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AP P O IN T M E N T  D O C U M E N TAT IO N  FO R  N E W  AC AD E M IC  

E M P L O Y E E S – M arch 20 03 edition 
 
P O L IC Y  SU M M AR Y  
 
In addition to com pleting  the E lectronic C hange of Statu s (E C O S), there are docu ments that m u st be 
su bm itted to the O ffice of Academic H u m an Resou rces before the E C O S can be com pleted by AH R . 
 
G U ID E L IN E S 
 
The follow ing  paper docu ments are requ ired before the E C O S can be com pleted: 
 
1. AH R  checklist 
2. F u lly-approv ed Affirm ativ e Action Su m m ary form , search narrativ e, P re-Search Approv al form , 

position annou ncement; or search w aiv er approv al 
3. I-9 E m ployment E ligibility Verification (u nits can handle I9’s for U S C itizens and perm anent 

residents – International staff m u st contact the O ffice of International Facu lty and Staff Affairs) 
4. C u rricu lu m  v ita and letter of offer for facu lty and administrativ e appointments requ iring  B O T 

approv al 
5. Letter of offer 
 
The follow ing  form s m u st also be com pleted v ia N E SSIE  N ew  H ire: 
 
1. E m ployment Inform ation Form  (E IF) 
2. W -4 W ithholding  Allow ance W orksheet (international em ployees contact P ayroll O ffice) 
3. D irect D eposit form  and bank deposit slip (if applicable) 
4. L oan defau lt 
 
Additional docu ments m ay be requ ired depending  on the type of appointment (see Affirm ativ e Action 
Recru itment P rocedu res). 
 
 
 
 
 
 
 
 
 
 
 
 
P O L IC Y  R E FER E N C E S For additional inform ation: 
E lectronic C hange of Statu s (E C O S) D ocu mentation: 
http://w w w .ahr.u iu c.edu /AH RTraining /index2.htm  or http://w w w .pso.u iu c.edu /Ecos/ecos.html 
 
C am pu s Administrativ e M anu al: 
Section IX /C -1.1 Attachments and Form s Requ ired for N ew  Facu lty, Academic  
  P rofessional and G radu ate Assistantship Appointments 
 http://w w w .admin.u iu c.edu /cam /CAM /ix/ix-c/ix-c-1_1.html 
 
Affirm ativ e Action Recru itment P rocedu res: 

http://w w w .eoa.u iu c.edu /Search M anu al/search_m anu al.pdf
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AP P O IN T M E N T  P R O C E D U R E S 

 
P O L IC Y  SU M M AR Y  
 
All hiring  begins in the u nit or academic department.  P olicies and procedu res for filling  positions v ary by 
u nit and college. 
 
G U ID E L IN E S 
 
1. If it is a new  or rev ised academic professional position, a P AP E  requ est is su bm itted to Academic 

H u m an Resou rces by the department v ia D ART . (See Establishing  or Refilling  Academic 
P rofessional P ositions) 

 
2. W hen the decision to fill a v acancy occu rs, the department m u st u ndertake an affirm ativ e action 

search or receiv e a w aiv er of a search from  the O ffice of E qu al O pportu nity and Access (O E O A). 
 
3. The department prepares and su bm its a pre-au dit form  and an appropriate position notice to O E O A. 
 
4. U pon approv al from  the O E O A, the position notice is forw arded by O E O A to Academic H u m an 

Resou rces for adv ertising  in the follow ing : 
 

a) Inside Illinois 
b) The U IU C  Job Registry 

 
5. D epartments m u st post positions in the E m ployment C enter.  D epartments m ay also post on the 

academic professional listserv e that is m aintained by the O ffice of E qu al O pportu nity and Access. 
 
6. The department identifies candidates and condu cts interv iew s. 
 
7. There are no residency requ irements for filling  academic positions. 
 
8 . O nce a selection is m ade, the department su bm its an Affirm ativ e Action Su m m ary for P roposed 

Academic Appointments form  to the E qu al E m ployment O pportu nity (E E O ) O fficer/C om m ittee for 
approv al of the search process. 

 
The officer/com m ittee w ill rev iew  the search procedu res to ensu re they hav e condu cted the search in 
accordance w ith the approv ed P re-Search Approv al form  and w ill notify the department of the 
decision. 
 

9. After all clearances are receiv ed, the department m ay offer the position to the chosen candidate.  
O nce the offer is accepted, the department m u st su bm it the follow ing  paperw ork to Academic H u m an 
Resou rces to obtain final approv al for the appointment and to get the indiv idu al into the payroll 
system .  (N ote:  C u rrent em ployees m u st change their inform ation on N E SSIE  and new  em ployees 
m u st com plete N E SSIE  N ew  H ire.) 

 
??F u lly-approv ed Affirm ativ e Action Su m m ary form , search narrativ e, P re-Search Approv al form , 

position annou ncement; or search w aiv er approv al 
??E m ployee Inform ation Form  (w ith cu rricu lu m  v itae if facu lty or academic staff abov e $90 ,0 0 0 ) 
??W -4 W ithholding  Allow ance W orksheet (International em ployees contact P ayroll O ffice) 
??D irect D eposit Form  (if applicable) 
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??I-9 E m ployment E ligibility Verification (If international, m u st be com pleted by O ffice of 
International Facu lty and Staff Affairs.) 

??Letter of offer 
 
10 . O ther docu ments m ay be requ ired depending  on the type of appointment or em ployee statu s, 

inclu ding : 
 

?? N on-nativ e E ng lish Speaking  form  (for teaching  staff); 
?? M em o in E C O S confirming  com pliance w ith E m ployment of Relativ es policy if an im mediate 

fam ily mem ber is also em ployed by the U niv ersity; 
?? Form  for cou nting  serv ice tow ard the com pletion of the probationary period, if the facu lty 

mem ber w ishes to hav e the partial year cou nt tow ards the probationary period. 
 
11. Academic H u m an Resou rce P rocessing  and Records D iv ision determine eligibility for benefits. 
 
12. O nce em ployee is on payroll, an em ployee is eligible to receiv e a photo identification card. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
P O L IC Y  R E FER E N C E S For additional inform ation: 
O ffice of E qu al O pportu nity and Access: 
http://w w w .eoa.u iu c.edu / - search 
 
Academic H u m an Resou rces w eb site: 
The N ew  E m ployment C enter: Steps for Academic P rofessional P ositions 
http://w w w .ahr.u iu c.edu /employmentcenter/checklist.htm  
 
C am pu s Administrativ e M anu al:    
Section IX /A – 3: E m ployment of Relativ es 
 http://w w w .admin.u iu c.edu /cam /CAM /ix/ix-a/ix-a-3.html 
 
P rov ost’s C om m u nications: 
C om m u nication 3:  Appointments of Facu lty and Academic P rofessionals 
 http://w w w .prov ost.u iu c.edu /prov ost/appointments/facac.html 
C om m u nication 4:  Special Recru itments in Su pport of Institu tional P riorities 
  http://w w w .prov ost.u iu c.edu /prov ost/appointments/recru it.html 
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B E N EFIT S E L IG IB IL IT Y  

 
P O L IC Y  SU M M AR Y  
 
The U niv ersity prov ides health, dental, and life insu rance to Academic em ployees (exclu ding  gradu ate 
assistants) per the follow ing  criteria: 
 
G U ID E L IN E S 
 
1. The criteria u sed to determine eligibility for benefits inclu des the follow ing : 
 

-  m inim u m  of a 50 %  appointment 
-  appointed for at least nine continu ou s m onths.  If appointed for less than nine continu ou s m onths, 
the u nit shou ld note in the E C O S mem o w hether or not the em ployee w ill be reappointed. 

 
2. E m ployees w ith appointments of 50 %  throu g h 99%  time and for at least nine continu ou s m onths m ay 

participate by sharing  proportionally in the premiu m  cost. 
 
3. J/F v isa holders hav e special requ irements.  C ontact the O ffice of International Facu lty and Staff 

Affairs. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
P O L IC Y  R E FER E N C E S For additional inform ation: 
Academic Staff H andbook: Su m m ary of B enefits by Appointment C ategory 
http://w w w .ahr.u iu c.edu /ahrhandbook/appendix_III/Defau lt.htm  
 
C am pu s Administrativ e M anu al:  
Section IX /A-7   Su m m ary of B enefits by Appointment C ategory: 
  http://w w w .admin.u iu c.edu /cam /CAM /ix/ix-a/ix-a-7.html 
Section IX /A-8    G rou p Insu rance P lans: 
  http://w w w .admin.u iu c.edu /cam /CAM /ix/ix-a/ix-a-8 .htm l 
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E L E C T R O N IC  C H AN G E  O F STAT U S (E C O S) 

 
P O L IC Y  SU M M AR Y  
 
E lectronic C hange of Statu s (E C O S) is an application designed to allow  u sers to electronically enter, 
su bm it, and approv e inform ation for new  em ployees and changes to cu rrent em ployees.  O nce com pleted, 
the inform ation is transferred into the P ayroll and H u m an Resou rce M anagement Systems. 
 
G U ID E L IN E S 
 
1. B efore E C O S can be u sed, the follow ing  m u st be issued: 
 

??L og on ID  and passw ord from  the C am pu s C om pu ting  Center; 
??Appropriate departmental approv al; 
??SAS au thorization from  the O ffice of B u siness &  Financial Serv ices 

 
2. O nce the abov e criteria hav e been met, the assigned log on ID  and defau lt passw ord can be u sed to log  

on to the E C O S application. 
 
3. After log ging  on to the application, the system  w ill determine w hich tasks m ay be performed, based 

u pon the designated u ser’s au thorization lev el. 
 
4. E lectronic C hange of Statu s recog nizes fou r types of u sers: 
 

?? Inqu irer   – H as read only access to v iew  em ployee records and changes of statu s. 
?? E nterer    – Is responsible for entering  appointment, personal, and address data. 
?? Su bm itter – H as responsibility for rev iew ing  any new  or m odified records and su bm itting  them  

for approv al.  Su bm itters shou ld also follow  the E C O S throu g h the com pletion 
process. 

?? Approv er – Is responsible for final rev iew  and approv al of the transaction. 
?? C om pleter - AH R  lev el su bm ission to paym aster. 

 
 
 
 
F u ll docu mentation and a qu estion and answ er section can be fou nd at the U R L  sites identified below . 
 
E C O S Training : http://w w w .ahr.u iu c.edu /AH RTraining /index2.htm  
AH R Appointment P rocessing  C hecklist: http://w w w .ahr.u iu c.edu /P D F Forms/checklist.pdf 
 
 
 
 
 
 
 
 
P O L IC Y  R E FER E N C E S For additional inform ation: 
C am pu s Administrativ e M anu al:   
Section IX /C -1.1 Attachment and Form s Requ ired for N ew  Facu lty, Academic  
  P rofessional and G radu ate Assistantship Appointments 
 http://w w w .adm in.u iu c.edu /cam /C AM /ix/ix-c/ix-c-1_1.htm l 
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E M P L O Y E E  G R O U P S 

 
P O L IC Y  SU M M AR Y  
 
E m ployee G rou ps are u sed to identify an em ployee’s classification. 
 
G U ID E L IN E S 
 
Follow ing  is a list of E m ployee G rou ps: 
 
G rou p G rou p Title C om m ents 

A Academic 

E m ployees w ith academic or administrativ e 
appointments (except gradu ate or u ndergradu ate 
appointments) paid on a fixed m onthly salary. 
Inclu des post-doctoral fellow s. 

H  

 
Academic H ou rly, G radu ate 
H ou rly, or U ndergradu ate 
H ou rly 
 

E m ployees w ith only an academic appointment based 
on an hou rly rate 

P  
Academic N on-paid 

 
Special appointment, no serv ice requ ired and no 
m onetary com pensation 
 

G  

G radu ate Teaching  and 
Research Assistants, 
U ndergradu ate 
Appointments, Interns and 
P re-doctoral Fellow s 

Appointment dependent on stu dent statu s (except 
interns) 
P re-doctoral fellow : aw arded stipends 
G radu ate assistants: generally appointed betw een 
25% -67%  
Interns: Internship program  as part of degree program  
U ndergradu ate appointments: requ ire ju stification and 
approv al by AH R  

N  
 
C iv il Serv ice Staff 
 

Inclu des em ployees w ith non-academic appointments 

N  Extra H elp 

 
C iv il Serv ice em ployees w ho w ork on an as needed, 
emergent basis 
 

S 
 
U ndergradu ate Stu dent 
 

N on-teaching  u ndergrad stu dent paid on hou rly basis. 

 
I 

 
O ne Time P ayment See O B FS link u nder P olicy References. 

 
 
P O L IC Y  R E FER E N C E S For additional inform ation: 
E lectronic C hange of Statu s (E C O S) D ocu mentation: 
http://w w w .pso.u iu c.edu /EC O S/ecosdoc.html 
http://w w w .ahr.u iu c.edu /AH RTraining /index2.htm  
 
O ffice of B u siness and Financial Serv ices: 
http://w w w .obfs.u illinois.edu /payroll/onetimepay.html 
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E M P L O Y M E N T  O F IN T E R N AT IO N AL  FAC U L T Y  AN D  STAFF 

 
P O L IC Y  SU M M AR Y  
 
C om plexities of im migration law s requ ire early consu ltation w ith the O ffice of International Facu lty and 
Staff Affairs (IFSA) at 333-8 225 in recru itment and em ployment of international facu lty and staff. 
 
G U ID E L IN E S 
 
1. E m ployee m u st obtain a perm anent social secu rity nu m ber from  the Social Secu rity Administration 

prior to login to N E SSIE  N ew  H ire. 
 
2. The international em ployee m u st com plete an I-9 form  at IFSA no later than the third w orking  day of 

em ployment. 
 
3. U nits shou ld w ork w ith IFSA to determine v isa statu s that allow s a non-U .S. citizen payment, 

w hether for an honorariu m  or for a reg u lar appointment. 
 
4. U nder no circu m stances shou ld a prospectiv e international em ployee be assu red that the u niv ersity 

w ou ld be able to obtain perm anent resident statu s or an im m igrant v isa for him /her. 
 
5. Refer to Appointment D ocu mentation for N ew  Academic E m ployees and Appointment P rocedu res. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
P O L IC Y  R E FER E N C E S For additional inform ation: 
International Facu lty and Staff Affairs (IFSA):  http://w w w .ips.u iu c.edu /ifsa/ 
 
C am pu s Administrativ e M anu al:  
Section IX /A-5 P rocedu re for O btaining  P erm anent Residence for Foreign Staff M em bers 
  http://w w w .admin.u iu c.edu /cam /CAM /ix/ix-a/ix-a-5.html 
Section IX /A-6 Im plementation of the Im m igration Reform  and C ontrol Act of 198 6 for all 
   Academic and N on-academic E m ployees 
  http://w w w .admin.u iu c.edu /cam /CAM /ix/ix-a/ix-a-6.html 
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E STAB L ISH IN G  O R  R E V ISIN G  

AC AD E M IC  P R O FESSIO N AL  P O SIT IO N S 
 
P O L IC Y  SU M M AR Y  
 
P rior to obtaining  search approv al to hire an academic professional, the u nit m u st hav e receiv ed approv al 
to establish or rev ise an academic professional position. 
 
G U ID E L IN E S 
 
1. A P rincipal Administrativ e P osition Exem ption (P AP E) requ est m u st be com pleted v ia D ART, 

forw arded to the C ollege office, and sent by the C ollege to the O ffice of Academic H u m an Resou rces 
(AH R) for approv al of all new  academic professional positions as w ell as for positions that hav e 
significantly rev ised responsibilities and/or m inim u m  qu alifications or w hen there is a proposed 
change of title. 

 
2. AH R  w ill rev iew  the P AP E  and determine the lev els of approv al requ ired. 
 
3. If only cam pu s approv al is requ ired, AH R  w ill giv e or deny approv al and notify the u nit by e-m ail 

that it m ay or m ay not begin the affirm ativ e action process.  (If approv ed, the P AP E  nu m ber and 
approv ed title w ill be inclu ded.) 

 
4. If fu rther approv als are requ ired at U niv ersity Administration and State U niv ersities Civ il Serv ice 

System  lev el, AH R  w ill forw ard the P AP E  form  to them  for approv al.  If approv ed, P AP E  nu m ber 
and approv ed title w ill be prov ided v ia em ail. 

 
5. D epartments m u st su bm it a copy of the approv al em ail or letter receiv ed from  AH R  along  w ith search 

docu ments or a search w aiv er requ est to the O ffice of E qu al O pportu nity and Access (O E O A) for 
approv als prior to adv ertising  the position. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
P O L IC Y  R E FER E N C E S For additional inform ation: 
C am pu s Administrativ e M anu al: 
Section IX /C -16 Academic P rofessional P osition and Title Approv al 
  http://w w w .admin.u iu c.edu /cam /CAM /ix/ix-c/ix-c-16.html 
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FAC U L T Y  T IT L E S and O T H E R  AC AD E M IC  T IT L E S 

 
P O L IC Y  SU M M AR Y  
 
O nly approv ed titles m ay be u sed for facu lty positions. 
 
G U ID E L IN E S 
 
1. Approv ed facu lty titles inclu de the follow ing : 
 

P rofessor 
Associate P rofessor 
Assistant P rofessor 

 
 O ther Academic Staff inclu de the follow ing : 
 (N O T E:  These titles are being  rev iew ed by the P rov ost’s O ffice.) 
  

Instru ctor (special approv al from  P rov ost O ffice requ ired) C linical Assistant 
Lectu rer C linical Associate 
Teaching  Associate 
Research Associate (special AH R  approv al requ ired) 

P ostdoctoral Research Associate  

 
2. M odifiers m ay be applied to the abov e titles, inclu ding : 

Research 
Adju nct 
C linical 
V isiting  
E meritu s (P rofessor, Associate P rofessor) 
 

3. The titles Assistant/Associate/P rofessor m u st be u sed w ith a m odifier if the person holding  that title is 
not in a tenu red or tenu re track position.  Exceptions m u st be approv ed by the P rov ost’s office.  A 
m odifier of v isiting  or adju nct m u st also be part of the title if the indiv idu al is international on a J-1 
V ISA. 

 
4. B oth Lectu rer and Instru ctor are appointed on a year-to-year basis w ith no form al notice of non-

reappointment rights. 
 
5. Lectu rer is u sed m ost often for new  facu lty mem bers w ho are “all bu t dissertation” (AB D ). 
 
6. Teaching  Associate is often u sed for indiv idu als hired w ith a m aster’s degree. 
 
7. U nits set the rank for facu lty positions according  to the criteria for qu alifications from  their existing  

facu lty. 
 
 
 
P O L IC Y  R E FER E N C E S For additional inform ation: 
P rov ost’s C om m u nication: 
C om m u nication #2: O ffering  Academic P ositions 
 http://w w w .prov ost.u iu c.edu /prov ost/appointments/staff.htm l 
 
C om m u nication #3:  Appointments of Facu lty and Academic P rofessionals 
 http://w w w .prov ost.u iu c.edu /prov ost/appointments/facac.html 
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G R AD U AT E ST U D E N T  ASSISTAN T S 

 
P O L IC Y  SU M M AR Y  
 
Appointment of G radu ate Stu dent Assistants is dependent u pon stu dent statu s.  Tu ition and serv ice fees 
are w aiv ed for gradu ate stu dent assistants on appointments for not less than 25%  bu t not m ore than 67%  
of fu ll-time serv ice and not less than ¾  of the term  (91 days for fall and spring; 41 days for su m mer).  
Recipients of assistantships m u st be registered for a m inim u m  of 0  u nits du ring  the term  they are 
appointed inclu ding  those w orking  on their thesis (except for su m mer terms, if stu dent w as registered the 
prior spring  semester or w ill be registered for the im mediately follow ing  fall semester, w ith the approv al 
of the department). 
 
G U ID E L IN E S 
 
1. G radu ate Stu dent Assistants are eligible for thirteen non-com pensable/non-cu m u lativ e w orkdays of 

sick leav e each appointment year. 
 
2. G radu ate Stu dent Assistants w ho hav e tw elv e-m onth contracts are eligible for v acation earnings of 

tw enty-fou r w orkdays each year at the percentage they are em ployed, w ith a m axim u m  accu m u lation 
of forty-eight w orkdays at the percentage of their appointment.  Indiv idu als on nine-m onth contracts 
are not eligible for v acation time. 

 
3. All G radu ate Stu dent Assistants are entitled to official u niv ersity holidays. 
 
4. The u niv ersity establishes the minim u m  stipend for assistants, bu t the stipends paid to assistants are 

set by u nits and m ay v ary from  u nit to u nit (gradu ate stu dents m ay not be paid less than the 
established cam pu s m inim u m s). 

 
5. G radu ate assistants m ay hav e tu ition and serv ice fees w aiv ed w ith less than 91 days appointment if 

they are receiv ing  their P hD  prior to the 91 days.  C all tu ition and fees office in O ffice of Admissions 
and Records for details. 

 
6. Serv ice C odes are as follow s: 
 

Service C ode C om m ents 

E  Serv ice du ring  one or both semesters of the academic year:  
8 /21-1/5, 1/6-5/20 , or 8 /21-5/20  

G  Serv ice for dates indicated other than abov e, or su m mer appointment 
Y  Serv ice for 12 m onths, norm ally 8 /21-8 /20  

 
 
7. G rads on F1 v isas cannot w ork m ore than 50 %  inclu ding  hou rly appointments (except du ring  

holidays). 
 
P O L IC Y  R E FER E N C E S For additional inform ation: 
G radu ate C ollege H andbook:  http://w w w .g rad.u iu c.edu /g rad_handbook/ 
C am pu s Administrativ e M anu al: 
Section IX /E -2   Exem ption from  Tu ition and Fees for G radu ate Stu dent Assistants 
  http://w w w .admin.u iu c.edu /cam /CAM /ix/ix-e& f/ix-e-2.html 
Section IX /C -33  Academic and G radu ate H ou rly Appointment and P ay 

 http://w w w .admin.u iu c.edu /cam /CAM /ix/ix-c/ix-c-33.html 
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ID E N T IFIC AT IO N  C AR D S 

 
P O L IC Y  SU M M AR Y  
 
All U IU C  stu dents, facu lty and staff are requ ired to hav e the I-card, as it is the official U niv ersity of 
Illinois identification card.  The card rem ains the property of the U niv ersity and m u st be retu rned u pon 
resignation or termination.  Identification cards are av ailable on the second floor of the Illini U nion 
B ookstore. 
 
G U ID E L IN E S 
 
1. The I-card w ith a blu e border is prov ided to the follow ing : 

?? F u ll/P art-time facu lty 
?? F u ll/P art-time other academic staff 
?? Academic hou rly em ployees 
?? F u ll/P art-time staff em ployees 
?? U niv ersity of Illinois Extension academic staff 
?? Allied staff mem bers on the U niv ersity payroll 
?? U niv ersity related org anization em ployees on payroll 

 
 P riv ileges inclu de: 

?? C ash personal checks u p to $20 0  per day in 10 0 B  H enry Administration B u ilding  
?? Library access 
?? U nlimited access to the C ham paign-U rbana M ass Transit System  (M TD ) 
?? Allow s access to C am pu s Recreation (IM P E) w ith additional fee 

 
2. O ther staff not on the payroll are issued a pu rple border identification card: 

?? U niv ersity of Illinois Fou ndation 
?? Alu m ni Association 
?? Lev is Facu lty C enter 
?? B oard of Tru stees (special designation) 

 
3. All retirees are issued a paper ID  that can be exchanged for a photo identification card w ith a gray 

border by v isiting  the ID  C enter. 
 
4. V isitors are issued identification cards w ith no border as follow s: 

?? V isiting  Scholars not on the payroll, u pon the requ est and payment by the department (requ ires a 
letter from  the department) 

?? N on-U IU C  stu dents liv ing  in residence halls (card prov ided u pon requ est and payment by 
H ou sing) 

 
5. G u est identification cards on blu e paper are issued to: 

?? Spou se/partners of all academic staff w ho are eligible for a photo ID  card 
?? V isiting  academics not on payroll 
?? Academics w ith 0 %  appointments (not on the payroll) 
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6.  Stu dents enrolled at U IU C  
 

?? P hoto ID  card, orange border for u ndergradu ates; green border for gradu ate and professional 
stu dents. 

?? P aper ID  cards issued to gradu ate stu dents w ith appointments. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
P O L IC Y  R E FER E N C E S For additional inform ation: 
C am pu s ID  C enter:  http://w w w .u nion.u iu c.edu /idcenter 
 
C am pu s Administrativ e M anu al:  
Section V /C -7 Facu lty Staff P hoto ID  C ard P olicy 
  http://w w w .admin.u iu c.edu /cam /CAM /v /v -c-7.html 
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L U M P  SU M  P AY M E N T S 
(Service in Excess of 10 0 % ) 

P O L IC Y  SU M M AR Y  
L u m p su m  payments are paid for ov erload teaching  or for other special projects or assignments after the 
serv ice is performed and requ ire prior w ritten approv al. 
 
G U ID E L IN E S 
1. The Illinois State Finance Act prohibits paying  bonu ses to em ployees. 
 
2. L u m p su m  payments are designated for specific du ties ou tside the reg u lar responsibilities and are not 

intended for payment in lieu  of a base increase to the salary. 
 

The cam pu s g u idelines for seeking  exceptions, as permitted by the Statu tes, are ou tlined below :  
?? P rior w ritten approv al is requ ired for all lu m p su m  payments to indiv idu als w ho hold 10 0 %  

appointments. 
?? Requ ests cannot be m ade on a reg u lar basis; payment m u st only be for irreg u lar, tem porary 

serv ice. 
?? The w ork performed m u st be clearly ou tside the scope of the reg u lar position. 
?? Serv ice time cannot interfere w ith the norm al fu ll-time position. 
?? Serv ice in excess of 10 0  percent time is not to be confu sed w ith "other du ties as assigned." 

 
3. N orm ally special projects are not in the home department. 
 
4. N o lu m p su m s shou ld be paid to em ployees on a 10 0 %  Leav e of Absence W ithou t P ay. 
 
5. All payments for serv ice in excess of 10 0 %  m u st hav e prior w ritten approv al from  the D epartment 

H eads and D eans w hen the am ou nt is less than $2,0 0 0 .  W hen the am ou nt is greater than $2,0 0 0 , 
prior approv al by the O ffice of the P rov ost is also necessary.  P rior approv al consists of w ritten 
consent by all necessary parties prior to any serv ice actu ally com mencing .  C opy of the approv al is 
sent to Academic H u m an Resou rces (AH R) at the time the E C O S is initiated, w ith indication in an 
E C O S mem o of the date sent. 
 
Ju stification letters shou ld contain the follow ing  elements:    
?? An identification of the serv ice to be performed and reasons for choosing  fu ll-time em ployee to 

prov ide these serv ices. 
?? The specific dates the proposed serv ice w ill be prov ided. 
?? The total payment(s) that w ill be paid. 
?? An acknow ledgement that the additional serv ice w ill be on off-du ty hou rs and/or w ill not 

interfere w ith the fu ll-time job responsibilities. 
 
6. Serv ice in excess of a fu ll-time appointment shou ld be tem porary and kept to a m inim u m ; payment is 

by lu m p su m  to be paid after the serv ice is performed. The policy now  inclu des ov erload teaching  and 
D iscov ery cou rses for w hich a lu m p su m  payment shou ld be m ade at the end of the semester in w hich 
the teaching  occu rs, i.e., after Janu ary 5 for Fall semester and after M ay 20  for Spring  semester, etc.  
Approv al for payment for teaching  D iscov ery cou rses is inclu ded w hen D iscov ery cou rses are 
approv ed each semester; no fu rther approv al is necessary. 

 
7. Appointment line inform ation for com pleting  E C O S:  Academic (0 % , 510 0 7 in P AP E  N u m ber, M  

serv ice code); G radu ate Stu dents (0 % , P AP E  blank, G  serv ice code). 
 
8 . Actu al serv ice dates and the am ou nt to be paid shou ld be inclu ded in an E C O S mem o. 
 
 
 
 
 
 
P O L IC Y  R E FER E N C E S For additional inform ation: 
C am pu s Administrativ e M anu al:  Section IX /C -1.3  Serv ice in Excess of 10 0  P ercent 
   http://w w w .admin.u iu c.edu /cam /CAM /ix/ix-c/ix-c-1_3.html 
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M ID -Y EAR  SAL AR Y  IN C R EASE S 

 
P O L IC Y  SU M M AR Y  
 
The State w ill not permit the U niv ersity to m ake retroactiv e salary adju stments.  The only exception to 
this policy is if there is clear ev idence that the staff mem ber’s du ties and/or responsibilities changed and a 
specific date of that change can be determined. 
 
G U ID E L IN E S 
 
1. U niv ersity policy strong ly discou rages mid-year salary increases, except in cases of equ ity issues, 

retention (cou nter offers), and considerable changes in responsibility. 
 
2. Salary increases on both salaried and hou rly appointments shou ld become effectiv e at the beginning  

of the annu al re-appointment date, u su ally Au g u st 21. 
 
3. Ju stifications and a requ est for any m id-year salary increase m u st be su bm itted in w riting  to the 

P rov ost for prior approv al. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
P O L IC Y  R E FER E N C E S For additional inform ation: 
C am pu s Administrativ e M anu al:  
SectionIX /C -29  Academic Retroactiv e Salary Increases and Salary M inim a for C ertain Academic 
  E m ployees 
  http://w w w .admin.u iu c.edu /cam /CAM /ix/ix-c/ix-c-29.html 
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M O V IN G  D ISC O U N T  

 
P O L IC Y  SU M M AR Y  for IN T E R STATE M O V E S 
 
E ffectiv e Febru ary 5, 20 0 3, G raebel V an Lines, Inc. has been selected as the U niv ersity’s preferred 
carrier for the interstate (betw een states) hou sehold g oods discou nt agreement w ith the U niv ersity of 
Illinois. 
 
G U ID E L IN E S 
 
1. G raebel V an Lines, Inc. offers a 63%  discou nt on all interstate shipments of hou sehold g oods.  The 

agreement prov ides insu rance u p to a m axim u m  of $75,0 0 0  replacement v alu e protection cov erage at 
no additional charge. 

 
Any cov erage in excess of $75,0 0 0  can be obtained at a rate of $4.0 0  per $10 0 0  additional cov erage. 

 
2. This contract can be u sed by cu rrent or new  em ployees (w hether or not paid for by the U niv ersity) 

and by retirees (u p to one year after retirement). 
 
3. The process for requ esting  the discou nt is as follow s: 
 

a) C ontact the O ffice of Academic H u m an Resou rces (AH R) at 333-6747.  A letter of eligibility can 
be prov ided by AH R  for the em ployee. 

 
b) The em ployee w ill contact G raebel V an Lines, Inc. to arrange for serv ice. 

 
c) The m ov e occu rs and the final inv oice is paid according  to the terms of the agreement (norm ally 

payment is collected on deliv ery). 
 
P O L IC Y  SU M M AR Y  for IN T R ASTATE M O V E S 
 
C ham paign C ou nty M ov ing  and Storage, Inc. prov ides a 35%  discou nt off the cu rrent pu blished rate to 
any U niv ersity department for relocating  cu rrent or new  em ployees (relocated on behalf of the U niv ersity)  
for the m ov ement of intra-state (w ithin the State of Illinois) hou sehold g oods.  This contract only applies 
to m ov es w here the U niv ersity department has agreed to pay for the serv ices and the inv oice, bu t does not 
apply to m ov es w ithin a 30 -m ile radiu s of U rbana-C ham paign. 
 
G U ID E L IN E S 
 
Since the agreement for intrastate m ov es is only for situ ations in w hich the U niv ersity pays the inv oice, 
the U niv ersity u nit w ill m ake arrangements inv olv ed.  
 
P O L IC Y  SU M M AR Y  for L O C AL  M O V E S 
 
In the ev ent the O peration and M aintenance D iv ision cannot meet department requ irements for local 
office and laboratory m ov es, Jenkins and K ey M ov ing  and Storage, Inc. has been aw arded the contract to 
prov ide local relocation serv ice. 
 
FO R  AD D IT IO N AL  IN FO R M AT IO N  
 
Y ou  m ay contact B ill D ielm an, P u rchasing  D iv ision, 333-5391, for m ore detailed inform ation on m ov ing  
serv ices. 
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N O T IC E  O F N O N -R E AP P O IN T M E N T  

 
P O L IC Y  SU M M AR Y  
 
A notice of non-reappointment cannot be u sed to shorten a contract issued by the B oard of Tru stees 
reg ardless of the sou rce of fu nds.  A notice can be giv en to coincide w ith the cu rrent contract or a contract 
can be extended beyond the cu rrent date to encom pass the non-reappointment notice period. 
 
G U ID E L IN E S 
 
1. N otice of nonreappointment rights apply to perm anent 10 0  FTE  positions.  Form al notice by the 

B oard of Tru stees is nev er requ ired for lectu rers, instru ctors, or any title m odified w ith “v isiting”, 
“adju nct”, or “clinical.”  N otice rights v ary for the positions Research Associate and P ostdoctoral 
Research Associate, Teaching  Associate, Research Assistant P rofessor, Research Associate P rofessor 
and Research P rofessor.  There are special procedu res to follow  w hen the position of a long -term  
academic professional em ployee is being  terminated; refer to P rov ost’s C om m u nication N o. 11. 

 
2. Althou g h the department m u st notify the em ployee of non-reappointment in w riting , it is the B oard of 

Tru stees that giv es the official notice.  A copy of the letter to the em ployee, informing  the em ployee 
that the u nit has requ ested that the B oard of Tru stees issue a N otice of N onreappointment is to be 
su bm itted to Academic H u m an Resou rces.  D o not mention dates in this letter. 

 
SAM P L E  L E T T E R  FO R  AC AD E M IC  N O T IC E  O F N O N -R E AP P O IN T M E N T  
 
(D ate) 
 
E m ployee N ame 
E m ployee’s v erified H ome Address 
 
D ear (E m ployee): 
 
This is to notify you  that I am  asking  the B oard of Tru stees to issue you  a notice of 
nonreappointment. 
 
Sincerely, 
 
(su perv isor) 
 
c:  Academic H u m an Resou rces w /E lectronic C hange of Statu s 
 

3. The length of notice requ ired is calcu lated from  the date of notice by the B oard of Tru stees, not from  
the end of the cu rrent contract.  The effectiv e date of appointments indicating  “T” tenu re statu s 
constitu tes the first day of the notice period.  Allow  three w eeks lead-time from  the time the E C O S is 
initiated u ntil the beginning  of the notice of nonreappointment period. 

 
4. If notice is giv en later than specified in an appointment year, it w ill be accom panied by an offer from  

the B oard of tru stees of a terminal contract for an additional appointment that w ill extend the cu rrent 
appointment throu g h the period of m inim u m  notice. 

 
5. The period of terminal contract m ay be extended fu rther, bu t no m ore than three extensions are 

permitted. 
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6. “H ” (hou rly) em ployees do not requ ire a letter of non-reappointment and their appointments m ay be 

terminated at any time. 
 
E C O S P rocedu re for all N otices of N onreappointm ent 
 
1. P lease indicate in the mem o field that the cu rrent home address in E C O S has been v erified.  The 

B oard of Tru stees office m ails the N otice of N onreappointment to the E C O S home address u nless 
directed otherw ise, so m u st v erify the correct address. 

 
2. In the mem o field, indicate w hether the notice is requ ired due to a fu nding  issue or perform ance issue.  

This inform ation is pertinent in determining  w hether relocation assistance might be av ailable for the 
em ployee. 

 
3. In the mem o field, please indicate the date the department m ailed to Academic H u m an Resou rces a 

copy of the letter reg arding  nonreappointment that w as sent to the em ployee. 
 
4. C hoose Term  C ontract/N otice of N onreappointment u nder the transaction tab. 
 
5. Allow  at least three w eeks lead time for the beginning  of the notice of nonreappointment; end the 

cu rrent appointment line and rem ov e it from  the bu dget; begin a new  appointment line w ith effectiv e 
date of the notice of nonreappointment and enter the rem aining  data in the appointment line, u sing  a 
“T” in the tenu re code.  Then su bm it for approv al and for com pletion in Academic H u m an Resou rces. 

 
List of Accou nts w hich Trig ger ‘su bject to receipt of fu nds’ M essage on N otification of  
Appointm ent 
 
The follow ing  accou nts cau se a message to appear on N otification of Appointment (N O A) form s (both 
electronic and paper v ersions) indicating  the appointment is conditional based u pon receipt of fu nding .  
The accou nt list is all-inclu siv e for all cam pu ses. 
 
The N O A message is w orded:  “A sym bol * follow ing  the annu al rate, or salary, indicates em ployment 
and payment contingent u pon receipt of the fu nds for the project on w hich you  are assigned.” 
 
N ote:  There is a special override, w hich blocks the m essage w hen an individu al’s tenu re code is 
anything other than “N ”.  If the tenu re code of an appointm ent is A, tenu re track nu m ber 1 
throu g h 6, K , Q , T, or W , the m essage is irrelev ant. 
 

C AM P U S L E D G E R  AC C O U N T  #’S 
 
U N IV  AD M IN  

 
3 

 
10 140 , 10 113, 60 133 

 
U R B AN A 

 
3 

 
1120 2, 10 664 

 
C H IC AG O  

 
3 

 
11669, 150 8 4, 63632, 63635, 63638 , 63641, 
64511, 70 162-3, 70 165, 70 167, 70 168 , 70 169, 
70 170 , 70 174 

 
AL L  

 
5 

 
AL L  

 
AL L  

 
6 

 
4150 0 -49999, 510 0 0 -51999, 590 0 0 -59499 

 
U R B AN A 

 
6 

 
5260 0 -52699 

(0 4/25/0 1) 
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P O L IC Y  R E FER E N C E S For additional inform ation: 
P rov ost’s C om m u nications: 
C om m u nication 10 : G u idelines and P rocedu res for N otice of N onreappointment for N ontenu red Facu lty 
  M em bers 
 http://w w w .prov ost.u iu c.edu /prov ost/retirement/nonfacprint.html 
 
C om m u nication 11: N otice of N onreappointment for Academic P rofessional E m ployees and O ther 
  M em bers of the Academic Staff 
 http://w w w .prov ost.u iu c.edu /prov ost/retirement/nonacprint.html 
 
C am pu s Administrativ e M anu al:  
Section IX /C -24 N otice of N on-Reappointment for N on-tenu red Facu lty 
  http://w w w .admin.u iu c.edu /cam /CAM /ix/ix-c/ix-c-24.html 
 
Section IX /C -26 Relocation of Academic P rofessional E m ployees 
  http://w w w .admin.u iu c.edu /cam /CAM /ix/ix-c/ix-c-26.htm l 
 
Academic Staff H andbook:  N onreappointment and D ismissal: N otice of N onreappointment for  
N ontenu red Facu lty M em bers and other Academic R anks, N otice of N onreappointment for Academic 
P rofessional Staff, D ismissal of a Facu lty M em ber for D u e C au se 
http://w w w .ahr.u iu c.edu /ahrhandbook/chap4/dismissal.html 
 
Academic H u m an Resou rces w eb site:  Appointment P rocessing , "Soft M oney" C hart of Accou nts 
    http://w w w .ahr.u iu c.edu /P D F Forms/SoftM oney.pdf



Academic H u m an Resou rces Q u ick Reference G u ide     

P age 23 of 56  

 
P AP E  N U M B E R S 

 
P O L IC Y  SU M M AR Y  
 
A P AP E  (P rincipal Administrativ e P osition Exem ption) form  is su bm itted and approv ed by Academic 
H u m an Resou rces to exem pt a position from  C iv il Serv ice.  The P AP E  nu m ber entered in E C O S m u st be 
the one assigned w hen the P AP E  w as approv ed. 
 
G U ID E L IN E S 
 
Follow ing  are the codes for the P AP E  nu m bers: 
 

N u m ber Description 
Facu lty 

leav e blank For facu lty positions 
50 0 0 5 Tenu red Facu lty w ith an administrativ e appointment 

Academ ic P rofessional 
5 digit nu m ber Approv ed and issued by Academic H u m an Resou rces (AH R) 
510 0 4 Academic hou rly appointment 
leav e blank G radu ate assistants and hou rly appointments 
510 0 7 L u m p Su m s 
Extension Assistants and Extension 
Specialists 510 0 1 
Extension (hou rly) 510 0 4 
Extension Edu cator I   5140 1 
Extension Edu cator II  5140 2 
Extension Edu cator III 5140 3 
Ext U nit Leader I  5120 1 
Ext U nit Leader II 5120 2 
Ext U nit Leader III    5120 3 
Ext U nit Edu cator I    5130 1 
Ext U nit Edu cator II   5130 2 
Ext U nit Edu cator III  5130 3 
Extension Adv isor I    5150 1 
Extension Adv isor II   5150 2 
Ext U nit Assistant 5160 1 

Approv ed and issued by AH R  
 

510 0 5 Su rv ey (hou rly or academic professional) 
 
 
 
 
 
 
 
 
 
 
P O L IC Y  R E FER E N C E S For additional inform ation: 
C am pu s Administrativ e M anu al:  
Section IX /C -16   Academic P rofessional P osition and Title Approv al 
  http://w w w .admin.u iu c.edu /cam /CAM /ix/ix-c/ix-c-16.html 
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P AR E N TAL  L EAV E  

 
P O L IC Y  SU M M AR Y  
 
Tw o w eeks of paid parental leav e w ill be av ailable im mediately follow ing  the birth or adoption of a child.  
N o benefits are u sed for this leav e. 
 
G U ID E L IN E S 
 
1. To be eligible academic staff em ployee m u st hav e com pleted six continu ou s m onths of em ployment.  

G radu ate assistants do not hav e a w aiting  period. 
 
2. Limited to one parental leav e per academic year from  Au g u st 21 – Au g u st 20 . 
 
3. Academic hou rly em ployees are not eligible for this benefit. 
 
4. An em ployee w ho resigns em ployment before or at the expiration of the parental leav e m ay be 

requ ired to reim bu rse the U niv ersity for the cost of salary paid du ring  the leav e. 
 
5. P arental leav e w ill be cou nted as part of the tw elv e-w eek leav e for Fam ily and M edical Leav e 

(FM L A) and m ay be u sed in conju nction w ith other leav es for w hich the indiv idu al is eligible. 
 
6. There is no application form  for the parental leav e u nless com bining  it w ith FM LA. 
 
7. Arrangements for the leav e time are to be coordinated w ith the u nit.  C onsistent w ith the FM LA leav e 

policy, u nits m ay requ est docu mentation of the birth or adoption. 
 
8 . P arental leav e shou ld be taken in fu ll at the time of the birth or adoption and not on an intermittent or 

redu ced leav e schedu le for a period lasting  longer than tw o w eeks. 
 
9. H olidays that occu r du ring  parental leav e do not leng then the time taken as parental leav e. 
 
 
 
 
 
 
 
 
 
 
 
 
P O L IC Y  R E FER E N C E S For additional inform ation: 
C am pu s Administrativ e M anu al:  
Section IX /A-21 P arental Leav e 
   http://w w w .admin.u iu c.edu /cam /CAM /ix/ix-a/ix-a-21.html 
Section IX /E -6 P arental Leav e for G radu ate Assistants 
  http://w w w .admin.u iu c.edu /cam /CAM /ix/ix-e& f/ix-e-6.html 
Section IX /A-10  Fam ily and M edical Leav e 
  http://w w w .admin.u iu c.edu /cam /CAM /ix/ix-a/ix-a-10 .htm l 
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P O ST D O C T O R AL  R E SEAR C H  ASSO C IAT E  

 
P O L IC Y  SU M M AR Y  
 
An indiv idu al m ay qu alify for the title of P ostdoctoral Research Associate if he or she has a terminal 
degree and is w ithin 5 years of the date the terminal degree w as receiv ed. 
 
G U ID E L IN E S 
 
1. P ostdoctoral Research Associate is an academic title. 
 
2. Indiv idu als are entitled to 13 noncu m u lativ e/noncom pensable sick leav e days per year and m ay also 

earn v acation if they are em ployed on a 12-m onth basis (‘Y ’ serv ice code). 
 
3. An affirm ativ e action search is not requ ired. 
 
4. F u ll-time, nonv isiting  P ostdoctoral Research Associates paid from  hard fu nds are eligible for notice 

of nonreappointment:  6 m onths w ithin cu rrent contract or 1 year beyond cu rrent contract if notice is 
not giv en on time. 

 
5. P ost D oc Research Associate appointments shou ld not exceed fiv e years. 
 
 

R E SEAR C H  ASSO C IAT E  
 
G U ID E L IN E S 
 
1. E m ployee shou ld norm ally hav e terminal degree earned m ore than fiv e years ag o.  N o affirm ativ e 

action search requ ired.  Special permission from  Academic H u m an Resou rces to u se the title is 
requ ired. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
P O L IC Y  R E FER E N C E S For additional inform ation: 
C am pu s Administrativ e M anu al:  
Section IX /C -1 Terms of E m ployment of Academic and Administrativ e Staff 
   http://w w w .admin.u iu c.edu /cam /CAM /ix/ix-c/ix-c-1.html 
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P R O BAT IO N AR Y  C R E D IT  

 
P O L IC Y  SU M M AR Y  
 
U p to three years of probationary credit m ay be granted to tenu re-track facu lty w ithou t P rov ost approv al. 
(u nless P rov ost O ffice approv al is requ ired for second lev el rev iew ) 
 
G U ID E L IN E S 
 
1. If three years’ credit is giv en, the new  Assistant P rofessor w ou ld be in year fou r of the probationary 

period. 
 
2. A D ean m ay requ est from  the P rov ost, permission to grant m ore than three years of probationary 

credit. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
P O L IC Y  R E FER E N C E S For additional inform ation: 
P rov ost’s C om m u nications: 
C om m u nication 9: P rom otion and Tenu re 
http://w w w .prov ost.u iu c.edu /prov ost/comm 9/prom otion.html 
 
Academic Staff H andbook: 
C hapter 3: Tenu re and P rom otion: Leng th of Appointment and the P robationary P eriod 
  http://w w w .ahr.u iu c.edu /ahrhandbook/chap3/tenu re.html 
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P R O BAT IO N AR Y  P E R IO D  

 
P O L IC Y  SU M M AR Y  
 
Tenu re-track facu lty mem bers w ho fail to achiev e indefinite tenu re receiv e a terminal contract. 
 
G U ID E L IN E S 
 
1. If an indiv idu al in the probationary period is not recom mended for indefinite tenu re and prom otion to 

the rank of Associate or Fu ll P rofessor, a terminal contract w ill be issued for a one-year notice of 
nonreappointment. 

 
2. Requ ests for reappointment of former tenu re-track facu lty m u st hav e P rov ost approv al. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
P O L IC Y  R E FER E N C E S For additional inform ation: 
Academic Staff H andbook:  Initiating  or Terminating  E m ployment – N onreappointment and D ismissal 
http://w w w .ahr.u iu c.edu /ahrhandbook/chap4/Defau lt.htm  
 
P rov ost’s C om m u nications: 
C om m u nication 11:  N otice of N onreappointment for Academic P rofessional E m ployees and O ther 

M em bers of the Academic Staff 
   http://w w w .prov ost.u iu c.edu /prov ost/retirement/nonac.html 
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“Q ” AP P O IN T M E N T S - FAC U L T Y  

 
P O L IC Y  SU M M AR Y  
 
“Q ” appointments are on u ntenu red initial term  appointment for u p to fou r years. 
 
G U ID E L IN E S 
 
1. B y the third year of the appointment, a decision m u st be m ade by the u nit to recom mend indefinite 

tenu re throu g h the norm al prom otion process or to recom mend that the facu lty mem ber be giv en a 
notice of non-reappointment.  N o form al notice is giv en by the B oard of Tru stees. 

 
2. N orm ally an extension of an initial “Q ” appointment is not allow ed. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
P O L IC Y  R E FER E N C E S For additional inform ation: 
P rov ost C om m u nications:  
C om m u nication 5: Term  P rofessorial Appointments Initial Term  ("Q ") Appointments for N ew  
  Associate and Fu ll P rofessors 
  http://w w w .prov ost.u iu c.edu /prov ost/appointments/nitial.html 
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R AN K /C L ASS C O D E S FO R  AC AD E M IC  AP P O IN T M E N T S 

 
P O L IC Y  SU M M AR Y  
 
R ank/class codes are u sed w hen appointing  academic staff or w hen m aking  a change to the title on 
existing  appointments.  Accu rate codes are im portant in properly displaying  the inform ation in the G rey 
B ook. 
 
G U ID E L IN E S 
 
1. R ank/class codes are assigned by title and denote tenu re or non-tenu re eligibility. 
 
2. V isiting , acting  or interim  academic professional appointments m u st hav e a “V ,” not an “N ” in the 

fou rth space to denote the tem porary statu s. 
 
3. V isiting  facu lty appointments m u st hav e a “D ” in the third space to denote the tem porary statu s. 
 
4. Adju nct appointments hav e their ow n set of rank/class codes. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
P O L IC Y  R E FER E N C E S For additional inform ation: 
C am pu s Administrativ e M anu al:  
Section IX /C -13 R ank/C lass C odes for Academic Appointments 
 http://w w w .admin.u iu c.edu /cam /CAM /ix/ix-c/ix-c-13.html 
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R ank C lass C odes for Academ ic Appointm ents 

(Ju ly 20 0 2) 

AD M IN IST R AT IV E  O FFIC E R  STAFF   
U niversity  (A---)    
 AAN E  P resident   
 AB N E  V ice P resident   
 AC N E  U niv  G eneral Administrativ e O fficer   
 AC N N  U niv  G eneral Administrativ e O fficer, not U nit H ead   
 AM N N  U niv  Sr Administrativ e O fficer   
 AM N V  U niv  Sr Administrativ e O fficer V is   
 AN N N  U niv  Administrativ e O fficer   
 AN N V  U niv  Administrativ e O fficer Vis   
 ATN N  U niv  Jr Administrativ e O fficer   
 ATN V  U niv  Jr Administrativ e O fficer Vis   
 AV N N  U niv ersity Staff Assistant   
 AV N V  U niv ersity Staff Assistant V is   
 AZN N  U niv  Related O rg anization O fficer   
 AZN V  U niv  Related O rg anization O fficer Vis   

C am pu s  (B ----)     
 B AN E  C hancellor   
 B AN V  C hancellor V is   
 B B N E  V ice C hancellor   
 B B N V  V ice C hancellor V is   
 B C N N  C am p G en Admin O fcr not U nit H ead   
 B C N V  C am p G en Admin O fcr not U nit H ead V is   
 B D N N  C am pu s Jr Admin O fcr   
 B D N V  C am pu s Jr Admin O fcr V is   
 B E N N  C am pu s Staff Assistant   
 B E N V  C am pu s Staff Assistant V is   
 B M N N  Sr Admin U nit O fcr C am p Lev el U nit   
 B M N V  Sr Admin U nit O fcr C am p Lev el U nit V is   
 B N N N  Admin O fcr of C am pu s Lev el U nit   
 B N N V  Admin O fcr of C am pu s Lev el U nit V is   
 B TN N  Jr Admin O fcr of C am pu s Lev el U nit   
 B TN V  Jr Admin O fcr of C am pu s Lev el U nit V is   
 B V N N  Staff Asst of a C am p Lev el U nit   
 B V N V  Staff Asst of a C am p Lev el U nit V is   
 B ZN N  C am pu s Related O rg anization O fficer   
 B ZN V  C am pu s Related O rg anization O fficer V is   

C ollege  (C ---)     
 C C N E  D ean of C ollege   
 C C N V  D ean of C ollege Vis   
 C N N N  Associate D ean of C ollege   
 C N N V  Associate D ean of C ollege V is   
 C SN N  Assistant D ean of C ollege   
 C SN V  Assistant D ean of C ollege V is   
 C TN N  O ther Jr O fcr of C ollege   
 C TN V  O ther Jr O fcr of C ollege V is   
 C V N N  C ollege Staff Assistant   
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 C V N V  C ollege Staff Assistant V is   

M ajor Independent Academ ic U nits N ot U nder a C ollege (D ---)   
 D C N E  D ean/D ir M ajor Independent Acad U nit   
 D C N V  D ean/D ir M ajor Independent Acad U nit V is   
 D N N N  Assoc D ean/D ir M ajor Independent Acad U nit   
 D N N V  Assoc D ean/D ir M ajor Independent Acad U nit V is   
 D P N N  O ther Sr O fcr M ajor Independent Acad U nit   
 D P N V  O ther Sr O fcr M ajor Independent Acad U nit V is   
 D SN N  Asst D ean/D ir M ajor Independent Acad U nit   
 D SN V  Asst D ean/D ir M ajor Independent Acad U nit V is   
 D TN N  O ther Jr O fcr M ajor Independent Acad U nit   
 D TN V  O ther Jr O fcr M ajor Independent Acad U nit V is   
 D V N N  Staff Asst M ajor Independent Acad U nit    
 D V N V  Staff Asst M ajor Independent Acad U nit V is   

Academ ic U nit, Inclu ding Schools, W ithin a C ollege (E ---)   
 E C N N  D ean/D ir of Academic U nit   
 E C N V  D ean/D ir of Academic U nit V is   
 E N N N  Assoc D ean/D ir of Academic U nit   
 E N N V  Assoc D ean/D ir of Academic U nit V is   
 E P N N  Sr O fcr of Academic U nit   
 E P N V  Sr O fcr of Academic U nit V is   
 E SN N  Asst D ean/D ir of Academic U nit   
 E SN V  Asst D ean/D ir of Academic U nit V is   
 ET N N  Jr O fcr of Academic U nit    
 ET N V  Jr O fcr of Academic U nit V is   
 E V N N  Staff Asst of Academic U nit   
 E V N V  Staff Asst of Academic U nit V is   

Special U nit, N ot a Departm ent, W ithin a C ollege or a School (F---)   
 FH N N  D ir or H ead of Special U nit   
 FH N V  D ir or H ead of Special U nit V is   
 F N N N  Assoc D ir/H ead of Spec U nit   
 F N N V  Assoc D ir/H ead of Spec U nit V is   
 FSN N  Asst D ir/H ead of Spec U nit   
 FSN V  Asst D ir/H ead of Spec U nit V is   
 FTN N  Jr O fcr of Spec U nit   
 FTN V  Jr O fcr of Spec U nit V is   
 FV N N  Staff Asst of Special U nit   
 FV N V  Staff Asst of Special U nit V is   
 
Research or P u blic Service U nit, Inclu ding  Centers, N ot U nder a C ollege  
(G ---)   
 G C N N  D ir of Research/P u blic Serv ice U nit   
 G C N V  D ir of Research/P u blic Serv ice U nit V is   
 G N N N  Assoc D ir of Research/P u blic Serv ice U nit   
 G N N V  Assoc D ir of Research/P u blic Serv ice U nit V is   
 G P N N  O ther Sr O fficer of Res/P u blic Serv ice U nit   
 G P N V  O ther Sr O fficer of Res/P u blic Serv ice U nit V is   
 G SN N  Asst D ir of Research/P u blic Serv ice U nit   
 G SN V  Asst D ir of Research/P u blic Serv ice U nit V is   
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 G TN N  O ther Jr O fcr of Research/P u blic Serv ice   
 G TN V  O ther Jr O fcr of Research/P u blic Serv ice V is   
 G V N N  Staff Asst of Research/P u blic Serv ice U nit   
 G V N V  Staff Asst of Research/P u blic Serv ice U nit V is   

Departm ent (H ---)    
 H H N N  H ead of D epartment   
 H H N V  H ead of D epartment V is   
 H JN N  C hairperson of D epartment   
 H JN V  C hairperson of D epartment V is   
 H M N N  O ther Sr O fficer of D epartment   
 H M N V  O ther Sr O fficer of D epartment V is   
 H N N N  Assoc H ead/C hairperson of D ept   
 H N N V  Assoc H ead/C hairperson of D ept V is   
 H SN N  Asst H ead/C hariperson of D ept   
 H SN V  Asst H ead/C hariperson of D ept V is   
 H TN N  O ther Jr O fcr of D epartment   
 H TN V  O ther Jr O fcr of D epartment V is   
 H V N N  Staff Asst of D epartment   
 H V N V  Staff Asst of D epartment V is   

AC AD E M IC  SP E C IAL IST  STAFF (SC --/SH N -/SL N -)   
 SC AN  Administrativ e Su pport Staff   
 SC AV  Administrativ e Su pport Staff V is   
 SC FA Av iation Edu cation Specialist   
 SC FV  V isiting  Av iation Edu cation Specialist   
 SC JN  P u blication Specialist   
 SC JV  P u blication Specialist V is   
 SC M N  Sr/P rincipal Specialist Staff   
 SC M V  Sr/P rincipal Specialist Staff V    
 SC N N  Research, Instr/P S Specialist   
 SC N V  Research, Instr/P S Specialist V    
 SC O N  O ther Specialist Staff   
 SC O V  O ther Specialist Staff V is   
 SC SN  Stu dent Serv ices Specialist   
 SC SV  Stu dent Serv ices Specialist V is   
 SH N N  Athletic C oach/Trainer   
 SH N V  Athletic C oach/Trainer Vis   
 SL N N  Librarian Specialist Staff   
 SL N V  Librarian Specialist Staff V is   
 
Extension Staff - N on-Tenu red and N ot Eligible for Tenu re (T C H -/T C J-
/T C N -)   
 TC H B  Senior Extension Adv isor II   
 TC H C  Senior Extension Adv isor I   
 TC H D  Extension Adv isor   
 TC H F Associate Extension Adv isor   
 TC H S Assistant Extension Adv isor   
 TC JQ  Extension Specialist   
 TC JV  Extension Specialist V is   
 TC N N  N o Form al R ank   
 TC N V  N o Form al R ank V is   
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T EAC H IN G , R E SEAR C H  AN D  P U B L IC  SE R V IC E  FAC U L T Y  (R ---)   
Tenu red or Eligible for Tenu re - Title M ay Inclu de " Research"  (See R R B - for N ontenu red 
Research C odes) 
 
 R C B B  P rofessor   
 R C B C  Associate P rofessor   
 R C B D  Assistant P rofessor   
 R C E B  E ndow ed, N amed, or D isting u ished P rofessor   
 R C E C  E ndow ed, N amed, or D isting u ished Associate P rofessor   
 R C E D  E ndow ed, N amed, or D isting u ished Assistant P rofessor   

N on-tenu red and N ot Eligible for Tenu re    
 R C B F Instru ctor   
 R C B G  P ost D oc Research Associate   
 R C B H  Teaching  Associate   
 R C B J Research Associate   
 R C B K  C linical Associate   
 R C B L  Lectu rer   
 R C B M  Associate (C ollege of M edicine)   
 R C B N  Assistant (C ollege of M edicine)   
     
 R C D B  V isiting  P rofessor   
 R C D C  V isiting  Associate P rofessor   
 R C D D  V isiting  Assistant P rofessor   
 R C D F V isiting  Instru ctor   
 R C D G  V isiting  P ost D r Research Assc   
 R C D H  V isiting Teaching  Associate   
 R C D J V isiting  Research Associate   
 R C D K  V isiting  C linical Associate   
 R C D L  V isiting  Lectu rer   
     
 R C G B  Adju nct P rofessor   
 R C G C  Adju nct Associate P rofessor   
 R C G D  Adju nct Assistant P rofessor   
 R C G F Adju nct Instru ctor   
 R C G L  Adju nct Lectu rer   
     
 R C JB  D epartmental or Inst Affiliate   
 R C JT C ooperating Teacher   
     
 R C K B  C linical P rofessor   
 R C K C  C linical Associate P rofessor   
 R C K D  C linical Assistant P rofessor   
 R C K F C linical Instru ctor   
 R C K L  C linical Lectu rer   
     
 RFD N  V isiting  Scholar   
 RFJN  Artist in Residence   
 R G N N  P hysician-Su rgeon   
 R H N N  M edical Adv isor   
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 R IK B  V isiting  C linical P rofessor   
 R IK C  V isiting  C linical Associate P rofessor   
 
 R IK D  V isiting  C linical Assistant P rofessor   
 R IK F V isiting  C linical Instru ctor   
 R IK L  V isiting  C linical Lectu rer   
     
 R JK B  Adju nct C linical P rofessor   
 R JK C  Adju nct C linical Associate P rofessor   
 R JK D  Adju nct C linical Assistant P rofessor   
 R JK F Adju nct C linical Instru ctor   
 R JK L  Adju nct C linical Lectu rer   
 R JK M  Adju nct C linical Associate    
     
 R K JR  M edical or P harm acy Resident   
 R K JS M edical or P harm acy Intern   
     
 R M B B  M ilitary P rofessor   
 R M B C  M ilitary Associate P rofessor   
 R M B D  M ilitary Assistant P rofessor   
     
 R R B B  Research P rofessor   
 R R B C  Research Associate P rofessor   
 R R B D  Research Assistant P rofessor   
     
 R R D B  V isiting  Research P rofessor   
 R R D C  V isiting  Research Associate P rofessor   
 R R D D  V isiting  Research Assistant P rofessor   
 R R G B  Adju nct Research P rof   
 R R G C  Adju nct Research Associate P rof   
 R R G D  Adju nct Research Assistant P rof   

L IB R AR Y  FAC U L T Y  - Tenu red or Eligible for Tenu re (SL B -)   
 SL B B  P rofessor (Library)   
 SL B C  Associate P rofessor (Library)   
 SL B D  Assistant P rofessor (Library)   
 SL B F Instru ctor (Library)   

L IB R AR Y  FAC U L T Y  - N on-tenu red and N ot Eligible for Tenu re (SL B -/SL D -)   
 SL B G  P ost D oc Research Associate (Library)   
 SL B H  Teaching  Associate (Library)   
 SL B J Research Associate (Library)   
 SL B L  Lectu rer (Library)   
 SL D B  V isiting  P rofessor (Library)   
 SL D C  V isiting  Associate P rofessor (Library)   
 SL D D  V isiting  Assistant P rofessor (Library)   
 SL D F V isiting  Instru ctor (Library)   
 SL D G  V isiting  P ost D oc Research Assc (Library)   
 SL D H  V isiting Teaching  Associate (Library)   
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 SL D J V isiting  Research Associate (Library)   

E X T E N SIO N  FAC U L T Y - Tenu red or Eligible for Tenu re (T C B -)   
 TC B B  P rofessor (Extension)   
 TC B C  Associate P rofessor (Extension)   
 TC B D  Assistant P rofessor (Extension)   
 TC B F Instru ctor (Extension)   

E X T E N SIO N  FAC U L T Y - N on-Tenu red and N ot Eligible for Tenu re (T C B -/T C D)   
 TC B G  P ost D oc Research Associate (Extension)   
 TC B H  Teaching  Associate (Extension)   
 TC B J Research Associate (Extension)   
 TC B L  Lectu rer (Extension)   
     
 TC D B  V isiting  P rofessor (Extension)   
 TC D C  V isiting  Associate P rofessor (Extension)   
 TC D D  V isiting  Assistant P rofessor (Extension)   
 TC D F V isiting  Instru ctor (Extension)   
 TC D G  V isiting  P ost D oc Research Assoc (Extension)   
 TC D H  V isiting Teaching  Associate (Extension)   
 TC D J V isiting  Research Associate (Extension)   
 TC D L  V isiting  Lectu rer (Extension)   

ST U D E N T /ASSISTAN T  STAFF - N on-Tenu red and N ot Eligible for Tenu re (W C --/X ---/Y Y--)  
 W C W G  G rad C ou nselor or Resident Adv isor   
 W C W H  G radu ate H ou rly Appointments (any hou rly appt)   
 W C W I Stu dent Intern/Extern   
 W C W J P re-professional G radu ate Assistant (P G A)   
 W C W M  G radu ate Teaching  Assistant-Requ ired (TAR)   
 W C W P  G radu ate Teaching  Assistant (TA)   
 W C W Q  G radu ate C linical Assistant   
 W C W R  G radu ate Research Assistant (RA)   
 W C W S G radu ate Assistant (G A)   
     
 W C W T U ndergradu ate Appointment   
 W C W U  Resident Adv isor/Resident Assistant   
 W C W Z U ndergrad H ou rly Appointment   
 Y Y Y A Fellow s, P re-doctoral   
 Y Y Y T Trainee   
 Y Y Y X  Fellow s, P ost-doctoral   
     
 X X X X  Stu dent E m ployee   

  

N ote:  O ther ranks beginning  w ith X  apply to Stu dent E m ployees 
(E m ployee G rou p S), and hav e titles and m inim u m /m axim u m  salaries 
in rank class control file.   
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R E -E M P L O Y M E N T  

 
P O L IC Y  SU M M AR Y  
 
E m ployees m ay be re-em ployed if this meets the needs of the U niv ersity. 
 
G U ID E L IN E S 
 
1. E m ployees that retu rn to w ork in a benefit eligible position m u st hav e a m inim u m  break in 

em ployment of 30  days or all sick leav e and v acation payou ts m u st be refu nded. 
 
2. Retired em ployees are requ ired to hav e a sixty-day break in em ployment; otherw ise the retirement 

annu ity w ill be cancelled, reg ardless of w hether the em ployment is fu ll-time or part-time, and all 
payou ts inclu ding  annu ity payments m u st be refu nded. 

 
3. All payments m u st be refu nded as qu ickly as possible bu t are requ ired w ithin 30  days of the effectiv e 

re-hire date. 
 
4. If break in em ployment is greater than 70  days for an annu itant, they w ill be su bject to M edicare taxes 

(FIC A=M ). 
 
5. If break in em ployment of any leng th and no I-9 is on file or if on file bu t dated m ore than three years 

ag o, a new  I-9 is requ ired. 
 
6. If break in em ployment is greater than 90  days, a new  edu cational loan defau lt form  is requ ired. 
 
7. N orm al new  hire docu ments m ay also be requ ired depending  u pon the length of break in em ployment 

and docu ments cu rrently on file. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
P O L IC Y  R E FER E N C E S For additional inform ation: 
C am pu s Administrativ e M anu al:  
Section IX /F-1 Re-em ployment of Retired Academic and Staff E m ployees  
  http://w w w .admin.u iu c.edu /cam /CAM /ix/ix-e& f/ix-f-1.html 
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R E SEAR C H  FAC U L T Y  

 
P O L IC Y  SU M M AR Y  
 
Research professors are not tenu re/tenu re track. 
 
G U ID E L IN E S 
 
1. The follow ing  research u nits hav e been giv en approv al to u se research professorial titles: 
 

?? C oordinated Science L aboratory 
?? Sm all H omes C ou ncil 
?? Institu te for C om m u nications Research 
?? B eckm an Institu te for Adv anced Science and Technolog y 

 
2. O ccasionally “research” has been u sed in the title for V isiting  Assistant P rofessors w ho are paid from  

soft fu nds.  U se of the term  “research” in a professorial title m u st be approv ed for the indiv idu al or 
the u nit in w hich the indiv idu al resides. 

 
3. N otice of nonreappointment for research facu lty is the same as for postdoctoral research associates:  6 

m onths du ring  cu rrent contract or a year beyond cu rrent contract if notice from  the B oard of Tru stees 
is not giv en in time for those paid on hard fu nds and 10 0 %  FTE . 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Academic H u m an Resou rces Q u ick Reference G u ide     

P age 38  of 56  

 
R E SIG N AT IO N /SE P AR AT IO N  

 
P O L IC Y  SU M M AR Y  
 
Academic em ployees w ho resign are requ ired to pu t the notice in w riting  and su bm it it to the 
department/u nit. 
 
G U ID E L IN E S 
 
1. A resignation letter or signed separation form  and the electronic E C O S and Separation Attachment 

are requ ired in the ev ent of a resignation. 
 
2. The Separation Form  shou ld not be u sed for transfers betw een u nits.  In addition, v acation and/or sick 

leav e balances, as w ell as floating  holiday inform ation, shou ld be indicated in the E C O S mem o. 
 
3. There is no m inim u m  notice of resignation requ ired, tw o to fou r w eeks notice is norm ally su fficient.  

H ow ev er, em ployees m ay resign at any time. 
 
4. A cu rrent contract cannot be tru ncated by the department w ithou t the em ployee’s w ritten agreement. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
P O L IC Y  R E FER E N C E S For additional inform ation: 
Academic Staff H andbook:  Termination of E m ployment:  Resignation 
http://w w w .ahr.u iu c.edu /ahrhandbook/chap4/termination.html 
 
P rov ost’s C om m u nications:   
C om m u nication 11:  N otice of N onreappointment for Academic P rofessional E m ployees and O ther  
 M em bers of the Academic Staff 
 http://w w w .prov ost.u iu c.edu /prov ost/retirement/nonac.html 
  
C om m u nication 12:  P olicy for Aw arding  E meritu s/E merita Statu s 
   http://w w w .prov ost.u iu c.edu /prov ost/retirement/emeritu s.html 
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SAL AR Y  M IN IM U M S 

 
P O L IC Y  SU M M AR Y  
 
M inim u m  salaries shall be determined by the B oard of Tru stees (B O T) for the v ariou s ranks u pon 
recom mendation of the P resident of the U niv ersity. 
 
G U ID E L IN E S 
 
1. The minim u m  for 11 m onths’ serv ice (i.e., 12 m onths w ith allow able v acation) shall be tw o-ninths 

greater than the minim u m  for the academic year. 
 
2. The O ffice of Academic H u m an Resou rces m onitors all appointments for adherence to the minim u m  

and rev iew s any academic professional appointments u nder a m inim u m  of $24,0 0 0  annu alized and 
$27,133 at 10 0 %  for gradu ate appointments (effectiv e 0 8 /21/0 1). 

 
3. The established salary m inim u m  for the v ariou s facu lty ranks, academic professionals, and gradu ate 

and u ndergradu ate assistants also applies to all v isiting , adju nct, and clinical staff (except v isiting  
scholars). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
P O L IC Y  R E FER E N C E S For additional inform ation: 
C am pu s Administrativ e M anu al:  
Section IX /A-18  Administration Salary P olicy 
  http://w w w .admin.u iu c.edu /cam /CAM /ix/ix-a/ix-a-18 .htm l 
 
P rov ost’s C om m u nications: 
C om m u nication #1:   B u dgetary P rinciples and P ractice 
   http://w w w .prov ost.u iu c.edu /prov ost/bu dget/bu dgetary.html 
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SAL AR Y  O P T IO N S 

 
P O L IC Y  SU M M AR Y  
 
Academic professional appointments can be for nine m onths, ten m onths, tw elv e m onths or “dates 
indicated.”  Salary options for the appointments are as follow s: 
 
G U ID E L IN E S 
 
Follow ing  are the salary options for each of the appointment options 

Appointm ent Sv c 
C ode 

Salary O ptions 
P aid ov er: 

N ine m onths  A 
or 
E 

tw elv e m onths  
or 
nine m onths (facu lty can only be paid on the E  serv ice if v isiting /adju nct, 
came in partial year, or in last year before retirement) 

Ten m onths B  tw elv e m onths 
Tw elv e m onths Y  tw elv e m onths 
“D ates Indicated” G  M onthly installments du ring  the period ov er w hich serv ices are rendered 

 
E m ployees that g o from  one salary option to another w ill hav e a salary conv ersion, a conv ersion table is 
as follow s: 
 
C onv ersion of Serv ice D ates to Salary D ates 
 
1. The conv ersion factor u sed w hen nine-m onth serv ice dates and tw elv e-m onth pay dates do not 

coincide is 1.33333. 
 
2. In order to determine the appropriate pay dates, m u ltiply the m onths of serv ice to be prov ided x 

(times) 1.33333.  The resu lt is the nu m ber of m onths ov er w hich the pay dates w ill be spread. 
 
3. Another alternativ e is to spread the pay from  the first date of serv ice ov er the balance of the academic 

year.  M u ltiply the am ou nt actu ally earned x (times) the nu m ber of rem aining  m onths. 
 
4. O n the electronic change of statu s (E C O S), identify in the “mem o” section the actu al serv ice dates 

and the inform ation u sed in the calcu lation. 
 
5. For B  serv ice code, department m u st indicate in the E C O S mem o the tw o m onths the em ployee w ill 

not prov ide serv ices. 
 
C onv ersion Exam ples 
 
1. Y  (Annu al) to A (9 M onth) C onv ersion: 
 

To conv ert a salary from  11 m onths serv ice (Y ) to 9 m onths serv ice (A), div ide the cu rrent salary by 
11 and m u ltiply the qu otient by 9. 
 
Exam ple:  C u rrent Y  Salary $66,0 0 0  
 $66,0 0 0  div ided by 11 = $6,0 0 0  
 $6,0 0 0  x 9 = $54,0 0 0  
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2. A (9 M onth) to Y  (Annu al) C onv ersion: 
 

To conv ert a salary from  9 m onths serv ice (A) to 11 m onths serv ice (Y ), div ide the cu rrent salary by 
9 and m u ltiply the qu otient by 11. 
 
Exam ple:  C u rrent A Salary $54,0 0 0  
 $54,0 0 0  div ided by 9 = $6,0 0 0  
 $6,0 0 0  x 11 = $66,0 0 0  
 

3. Y  (Annu al) to B  (10  M onth) C onv ersion: 
 

To conv ert a salary from  11 m onths serv ice (Y ) to 10  m onths serv ice (B ), div ide the cu rrent salary by 
11 and m u ltiply the qu otient by 10 . 
 
Exam ple:  C u rrent Y  Salary $66,0 0 0  
 $66,0 0 0  div ided by 11 = $6,0 0 0  
 $6,0 0 0  x 10  = $60 ,0 0 0  
 

4. B  (10  M onth) to Y  (Annu al) C onv ersion: 
 

To conv ert a salary from  10  m onths serv ice (B ) to 11 m onths (Y ), div ide the cu rrent salary by 10  and 
m u ltiply the qu otient by 11. 
 
Exam ple:  C u rrent B  Salary $60 ,0 0 0  
 $60 ,0 0 0  div ided by 10  = $6,0 0 0  
 $6,0 0 0  x 11 = $66,0 0 0  
 

5. A (9 M onth) to B  (10  M onth) C onv ersion: 
 

To conv ert a salary from  9 m onths serv ice (A) to 10  m onths serv ice (B ), div ide the cu rrent salary by 9 
and m u ltiply the qu otient by 10 . 
 
Exam ple:  C u rrent A Salary $54,0 0 0  
 $54,0 0 0  div ided by 9 = $6,0 0 0  
 $6,0 0 0  x 10  = $60 ,0 0 0  
 

6. B  (10  M onth) to A (9 M onth) C onv ersion: 
 

To conv ert a salary from  10  m onths (B ) to 9 m onths (A), div ide the cu rrent salary by 10  and m u ltiply 
the qu otient by 9. 
 
Exam ple:  C u rrent B  Salary $60 .0 0 0  
 $60 ,0 0 0  div ided by 10  = $6,0 0 0  
 $6,0 0 0  x 9 = $54,0 0 0  

 
 
 
 
 
P O L IC Y  R E FER E N C E S For additional inform ation: 
C am pu s Administrativ e M anu al:  
Section IX /A-18  Administrativ e Salary P olicy 
  http://w w w .admin.u iu c.edu /cam /CAM /ix/ix-a/ix-a-18 .htm l 



Academic H u m an Resou rces Q u ick Reference G u ide     

P age 42 of 56  

 
SE R V IC E  C O D E S 

 
P O L IC Y  SU M M AR Y  
 
Serv ice C odes are u sed to identify the appointment type and salary options. 
 
G U ID E L IN E S 
Follow ing  are the Serv ice C odes: 

C ode Description Appointm ent type C om m ents 

N  N o Serv ice Requ ired ??N on-tenu red “P ” em ployee 
grou p 

??Fellow ships 

N o oblig ation to render serv ice and no 
com m itment tow ard tenu re.  N ot in the 
bu dget. 

 
G  

 
D ates indicated 

??Initial ou t of cycle B  serv ice 
appointments 

??Academic hou rly 
??Short term  appointments 
??L u m p su m  and su m mer 

appointment for gradu ate 
assistant 

Salary m inim u m s 1/9 of 9-m onth 
m inim u m .  Appointments less than one 
semester and payment period for payroll 
dates indicated cannot be inclu ded in the 
bu dget.  D oes not earn v acation. 

  
  
E 

Academic Year: 
(8 /21-5/20 ) 
Fall Semester: 
(8 /21-1/5) 
Spring  Semester: 
(1/6-5/20 ) 

9 m onths (facu lty can be paid 
ov er 9 m onths only if 
v isiting /adju nct, came in partial 
year, or in last year of retirement) 

E arning  rate is 1/9 of annu al rate.  Fu ll 
annu al rate shou ld be u sed for semester 
appointments paid ov er 4½  m onths for 
all appointments. N o v acation. 

 
 
 
A 

Academic Year: 
(8 /21-8 /20 ) 
Fall Semester: 
(8 /21-2/20 ) 
Spring  Semester: 
(2/21-8 /20 ) 

 
9 m onths paid ov er 12 m onths 

Serv ice is requ ired du ring  the academic 
year only.  Reg u lar earning  rate is 1/12 of 
the annu al rate.  W hen serv ice on a 9-
m onth appointment begins on Janu ary 6, 
the pay for 4½  m onths of serv ice is 
spread ov er 7½  m onths.  N o earned 
v acation. 

 
B  

 
10 -m onth basis 

 
10  m onths paid ov er 12 m onths 

Appointment dates m ay be w ritten for 
any 12-m onth period.  M onths off m u st 
be specified.  N o earned v acation. 

Y  12-m onth basis 12 m onths paid ov er 12 m onths Appointment dates m ay be w ritten for 
any 12-m onth period.  V acation is 
earned. 

M  
 
O ther Su m mer 
L u m p Su m  

Su m mer appointments for 
academics on 9 and 10  m onth 
contracts and all academic lu m p 
su m  payments (except gradu ate 
assistants) 

N ot u sed for gradu ate assistant and 
u ndergradu ate appointment su m mer 
appointments or lu m p su m s. 

 
S Su m mer Session Serv ice 6/8 /Y Y  to 8 /7/Y Y  or any 

dates from  M ay 21 to Au g u st 20  

O nly u sed for certain accou nts related to 
the su m mer session bu dget. 

 
P O L IC Y  R E FER E N C E S For additional inform ation: 
E lectronic C hange of Statu s (E C O S) D ocu mentation: 
http://w w w .ahr.u iu c.edu /P D F % 20 Forms/C O STraining .pdf 
Academic Staff H andbook: Su m m ary of B enefits by Appointment C ategory 
http://w w w .ahr.u iu c.edu /ahrhandbook/appendix_III/defau lt.htm  
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SE R V IC E  C R E D IT  IN  SU R S 

 
P O L IC Y  SU M M AR Y  
 
E m ployees w ho retire can take a portion or the entire sick leav e balance to u se as serv ice credit in SU R S. 
 
G U ID E L IN E S 
 
1. B etw een Janu ary 198 4 and D ecem ber 1997, em ployees earned cu m u lativ e com pensable sick leav e.  

E m ployees can be paid ou t one half of their com pensable sick leav e and apply the other half of the 
com pensable (and all of the cu m u lativ e earned prior to Janu ary 198 4 and after D ecem ber 1997) to 
serv ice in SU R S. 

 
2. E m ployees can also elect a w aiv er of payment for sick leav e in w hich they can designate some or the 

entire one half  for w hich they are eligible to be paid for u se tow ards serv ice credit in SU R S.  N u m ber 
of days w aiv ed shou ld be indicated on the E C O S separation attachment. 

 
3. B efore 198 4 em ployees cou ld hold a m axim u m  of 18 0  days of cu m u lativ e sick leav e. 
 
4. B etw een Janu ary 198 4 and D ecem ber 1997, em ployees accu m u lated u p to a m axim u m  of 240  days of 

com pensable sick leav e.  In addition, all days earned past D ecem ber 1997 accu m u late w ithou t a cap. 
 
5. Academic hou rly em ployees are not eligible for SU R S and are not allow ed to m ake v olu ntary 

contribu tions to SU R S. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
P O L IC Y  R E FER E N C E S For additional inform ation: 
Academic Staff H andbook:  Retirement System  
http://w w w .ahr.u iu c.edu /ahrhandbook/chap4/retirement.html 
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SIC K  L E AV E  

 
P O L IC Y  SU M M AR Y  
 
All sick leav e earned 0 1/0 1/98  and after is noncom pensable.  Sick leav e is earned at the percent of the 
appointment betw een 50 %  and 10 0 %  per appointment year.  Exam ple:  em ployee at 50 %  earns 12 
accru able 50 %  days. 
 
G U ID E L IN E S 
 
1. Tw enty-fiv e days of sick leav e w ill be av ailable for fu ll-time eligible* em ployees: 
 12 days accru able noncom pensable, to be u sed first, no m axim u m  accu m u lation. 

13 days non-accru able “extended disability leav e,” to be u sed after the 12 accru able days are 
exhau sted. 

 
2. P rior B alances 
  If the 25 days of sick leav e in the cu rrent appointment year are exhau sted, prior year 
   cu m u lativ e balances m ay be u sed in the follow ing  order: 

 
1. U se noncom pensable first: sick leav e accrued before 1/1/8 4 and after 1/1/98  w ill be com bined 

into a sing le balance of noncom pensable sick leav e. 
2. U se com pensable sick leav e earned betw een 1/1/8 4 and 12/31/97 after noncom pensable balances 

hav e been exhau sted. 
3. E ffectiv e Janu ary 1, 1994, a shared benefits (sick leav e) policy w as established to prov ide a 

benefits enhancement for U niv ersity em ployees.  This policy allow s eligible em ployees to share 
accu m u lated sick leav e days w ith co-w orkers su ffering  from  seriou s illnesses or inju ries.  Refer to 
the C am pu s Administrativ e M anu al for the policy and procedu res for donating  and w ithdraw ing  
from  the pool. 

4. The P resident/C hancellor’s prov ision w hich allow s the P resident or C hancellor to grant a leav e 
w ith pay for illness u p to one-half of the appointment year for academic staff w ith three or m ore 
years of serv ice is retained.  [This period of time inclu des the leav e already taken.] 

 
 
 
 
 
*P ostdocs, medical residents, grad assistants and other academic em ployees w ho are not eligible to 
participate in SU R S and/or w ho are appointed for less than 50 %  time or less than a continu ou s 9-m onth 
period are eligible for thirteen nonaccru able/noncom pensable days. 
 
 
 
 
P O L IC Y  R E FER E N C E S For additional inform ation: 
C am pu s Administrativ e M anu al:  
Section IX /C -39 Sick Leav e P olicy for Academic Staff M em bers 
  http://w w w .admin.u iu c.edu /cam /CAM /ix/ix-c/ix-c-39.html 
Section IX /C -39.1 Shared Benefits (Sick Leav e) P olicy for Academic Staff 
 http://w w w .admin.u iu c.edu /CAM /CAM /ix/ix-c/ix-c-39_1.html 
 
Academic Staff H andbook: V acations, H olidays, and Leav es 
http://w w w .ahr.u iu c.edu /ahrhandbook/chap3/v acations.html 
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ST U D E N T  C L ASS C O D E S 

 
P O L IC Y  SU M M AR Y  
 
The stu dent class identifies the indiv idu al’s prim ary statu s. 
 
G U ID E L IN E S 
 
1. Follow ing  are the stu dent class codes: 
 

C O D E  To be u sed for: 

U  U ndergradu ate 

G  G radu ate or P re-doctoral Fellow  

N  Academic H ou rly (non-stu dent) 

« B lank «  Academic E m ployees 
 
2. If a G radu ate Assistant com pletes degree requ irements and is no longer enrolled as a gradu ate stu dent 

and accepts a facu lty or academic professional appointment, the “G ” stu dent class code w ou ld be 
changed to “blank.”  Academic hou rly em ployees are au tom atically coded “N .”  G radu ate hou rlies 
are coded “G ” or “U .” 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
P O L IC Y  R E FER E N C E S For additional inform ation: 
E lectronic C hange of Statu s (E C O S) D ocu mentation: 
http://w w w .ahr.u iu c.edu /AH RTraining /index2.htm  
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SU M M E R  E M P L O Y M E N T  

FO R  AC AD E M IC  E M P L O Y E E S 
 
P O L IC Y  SU M M AR Y  
 
Academic staff mem bers on nine- or ten-m onth appointments w ho render serv ices du ring  the academic 
year m ay, in addition, be em ployed du ring  the su m mer to teach, perform  research, or to prov ide other 
serv ices. 
 
G U ID E L IN E S 
 
1. An electronic change of statu s (E C O S) shou ld be u sed to pay su m mer appointments for academic 

staff. 
 
N ine M onth Appointment Time P eriods 
 
1. Su m mer appointments are norm ally for a period of tw o m onths bu t cannot exceed three m onths.  The 

dates of su m mer appointments m u st fall betw een M ay 21 and Au g u st 20 . 
 
N ine-M onth Appointment Salaries 
 
1. For each m onth of serv ice, com pensation is at the rate of one-ninth of the fu ll-time rate from  the 

preceding  academic year (or the equ iv alent if less than fu ll time). 
 
2. The dollar am ou nt paid cannot exceed 2/9 of the salary.  Recom mendations to exceed tw o-ninths of 

the fu ll-time rate m u st be pre-approv ed throu g h the u nit head and appropriate D ean or V ice 
C hancellor.  (See C am pu s Administrativ e M anu al, Section IX /C  – 21, Attachment I, Requ est for 
Exception to Limit on Su m mer Appointment) 

 
Ten-M onth Appointment Salaries 
 
1. Su m mer appointments are norm ally for a period of one m onth, bu t cannot exceed tw o m onths.  The 

additional appointment w ill not necessarily fall du ring  the traditional su m mer m onths. 
 
2. C om pensation is at the rate of one-tenth of the fu ll-time rate from  the preceding  academic year (or the 

equ iv alent if less than fu ll time). 
 
3. The dollar am ou nt paid cannot exceed 1/10  of the salary.  Recom mendations to exceed one-tenth of 

the fu ll-time rate m u st be pre-approv ed throu g h the u nit head and appropriate D ean or V ice 
C hancellor. (See C am pu s Administrativ e M anu al, Section IX /C  – 21, Attachment I, Requ est for 
Exception to Limit on Su m mer Appointment) 

 
 
(See Serv ice C odes, M  and S, page 38 .) 
 
 
 
 
 
P O L IC Y  R E FER E N C E S For additional inform ation: 
C am pu s Administrativ e M anu al:  
Section IX /C -21  Su m mer Academic Appointments for O ther than Su m mer Session Teaching  
  http://w w w .admin.u iu c.edu /cam /CAM /ix/ix-c/ix-c-21.html 
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SU R S P AR T IC IP AT IO N  AN D  SO C IAL  SE C U R IT Y  

 
P O L IC Y  SU M M AR Y  
 
Ju ly 1, 1998  the Illinois G eneral Assem bly enacted legislation that changed the participation requ irements 
of SU R S.  Indiv idu als requ ired to m ake the 8  percent SU R S contribu tion inclu de: academic em ployees 
w ith 1%  serv ice or greater for a period of fou r or m ore continu ou s m onths.  (See exclu sions below .)  
 
G U ID E L IN E S 
 
Exclu ded from  SU R S: 
 
1. Indiv idu als w hose em ployment is irreg u lar, intermittent or tem porary, w hose appointment is for zero-

percent time or are expected to continu e for less than fou r m onths. 
 
2. All academic hou rly em ployees (em ployee grou p H ). 
 
3. Stu dents (also exem pt from  Social Secu rity as long  as they are registered for the minim u m  nu m ber of 

u nits as stu dents du ring  the term  in w hich they are w orking). 
 
4. Annu itants in SU R S or those cu rrently receiv ing  a disability retirement allow ance from  SU R S.  

Annu itants in SU R S are also exem pt from  paying  Social Secu rity, bu t they do hav e to contribu te to 
M edicare if rehired after a 70 -day break in em ployment. 

 
5. Academic staff w ith an F-1/F-2 or J-1/J-2 v isa (also exem pt from  Social Secu rity and M edicare) that 

hav e not yet met the su bstantial presence requ irement (RA not in special condition code). 
 
Requ ired to pay Social Secu rity: 
1. State g ov ernment em ployees not participating  in a retirement system  m u st hav e Social Secu rity taxes 

(cu rrently 7.65 percent inclu ding  M edicare) dedu cted from  their earnings. 
 
2. SU R S annu itants are considered participants in a retirement system  and exclu ded from  Social 

Secu rity.  (The only exception is for non-U .S. citizens w ith a J-1/J-2 or F-1/F-2 v isa em ployed on or 
after Ju ly 1, 1991.  These em ployees are exclu ded from  participation in SU R S, Social Secu rity and 
M edicare if they hav e not yet met su bstantial presence requ irement). 

 
3. Stu dent em ployees w ill hav e social secu rity taxes w ithheld du ring  terms or portions of terms w hen 

they are not registered. 
 
 
F u rther inform ation is av ailable by contacting  the Benefits Center (333-3111). 
 
 
 
 
 
 
 
 
P O L IC Y  R E FER E N C E S For additional inform ation: 
C am pu s Administrativ e M anu al:  
Section IX /C -40  D etermining  E ligibility for P articipation in the State U niv ersities Retirement System  
   http://w w w .admin.u iu c.edu /cam /CAM /ix/ix-c/ix-c-40 .htm l 
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T E N U R E  C O D E  

 
P O L IC Y  SU M M AR Y  
 
Tenu re codes are u sed to identify facu lty appointments for an indefinite term . 
 
G U ID E L IN E S 
 
Follow ing  are the tenu re codes u sed in appointments: 
 

C ode Title C om m ents 
 
A 

 
Associate P rofessor or P rofessor 

Indefinite term - appointment for the percent of time indicated.  
N ot for u se w ith v isiting  or 0 %  facu lty appointments (u nless 
approv ed by P rov ost) (R E Q U IR E S P R O V O ST AP P R O V AL) 

 
Q  Initial term  appointment for a 

P rofessor or Associate P rofessor 

M ay hav e only one su ch term  appointment.  Appointment dates 
are initially w ritten for the entire term  of the Q  appointment. 
(R E Q U IR E S P R O V O ST AP P R O V AL) 

 
1-6 

 
Assistant P rofessor 

The nu m ber of years w hich w ill be credited at the end of the 
appointment year tow ard com pletion of the probationary period 
requ ired for an indefinite term  appointment. 

T N otice of N on-reappointment N otice of non-reappointment 
 
W  

 
Special Agreement to w aiv e 
tenu re 
 

Su bject to special w ritten agreement w ithou t com m itment for 
an indefinite term  appointment or for serv ice credit in a 
probationary period. (R E Q U IR E S P R O V O ST AP P R O V AL) 

K  H ead of D epartment only N ot u sed for acting  or interim  heads or chairs 

N  Term  appointment 

N ot eligible to be appointed for an indefinite term  and not 
credited tow ard probationary period (e.g ., administrativ e 
appointments held by facu lty, inclu ding  acting  and interim  
heads or chairs, 0 %  facu lty appointments, academic 
professional positions, and “v isiting” appointments.  Inclu des 
gradu ate assistants/hou rlies and academic hou rlies.) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
P O L IC Y  R E FER E N C E S For additional inform ation: 
E lectronic C hange of Statu s (E C O S) D ocu mentation: 
http://w w w .ahr.u iu c.edu /AH RTraining /index2.htm  or http://w w w .pso.u iu c.edu /Ecos/ecos.html 
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T E N U R E  R O L L BAC K  

 
P O L IC Y  SU M M AR Y  
 
Tenu re rollback is defined as re-setting  the tenu re clock du ring  the probationary period. 
 
G U ID E L IN E S 
 
1. For an assistant professor in the tenu re-track, there is a possibility of receiv ing  a tenu re rollback.  A 

m axim u m  of tw o years of tenu re rollback can be granted. 
 
2. A facu lty mem ber m u st requ est and su bm it ju stification in w riting  to the department head for a tenu re 

rollback.  The rollback request m u st inclu de the dean’s approv al (signatu re). 
 
3. An agreement reg arding  tenu re is draw n u p by leg al cou nsel and signed by the facu lty mem ber, u nit 

head, dean, P rov ost and the leg al cou nsel. 
 
4. As a g u iding  principle, the ev ent m u st be beyond the control of the facu lty mem ber. 

Exam ples of ju stification for tenu re rollback m ay inclu de: 
 

?? G rav e administrativ e error. 
?? Illness of a facu lty mem ber, or a mem ber of the im mediate fam ily, cau sing  inability to 

perform  fu ll du ties. 
?? B irth or adoption of a baby 

 
5. If the agreement is approv ed for a tenu re rollback, the department m u st su bm it an E C O S transaction 

to initiate the change. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
P O L IC Y  R E FER E N C E S For additional inform ation: 
P rov ost’s C om m u nications:  
C om m u nication #16 P olicy on Interru ptions of the P robationary P eriod (Tenu re C ode Rollback) 
   http://w w w .prov ost.u iu c.edu /prov ost/probation/inter.html 
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T E N U R E D  AN D  T E N U R E -T R AC K  FAC U L T Y  P O SIT IO N S 

 
P O L IC Y  SU M M AR Y  
 
All hiring  of tenu red and tenu re-track facu lty begins in the academic department. 
 
G U ID E L IN E S 
 
1. E ntry-lev el facu lty mem bers on a tenu re-track are norm ally assigned a tenu re code of “1” u pon initial 

em ployment, w hich adv ances by one in each su ccessive year of the sev en years of probation. 
 
2. As m u ch as three years of probationary credit m ay be giv en for prior serv ice.  If three years credit is 

giv en, the new  assistant professor w ou ld be in year fou r of the probationary period. 
 
3. Facu lty mem bers w ith a tenu re code of “6” m u st be rev iew ed for possible prom otion and tenu re.  The 

rev iew  is initiated in year 5. 
 
4. P rior w ritten approv al for indefinite tenu re or Q  appointment is requ ired from  the P rov ost in 

consu ltation w ith the D ean of the G radu ate C ollege. 
 
6. Form al progression in the tenu re-track is 
 
  Assistant P rofessor 
 
 
  Associate P rofessor 
 
 
          P rofessor 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
P O L IC Y  R E FER E N C E S For additional inform ation: 
P rov ost’s C om m u nications:  
C om m u nication #9 P rom otion and Tenu re 
  http://w w w .prov ost.u iu c.edu /prov ost/comm 9/prom otion.html 
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T IT L E /P O SIT IO N  AP P R O V AL S 

 
P O L IC Y  SU M M AR Y  
 
Approv als are requ ired prior to filling  an academic position. 
 
G U ID E L IN E S 
 
FIL L  A N E W  V AC AN C Y  – P AP E  C hecklist 

 
ST E P S T O  T IT L E /P O SIT IO N  AP P R O V AL  

 
??C om plete P AP E * Form  (*P rincipal Administrativ e P osition Exem ption) 

U sing  the D ART system  at: https://hrnet.u ihr.u illinois.edu /dart   
 

??Su bm it to u nit execu tiv e officer for college-lev el approv al 
 

??Su bm it to the O ffice of Academic H u m an Resou rces (AH R) for approv al 
 

??U nit receiv es D ART e-m ail approv al for P AP E   
 

ST E P S T O  SEAR C H  AP P R O V AL  
 

??Attach P AP E  e-m ail approv al to affirm ativ e action search m aterials 
 

??Su bm it search m aterials to the O ffice of E qu al O pportu nity and Access (O E O A) for rev iew  
 

??U nit receiv es approv al from  O E O A and obtains Search nu m ber.  (Requ ired by E m ployment C enter to 
post the v acancy) 
 

AN N O U N C E  P O SIT IO N  V AC AN C Y  
 

??C om plete the Job P osting  in the E m ployment C enter for Academic P rofessional v acancy notices at:  
http://w w w .u ihr.u illinois.edu /jobs   
 

??E lectronic Job P osting  rou ted to AH R  for release to the E m ployment C enter 
 

 
 
 
 
 
P O L IC Y  R E FER E N C E S For additional inform ation: 
P rov ost C om m u nications:  
C om m u nications #3 Appointments of Facu lty and Academic P rofessionals 
  http://w w w .prov ost.u iu c.edu /prov ost/appointments/facac.html 
 
C am pu s Administrativ e M anu al: 
Section IX /C -16 Academic P rofessional P osition and Title Approv al 
  http://w w w .admin.u iu c.edu /cam /CAM /ix/ix-c/ix-c-16.html 
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U N D E R G R AD U AT E  AP P O IN T M E N T  

 
P O L IC Y  SU M M AR Y  
 
N orm ally u ndergradu ate appointments in the G  em ployee grou p are not allow able u nless there are no 
qu alified or av ailable gradu ate teaching  assistants.  Ju stification is requ ired in the E C O S mem o. 
 
G U ID E L IN E S 
 
1. The title m u st be U ndergradu ate Appointment.  The rank/class code is “W C W T.” 
 
2. All u ndergradu ate appointments m u st inclu de docu mentation.  Ju stification su ch as “There are not 

enou g h gradu ate stu dents to teach this cou rse" w ou ld be requ ired. 
 
3. U ndergradu ate appointees w ho hav e du ties other than teaching  are not norm ally approv ed by the 

cam pu s. 
 
4. Approv al for one semester is not approv al for longer periods of time.  Ju stification is requ ired for 

each appointment period. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
P O L IC Y  R E FER E N C E S For additional inform ation: 
C am pu s Administrativ e M anu al:  
Section IX /C -33 Academic and G radu ate H ou rly Appointment and P ay 
  http://w w w .admin.u iu c.edu /cam /CAM /ix/ix-c/ix-c-33.html 
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U N IV E R SIT Y  H IG H  SC H O O L  

 
P O L IC Y  SU M M AR Y  
 
U niv ersity H igh School has a distinct academic year that differs from  the U niv ersity’s standard academic 
year. 
 
G U ID E L IN E S 
 
1. U niv ersity H igh teachers are requ ired to teach du ring  a period determined the prev iou s year.  Factors 

that are taken into accou nt inclu de State of Illinois requ irements that pu blic schools are to be open for 
18 0  days.  O f these days, each year m ay consist of u p to: 

 
?? fiv e designated snow  days 
?? fou r in-serv ice days 
?? tw o parent/teacher conference days 

 
2. The holidays the school is closed are also considered, and m ay or m ay not be the same holidays 

designated by the U niv ersity. 
 
3. The nu m ber of instru ction days changes from  year to year depending  u pon how  m any w eekends and 

holidays fall betw een the tw o dates. 
 
4. Teaching  Associate positions are considered 9½ -m onth appointments w ith pay and benefits based on 

a 28 5-day appointment, u sing  a 20 6 w orkday calcu lation fig u re for benefit payou ts. 
 
5. Appointments are to u se special condition code “U H ” to designate the special dates of the 

appointments and are u sed in conju nction w ith the “A” serv ice code.  This designates 9½  m onths paid 
ov er 12 m onths on the N otification of Appointment (N O A). 

 
6. U niv ersity H igh School m u st send a copy of its calendar on an annu al basis to Academic H u m an 

Resou rces and the B oard of Tru stees office. 
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V AC AT IO N  B E N EFIT S 

 
P O L IC Y  SU M M AR Y  
 
Allow able v acations for those approv ed on a tw elv e-m onth appointment shall consist of 24 w orking  days 
at the percentage of the appointment per appointment year. 
 
G U ID E L IN E S 
 
Tw elv e-M onth Appointments 
 
1. V acation days shall be cu m u lativ e to a m axim u m  of 48  w orking  days.  (U nits m ay adopt a m ore 

restrictiv e accu m u lation policy, bu t cannot deny the em ployee earned v acation benefits).  E m ployees 
on soft fu nds m ay be requ ired to u se v acation days.  E m ployees need to be notified in w riting  of this 
condition at the beginning  of the appointment. 

 
2. V acations taken du ring  the holiday recesses, other than the actu al holidays recog nized by the 

U niv ersity, shall be considered a part of the annu al v acation allow ance of 24 w orking  days. 
 
3. P art-time academic staff mem bers appointed on a tw elv e-m onth basis receiv e 24 w orkdays of paid 

v acation at the percentage of their appointment.  (e.g . 50 %  appointment earns 24 50 %  days per 
academic year) 

 
4. D u ring  a partial-year appointment, v acation is pro-rated.  E m ployees earn tw o days of v acation at the 

percent of their appointment for each m onth w orked prior to the start of a new  12-m onth appointment 
year. 

 
5. V acation is arranged to accom m odate the conv enience of the academic staff mem ber w ith the 

approv al of the u nit. 
 
6. A civ il serv ice em ployee m ov ing  to academic professional m ay transfer m ore than 48  earned 

w orkdays of v acation. 
 
N ine- or Ten-M onth Appointments 
 
1. V acation benefits are not av ailable to em ployees on nine- or ten-m onth serv ice appointments. 
 
 
 
 
 
 
 
 
 
 
 
 
 
P O L IC Y  R E FER E N C E S For additional inform ation: 
C am pu s Administrativ e M anu al:  
Section IX /A-7 Su m m ary of B enefits by Appointment C ategory 
  http://w w w .admin.u iu c.edu /cam /CAM /ix/ix-a/ix-a-7.html 
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V AC AT IO N  T E R M IN AT IO N  P AY 

 
P O L IC Y  SU M M AR Y  
 
V acation pay is pro-rated to the time of the termination/resignation.  W hen terminal v acation is u sed to 
extend the date of separation from  the U niv ersity, additional v acation is not earned du ring  that time 
period.  Also, an em ployee does not receiv e holiday pay w hile u sing  terminal v acation u nless they u se 
v acation days to cov er those holidays. 
 
G U ID E L IN E S 
 
1. V acation is pro-rated as of the last date of serv ice. 
 
2. The em ployee w ill be requ ired to pay back any v acation already u sed bu t not yet earned by the date of 

termination/resignation. 
 
3. C alcu lation for payou t of v acation is as follow s: 

annu al rate of pay (div ided by) N u m ber of w orking  days of v acation m u ltiplied by: 
260  w ork days 

 
4. N O T E:  See v acation benefits for civ il serv ice em ployees m ov ing  to academic professional u nder 

“V acation B enefits.” 
 
5. If terminal v acation is u sed, the u nit m u st indicate in the E C O S mem o that terminal v acation is being  

u sed to extend the date of separation.  The final date of serv ice, the nu m ber of actu al v acation (w ork) 
days conv erted, and the nu m ber of calendar days resu lting  from  the conv ersion shou ld all be inclu ded 
in the E C O S mem o as w ell. 

 
6. If terminal v acation is u sed w ithin the cu rrent contract, v acation benefits are prorated as of the last 

date of serv ice. 
 
7. D ays defined as terminal v acation m ay not be paid on a Ledger 5 accou nt. 
 
8 . Terminal V acation calcu lation: 

 
V acation days m u st be conv erted into calendar days.  To do this: 
 
M u ltiply the nu m ber of v acation days by a factor of 1.38 46 (the factor is 
based on ou r cu rrent payroll system  w hich calcu lates on a 30  calendar day 
m onth v s. actu al w ork days). Add the nu m ber of conv erted days to the actu al 
separation date 
 
Ex:  E m ployee left the U I on April 8 th and had 10  days v acation rem aining  
 
10  days x 1.38 46 = 13.8 5 (rou nded to 14 calendar days) 
April 8  + 14 days = April 22  
April 22 = the adju sted end date 

 
 
P O L IC Y  R E FER E N C E S For additional inform ation: 
C am pu s Administrativ e M anu al:  
Section IX /C -30  M ethod of Final P ayment for Academic Staff M em bers 
  http://w w w .admin.u iu c.edu /cam /CAM /ix/ix-c/ix-c-30 .html 
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“W ” AP P O IN T M E N T S FO R  FAC U L T Y  

 
P O L IC Y  SU M M AR Y  
 
A “W ” appointment is giv en only u nder exceptional circu m stances.  Indiv idu als eligible for tenu re or the 
tenu re-track m ay w aiv e their rights to tenu re u nder Article X  of the U niv ersity of Illinois Statu tes. 
 
G U ID E L IN E S 
 
1. “W ” appointments requ ire prior w ritten approv al by the P rov ost. 
 
2. A “W ” agreement form  m u st be signed and su bm itted for approv al of a “W ” appointment. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
P O L IC Y  R E FER E N C E S For additional inform ation: 
C am pu s Administrativ e M anu al:  
Section IX /C -9 Special Agreement to Accept Academic Appointment and Re-appointment for  
  D efinite Terms (“W ”) 
  http://w w w .admin.u iu c.edu /cam /CAM /ix/ix-c/ix-c-9.html 
 
P rov ost’s C om m u nication: 
C om m u nication 5:   Term  P rofessorial Appointments Initial Term  ("Q ") Appointments for N ew  
    Associate and Fu ll P rofessors and Special Agreements for D efinite Term  
    ("W ") Appointments to Facu lty R anks 
   http://w w w .prov ost.u iu c.edu /prov ost/appointments/nitial.html 


