  by t h e  C h a n c e l l o r  o r  

P r e s i d e n t  o f  t he U n i v e r s i t y  as a p p r o p r i a t e .

A l t e r n a t i v e s  to L a y o f f

(1) A p o t e n t i a l  l a y o f f  e m p l o y e e  m a y  b e  t r a n s f e r r e d ,  c o n t i n g e n t  

u p o n  a b i l i t y  to p e r f o r m  t he w o r k  a v a i l a b l e  to o t h e r  p o s i t i o n s  

d e t e r m i n e d  in the f o l l o w i n g  o r d e r  o f  p r i o r i t y :

( ( a ) )  To  a v a c a n c y  in t h e  s a m e  c l a s s i f i c a t i o n  in the s a m e  o r  

a n o t h e r  d e p a r t m e n t .

(( b)) To a v a c a n c y  in a n o t h e r  c l a s s i f i c a t i o n  in t h e  s a m e  p a y  

g r a d e  in t h e  s a m e  o r  a n o t h e r  d e p a r t m e n t .

( ( c ) )  T o  a v a c a n c y  in a c l a s s i f i c a t i o n  a s i g n e d  to t he n e x t

h i g h e r  o r  l o w e r  p a y  g r a d e  in t h e  s a m e  o r  a c o t h e r  d e p a r t­

me n t .

(2) T h e  a p p r o p r i a t e  P e r s o n n e l  O f f i c e  s h a l l  be n o t i f i e d  as f a r  in 

a d v a n c e  as p o s s i b l e  o f  the p r o s p e c t i v e  l a y o f f  o f  e m p l o y e e s .

It s h a l l  t h e n  e n d e a v o r  to h e l p  t he e m p l o y e e  f i n d  s u i t a b l e  

e m p l o y m e n t  w i t h i n  the U n i v e r s i t y  s y s t e m .

04.01.10(D)(2)



(e) C o n d i t i o n s  G o v e r n i n g  B e n e f i t s  a n d  P r i v i l e g e s  P u r i n e  L a y o f f

REGULATION 04.01.10(D)

A n  e m p l o y e e  in l a y o f f :

(1) H a y  m a i n t a i n  all usual i n s u r a n c e  b e n e f i t s ,  f o r  t h e  f i r s t  30

c a l e n d a r  d a y s  a f t e r  l a y o f f  by p a y i n g ,  in a d v a n c e ,  the full 

c o s t  o f  t h e  c o v e r a g e ,  i n c l u d i n g  the p o r t i o n  n o r m a l l y  p a i d  by 

t h e  U n i v e r s i t y ;

(2) M a y  n o t  m a k e  c l a i m s  f o r  p a y m e n t s  f o r  i n s u r a n c e  o r  o t h e r  b e n e f i t s  

u n l e s s  the e m p l o y e e  is p a i d  up to d a t e  f or all h i s / h e r  i n s u r a n c e ,

(3) I f  p a r t i c i p a t i n g  in th e  t u i t i o n  w a i v e r  p r o g r a m ,  m a y  c o m p l e t e  

t h o s e  c o u r s e s  in w h i c h  e n r o l l e d  a t  t h e  t i m e  o f  l a y o f f ;

(4) W i l l  n o t  c o n t r i b u t e  to r e t i r e m e n t  u n l e s s  p a i d  f o r  d a y s  d u r i n g  

the l a y o f f ,  thus w i l l  n o t  a c c r u e  r e t i r e m e n t  s e r v i c e  c r e d i t ;

(5) W i l l  n o t  a c c r u e  a n n u a l  o r  t e m p o r a r y  d i s a b i l i t y  l e a v e ;

(6) W i l l  r e c e i v e  p a y - o f f  o f  a n y  a c c r u e d  a n n u a l  l e a v e  on t he d a t e

o f  l a y o f f ,

(7) W i l l  n o t  r e c e i v e  h o l i d a y  p a y ;

(8) H a y  n o t  c l a i m  t e m p o r a r y  d i s a b i l i t y  l e a v e ,

(9) Is e l i g i b l e  to be  c o n s i d e r e d  f o r  a n y  o t h e r  U n i v e r s i t y  p o s i t i o n ,

i f  q u a l i f i e d ;  h o w e v e r ,  w i l l  r e c e i v e  no s p e c i a l  c o n s i d e r a t i o n .

(f) R e c a l l

(1) T h e  p r i o r i t y  o f  r e c a l l  s h a l l  be the r e v e r s e  o r d e r  o f  l a y o f f .

(2) - R e c a l l  s ha l l  a p p l y  o n l y  to t h e  i d e n t i c a l  p o s i t i o n  to t h e  o ne

w h i c h  the e m p l o y e e  w a s  l a i d  off.

(3) As t h e  U n i v e r s i t y  is a b l e  to r e c a l l  l a i d  o f f  e m p l o y e e s ,  the y  

s h a l l  b e  g i v e n  the r i g h t  to f i r s t  r e f u s a l  to the j o b s  f r o m  

w h i c h  t h e y  w e r e  l a i d  off. If  t h e y  d e c l i n e ,  the y  s h a l l  h a v e  

n o  f u r t h e r  j o b  r i g h t s  o r  b e n e f i t s .

(4) R e c a l l e d  e m p l o y e e s  s ha l l  r e t u r n  w i t h  t he s a m e  p a y  r a n g e ,  a p­

p r o p r i a t e  s t e p ,  a n d  the s a m e  a c c r u a l  r a t e s  as t h o s e  w h i c h

a p p l i e d  to t h e m  p r i o r  to l a y o f f .

(5) S h o u l d  an  e m p l o y e e  d e c l i n e  to r e t u r n ,  all n o r m a l  h i r i n g  

p r o c e d u r e s  w i l l  be  o b s e r v e d .

7/30/80 04.01.10(D)(2)



REGULATION 04.01.10(0)

(g) L a y o f f  a n d  R e c a l l  N o t i f i c a t i o n

A f f e c t e d  e m p l o y e e s  w i l l  be n o t i f i e d  b y  p e r s o n a l  l e t t e r  e x p l a i n i n g  t h e i r  

i n d i v i d u a l  s i t u a t i o n .  Th e  l e t t e r  w i l l  s t a t e  t he n e e d  f o r  th e  a c t i o n  

( e . g . ,  l a c k  o f  f u n d s  o r  r e i n s t a t e m e n t  o f  f u n d s ) ,  s p e c i f y  p r o c e d u r e s  a n d  

r e f e r  t h e  e m p l o y e e  to t h e  p e r s o n n e l  o f f i c e  f o r  a p p r o p r i a t e  p r o c e s s i n g  

a n d  n e c e s s a r y  a s s i s t a n c e .

T h e  l e t t e r  o ^  l a y o f f / r e c a l l  s h a l l  be e f f e c t i v e  w h e n  e i t h e r  s e n t  by 

c e r t i f i e d  m a i l ,  o r  w h e n  a c t u a l l y  r e c e i v e d  by  t he e m p l o y e e .  T h e  e m p l o y e e 1 

a c k n o w l e d g e m e n t  o f  r e c e i p t  w i l l  be  p l a c e d  in h i s / h e r  o f f i c i a l  p e r s o n n e l  

f i 1 e .

O n  a r e c a l l ,  t h e  e m p l o y e e  m u s t  a c c e p t / o e c l i n e  th e  f o r m e r  p o s i t i o n  w i t h i n  

a o n e  w e e k  p e r i o d ,  a n d  the r e c o r d  o f  t h a t  s t a t e m e n t  w i l l  a l s o  be p l a c e d  

in h i s / h e r  o f f i c i a l  p e r s o n n e l  file.

(h) R e a s o n s  f o r  L a y o f f

T h e  l a y o f f  p r o c e d u r e  as s e t  o u t  in s e c t i o n  0 4 . 0 1 . 1 0 ( D ) ( 2 )  m a y  be u s e d  

o n l y  in c a s e s  in w h i c h  t e h r e  w x i s t s  w i t h i n  t h e  e m p l o y i n g  d e p a r t m e n t  

e i t h e r :

(1) A  l a c k  o f  o r  r e d u c t i o n  in a v a i l a b l e  w o r k ,  o r

(2) A  l a c k  o f  s u f f i c i e n t  a v a i l a b l e  f u n d s ,  o r

(3) A n o t h e r  r e a s o n ,  n o t  r e f l e c t i n g  d i s c r e d i t  u p o n  t h e  a f f e c t e d  

e m p l o y e e ( s ) ,  w h i c h  has b e e n  a p p r o v e d  in the p a r t i c u l a r  

c i r c u m s t a n c e s  by t ne P r e s i d e n t  o f  t he U n i v e r s i t y .  .

7 / 3 0 / 3 0 0 4 . 0 1 . 1 0 ( D ) ( 2 )



REGULATION 0 4 . 0 1 . 1 2

P A R T  I V  

P E R S O N N E L  

C H A P T E R  I 

E M P L O Y M E N T

N o t i c e  of N o n r e t e n t i o n  0 4 . 0 1 . 1 2

In d e t e r m i n i n g  t h e  r e q u i r e d  p e r i o d  of a d v a n c e  n o t i c e  as 
p r o v i d e d  in P o l i c y  M a n u a l  0 4 . 0 1 . 1 2 ( A ) ,  o n l y  t i m e  in s e r v i c e  
as a p e r m a n e n t  f u l l - t i m e  e m p l o y e e  is c o u n t e d .

W r i t t e n  n o t i c e  of n o n r e t e n t i o n  s h a l l  b e  c o n s i d e r e d  p r o p e r l y  
a n d  e f f e c t i v e l y  d e l i v e r e d  w h e n

A. M a i l e d  p o s t a g e  p r e p a i d  b y  c e r t i f i e d  m a i l  to t h e  l a s t  
k n o w n  a d d r e s s  o f  the e m p l o y e e  t o  b e  n o t i f i e d ,  or

B. A c t u a l l y  r e c e i v e d  b y  t h e  e m p l o y e e  to b e  n o t i f i e d .

8 / 1 8 / 8 0 0 4 . 0 1 . 1 2



REGULATION 0 4 . 0 1 . 1 3

Exempt Employees

Exempt employees will be classified as either "Adminis- 
trative/Professional/Technical" (APT), "Faculty", or 
"Executive" employees. Non-exempt employees will be 
classified as "Classified" or "Student."

0 8 / 1 8 / 8 0 0 4 . 0 1 . 1 3



R E G U L A T I O N 04.01.14

P A R T  IV 

P E R S O N N E L  

C h a p t e r  I 

E m p l o y m e n t

P o s i t i o n  C l a s s i f i c a t i o n  a n d  C o m p e n s a t i o n  0 4 . 0 1 . 1 4

A. E m p l o y m e n t  S t a t u s . E m p l o y m e n t  s t a t u s  s h a l l  b e  d e s i g n a t e d  a c c o r d i n g  to  

t h e  f o l l o w i n g  d e f i n i t i o n s :

1. A c t i v e  e m p l o y e e : A n  e m p l o y m e n t  s t a t u s  in w h i c h  a n  e m p l o y e e  is  a c t i v e l y

e m p l o y e d  b y  t h e  U n i v e r s i t y ,  e i t h e r  o n  a p e r m a n e n t  o r  t e m p o r a r y  b a s i s .

E m p l o y e e s  w h o  a r e  b e t w e e n  t h e  e n d  o f  o n e  c o n t r a c t  p e r i o d  a n d  t h e  

b e g i n n i n g  o f  t h e  n e x t  c o n t r a c t  p e r i o d  ( r . g . ,  n i n e  m o n t h  f a c u l t y )

s h a l l  b e  c o n s i d e r e d  as a c t i v e  f o r  t h e  p u r p o s e s  o f  e m p l o y e e  b e n e f i t

e l i g i b i l i  ty.

2. L e a v e  W i t h o u t  P a y : A n  e m p l o y m e n t  s t a t u s  in  w h i c h  an e m p l o y e e  is on 

a p p r o v e d  l e a v e  f o r  a s p e c i f i e d  p u r p o s e  a n d  p e r i o d  o f  t i m e ,  d u r i n g

w h i c h  h e / s h e  r e c e i v e s  n o  c o m p e n s a t i o n ,  a n d  a c c r u e s  a n d  r e c e i v e s  n o  u n i v e r s i t y  

p a i d  bene-fits.

3. S a b b a t i c a l ,  S p e c i a l  S a b b a t i c a l  o r  P r o f e s s i o n a l  D e v e l o p m e n t / I m p r o v e m e n t  

L e a v e : A n  e m p l o y m e n t  s t a t u s  in w h i c h  an e m p l o y e e  is o n  an a p p r o v e d  

l e a v e  f o r  a s p e c i f i e d  p e r i o d  o f  t i m e  f o r  p r o f e s s i o n a l  d e v e l o p m e n t  

d u r i n g  w h i c h  t h e  e m p l o y e e  r e c e i v e s  c o m p e n s a t i o n  i n  p a r t  o r  in total 

f r o m  t h e  U n i v e r s i t y .

4. R e t i r e m e n t : A  s t a t u s  o f  n o  a c t i v e  e m p l o y m e n t  f o r  p e r s o n s  w h o  h a v e  f o r m a l l y  

r e t i r e d  f r o m  U n i v e r s i t y  s e r v i c e .

5. T e r m i n a t i o n : A  s t a t u s  o f  n o  e m p l o y m e n t  in  w h i c h  a p r i o r  e m p l o y e e  has 

s e v e r e d  hi s  o r  h e r  r e l a t i o n s h i p  w i t h  t h e  U n i v e r s i t y  w i t h o u t  t h e  

e x p e c t a t i o n  o r  p r o b a b i l i t y  o f  c o n t i n u e d  o r  f u t u r e  r e e m p l o y m e n t .

B. D e f i n i  t i o n s .

1. P e r m a n e n t  E m p l o y e e : In o r d e r  to b e  c o n s i d e r e d  a p e r m a n e n t  e m p l o y e e ,  i n­

d i v i d u a l s  m u s t  b e  in  a c t i v e ,  s a b b a t i c a l  o r  l e a v e  w i t h o u t  p a y  s t a t u s ,  

a n d  h a v e  a c o n t i n u i n g  a p p o i n t m e n t  w h i c h  m e e t s  t h e  f o l l o w i n g  c r i t e r i a :

(a) F o r  all c a t e g o r i e s  o f  e m p l o y m e n t :  e m p l o y m e n t  m u s t  b u  i n  a b u d g e t e d  

p o s i t i o n ,  c o n t r a c t ,  g r a n t  o r  g e n e r a l  f u n d ,  w h i c h  is e x p e c t e d  to

be  c o n t i n u e d  f r o m  y e a r  to y e a r .

(b) f o r  a c a d e m i c  e m p l o y e e s  ( n o n - b a r g a i n i n g  u n i t ) :  m u s t  w o r k  f o r

o r  m o r e  f u l l - t i m e  a s s i g n m e n t  in  a t e a c h i n g ,  l i b r a r i a n ,  c o u n s e l o r ,  

r e s e a r c h ,  m u s e u m ,  e t c . ,  p o s i t i o n .

A/7/81 04.01.14



REGULATION 0 4. 0 1 . 1 4

2. T e m p o r a r y  E m p l o y e e : E m p l o y e e s  w h o  do  n o t  w o r k  in b u d g e t e d  p o s i t i o n s ,

a n d  w h o  d o  n o t  m e e t  t h e  c r i t e r i a  f o r  p e r m a n e n t  e m p l o y m e n t  as o u t l i n e d

in B a b o v e ,  s h a l l  b e  c o n s i d e r e d  as t e m p o r a r y  e m p l o y e e s .

F o r  e x e m p t  a n d  n o n - e x e m p t  e m p l o y e e s  ( n o n - a c a d e m i c ) ,  w o r k  i n  a t e m p o r a r y  

p o s i t i o n  m a y  n o t  e x c e e d  2 0  h o u r s  p e r  w e e k  o n  a c o n t i n u i n g  b a s i s  in 

e x c e s s  o f  s i x  m o n t h s ,  ( o r  a m a x i m u m  o f  1 0 4 0  h o u r s  i n  a n y  o n e  y e a r ) .

3. F u l l - t i m e  E m p l o y e e : F u l l - t i m e  e m p l o y m e n t  m a y  b e  o f . e i t h e r  a p e r m a n e n t

o r  t e m p o r a r y  n a t u r e  (as d e s c r i b e d  a b o v e )  a n d  m u s t  m e e t  t h e  f o l l o w i n g  

c r i t e r i a :

(a) E x e m p t  ( n o n - a c a d e m i c )  o r  n o n - e x e m p t  e m p l o y e e s  m u s t  h a v e  a n  

a p p o i n t m e n t  e x p r e s s i n g  a n  a n t i c i p a t e d  w o r k  w e e k  o f  4 0  o r  m o r e  

h o u r s  o n  a c o n t i n u i n g  b a s i s  f o r  t h e  e n t i r e  c o n t r a c t  p e r i o d .

(b) E x e m p t  e m p l o y e e s  ( a c a d e m i c , ' n o n - b a r g a i n i n g  u n i t ) ,  m u s t  w o r k  in a 

t e a c h i n g ,  r e s e a r c h ,  s e r v i c e ,  l i b r a r i a n ,  m u s e u m ,  e t c  " o s i t i o n  

d e l i v e r i n g  a c o m b i n a t i o n  o f  p u b l i c  s e r v i c e ,  r e s e a r  . i d / o r  

i n s t r u c t i o n a l  a c t i v i t y  e q u i v a l e n t  to 15  c r e d i t  h o u r s  p e r  w e e k  o n  a 

s e m e s  t e r - t o - s e m e s  t e r  b a s i s .  ( R e s e a r c h ,  l i b r a r i a n ,  c o u n s e l o r ,  

m u s e u m ,  e t c . ,  e m p l o y e e s  m u s t  m e e t  t h e  c r i t e r i a  in 3 ( a )  a b o v e ,

o r  a c o m b i n a t i o n  o f  a s s i g n e d  a n d  p u b l i c  s e r v i c e  d u t i e s  e q u i v a l e n t  

t o  t h a t  a m o u n t . )

4. P a r t - t i m e  E m p l o y e e : E m p l o y e e s  w h o  d o  n o t  m e e t  t h e  c r i t e r i a  f o r  f u l l ­

ti me  as d e s c r i b e d  a b o v e  in B ( 3 )  s h a l l  be c o n s i d e r e d  as p a r t - t i m e  

e m p l o y e e s .  P a r t - t i m e  e m p l o y m e n t  m a y  be e i t h e r  o f  a p e r m a n e n t  o r  

t e m p o r a r y  n a t u r e  (as d e s c r i b e d  a b o v e )  a n d  m e a n s  e m p l o y m e n t  e x p r e s s e d  

as a p e r c e n t a g e  o f  f u l l - c i m e .

(a) T o  be p e r m a n e n t  p a r t - t i m e  e m p l o y e e s ,  e x e m p t  ( n o n - a c a d e m i c )  a n d  

n o n - e x e m p t  p e r s o n s  m u s t  w o r k  2 0  o r  m o r e  h o u r s  p e r  w e e k  o n  a r e g u ­

l a r  b a s i s  d u r i n g  t h e  e m p l o y m e n t  c o n t r a c t  p e r i o d  a n d  w o r k  in  b u d g e t e d  

p o s i t i o n s .

(b) E x e m p t  e m p l o y e e s  ( a c a d e m i c ,  n o n - b a r g a i n i n g  u n i t )  to  b e  p a r t - t i m e  

p e r m a n e n t  m u s t  b e  d e l i v e r i n g  n o  l e s s  t h a n  7 . 5  c r e d i t  h o u r s  p e r

w e e k  in a c o m b i n a t i o n  o f  r e s e a r c h ,  p u b l i c  s e r v i c e  a n d / o r  i n s t r u c t i o n a l  

a c t i v i t y .  ( R e s e a r c h ,  s e r v i c e ,  l i b r a r i a n ,  m u s e u m ,  e t c . ,  e m p l o y e e s  

m u s t  m e e t  t h e  c r i t e r i a  in 4 ( a )  a b o v e  to  be c o n s i d e r e d  p e r m a n e n t  

p a r t - t i m e  e m p l o y e e s . )

(c) All o t h e r  p a r t - t i m e  e m p l o y m e n t  n o t  c o v e r e d  by  4 ( a )  a n d  4 ( b )  s h a l l  

be  c o n s i d e r e d  t e m p o r a r y  e m p l o y m e n t .

C. P a y  T y p e .

1. E x e m p t  E m p l o y m e n t : C r i t e r i a  f o r  e x e m p t  e m p l o y m e n t  a r e  d e f i n e d  i n  t he 

F a i r  L a b o r  S t a n d a r d s  A c t ,  a n d  in t h e  A l a s k a  W a g e  a n d  H o u r  L a w s .  T h o s e  

d e f i n i t i o n s  a r e  h e r e b y  i n c o r p o r a t e d ,  b y  r e f e r e n c e ,  i n t o  t h i s  r e g u l a t i o n .
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(a) P e r s o n s  w h o  b e l o n g  to e x e m p t  c a t e g o r i e s  s h a l l  b e  c o m p e n s a t e d  

b y  s a l a r y ,  r a t h e r  t h a n  h o u r l y  r a t e s  o f  p a y ,  a n d  s h a l l  n o t  b e  

e l i g i b l e  f o r  o v e r t i m e  pay.

(b) E x e m p t  e m p l o y e e s  a r e  n o t  r e q u i r e d  b y  F e d e r a l  o r  S t a t e  l a w  t o  

s u b m i t  t i m e s h e e t s  f o r  p a y  p u r p o s e s ;  h o w e v e r ,  t h e y  m a y  s p e c i f i c a l l y  

b e  r e q u i r e d  to. d o  so  f o r  f u n d i n g  o r  p r o g r a m  r e q u i r e m e n t s ,  a n d  m u s t  

a l s o  a l w a y s  s u b m i t  t i m e s h e e t s  w h e n  u s i n g  h o l i d a y  o r  l e a v e  h o u r s  

d u r i n g  t h e  p a y  p e r i o d  in q u e s t i o n .

(c) T y p i c a l  e m p l o y e e s  in t h e  e x e m p t  g r o u p  a r e :  a d m i n i s t r a t o r s ,  

f a c u l t y  m e m b e r s ,  a c a d e m i c  a d m i n i s t r a t o r s ,  l i b r a r i a n s ,  r e s e a r c h e r s ,  

s o m e  e x e c u t i v e s  a n d  o t h e r  p r o f e s s i o n a l s ,  a n d  c e r t a i n  t e c h n i c a l  

t r a d e s p e r s o n s  a n d  c e r t a i n  s t u d e n t s .

2. N o n - e x e m p t  E m p l o y m e n t : C r i t e r i a  fo.r n o n - e x e m p t  e m p l o y m e n t  a r e  d e f i n e d

in t h e  F a i r  L a b o r  S t a n d a r d s  A c t  a n d  t h e  A l a s k a  W a g e  a n d  H o u r  L a w s .

T h o s e  d e f i n i t i o n s  a r e  i n c o r p o r a t e d ,  b y  r e f e r e n c e ,  i n t o  t h i s  r e g u l a t i o n .

(a) P e r s o n s  w h o  b e l o n g  to n o n - e x e m p t  c a t e g o r i e s  s h a l l  be  c o m p e n s a t e d  

o n  an h o u r l y  b a s i s ,  r a t h e r  t h a n  s a l a r y ,  a n d  s h a l l  be e l i g i b l e ,  f o r  

o v e r t i m e  p a y  f o r  h o u r s  w o r k e d  in e x c e s s  o f  40  p e r  w e e k ,  as 

a p p r o v e d  b y  t h e  e m p l o y e e ' s  i m m e d i a t e  s u p e r v i s o r  in a d v a n c e ,  u n l e s s  

o t h e r w i s e  e x c e p t e d  by t h e  F a i r  L a b o r  S t a n d a r d s  A c t  a n d / o r  t h e  

A l a s k a  W a g e  a n a  H o u r  L a w s  ( c r o s s - r e f e r e n c e  A g r i c u l t u r a l  W o r k e r s ,

0 4 . 0 1 . 1 4 C ( ( 2 . d . 2 ) ) , a n d  t h e  B a c o n - D a v i s  A c t  a n d  W a l s h - H e a l y

A c t  f o r  m a r i t i m e  e m p l o y e e s ) .

(b) N o n - e x e m p t  e m p l o y e e s  s h a l l  n o t  be  e l i g i b l e  f o r  c o m p e n s a t o r y  t i m e -  

o f f  in  l i e u  o f  o v e r t i m e  pay .  T h i s  r e g u l a t i o n  d o e s  n o t  p r o h i b i t  

t h e  a r r a n g e m e n t  o f  f l e x i b l e  w o r k i n g  s c h e d u l e s  f o r  e m p l o y e e s  w h i c h  

d o  n o t  e x c e e d  f o r t y  h o u r s  in  a n y  w o r k  w e e k .

(c) N o n - e x e m p t  e m p l o y e e s  a r e  r e q u i r e d  t o  s u b m i t  t i m e s h e e t s  f o r  all h o u r s  

w o r k e d ,  w i t h o u t  e x c e p t i o n .

(d) T y p i c a l  t y p e s  o f  n o n - e x e m p t  e m p l o y e e s  a r e :

(1) C l a s s i f i e d  E m p l o y e e s : C e r t a i n  s k i l l e d  a n d  u n s k i l l e d  c r a f t  

a n d  c l e r i c a l  s u p p o r t  p o s i t i o n s  w h i c h  do n o t  m e e t  t h e  r e q u i r e ­

m e n t s  f o r  f a c u l t y ,  a c a d e m i c  a d m i n i s t r a t i v e ,  A P T  ( A d m i n i n s t r a t i v e ,  

P r o f e s s i o n a l ,  T e c h n i c a l )  c l a s s i f i c a t i o n s ,  w h i c h  .may be  e i t h e r  

f u l l - t i m e  o r  p a r t - t i m e ,  t e m p o r a r y  o r  p e r m a n e n t .

(2) A g r i c u l t u r a l  W o r k e r s : W o r k e r s  w h o s e  p r i m a r y  o c c u p a t i o n  is a g r i­

c u l t u r a l ,  as d e f i n e d  b y  t h e  F a i r  L a b o r  S t a n d a r d s  A c t  a n a  the 

A l a s k a  W a g e  a n d  H o u r  L a w s .  A g r i c u l t u r a l  w o r k e r s  a r e  e x e m p t e d  

f r o m  o v e r t i m e  p a y ,  as d e s c r i b e d  i n  t h e  A c t .
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(3) S t u d e n t s  ( g e n e r a l ) :  S t u d e n t  e m p l o y e e s  ( c r o s s - r e f e r e n c e  P o l i c y

a n d  R e g u l a t i o n  0 9 . 0 5 . 0 1 )  w h o  m e e t  t h e  c r i t e r i a  f o r  e l i g i b i l i t y  f o r  

s t u d e n t  e m p l o y m e n t  a n d  w h o  f i l l  s t u d e n t - d e s i g n a t e d  p o s i t i o n s .

D. G e o g r a p h i c  S a l a r y  D i f f e r e n t i a l s

T h e  f o l l o w i n g  d i f f e r e n t i a l s  s h a l l  a p p l y  a t  t h e  l o c a t i o n s  n o t e d ,  w h i c h  a r e  

n o t  l i s t e d  i n  t h e  c o r r e s p o n d i n g  R e g e n t s '  p o l i c y  0 4 . 0 1 . 1 4 :

A d a k 1 3 0

A l e u t i a n s 1 3 0

A n g o o n 1 0 5

B a r r o w 1 4 0

C h u g i a k 1 0 0

C o p p e r  C e n t e r 1 1 5

C o r d o v a 1 1 5

D e l t a  J u n c t i o n 1 2 0

D i l l i n g h a m 1 3 0

E a g l e  R i v e r 1 0 0

F o r t  Y u k o n 1 4 0

Gi r d w o o d 1 0 0

H a i n e s 1 2 0

H o m e r n o

M c G r a t h 1 4 0

N e n a n a 1 2 0

P e t e r s b u r g 1 0 5

S a n d  P o i n t 1 3 0

S e w a r d 1 1 0

T o k 1 2 0

12-18-81
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A t t a c h m e n t  G

P E R S O N N E L  

C h a p t e r  I 

E m o l o y m e n t

F a c u l t y  H i r i n g  a n d  P r o m o t i o n  0 4 . 0 1 . 1 6

A. M i n i m u m  d e g r e e  a n d  E x p e r i e n c e  C r i t e r i a  f o r  F a c u l t y  R a n k  0 4 . 0 1 . 1 6 ( A )

T h e  c r i t e r i a  s t a t e d  b e l o w  a re the m i n i m u m s  r e q u i r e d  f o r  D r o m o t i o n  

f r o m  o n e  a c a d e m i c  r a n k  to a n o t h e r  a n d  f o r  a p p o i n t m e n t  to a c a d e m i c  

rank. A  f a c u l t y  m e m b e r  w h o  has bee n  h i r e d  w i t h  a c a d e m i c  e x o e r i e n c e  

at  a n o t h e r  a c c r e d i t e d  i n s t i t u t i o n  a t  the s a m e  o r  h i g h e r  r a n k  shall 

be d e e m e d  to h a v e  m e t  n o t  m o r e  than t h r e e  y e a r s  o f  a o o l i c a b l e  m i n i ­

m u m  t i m e  in r a n k  r e q u i r e d  for p r o m o t i o n  to t he n e x t  h i g h e r  rank.

E x c e p t i o n s  to the m i n i m u m  time in r3nk, o r  t e r m i n a l  d e g r e e ,  a n d / o r  

e x p e r i e n c e  q u a l i f i c a t i o n s  for r a n k  m u s t  be f u l l y  j u s t i f i e d  up t h r o u g h  

the s e v eral l e v e l s  o f  p r o m o t i o n  or p l a c e m e n t  r e v i e w ,  w i t h  final a p ­

proval by the U n i v e r s i t y  P r e s i d e n t  in c a s e s  o f  p r o m o t i o n ,  a n d  by the

a p p r o p r i a t e  c a m p u s  C h a n c e l l o r  in c a s e s  o f  initial p l a c e m e n t .  The 

b a s i s  f o r  e x c e p t i o n  shall be o u t s t a n d i n g  a c a d e m i c  p e r f o r m a n c e  a n d / o r  

o u t s t a n d i n g  p r o f e s s i o n a l  e x o e r i e n c e .

I n s t r u c t o r

1. E d u c a t i o n a l  b a c k g r o u n d  a o o r o o r i a t e  fo r  t he s p e c i f i c  p o s i t i o n .

2. M a s t e r ' s  d e g r e e ,  o r  e q u i v a l e n t .

A s s i s t a n t  P r o f e s s o r

1. E a r n e d  d o c t o r a t e  

O R

M a s t e r ' s  d e g r e e ,  if it is the a p p r o p r i a t e  t e r m i n a l  d e g r e e  in 

the c a n d i d a t e s  field.

A N D  s u b s e q u e n t  to the M a s t e r ' s  d e g r e e

- 60 s e m e s t e r  h o u r s  o f  s y s t e m a t i c  s t u d y  b e y o n d  that r e q u i r e d  

f o r  t he m a s t e r ' s  d e g r e e ;  0_R

- t h r e e  y e a r s  o f  p r o f e s s i o n a l  e x p e r i e n c e  a p p r o p r i a t e  to the 

c a n d i d a t e ' s  field; OR

- an e q u i v a l e n t  c o m b i n a t i o n  o f  s y s t e m a t i c  s t u d y  a n d  o r o f e s s i o n a l  

e x p e r i e n c e .

2. D e m o n s t r a t e d  t e a c h i n g ,  r e s e a r c h ,  and p u b l i c / u n i v e r s i t y  s e r v i c e  

c a p a b i l i t y  o f  a p p r o p r i a t e  q u a l i t y .

PART IV 04.01.16
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1. E a r n e d  d o c t o r a t e  cr c a s t e r ' s  d e c r e e  if it is the

a p p r o p r i a t e  terrr.inai d e c r e e  in the c a n d i d a t e ' s  field.

2. Fi ve  (5) y e a r s  at the rank  cf a s s i s t a n t  p r o f e s s o r .

2. D e m o n s t r a  tec t e a c h i n c ,  r e s e a r c h  a n d p u b l i c / u n i v e r s i t y

s e r v i c e  p e r f o r m a n c e  cf a p p r o p r i a t e  q u a l i t y .  (01 - 24 -6 0)

P r o f e s s c r

1. E a r n e d  c o c t c r a t e  cr m a s t e r ' s  d e c r e e  if it is the

a p p r o p r i a t e  t e r m i n a l  d e c r e e  in the c a n d i d a t e ' s  field.

2. F i v e  (5) y e a r s  at the r an k of a s s o c i a t e  p r o f e s s o r .

3. D e m o n s t r a t e d  c o n t i n u e d  e x c e l l e n c e  in t e a c h i n g ,  r e s e a r c h  
a n d  p u b l i c / u n i v e r s i t y  s e r v i ce . (01 - 24 -6 0)

S . P e r f  crrr.ance S t a n d a r d s  0 4 . 0 1 . 1 0  (E )

Th e  p e r  forma r. ce s t a n d a r d s  s t a t e d  above, an d  in the

P e c u l a t i o n s  w h i c h  a c c o m p a n y  this Pcli c y , s p e a k  o n l y  to the 
u n i v e r s a l l y  a c c e p t e d  i n d i c a t o r s  cf f a c u l t y  e v a l u a t i o n s :  
t e a c h i n g ,  r e s e a r c h ,  a n d  p u b l i c  e n d  u n i v e r s i t y  s e r v i c e .  It 
s h o u l d ,  n e v e r t h e l e s s ,  be u n d e r s t o o d  that a f a c u l t y  m e m b e r  has 
p r o f e s s i o n a l  r e s p o n s i b i l i t i e s  a nd  o b l i g a t i o n s  that  go b e y o n d  

t e a c h i n g ,  r e s e a r c h ,  en d p u b l i c  s e r v i c e  (such, fcr e x a m pl e,  as 
c o n t i n u i n g  p r o f e s s i o n a l  d e v e l o p m e n t ) :  a n d  th at  t he se  " o t h e r” 
r e s p o n s i b i l i t i e s  en d  o b l i g a t i o n s  a r e  a l s o  s u b j e c t  to c o m m e n t  
a n d  e v a l u a t i o n .  T h i s  p o l i c y  d o e s  net m e a n  that all t hr ee  
a r e a s  ( t e a ch in g,  r e s e a r c h  and p u b l i c  s e r v i c e )  m u s t  a p p e a r  in 
e a c h  y e a r  cf Uni vers i ty s e r v i c e .  Nor  d o e s  it r e q u i r e  that 

c a n d i d a t e s  for p r o m o t i o n  be e q u a l l y  p r o f i c i e n t  in, cr e c u a  lly 
e n g a g e d  m ,  t e a c h i n g ,  r e s e a r c h ,  a n d  p u b l i c  s e r v i c e  in e v e r y  
y e a r  cf the U n i v e r s i t y  s e r v ic e.  ( 0 1 - 24 - 60 )

E m p l o y e e  P e r f o r m a n c e  E v a l u a t i o n  0 4 . 0 1 . 1 7

Th e  U n i v e r s i t y  r e c o g n i z e s  the n e e d  tc e v a l u a t e  the w o r k  p e r f o r m a n c e  of 
its e m p l o y e e s  a n d  to c o n v e y  tc e a c h  e m p l o y e e  the U n i v e r s i t y ' s  
e x p e c t a t i o n s  fcr  c o n t i n u i n g  s a t i s f a c t o r y  p e r f o r m a n c e .

T h e U n i v e r s i t y  s h a l l  e s t a b l i s h  e m p l o y e e  p e r f o r m a n c e  r e v i e w  m e t h o d s  

a p p r o p r i a t e  to f a c u l t y ,  e x e c u t i v e  p e r s o n n e l ,  e x e m p t  an d  n o n - e x e m p t  
st a ff . E a c h  e m p l o y e e  s h a l l  be r e v i e w e d  at l e a s t  a n n u a l l y  and the 
r e s u l t s  cf this r e v i e w  s h a l l  be c o m m u n i c a t e d  to the e m p l o y e e  and ma d e 
a part  cf the e m p l o y e e ' s  p e r s o n n e l  file. ( 0 6 - 1 5 - 6 4 )

Associate Professor

0 1 - 2 1 - 6 0
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PART IV 

PERS O N NE L  

Chapter X

FACULTY E V A L U A T I O N  FOR FEIFNriON, P R O MOTION AND TENURE

A. P u r p o s e : This r e g u l a t i o n  provides basic guidelines for
the pe r i o d i c  evaluation of no n -b a r ga i ni n g unit faculty 
m e mb e rs  for retention, p r o m o t i o n  and tenure. It also 
provides guidance to faculty on their expected p e r f o r­
ma n c e  r e la t iv e  to their w o r k l o a d  assignment.

3. A s s u m p t i o n s ; Because the future of the U niversity rests 
o n the excellence of its faculty, the University seeks 
to r eward excellence in the pe r formance of individual 
f a c u l ty  members by decisions affecting their retention, 
p r o m o t i o n  and tenure. The processes of faculty e va l ua t i o n  
shall a l l o w  professional r ec ommendations to be formed 
as close to the discipline as possible; recommendations 
shall u se language that is prec is e  and descriptive of the 
p ar t ic u la r  conditions that apply in each academic unit. 
U n i f o r m  standards cannot be applied in all units of the 
U n i v e r s i t y .

1. E a c h  MAU, college, school, division, institute, 
depar tm e nt  or p r o g r a m  must either prepare carefully 
w r i t t e n  statements that detail criteria and 
per fo r ma n ce  standards for retention, tenure, and 
p r o m o t i o n  to each r a n k  in conformance w i t h  Policy 
Man u al  04.01.16 and 04.06.06 or must state that it 
simply adopts the guidelines chat are outlined
in Policy Manual 04.01.16 and 04.06.06.

2. The statements of special criteria and standards 
or the statement of ad o p ti o n of general guidelines 
as referred to in 3.1. above must be approved by 
the local Senate or A s s e m b l y  and approved by the 
Chancellor, and a copy forwarded t o .the Office of 
the President.

3. The Office of the Pre s id e n t shall m a i n t a i n  records 
of evaluation procedures, unit criteria and 
p e rf o rm a nc e  standards, and comp l e te d  files of 
individual candidates.

09-01-81
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4. F a c u l t y  members shall ha v e the right to know
of and to res oo n d to r e c o m m e n da t io n s at each *
level of review.

C. S c h e d u l e : Each Major A d m i n i s t r a t i v e  Unit will e stablish
its ow n  evaluation t imetable for the periodic e valuation 
of facu l ty  as provi d ed  below:

* 1. At least annually each faculty m e m b e r  will
c om p le t e an a c tivity summary report and meet 
w i t h  his/her supervisor to evaluate past 
p e r f o r m a n c e  and seek g u idance for the future
and to r e a c h  an a greement of expected w or kload
d i s t r i b u t i o n  for the coming year.

W ft

2. R e t e n t i o n : E a c h n o n - t e n u r e d  faculty member
shall be re v iewed a n nually as provided by 
r el e va n t campus procedure.

3. Promotion: A  faculty me m b e r  who has met the
mini,nnm~~Qegree and experience c ri teria as 
s tated in P olicy 04.01.16(A) m a y  request to 
be r ev i e w e d  for p r o m o t i o n  to the next higher 
rank. Deadlines for a p p l i c a t i o n  for prom o ti o n 
shall be established by campus procedure.

Deadl i ne s  for forwarding p r o m o t i o n  files to the 
O ff i ce  of the P resident by the Chancellor shall 
be A p ri l  1. The Pres id e nt ' s decision shall be 
a n n o u n c e d  by May 1. Promotions are effective 

■ on J u l y  1.

4. Tenure: At the end of the faculty member's
sixth year of eligible service (as defined
in Po l ic y  04.06.05), the cognizant: Chancellor 
or h i s /h e r r e p r e s e n t a t i v e  will no t if y  the 
faculty m ember that h e/she m us t  prepare for 
tenure review. Those faculty mem b er s  who 
q u a l i fy  for early tenure r ev i e w  (see Policy 
M a n u a l  04.06.05) wi l l not be notified but 
m u s e  initiate their application. Deadlines 
for submitting applications for tenure shall 
be established by campus procedure.

Note that an eligible faculty m e m b e r  m a y  stand 
for tenure only once, i.e., the "year of 
eligibility" as re f er r ed  to in Policy 
04.06.07, shall m e a n  that academic year during 
w h i c h  the tenuring process is undertaken.

C l  I C:
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T h e  F a c u l t y  m e m b e r  m u s t  d e m o n s t r a t e  c o n t i n u i n g  p r o f e s s i o n a l  
d e v e l o p m e n t  in ways a p p r o p r i a t e  to h e r / h i s  d i s c i p l i n e  a n d  
U n i v e r s i t y  assignment*" P r i m a r y  w e i g h t  is n o r m a l l y  g i v e n  
to the q u a l i t y  of the f a c u l t y  m e m b e r ' s  p e r f o r m a n c e  a n d  
p r o m i s e  in the three m a j o r  f u n c t i o n s  of the U n i v e r s i t y :  
t e a ching, r e s e a r c h  or o t h e r  c r e a t i v e  s c h o l a r s h i p ,  and 
p u b l i c / u n i v e r s i t y  service. H o w e v e r ,  r e v i e w e r s  m u s t  j u d g e  
the r e l a t i v e  q u a l i t y  of e a c h  c a n d i d a t e ' s  a c t i v i t i e s  in 
l i g h t  of the c a n d i d a t e ' s  f u n c t i o n a l  r o l e  and a g r e e d  u p o n  
w o r k l o a d  d i s t r i b u t i o n .

T h e  E v a l u a t i o n  P r o c e s s : F a c u l t y  e v a l u a t i o n  is n o r m a l l y
c a r r i e c  on at a n u m b e r  of l e v e l s . E v a l u a t i o n s  for 
p r o m o t i o n  and tenure m u s t  i n c l u d e  r e v i e w  b y  a camp u s -  
w i d e  f a c u l t y  e v a l u a t i o n  c o m m i t t e e .  A d d i t i o n a l  peer 
r e v i e w  m a y  be r e q u i r e d  b y  c a m p u s  proc e d u r e .

T h e  p r i m a r y  e v i d e n c e  to be c o n s i d e r e d  in e v a l u a t i o n  is 
c o n t a i n e d  in the f a c u l t y  m e m b e r ' s  file. To it is a d d e d  
p r o f e s s i o n a l  j u d g m e n t s  of the q u a l i t y  of the f a c u l t y  
m e m b e r ' s  teaching, c r e a t i v e  s c h o l a r s h i p  and public/ 
u n i v e r s i t y  service.

It is the r i g h t  cf e v e r y  f a c u l t y  m e m b e r  to see and 
r e s p o n d  to r e c o m m e n d a t i o n s  on r e t e n t i o n ,  promotion, 
a n d * t e n u r e  at each r e v i e w  level. F a c u l t y  m e m b e r s  m u s t  
t h e r e f o r e  be p r o m p t l y  n o t i f i e d  of r e c o m m e n d a t i o n s  at 
e a c h  lev e l  of the r e v i e w  p r o c e s s  by the r e c o m m e n d i n g  
p e r s o n  or unit.

R e c o m m e n d a t i o n s  fcr r e t e n t i o n ,  p r o m o t i o n  and tenure 
m u s t  be s u p p o r t e d  by an e v a l u a t i o n ,  w h i c h  shall 
i n c l u d e  a s u b s t a n t i v e  s t a t e m e n t ( s )  i n d i c a t i n g  h o w  the 
f a c u l t y  m e m b e r  does cr does n e t  measure, up tc the 
c r i t e r i a  u s e d  fcr e v a l u a t i o n  and w i l l  p r o v i d e  
s u g g e s t i o n s  to the f a c u l t y  m e m b e r  that w i l l  a s s i s t  in 
h e r  or his p r o f e s s i o n a l  g r o w t h  and d e v e l o p m e n t .

T h e  c o m p l e t e  file, t o g e t h e r  w i t h  r e c o m m e n d a t i o n s  for 
o r  a g a i n s t  the a c t i o n  u n d e r  c o n s i d e r a t i o n  and 
s u b s t a n t i v e  s t a t e m e n t s  of e v a l u a t i o n  s u p p o r t i n g  the 
r e c o m m e n d a t i o n s , w i l l  b e  f o r w a r d e d  t h r o u g h  e a c h  campus 
u n i t  to the O f f i c e  of the C h a n c e l l o r  (and to the 
O f f i c e  of the P r e s i d e n t  in the cases-of p r o m o t i o n  and 
t e n u r e ) .

T h e  p r o m o t i o n  r e v i e w  p r o c e s s  is o p t ional. O n c e  
t h i s * p r o c e s s  has b e e n  i n i t i a t e d  by the f a c u l t y  m e m b e r ,  
o n l y  the f a c u l t y  m e m b e r  m a y  elect to r e m o v e  h i s / h e r  
a p p l i c a t i o n  (at"any step in the process) f r o m  f u r t h e r  
r e v i e w .

0 ^ 0 /  f(o



REGULATION
l

04.-i0.-01

E rrors or deviations in p rocedure shall be corrected in 
as fair a m a nn e r as possible. No error or d eviation 
shall be deemed fatal to the procedure No p erson shall 
^ e r  be deemed to be retained, promoted, or tenured 
a u t o m a t i c a l l y  or by default.

Final decisions on r e t e n t i o n  will be made by the 
rel e va n t Chancellor. Final decisions on pr o m o t i o n  and 

' tenure w i l l  be m a d e  by the President of the University.

The d e c i s i o n  of the Chancellor (in the case of retention) 
and the P resident (in the case of promotion and tenure) 
shall b e final. A  faculty member having been denied 
m a y  requ e st  reconsideration.

F. The F a c ul t y Evaluation F i l e : To facilitate the a s s e s s­
ment  process ana to assure that evaluations are m a d e  as 
soundly as possible, a permanent faculty evaluation file 
shall be established and m a in t a i n e d  on each faculty 
m e m b e r  on each campus in a location designated by the 
c ognizant chancellor. It is the r e sp onsibility of the 
d e a n  or his/her designee in association w i th  the faculty 
m e m b e r  to create and a n nually update the evaluation file. 
The file to be used for retention, promotion and/or 
tenure r e v i e w  shall contain photo copies of relevant 
documents frcm the p ermanent evaluation file. Items 
r e q u i r e d  in this r e v i e w  file shall be established by 
each campus and shall contain items necessary to document 
and support all personnel decisions. It is the fac ul t y 
member*1 s re s po n si b il i ty  to initiate the p r ep a ra t io n  of 
h i s / h er  r ev i ew  file for annual evaluation, prom o ti o n and 
tenure review.

.Access to a faculty membe r' s  permanent evaluation file 
shall be go v erned by Policy 04.01.01.-03.

G . R es p o n s i b i l i t i e s  of Each C a m u s  :

1. T i m e l y  notice must be provided to each faculty
m e m b e r  who is to be re v iewed to allow adequate 
p r e p a r a t i o n  of the candidate's e v a l u a t i o n .f i l e .

•V

2. A d e q u a t e  time must be allowed betw e en  evaluative
steps in the process to permit review and
res p o n s e  by the faculty member who is u n d e r g oi n g
review.

09-01-81
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3. A d op t i o n  of general criteria (P olicy M an u al  04 . 01.16 
a n d * 04.06.06) or dev e lo p me n t of speciric criteria and 
per fo r ma n ce  standards for each campus u nit/discipline/ 
s ubdiscipline as a p p r o p r i a t e  must be approv e d by the 
local campus a s s e m b l y / s e n a t e , and cognizant Chancellor, 
and be filed in the offices of the Chancellor and the 
President.

' 4. A  detai l ed  schedule for evaluations m u s t  be d ev e l o p e d
and p u b l is h ed  at each campus taking into account 
statewide deadlines, and filed in the Office of the 
P r e s i d e n t .

09-01-81
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I. P e r f o r m a n c e  E v a l u a t i o n  - F a c u l t y  • ( n o n - b a r g a i n i n g  unit)

A. T h e  e v a l u a t i o n  of f a c u l t y  p e r f o r m a n c e  s h a l l  be c o n d u c t e d  at 

l e a s t  a n n u a l l y  in a c c o r d a n c e  w i t h  lo cal c a r p u s  p r o c e d u r e s .

1. T h e  e v a l u a t i o n  s h a l l  be c o n d u c t e d  by the f a c u l t y  
m e m b e r ' s  s u p e r v i s o r .

2.' P e r f o r m a n c e  for the p u r p o s e  of t h es e e v a l u a t i o n s  sh all  

be m e a s u r e d  on a f i v e - p o i n t  s c a l e  w i t h  " s a t i s f a c t o r y "  
d e s i g n a t e d  as the t hi rd  cf the five p o i n t s .

II. P e r f o r m a n c e  E v a l u a t i o n  - E x e m p t  ( n o n - f a c u l t y )  & n o n - e x e m p t  s t a f f

A . T h e  p e r f o r m a n c e  cf all p e r m a n e n t  e x e m p t  a n c  n o n - e x e m c t  s ta ff  

m e m b e r s  s h a l l  be e v a l u a t e d  at l e a s t  a n n u a l l y  in a c c o r d a n c e  
w i t h  g u i d e l i n e s  e s t a b l i s h e d  by the S t a t e w i d e  O f f i c e  cf H u ma n 
F e s c u r c e  D e v e l o p m e n t .

1. E v a l u a t i o n  by s u p e r v i s o r . The  p e r f o r m a n c e  e v a l u a t i o n  
s h e l l  be c o n d u c t e d  by the e m p l o y e e ' s  i m m e d i a t e  
s u p e r v i s o r .

2. E m p l o y e e  c i sa c r e e m e n  t . In the e v e n t  the e m p l o y e e  

d i s a g r e e s  w i t h  the s u p e r v i s o r ' s  e v a l u a t i o n ,  the e m p l o y e e  
may, w i t h i n  f iv e (5) w o r k i n g  cays, a t t a c h  c o m m e n t s  tc 
the e v a l u a t i o n  p r i o r  to its s u b m i s s i o n  to the 

r e v i e w e r .  T h e s e  c o m m e n t s  w i l l  be p l a c e d  in the 
e m p l o y e e ' s  o f f i c i a l  p e r s o n n e l  file  a l o n g  w i t h  the 
e v a l u a t i o n  d o c u m e n t s .

3. C h a n c e  in e v a l u a t i o n  by r e v i e w e r . If, in r e s p o n s e  to 
e m p l o y e e  c o m m e n t s ,  the r e v i e w e r  w i s h e s  to c h a n g e  the 
e v a l u a t i o n ,  the r e v i e w e r  s ha l l p r o v i d e  w r i t t e n  
n o t i f i c a t i o n  tc b o t h  e m p l o y e e  and  s u p e r v i s o r .  The 
r e v i s e d  e v a l u a t i o n  sh all  be a t t a c h e d  to the o r g i n a l  
e v a l u a t i o n  (w ith a t t a c h m e n t s )  a n d  p l a c e d  in the 
e m p l o y e e ' s  o f f i c i a l  p e r s o n n e l  file.

E. P r c b a  ti on

1. A c o n t i n u i n g  e m p l o y e e ,  w h o s e  p e r f o r m a n c e  has been

e v a l u a t e d  as u n s a t i s f a c t o r y , s h a l l  be p l a c e d  cn
p r o b a t i o n .

2. A c o n t i n u i n g  e m p l o y e e  w h o s e  p e r f o r m a n c e  has be en
e v a l u a t e d  as m i n i m a l l y  a c c e p t a b l e  may, at the d i s c r e t i o n  
cf the s u p e r v i s o r ,  be p l a c e d  on p r o b a t i o n .

0 6 - 2 0 - 8 4 0 4 . 0 1 . 1 7



3. The p r o b a t i o n a r y  p e r i o d  s h a l l  not e x c e e d  six (6 ) m o n t h s .

R E G U L A T I O N  0 4 . 0 1 . 1 7

4. The  e m p l o y e e  s h a l l  be n o t i f i e d  in w r i t i n g  if p i e c e d  on

p r o b a t i o n .

5. The  e m p l o y e e ' s  p e r f o r m a n c e  s ha ll  be m o n i t o r e d  c l os el y
c u r i n g  the p r o b a t i o n a r y  p e r i o d  and  s h a l l  be f o r m a l l y  
e v a l u a t e d  p r i o r  to the c o n c l u s i o n  cf the p r o b a t i o n a r y  
pe r i o c .

a. If the p e r f o r m a n c e  is f o u n d  to be s a t i s f a c t o r y  cr
b et t e r ,  p r o b a t i o n a r y  s t a t u s  s h a l l  cea se .

b. If the e m p l o y e e ' s  p e r f o r m a n c e  is s t i l l  f o u n d  tc be
l es s t ha n s a t i s f a c t o r y ,  the e m p l o y e e  w i l l  be 
t e r m i n a t e d .

C-6-20-84 0 4 . 0 1 . 1 7
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P E R S O N N E L  

C h a p t e r  III 

L E A V E S

H o l i d a y s  0 4 . 0 3 . 0 1

A. T h e  f o l l o w i n g  h o l i d a y s  a r e  o b s e r v e d  b y  t h e  U n i v e r s i t y :

1. F r i d a y  o f  S p r i n g  R e c e s s  ( t y p i c a l l y  l a t e  M a r c h )

2. M e m o r i a l  Day
3. I n d e p e n d e n c e  D a y

4. A n  a d d i t i o n a l  d a y  b e f o r e  o r  a f t e r  4 J u l y  as s p e c i f i e d  

e a c h  y e a r  b y  t h e  P r e s i d e n t

5. L a b o r  D a y

6. T h a n k s g i v i n g  D a y  a n d  t h e  d a y  i m m e d i a t e l y  f o l l o w i n g

7. A n  a d d i t i o n a l  d a y  b e f o r e  o r  a f t e r  2 5  D e c e m b e r  a s  

s p e c i f i e d  e a c h  y e a r  b y  t h e  P r e s i d e n t

8. C h r i s t m a s  D a y

9. N e w  Y e a r ' s  D a y

10. A n  a d d i t i o n a l  d a y  b e f o r e  o r  a f t e r  1 J a n u a r y  a s  

s p e c i f i e d  e a c h  y e a r  b y  t h e  P r e s i d e n t

11. P e r s o n a l  H o l i d a y  ( f o r  c l a s s i f i e d  s t a f f  o n l y ,  a s  

s e l e c t e d  a t  a n y  t i m e  o f  t h e  y e a r  b y  t h e  i n d i v i d u a l  

a n d  a p p r o v e d  in a d v a n c e  b y  t h e  c o g n i z a n t  s u p e r v i s o r . )

8. H o l i d a y s  f a l l i n g  c n  a S a t u r d a y  w i l l  be  o b s e r v e d  o n  t h e  p r e ­

c e d i n g  F r i d a y ,  a n d  h o l i d a y s  f a l l i n g  o n  a S u n d a y  w i i l  b e  o b s e r v e d  

o n  t h e  f o i l c w i n g  M o n d a y .

S a b b a t i c a l  L e a v e  0 4 . 0 3 . 0 2

A. S a b b a t i c a l  l e a v e  is g r a n t e d  to i f f o r d  o p p o r t u n i t y  f o r  s t u d y  e n d  

i n v e s t i g a t i o n  in orde r -  to  i n c r e a s e  t h e  s c h o l a r s h i p  a n d  p r o f e s s i o n a l  

d e v e l o p m e n t  o f  e l i g i b l e  f a c u l t y  m e m b e r s  a n d  tr.eraby e n h a n c e  t h e i r  

c a p a c i t y  f c r  f u t u r e  s e r v i c e  to t h e  U n i v e r s i t y  a n d  t h r o u g h  it tc the 

S t a t e  c f  A l a s k a  a n d  t h e  N a t i o n ,  in t h e  a r e a s  o f  t e a c h i n g ,  r e s e a r c h  

a n d  p u b l i c  s e r v i c e .

3-24-cO C 4 . C 3 . 0 2
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B. A n y  f u l l - t i m e  f a c u l t y  m e m b e r  w h o  h a s  c o m p l e t e d  f o u r  y e a r s  o f  

s e r v i c e  is e l i g i b l e  to  a p p l y  d u r i n g  t h e  f i f t h  o r  l a t e r  y e a r  f o r  

s a b b a t i c a l  l e a v e  to  b e g i n  d u r i n g  t h e  s i x t h  o r  l a t e r  y e a r .  C a n d i ­

d a c y  f o r  t e n u r e  a n d  s a b b a t i c a l  l e a v e  m a y  n o t  b e  c o n s i d e r e d  d u r i n g  

t h e  s a m e  a c a d e m i c  y e a r .  L e a v e s  o r  a b s e n c e s  o f  l e s s  t h a n  t h r e e  

m o n t h s  i n c u r r e d  as  p a r t  o f  a  f a c u l t y  m e m b e r ' s  r e g u l a r  d u t i e s  a r e  n o t  

c o n s i d e r e d  i n t e r r u p t i o n s  o f  s e r v i c e s  f o r  t h e  p u r p o s e s  o f  t h i s  p o l i c y .

C. F i n a l  d e c i s i o n  o n  t h e  g r a n t i n g  o f  s a b b a t i c a l  l e a v e  r e s t s  w i t h  

t h e  P r e s i d e n t  o f  t h e  U n i v e r s i t y .

D. S a b b a t i c a l  l e a v e  s h a l l  be  g r a n t e d  f o r  n o t  m o r e  t h a n  1 2  m o n t h s ,  

a n d  s h a l l  be g r a n t e d  f o r  l e s s  t h a n  t h r e e  m o n t h s  o n l y  in e x c e p t i o n a l  

c a s e s .  ( 0 3 - 2 0 - 8 0 )

E. T h e  s a l a r y  t o  b e  r e c e i v e d  d u r i n g  t h e  s a b b a t i c a l  s h a l l  b e  c o m p u t e d  

o n  t h e  b a s i s  o f  t h e  m o n t h l y  s a l a r y  t h e  r e c i p i e n t  w o u l d  r e c e i v e  i f  

h e / s h e  d i d  n o t  go  o n  l e a v e .  T h e  r e c i p i e n t  s h a l l  r e c e i v e  t h e  e q u i ­

v a l e n t  o f  full s a l a r y  up to  s i x  m o n t h s  o f  l e a v e ,  a n d  n o  a d d i t i o n a l  

s a l a r y  f o r  p e r i o d  b e y o n d .  ( 1 2 - 1 1 - 8 0 )

F. A  f a c u l t y  m e m b e r  on  s a b b a t i c a l  l e a v e  r e m a i n s  a n  e m p l o y e e  o f  t h e  

U n i v e r s i t y  f o r  p u r p o s e s  o f  p a y m e n t s  i n t o  t h e  r e t i r e m e n t  f u n d  a n d  

c o n t r i b u t i o n s  t o  t h e  h e a l t h  a n d  l i f e  g r o u p  i n s u r a n c e  a n d  s i m i l a r  

f r i n g e  b e n e f i t  p r o g r a m s  t o  t h e  e x t e n t  t h a t  t h e  l e a v e  r e c i p i e n t  

p a r t i c i p a t e s  in t h e m .  ( T h e  r e t i r e m e n t  s y s t e m  w i l l  n o t  c o u n t  a 

s a b b a t i c a l  as p a r t  o f  t h e  t h r e e  h i g h e s t  p a i d  y e a r s  i n  c a l c u l a t i n g  

r e t i r e m e n t  b e n e f i t s . ) ( 0 3 - 2 0 - 8 0 )

G. U n l e s s  o t h e r w i s e  a g r e e d  to in w r i t i n g ,  t h e  l e a v e  r e c i p i e n t  s h a l l  

r e t u r n  t o  t he p o s i t i o n .  S a b b a t i c a l  l e a v e  is n o t  a b r e a k  in  U n i v e r s i t y  

s e r v i c -' a n d  t h e  r e c i p i e n t  is e n t i t l e d  to full r i g h t s  a n d  p r i v i l e g e s

as i f  h e / s h e  w e r e  o n  r e g u l a r  s e r v i c e .

H. E x c e p t  in u n u s u a l ,  e x t e n u a t i n g  c i r c u m s t a n c e s  w h i c h  a r e  a c c e p t e d  

as s u f f i c i e n t  b y  t h e  P r e s i d e n t ,  t h e  r e c i p i e n t  is o b l i g a t e d  t o  r e t u r n  

to t h e  U n i v e r s i t y  f o r  f u r t h e r  s e r v i c e  o f  a t  l e a s t  o n e  c o n t r a c t  

p e r i o d .  F a i l u r e  o f  t h e  r e c i p i e n t  t o  f u l f i l l  t h i s  o b l i g a t i o n  w i l l  

r e q u i r e  t h e  full a n d  i m m e d i a t e  r e p a y m e n t  t o  t h e  U n i v e r s i t y  o f  s a l a r y  

a n d  b e n e f i t s  r e c e i v e d  f r o m  t h e  U n i v e r s i t y  w h i l e  o n  l e a v e .

I. A  w r i t t e n  r e p o r t  d e t a i l i n g  t h e  f u l f i l l m e n t  o f  t h e  p u r p o s e  f o r  

w h i c h  t h e  l e ave w a s  g r a n t e d  a n d  s p e c i f y i n g  t h e  s o u r c e s  a n d  a m o u n t s  o f  

a d d i t i o n a l  f un d s  s e c u r e d  f o r  t h i s  p e r i o d ,  s h a l l  be  s u b m i t t e d  t o  t h e  

a p p r o p r i a t e  c h a n c e l l o r  a n d  to t he P r e s i d e n t  o f  t h e  U n i v e r s i t y  b y  t h e  

r e c i p i e n t  w i t h i n  t h r e e  m o n t h s  a f t e r  r e t u r n i n g .  A t  l e a s t  o n e  c o p y  o f  

t h i s  r e p o r t  s n a i l  b e  f i l e d  w i t h  t h e  c a m p u s  l i b r a r y .

S p e c i a l  S a b b a t i c a l  L e a v e  0 4 . 0 3 . 0 3

A n y  f u l l - t i m e  e x e m p t  e m p l o y e e  w h o  h a s  c o m p l e t e d  f o u r  y e a r s  o f  

u n i n t e r r u p t e d  s e r v i c e  is e l i g i b l e  to a o p l y  d u r i n g  t h e  f i f t h  o r  

l a t e r  y e a r  --:r S p e c i a l  S a b b a t i c a l  L e a v e  d u r i n g  t h e  s i x t h  o r  l a t e r
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y e a r ,  f o r  w h i c h  t h e  r e c i p i e n t  s h a l l  r e c e i v e  a s a l a r y  o f  a t  l e a s t  

o n e  d o l l a r  d u r i n g  t h e  p e r i o d  o f  t h e  l e a v e .  In a l l  o t h e r  r e s p e c t s  

t h e  S p e c i a l  S a b b a t i c a l  L e a v e  b e a r s  r i g h t s  a n d  r e s p o n s i b i l i t i e s  

i d e n t i c a l  to  t h e  n o r m a l  S a b b a t i c a l  L e a v e .

S c e c i a l  A s s i g n m e n t s  C 4 . 0 3 . C 4

A. E x e m p t  e m p l o y e e s  o f  t h e  U n i v e r s i t y  m a y  b e  a s s i g n e d  d u t i e s

t h a t  r e q u i r e  a b s e n c e  f r o m  t h e i r  u n i t s  f o r  p e r i o d s  o f  t i m e .

B. S u c h  s p e c i a l  a s s i g n m e n t s  w i l l  n o t  be  c o n s i d e r e d  b r e a k s  in 

s e r v i c e  n o r  a f f e c t  t h e  p r i v i l e g e s  a n d  t h e  s t a t u s  o f  t h a t  p e r s o n  

w i t h  t h e  U n i v e r s i t y ,  u n l e s s  s p e c i f i e d  o t h e r w i s e  in  U n i v e r s i t y  

r e g u l a t i o n s .

C. A n y  s p e c i a l  c o n d i t i o n s  o f  s u c h  s p e c i a l  a s s i g n m e n t s  s h a l l  b e  

c l e a r l y  s e t  f o r t h  in w r i t i n g .  T h e y  s h a l l  b e c o m e  b i n d i n g  o n l y  

a f t e r  h a v i n g  b e e n  s i g n e d  b y  t h e  s t a f f  m e m b e r  c o n c e r n e d  a n d  b y  

t h e  a p p r o p r i a t e  c h a n c e l l o r  o r ,  in a p p r o p r i a t e  c a s e s ,  t h e  

P r e s i d e n t .

T e m p o r a r y  D i s a b i l i t y  L e a v e  0 4 . 0 3 . 0 5

A. T e m p o r a r y  d i s a b i l i t y  l e a v e ’m a y  b e  t a k e n  f o r  r e a s o n s  o f  m e d i c a l

t r e a t m e n t  o r  c o n d i t i o n  o f  t h e  e m p l o y e e ,  e m e r g e n c y  c a r e  f o r  i m m e d i a t e  

f a m i l y  m e m b e r s  o f  t h e  e m p l o y e e ,  f o r  a t t e n d a n c e  a t  t h e  f u n e r a l  o f  an  

i m m e d i a t e  f a m i l y  m e m b e r  o f  t h e  e m p l o y e e  o r  f o r  c h i l d b i r t h  o f  t h e  

e m p l o y e e  *>r e m p l o y e e ' s  s p o u s e .

3. P e r m a n e n t  f u l l - t i m e  e m p l o y e e s  e a r n  o n e  a n d  o n e - f o u r t h  (1 1 / 4 )

w o r k i n g  d a y s  o f  t e m p o r a r y  d i s a b i l i t y  l e a v e  f c r  e a c h  m o n t h  w o r k e d .

C. T h e  a c c r u a l  r a t e  f o r  p e r m a n e n t  p a r t - t i m e  e m p l o y e e s  e m p l o y e d  

5 0 "  o r  m o r e  o f  f u l l - t i m e  s h a l l  be  p r o r a t e d  a c c o r d i n g  to t he 

p r o p o r t i o n  o f  f u i l  t i m e .

D. A t  t e r m i n a t i o n ,  all d i s a b i l i t y  l e a v e  a c c u m u l a t i o n s  a r e  l o s t  

e x c e p t  t h a t  a c c u m u l a t i o n s  a r e  r e i n s t a t e d  a f t e r  r e - e m p l o y m e n t  fcr:

R e h i r e  w i t h i n  t wo ( 2) y e a r s  a f t e r  l a y o f f s  r e s u l t i n g  

f r o m  r e d u c t i o n  in f o r c e .

R e t u r n  a f t e r  m i l i t a r y  l e a v e  o f  a b s e n c e .

E. E x c e p t i o n s ,  c o n d i t i o n s ,  a n d  l i m i t a t i o n s  a p p l i c a b l e  to e l i g i ­

b i l i t y  a c c r u a l  a n d  u s e  o f  t e m p o r a r y  d i s a b i l i t y  l e a v e  s h a l l  be  in 

a c c o r d a n c e  w i t h  u n i f o r m  r e g u l a t i o n s .
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B. T h e  g r a n t i n g  o f  t e m p o r a r y  d i s a b i l i t y  l e a v e  o f  a b s e n c e  w i t h o u t

. s p a y  is s u b j e c t  t o  t h e  s a m e  c o n d i t i o n s  as t e m p o r a r y  d i s a b i l i t y  l e a v e

w i t h  p a y ,  a n d  is g r a n t e d  i n d e p e n d e n t l y  o f  " l e a v e  w i t h o u t  p a y " .

C. M a x i m u m  p e r i o d  o f  T e m p o r a r y  D i s a b i l i t y  L e a v e  W i t h o u t  ?ay :

L e a v e  t a k e n  f o r  d i s a b i l i t y  m a y  be  t a k e n  d u r i n g  t h e  g r e a t e r  o f  t h e  

f o l l o w i n g  p e r i o d s :

1 M  F o r  t h e  a g g r e g a t e  o f  a c c u m u l a t e d  t e m p o r a r y  d i s a b i l i t y  

l e a v e  wi'th p a y  a n d  a c c u m u l a t e d  a n n u a l  l e a v e .

2. F o r  t h e  a g g r e g a t e  o f  a c c u m u l a t e d  t e m p o r a r y  d i s a b i l i t y  

l e a v e  w i t h  p a y ,  a c c u m u l a t e d  a n n u a l  l e a v e ,  a n d  t e m p o r a r y  

d i s a b i l i t y  l e a v e  o f  a b s e n c e  w i t h o u t  p a y  f o r  a t o t a l  

p e r i o d  n o t  to e x c e e d  t w e l v e  (12 )  m o n t h s ,  w h i c h e v e r  is 

g r e a t e r .

M a t e r n i t y / P a t e r n i t y  L e a v e  0 4 . 0 3 . 0 7

A. M a t e r n i t y / p a t e r n i t y  l e a v e  m a y  q u a l i f y  a s  a t e m p o r a r y  d i s a b i l i t y  

l e a v e  w i t h  p a y  ( s e e  P o l i c y  0 4 . 0 3 . 0 5 ) ,  a t e m p o r a r y  d i s a b i l i t y  l e a v e  

w i t h o u t  p a y  ( s e e  P o l i c y  0 4 . 0 3 . C 6 )  o r  a l e a v e  o f  a b s e n c e  ( s e e  P o l i c y  

0 4 . 0 3 . 0 3 ) .

B. M a t e r n i t y / p a t e r n i t y  l e a v e  shall b e  g r a n t e d  in v . e  o f  t h e  a b o v e

n a m e d  c a t e g o r i e s  o f  l e a v e  f o r  t h e  p e r s o n a l  c a r e  \\\e e m p l o y e e  o f

. h i s / h e r  n e w b o r n  i n f a n t  c h i l d ,  and ,  in c a s e s  o f  a i c p f i c n ,  fo r  t h e

v j  p u r p o s e  o f  p e r m i t t i n g  p e r s o n a l  c a r e  b y  th e  e r . p l tl o f  h i s / h e r

n e w l y  a d o p t e d  m i n o r  c h i l d .

C. M a t e r n i t y / p a t e r n i t y  l e a v e  m a y - b e  t a k e n  d o r u w  t h e  g r e a t e r  o f

t h e  f o l l o w i n g  p e r i o d s :  . ^

1. F o r  t h e  a g c r e g a t e  o f  a l l o w a b l e  a c c u m u l a t e d  t e m p o r a r y  

d i s a b i l i t y  l e a v e  w i t h  pay ,  a c c u m u l a t e d  a n n u a l  l e a v e  

a n d  t e m p o r a r y  d i s a b i l i t y  l e a v e  w i t h o u t  p a y ;  c r

2. T h e  a g g r e g a t e  o f  a l l o w a b l e  a c c u m u l a t e d  t e m p o r a r y  

d i s a b i l i t y  l e a v e  w i t h  pay, a c c u m u l a t e d  a n n u a l  l e a v e ,  

t e m p o r a r y  d i s a b i l i t y  l e a v e  w i t h o u t  p a y ,  a n d  l e a v e  o f  

a b s e n c e  f c r  a t ot a l  p e r i o d  n c c  to e x c e e d  s i x  (5) 

m o n t h s .

L e a v e  o f  A b s e n c e  0 4 . 0 3 . 0 3

A. L e a v e  o f  a b s e n c e  m u s t  b e  a p p r o v e d  b y  t h e  C h a n c e l l o r ,  c r  in 

a p p r o p r i a t e  c a s e s ,  t h e  P r e s i d e n t .

3. G r a n t i n g  l e a v e  of. a b s e n c e  shall n o t  a f f e c t  t h e  e m p l o y e e ' s  

s t a t u s  e x c e p t  as  p r o v i d e d  b y  r e g u l a t i o n  o r  as a g r e e d  in w r i t i n g  

at. t h e  t i m e  l e a v e  is g r a n t e d .

2-24-S0 C 4 . 0 3 . 0 3
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A n n u a l  L e a v e  is a c c r u e d  a t  a r a t e  s p e c i f i e d  b e l o w  f o r  all p e r m a n e n t  

f u l l - t i m e  e m p l o y e e s  e x c e p t  f a c u l t y  with, l e s s  t h a n  a 1 2  m o n t h  c o n t r a c t ,  

a n d  b a r g a i n i n g  u n i t  m e m b e r s .  P a r t - t i m e  p e r m a n e n t  e m p l o y e e s  w i l l  a c c r u e  

a n n u a l  l e a v e  in a c c o r d a n c e  w i t h  t h e i r  p e r c e n t  o f  e m p l o y m e n t .  A c c r u a l  

i s  b a s e d  o n  a f i x e d  p e r c e n t a g e  o f  p a i d  h o u r s  n o t  t o  e x c e e d  4 0  h o u r s  p e r  

w e e k .

1 1 / 2  d a y s  p e r  month, d u r i n g  t h e  f i r s t  5 y e a r s

1 3 / 4  d a y s  p e r  m o n t h  d u r i n g  6 - 1 0  y e a r s

2 d a y s  p e r  m o n t h  o v e r  I Q  y e a r s

A n n u a l  l e a v e  a c c r u e d ,  b u t  n o t  u s e d ,  s h a l l  a c c r u e  t o  a m a x i m u m  o f  n o t  

m o r e  t h a n  2 4 0  h o u r s  ( 3 0  d a y s )  o n  J a n u a r y  1 o f  a n y  c a l e n d a r  y e a r .  U n u s e d  

l e a v e  i n  e x c e s s  o f  t h e  m a x i m u m  a t  t h e  c l o s e  o f  b u s i n e s s  o n  D e c e m b e r  31 

s h a l l  b e  c a n c e l l e d .

A n n u a l  l e a v e  m u s t  b e  m u t u a l l y  a g r e e d  t o  a n d  a p p r o v e d  b y  t h e  i m n e d i a t e  

s u p e r v i s o r .

T h e  s a l a r y  e q u i v a l e n t  o f  u n u s e d  a n n u a l  l e a v e  up t o  a m a x i m u m  o f  2 4 0  

h o u r s  m a y  b e  p a i d  u p o n  t h e  r e t i r e m e n t  o r  t e r m i n a t i o n  o f  a n  e m p l o y e e  

f r o m  t h e  U n i v e r s i t y .  I n  t h e  e v e n t  o f  d e a t h ,  all a c c r u e d  a n n u a l  l e a v e  

m a y  b e  p a i d  to  b e n e f i c i a r y .  ( 0 5 - 0 7 - 8 1 )

T i m e - O f f  0 4 . 0 3 . 1 0

F a c u l t y  m e m b e r s  w i t h  l e s s  t h a n  t w e l v e  m o n t h  c o n t r a c t s  e x c e p t  b a r g a i n i n g  

u n i t  m e m b e r s  s h a l l  r e c e i v e  t i m e - o f f  r a t h e r  t h a n  a n n u a l  l e a v e ,  w h i c h  

m u s t  b e  t a k e n  d u r i n g  t i m e s  in  t h e  a c a d e m i c  y e a r  as  s p e c i f i e d  by' t h e  

c o g n i z a n t  C h a n c e l l o r .  T i m e - o f f  s h a l l  n o t  a c d r u e  f r o m  o n e  y e a r  t o  t h e  

n e x t  i f  n o t  u s e d ,  a n d  n o  p a y m e n t  i s  m a d e  f o r  t i m e - o f f  n o t  u s e d  w h e n  a 

f a c u l t y  m e m b e r  t e r m i n a t e s  e m p l o y m e n t .  ( 0 5 - 0 7 - 8 1 )

Annual Leave 04.03.09

05/14/81 04.03.10



REGULATION
A t t a c h m e n t  J

0 4 . 0 3 . 0 1

P A R T  IV 

P E R S O N N E L  

C H A P T E R  III 

LEAVES-

H o l i d a y s  0 4 . 0 3 . 0 1

P e r s o n a l  h o l i d a y  is a v a i l a b l e  to p e r m a n e n t  n o n - e x e m p t  p e r s o n n e l  o n l y .  

P e r s o n a l  h o l i d a y  m a y  b e  t a k e n  o n l y  a f t e r  c o m p l e t i o n  o f  t he s i x - m o n t h  

p r o b a t i o n a r y  p e r i o d .  P e r s o n a l  h o l i d a y s  d o  n o t  a c c r u e  f r o m  y e a r  to  

y e a r .

S a b b a t i c a l  L e a v e  0 4 . 0 3 . 0 2

A  l o c a l  U n i v e r s i t y  c o m m i t t e e  on  S a b b a t i c a l  L e a v e  s e r v i n g  e a c h  r e g i o n  

s h a l l  m a k e  r e c o m m e n d a t i o n s  t o  t h e  p r e s i d e n t  r e g a r d i n g  a p p l i c a t i o n s  

f o r  s a b b a t i c a l .  T h e  c o m m i t t e e  s h a l l  b e  e l e c t e d  b y  t h e  l o c a l  A s s e m b l y  

f o r  t e r m s  o f  n o t  m o r e  t h a n  t h r e e  y e a r s .  T e r m s  s h a l l  b e  s t a g g e r e d  s o  

t h a t  a p p r o x i m a t e l y  o n e  t h i r d  o f  t h e  m e m b e r s  o f  t h e  c o m m i t t e e  s h a l l  

b e  r e p l a c e d  e a c h  y e a r .  M e m b e r s  s h a l l  n o t  n o r m a l l y  s e r v e  c o n s e c u t i v e  

t e r m s .

If a l e a v e  r e c i p i e n t  s e c u r e s  a d d i t i o n a l  s t i p e n d  f r o m  n o n - U n i v e r s i t y  

s o u r c e s  f o r  a c t i v i t i e s  c o n n e c t e d  w i t h  h i s / h e r  l e a v e  p r o g r a m  a n d  t h e  

s t i p e n d  p l u s  t h e  s a l a r y  e x c e e d s  t h e  s a l a r y  t h e  r e c i p i e n t  w o u l d  h a v e  

r e c e i v e d  in t h e  s a m e  p e r i o d  h a d  h e / s h e  n o t  b e e n  on l e a v e ,  t h e r e  

s h a l l  b e  a c o r r e s p o n d i n g  r e d u c t i o n  o f  t h e  a m o u n t  p a i d  b y  t h e  

U n i v e r s i t y  o r  a c o r r e s p o n d i n g  r e p a y m e n t  to t h e  U n i v e r s i t y  b y  t h e  

r e c i p i e n t .  H o w e v e r ,  j u s t i f i e d  t r a v e l  e x p e n s e s  f o r  t h e  l e a v e  p e r i o d  

s h a l l  b e  e x e m p t  f r o m  s u c h  r e d u c t i o n  o r  r e p a y m e n t .

O n e  w i s h i n g  to t a k e  s a b b a t i c a l  l e a v e  s h a l l  a p p l y  to h i s  i m m e d i a t e  

a d m i n i s t r a t i v e  s u p e r i o r .  H e / s h e  s h a l l  s u b m i t :

A. B a s i c  i n f o r m a t i o n  s h o w i n g  h i s / h e r .p r o f e s s i o n a l  q u a l i f i c a t i o n s  

a n d  e l i g i b i l i t y  f o r  l e a v e .

B. A  d e t a i l e d  d e s c r i p t i o n  a n d  j u s t i f i c a t i o n  o f  t h e  p r o p o s e d  

l e a v e  p r o j e c t  i n c l u d i n g  t h e  d a t e s  o f  t h e  b e g i n n i n g  a n d  t h e  

e n d  o f  t h e  l e a v e  and, i f  a p p l i c a b l e ,  o f  i t s  m a j o r  p h a s e s .

C. A d e q u a t e  p r o o f  t h a t  t h e  c o o p e r a t i o n  o f  o t h e r  i n s t i t u t i o n s  or

i n d i v i d u a l s  i n v o l v e d  in t h e  l e a v e  p r o j e c t  h a s  b e e n  s e c u r e d .

D. S p e c i f i c  i n f o r m a t i o n  o n  all a p p l i c a t i o n s  f o r  n o n - U n i v e r s i t y

f u n d s  a n d  on  all o t h e r  i n c o m e s  r e l a t e d  t o  c r  d e r i v e d  f r o m  

a c t i v i t i e s  c a r r i e d  c u t  w h i l e  o n  l e a v e .

A p p l i c a t i o n  s h a l l  be m a d e  b y  O c t o b e r  1 o f  t h e  a c a d e m i c  y e a r  p r e c e d i n g  

t h e  o n e  f o r  w h i c h  l e a v e  is s o u g h t .

3-24-30 04.03.02
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The application shall be forwarded through normal administrative 
channels (with recommendations and justifications being added at 
each level, up to and including the deans) to Che chancellor.

All applications together with recommendations and justifications 
shall be turned over to the local assembly's Sabbatical Leave 
Committee by November 15. The committee shall review all appli- • 
cations and rank them in order of merit. The committee shall also 
identify applications it judges to be unacceptable. The appli­
cations- shall then be returned to the appropriate chancellor who 
will make his own ranking. If the rank order of the committee 
differs from that of the chancellor, the committee and the 
chancellor shall meet and attempt to reconcile their differences. 
The committee and the chancellor may agree to disagree on any 
application. The chancellor will forward the applications 
including all rankings and recommendations to the President of 
the University.

The committee shall make its recommendations to the President 
by January 7. By February 1, the President shall notify each 
applicant in writing of the action taken. Appropriate announce­
ments concerning the recipients of sabbatical leave shall also 
be made to the University faculty and the public. A copy of 
the President's notification shall be included in the employee's 
personnel file.

An application for sabbatical leave may be withdrawn upon 
written request of the applicant.

Sabbatical leave is granted on the basis of a specific proposal.
If substantial changes in the proposed leave project become 
necessary while the application is being processed, the applicant 
must submit such changes in writing to all superiors and the 
chairperson of the Sabbatical Leave Committee. A formal reevalu­
ation of the application may then become necessary. Should such 
changes occur after leave has been granted, but before the leave 
is actually begun, the recipient must inform the President 
through aDpropriate administrative channels who may then decide 
whether the leave should still be granted, whether the committee's 
advice should be sought or whether the faculty member should be 
asked to resubmit his/her application the following year. 
Unreported or unjustifiable substantial changes in the sabbatical 
leave program may require the full and immediate repayment to 
the University of salary and benefits received from the University 
while on leave.

No annual leave is earned during a sabbatical leave.

1 2 - 2 9 - 8 0 0 4 . 0 3 . 0 2
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Special Sabbatical

Applications for Special Sabbatical Leave m a y  be initiated 
at any time. The application, specifying A. qualifications 
and eligibility for leave, B. a description and justification 
of proposed project including dates of the beginning and 
the end of the leave, and C. details of projected funding of 
the leave, shall be made to the applicant's immediate 
supervisor. The application shall be forwarded through 
normal administrative channels (with recommendations and 
justifications being added at each level, up to and including 
the dean and the cognizant chancellor) to the President.
The President shall notify the applicant in writi n g of the 
action taken.

It is the intent of the Policy Manual 04.03.03 that, in 
cases in which the special saooaticai salary exceeds one 
dollar, the funding required to produce the additional salary 
will be secured from sources other than the state appropriation, 
and will normally be secured through the efforts of the 
leave recipient. A. copy of the leave conditions and noti­
fication as provided to the recipient shall be forwarded 
to the employee's personnel file.

No annual leave is earned during a special sabbatical leave.

1-13-81 04. 03. 03
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R E G U L A T I O N  04.03.05

T e m p o r a r y  D i s a b i l i t y  L e a v e

A. T e m p o r a r y  d i s a b i l i t y  l e a v e  is e a r n e d  a n d  a c c u m u l a t e d  w i t h i n  t h e  

c u r r e n t  p a y  p e r i o d .  . ( 3 - 2 4 - 8 0 )

B. T e m p o r a r y  e m p l o y e e s  a n d  s t u d e n t  e m p l o y e e s  e a r n  n o  d i s a b i l i t y  

l e a v e ;  h o w e v e r ,  a p p r o p r i a t e  t e m p o r a r y  d i s a b i l i t y  l e a v e  c r e d i t  

i s  g r a n t e d  r e t r o a c t i v e l y  t o  t e m p o r a r y  e m p l o y e e s  e m p l o y e d  on  a t  

l e a s t  a  h a l f - t i m e  b a s i s  w h o s e  s t a t u s  c h a n g e s  t o  p e r m a n e n t  

w i t h o u t  a b r e a k  in  s e r v i c e .  ( 3 - 2 4 - 8 0 )

N o  t e m p o r a r y  d i s a b i l i t y  l e a v e  is e a r n e d  d u r i n g  a s u s p e n s i o n ,  

s a b b a t i c a l  l e a v e ,  o r  l e a v e  w i t h o u t  p a y ,  n o r  a s  a c o n s e q u e n c e  o f  

a n  " o v e r l o a d 1' c o n t r a c t  o r  o t h e r  t e m p o r a r y  a s s i g n m e n t .  ( 3 - 2 4 - 8 0 )

D. . C o n d i t i o n s  o f  u s e  o f  t e m p o r a r y  d i s a b i l i t y  l e a v e  a r e :

1. T h e  u s e  o f  t e m p o r a r y  d i s a b i l i t y  l e a v e  r e q u i r e s  t h e  a p p r o v a '  

o f  t h e  e m p l o y e e ' s  i m m e d i a t e  s u p e r v i s o r .  ( 3 - 2 4 - 8 0 )

2. T e m p o r a r y  d i s a b i l i t y  l e a v e  m a y  n o t  b e  u s e d  in a d v a n c e  

o f  a c c r u a l .  ( 3 - 2 4 - 8 0 )

3 .  T e m p o r a r y  d i s a b i l i t y  l e a v e  t a k e n  w h i c h  i s  in e x c e s s  o f  t h e  

t e m p o r a r y  d i s a b i l i t y  l e a v e  a c c u m u l a t i o n  i s  c h a r g e d  a g a i n s t  

t h e  e m p l o y e e ' s  a n n u a l  l e a v e  a c c u m u l a t i o n  o r  o t h e r  a v a i l a b l  

f o r m  o f  l e a v e  as a p p r o p r i a t e .  ( 3 - 2 4 - 8 0 )

•4. A  p e r s o n  is n o t  c h a r g e d  w i t h  t e m p o r a r y  d i s a b i l i t y  l e a v e  

d u r i n g  a h o l i d a y  o r  a  r e g u l a r  d a y  o f f .  ( 3 - 2 4 - 8 0 )

5. T e m p o r a r y  d i s a b i l i t y  l e a v e  b e n e f i t s  w i l l  n o t  b e  p a i d  d u r i n  

a n y  p e r i o d  f o r  w h i c h  w o r k e r ' s  c o m p e n s a t i o n  b e n e f i t s  a r e  

p a i d .  E l i g i b l e  e m p l o y e s  w i l l  r e c e i v e  w o r k e r ' s  c o m p e n s a t i o  

b e n e f i t s ,  a n d  w i l l  c o n t i n u e  t o  r e c e i v e  o t h e r  r e g u l a r  

u n i v e r s i t y  e m p l o y e r - p a i d  b e n e f i t s  b u t  w i l l  n o t  a c c r u e  

a n n u a l  l e a v e ,  t e m p o r a r y  d i s a b i l i t y  l e a v e ,  o r  P E R S / T R S  

c r e d i t s .  ( T h e  c o g n i z a n t  p e r s o n n e l  o f f i c e  m u s t  n o t i f y  t h e  

p a y r o l l  a c c o u n t a n t  w h e n  a n  e m p l o y e e  is p l a c e d  on  t e m p o r a r y  

d i s a b i l i t y ,  l e a v e  w i t h o u t  p a y  b e c a u s e  o f  w o r k  r e l a t e d  d i s ­

a b i l i t y ,  s o  t h a t  w o r k e r ' s  c o m p e n s a t i o n  i n s u r a n c e  p a y m e n t s  

-for t h e  e m p l o y e e  w i l l  b e  c o n t i n u e d . )  ( 5 - 1 1 - 8 0 )

6." T e m p o r a r y  d i s a b i l i t y  l e a v e  c a n  b e  t a k e n  i n  t e n t h s  o f  an 

h o u r  ( s i x  m i n u t e s ) . ( 3 - 2 4 - 8 0 )

7. T e m p o r a r y  d i s a b i l i t y . l e a v e  m a y  b e  u s e d  b y  t h e  e m p l o y e e  f o r

(a) A n  i l l n e s s ,  d i s a b i l i t y ,  i n j u r y  d r  o t h e r  m e d i c a l  

c o n d i t i o n  o f  t h e  e m p l o y e e .  ( 3 - 2 4 - 8 0 )

(b) A  ..professional a p p o i n t m e n t  w i t h  o r  t r e a t m e n t  p r e s c r i b  

b y  a l i c e n s e d  p h y s i c i a n ,  d e n t i s t ,  o p t o m e t r i s t ,  c h i r o­

p r a c t o r ,  o s t e o p a t h ,  o r  p s y c h o l o g i s t .  ( 3 - 2 4 - 8 0 )

(c) A v o i d a n c e  c f  p a s s i n g  o n  a c o n t a g i o u s  d i s e a s e .  ( 3 - 2 4 -  

7 / 3 0 / 8 0  t 0 4 . 0 3 . 0 5
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(d) C h i l d b i r t h  b y  th e  e m p l o y e e .  T h e  d u r a t i o n  o f  

m a t e r n i t y  l e a v e  s h a l l  b e  d e t e r m i n e d  b y

0 4 . 0 3 . 0 5 ( e ) ( 1 3 )  o f  t h i s  R e g u l a t i o n .

(e) A d o p t i o n  o f  a m i n o r  by  t h e  e m p l o y e e  in c a s e s  w h e r e  

t h e  p r o c e s s  o f  a d o p t i o n  r e q u i r e s  t h e  e m p l o y e e ' s  

a b s e n c e  f r o m  w o r k .

8. T e m p o r a r y  d i s a b i l i t y  l e a v e  m a y  b e  u s e d  w h e n  a n  e m e r g e n c y  

t e m p o r a r y  d i s a b i l i t y  c f  a m e m b e r  o f  t h e  e m p l o y e e ' s  

i m m e d i a t e  f a m i l y  r e q u i r e s  a t t e n d a n c e  o f  t h e  e m p l o y e e .

T h e  f o l l o w i n g  r e s t r i c t i o n s  a p p l y  to s u c h  u s e :

(a) T h e  i m m e d i a t e  f a m i l y  c o n s i s t s  o f: s p o u s e ,  c h i l d ,  

s t e p c h i l d ,  p a r e n t ,  g r a n t p a r e n t ,  o r  s i b l i n g ,  o r  t h e  

s p o u s e ' s  p a r e n t ,  g r a n d p a r e n t ,  o r  s i b l i n g .

(b) T h e  f a m i l y  m e m b e r ' s  m e d i c a l  a p p o i n t m e n t s  a r e  n o t  

c o n s i d e r e d  a n  e m e r g e n c y  u n l e s s  t h e  m e m b e r  d o e s  n o t  

h a v e  t h e  a b i l i t y  t o  k e e p  t h e  a p p o i n t m e n t  w i t h o u t  aid .

(c) T h e  m a x i m u m  n u m b e r  o f  d a y s  o f  p a i d  t e m p o r a r y  

d i s a b i l i t y  l e a v e  p e r m i t t e d  f o r  e a c h  o c c u r r e n c e  

o f  a f a m i l y  m e m b e r ' s  e m e r g e n c y  d i s a b i l i t y  is

f i v e  (5), a n d  t he m a x i m u m  n u m b e r  o f  d a y s  p e r m i t t e d  

p e r  f i s c a l  y e a r  s h a l l  n o t  e x c e e d  t w e n t y  (20).

(d) D u r i n g  a b s e n c e  f o r  a f a m i l y  m e m b e r ' s  e m e r g e n c y  

t e m p o r a r y  d i s a b i l i t y ,  a n n u a l  l e a v e  o r  a b s e n c e  

w i t h o u t  p a y  is c h a r g e d  u n t i l  a d o c t o r ' s  c e r t i f i c a t e  

is s u b m i t t e d .  T h e  s u p e r v i s o r  m a y  a c c e p t  o t h e r  

e v i d e n c e  o f  t h e  f a m i l y  m e m b e r ' s  t e m p o r a r y  d i s ­

a b i l i t y  in h i s / h e r  d i s c r e t i o n .

(e) T e m p o r a r y  d i s a b i l i t y  l e a v e  f o r  e m e r g e n c y  d i s a b i l i t y  

o f  a m e m b e r  o f  the i m m e d i a t e  f a m i l y  m a y  i n c l u d e  

l e a v e  b y  an  e m p l o y e e  to c a r e  f o r  t h e  e m p l o y e e ' s  

s p o u s e  o r  n e w b o r n  c h i l d  in c a s e s  o f  c h i l d b i r t h .

9. T e m p o r a r y  d i s a b i l i t y  i e a v e  m a y  b e  u s e d  to a d m i n i s t e r  or  

a t t e n d  a f u n e r a l .  T h e  e l i g i b i l i t y  r u l e s  f o r  s u c h  u s e  

a r e  as f o l l o w s :

(a) T h e  t e m p o r a r y  d i s a b i l i t y  l e a v e  m u s t  b e  a r r a n g e d  w i t h  

t h e  e m p l o y e e ' s  d e p a r t m e n t  h e a d  a n d / o r  s u p e r v i s o r .

(b) T e m p o r a r y  d i s a b i l i t y  l e a v e  u s e d  to a d m i n i s t e r  a 

f u n e r a l  is l i m i t e d  t o  t h e  f u n e r a l  o f  t h e  e m p l o y e e ' s  

i m m e d i a t e  f a m i l y  i n c l u d i n g :  s p o u s e ,  c h i l d ,  s t e p ­

c h i l d ,  p a r e n t ,  g r a n d p a r e n t ,  c r  s i b l i n g ,  o r  t h e  

s p o u s e ' s  p a r e n t ,  g r a n d p a r e n t ,  o r  s i b l i n g .

3-24-80 0 4 . 0 3 .05(e)
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(c) T h e  m a x i m u m  t e m p o r a r y  d i s a b i l i t y  l e a v e  p e r m i t t e d  f o r  

a f u n e r a l  i s  f i v e  (5) c o n s e c u t i v e  w o r k  d a y s .

(d) U p  t o  o n e  (1) w o r k  d a y  is t h e  l i m i t  o f  t e m p o r a r y

d i s a b i l i t y  l e a v e  to  a t t e n d  t h e . f j n e r a l  o f  a r e l a t i v e  

n o t  in t h e  iircnediate f a m i l y .

(e) F o r  t h e  d e a t h  o f  an e m p l o y e e ,  t h e  d e p a r t m e n t  h e a d  

d e t e r m i n e s  t h e  n u m b e r  o f  p e r s o n s  w h o  m a y  a t t e n d .  U p  

to o n e - h a l f  o f  a d a y  o f  t e m p o r a r y  d i s a b i l i t y  l e a v e  

is p e r m i t t e d ,  and t h e  a t t e n d a n c e  m u s t  b e  r e p o r t e d  as 

d i s a b i l i t y  l e a v e .

10. T e m p o r a r y  d i s a b i l i t y  l e a v e  m a y  b e  t a k e n  as  t e r m i n a l  l e a v e  

o n l y  in t h e  e v e n t  t he e m p l o y e e  m e e t s  all r e q u i r e m e n t s  fftr 

t a k i n g  as  s e t  o u t  h e r e i n .

11. T e m p o r a r y  d i s a b i l i t y  l e a v e  is p a i d  a t  t h e  e m p l o y e e ' s  

r e g u l a r  r a t e  o f  p a y  e f f e c t i v e  f o r  t h e  t i m e  p e r i o d  f o r  

w h i c h  l e a v e  is t a k e n .

12. F u l l  p a y m e n t  f c r  a c c u m u l a t e d  t e m p o r a r y  d i s a b i l i t y  l e a v e  

is m a d e  to  b e n e f i c i a r i e s  in c a s e  o f  t h e  d e a t h  o f  an  

e m p l o y e e  w h i l e  e m p l o y e d  b y  t h e  U n i v e r s i t y .

13. T e m p o r a r y  d i s a b i l i t y  l e a v e  p a y m e n t s  a r e  d i s c o n t i n u e d  

i m m e d i a t e l y :

(a) U p o n  e m p l o y e e ' s  r e t u r n  t o  w o r k  s t a t u s ;  o r

(b) U p o n  d e t e r m i n a t i o n  b y  t h e  e m p l o y e e ' s  s u p e r v i s o r  cr 

d e p a r t m e n t  h e a d  w i t h  p r o f e s s i o n a l  m e d i c a l  a d v i c e  

t h a t  t h e  e m p l o y e e  is a b l e  t o  r e t u r n  t o  w o r k ;  o r

(c) U p o n  r e f u s a l  o r  f a i l u r e  b y  t h e  e m p l o y e e  t o  s u b m i t

c l e a r  e v i d e n c e  o f  a q u a l i f y i n g  d i s a b i l i t y  on  r e q u e s t .

(d) W h e n  t h e  e m p l o y e e  is e l i g i b l e  a n d  q u a l i f i e d  f o r  

d i s a b i l i t y  r e t i r e m e n t  u n d e r  t h e  a p p l i c a b l e  S t a t e  

R e t i r e m e n t  S y s t e m  o r  S o c i a l  S e c u r i t y ;  o r

(e) U p o n  e x h a u s t i o n  o f  e a r n e d  t e m p o r a r y  d i s a b i l i t y  l e a v e .

14. T e m p o r a r y  d i s a b i l i t y  l e a v e  r e q u e s t s  w h i c h  a r e  n o t  c o v e r e d  

in t h i s  s e t  o f  r u l e s  a nd w h i c h  a r e  r e q u e s t s  f o r  s p e c i a l  

c o n s i d e r a t i o n  a r e  to be s u b m i t t e d  t h r o u g h  a d m i n i s t r a t i v e  

c h a n n e l s  t o  t h e  c o g n i z a n t  P e r s o n n e l  O f v i c e .  T h e  P e r s o n n e l  

O f f i c e ,  a f t e r  e v a l u a t i o n ,  f o r w a r d s  i ts r e c o m m e n d a t i o n s  to 

t h e  c o g n i z a n t  C h a n c e l l o r  o r  V i c e  P r e s i d e n t  f o r  f i n a l  

d e t e r m i n a t i o n .  C o p i e s  o f  r e q u e s t s ,  r e c o m m e n d a t i o n s  a n d  

f i n a l  d e t e r m i n a t i o n s  s h a l l  b e  p r o v i d e d  to  t h e  O f f i c e  o f  

H u m a n  R e s o u r c e  D e v e l o p m e n t .
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15. T o  q u a l i f y  f o r  t e m p o r a r y  d i s a b i l i t y  l e a v e  b e n e f i t s ,  t h e  

e m p l o y e e  is r e q u i r e d  to m a k e  p r o p e r  n o t i f i c a t i o n  as 

f o l l o w s :

(a) T h e  e m p l o y e e  w h o  is a b s e n t  b e c a u s e  o f  i l l n e s s  m u s t  

n o t i f y  o r  h a v e  a n o t h e r  n o t i f y  h i s / h e r  s u p e r v i s o r  o r  

d e p a r t m e n t  h e a d  w i t h i n  t h e  f i r s t  h a l f  o f  t h e  n o r m a l l y  

s c h e d u l e d  w o r k  day. F a i l u r e  to n o t i f y  w i l l  r e s u l t  in 

d e n i a l  o f  t e m p o r a r y  d i s a b i l i t y  l e a v e  u n l e s s  t h e  

i m m e d i a t e  s u p e r v i s o r  o r  d e p a r t m e n t  h e a d  d e c i d e s  t h e  

c i r c u m s t a n c e s  j u s t i f y  a waiver-.

(b) U n l e s s  it is k n o w n  t h e  e m p l o y e e ' s  a b s e n c e  is e x p e c t e d ,  

t h e  e m p l o y e e  m u s t  c o n t i n u e  to  n o t i f y  t h e  s u p e r v i s o r

o r  d e p a r t m e n t  h e a d  e a c h  n o r m a l  w o r k  d a y  o f  an  a b s e n c e  

f o r  d i s a b i l i t y .

(c) F o r  d i s a b i l i t y  o f  m o r e  t h a n  t h r e e  (3) c o n s e c u t i v e  

w o r k i n g  d a y s ,  or  f o r  s h o r t e r  p e r i o d s  w h e r e  l e a v e  is 

c l a i m e d  f r e q u e n t l y  o r  in a n y  c a s e  w h e r e  l e a v e  is 

c l a i m e d  a f t e r  d e n i a l  o f  s u c h  l e a v e  b y  t h e  s u p e r v i s o r ,  

e m p l o y e e s  L / e  to p r o v i d e  to  s u p e r v i s o r s  o r  d e p a r t m e n t  

h e a d s  s t a t e m e n t s  o r  c e r t i f i c a t e s  f r o m  t h e  e m p l o y e e ' s  

p h y s i c i a n  as p r o o f  o f  n e e d  f o r  d i s a b i l i t y  l e a v e .  T h e  

e m p l o y e e  is a l s o  to p r o v i d e  a s t a t e m e n t  o r  c e r t i f i c a t e  

as p r o o f  t h a t  the e m p l o y e e  is c a p a b l e  o f  r e t u r n i n g  t o  

w o r k .  T h e  s u p e r v i s o r  o r  d e p a r t m e n t  h e a d  m a y  e x e r c i s e  

d i s c r e t i o n  t o  a c c e p t  e t h e r  e v i d e n c e  in l i e u  o f  e i t h e r  

C "  b o t h  o f  t h e s e  r e q u i r e m e n t s .

(d) D u r i n g  p e r i o d s  o f  e x t e n d e d  t e m p o r a r y  d i s a b i l i t y  l e a v e  

w i t h  p a y ,  i . e . ,  n o r m a l l y  a f t e r  t w o  b i - w e e k l y  p a y  p e r i o d s  

o r  o n e  m o n t h ,  the e m p l o y e e  w i l l  p r o v i d e  t o  s u p e r v i s o r s  

o r  d e p a r t m e n t  h e a d s  s t a t e m e n t s  a t  r e g u l a r  i n t e r v a l s  

f r o m  t h e  e m p l o y e e ' s  p h y s i c i a n  s t a t i n g  t h e  c o n d i t i o n

o f  t h e  e m p l o y e e  w i t h  r e g a r d  to a v a i l a b i l i t y  f o r  r e t u r n  

to w o r k  s t a t u s .

(e) D u r i n g  d i s a b i l i t y  o f  a n y  d u r a t i o n ,  r e g a r d l e s s  o f  h o w  

l o n g  o r  s h o r t ,  t h e  e m p l o y e e  s h o u l d  p r o v i d e  t h e  s u p e r ­

v i s o r  o r  d e p a r t m e n t  h e a d  w i t h  a s  m u c h  a d v a n c e  n o t i c e  

as p o s s i b l e  o f  t h e  a n t i c i p a t e d  b e g i n n i n g  a n d  e n d i n g  

d a t e s  o f  t h e  d i s a b i l i t y .

15. It is t h e  p o l i c y  o f  t h e  U n i v e r s i t y  to r e c o g n i z e  s u b s t a n c e  

a b u s e  as a t r e a t a b l e  d i s e a s e .  T h e r e f o r e ,  a n y  e m p l o y e e  

s u f f e r i n g  f r o m  a l c o h o l i s m  o r  o t h e r  f o r m  o f  s u b s t a n c e  

' a b u s e ,  w i l l  r e c e i v e  t h e  s a m e  c o n s i d e r a t i o n  t h a t  is 

e x t e n d e d  to e m p l o y e e s  h a v i n g  a n y  o t h e r  d i s a b i l i t y  o r  

d i s e a s e .
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TEMPORARY DISABILITY LEAVE OF ABSENCE WITHOUT PAY

1. Temporary disability leave of absence without 
pay status may be granted by the supervisor,
but only after an eligible employee has exhausted 
all accrued temporary disability leave with pay 
and accrued annual leave. Temporary disability 
leave of absence without pay may be granted for 
a period no longer than the earlier of (1) 90 
calendar days, or (2) until the employee has 
qualified for medical and life coverage under 
the disability provisions of the appropriate 
state retirement system, or (3) the employee has 
qualified for the University's long-term disability 
plan.

2. The employee's supervisor shall promptly notify 
the appropriate University personnel office which, 
in turn, shall promptly notify the University's 
central payroll division, when an employee has 
been granted temporary disability leave of absence 
without pay status. The payroll division shall
be responsible for securing suitable medical and 
life insurance coverage for the individual concerned.

3. An employee granted temporary disability leave of 
absence without pay status shall receive the same 
medical and life insurance benefits which would 
accrue to that -.mployee if he/she were on temporary 
disability leave of absence with pay status, with 
the cost of such insurance coverage being paid by 
the University for the duration of the approved 
leave.

07/14/81 04.03.06
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D u r i n g  t h e  l e a v e  t h e  e m p l o y e e  is e n t i t l e d  t o  f u l l  r i g h t s  a n d  

p r i v i l e g e s  as  if  h e / s h e  w e r e  in r e g u l a r  s e r v i c e  e x c e p t  t h a t  h e / s h e  

s h a l l  n o t  r e c e i v e  s a l a r y  a n d  w i l l  n o t  a c c u m u l a t e  a n n u a l  o r  t e m p o r a r y  

d i s a b i l i t y  l e a v e .  T h e  e m p l o y e e  m a y  c o n t i n u e  t h e  h e a l t h / l i f e  i n s u r a n c e  

a n d  r e t i r e m e n t  p r o g r a m s  to  t h e  e x t e n t  a l l o w e d  b y  l a w ,  a n d  s h a l l  p a y  

t h e  e m p l o y e e  a n d  t h e  U n i v e r s i t y ' s  p o r t i o n s  o f  a n y  c o s t .  L e a v e  o f  

a b s e n c e  w i t h o u t  p a y  w i l l  a p p l y  t o  a n y  u n p a i d  l e a v e  o f  a b s e n c e  in 

e x c e s s  o f  t e n  ( 10) w o r k i n g  d a y s .

L e a v e  o f  a b s e n c e  m a y  b e  g r a n t e d  f o r  a v a r i e t y  o f  p u r p o s e s .  L e a v e  

o f  a b s e n c e  m a y  b e  g r a n t e d  f o r  u p  t o  o n e  y e a r ,  a n d  m a y  b e  r e n e w e d  f o r  

u p  to  o n e  a d d i t i o n a l  y e a r .  A  p e r m a n e n t  e m p l o y e e  s h a l l  b e  e n t i t l e d  

to  a l e a v e  o f  a b s e n c e  to s e r v e  in v h e  a r m e d  f o r c e s  o f  t h e  U n i t e d  

S t a t e s  a n d  s h a l l  b e  e n t i t l e d  to r e e m p l o y m e n t  b e n e f i t s  as  r e q u i r e d  

b y  S e c t i o n  9 o f  t h e  U n i v e r s a l  M i l i t a r y  T r a i n i n g  a n d  S e r v i c e  A c t  as 

a m e n d e d  ( 5 0  U S C  5 4 9 ) .  T h e  j u s t i f i c a t i o n  a n d  m e r i t  o f  an  a p p l i c a t i o n  

f o r  l e a v e  o f  a b s e n c e  s h a l l  b e  a s s e s s e d  in e a c h  i n d i v i d u a l  c a s e .

U n l e s s  o t h e r w i s e  a g r e e d  in w r i t i n g ,  t h e  l e a v e  r e c i p i e n t  s h a l l  

r e t u r n  to t h e  s a m e  p o s i t i o n  w h i c h  h e / s h e  o c c u p i e d  b e f o r e  l e a v i n g ,  . 

o r ,  i f  t h e  p o s i t i o n  no  l o n g e r  e x i s t s ,  to a c o m p a r a b l e  p o s i t i o n .

A n  e m p l o y e e  w i s h i n g  to t a k e  l e a v e  o f  a b s e n c e  s h a l l  a p p l y  t o  t h e  

i m m e d i a t e  s u p e r v i s o r .  T h e  a p p l i c a t i o n  s h a l l  b e  f o r w a r d e d  t h r o u g h  

n o r m a l  a d m i n i s t r a t i v e  c h a n n e l s ,  w i t h  r e c o m m e n d a t i o n s  b e i n g  a d d e d  

a t  e a c h  l e v e l ,  to t h e  a p p r o p r i a t e  c h a n c e l l o r  w h o  s h a l l  t h e n  n o t i f y  

t h e  a p p l i c a n t  in w r i t i n g  o f  t h e  d e c i s i o n .  N o t i f i c a t i o n  s h a l l  a l s o

b e  s e n t  to t h e  P r e s i d e n t  o f  t h e  U n i v e r s i t y .

T h e  a p p l i c a n t  m a y  w i t h d r a w  a n  a p p l i c a t i o n  f o r  l e a v e  o f  a b s e n c e  

p r i o r  to t h e  m a k i n g  o f  a m o r a l  o r  l e g a l  c o m m i t m e n t  b y  t h e  U n i v e r s i t y

o r  c h a n g e  o f  p o s i t i o n  b y  t h e  U n i v e r s i t y .

Leave of Absence Without Pay 04.03.08(d'
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ANNUAL LEAVE

The use of annual leave is governed- by the following:

1. Anyone transferring from a position that provides 
annual leave to one which does not shall have his 
or her accumulated balance, up to a maximum of 
240 hours, paid off as of the effective date of 
the termination of former status. The annual leave 
accrual rate is determined by the date of hire into
a position which provides annual leave, not including 
years of university employment when an employee is 
in a status which does not permit the accrual of 
annual leave.

2. Annual leave does not accrue during sabbatical leave, 
leave without pay, professional development leave, or 
terminal leave. "Terminal leave," as used herein is 
leave at the conclusion of employment by the univer­
sity when the employee is either paid off for his or 
her accrued leave or is kept on the payroll to cover 
the period of time for which the employee has pre­
viously accrued annual leave.

3. Annual leave payments will not be continued after 
the date of termination or retirement.

4. Temporary employees do not accrue annual leave.

5. Faculty on academic-year appointments do not accrue 
annual leave. However, they receive time-off, as pro­
vided in regents' policy 04.03.09.

6. Annual leave may be used as it is accrued at times 
agreed to by the employee and his or her supervisor.

7. All use of annual leave must be recorded on a Univer­
sity of Alaska time sheet, with the cognizant super­
visor's signature affixed.
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J u r y  D u t y : In o r d e r  that  U n i v e r s i t y  e m p l o y e e s  na y f u l f i l l  t h ei r
c i v i c  r e s p o n s i b i l i t y  as ju ro r s or w i t n e s s e s ,  p e r m a n e n t  e m p l o y e e s  
are g r a n t e d  l e a v e  of a b s e n c e  w i t h  pay for t h es e p u r p o s e s .

A. Def init i o n : J u r y  d u t y  or d u t y  as a co urt  w i t n e s s  is that 
s e r v i c e  and  time s p e n t  a w a y  f r o m  a U n i v e r s i t y  job as a 
r es u l t  of a s u b p o e n a  i s s u e d  by a co urt . S e r v i c e  as a 
v o l u n t e e r  e x p e r t  w i t n e s s  or o t h e r  v o l u n t e e r  court duty  is 
not i n c l u d e d  in the p r o v i s i o n s  of this l e av e of a b s e n c e .

B . R e g u l a t i o n s ;

1. D e p a r t m e n t  h e a d s  are a u t h o r i z e d  to gr an t su ch  leave 
w i t h  pay u p o n  the p r e s e n t a t i o n  of a s u b p o e n a  by the 
e m p l o y e e .  A r e c o r d  of a b s e n c e s  for th ese p u r p o s e s  
w i l l  be m a i n t a i n e d  and  r e p o r t e d  as " j u r y  d u t y"  l eav e 
w i t h  pay.

2. It is the r e s p o n s i b i l i t y  of the e m p l o y e e  to k e e p  her 
or his s u p e r v i s o r  or d e p a r t m e n t  head  i n f o r m e d  of the 
a n t i c i p a t e d  time to be sp ent  a w a y  f r o m  the job for 
this p u r p o s e .

3. The e m p l o y e e ' s  r e g u l a r  u n i v e r s i t y  pay w il l c o n t i n u e  to 
be pa i d d u r i n g  s u c h  l e a v e s  of a b s e n c e .

4. An y pay r e c e i v e d  by e m p l o y e e s  f r o m  a c ou rt s y s t e m  for 
s e r v i c e  on ju ry  d u t y  or as c o u r t  w i t n e s s  d u t y  w i l l  
p r o m p t l y  be r e t u r n e d  by the e m p l o y e e  to the U n i v e r s i t y  
to o f f s e t  part  of the c o s t  of su ch  a b s e n c e s .

5. T e m p o r a r y  e m p l o y e e s  r e c e i v e  l e a v e  w i t h o u t  pay f r o m  the 
U n i v e r s i t y  for jury  duty. Th at  is, they are not paid 
by the U n i v e r s i t y  for s u c h  duty  and thus they ma y 
r e t a i n  pay they r e c e i v e  f r o m  the c ou rt  s y s t e m  for jury 
s e r v i c e .
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M i l i t a r y  L e a v e

A p e r m a n e n t  e m p l o y e e  who is a m e m b e r  of a r e s e r v e  c o m p o n e n t  
of the U n i t e d  S t a t e s  A r m e d  F o r c e s  is e n t i t l e d  to a l ea v e of 
a b s e n c e  w i t h o u t  loss of pay for all days d u r i n g  w h i c h  the 
e m p l o y e e  is r e q u i r e d  to s e r v e  in o r d e r  to k e e p  c u r r e n t  his 
or he r s t a t u s  w i t h  the N a t i o n a l  G u a r d  or R e s e r v e  F o r c e s .
S u c h  l e a v e s  of a b s e n c e  w i t h  pay ma y  not e x c e e d  I 6V 2 w o r k i n g  

days  in one c a l e n d a r  year.

F o r  o t h e r  than  t r a i n i n g  p e r i o d s  d i s c u s s e d  abo ve , p e r m a n e n t  
e m p l o y e e s  of the U n i v e r s i t y  are e n t i t l e d  to a m i l i t a r y  leave 
or a b s e n c e  w i t h o u t  pay to s e r v e  in the A r m e d  F o r c e s  of the 
U n i t e d  S t a t e s  and s h a l l  be e n t i t l e d  to s t a t u t o r y  
r e e m p l o y m e n t  b e n e f i t s  p r o v i d e d  for by f e d e r a l  law.
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P A R T  IV 

P E R S O N N E L  
C H A P T E R  X 

S E X U A L  H A R A S S M E N T

I n t r o d u c t i o n  0 4 . 1 0 . 0 1

S e x u a l  h a r a s s m e n t  is a f o r m  of e m p l o y e e  or s t u d e n t  m i s c o n d u c t  

w h i c h  u n d e r m i n e s  the i n t e g r i t y  of the w o r k i n g  an d  l e a r n i n g  
e n v i r o n m e n t .  All m e m b e r s  of the U n i v e r s i t y  c o m m u n i t y  s h o u l d  be 
a b l e  to w o r k  a n d  l ea rn  in an e n v i r o n m e n t  free  from  c o n d u c t  or 
b e h a v i o r  cf a s e x u a l  n a t u r e  c o m m o n l y  u n d e r s t o o d  by p e r s o n s  of 
a v e r a g e  s e n s i b i l i t i e s  as b e i n g  i n h e r e n t l y  h a rm fu l or o f f e n s i v e .  
As a m a t t e r  of p o l i c y ,  the U n i v e r s i t y  of A l a s k a  s e e k s  to p r e v e n t  
s e x u a l  h a r a s s m e n t  of its e m p l o y e e s ,  stu de nt s' -a nd  a p p l i c a n t s  for 
e m p l o y m e n t  or a d m i s s i o n .

It is u n d e r s t o o d  th a t i n d i v i d u a l s  p o s s e s s  d i f f e r e n t  p e r c e p t i o n s  

a n d  c u l t u r a l  b a c k g r o u n d s  w h i c h  may  ma k e it m o r e  d i f f i c u l t  for 
som e to r e c o g n i z e  c e r t a i n  c o n d u c t  or b e h a v i o r  a s  b e in g a f or m of 
s e x u a l  h a r a s s m e n t .  • S i m i l a r l y ,  some i n d i v i d u a l s  may be 
u n r e a s o n a b l y  s e n s i t i v e  to c e r t a i n  c o n d u c t  or b e h a v i o r  of a s e x u a l  
n a t u r e  w h i c h  w o u l d  no t be c o m m o n l y  u n d e r s t o o d  by p e r s o n s  of 
a v e r a g e  s e n s i b i l i t i e s  as b e i n g  i n h e r e n t l y  h a r m f u l  or o f f e n s i v e .

G i v e n  the s u b s t a n t i a l  p o s s i b i l i t i e s  for s i m p l e  m i s u n d e r s t a n d i n g s ,  

as w e l l  as the p o t e n t i a l  ha r m to i n n o c e n t  p a r t i e s  w h o  m ay  be 
s u b j e c t e d  to f al se  or m a l i c i o u s  c l a i m s  of s e x u a l  h a r a s s m e n t ,  the 
U n i v e r s i t y  a d m i n i s t r a t i o n  s h a l l  p r o m u l g a t e  a p p r o p r i a t e  
r e g u l a t i o n s  for the i n v e s t i g a t i o n  a n d  r e s o l u t i o n  of s e x u a l  
h a r a s s m e n t  c o m p l a i n t s ,  i n c l u d i n g  a m a n d a t o r y  r e q u i r e m e n t  that 
a g g r i e v e d  p a r t i e s  mu s t p a r t i c i p a t e  in i n f o r m a l  and c o n f i d e n t i a l  
r e s o l u t i o n  e f f o r t s  b e f o r e  they may  r e s o r t  to the e s t a b l i s h e d  
g r i e v a n c e  p r o c e d u r e .

D e f i n i  tion 0 4 . 1 0 . 0 2

A . Se xual h a r a s s m e n t  in cl ud es ,  but is not l i m i t e d  to, u n w e l c o m e  

s e x u a l  a d v a n c e s ,  requests^ for s e x u a l  f av ors , or o t h e r  ve r ba l 
or p h y s i c a l  c o n d u c t  of a s e x u a l  n a t u r e  wh er e :
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PART IV 
PERSONNEL 
C H APT ER X 

S E XUA L H A R A S S M E N T
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a form of employ ee or student misconduct 
which u nde rmines the integrity of the w o r k i n g  and learning 
environment. Civil rights enforcement agen cies also consider 
sexual harassment to be a special fornr of sex d iscri m i n a t i o n  in 
violat ion of various state and federal civil rights laws. As a 
matter of policy, the Univers ity of Alaska seek3 to prevent 
sexual harassment of its employees, students and applicants for 
employment or idmission.

B. Rights and Responsibilities

In or de r to p r e s e r v e  the rights of all m e m b e r s  of the  U n i v e r s i t y  
c o m m u n i t y  to work, live  and l ea rn  in an e n v i r o n m e n t  free fro m 
sex ual  h a r a s s m e n t  and, also, to p r o t e c t  the l e g i t i m a t e  p r i v a c y  
i n t e r e s t s  of i n n o c e n t  p a r t i e s ,  the U n i v e r s i t y  p r o v i d e s  a s p e c i a l  
f o r u m  for the in fo rm al  and c o n f i d e n t i a l  r e s o l u t i o n  of se xu al  
h a r a s s m e n t  c o m p l a i n t s .  All p a r t i e s  m u s t  e x h a u s t  the i n f o r m a l  
rem e di es  d e s c r i b e d  h e r e i n  be fo re they re sor t to the e s t a b l i s h e d  
formal g r i e v a n c e  p r o c e d u r e .  in a d d i t i o n ,  the p a r t i e s  ha ve  the 
fo l lo wi ng  s pe cia l r e s p o n s i b i l i t i e s :

1. The U n i v e r s i t y  a d m i n i s t r a t i o n  is r e s p o n s i b l e  for p r o m o t i n g  a 
p o s i t i v e  w o r k i n g  and l e a r n i n g  e n v i r o n m e n t  w h e r e  all p e r s o n s  
are free to d i s c u s s  a n y  p r o b l e m s  or q u e s t i o n s  they m a y  have 
c o n c e r n i n g  sexual h a r a s s m e n t  at the U n i v e r s i t y ,  w i t h o u t  fear 
of i n t i m i d a t i o n  or rep ri sal . To that end, the U n i v e r s i t y  
a d m i n i s t r a t i o n  shall w i d e l y  d i s s e m i n a t e  t hes e r e g u l a t i o n s  and 
the p o l i c y  p r o h i b i t i n g  se xua l h a r a s s m e n t  so that all m e m b e r s  
of the U n i v e r s i t y  c o m m u n i t y  are f ull y i n f o r m e d  of their 
rig hts  and r e s p o n s i b i l i t i e s .

2. S u p e r v i s o r s  are r e s p o n s i b l e  for m a i n t a i n i n g  a p o s i t i v e  
w o r k i n g  and l e a rn in g e n v i r o n m e n t ,  s et t i n g  a g o o d  e x a m p l e  for 
o t h e r s  and p r o m p t l y  i n v e s t i g a t i n g  all c o m p l a i n t s  of sexual 
h a r a s s m e n t  to d e t e r m i n e  what, if any, r e m e d i a l  a c t i o n  ma y be 
w a r r a n t e d .  in r e s o l v i n g  se xu a l  h a r a s s m e n t  c o m p l a i n t s ,  
s u p e r v i s o r s  sho uld  seek a d v i c e  and g u i d a n c e  from the 
a f f i r m a t i v e  ac ti on  o f f i c e r s  and c o o p e r a t e  f u l l y  with  their 
e f f o r t s  to re so lv e any c o m p l a i n t s  r e f e r r e d  to the a f f i r m a t i v e  
a c t i o n  o f f i c e r s  by other p a r t ie s.  S u p e r v i s o r s  s ho u l d  s t r i v e

A. Po licy Restated 

Sexual harassment is
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first and f o r e m o s t  to p r e v e n t  a n y  r e c u r r e n c e  of p r o h i b i t e d
a c t i v i t i e s  or r e t a l i a t i o n  a g a i n s t  v i c ti ms .

3. An a g g r i e v e d  p a r t y  s h o u l d  tr y to tell the a g g r e s s o r  d i r e c t l y  
th a t his  or her b e h a v i o r  is u n w e l c o m e ,  h a r m f u l  or o f f e n s i v e  
to the a g g r i e v e d  pa rt y.  (S ome  o f f e n d e r s  m a y  be g e n u i n e l y  
o b l i v i o u s  to the e f f e c t  of their w o r d s  or c o n d u c t  on other 
p e o p l e  and w ou ld  be w i l l i n g  to c h a n g e  if o n l y  th e y kn e w they  
w e r e  h u r t i n g  or. o f f e n d i n g  so me o n e . )  In a d d i t i o n ,  a g g r i e v e d  
p a r t i e s  ar e s t r o n g l y  e n c o u r a g e d  to r e p o r t  the i n c i d e n t  to 
s o m e  r e s p o n s i b l e  U n i v e r s i t y  o f f i c i a l ,  p r e f e r a b l y  the 
a f f i r m a t i v e  a c t i o n  o f f i c e r  or the o f f e n d e r ' s  s u p e r v i s o r ,  so 
as to m i n i m i z e  the risk of re pe a t  i n c i d e n t s  or r e t a l i a t i o n  by 
the a g g r e s s o r .  A g g r i e v e d  p a r t i e s  m u s t  m a k e  r e a s o n a b l e ,  good 
f ai th e f f o r t s  to r es o l v e  their c o m p l a i n t s  on an informal 
b a s i s  be f o r e  they  r e s o r t  to the for ma l g r i e v a n c e  p roc es s.

4. The a f f i r m a t i v e  a c t i o n  o f f i c e r s  hav e the a u t h o r i t y  and the 
r e s p o n s i b i l i t y  to i n v e s t i g a t e  ail se xu al  h a r a s s m e n t  
c o m p l a i n t s  and sh o u l d  s t r i v e  to f a c i l i t a t e  the informal 
r e s o l u t i o n  of any c o m p l a i n t s  b r o u g h t  to their a t t en ti on . 
U p o n  r eq ue st,  the a f f i r m a t i v e  a c t i o n  o f f i c e r s  will pr o v i d e  
c o u n s e l i n g  and s u p p o r t  to v i c t i m s ,  s u p e r v i s o r s  and other 
i n t e r e s t e d  p a r t i e s .  A f f i r m a t i v e  a c t i o n  o f f i c e r s  shall also 
s e rv e as e x p e r t  a d v i s o r s  to the g r i e v a n c e  c o u n c i l s .  In this 
c a p a c i t y ,  th ey  shall of fer their be s t p r o f e s s i o n a l  j u d g m e n t  
as to w h e t h e r  c e r t a i n  a l l e g a t i o n s ,  if true, w o u l d  c o n s t i t u t e  
se x u a l  h a r a s s m e n t .

5. Th e g r i e v a n c e  c o u n c i l  shall first d e t e r m i n e  whet her  an 
a g g r i e v e d  p a r t y  has ma de  r e a s o n a b l e ,  g o o d  faith e f fo rt s to 
e x h a u s t  the s p e ci al , i nf or mal  r e m e d i e s  a v a i l a b l e  to se xua L 
h a r a s s m e n t  v i c t i m s  under these r e g u l a t i o n s .  If the cou nci l 
d e t e r m i n e s  that the a g g r i e v e d  p a r t y  has not m ad e re aso na bl e,
g o o d  faith e f f o r t s  to re s o l v e  his or her c o m p l a i n t  on an
i n f or ma l basis, it shall r ec om m e n d  w i t h d r a w a l  or d i s m i s s a l  of 
the c h a r ge s . If the c ou n c i l  d e t e r m i n e s  that the a g g r i e v e d  
p a r t y  has s a t i s f i e d  his or her r e s p o n s i b i l i t i e s  to at t e m p t
i n f o r m a l  r e s o l u t i o n  or if the c o u n c i l  d e t e r m i n e s  that such 
e f f o r t s  wo uld have been fu t i l e  under the c i r c u m s t a n c e s  of a 
p a r t i c u l a r  case, it shall p r o c e e d  to c o n s i d e r  the me ri t s  of 
the c o m p l a i n t .  A b s e n t  c o m p e l l i n g  r ea so ns  to the co nt rary, 
the g r i e v a n c e  c o u n c i l s  shall g i v e  s u b s t a n t i a l  w e i g h t  to the 
e x p e r t  ad vi c e  of their a f f i r m a t i v e  a c t i o n  o f f i c e r s  reg ard in g 
the s u b s t a n c e  of se xu al  h a r a s s m e n t  c o m p l a i n t s .
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C. D e f i n i t i o n s

1. "Sexual h a r a s s m e n t "  inc lud es , but is not li mi ted  to, 
u n w e l c o m e  s ex u a l  a d v a n c e s ,  r e q u es ts  for se xu al  favors, or 
o t he r ve rb a l  or p h y s i c a l  c o n d u c t  of a sex ual  n a t u r e  where:

a. 1.) S u b m i s s i o n  to said c o n d u c t  is made, e it h e r  e x p l i c i t l y
or i m p l i c i t l y ,  a te r m or c o n d i t i o n  of an i n d i v i d u a l ' s  
e m p l o y m e n t  or e d u c a t i o n ;  or

2.) S u b m i s s i o n  to or r e j e c t i o n  of such  c o n d u c t  by an 
i n d i v i d u a l  is used as the b a s i s  for e m p l o y m e n t  or 
a c a d e m i c  d e c i s i o n s  a f f e c t i n g  that i n d i v i du al ; or

3.) Such  c o n d u c t  has the p u r p o s e  or n e c e s s a r y  e ff e c t  of 
u n r e a s o n a b l y  i n t e r f e r i n g  w i t h  an  i n d i v i d u a l ' s  work  or 
a c a d e m i c  p e r f o r m a n c e  or c r e a t i n g  a h o s t i l e ,  
i n t i m i d a t i n g  or o f f e n s i v e  w o r k i n g  or l e a r n i n g  
e n v i r o n m e n t ;  AND

b. 1.) Such c o n d u c t  or b e h a v i o r  was k n o wn  by the ac tor to be
u n w e l c o m e ,  h a r m f u l  or o f f e n s i v e ;  or

2.) A p e r s o n  of a v e r a g e  s e n s i b i l i t i e s  w o u l d  c l e a r l y  have 
u n d e r s t o o d  that the b e h a v i o r  or c o n d u c t  was 
u n w e l c o m e ,  h a r m f u l  or of f e n s i v e .

2. "L ea rni ng  e n v i r o n m e n t "  is d e f i n e d  as the p r e m i s e s  of the 
U n i v e r s i t y  of A l a s k a  S t a t e w i d e  S y s t e m  or a n y site w h e r e  
e d u c a t i o n a l  p r o g r a m s  and a c t i v i t i e s  are c o n d u c t e d  in the na m e 
of the U n i v e r s i t y  of A l a s k a  or any un it  t he re o f inc luding, 
but not lim it ed  to, c l a s s r o o m s ,  l i br ar i es , ca m pu s g r o u n d s  and 
s t u d e n t  and e m p l o y e e  living qu ar t e r s .

3. " Wo rk ing  e n v i r o n m e n t "  is d e f i n e d  as an y p la ce  w h er e tne 

b u s i n e s s  of the U n i v e r s i t y  is c o n d u c t e d  in the name of t h e  

U n i v e r s i t y  of A l a s k a  or an y unit thereof.

D. G u i d e l i n e s

The f o l l o u - n g  g u i d e l i n e s  are o ff e r e d  to he l p i n v e s t i g a t o r s  (i.e., 
r e s p o n s i b l e  s u p e r v i s o r s  and a f f i r m a t i v e  a ct i o n  of fi ce rs ) 
d e t e r m i n e  what c o n s t i t u t e s  sexual h a r a s s m e n t  and ho w to deal w i t h  
rela ted  c o m p l a i n t s .

1. P er so ns  who c o m m i t  sex ua l h a r a s s m e n t  are a small m i n o r i t y  of 
i n d i v i d u a l s  who are u n i q u e l y  s i t u a t e d  to have p e r v a s i v e  
i nf l u e n c e  over m a n y  p o t e n t i a l  v i c t i m s .  In this regard, it is
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said that sex ua l h a r a s s m e n t  is a c r i m e  c o m m i t t e d  by the few 
a g a i n s t  the many.

2. I n v e s t i g a t o r s  sho ul d m a k e  e v e r y  r e a s o n a b l e  ef fo r t  to p r e s e r v e  
the c o n f i d e n t i a l i t y  of their in fo rm al  i n v e s t i g a t i o n  and 
r e s o l u t i o n  e f f o r t s  s i n c e  c o m p l a i n t s  of s e x u a l  h a r a s s m e n t  can 
h a v e  a d e v a s t a t i n g  e f f e c t  on all p a r t ie s.

3. Ev e n t ho u g h  o f f e n d e r s  and v i c t i m s  are t y p i c a l l y  in s o m e  sort 
of s u p e r i o r / s u b o r d i n a t e  r e l a t i o n s h i p  to o n e  ano th er , 
i n v e s t i g a t o r s  sh o u l d  be  a w a r e  that the b a l a n c e  of  power can 
be s h i f t e d  the ot her  way. For e x a m p l e ,  a s t u d e h t  could ga in  
s u b s t a n t i a l  p ow er  over a f a c u l t y  m e m b e r  by g r a n t i n g  sexual 
f a vo r s  in e x c h a n g e  for good  g r a d e s  and a p r o m i s e  to keep 
s i l e n t  a b o u t  the a f f ai r.  In the final a n a l y s i s ,  a g g r i e v e d  
p a r t i e s  an d  o f f e n d e r s  can be a n y o n e  of the s a m e  or o p p o s i t e  
g e n d e r .

4. Se x ua l r e l a t i o n s h i p s  b e t w e e n  c o n s e n t i n g  a d u l t 3  do not 
c o n s t i t u t e  sexual h a r a s s m e n t .  T h e se  r e l a t i o n s h i p s  may  give  
rise to l e g i t i m a t e  c l a i m s  by  o t h e r s  of u n p r o f e s s i o n a l  c o n d u c t  
or c o n f l i c t  of i n t e r e s t  and s h ou l d  be t r e a t e d  a cc or d i n g l y .  
S i m i l a r l y ,  ji l t e d  lovers who try to f orc e t hei r a f f e c t i o n s  on 
o t h e r s  m a y  be g u i l t y  of o r d i n a r y  h a r a s s m e n t ,  e ve n  though th ey  
f r e q u e n t l y  v i e w  t h e m s e l v e s  as the "real" v i c t i m s  and not as 
the a g g r e s s o r s .

5. In d e t e r m i n i n g  wh e t h e r  or wh at  d i s c i p l i n a r y  a c t i o n  may  be 
w a r r a n t e d  in an y g i v e n  case, i n v e s t i g a t o r s  sh o ul d give due  
reg ar d for the c u l t u r a l  b a c k g r o u n d s  of the al l e g e d  o f f e n d e r s  
and the v i c t i m s  alike. Wh at  m a y  be a f r i e n d l y  or po lit e 
g e s t u r e  in one s o c i e t y  m a y  c o n s t i t u t e  s o l i c i t a t i o n  or co n s e n t  
in a not he r.

6 . A n o n y m o u s  c o m p l a i n t s  shall not be a c c e p t e d  for i n v e s t i g a t i o n  
u n de r these r e g u l a t i o n s .  S i nc e a l l e g e d  o f f e n d e r s  are 
entit .ed to kno w the i d e n t i t y  of th eir a c c u s e r s  wh en e v e r  
fo r m a l  d i s c i p l i n a r y  a c t i o n  ma y be c o n t e m p l a t e d ,  i n v e s t i g a t o r s  
c a n n o t  guaranty a n o n y m i t y  to c o m p l a i n i n g  p a r t i e s  or 
w i t n e s s e s .  The^ should, h o w e ve r,  m a k e  e v e r y  re as o n a b l e  
e f f o r t  to p r o t e c t  the l e g i t i m a t e  p r i v a c y  i n t e r e s t s  of all 
c o n c e r n e d  p ar ti es.

7. All p e r s o n s  have the legal right to o p p o s e  and voice 
c o m p l a i n t s  a b ou t any U n i v e r s i t y  p r a c t i c e s  wh ich  they 
r e a s o n a b l y  b e l i e v e  c o n s t i t u t e  sex ual  h a r a s s m e n t .  T h e re fo re , 
no U n i v e r s i t y  o f f i c i a l  m a y  take d i s c i p l i n a r y  or o the r adv ers e 
a c t i o n  a g a i n s t  any p er s o n  who g e n u i n e l y  but m i s t a k e n l y  
b e l i e v e s  hi m or h e r s e l f  to be a g g r i e v e d ,  eve n if the
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practices complained of do not, in fact, constitute sexual 
h a r a s s m e n t .

8. Complainants cannot expect to gain immunity from normal 
d i s c i p l i n a r y  rules and procedures simply by filing sexual 
harassment complaints against others.

E. Resolution Procedures

1. A n y  m e m b e r  of the U n i v e r s i t y  c o m m u n i t y  or a p p l i c a n t  for 

e m p l o y m e n t  or a d m i s s i o n  who, in go od  faith, b e l i e v e s  that he 
or she m a y  be a v i c t i m  of se xu a l  h a r a s s m e n t  sho uld
( 1 ) i m m e d i a t e l y  ask the a l l e g e d  o f f e n d e r  to s t o p  d o i n g  the 
u n w e l c o m e ,  h a r m f u l  or o f f e n s i v e  c o n d u c t  A N D / O R  (2) p r o m p t l y  
c o n t a c t  the a f f i r m a t i v e  a c t i o n  o f f i c e r  or a r e s p o n s i b l e  
s u p e r v i s o r  for s u p p o r t  and g u i d a n c e .  S u c c e s s f u l  r e s o l u t i o n  
e f f o r t s  will be g r e a t l y  f a c i l i t a t e d  b y  the t i m e l y  re p or t i n g  
of c o m p l a i n t s . The  m o r e  t i m e  that e l a p s e s ,  the .uore 
d i f f i c u l t  it will be to a s c e r t a i n  the truth of the m a t t e r  and 
take a p p r o p r i a t e  r e m e di al  action.

2. The a f f i r m a t i v e  a c t i o n  o f f i c e r  or r e s p o n s i b l e  s u p e r v i s o r  will 
p r o m p t l y  i n v e s t i g a t e  the c o m p l a i n t  and a t t e m p t  to m e d i a t e  an 
a p p r o p r i a t e  r e s o l u t i o n  by c o n f e r r i n g  w i t h  all c on c e r n e d  
p a r t i e s .

3. Sh ou ld  these in f or ma l r e s o l u t i o n  e f f o r t s  fail to achieve 
s a t i s f a c t o r y  re su lt s w i t h i n  a r e a s o n a b l e  p e r i o d  of time, the 
a g g r i e v e d  p a rt y m a y  t h e r ea ft er  file a formal g r i e v a n c e  
p u r s u a n t  to U n i v e r s i t y  P o l i c y  and R e g u l a t i o n  0 4 .0 4. 01 .

4. The g r i e v a n c e  c o u n c i l  wil l p r o m p t l y  i n v e s t i g a t e  the c o m p l a i n t  
to d e t e r m i n e  w h e t h e r  the p a r t i e s  have  e x h a u s t e d  the informal 
r e s o l u t i o n  p r o c e s s  d e s c r i b e d  in these r e g u l a t i o n s .  If so, 
the g r i e v a n c e  c o u n c i l  shall then s o l i c i t  the e x p e r t  ad vic e of 
the a f f i r m a t i v e  a c t i o n  o f f i c e r  as to wh e t h e r  the a l l e g a t i o n s ,  
if true, would c o n s t i t u t e  sexual h a r a s s m e n t .

5. The a f f i r m a t i v e  act io n o f f i c e r  will ad v i s e  the g r i e v a n c e  
co u n c i l  re gar di ng  the s u b s t a n c e  of the formal charg es.

F. R e m ed ia l Ac t io n

In d e t e r m i n i n g  wh at  r e m e d i a l  a c t i o n  may 
s u p e r v i s o r ^  should c o n s i d e r  the e x t e n t  to wh ich 
or reason sly sh o ul d have k n o w n  that his or 
u n w e l c o m e ,  harm ful  or o f f e n s i v e .  A n y  pe rs on  
se xu al h ar a s s m e n t ,  or ( 2 ) sh i rk s his or her

be a p p r o p r i a t e ,  
the o f f e n d e r  knew  
her c o n d u c t  was 
who (1 ) c om mi ts  
i n v e s t i g a t o r y  or
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s u p e r v i s o r y  • r e s p o n s i b i l i t i e s , or ( 3 )  p r o v i d e s  false w i t n e s s  
a g a i n s t  another,, sh all  be  s u b j e c t  to a p p r o p r i a t e  d i s c i p l i n a r y  
actior* i n c l u d i n g ,  bu t n o t  l i m i t e d  to, r e f e r r a l  to p r o f e s s i o n a l  
counseling-, ora l and w r i t t e n  r e p r i m a n d s ,  p r o b a t i o n ,  s u s p e n s i o n  or 
t e r m i n■: *'n. S o m e  c o e r c i v e  b e h a v i o r ,  s u c h  as* t h r e a t s  or p r o m i s e s
t h a t  auacieraic or e m p l o y m e n t  r e p r i s a l s  o r  r e w a r d s  wi ll  f o l l o w  the 
r e f u s a l  or g r a n t i n g  o f  s e x u a l  favors,.. c o n s t i t u t e s  g r os s  
m i s c o n d u c t  and m a y  p r o v i d e  just  c a u s e  for i m m e d i a t e  t e r m i n a t i o n .

G. T r a i n i n g

T h e  s t a t e w i d e  a f f i r m a t i v e  a c t i o n  o f f i c e r ,  t h r o u g h  the  MAU  
a f f i r m a t i v e  a c t i o n  o f f i c e r s ,  is r e s p o n s i b l e  f o r  p r o v i d i n g
t r a i n i n g  to all U n i v e r s i t y  e m p l o y e e s  c o n c e r n i n g  s e x u a l  h a r a s s m e n t  
i s s u e s  and  p r o c e d u r e s .  T h e  t r a i n i n g  p r o g r a m s  s h o u l d  be  d e s i g n e d  
t o :

1. S e n s i t i z e  e m p l o y e e s  to the ri g ht s and r e s p o n s i b i l i t i e s  of all 
c o n c e r n e d  par ti es ;

2. Pr o v i d e  s u p e r v i s o r s  and a d m i n i s t r a t o r s  w i t h  c u r r e n t  
i n f o r m a t i o n  on a p p l i c a b l e  laws, rules, r e g u l a t i o n s  and 
p r o c e d u r e s ;  and

3. D e m o n s t r a t e  a p p r o p r i a t e  t e c h n i q u e s  for the  c a r e f u l  
i n v e s t i g a t i o n  and m e d i a t i o n  of sex ual  h a r a s s m e n t  a l l e g a t i o n s .

H. D i s s e m i n a t i o n

T h e  U n i v e r s i t y  a d mi ni s tr  - /; shall m a k e  e v e r y  r e a s o n a b l e  ef for t
to in fo r m  all m e m b e r s  of the U n i v e r s i t y  c o m m u n i t y  re ga r d i n g  the 
p r o p e r  p r o c e d u r e s  and p e r s o n s  r e s p o n s i b l e  for h a n d l i n g  sexual 
h a r a s s m e n t  c o m p l a i n t s .  In p a r t i c u l a r ,  this i n f o r m a t i o n  should be 
c o m m u n i c a t e d  to all new  e m p l o y e e s  as an i n t e g r a l  part  of their 
o r i e n t a t i o n  e x p e r i e n c e .
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At t a c h m e n t  M

A c a d e m i c  A d v i s i n g  1 0 . 0 1 . 1 2

E v e r y  s t u d e n t  s hal l ha ve  the o p p o r t u n i t y  to r e c e i v e  a c a d e m i c  
a d v i s i n g  p r i o r  to r e g i s t r a t i o n  as d e t e r m i n e d  by the a p p r o p r i a t e  
a c a d e m i c  unit.

R E G E N T S '  POLICY 1 0 . 0 1 . 1 2

E a c h  a c a d e m i c  MA U s h al l d e v e l o p  p o l i c i e s  an d  p r o c e d u r e s  for 
a c a d e m i c  a d v i s i n g  i n c l u d i n g  a p p r o p r i a t e  f a c u l t y  a n d  s t a f f  
t r a i n i n g  a n d  ti me l y  m a t e r i a l  u pd at es.  T h e s e  p o l i c i e s  and 
p r o c e d u r e s  s h al l  be r e v i e w e d  by the u n i v e r s i t y  p r e s i d e n t ' s  off ic e 
in o r d e r  to p r o m o t e  m a x i m u m  f a c i l i t a t i o n  an d c o o r d i n a t i o n  of 
s y s t e m w i d e  a d v i s i n g .  (3-15-85)

0 3 - 1 5 - 8 5 1 0 . 0 1 . 1 2



$ At t a c h m e n t  N

PART X 10.05.01

A C A D E M I C  P O L I C Y

C h a p t e r  V

R e c r e a t i o n a l  a n d  C o m p e t i t i v e  A t h l e t i c s

P r e a m b l e 1 0 . 0 5 . 0 1

T h e  U n i v e r s i t y  of  A l a s k a  s u p p o r t s  t h e  d e v e l o p m e n t  o f  o p p o r t u n i t i e s  
f o r  m e n  a n d  w o m e n  to p a r t i c i p a t e  i n  r e c r e a t i o n a l  a n d  c o m p e t i t i v e  
a t h l e t i c s  a n c i l l a r y  to a c a d e m i c  d e v e l o p m e n t  t h r o u g h o u t  its system.
T h e  U n i v e r s i t y  w i l l  p r o v i d e  o p p o r t u n i t i e s  for s t u d e n t  p a r t i c i p a t i o n  
in sp o r t s  e x p e r i e n c e s  t h r o u g h  r e c r e a t i o n a l ,  i n t r a m u r a l ,  a n d  e x t r a m u r a l  
p h y s i c a l  a c t i v i t i e s ,  a n d  f u r t h e r  w i l l  d e v e l o p  s e l e c t e d  i n t e r c o l l e g i a t e  
c o m p e t i t i v e  t e a m  p r o g r a m s  w i t h  w h i c h  u n i t s  of the U n i v e r s i t y  o f  
A l a s k a  s y s t e m  a n d  t h e i r  r e s p e c t i v e  c o m m u n i t i e s  c a n  i d e n t i f y . ( 1 2 - 1 1 - 8 1

S t u d e n t  P a r t i c i p a t i o n  1 0 . 0 5 . 0 2

E a c h  c a m p u s  e n c o u r a g e s  t h e  p a r t i c i p a t i o n  o f  e a c h  s t u d e n t  in at 
l e a s t  o n e  sp o r t s  a c t i v i t y  of  l i f e - t i m e  v a l u e  w h i c h  m a y  b e  a c h i e v e d  
t h r o u g h  s p o n t a n e o u s  r e c r e a t i o n a l  p a r t i c i p a t i o n ,  i n t r a m u r a l ,  
e x t r a m u r a l ,  a n d  c o m p e t i t i v e  s p o r t s  p r o g r a m s . ( 1 2 - 1 1 - 8 1 )

P h y s i c a l  A c t i v i t i e s  1 0 . 0 5 . 0 3

A. R e c r e a t i o n a l  A t h l e t i c s  1 0 . 0 5 . 0 3 ( A )

T h e  U n i v e r s i t y  o f  A l a s k a  w i l l  e n c o u r a g e  s p o n t a n e o u s  r e c r e a t i o n a l  
a c t i v i t i e s  b y  p r o v i d i n g  f a c i l i t y  u s e  time. P r i o r i t y  in 
r e c r e a t i o n a l  a t h l e t i c s  w i l l  b e  g i v e n  to s t u d e n t  p a r t i c i p a n t s  
w i t h  o p p o r t u n i t i e s  a v a i l a b l e  to the t o t a l  c a m p u s  c o n s t i t u e n c y .  
T h e s e  o p p o r t u n i t i e s  a r e  i n c l u s i v e  of a l l  c a s u a l  p h y s i c a l  
a c t i v i t i e s  a n d  l i m i t e d  o n l y  b y  the m i n d  o f  the u s e r  a n d  the 
a p p r o p r i a t e n e s s  o f  t h e  f a c i l i t i e s .  T h e  U n i v e r s i t y  of A l a s k a  
w i l l  s t r i v e  to p r o v i d e  the f i s c a l  a n d  p h y s i c a l  s u p p o r t  that is 
n e c e s s a r y  to c r e a t e  th i s  o p p o r t u n i t y . (12-11-81)

B. I n t r a m u r a l  A t h l e t i c s  1 0 . 0 5 . 0 3 ( B )

T h e  U n i v e r s i t y  of  A l a s k a  e n c o u r a g e s  the d e v e l o p m e n t  of c a m p u s
i n t r a m u r a l  s p o r t s  w h i c h  a l l o w s  n o n - v a r s i t y  c o m p e t i t i o n  a m o n g
m e n  a n d  w o m e n  s t u d e n t s  a n d  f a c u l t y - s t a f f  g r o u p s  in a w i d e  
v a r i e t y  of a t h l e t i c  a c t i v i t i e s .  S t u d e n t s  s h o u l d  p l a y  a 
p r i m a r y  r o l e  in the s e l e c t i o n  a n d  m a n a g e m e n t  o f  the p a r t i c u l a r  
i n t r a m u r a l  a c t i v i t i e s  c o n d u c t e d .

12-17-81 10.05.03(B)
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C. E x t r a m u r a l  A t h l e t i c s 10.05.03(C)

I n s t i t u t i o n s  w i t h i n  t h e  U n i v e r s i t y  of  A l a s k a  s y s t e m  m a y  
e s t a b l i s h  a n d  s p o n s o r  t e ams in o r g a n i z e d  c o m p e t i t i v e  p ams 
o u t s i d e  of  the i n s t i t u t i o n  i n c l u d i n g  b u t  n o t  l i m i t e d  t _cy 
l e a g u e s ,  c h u r c h  l e agues, i n t e r  s c h o o l  c o m p e t i t i o n ,  a n d  
o r g a n i z e d  t o u r n a m e n t s .  P r e f e r e n c e  for p a r t i c i p a t i o n  on t n e s e  
t e ams s h a l l  be g i v e n  to c u r r e n t l y  e n r o l l e d  s t u d e n t s .  Rules 
o f  c o m p e t i t i o n  s h a l l  b e  e s t a b l i s h e d  by the s p o n s o r i n g  o r g a n i z a t i o n .  
T h e  U n i v e r s i t y  o f  A l a s k a  s y s t e m  s h a l l  be e n c o u r a g e d  to s p o n s o r  
s u c h  o r g a n i z e d  c o m p e t i t i v e  t o u r n a m e n t s  for p a r t i c i p a t i n g  
i n s t i t u t i o n s .  U n i v e r s i t y  of A l a s k a  f a c i l i t i e s  m a y  b e  m a d e  
a v a i l a b l e  for s u c h  p r o g r a m s .

D.  I n t e r c o l l e g i a t e  A t h l e t i c s  10.05 . 0 3 ( D )

I n t e r c o l l e g i a t e  s p o r t s  p r o v i d e  a d v a n c e d  c o m p e t i t i v e  o p p o r t u n i t i e s  
for s t u d e n t  a t h l e t e s .  T h e  U n i v e r s i t y  of A l a s k a  s hall p r omote, 
t h r o u g h  r e c r u i t i n g  a n d  funding, c o m p e t i t i v e  s p o r t s  a p p r o p r i a t e  
to t h e  A l a s k a n  scene.

1. A u t h o r i z e d  S p o r t s  1 0 . 0 5 . 0 3 (D.1) 

S p o r t s  a u t h o r i z e d  for i n t e r c o l l e g i a t e  c o m p e t i t i o n  are: 

B a s k e t b a l l
C r o s s - c o u n t r y  R u n n i n g
G y m n a s t i c s
Ice H o c k e y
R i f l e r y
S k i i n g  - N o r d i c  a n d  A l p i n e
S w i m m i n g
V o l l e y b a l l

A m e n d m e n t s  to this list m u s t  be  a p p r o v e d  b y  the B o a r d  of 
R e g e n t s . ( 1 2 -11-81)

2. L e v e l s  of C o m p e t i t i o n  1 0 . 0 5 . 0 3 ( D . 2)

T h e  i n t e r c o l l e g i a t e  teams of the U n i v e r s i t y  of A l a s k a  s h all 
c o m p e t e  at a n a t i o n a l  o r g a n i z a t i o n a l  c l a s s i f i c a t i o n  l evel 
c o m m e n s u r a t e  w i t h  a v a i l a b l e  funding, f a c i l i t i e s ,  and s k ill 
l e v e l s  of the a t h l e t e s .  R e q u e s t s  for m e m b e r s h i p  in a 
p a r t i c u l a r  o r g a n i z a t i o n  a n d  c h a n g e  in the a p p r o v e d  
c l a s s i f i c a t i o n  l e v e l  of c o m p e t i t i o n  w i l l  o r i g i n a t e  at the 
i n s t i t u t i o n ,  a n d  m u s t  b e  a p p r o v e d  by the B o a r d  of Regents.

3. P a r t i c i p a t i o n  b y  A l a s k a n s  1 0 . 0 5 . 0 3 (D.3)

P a r t i c i p a t i o n  b y  A l a s k a n  a t h l e t e s  w i l l  b e  e n c o u r a g e d  t h r o u g h  
a c t i v e  r e c r u i t m e n t  of A l a s k a n s  w h o  a r e  c a p a b l e  of a t h l e t i c  
p e r f o r m a n c e  at the d e s i g n a t e d  l e vel of c o m p e t i t i o n .

12-1-7-81 1 0 . 0 5 . 0 3 (D.3)
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4. Individual Eligibility 10.05.03(D.4)

In order to participate in intercollegiate athletics, a 
student must:
a. meet the standards set by the appropriate national 

athletic organization; and
b. meet the academic standards as established by the 

appropriate major administrative unit.

5. Intercollegiate Tournaments Sponsorship 10.05.03( D .5)

Institutions within the University of Alaska may sponsor 
intercollegiate athletic tournaments provided funding for 
such tournaments has been approved in the intercollegiate 
athletics budget. In any newly established tournaments, 
the host Alaskan institution of such tournaments shall 
include the other Alaskan institutions among tournament 
participants when the teams are participating at the 
same division classification level.

6. Common Opponents 10.05.03(D.6)

The University endorses a common opponents philosophy 
within the conference structure and scheduling possibilities

Funding of Athletics 10.05.04

For the four physical activities programs listed above, specific 
funds for capital improvements to accommodate increased student 
participation and for the management and support of the different 
programs will be identified in the long-range and annual planning 
and budgeting process at each MAU. The needs of these programs, 
in addition to the instructional needs of the academic units and 
programs, will be considered when planning for the development and 
use of sports facilities.(12-11-81;

Intercollegiate athletics shall not dominate facility use nor funding 
to the detriment of recreational, extramural or intramural athletic 
opportunities nor shall one sport exclude the development of other 
intercollegiate, recreational, intramural, or extramural sports 
activities. Facilities of the institution may be available for 
public use as stated in Policy and Regulation 06.02.01.

The support of athletic program expenses by local private sources 
(such as booster clubs or individuals) or supplementary activities 
will be channeled through the University accounting system and 
be subject to University accounting procedures, review and audit.

Equal Opportunity 10.05.05

The University of Alaska affirms its policy of providing equal 
opportunity for the participation of men and women in all inter­
collegiate, extramural, intramural, and recreational athletic 
activities (04.01.15), as well as equivalent institutional services, 
in compliance with federal and state law and regulation. Each 
chancellor and campus president is responsible for maintaining 
equal opportunity for men and women. (12-11-81)

12-17-81 10.05.05



R E G E N T’S POLICY

Attach m e n t  0

04-.04.01

P A R T  IV 

P E R S O N N E L  

C H A P T E R  IV 

G R I E V A N C E  P R O C E D U R E

G r i e v a n c e  P r o c e d u r e  0 4 . 0 4 . 0 1

A. P u r p o s e  o f  G r i e v a n c e  P r o c e d u r e

T h e  p u r p o s e  o f  t h i s  p o l i c y  is to p r o v i d e  an o r d e r l y  m e t h o d  o f  h a n d l i n g  

a n d  d i s p o s i n g  o f  t h e  c o m p l a i n t s  a n d  g r i e v a n c e s  b e t w e e n  e m p l o y e e s ,  s t u d e n t s  

a n d  t h e  U n i v e r s i t y  o f  A l a s k a .

E m p l o y e e s  a n d  s t u d e n t s  a r e  e n c o u r a g e d  t o  r e s o l v e  g r i e v a n c e s  i n f o r m a l l y  

t h r o u g h  t h e  a p p r o p r i a t e  a d m i n i s t r a t i v e  c h a n n e l s .

3. U n i v e r s i t y  C e n t e r s  C o u n c i l s

A  l o c a l  G r i e v a n c e  C o u n c i l  s h a l l  b e  e s t a b l i s h e d  f o r  e a c h  U n i v e r s i t y  c a n t e r  

o f  t h e  U n i v e r s i t y  s e r v e d  b y  a l o c a l  A s s e m b l y .  T h e  l o c a l  G r i e v a n c e  C o u n c i l  

s ha l l  c o n s i s t  o f  f i v e  m e m b e r s  e l e c t e d  b y  t h e  a p p r o p r i a t e  l o c a l  A s s e m b l y  a n d  

t h r e e  m e m b e r s  a p p o i n t e d  b y  t h e  a p p r o p r i a t e  C h a n c e l l o r  a n d  b e  c o m p o s e d  o f  

r e p r e s e n t a t i v e s  f r o m  t h e  f a c u l t y ,  s t u d e n t  b c d y ,  c l a s s i f i e d  e m p l o y e e s ,  a n d  

a d m i n i s t r a t i v e / p r o f e s s i o n a l / t e c h n i c a l  s t a f f .

E m p l o y e e s  o f  t h e  s t a t e w i d e  a d m i n i s t r a t i o n  s h a l l  h a v e  t h e i r  g r i e v a n c e s  

h e a r d  by  t h e  l o c a l  G r i e v a n c e  C o u n c i l  n e a r e s t  to t h e i r  a s s i g n e d  w o r k  

l o c a t i o n .

C. C C R E E  G r i e v a n c e  C o u n c i l s

A  g r i e v a n c e  C o u n c i l  s h a l l  b e  e s t a b l i s h e d  by t h e  C C R E E  C h a m b e r .  It  s h a l l  

c o n s i s t  o f  t w o  m e m b e r s  c h o s e n  b y  t h e  C h a m b e r  a n d  e r e  m e m b e r  c h o s e n  b y  

t h e  C h a n c e l l o r .  T h i s  C o u n c i l  s h a l l  s u b s e q u e n t l y  a p p o i n t  a n d  a d v i s e  "*‘ive 

m e m b e r  c o u n c i l s  to h e a r  e a c h  g r i e v a n c e  as  it a r i s e s .  T h e  m e m b e r s  s h a l l  

be c o m p o s e d  o f .r e p r e s e n t a t i v e s , w h e r e v e r  p o s s i b l e ,  f r o m  t h e  f a c u l t y ,  

s t u d e n t  b c d y ,  c l a s s i f i e d  e m p l o y e e s ,  a n d  a d m i n i s t r a t i v e / p r o f e s s i o n a l /  

t e c h n i c a l  s t a f f .  ,

D. S e t t l e m e n t  o f  G r i e v a n c e s  w i t h o u t  H e a r i n g

T h e  l o c a l  G r i e v a n c e  C o u n c i l  s h a l l  s e e k  i n f o r m a l  r e s o l u t i o n  o f  t h e  

g r i e v a n c e .


