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The enclosed policies and procedures were current as of the date of publication 
but are subject to revision. Please check with your appointing authority for 
updates and revisions. 

The University of Minnesota is committed to the policy that all persons shall have 
equal access to its programs, facilities, and employment without regard to race, 
color, creed, religion, national origin, sex, age, marital status, disability, public 
assistance status, veteran sat us, or sexual orientation. In adhering to this policy. 
the University abides by the Minnesota Human Rights Act, Minnesota Statute Ch. 
363, by the Federal Civil Rights Act, 420 S.C. 20000e; and by the requirements of 
Title IX of the Education Amendments of 1972; by Sections 503 and 504 of the 
Rehabilitation Act of 1973; by Executive Order 11246, as amended; by 38 U.S.C. 
2012, the Vietnam Era Veterans Readjustment Assistance Act of 1972, as amended; 
and by other applicable statutes and regulations relating to equality of 
opportunity. 

Inquiries regarding compliance may be directed to Patricia A. Mullen, Director, 
Office of Equal Opportunity and Affirmative Action, 419 Morrill Hall, 100 Church 
Street S.E., University of Minnesota, Minneapolis, Minnesota 55455, (612) 624-
9547, or to the Director of the Office of Civil Rights, Department of Education, 
Washington, D.C. 20202, or to the Director of the Office of Federal Contract 
Compliance Programs, Department of Labor, Washington, D.C. 20210 . 
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RESOLUTION APPROVED BY THE BOARD OF REGENTS 

December 12. 1980 

RESOLVED. that on the recommendation of the president, there is hereby created 
as part of the University Academic Personnel System a category entitled 
Academic Staff Professional and Administrative. 

*Academic staff professional personnel generally parallel disciplinary faculty 
in having the requisite preparation and specialized knowledge in an academic 
discipline or field on which practice is based and in exercising independent 
professional judgment. These individuals are not engaged in full-time teaching 
and scholarly work, as are faculty, but rather are assigned to duties enhancing 
the research, teaching, and service functions of the University. 

*Academic staff administrative personnel are involved in policy development 
or execution, or in directing, coordinating, or supervising activities in the 
University. They are expected to have a thorough working knowledge of 
academic administration and to exercise independent judgment. 

An Academic Staff Advisory Committee shall be appointed by the president of the 
University on a University-wide basis to advise in the development and 
implementation of policies and procedures for academic staff. 

Academic staff personnel shall be eligible for the same economic benefits 
provided to the faculty subject to the terms and conditions of the plans, and to 
possess the same safeguards of academic freedom. 

University policies and procedures on consulting, recurring professional 
activities, outside services, and political activity that apply to the faculty shall 
apply in full to the academic staff. 

Appointments to academic staff positions shall be fixed term. probationary. 
continuous, temporary, or acting. 

Responsibility for developing guidelines and for implementing procedures for 
the operation of the Academic Staff Personnel System shall rest with the vice 
president for academic affairs, subject to review and approval by the president. 

(The Board of Regents' statements on Academic Freedom, adopted January 28, 
1938, and December 14, 1963, and the statement on Academic Freedom and 
Responsibility, January 8, 1971, are reprinted in the appendices.) 
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INTRODUCTION 

This booklet contains the policies and procedures that apply to professional and 
administrative (P and A) employees at the University of Minnesota. Professional 
employees include all those in class numbers 97xx. The professional and 
administrative employees of the Minnesota Extension Service include those in 
class numbers 96xx. Administrative employees are all those in class numbers 
93xx. This booklet is intended for P and A staff only. Employment in a P or A 
position does ILQ1 lead to a faculty position. For multiple appointments. these 
policies and procedures govern that portion of the appointment which is in the 
professional (97xx). Minnesota extension (96xx) or administrative (93xx) service. 

This booklet is intended to inform you of the general policies and procedures of 
the University of Minnesota applicable to your employment. Your speci fie 
employment by the University is governed by your Notice of Appointment. 
which sets forth your salary, dates of employment, and terms. The Notice is ;,u1 

important document and you should immediately notify your appointing 
authority if there is any error in your Notice of Appointment or you have an: 
questions about it. 

You also may have received offer or confirmation letters relating to your 
employment. To the extent these letters contradict your Notice of Appointment or 
University policy, they do not constitute terms of your employment. 

The policies and procedures in this booklet may be changed from time to time. 
Employees who remain at the University after a policy is changed are gov.:rncd 
by the new policy. The University will send to you at your work address a cnp: 1Jf 

any such changes. 

No one is authorized to orally change the policies and procedures set forth 1 n th 1' 

booklet. Any written variance from the policies and procedures contained 1n 
this book must be approved by the senior vice president for academic affa1 r' 

Finally, the University personnel system for academic employees is, for mo'\1 
purposes, run through your appointing authority and that term is used 
throughout this booklet. Accordingly, the term "appointing authority" is Jc t 1 ned 
as follows: 

Appointing Authority. As used in this document, the appointing 
authority shall refer to the senior vice president for academic 
affairs or his/her authorized delegate who has been authorized in 
writing. For all purposes except appointment and salary changes, all 
vice presidents, the general counsel, chancellors, deans, directors 
and department heads are authorized delegates with respect to 
employees who report to them. All appointments and salary changes 
must be approved by the senior vice president for academic affairs 
or his/her designee before they become effective . 

2 
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ACADEMIC STAFF 

Academic staff appointments are for professional and administrative personnel 
other than faculty, student-professional training positions, and civil service. 

PROFESSIONAL CATEGORY 
Class series: 97XX 

Appointment types: 

(H) Probationary 
(G) Continuous 
(J) Fixed term beyond one 

year, date specific 
(K) Annual, date specific 

ADMINISTRATIVE CATEGORY 
Class series: 9 3 X X 

Appointment types: 

( J) Fixed term beyond 
one year, date specific 

(K) Annual, date specific 
(L) Limited 
(M) Acting 

Minnesota Extension Service 

PROFESSIONAL 
Class series: 9601-9629 

Appointment types: 

(H) Probationary 
(G) Continuous 
(J) Fixed term beyond one 

year, date specific 
(K) Annual, date specific 

3 

ADMINISTRATIVE 
Class series: 9630-9649 

Appointment types: 

(J) Fixed term beyond 
one year, date specific 

( K) Annual, date specific 
(L) Limited 
(M) Acting 

3 
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I. ACADEMIC PROFESSIONAL AND ADMINISTRATIVE STAFF 
APPOINTMENTS 

Academic staff . appointments are for professional and administrative personnel 
other than faculty. student, professional training positions. and civil service. 
The academic personnel class titles within these categories are listed in 
Appendix I A. 

A. Professional Appointments 

Academic professional positions are identified by class titles in the 97XX title 
series (see Academic Class Titles list, Appendix I A). The Minnesota Extension 
Service class titles, 9601 - 9629, are a subset of professional positions. Please note 
that three titles - Lecturer, Teaching Specialist, and Research Specialist - have 
circumscribed purposes and benefits. 

Definition 

"Academic staff professional personnel generally parallel disciplinary faculty 
in having the requisite preparation and specialized knowledge in an academic 

· discipline or field on which practice is based and in exercising independent 
professional judgment. These individuals are not engaged in full-time teaching 
and scholarly work as are faculty, but rather are assigned to duties enhancing 
the research, teaching, and service functions of the University." (Board of 
Regents, December 12, 1980.) 

The professional category was established to accommodate specific needs in 
academic departments and support service units that require graduate or 
professional degree preparation. The particular position description may have 
highly specialized duties and responsibilities. Most, but not all, professional 
classes require a graduate or professional degree beyond the baccalaureate. 
Some professional classes may also require state licensure, such as physician. 
dentist, or psychologist. Academic credentials and relevant experience 
requirements are defined when the position is established and advertised. 

1. Types of Professional Appointments 

Academic professional appointments shall be annual, fixed term, probationary. 
or continuous. Probationary and continuous appointments shall be made only in 
the Professional personnel category. 

Fixed Term Appointments (J) 

Fixed-term (J) appointments are date specific and made for a stipulated period of 
more than one year. Fixed-term appointments shall not exceed five years. Fixed
term appointments are renewable at the discretion of the responsible appointing 
authority and, if renewed, need not be renewed for the same period of years. 
Nonrenewal is not grievable. Written notice of nonrenewal is required 
according to the schedule in section I.A.5(a). 

The initial fixed-term appointment may provide an evaluation period of up to one 
fourth of the initial appointment period. At the end of this period the appointee 
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may be terminated without the right to grieve the termination. If such an 
evaluation period is used, the letter of appointment must state these terms . 

Annual Appointments (K) 

Annual (K) appointments are date specific and are for one year or a portion 
thereof. Annual appointments are renewable at the discretion of the appointing 
authority. Nonrenewal is not grievable. Written notice of nonrenewal is 
required according to the schedule in section I.A.5(a). 

I.A.l 

Probationary Appointments (H) 

Probationary (H) appointments are those that lead to review and 
decision concerning a continuous appointment. The probationary 
period requires a decision· to grant continuous appointment or give 
official notice of terminal appointment in the sixth year of full-time 
service or the ninth year of part-time service, unless extended as 
provided in the Academic Professional & Administrative Staff Policies 
and Procedures Manual. Failure to review a probationary employee in 
the mandatory decision year shall result in an extension of the 
employee's contract for the time necessary to perform the review. 
Continuous appointment cannot be achieved without appropriate 
review. Such action becomes effective the year after the decision year. 

Probationary appointments require a minimum of two-thirds time for 
an appointment term of nine months or longer. The proportion of time 
and duration of annual contract provided for the initial appointment 
may not be changed without the mutual consent of the employee and 
the appointment authority. 

For the purpose of calculating a year's service, time is based on the 
academic year, i.e., summer employment counts neither for nor against 
the service time worked. Two-thirds service may be 67 percent time 
during the three quarters or 100 percent time for two quarters with an 
approved leave of absence for the third quarter. An approved leave of 
absence shall not constitute a break in service. An approved leave of 
absence that is not related to the individual's position responsibilities 
shall not be credited toward probationary service. A probationary 
appointee who becomes a parent (by birth or by adoption/foster 
placement) may request that an academic year not be counted towards 
probationary service as provided below: 

Exception for New Parent. The maximum period of 
probationary service will be extended by one year at the request 
of a probationary appointee on the occasion of the birth of that 
appointee's child or adoptive/foster placement of a child with 
that appointee. This provision may be used no more than two 
times. The request for extension must be made in writing within 
three months of the birth or adoptive/foster placement of the 
child and no later than June 30 preceding the year a final 
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decision would otherwise be made on an appointment with 
continuous status for that appointee . 

Retroactive Application of Exception for New Parent. A 
probationary appointee may elect to extend his or her 
probationary period by one year if s/he ( 1) became a parent, by 
birth or adoptive/foster placement, within five years before the 
effective date of this provision (which is March 12, 1993) and (2) 
has not been given notice of termination. 

If service falls below two-thirds time during the academic year, the 
year is not credited toward the probationary period. Probationary 
appointments continue until an action is taken by the senior vice 
president for academic affairs to grant continuous appointment or give 
notice of nonreappointment. Annual Appraisals of Probationary 
Academic Professional Staff (President's Form 26) must be initiated by 
the department head and forwarded through reviewing academic 
administrators according to annual instructions sent by the senior vice 
president for academic affairs. The comprehensive review for 
continuous appointment usually occurs near the end of the 
probationary period. A continuous appointment is not acquired solely 
because of years of probationary service. (See section I.A.3(d), for 
Review for Continuous Appointment, and section I.A.5(b), for required 
notice of nonreappointment dates.) 

Continuous Appointments (G) 

Continuous (Q) appointments are granted for indefinite terms by the senior vice 
president for academic affairs to professional staff who are on probationary (H) 
appointment. Continuous appointment may be made at the time of hire. 
Continuous appointments require a minimum employment of two-thirds time for 
an appointment term of nine months or longer. The proportion of time and 
duration of annual contract provided for in the initial appointment may not be 
changed without the mutual consent of the employee and the appointing 
authority. Professional staff on annual (K) and fixed-term (J) date-specific 
appointments are not eligible for consideration of continuous (G) appointment. 

The definition of continuous appointment parallels that of indefinite tenure for 
faculty members, found in Section 7.11 of the Regulations Concerning Faculty 
Tenure. The definition is: 

6 

The basis for awarding coot j o u o us a p p o j n t me o l is the determination 
that the achievements of an individual have demonstrated the 
individual's potential to continue to contribute significantly to the 
mission ·of the University and to eo h a o c e its programs of teaching, 
research, and service over the course of the profess j o o a I s.ll1J 
member's academic career. 

Individual units should establish the standards to determine if an individual 
meets the criteria for continuous appointment. The procedures for Review for 
Continuous Appointment are I.A.3(d) . 

6 
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A continuous appointment can be terminated only for just cause. a state of fiscal 
emergency declared by the Board of Regents, or program curtailment. (Sec 
section I.C.6 & 7) 

2. Lecturer, Teaching Specialist, Research Specialist Classes 

These three titles - Lecturer, Teaching Specialist, and Research Specialist - have 
circumscribed purposes and benefits. The purpose of Lecturer and Teaching 
Specialist titles is to provide classroom teaching for additional courses to 
supplement the faculty staffing. Lecturers and Teaching Specialists may also 
provide expertise that augments that of the faculty. The positions provide a 
source of classroom substitute instruction. Duties may include advising of 
students and school-related student organizations and may require some se rv icc. 
The titles may be used for credit and noncredit courses, workshops, seminars. and 
conferences. 

A Lecturer is expected to hold the academic credentials required of faculty 
staffing in the department of instruction or to have achieved substantial 
professional recognition in the field. The Teaching Specialist title is used 
when the individual does not have the requisite academic credentials but docs 
have, minimally, a baccalaureate degree and has the competence to cover course 
material. 

Because the appointments are for specific courses offered in a specific time 
frame and are dependent upon fluctuating enrollment needs, many policies do 
not apply to these classes. For example, these positions are not eligible for 
faculty group life and disability insurance, faculty retirement, professional 
development leaves, consulting, or notice of nonrenewal. Benefits that do appl ~ 
are FICA coverage at 100% time, State Plan Insurance at 75% time for three 
months' duration, informal sick leave, parental leave, and tuition benefit. 

Given the restriction of job function and responsibilities, these are not carcn 
positions. Therefore, probationary and continuous appointments cannot be h.:IJ 
in these classes. 

Unless there are compelling reasons to the contrary, full-time Lecturers anJ 
Teaching Specialists should not serve longer than three years. There are not 
similar time limitations on part-time Lecturers and Teaching Specialists who 
provide a bridge between the discipline and its practice. Examples include 
members of a symphony orchestra, dance or theater company; authors, poeh. 
merchandise buyers, and other practitioners who often provide enrichment 
opportunities for students that are outside the scope of faculty experience. 

The Research Specialist class provides short-term appointments in support "' 
research for very narrow purposes. The class may be used for (a) visitors ~.~. h,l 
lack faculty credentials and are here for additional training, (b) completion "' 
terms of appointment for research assistants upon completion of the degree. ..anJ 
(c) individuals hired as research assistants pending completion of Graduate 
School admission. Visitors may hold the appointment for a period not to ex~:ccJ 
three years. In other instances, the title should not be used for appointmenh 
beyond one year's duration . 
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Research Specialist does not provide a career track and has the same limitations 
on fringe benefits and policy application as described above for Lecturer and 
Teaching Specialist classes. 

3. Performance Evaluations for Professional Staff 

(a) Annual Review for Date Specific (J, K) and Continuous (G) 
Appointments 

Performance evaluations for both full-time and pan-time academic staff should 
be performed by the appointing authority or designee every year. The review 
should be based on the job description and on other written expectations or 
annual objectives that have been previously determined and agreed upon. It 
may be necessary to update the individual's position description to recognize new 
responsibilities and changes that have occurred. Conclusions or 
recommendations resulting from the review should be discussed in individual 
meetings with the person being reviewed and a written summary should become 
pan of the individual's personnel file in the department. The individual may 
submit a written response which shall be retained with the evaluation. Effective 
with the 1992-93 year. annual written performance evaluations will become 
mandatory. 

(b) Periodic Review for Date Specific (J, K) and Continuous (G) 
Appointments 

The periodic review is a broader, more intensive evaluation of the individual's 
performance and usually includes a committee specifically appointed for this 
purpose. A periodic performance evaluation for annual (K). fixed-term (J), and 
continuous (G) Professional staff may be initiated at the discretion of the 
appointing authority. A comprehensive review may be useful, for example, 
prior to renewing a multiple-year fixed-term contract, or for a more complete 
performance evaluation of any Professional staff member on a periodic basis. 
Periodic performance evaluations should follow the procedures described for 
Administrative personnel, I. B .3. (b). 

(c) Annual Performance Evaluation for Probationary (H) 
Professional Staff 

The annual performance evaluation for probationary professional staff must 
address the progress toward the decision concerning continuous appointment. 
Strengths and weaknesses should be identified so that the individual may build 
upon the strengths and receive timely guidance on areas needing attention. 

The Annual Appraisal of Probationary Academic Professional Staff (President's 
Form 26) is initiated by the unit head and forwarded through reviewing academic 
administrators according to annual instructions sent by the senior vice president 
for academic affairs. The staff member is asked to sign the annual appraisal form 
indicating that he or she has read the summary evaluation. The staff member 
may submit a written response, which shall be retained with the file. The 
appointing administrator must, in addition. meet with the staff member to discuss 
progress. The annual appraisals provide a progress record over the entire 
probationary period when the individual is considered for continuous 
appointment. 

8 
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(d) Revi·ew for Continuous (G) Appointment 

Timing 

Probationary professional staff must be considered for continuous 
appointment during their final year of probationary service. The 
schedule for review and submission of recommendations is sent annual 
in the fall by the senior vice president for academic affairs. Generally. 
the decision will be made in the sixth year of full-time service or ninth 
year of part-time service, unless extended. A probationary appointee 
who becomes a parent (by birth or by adoption/foster placement) m a y 
request that an academic year not be counted toward probationary 
service as provided in Section I.A.l. No more than two such requests 
will be granted during the probationary period. 

Criteria 

During the probationary period, the individual should establish a 
consistent record of achievements and show evidence of continued 
professional development and growth. A continuous appointment 
carries a life-long career commitment. Sustained accomplishments 
over a period of time constitute evidence that the individual is likely to 
continue to make significant contributions in the future. While 
recommendations prior to the final year of probationary service are 
permissible, it is difficult to document a sustained record. The criteria 
for reviewing an individual for continuous appointment is: 

continuous appointment is the 
achievements of an individual 
individual's potential to 

significantly to the mission of 
enhance its programs of 

The basis for awarding 
determination that the 
have demonstrated the 
continue to contribute 
the University and to 
teaching, research, and 
the professional staff 

service over the course of 
member's academic career. 

Each unit should have written standards for determining how the 
criteria will be met. Because the professional category is tailored to 
meet particular needs, the standards should be based upon the position 
duties and responsibilities. 

Candidate's dossier 

In preparing a dossier for review, the evidence collected should relate to the 
position description and standards. The candidate should participate in the 
preparation of the dossier to be reviewed. Preparation of the dossier and 
systematic· collection of evidence, including solicitation of evaluations, is the 
responsibility of the unit head. 

Every dossier should contain the following: a current curriculum vitae, a 
current position description, annual appraisals (note: the President's Form 26 
was initiated during 1988-89), documented evidence of professional development 
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and growth, peer assessment of professional performance relating to the 
position, and evaluation of service contributions to the profession. the 
community (if appropriate to the position). and to the University. The 
performance of administrative duties cannot be used to support continuous 
appointment recommendation for professional staff. 

Peer review 

If the unit has a sufficient number of peers with continuous appointments. this 
group may constitute the reviewing peers, or the appointing authority may 
appoint a special review committee for this purpose. The candidate may suggest 
individuals for the review committee, but the ultimate decision rests with the 
appointing authority. A majority of the members should hold continuous 
appointment. Members from outside the unit may serve on the review 
committee. Tenured faculty members may also serve but may not constitute a 
majority. 

Official committee file 

An official committee file should be established and contain review 
committee minutes, letters of evaluation, and any other materials providing 
information on the person being reviewed. This file will be open for inspection 
by the person being reviewed, who may submit information for the file to 
supplement or refute materials contained in the official committee file. At the 
end of the committee's work. this file will be turned over to the appointing 
authority who requested the review . 

Written or oral evaluations may be sought by the unit administration or review 
committee from internal and external peers. faculty, and students or other 
appropriate constituencies. Both the letter requesting evaluation and the entire 
response should be placed in the dossier. Persons from whom evaluations are 
solicited should be informed that in compliance with the state's Data Practices 
Act, all evaluations will be accessible to the person being reviewed. 
Furthermore, individuals making oral statements should be informed that the 
evaluation and notes of the conversation will be available to the individual being 
reviewed. Surveys sent to the immediate subordinates of the person being 
reviews may be returned unsigned and anonymous. A summary of the responses 
would become part of the official committee file and would be available for 
inspection and comment by the person being reviewed. 

Committee. report 

The committee should prepare its report and submit it to the unit appomung 
authority. The appointing authority will provide his or her own written 
recommendation and comments on the report. Copies of these materials shall be 
made available to the candidate. If there are additional administrative levels (for 
example, dean) between the unit and the senior vice president for academic 
affairs, their written recommendations should be added to the materials, with 
copies to the candidate . 

10 
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Action by the Senior Vice President for Academic Affairs 

The senior vice president for academic affairs may (a) forward the 
recommendation for continuous appointment to the Board of Regents for 
approval, (b) send a letter of nonreappointment notice to the candidate. 
including a statement of reasons for denial, or (c) providing it is not the 
mandatory decision year, defer a decision and continue the individual on 
probationary status. including a statement of reasons for continuation in 
probationary status. 

(e) Review for Continuous Appointment for New Hires 

In order for a new position to carry continuous appointment, the position must 
be advertised nationally as such. Before the offer can be made, sufficient 
evidence should be collected to support the recommendation, including peer 
review and supporting recommendations from the responsible appointing 
authorities. A letter describing the review procedures and evidence in support 
of the applicant recommended should accompany the Form 17, Summary of 
Affirmative Action Procedures. 

4. Promotion 

Promotion is possible in many of the professional class titles. The Academic Class 
Titles list uses brackets to indicate promotional sequences (see Appendix I A). 
The standards for promotion and procedures to be followed are available from 
your department. · 

5. Notice of Nonrenewal or Termination of Appointment 

(a) Notice of Nonrenewal of Date-Specific (J,K) Appointments 

Written notice must be sent by the appointing authority for norirenewal of fixed
term (J) and annual (K) appointments. The length of nonrenewal notice 
required will be determined by consecutive years of service in academic 
nonstudent position(s) and by the end date shown on the PAF and Notice of 
Appointment. • A professional appointee may not be terminated prior to the end 
date of the contract except for just cause, a state of fiscal emergency declared by 
the Board of Regents, or program curtailment. 

The required nonrenewal notice periods are: 

Length of Employment 
1st year 
2nd through 5th years 
6th through 1Oth years 
11th year on 

Length of Nonrenewal Notice 
one month 
three months 
six months 
twelve months (one paid contract year) 

• For persons hired prior to July 1. 1990, length of notice shall be based 
on consecutive years of nonstudent University employment and the end 
date shown on the PAF and Notice of Appointment. 

1 1 
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There are two exceptions: (1) for county agents in the Minnesota 
Extension Service 96XX titles, the maximum nonrenewal notice period ts 
six months; (2) these nonrenewal notice provisions do not apply to 
Lecturer, Teaching Specialist, and Research Specialist classes. (See 
I.A.2) 

If notice is not given so that the notice period occurs within the contract period. 
the appointment end date shall be extended to provide for the required 
nonrenewal notice period, but no longer than the notice period. There is no 
provision for grievance of nonrenewal of a fixed-term (J) or annual 
appointment (K) when the appointment term is completed and the required 
notice is given. 

Part-time, fixed-term (1) and annual (K) appointments are entitled to the same 
length of notice provisions. If the appointments have been for different 
percentages of time over the length of the individual's employment, the 
nonrenewal notice period should provide for an averaged amount of time. 
Alternatives to the nonrenewal notice period, such as full-time appointment for 
three months rather than half-time appointment for six months, is permitted 
providing the agreement is in writing and mutually consented to by the 
employee and the appointing authority. 

During the notice period, the individual may be reassigned to different job dutte-. 
and responsibilities by the appointing authority. For the duration of the nott.;:e 
period, salary must be retained at a level no lower than the salary in effect at the 
time of the notice . 

Regents' policy permits a lump sum severance payment under certain conditton' 
There is no entitlement to such payments and any agreement requires pnor 
review and approval by the President or President's designee. See "Severance 
Policy for Academic Professional and Administrative Employees" in the 
Appendix II H. 

(b) Notice of Nonreappointment for Probationary (H) Professional 
Appointments 

Written notice of nonreappointment must be sent by the senior vice prestdent 
for academic affairs and may be sent in any year of the probationary period rhc 
notice dates are: 

First year - on or before March 1, effective at the end of the 
current contract year 

Second and subsequent years -on 
the 

or before May 15, effective 
end of the following 

contract year 

at 

Nonreappointment of a probationary professional employee is not a dismis-.JI t.n 
cause. Nonreappointment may not be based upon any belief, expression, or 
conduct protected by law or the principles of academic freedom. Notice mu-.t ~c 
preceded by a full, fair, and appropriate review . 
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A probationary professional staff member may appeal notice of 
nonreappointment within 30 days of the postmark of written notice in writing to 
the Chairperson of the Academic Staff Advisory Committee and request that a 
hearing panel be established to review the appeal. Failure to meet the 30-day 
time limit for appeal shall constitute waiver of the right to appeal. 

The procedures to be followed for such appeals are described in the policy 
section, "Guidelines for Implementing Grievance Appeals of University of 
Minnesota Academic Professional and Administrative Staff," Appendix V A. 

(c) Notice of Termination of a Continuous (G) Professional 
Appointment 

Written notice of termination of service may only be given by the senior vice 
president for academic affairs. A professional staff member with continuous (G) 
appointment may be removed for just cause, a state of fiscal emergency declared 
by the Board of Regents, or program curtailment. (See I.C.6.) Continuous 
appointees shall have 12 months' notice of termination or comparable severance 
when terminated for reasons of fiscal emergency or program curtailment. unless 
there are compelling reasons to the contrary. 

B. Ad m i n i s t r a t i v e Appointments 

Academic administrative appointments are identified by class titles in the 93XX 
title series. The Minnesota Extension Service class titles, 9630-9649, are a subset 
of administrative appointments. (See Academic Class Titles list, Appendix I A) 

1. Definition 

"Academic staff administrative personnel are involved in policy development 
or execution, or in directing, coordinating, or supervising activities in the 
University. They are expected to have a thorough working knowledge of 
academic administration and to exercise independent judgment." (Board of 
Regents, December 12, 1980.) 

The baccalaureate degree is required of all academic administrative staff. A 
particular position may require a specified graduate or professional degree. 

Administrative personnel may be line officers or staff. 

2. Types of Administrative Appointments 

Administrative appointments shall be annual. fixed-term. or actin~:. An 
additional special category of limited appointments, to which many or the 
academic staff provisions do not apply, is available in the academic 
administrative category. 

Annual (K) Appointments 

1 3 

Annual <K> appointments are date specific and are for one year or a portion thereof. 
Annual appointments are renewable at the discretion of the responsible appointing 
authority. Written notice of nonrenewal is required according to the schedule . 
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Fixed-term (J) Appointments 

Fixed-term (J) appointments are date specific and are made for a stipulated period 
of more than one year. Fixed-term appointments may not exceed five years. 
Fixed-term appointments are renewable at the discretion of the responsible 
appointing administrator. A unit may limit the number of renewals or the total 
number of years served. Written notice of nonrenewal is required according to 
the schedule. 

The initial fixed-term appointment may provide an evaluation period of up to 
one-fourth of the initial appointment period. during which the appointee may be 
terminated without appeal of dismissal at the discretion of the appointing 
authority. If such a period is used, the letter of appointment must state the terms. 

Acting (M) 

Acting (M) appointments identify appointing administrators serving in an 
acting or interim capacity. The length of the appointment may be for a 
stipulated period of time or until the position is filled through an affirmative 
action search. Normally, acting appointments are for less than one year. 

Limited (L) 

Limited (L) appointments are a special category of administrative appointments 
to which many of the academic staff provisions do not apply. Limited 
appointments are made for persons who serve as the major administrative line 
officers at the all-University or campus level. They carry responsibility for the 
origination, interpretation, and monitoring of policies, program directions. and 
budget at the highest levels in the University. 

The following positions may be designated limited appointments: 
President 
Senior Vice President 
Vice President 
Associate Vice President 
Assistant Vice President 
Chancellor 
Associate Chancellor 
Assistant Chancellor 
Vice Chancellor 
Provost 
Associate Provost 
Assistant Provost 
Vice Provost 
Executive Director and Corporate Secretary to the Board of Regents 
General Counsel 
University Librarian 

Other administrative positions in the 93xx administrative class series may be 
designated as limited by the Board of Regents, the president, the vice presidents. 
and the chancellors, at the time the position is posted, subject to the approval of 
the senior vice president for academic affairs . 
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Terms and conditions of limited appointment include: 
1. Limited appointees serve solely at the discretion of the appointing 

authority. 
2. The appointment may be terminated at any time without a requirement 

of establishing just cause. 
3. Limited appointments carry no probationary. tenure, or continuous 

appointment implications. 
4. An individual who holds a tenured faculty or continuous professional 

position may retain the right to return to the position upon acceptance 
and completion of a limited appointment. 

5. Individuals holding tenure-track faculty or probationary professional 
positions may request that service during a limited appointment of two 
thirds time or greater not be credited toward the maximum 
probationary period. 

6. An individual whose initial appointment is to a limited appointment may 
concurrently receive a faculty appointment that is clinical or adjunct and 
which relates to teaching or professional practice. In this case, not 
transfer rights to a faculty appointment following the conclusion of a 
limited appointment are provided. 

7. Salaries for limited appointments are negotiable. Further, they may be 
separate and distinct from the salary rates of pre-existing or concurrent 
positions under 4, 5, and 6 above. Return to such a position does not require 
continuance of the salary level provided under the limited appointment. 

8. The appointment period for a limited appointee shall be specified initially 
and on renewal in writing but shall be subject to review and discontinuance 
at the discretion of the appointing authority. 

9. Termination or nonrenewal of a limited appointment is not grievable . 

3. Performance Review (Academic Administrative Personnel) 

(a) Annual Review 

The performance evaluation between the administrative staff member and 
responsible administrator should occur annually and should include both full-
time and part-time employees. The review should be based on the job description · 
and on other written expectations or annual objectives that have been 
previously determined and agreed upon. It may be necessary to update the 
individual's position description to recognize new responsibilities and changes 
that have occurred. Conclusions or recommendations resulting from the review 
should be discussed in private meetings with the person being reviewed and a 
written summary should become part of the individual's personnel file in the 
department. Effective with the 1992-93 year. written J;)erformance evaluations 
will become mandatory. The individual being reviewed may submit a written 
response, which shall be retained with the evaluation. 

The annual review should be carried out by the individual who appointed the 
administrator or to whom the administrator reports. The reviewing individual 
should seek whatever evaluations are necessary to complete a fair and thorough 
review. Such evaluations might be sought from colleagues, from others with 
whom the administrator interacts or for whom the administrator performs a 
service, from other administrators at both higher and lower levels, and from 
faculty and students or other constituencies as appropriate. The individual being 
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reviewed may submit information for the file to supplement or refute the 
evaluation of the reviewing administrator. 

(b) Periodic Review 

These guidelines have been prepared for use by individuals and committees 
having responsibility for the perfonnance review of administrators. The 
guidelines should be used for persons in the academic administrative category 
(93XX series) and administrative Minnesota Extension Service category (96XX 
series) who hold positions for which other formal or regularized evaluation 
procedures have not been established. The guidelines do not supersede any 
existing documents or regulations that have been approved by the Board of 
Regents. 

Background Preparation 

Preparation for performance review of an administrator should begin at the time 
of the search to fill the position. A complete job description should be available 
to and reviewed by the candidate chosen, and the initial appointment should be 
made based upon understanding of a nonabbreviated job description. Care should 
be taken that any description of the duties of the position be in conformity with 
other documents on file, such as collegiate constitutions. 

At the time of hiring, the appointing authority should put in wntmg for the 
administrator and the administrator's pennanent personnel file a statement 
outlining the following: 

1) any further clarification or amplification of the expectations for 
performance of the person in the position; 

2) the importance of the administrator's role relative to equal 
employment opportunity and affirmative action in hi.s/her unit; 

3) the exact tenn of office 
4) the nature and timing of annual and reappointment reviews; 

a) individual responsible for performance reviews; 
b) probable sources of evaluation for performance reviews; 
c) materials required for performance reviews; 
d) how recommendations and conclusions would be used. 

The Reappointment or Periodic Review 

Provided that they do not conflict with applicable collegiate constitutions. 
reappointment reviews should be done for line officers and fixed-term 
appointments of two years or more. A review of academic personnel may be 
initiated . at the appointing administrator's discretion. 

The reappointment review should be scheduled to provide the necessary 
infonnation for a timely decision on reappointment (see 1.8.5, for notification 
dates for nonrenewal of administrative staff [J, K] appointments). 

While all-inclusive guidelines are difficult, it is suggested that the appointing 
authority select another knowledgeable individual or a committee to conduct the 
reappointment review. If a committee is selected, it is further suggested that at 
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least one member be from outside the line officer or staff member's department 
Review committee composition should be discussed with the individual being 
reviewed, but the final decision rests with the appointing authority. 

The review committee (or individual) should receive a clear charge, a JOb 
description, a written statement of other expectations, and copies of prior annual 
reviews. The reappointment review process itself should adhere to the 
"Procedural Guidelines for Collection and Use of Information in a Performance 
Review of an Administrator for Purposes of Possible Reappointment" (see below). 

The review process should be carefully tailored to the specific administrative 
post. The review committee should gather appropriate performance data and 
evaluations. Evaluation sources might be similar to those discussed in the 
previous section, "The Annual Review." Evaluations might be panicularly 
helpful if the review committee requests responses to specific questions about 
the administrator's performance. 

On the basis of the performance data gathered, the review committee should 
prepare a repon of its findings. The repon should clearly assess the strengths 
and weaknesses of the administrator, but usually should not include a spec 1 fie 
recommendation on reappointment or nonrenewal. The repon should be 
submitted to the appointing authority, who makes a decision regarding 
reappointment or nonrenewal. 

Procedural Guidelines 
Performance Review 
Reappointment 

for 
of 

Collection and 
an Administrator 

Use 
for 

of Information in a 
Purposes of Possible 

These procedural guidelines have been prepared to make the performance 
review of administrators more uniform across the University and to assure 
appropriate procedures for matters of confidentiality and privacy. 

Review Committee Meetings 

The review committee may hold closed meetings to the extent that it would hl· 
dealing with personnel information classified as private under state law. 

Written Materials 

Written materials assembled by the committee in the course of its deliberatllln 
should be handled in two ways. 

An official committee file should be established and should contain re .. 11:"" 

committee minutes, letters of evaluation, and any other materials providin~ 
information on the person being reviewed. This file will be open for inspc~otllln 
by the person being reviewed who may submit information for the file to 
supplement or refute materials contained in the official committee file. At the 
end of the work of the committee, this file will be turned over to the offictal ""h11 
requested the review. This file must be kept indefinitely. 

Written or oral evaluations may be sought .bY the unit administrator or re\ 1, . .,. 

committee from internal and external peers, faculty, and students or other 
appropriate constituencies. Both the letter requesting evaluation and the ,·nt 1 r 1.' 

response should be placed in the dossier. Persons from whom evaluations Jrc 
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solicited should be informed that in conformance with the state's Data Practices 
Act, all evaluations will be accessible to the person being reviewed. Furthermore . 
individuals making oral statements should be informed that the evaluation and 
notes of the conversation will be available to the individual being reviewed. A 
permissible exception to the attribution rule would be surveys sent to the 
immediate subordinates of the person being reviewed. Responses to these surveys 
may be unsigned and anonymous. A summary of the responses would become 
part of the official committee file and would be available for inspection and 
comment by the person being reviewed. 

4. Promotion 

No formal lines of promotion exist in the academic administrative class titles. At 
the initiative of the line officer, performance evaluated as outstanding may be 
recognized by promotion from an assistant [93XX title], to an associate [93XX title!. 
e.g., assistant vice president to associate vice president. 

5. Notice of Nonrenewal of Date Specific (J,K) Appointments 

Written notice must be sent by the appointing authority for nonrenewal of fixed
term (J) and annual (K) appointments. The length of nonrenewal notice 
required will be determined by consecutive years of service in academic 
administrative (93XX class) position(s) and by the end date shown on the PAF and 
Notice of Appointment. * An administrative staff member on J or K appointment 
may not be terminated prior to the end date of the contract except for just cause. 
a state of fiscal emergency declared by the Board of Regents, or program 
curtailment. (See I.C.6) 

The required nonrenewal notice periods are: 

Length of Employment Length of Nonrenewal Notice 
1st year 1 month 
2nd through 5th years 3 months 
6th through 1Oth years 6 months 
11th year on 12 months 

If proper notice is not given so that it may be met within the contract period. the 
appointment end date shall be extended to provide for the required nonrenewal 
notice period. There is no provision for grievance of nonrenewal of a fixed-term 
(J) or annual appointment (K) when the appointment term is completed and the 
required notice is given. 

Service and payment during the nonrenewal notice period for persons on 
annual contracts of less than 12 months follow the same regular payroll contract 
term reflected on the (PAF) and the Notice of Appointment, e.g., for academic 
year B-term appointments, there is no s'ervice or payment during the period 
June 16 through September 15. 

Part-time fixed-term (J) and annual (K) appointments are entitled to the same 
length of notice provisions. If the appointments have been for different 
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percentage.s of time over the length of the individual's employment, the 
nonrenewal notice period should provide for an averaged amount of time. 
Alternative packaging of the nonrenewal notice period, such as full-time 
appointment for three months rather than half-time appointment for six 
months, is permitted providing the agreement is in wnung and mutually 
consented to by the employee and the appointing authority. 

During the notice period, the individual may be reassigned to different job duties 
and responsibilities by the appointing authority. For the duration of the notice 
period, salary must be retained at a level no lower than the salary in effect at the 
time of the notice. 

Regents' policy permits a lump sum severance payment under certain conditions. 
There is no entitlement to such payments and any agreement requires prior 
review and approval by the President or the President's designee. See 
"Severance Policy for Academic Professional and Administrative Employees", 
Appendix II H. 

6. Termination of Acting (M) and Limited (L) Administrative 
Appointments 

There are no written notice period requirements. An acting (M) administrative 
appointment may be for a fixed time period or until the position is filled through 
an affirmative action search. A limited (L) appointment is restricted to major 
line officers who serve at the pleasure of a higher level line officer or the Board 
of Regents; such appointments are subject to removal during or at the end of the 
contract period. Termination from acting and limited administrative 
appointments is not grievable. 

C. Additional Employment Terms for Both Professional and 
Administrative Staff 

1. Professional Development 

All professional and administrative staff members are expected to keep abreast of 
developments in the field(s) pertinent to their particular positions. Professional 
development requires self-initiative. It includes membership and participation 
in appropriate professional organizations; familiarity with current literature. 
issues, and new approaches to problem-solving; and continuing education. 
Assistance from the department may include travel and expenses to professional 
meetings and conferences; support for periodic Professional Development 
Leaves; and the Academic Staff Tuition Benefit. 

2. Concurrent Appointments 

Professional and administrative staff may hold more than one appointment. For 
example, many administrators also hold a professional title or faculty rank. The 
appointment type (e.g., annual, probationary) and the policies and procedures 
established for each category of academic appointment will apply to the separate 
class titles and govern the terms and conditions of employment. 
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3. Changes in Class Title 

Position titles should reflect the job duties and responsibilities and the 
knowledge, skills, and abilities required to perform the duties. The academic 
affairs office will consider requests for changes within academic class titles 
given special circumstances and supporting documentation, such as unit 
reorganization which includes the adoption of new class titles or more 
appropriate and consistent titling. Requests for change in academic title must be 
in compliance with equal employment opportunity and affirmative action 
policies and procedures. 

4. Changes in Appointment Type 

When a date-specific appointment is renewed, it is permissible to move from a 
multiple-year fixed-term (J) contract to an annual (K) appointment, or vice 
versa. It is not possible to move from a date specific appointment (J,K) to a 
probationary (H) or continuous (G) professional appointment or limited (L) 
administrative appointment in the absence of a nationally advertised search with 
appropriate affirmative action effort. 

5. Salary 

Salaries for professional and administrative staff must meet the mm1mum salary 
for instructor rank adopted by the Board of Regents annually. There are two 
exceptions to this rule. ( 1) Lower minimum salary floors are established 
annually for Research Fellow and Teaching/Research Specialists. (2) Minnesota 
Extension Service county staff and Waseca/Crookston Laboratory Teachers may 
be hired below the instructor salary floor. Annual salary increases for full-time 
and part-time staff should be based upon performance evaluations. The senior 
vice president for academic affairs issues annual instructions for salary increase 
recommendations. 

Salary rosters of academic non-student employees are on reserve in these 
libraries: 

Twin Cities Campus: 
0. Meredith Wilson 
Walter 
Biomedical 
Law 
St. Paul Campus 

Duluth campus 
Morris Campus 
Crookston Campus 

These rosters are normally available by the end of October. 
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6. Early Termination of Appointment for Fiscal Emergency or ProgrCJ 
Curtailment 

Any academic staff appointment may be terminated prior to the expiration date 
set forth in the appointment contract for three reasons. 
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Fiscal 

Fiscal emergency 
Program curtailment 
Just Cause 
See section 7 below 

Emergency 

Fiscal emergency is defined as a drastic reduction in the University budget 
that has been officially recognized and declared by the Board of Regents. Early 
termination of appointment for reason of fiscal emergency is grievable. 

Program Curtailment 

Program curtailment is defined as the elimination or reduction in an 
academic program or related service that has been recognized and approved by 
the college or vice presidential administrative unit and that has the concurrence 
of the senior vice president for academic affairs. Early termination of 
appointment for reason of Program Curtailment is grievable. 

Procedure 

In the event of a fiscal emergency or a program curtailment, the chancellor, 
dean, director, or vice president of the administrative unit shall propose to the 
senior vice president for academic affairs those professional and administrative 
staff appointments that are to be terminated. The proposed terminations must 
follow seniority 'I(Vithin appointment categories. Continuous appointments shall 
have the most seniority, except where program needs within the operational unit 
for expertise dictate other more appropriate considerations or where funding 
sources dictate considerations that cannot be set aside. For each appointment 
termination approved by the senior vice president for academic affairs, notice 
shall be provided to the affected employee in compliance with the notice 
requirement set forth in section 1.6(a) unless there are compell\ng reasons to the 
contrary. Regents' policy permits a lump sum severance payment under certain 
conditions. There is no entitlement to such payments and any agreement 
requires prior review and approval by the President or President's designee. 
(See "Severance Policy for Academic Professional and Administrative 
Employees", in Appendix II H). 

7. Just Cause. Sanctions. 

Professional and administrative staff may be disciplined for just cause as 
determined by the appointing authority consistent with the procedures set forth 
below. 

Investigation. When information is received about conduct by a staff member 
that may warrant discipline for just cause, the appointing authority shall 
investigate the allegations, or shall delegate such investigation as appropriate. 
During the course of the investigation, the affected staff member may be 
informed of the allegations and may be given an opportunity to respond and 
present evidence to the allegations either verbally or in writing at the staff 
member's option. During this period of informal investigation, the staff member 
shall continue to discharge his or her duties at full pay unless continuation 
represents substantial harm to the individual and/or to the unit. In that event, 
the appointing authority may decide to change the employee's duties, reassign 

21 

2 I 



• 

• 

• 

• 

those duties, or place the employee on a leave of absence with pay or without pay 
as appropriate to the circumstances. Reassignment of duties should be 
commensurate with the individual's qualifications and experience. 

If the appointing authority concludes that the conduct engaged in by the 
employee warrants dismissal for just cause, he or she shall advise the senior v icc 
president for academic affairs of the alleged conduct, the investigation 
conducted, and the recommended sanction. A dismissal for just cause must be 
approved by the senior vice president for academic affairs before providing 
written notice of the impending dismissal to the staff member. 

Notice. Upon completion of the informal investigation, the appointing 
authority shall meet with the affected employee again ~o advise the employee 
whether the allegations are or are not supported by the evidence. If the 
allegations are supported by the evidence, the appointing authority shall attempt 
to resolve the issue, if appropriate. If resolution of the issue does not occur. the 
appointing authority shall notify the staff member immediately of the spec 1lic 
charges and the resulting discipline. The discipline may include, but is not 
limited to, an oral warning, a written warning, suspension without pay, or 
dismissal, as warranted. 

Notice in writing of suspension without pay or dismissal for just cause shalt be 
given to the staff member immediately advising him or her of the specific 
charges, the impending suspension or dismissal, and the effective date of the 
suspension or dismissal. 

Upon the discretion of the appointing authority and with prior approval of the 
senior vice president for academic affairs, the staff member may be suspended 
with or without pay concurrent with the service of the dismissal notice. 

Grievance. The staff member may grieve any imposition of a sanction 1n 
accordance with the provisions set forth herein for implementing grievanLL'' 
All grievances involving the dismissal or suspension of a professional and/llf 
administrative employee or denial of a continuous appointment to a probatllHl.H\ 
professional employee must be filed with the chair of the Academic Staff 
Advisory committee within 30 days of the action that is the subject of the 
grievance. Failure to file within the time period shall require dismissal of the 
grievance. (See Appendix V A) 

All other grievances shall be filed with the University Grievance Officer v.1th1n 
30 days of the action which is the subject of the grievance. (See Appendix V B, 

II. ADDITIONAL PERSONNEL FUNCTIONS 

A. Equal Employment Opportunity and Affirmative Action 

Equal employment opportunity and affirmative action policies and procedurl·, 
apply to all personnel actions, including job descriptions, advertising, 
recruitment, hiring, promotion, continuous appointment, performance 
evaluations, salary increases, access to training and development opponun 111c' 

and the like. A more complete statement appears in Appendix I D. This rcmmJcr 
precedes the descriptions of personnel functions not previously covered so lhJI 

it need not be repeated in every section. If you have questions or need ass1 'tJr11. l' 

22 

! ! 



• 

• 

• 

• 

please call the Office of the Director of Equal Employment Opponunity and 
Affirmative Action . 

B. Minnesota Government Data Practices Act 

Data collected on University employees are subject to the Minnesota Government 
Data Practices Act. This act categorizes all personnel data as public or private. 
The act specifies which data are public. All other data are private. 

Private data may not be released to anyone but the employee. Other employees of 
the University may use and have access to private data as necessary for the 
administration and management of the institution. 

Employees may contest in writing data that they believe are inaccurate or 
incomplete. 

C. Defining the Vacant Position 

The hiring unit defines the position to be filled. The selection of the academic 
personnel category (i.e. administrative, faculty, student/professional training. 
or professional) is determined by the purpose of the position. The class title. 
appointment term/type, and salary should fit the position description; the 
position description should support the knowledge, skills, abilities, and 
experience required. The position description, including search committee 
composition and advertising, must be reviewed and approved by the central 
administrative offices before the search can begin . 

D. Recruitment and Hiring 

All academic nonstudent positions must be posted and advertised. Exemptions 
from affirmative action requirements must be reviewed and approved by the 
director of the equal opportunity office before an offer can be made. 

Under the University's affirmative action policy, numerical hiring goals for 
women and minorities must be set and/or adjusted annually. The goals are based 
on several factors, including current representation of women and minorities in 
the University's work force and the availability of women and minorities when 
vacancies occur. The goals take into account the University's hiring practices, 
additional information on the labor market, and other social statistics, e.g .. 
unemployment rates. (See EEO Statement in Appendix I D) 

Before an offer of appointment can be made by the hiring unit, a summary of the 
affirmative action procedures taken and the qualifications of the person 
recommended for the position must be reviewed and approved by the central 
administration offices. 

Letter of Initial Appointment 

The letter of initial appointment should be sent by the unit's appointing 
authority and should include the following information: 

1. Title and type of appointment. 
2. Percent time and duration of appointment. 
3. Salary. 
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4. General positiOn responsibilities and performance expectations . 
5. Length of probation (if appropriate). 
6. Statement of need of approval by the Board of Regents or Office of the 

senior vice president for academic affairs for the appointment to become 
effective. 

7. Enclosure of relevant academic staff and other University policies and 
procedures. 

E. Personnel Records 

All academic appointments are processed on a Personnel Action Form (PAF). 
From the PAF, information about class title, term, type, percent time, 
appointment dates, and salary are printed on a Notice of Appointment. The Notice 
of Appointment is sent to the employee. Any questions about the terms described 
in the Notice of Appointment should be addressed to the unit administrator 
promptly. Copies of the PAF, Notice of Appointment, and other personnel 
documents are retained in a central University file in the Human Resources 
Information Services office , at the college or vice presidential unit level, and at 
the department. The department file will include correspondence, evaluations 
and other relevant materials. 

F. Assistance Programs 

( a ) Faculty and Academic Staff Assistance Program 627-4037 

The Faculty and Academic Staff Assistance Program is a Twin Cities diagnostic, 
counseling, and referral service for members of the University's academic staff 
who are experiencing personal, relationship, or work related problems. Other 
campuses of the University offer similar services. 

Any problem, regardless of severity, that is interfering with one's peace of mind 
or personal effectiveness is appropriate to bring to the service. 

The Program also offers consultation for those responsible to, working with, or 
supervising troubled individuals. 

PRIVACY: The program is voluntary. All information conveyed during use of 
the service, including use of the service itself, is confidential. The office 
location has been chosen to enhance privacy. Meetings can also be held in the 
client's office. 

ELIGIBILITY: All faculty, academic professional and academic administrative 
staff receiving employee benefits and members of their immediate family are 
eligible for program services. 

(b) Employment of Graduate Assistants 

If you are responsible for hiring or supervising Graduate Assistants (Teaching 
Assistants, Research Assistants and/or Administrative Fellows), please obtain 
both the Handbook for Graduate Assistants and the Guidelines for Employment of 
Graduate Assistants from: 

Graduate Assistant Office: 626-1310 
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(c) Disability Services 

The University is obligated to provide optimal employment opportun1t1es for all, 
including those with physical, sensory, learning and/or psychological 
disabilities. The University recognizes that employees sometimes have unique 
needs. for which the University's policies, in general, call for accommodations to 
be made on an individual and flexible basis. It is the responsibility of the· 
employee to seek assistance and make their needs known. For information and 
referral contact: 

Disability Services: 624-4037 

G. Employee Benefits Administration and Information 
University Departments responsible for administration of benefits are listed 
below. NOTE: Many benefits and policies have eligibility 

") -_) 

requirements which may be based on class title, appointment term, 
appointment type, percent time, or other factors. See Appendix II A 
for Summary of Benefits for Full-Time (100%) Academic Professional 
and Administrative Staff and Diagram of Benefits. 

(a) Basic Economic Fringe Benefits 

The Employee Benefits Department and/or Payroll Departments are responsible 
for providing the benefits listed below. The employee is subject to meeting the 
respective eligibility requirements, which are based on class title, duration of 
appointment, percent time, and appointment type. 

Faculty Group Life Insurance (includes academic professional and 
administrative staff.) 
Faculty Group Income Disability (includes academic professional and 
administrative staff). 
Faculty Retirement Plan (includes academic professional and administrative 
staff. 
State Plan (health, dental, and life insurance) 
FICA (Social Security and Medicare) 

The Appendix contains some general information about benefits. For complete 
information, please call: 

Employee Benefits: 624-9090 

or for FICA (Social Security and Medicare) Information call: 

Payroll: 624-4585 

(b) Additional Benefits 

These policies are found in the Appendix, along with telephone numbers to call 
for assistance. Please note that policies may have different eligibility 
requirements. 

Academic Employee Tuition Benefit 
Faculty Home Mortgage Program 
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Indemnification and Defense of Employees 
Leaves: 

Administrative Transitional Leave 
Agricultural Study Leave 
Appearance in Court and Jury Duty 
Attendance at Professional Meetings 
Military Service 
Personal Leaves: 

A. Sick Leave and Disability Leave 
B. Parental Leave 
C. Family and Personal Leaves Without Pay 

Professional Development Leave 
Outside Consulting, Service Activities, and Other Outside Work 
Resident Tuition Rate 
Severance Policy 
Unemployment Compensation 
Vacation 
Worker's Compensation 

(c) Other Policies 

A comprehensive list of policies is in Appendix V B. Some are reprinted in full, 
and for others referral information is provided. 

H. Grievances 

The University Grievance Policy is found in Appendix V A . 

Cases involving the removal or suspension of a member of the academic staff or 
denial of a continuous appointment to a person who holds a probationary 
appointment under the Academic Professional and Administrative Staff Policies 
and Procedures will be considered by the Academic Professional . and 
Administrative Staff Advisory Committee. Information about the Academic Staff 
Advisory Committee is found in the Appendix. 

I I I. GOVERNANCE 

A. Academic Staff Advisory Committee 

The Academic Staff Advisory Committee, consisting of at least nine members, 
shall be appointed by the president on a University-wide basis to advise on the 
development and administration of policies and procedures for academic staff. 
Members of the committee shall be academic staff personnel appointed for three-
year staggered terms. Service shall be limited to two consecutive three-year 
terms. Nominees for this committee shall be designated by collegiate/campus 
units. There shall be an ex officio member of the committee representing the 
Senate Committee on Faculty Affairs. In addition, no more than two ex officio 
members of the committee, who do not have to be academic staff personnel. may 
be appointed by the president. The committee chairperson shall be elected by 
committee members. Purposes and functions of the committee include: 

1. Continuing consultation with the president or designee on the evolving 
structure and administration of the . academic staff personnel system. 
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2. 

. 3. 

4. 

5. 

Advising the president or designee on employment-related affairs, such as 
recruitment and hiring procedures. personnel reviews, terms and conditions 
of employment, employee benefits, grievance procedures, and other matters 
affecting staff welfare and morale. 
Consideration of grievances from academic staff members and the 
appointment of hearing panels. 
Further development of the committee's structure, functions. and 
organization to facilitate its operation. 
Attention to fostering and furthering representation and participation of the 
academic staff in University governance; development of relationships with 
the Civil Service Committee, the Senate Committee on Faculty Affairs, and the 
University Committee on Tenure. [Effective July 1, 1989, the University 
Committee on Tenure was subsumed by the Senate Committee on Faculty 
Affairs.] 

B. Participation in the University Senate Structure 

Voting membership is composed of the president of the University: members ul 
the Senate Consultative Committee; and the elected faculty. academic professHHlJI. 
and student representatives of the various institutes, colleges, and schools of 
collegiate rank, and the Graduate School. Eligibility to vote and serve in the 
Senate is given to: academic professionals who hold continuous, probationar~. ur 
fixed-terms of two years or more in length, with appointments held in units 
recognized as having representation in the Senate; faculty members who hold 
tenured or tenure-track appointments; and students who have a specified 
minimum number of credits in residence established for undergraduate. 
graduate, and CEE registration, and are full-time as defined by each institut~.· . 
college, or school. 

Faculty members represented by a collective bargaining unit are not eligible 111 

vote or serve in the Senate. Currently this includes faculty on the Duluth JnJ 
Waseca campuses. Academic professionals at Duluth and Waseca are members ,11 J 

single academic professional unit and are entitled to representation using til~.· 

usual allocation rules defined in the Constitution and By-Laws. 

C. Participation in the Campus Assemblies 

(a) Twin Cities Campus Assembly 

The membership of the Twin Cities Campus Assembly is the same as the Twtn 
Cities component of the University Senate. 

(b) Duluth Campus Assembly 

The Duluth Assembly is composed of the president, chancellor, chancellor-. 
senior officers, deans, president of the University Education Association at 
Duluth, president of the Student Association, and members of Assembly 
Standing Committees. Full-time academic professional and administrative -.1 • .111 
are eligible for election to the Assembly Standing Committees. 

(c) Morris Campus Assembly 

The Morris Campus Assembly includes the faculty, academic staff, studems. JnJ 
certain civil service personnel. Eligibility to vote and serve in the Assembl~ 
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requires that faculty and academic staff hold at least a one-third equivalent 
position for the academic year. 

(d) Crookston Campus Assembly 

The Crookston Campus Assembly voting membership includes the president. 
chancellor, full-time faculty members, full-time academic professionals of the 
college; full-time civil service employees in class A with the title of assistant 
director or director; and professional representation from the Northwest 
Experiment Station. 

D. Participation 
Departmental 

in Collegiate, 
Governance 

Administrative Unit, and 

Colleges, administrative/support services units, and departments generally 
provide for academic staff representation in their governance systems. All 
colleges have constitutions. Ask your unit administrator if there is a written 
governance policy . 
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APPENDIX Gt;IDE 

NOTE: Actual policy names on fileserver are in brackets . 

I. General Information 

A. Academic Class Titles and Numbers [Academic Class Titles and Numbers] 
B. Appointment Term and Type [Appt Term Symbols] 
C. Regents' Statements on Academic Freedom and Responsibility; 1938, 1963 and 1971 

[Academic Freedom] · 
D. Equal Opportunity and Affirmative Action [Equal Oppor Statement] 

II. Economic Benefits 

A. Summary of Benefits and Diagram of Benefits for Faculty [Summary of Benefits] 
B. Economic Fringe Benefits Matrix for Academic Employees [Fringe Benefit Matrix] 
C. Vacation Policy [Vacation Policy] 
D. Faculty Mortgage Program/Loans [Faculty Mortgage Program] [Loan Policy] 
E. Academic Employee Tuition Benefit [Tuition Benefits] 
F. Personal Property Insurance [Personal Property Insurance] 
G. Indemnification and Defense of Employees [Indemnification] 
H. Severance Policy [Severance Policy] 
I. Housing [Housing Eligibility] 
J. Procedures for Applying for Retirement Benefits for Periods of Unpaid Leave of 

Absence [Retire Ben/Unpaid Leave] 

III. Leaves 

A. Academic Employee Leave Policy (Sick, Disability, Parental, Personal) [Academic 
Employee Leave Policy] 

B. Administrative Transitional Leave [Admin Trans Leaves] 
C. Professional Development Leave [Prof Devel Leave] 
D. Minnesota Extension (Agricultural) Study Leave [MN Ext (Ag) Study Leave] 
E. Military Leave [Miscellaneous Leave Policy] 
F. Court Appearance or Jury Duty [Miscellaneous Leave Policy] 
G. Attendance at Scientific or Professional Meetings [Miscellaneous Leave Policy] 

IV. Instructional and Research Related Policies 

A. Sponsored Research [Sponsored Research] 
B. Human and/or Animal Subjects in Research and Instructional Programs [Subject Use 

for Research] 
C. Disclosure of Financial Arrangements with Industry [Disclos Financial Arrange] 
D. Outside Consulting, Service Activities, Other Outside Work [Ext Prof Commit] 
E. Patent and Technology Transfer Policy [Patent Policy] 
F. Use of Self-Authored Educational Materials in the Classroom [Use of Educ Materials] 

V. Grievance Policies 

A. Rules of Procedure for Grievance Appeal for P&A Staff [Grievance Policy] 
B. Memorandum of Understanding and University Grievance Policy [Grievance Policy] 

VI. Other Employment Related Issues 

A. Sexual Harassment Policy and Procedures [Sexual Harassment] 
B. Nepotism [Nepotism] 
C. Statement on Drug-Free Workplace Act of 1988 [Drug-Free Workplace] 
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Academic Professional and Administrative Staff Policies and Procedures 

notebook holders can access policies electronically. Policies are revised on the 

first of the month and the fileserver can be accessed by both IBM and Mac users. 

These policies are available on the AIS Public Access Bulletin Board and the 

fileserver with the name "mailbox.mail.umn.edu." For more information and 

• instructions on accessing fileservers, call Human Resources at 624-981 7 . 
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