Academic Human Resources Quick Reference Guide

A cademic Human Resources
Quick Reference Guide

March 2003

Page 1 of 56



Academic Human Resources Quick Reference Guide
Academic Human Resour ces
Quick Reference Guide
Table of Contents

Appointment Documentation for New Academic Employees

Appointment Procedures
Benefits Eligibility

Electronic Change of Status (ECOS)
Employee Groups
Employment of International Faculty and Staff

Establi shing or Revid ng Academic Professona Postions
Faculty Titlesand Other Academic Titles

Graduate Student Assi gants

Identification Cards

L ump Sum Payments (Service in Excess of 100%)

Mid-Year Salary Increases

Moving Discount
Notice of Non-Reagppointment

PAPE Numbers

Parental Leave

Postdoctoral Research Associate (and Research Associate)
Probationary Credit

Probationary Period

Page No.

5-6

10

11

12

13

14-15

16

17

18

19-21

22
23
24
25

26

Page 2 of 56



Academic Human Resources Quick Reference Guide

“Q" Appointments — Faculty 27
Rank/Class Codesfor Academic Appointments 28-34
Re-Employment 36
Research Faculty 37
Red gnation/Separation 38
Salary Minimums 39
Salary Options 40-41
Service Codes 42
Service Credit in SURS 43
Sick Leave 44
Student Class Codes 45
Summer Employment for Academic Employees 46
SURS Participation and Socia Security 47
Tenure Code 48
Tenure Rollback 49
Tenured and Tenure-Track Faculty Podtions 50
Title/Pogtion Approvals 51
Undergraduate Appoi ntment 52
University High School 53
V acation Benefits 54
Vacation Termination Pay 55
“W” Appointments for Faculty 56

Page 3 of 56



Academic Human Resources Quick Reference Guide

APPOINTMENT DOCUMENTATION FOR NEW ACADEMIC
EMPLOYEES—March 2003 edition

POLICY SUMMARY

I n addition to completing the Electronic Change of Status (ECOS), there are documents that must be
submitted to the Office of Academic Human Resources before the ECOS can be completed by AHR.

GUIDELINES
The following paper documents are required before the ECOS can be compl eted:

1. AHRchecklig

2. Fully-goproved Affirmative Action Summary form, search narrative, Pre-Search Approval form,
pod tion announcement; or search waiver agpproval

3. 1-9 Employment Eligibility Verification (units can handle 19's for US Citizens and permanent
res dents — International staff must contact the Office of International Faculty and Staff Affairs)

4. Curriculum vitaand letter of offer for faculty and admini drative gppointments requiring BOT
agoproval

5. Letter of offer

The following forms must also be completed via NESSIE New Hire:

Employment Information Form (EIF)

W-4 Withholding Allowance Worksheet (international employees contact Payroll Office)
Direct Depodt form and bank depost dip (if applicable)

Loan default

rpODNPE

Additional documents may be required depending on the type of appointment (see Affirmative Action
Recruitment Procedures).

POLICY REFERENCES For additional information:
Electronic Change of Status (ECOS) Documentation:
http: //www.ahr .uiuc.edu/AHRTr ai ning/index2.htm or http: //www. pso.ui uc.edu/Ecos/ecos.html

Campus Admini grative Manual:

Section IX/C-1.1  Attachments and Forms Required for New Faculty, Academic
Professond and Graduate Assi gantship Appointments
http: //mww.admin.uiuc.edu/cany CAM/ix/ix-clix-c-1_1.html

Affirmative Action Recruitment Procedures:
http://www.eoa.ui uc.edu/Sear ch Manual/search. manual . pdf
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APPOINTMENT PROCEDURES

POLICY SUMMARY

All hiring beginsin the unit or academic department. Policies and proceduresfor filling pod tions vary by
unit and college.

GUIDELINES

1

If it isanew or revised academic professonad pogtion, a PAPE requed i ssubmitted to Academic
Human Resources by the department via DART. (See Establi shing or Refilling Academic
Professona Postions)

When the decison to fill avacancy occurs, the department must undertake an affirmative action
search or receive awaiver of a search from the Office of Equal Opportunity and Access (OEOA).

The department prepares and submits a pre-audit form and an appropriate pos tion notice to OEOA.

Upon gpprova from the OEOA, the pogtion noticeisforwarded by OEOA to Academic Human
Resourcesfor advertigng in the following:

a) Insidelllinois
b) The UIUC Job Regidry

Departments must post pod tionsi n the Employment Center. Departments may also post on the
academic professonal ligserve that i smaintained by the Office of Equal Opportunity and Access.

The department identifies candidates and conductsi nterviews.
There are no red dency requirements for filling academic pogtions.

Once a selection i smade, the department submits an Affirmative Action Summary for Proposed
Academic Appointments form to the Equal Employment Opportunity (EEO) Officer/Committee for
goproval of the search process.

The officer/committee will review the search procedures to ensure they have conducted the search in
accordance with the gpproved Pre-Search Approval form and will notify the department of the
decison.

After all clearancesare reei ved, the department may offer the podtion to the chosen candidate.
Once the offer i saccepted, the department must submit the following paperwork to Academic Human
Resourcesto obtain fina gpproval for the appointment and to get the individud into the payroll
system. (Note: Current employees must change their information on NESSIE and new employees
must complete NESSIE New Hire.)

?? Fully-gpproved Affirmative Action Summary form, search narrative, Pre-Search Approval form,
pod tion announcement; or search waiver agpproval

?? Employee Information Form (with curriculum vitaeif faculty or academic staff above $90,000)

?? W-4 Withholding Allowance Worksheet (International employees contact Payroll Office)

?? Direct Depost Form (if gpplicable)
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?2? 1-9 Employment Eligibility Verification (If international, must be completed by Office of
International Faculty and Staff Affairs.)
?? Letter of offer

10. Other documents may be required depending on the type of appointment or employee status,
including:

?? Non-native Engli sh Speaking form (for teaching staff);

?? Memo in ECOS confirming compliance with Employment of Relativespoalicy if animmediate
family member isalso employed by the University;

?? Form for counting service toward the completion of the probationary period, if the faculty
member wi hesto have the partial year count towar ds the probationary period.

11. Academic Human Resource Processing and Records Divis on determine eligibility for benefits.

12. Once employeeison payroll, an employee iseligible to reei ve a photo identification card.

POLICY REFERENCES For additiona information:
Office of Equal Opportunity and Access.
http://www.eoa.uiuc.edu/ - search

Academic Human Resourcesweb ste;
The New Employment Center: Steps for Academic Professona Pogtions
http://www.ahr .ui uc.edu/empl oymentcenter/checkli §.htm

Campus Admini grative Manual:
Section IX/A—-3:  Employment of Relatives
http: //www.admin.uiuc.edu/camy CAM/ix/ix-alix-a-3.html

Provost’ s Communications:
Communication 3:  Appointments of Faculty and Academic Professonas
http://mww. provost.ui uc.edu/provost/ appointments/facac. html
Communication 4: Specia Recruitmentsin Support of Institutional Priorities
http: //www. provost.ui uc.edu/pr ovost/ appoi ntments/r ecr uit. html
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BENEFITSELIGIBILITY

POLICY SUMMARY

The University provides health, dental, and life insurance to Academic employees (excluding graduate
assi dants) per the following criteria:

GUIDELINES
1. Thecriteriaused to determine eligibility for benefitsi ncludesthe following:
- minimum of a 50% appointment

- gppointed for at least nine continuous months. If appointed for less than nine continuous months,
the unit should note in the ECOS memo whether or not the employee will be regppointed.

2. Employees with appointments of 50% through 99% time and for at least nine continuous months may

participate by sharing proportionaly in the premium cost.

3. JF visaholders have goecia reguirements. Contact the Office of International Faculty and Staff
Affairs.

POLICY REFERENCES For additional information:
Academic Staff Handbook: Summary of Benefits by Appointment Category
http: //www.ahr .uiuc.edu/ahrhandbook/appendix_I11/Default. htm

Campus Admini grative Manual:
Section IX/A-7 Summary of Benefits by Appointment Category:

http: //www.admin.uiuc.edu/camyCAM/ix/ix-alix-a-7.html
Section IX/A-8 Group Insurance Plans:

http: //www.admin.uiuc.edu/camy CAM/ix/ix-alix-a-8.html
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ELECTRONIC CHANGE OF STATUS (ECOS)

POLICY SUMMARY

Electronic Change of Status (ECOS) i san application des gned to allow users to electronically enter,
submit, and approveinformation for new employees and changesto current employees. Once completed,
the information i stransferred into the Payroll and Human Resource Management Systems.

GUIDELINES
1. Before ECOS can be used, the following must be i ssued:

?? Logon ID and password from the Campus Computing Cente;
?? Appropriate departmenta gpproval,;
?? SASauthorization from the Office of Bugness & Financia Services

2. Once the above criteria have been met, the assigned logon ID and default password can be used to log
on to the ECOS application.

3. After logging on to the gpplication, the system will determine which tasks may be performed, based
upon the ded gnated user’s authorization level.

4. Electronic Change of Status recognizesfour typesof users:

?? Inquirer —Has read only accessto view employee records and changes of status.

?? Enterer —Isregpond ble for entering gppointment, personal, and address data.

?? Submitter — Has regpond bility for reviewing any new or modified records and submitting them
for approval. Submitters should also follow the ECOS through the completion
process.

?? Approver —Is respond ble for final review and gpproval of the transaction.

?? Completer - AHR level submiss on to paymaster.

Full documentation and a quedtion and answer section can be found at the URL stesidentified below.

ECOS Training: http://www.ahr .uiuc.edu/AHRTr ai ning/index2.htm
AHR Appointment Processing Checkli g http://www.ahr.uiuc.edu/PDF Forms/checkli &. pdf

POLICY REFERENCES For additional information:

Campus Admini grative Manual:

Section IX/C-1.1  Attachment and Forms Required for New Faculty, Academic
Professona and Graduate Assi dantship Appointments
http://www.admin.uiuc.edw/cam/CAM/ix/ix-clix-c-1_1.html
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EMPLOYEE GROUPS

POLICY SUMMARY

Employee Groups are used to identify an employee’s classification.

GUIDELINES

Following isalig of Employee Groups:

Group Group Title Comments
Employees with academic or admini drative
: appointments (except graduate or undergraduate
A Academic gppointments) paid on afixed monthly salary.
Includes post-doctoral fellows.
Academic Hourly, Graduate | Employees with only an academic appointment based
H Hourly, or Undergraduate on an hourly rate
Hourly
Academic Non-paid Special appointment, no service required and no
P monetary compensation
Appointment dependent on student status (except
, interns)

Graduate Teaphl ng and Pre-doctord fellow: awarded stipends

Research Assi gants, ) : .

Graduate assi gants: generally gppointed between
G Undergraduate 2506-67%

Appointments, Interns and M .

Pre-doctoral Fellows Interns: Internship program as part of degree program
Undergraduate appointments: require justification and
goproval by AHR

N Civil Service Staff I ncludes empl oyees with non-academic appointments

N ExtraHelp Civil Serwce_empl oyees who work on an as needed,
emergent bas s

S Undergraduate Student Non-teaching undergrad student paid on hourly bas s

| One Time Payment See OBFSlink under Policy References

POLICY REFERENCES

For additional information:

Electronic Change of Status (ECOS) Documentation:
http: //www. pso.ui uc.edu/ECOS/ecosdoc. html

http://mwww.ahr .uiuc.edu/AHRTr ai ning/index2.htm

Office of Bud nessand Financia Services
http://www.obfs.uillinois.edu/payr ol l/oneti mepay.html
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EMPLOYMENT OF INTERNATIONAL FACULTY AND STAFF

POLICY SUMMARY

Complexities of immigration laws require early consultation with the Office of International Faculty and
Staff Affairs (IFSA) at 333-8225 in recaruitment and employment of international faculty and staff.

GUIDELINES

1. Employee must obtain apermanent social security number from the Social Security Admini gration
prior to loginto NESSIE New Hire.

2. Theinternational employee must complete an -9 form at IFSA no later than the third working day of
employment.

3. Units should work with IFSA to determine vi sa status that alows anon-U.S. citizen payment,
whether for an honorarium or for aregular appointment.

4. Under no circumstances should a prospective international employee be assured that the university
would be able to obtain permanent res dent status or an immigrant vi safor him/her.

5. Refer to Appointment Documentation for New Academic Employees and Appointment Procedures.

POLICY REFERENCES For additiona information:

International Faculty and Staff Affairs (IFSA): http://www.ips.uiuc.edu/ifsa/

Campus Admini grative Manual:
Section IX/A-5 Procedure for Obtaining Permanent Red dence for Forei gn Staff Members

http: //mwww.admin.ui uc.edu/camV CAM/ix/ix-a/ix-a-5.html

Section IX/A-6 Implementation of the Immigration Reform and Control Act of 1986 for al

Academic and Non-academic Employees
http: //mmw.admin.ui uc.edu/cany CAM/ix/ix-a/ix-a-6.html
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ESTABLISHING OR REVISING
ACADEMIC PROFESSIONAL POSITIONS

POLICY SUMMARY

Prior to obtaining search approval to hire an academic professional, the unit must have recei ved gpproval
to egablih or revi e an academic professona podtion.

GUIDELINES

1. A Principa Adminidrative Pod tion Exemption (PAPE) request must be completed viaDART,
forwarded to the College office, and sent by the College to the Office of Academic Human Resources
(AHR) for approval of all new academic professona podtions aswell asfor postions that have
g gnificantly revised respong bilities and/or minimum qualifications or when there i saproposed
change of title.

2. AHR will review the PAPE and determine the levels of approval required.

3. If only campus gpproval i srequired, AHR will give or deny gpproval and notify the unit by e-mail
that it may or may not begin the affirmative action process. (If approved, the PAPE number and
goproved title will beincluded.)

4. If further gpprovals are required at University Admini dration and State Universities Civil Service
System level, AHR will forward the PAPE form to them for approval. If approved, PAPE number
and gpproved title will be provided via email.

5. Departments must submit a copy of the gpproval email or letter received from AHR along with search
documents or a search waiver requed to the Office of Equal Opportunity and Access (OEOA) for
goprovals prior to advertigng the pod tion.

POLICY REFERENCES For additional information:
Campus Admini grative Manual:
Section IX/C-16 ~ Academic Professonal Postion and Title Approval
http: //mwww.admin.uiuc.edu/camy CAM/ix/ix-clix-c-16.html
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FACULTY TITLESand OTHER ACADEMICTITLES

POLICY SUMMARY

Only gpproved titlesmay be used for faculty postions.
GUIDELINES
1. Approved faculty titlesinclude the following:

Professor
Associate Professor
Ass gant Professor

Other Academic Staff include the following:
(NOTE: Thes titlesare being reviewed by the Provost’ s Office.)

Instructor (special gpproval from Provost Officerequired)  Clinical Assidant

Lecturer Clinical Associate

Teaching Associate Postdoctoral Research Associate
Research Associate (specia AHR approval required)

2. Modifiers may be gpplied to the above titles, including:
Research
Adjunct
Clinica
Vidting
Emeritus (Professor, Associate Professor)

3. Thetitles Ass gant/ Associate/Professor must be used with amodifier if the person holding that titleis
not in atenured or tenure track pogtion. Exceptions must be goproved by the Provost' s office. A
modifier of vidting or adjunct must aso be part of thetitleif theindividual isinternationd on aJ-1
VISA.

4. Both Lecturer and I nstructor are appointed on ayear-to-year bas swith no formal notice of non-
regppointment rights.

5. Lecturerisused most often for new faculty members who are “al but di ssertation” (ABD).
6. Teaching Associateis often used for individuals hired with a master’s degree.

7. Units set the rank for faculty pod tions according to the criteriafor qualifications from their ex si ng
faculty.

POLICY REFERENCES For additional information:
Provost’ s Communication:
Communication #2:  Offering Academic Postions
http: //www. provost.ui uc.edu/pr ovost/ appointments/staff. html

Communication #3:  Appointments of Faculty and Academic Professionals
http: //mwww. provost. ui uc.edu/provost/ appoi ntments/facac. html
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GRADUATE STUDENT ASSISTANTS

POLICY SUMMARY

Appointment of Graduate Student Assi dantsi sdependent upon student status. Tuition and service fees
are waived for graduate sudent assi gants on appointments for not lessthan 25% but not more than 67%
of full-time service and not lessthan % of the term (91 days for fall and spring; 41 days for summer).
Recipients of assi dantships must be regi gered for a minimum of 0 units during the term they are
gppointed including those working on their thed s(except for summer terms, if student was regi gered the
prior spring semeger or will be regi gered for theimmediately following fall ssemeger, with the goproval
of the department).

GUIDELINES

1. Graduate Student Assi gants are eligible for thirteen non-compensabl e/non-cumul ative workdays of
g ck leave each appointment year.

2. Graduate Student Assi gants who have twelve-month contracts are eligible for vacation earnings of
twenty-four workdays each year at the percentage they are employed, with a maximum accumulation
of forty-eight workdays at the percentage of their gopointment. Individuals on nine-month contracts
are not eligible for vacation time.

3. All Graduate Student Ass gants are entitled to official university holidays.

4. The university egabli shesthe minimum stipend for ass gants, but the gipends paid to ass gants are
et by units and may vary from unit to unit (graduate sudents may not be paid lessthan the
edabli shed campus minimums).

5. Graduate assi gants may have tuition and service fees waived with lessthan 91 days appointment if
they are recei ving their PhD prior to the 91 days. Call tuition and fees office in Office of Admiss ons
and Recordsfor details.

6. Service Codesare asfollows:

Service Code Comments
E Service during one or both semeders of the academic year:
8/21-1/5, 1/6-5/20, or 8/21-5/20
G Service for datesindicated other than above, or summer gppointment
Y Service for 12 months, normally 8/21-8/20

7. Grads on F1 visas cannot work more than 50% including hourly gpopointments (except during
holidays).

POLICY REFERENCES For additional information:
Graduate College Handbook: http: //www.grad.uiuc.edu/grad_handbook/
Campus Admini grative Manual:
Section IX/E-2 Exemption from Tuition and Fees for Graduate Student Assi gants
http: //mwww.admin.ui uc.edu/camy/CAM/ix/ix-e& flix-e-2.html
Section IX/C-33  Academic and Graduate Hourly Appointment and Pay
http: //mww.admin.ui uc.edu/camy CAM/ix/ix-clix-c-33.html
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IDENTIFICATION CARDS

POLICY SUMMARY

All UIUC students, faculty and staff are required to have the I-card, asit i sthe official University of
Illinoi sidentification card. The card remains the property of the University and must be returned upon
res gnation or termination. Identification cards are available on the second floor of the Illini Union
Bookstore.

GUIDELINES

1. Thel-cardwith ablue border i sprovided to the following:
?? Full/Part-time faculty
?? Full/Part-time other academic staff
?? Academic hourly employees
?? Full/Part-time gaff employees
?? University of Illinoi sExtend on academic staff
?? Allied staff members on the University payroll
?? University related organization employees on payroll

Privilegesinclude:

?? Cash personal checks up to $200 per day in 100B Henry Admini gration Building
?? Library access

?? Unlimited accessto the Champaign-UrbanaMass Trandt System (MTD)

?? Allows accessto Campus Recreation (IMPE) with additiona fee

2. Other staff not on the payroll are i ssued a purple border identification card:
?? University of 1llinoi sFoundation
?? Alumni Association
?? LevisFaculty Center
?? Board of Trustees (special ded gnation)

3. All retireesare i ssued a paper ID that can be exchanged for a photo identification card with agray
border by vidting the ID Center.

4. Vidgtors are i ssued identification cards with no border as follows:
?? Vidting Scholars not on the payroll, upon the reques and payment by the department (requires a
letter from the department)
?? Non-UIUC students living in res dence halls (card provided upon reques and payment by
Hous ng)

5. Gued identification cards on blue paper are i ssued to:
?? Spouse/partners of all academic staff who are eligible for aphoto ID card
?? Vidting academics not on payroll
?? Academics with 0% appointments (not on the payroll)
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6. Studentsenrolled at UIUC

?? Photo ID card, orange border for undergraduates; green border for graduate and professona

students.
?? Paper ID cardsi ssued to graduate sudents with appointments.

POLICY REFERENCES For additional information:
Campus ID Center: http://vwww.union.uiuc.edu/idcenter

Campus Admini grative Manual:
Section V/C-7 Faculty Staff Photo ID Card Policy
http: //mwww.admin.ui uc.edu/camyCAM/V/v-c-7.html
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LUMP SUM PAYMENTS
(Servicein Excessof 100%)

POLICY SUMMARY

L ump sum payments are paid for overload teaching or for other special projects or assignments after the
serviceis performed and require prior written gpproval.

GUIDELINES

1
2.

The lllinoi s State Finance Act prohibits paying bonusesto employees.

L ump sum payments are des gnated for specific duties outs de the regular regpond bilities and are not
intended for payment in lieu of a base increase to the slary.

The campus guidelinesfor seeking exceptions, as permitted by the Statutes, are outlined below:

?? Prior written goproval i srequired for al lump sum payments to individuals who hold 100%
gppointments.

?? Requeds cannot be made on aregular bas s, payment must only be for irregular, temporary
service.

?? Thework performed must be clearly outd de the scope of the regular pogtion.

?? Servicetime cannot interfere with the normal full-time pogtion.

?? Servicein excessof 100 percent timeis not to be confused with "other duties as assigned.”

Normally special projects are not in the home department.
No lump sums should be paid to employees on a 100% L eave of Absence Without Pay.

All payments for servicein excess of 100% must have prior written approval from the Department
Heads and Deans when the amount i slessthan $2,000. When the amount i sgreater than $2,000,
prior gpproval by the Office of the Provost i salso necessary. Prior goproval cond gs of written
consent by all necessary parties prior to any service actually commencing. Copy of the gpproval is
ent to Academic Human Resources (AHR) at the time the ECOS i sinitiated, with indication in an
ECOS memo of the date snt.

Justification letters should contain the following elements:

?? Anidentification of the service to be performed and reasons for chood ng full-time employee to
provide these rvices

?? The specific datesthe proposed service will be provided.

?? Thetota payment(s) that will be paid.

?? An acknowledgement that the additional service will be on off-duty hours and/or will not
interfere with the full-time job respond bilities.

Servicein excess of a full-time appointment should be temporary and kept to a minimum; payment i s
by lump sum to be paid after the serviceis performed. The policy now includes overload teaching and
Di scovery coursesfor which alump sum payment should be made at the end of the ssmeger in which
the teaching occurs, i.e., after January 5 for Fall semeger and after May 20 for Soring semeder, etc.
Approval for payment for teaching Di scovery coursesi sincluded when Di scovery courses are
agoproved each s2meger; no further gpproval i snecessary.

Appointment line information for completing ECOS: Academic (0%, 51007 in PAPE Number, M
service code); Graduate Students (0%, PAPE blank, G service code).

Actua service datesand the amount to be paid should be included in an ECOS memo.

POLICY REFERENCES For additiona information:

Campus Admini drative Manual: Section IX/C-1.3 Servicein Excess of 100 Percent

http: //www.admin.uiuc.edu/camVCAM/ix/ix-c/ix-c-1 3.html
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MID-YEAR SALARY INCREASES

POLICY SUMMARY

The State will not permit the University to make retroactive salary adjustments. The only exception to
thispolicy isif there i s dear evidence that the saff member’s duties and/or regpong bilities changed and a
specific date of that change can be determined.

GUIDELINES

1. University palicy strongly di scourages mid-year salary increases, except in cases of equity i ssues
retention (counter offers), and cond derable changesin respong hility.

2. Salary increases on both salaried and hourly gppointments should become effective at the beginning
of the annual re-gppointment date, usually August 21.

3. Judtifications and areques for any mid-year salary increase must be submitted in writing to the
Provost for prior gpproval.

POLICY REFERENCES For additional information:

Campus Admini grative Manual:

SectionIX/C-29  Academic Retroactive Salary Increases and Salary Minimafor Certain Academic
Employees
http: //mwwww.admin.uiuc.edu/camy CAM/ix/ix-clix-c-29.html
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MOVING DISCOUNT

POLICY SUMMARY for INTERSTATE MOVES

Effective February 5, 2003, Graebel Van Lines, Inc. has been selected as the University's preferred
carrier for the interstate (between states) household goods di scount agreement with the University of
Illinois

GUIDELINES

1. Graebel Van Lines Inc. offers a 63% discount on dl interstate shipments of household goods. The
agreement providesinsurance up to a maximum of $75,000 replacement val ue protection coverage at
no additiona charge.
Any coveragein excess of $75,000 can be obtained at arate of $4.00 per $1000 additional coverage.

2. Thiscontract can be used by current or new employees (whether or not pad for by the University)
and by retirees (up to one year after retirement).

3. The processfor requeding the di scount i sas follows:

a) Contact the Office of Academic Human Resources(AHR) at 333-6747. A letter of igibility can
be provided by AHR for the employee.

b) The employee will contact Graebel Van Lines, Inc. to arrange for service.

©) The move occurs and the final invoiceis paid according to the terms of the agreement (normally
payment iscollected on ddlivery).

POLICY SUMMARY for INTRASTATE MOVES

Champaign County Moving and Storage, Inc. provides a 35% di scount off the current published rate to
any University department for rel ocating current or new employees (relocated on behalf of the University)
for the movement of intra-state (within the State of 1llinoi s) household goods. Thiscontract only applies
to moveswhere the University department has agreed to pay for the servicesand the invoice, but does not
aoply to moveswithin a 30-mile radius of Urbana-Champaign.

GUIDELINES

Since the agreement for intrastate movesisonly for situationsi n which the University pays the invoice,
the University unit will make arrangementsi nvolved.

POLICY SUMMARY for LOCAL MOVES

Inthe event the Operation and Maintenance Dividon cannot meet department regquirements for local
office and laboratory moves, Jenkins and Key Moving and Storage, | nc. has been awarded the contract to
provide local relocation service.

FOR ADDITIONAL INFORMATION

Y ou may contact Bill Dielman, Purchas ng Divigon, 333-5391, for more detailed information on moving
ervices
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NOTICE OF NON-REAPPOINTMENT

POLICY SUMMARY

A notice of non-regppointment cannot be used to shorten a contract i ssued by the Board of Trustees
regardless of the source of funds. A notice can be given to coincide with the current contract or a contract
can be extended beyond the current date to encompass the non-regppoi ntment notice period.

GUIDELINES

1. Notice of nonregppointment rights gpply to permanent 100 FTE positions. Formal notice by the
Board of Trusteesisnever required for lecturers, instructors, or any title modified with “vigting”,
“adjunct’, or “clinical.” Notice rights vary for the pod tions Research Associate and Postdoctoral
Research Associate, Teaching Associate, Research Ass gant Professor, Research Associate Professor
and Research Professor. There are specia proceduresto follow when the pogtion of along-term
academic professona employee is being terminated; refer to Provost’ s Communication No. 11.

2. Although the department must notify the employee of non-reagppointment in writing, it i sthe Board of
Trustees that givesthe official notice. A copy of the letter to the employee, informing the employee
that the unit has requegted that the Board of Trusteesi ssue a Notice of Nonregppointment isto be
submitted to Academic Human Resources. Do not mention datesin thisletter.

SAMPLE LETTER FOR ACADEMIC NOTICE OF NON-REAPPOINTMENT
(Date)

Employee Name
Employee's verified Home Address

Dear (Employee):

Thisisto notify you that | am asking the Board of Trusteesto i ssue you anotice of
nonregppoi ntment.

Sincerely,

(supervisor)

c: Academic Human Resourcesw/Electronic Change of Status

3. Thelength of notice required i scalculated from the date of notice by the Board of Trustees, not from
the end of the current contract. The effective date of appointmentsindicating “T” tenure status
constitutesthe first day of the notice period. Allow three weeks |lead-time from the time the ECOS i s
initiated until the beginning of the notice of nonregppointment period.

4. If noticeisgiven later than specified in an gppointment year, it will be accompanied by an offer from
the Board of trustees of aterminal contract for an additiona appointment that will extend the current
gppointment through the period of minimum notice.

5. The period of termina contract may be extended further, but no more than three extend ons are
permitted.

Page 20 of 56



Academic Human Resources Quick Reference Guide

6. “H” (hourly) employees do not require aletter of non-reappointment and their gopointments may be
terminated at any time.

ECOS Procedurefor all Noticesof Nonr eappointment

1. Please indicatein the memo fied that the current home address in ECOS has been verified. The
Board of Trustees office mails the Notice of Nonregppointment to the ECOS home address unless
direcedotherwi s, so must verify the correct address.

2. Inthe memo field, indicate whether the noticeis required due to a funding i ssue or performanceissue.
Thisinformation i spertinent in determining whether rel ocation assi gance might be available for the
employee.

3. Inthe memo field, please indicate the date the department mailed to Academic Human Resourcesa
copy of the letter regarding nonregppointment that was sent to the empl oyee.

4. Choose Term Contract/Notice of Nonregppointment under the transaction tab.

5. Allow at least three weeks lead time for the beginning of the notice of nonreappointment; end the
current gppointment line and remove it from the budget; begin a new gppointment line with effective
date of the notice of nonreappointment and enter the remaining datain the appointment line, us ng a
“T” in the tenure code. Then submit for goproval and for completion in Academic Human Resources.

List of Accountswhich Trigger ‘ subject to reced pt of funds’ Message on Notification of
Appointment

The following accounts cause a message to appear on Notification of Appointment (NOA) forms (both
electronic and paper versions) indicating the gopointment i sconditional based upon recei pt of funding.
The account lig isall-inclugve for all campuses.

The NOA messageisworded: “A symbol * following the annual rate, or salary, indicatesemployment
and payment contingent upon recei pt of the funds for the project on which you are assigned.”

Note: Thereisa special override, which blocksthe message when an individual’ stenure codeis
anything other than “N”. If thetenure code of an appointment is A, tenuretrack number 1
through 6, K, Q, T, or W, the messageisirrelevant.

CAMPUS LEDGER ACCOUNT #S
UNIV ADMIN 3 10140, 10113, 60133
URBANA 3 11202, 10664
CHICAGO 3 11669, 15084, 63632, 63635, 63638, 63641,

64511, 70162-3, 70165, 70167, 70168, 70169,
70170, 70174

ALL 5 ALL
ALL 6 4150049999, 51000-51999, 59000-59499
URBANA 6 52600-52699

(04/25/01)
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POLICY REFERENCES For additional information:

Provost’ s Communications:

Communication 10: Guidelinesand Procedures for Notice of Nonreappoi ntment for Nontenured Faculty
Members
http: //www. provost.uiuc.edu/provost/r etirement/nonfacprint. html

Communication 11: Notice of Nonregppaointment for Academic Professonal Employees and Other
Members of the Academic Staff
http: //mwww. provost. uiuc.edu/provost/r etirement/nonacprint. htmil

Campus Admini grative Manual:
Section IX/C-24  Notice of Non-Regppointment for Non-tenured Faculty
http: //mwww.admin.uiuc.edu/camy CAM/ix/ix-clix-c-24.html

Section IX/C-26  Relocation of Academic Professona Employees
http: //mww.admin.uiuc.edu/camyCAM/ix/ix-c/ix-c-26.html

Academic Staff Handbook: Nonregppointment and Diami ssal: Notice of Nonregppointment for
Nontenured Faculty Members and other Academic Ranks, Notice of Nonregppointment for Academic
Professond Staff, Diami ssal of a Faculty Member for Due Cause

http: //www.ahr .ui uc.edu/ahr handbook/chap4/dismi ssal . html

Academic Human Resourcesweb ste: Appointment Processing, "Soft Money" Chart of Accounts
http: //mwww.ahr .uiuc.edw/PD F Forms/SoftMoney.pdf
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PAPE NUMBERS

POLICY SUMMARY

A PAPE (Principa Admini drative Pod tion Exemption) form i s submitted and gpproved by Academic
Human Resourcesto exempt a pog tion from Civil Service. The PAPE number entered in ECOS must be
the one assigned when the PAPE was gpproved.

GUIDELINES

Following are the codesfor the PAPE numbers:

Number | Decription
Faculty
leave blank For faculty podtions
50005 Tenured Faculty with an admini drative appointment
Academic Professonal
5 digit number Approved and i ssued by Academic Human Resources (AHR)
51004 Academic hourly appointment
leave blank Graduate assi gants and hourly gppointments
51007 Lump Sums

Extend on Assidants and Extendon | Approved and i ssued by AHR
Speciali¢s 51001

Extend on (hourly) 51004
Extend on Educator | 51401
Extend on Educator 1| 51402
Extend on Educator 111 51403
Ext Unit Leader | 51201

Ext Unit Leader 11 51202

Ext Unit Leader 11l 51203
Ext Unit Educator | 51301
Ext Unit Educator |1 51302
Ext Unit Educator Il 51303
Extendon Advisor | 51501
Extengon Advisor Il 51502
Ext Unit Assi gant 51601

51005 Survey (hourly or academic professional)

POLICY REFERENCES For additional information:
Campus Admini grative Manual:
Section IX/C-16 ~ Academic Professona Postion and Title Approval
http: //mmw.admin.ui uc.edu/camy CAM/ix/ix-clix-c-16. html
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PARENTAL LEAVE

POLICY SUMMARY

Two weeks of paid parental leave will be available immediatel y following the birth or adoption of a child.
No benefits are used for thisleave.

GUIDELINES

1. To bedigible academic staff employee must have completed 9 x continuous months of employment.
Graduate assi gants do not have awaiting period.

2. Limited to one parental leave per academic year from August 21 — August 20.

3. Academic hourly employees are not digible for thi sbenefit.

4. An employee who res gnsemployment before or at the expiration of the parental |eave may be
required to rei mburse the University for the cost of salary paid during the leave.

5. Parental leave will be counted as part of the twelve-week |eave for Family and Medical Leave
(FMLA) and may be used in conjunction with other leavesfor which the individual iseligible.

6. Thereisno application form for the parental leave unless combining it with FMLA.

7. Arrangementsfor the leave time are to be coordinated with the unit. Cond gent with the FMLA leave
policy, units may request documentation of the birth or adoption.

8. Parental leave should be taken in full at the time of the birth or adoption and not on an intermittent or
reduced |eave schedule for aperiod lasting longer than two weeks.

9. Holidaysthat occur during parental leave do not lengthen the time taken as parental |eave.

POLICY REFERENCES For additional information:

Campus Admini grative Manual:
Section IX/A-21  Parenta Leave

http: //www.admin.uiuc.edu/camV CAM/ix/ix-alix-a-21.html

Section | X/E-6 Parental Leave for Graduate Ass gants

http: //www.admin.ui uc.edu/camyV CAM/ix/ix-e& f/ix-e-6.html

Section IX/A-10  Family and Medical Leave

http://mww.admin.uiuc.edu/camyVCAM/ix/ix-alix-a-10.html
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POSTDOCTORAL RESEARCH ASSOCIATE

POLICY SUMMARY

Anindividual may qualify for the title of Postdoctoral Research Associate if he or she has atermina
degree and i swithin 5 years of the date the terminal degree was received.

GUIDELINES

1. Postdoctoral Research Associateis an academic title.

2. Individuals are entitled to 13 noncumulative/noncompensable g ck leave days per year and may also
earn vacation if they are employed on a 12-month bas s(* Y’ service code).

3. An affirmative action search i shot required.

4. Full-time, nonvigting Postdoctoral Research Associates paid from hard funds are eligible for notice
of nonregppointment: 6 months within current contract or 1 year beyond current contract if noticeis
not given on time.

5. Post Doc Research Associate appointments should not exceed five years.

RESEARCH ASSOCIATE
GUIDELINES
1. Employee should normally have termina degree earned more than five years ago. No affirmative

action search required. Special permiss on from Academic Human Resourcesto use thetitleis
required.

POLICY REFERENCES For additional information:

Campus Admini grative Manual:
Section IX/C-1 Terms of Employment of Academic and Admini drative Staff

http: //mwww.admin.uiuc.edu/cany CAM/ix/ix-c/ix-c-1.html
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PROBATIONARY CREDIT

POLICY SUMMARY

Up to three years of probationary credit may be granted to tenure-track faculty without Provost gpproval.
(unless Provost Office gpproval i srequired for second level review)

GUIDELINES

1. If three years' credit isgiven, the new Assi dant Professor would beinyear four of the probationary
period.

2. A Dean may requed from the Provost, permi ss on to grant more than three years of probationary
credit.

POLICY REFERENCES For additional information:
Provost’ s Communications:

Communication 9: Promotion and Tenure

http://mww. provost.ui uc.edu/provost/comm9/promotion.html

Academic Staff Handbook:
Chapter 3:  Tenure and Promotion: Length of Appointment and the Probationary Period
http: //mww.ahr .uiuc.edu/ahr handbook/chap3/tenure. html
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PROBATIONARY PERIOD

POLICY SUMMARY

Tenure-track faculty members who fail to achieve indefinite tenure recei ve aterminal contract.

GUIDELINES

1. If anindividud in the probationary period i snot recommended for indefinite tenure and promotion to
the rank of Associate or Full Professor, aterminal contract will beissued for a one-year notice of

nonreappoi ntment.

2. Requedsfor regppointment of former tenure-track faculty must have Provost goproval.

POLICY REFERENCES For additional information:
Academic Staff Handbook: Initiating or Terminating Employment — Nonreappointment and Di 9mi ssal
http: //mwww.ahr .uiuc.edu/ahr handbook/chap4/Defaul t. hitm

Provost' s Communications:

Communication 11: Notice of Nonreappointment for Academic Professona Employees and Other
Members of the Academic Staff
http://www. provost.uiuc.edu/provost/r etirement/nonac. html
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“Q” APPOINTMENTS-FACULTY

POLICY SUMMARY

“Q" gppointments are on untenured initial term gopointment for up to four years.

GUIDELINES

1. Bythethirdyear of the appointment, a decidon must be made by the unit to recommend indefinite
tenure through the normal promotion processor to recommend that the faculty member be given a
notice of non-regppointment. No formal noticeis given by the Board of Trustees.

2. Normally an extend on of an initial “Q” gppointment isnot allowed.

POLICY REFERENCES For additional information:

Provost Communications:

Communication 5: Term Professorial Appointments Initial Term ("Q") Appointments for New
Associate and Full Professors
http://mww. provost.uiuc.edu/provost/ appointments/nitial . html
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RANK/CLASSCODES FOR ACADEMIC APPOINTMENTS

POLICY SUMMARY

Rank/class codes are used when appointing academic staff or when making a change to the title on
exiging gppointments. Accurate codes are i mportant in properly di playing the information in the Grey
Book.

GUIDELINES
1. Rank/class codesare assigned by title and denote tenure or non-tenure eligibility.

2. Vigting, acting or interim academic professonal appointments must havea“V,” not an “N” in the
fourth space to denote the temporary status.

3. Vigting faculty appointments must have a“D” in the third space to denote the temporary status.

4. Adjunct appointments have their own set of rank/class codes.

POLICY REFERENCES For additional information:
Campus Admini grative Manual:
Section IX/C-13  Rank/Class Codesfor Academic Appointments
http: //www.admin.uiuc.edu/camy CAM/ix/ix-clix-c-13.html
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Rank Class Codesfor Academic Appointments

(July 2002)

ADMINISTRATIVE OFFICER STAFF
University (A---)

Campus (B----)

College (C---)

AANE
ABNE
ACNE
ACNN
AMNN
AMNV
ANNN
ANNV
ATNN
ATNV
AVNN
AVNV
AZNN
AZNV

BANE
BANV
BBNE
BBNV
BCNN
BCNV
BDNN
BDNV
BENN
BENV
BMNN
BMNV
BNNN
BNNV
BTNN
BTNV
BVNN
BVNV
BZNN
BZNV

CCNE
CCNV
CNNN
CNNV
CSNN
CSNV
CTNN
CTNV
CVNN

Pres dent
Vice Pres dent
Univ General Admini grative Officer

Univ General Admini drative Officer, not Unit Head

Univ Sr Admini grative Officer

Univ Sr Admini grative Officer Vis
Univ Admini grative Officer

Univ Admini drative Officer Vis

Univ Jr Admini drative Officer

Univ Jr Admini grative Officer Vis
University Staff Assi dant

University Staff Assidant Vis

Univ Related Organization Officer
Univ Related Organization Officer Vis

Chancellor

Chancellor Vis

Vice Chancellor

Vice Chancdllor Vis

Camp Gen Admin Ofcr not Unit Head
Camp Gen Admin Ofcr not Unit Head Vis
Campus Jr Admin Ofcr

Campus Jr Admin Ofcr Vis

Campus Staff Assi gant

Campus Staff Assidant Vis

Sr Admin Unit Ofcr Camp Level Unit

Sr Admin Unit Ofcr Camp Level Unit Vis
Admin Ofcr of Campus Level Unit
Admin Ofcr of Campus Level Unit Vis

Jr Admin Ofcr of Campus Level Unit

Jr Admin Ofcr of Campus Level Unit Vis
Staff Asst of a Camp Level Unit

Staff Asst of aCamp Level Unit Vis
Campus Related Organization Officer
Campus Related Organization Officer Vis

Dean of College

Dean of College Vis
Associate Dean of College
Associate Dean of College Vis
Assidgant Dean of College
Assidant Dean of College Vis
Other Jr Ofcr of College

Other Jr Ofcr of College Vis
College Staff Assigant
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CVNV

College Staff Assigant Vis

Major I ndependent Academic Units Not Under a College (D---)

Academic Unit,

DCNE
DCNV
DNNN
DNNV
DPNN
DPNV
DSNN
DSNV
DTNN
DTNV
DVNN
DVNV

Dean/Dir Major I ndependent Acad Unit
Dean/Dir Mg or Independent Acad Unit Vis
Assoc Dean/Dir Mgjor Independent Acad Unit
Assoc Dean/Dir Mgjor Independent Acad Unit Vis
Other Sr Ofcr Mgjor I ndependent Acad Unit
Other Sr Ofcr Mgjor Independent Acad Unit Vis
Asst Dean/Dir Mgjor Independent Acad Unit
Asst Dean/Dir Mgjor Independent Acad Unit Vis
Other Jr Ofcr Major Independent Acad Unit
Other Jr Ofcr Major Independent Acad Unit Vis
Staff Asst Mgor Independent Acad Unit

Staff Asst Major Independent Acad Unit Vis

I ncluding Schools, Within a College (E---)

ECNN
ECNV
ENNN
ENNV
EPNN
EPNV
ESNN
ESNV
ETNN
ETNV
EVNN
EVNV

Dean/Dir of Academic Unit
Dean/Dir of Academic Unit Vis
Assoc Dean/Dir of Academic Unit
Assoc Dean/Dir of Academic UnitVis
Sr Ofcr of Academic Unit

Sr Ofcr of Academic Unit Vis

Asst Dean/Dir of Academic Unit
Asst Dean/Dir of Academic Unit Vis
Jr Ofcr of Academic Unit

Jr Ofcr of Academic Unit Vis

Staff Asst of Academic Unit

Staff Asst of Academic Unit Vis

Special Unit, Not a Department, Within a College or a School (F---)

FHNN
FHNV
FNNN
FNNV
FSNN
FSNV
FTNN
FTNV
FVNN
FVNV

Dir or Head of Special Unit

Dir or Head of Special Unit Vis
Assoc Dir/Head of Spec Unit
Assoc Dir/Head of Spec Unit Vis
Asst Dir/Head of Spec Unit

Asst Dir/Head of Spec Unit Vis
Jr Ofccr of Spec Unit

Jr Ofccr of Spec Unit Vis

Staff Asst of Specia Unit

Staff Asst of Specia Unit Vis

Research or Public Service Unit, I ncluding Centers, Not Under a College

(S

GCNN
GCNV
GNNN
GNNV
GPNN
GPNV
GSNN
GSNV

Dir of Research/Public Service Unit

Dir of Research/Public Service Unit Vis

Assoc Dir of Ressarch/Public Service Unit
Assoc Dir of Ressarch/Public Service Unit Vis
Other Sr Officer of ResPublic Service Unit
Other Sr Officer of RegPublic Service Unit Vis
Asst Dir of Research/Public Service Unit

Asst Dir of Research/Public Service Unit Vis
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GTNN
GTNV
GVNN
GVNV

Department (H---)

HHNN
HHNV
HINN
HINV
HMNN
HMNV
HNNN
HNNV
HSNN
HSNV
HTNN
HTNV
HVNN
HVNV

Other Jr Ofcr of Research/Public Service
Other Jr Ofcr of Research/Public ServiceVis
Staff Asst of Research/Public Service Unit
Staff Asst of Research/Public Service Unit Vis

Head of Department

Head of Department Vis
Chairperson of Department
Chairperson of Department Vis
Other Sr Officer of Department
Other Sr Officer of Department Vis
Assoc Head/Chairperson of Dept
Assoc Head/Chairperson of Dept Vis
Asst Head/Chariperson of Dept
Asst Head/Chariperson of Dept Vis
Other Jr Ofcr of Department

Other Jr Ofcr of Department Vis
Staff Asst of Department

Staff Asst of Department Vis

ACADEMIC SPECIALI ST STAFF (SC--/SHN-/SLN-)

SCAN
SCAV
SCFA
SCRV
SCIN
SClV
SCMN
SCMV
SCNN
SCNV
SCON
SCOV
SCSN
SCsV
SHNN
SHNV
SLNN
SLNV

Admini drative Support Staff
Admini drative Support Staff Vis
Aviation Education Speciaig
Vidting Aviation Education Speciali g
Publication Specialig
Publication Specialig Vis
Sr/Principd Speciali g Staff
Sr/Principd Speciaig Staff V
Research, Instr/PS Specidi g
Research, Instr/PS Specialig V
Other Specidig Staff

Other Specidig Staff Vis
Student Services Joecialig
Student Services Speciaid Vis
Athletic Coach/Trainer

Athletic Coach/Trainer Vis
Librarian Specialig Staff
Librarian Specialig Staff Vis

Extension Staff - Non-Tenured and Not Eligiblefor Tenure (TCH-/TCJ-

ITCN-)

TCHB
TCHC
TCHD
TCHF
TCHS
TCIQ

TCV

TCNN
TCNV

Senior Extend on Advisor Il
Senior Extend on Advi sor |
Extend on Advi or
Associate Extend on Advi or
Assi dant Extend on Advi sor
Extendon Speciaig
Extendon Specidig Vis

No Forma Rank

No Formal Rank Vis
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TEACHING, RESEARCH AND PUBLIC SERVICE FACULTY (R---)
Tenured or Eligiblefor Tenure- Title May Include " Resarch" (See RRB- for Nontenured
Research Codes)

RCBB Professor

RCBC Associate Professor

RCBD Assi gant Professor

RCEB Endowed, Named, or Digingui shed Professor

RCEC Endowed, Named, or Di gingui shed Associate Professor
RCED Endowed, Named, or Di gingui shed Assi gant Professor

Non-tenured and Not Eligiblefor Tenure
RCBF Instructor
RCBG Post Doc Research Associate
RCBH Teaching Associate
RCBJ Research Associate
RCBK Clinical Associate
RCBL Lecturer
RCBM Associate (College of Medicine)
RCBN Assigant (College of Medicine)

RCDB Vigting Professor

RCDC Vigting Associate Professor
RCDD Vigting Ass gant Professor
RCDF Vigting Instructor

RCDG Visting Post Dr Research Assc
RCDH Vigting Teaching Associate
RCDJ Vigting Research Associate
RCDK Vigting Clinical Associate
RCDL Vigting Lecturer

RCGB Adjunct Professor
RCGC Adjunct Associate Professor
RCGD Adjunct Ass gant Professor
RCGF Adjunct Instructor
RCGL Adjunct Lecturer

RCIB Depatmental or Inst Affiliate
RCJT  Cooperating Teacher

RCKB Clinica Professor
RCKC Clinica Associate Professor
RCKD Clinica Assigant Professor
RCKF Clinical Instructor
RCKL Clinica Lecturer

RFDN Vigting Scholar
RFIN  Artid in Reddence
RGNN Phyd cian-Surgeon
RHNN Medica Advisor
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RIKB
RIKC

RIKD
RIKF
RIKL

RIKB
RIKC
RJIKD
RIKF
RIKL
RIKM

RKJR
RKJS

Vidting Clinical Professor
Vidting Clinical Associate Professor

Vidting Clinical Assigant Professor
Vidting Clinical Instructor
Vidting Clinical Lecturer

Adjunct Clinical Professor

Adjunct Clinical Associate Professor
Adjunct Clinical Assi gant Professor
Adjunct Clinical Instructor

Adjunct Clinical Lecturer

Adjunct Clinical Associate

Medical or Pharmacy Red dent
Medical or Pharmacy Intern

RMBB Military Professor
RMBC Military Associate Professor
RMBD Military Ass gant Professor

RRBB
RRBC
RRBD

RRDB
RRDC
RRDD
RRGB
RRGC
RRGD

LIBRARY FACULTY
SLBB
SLBC
SLBD
SLBF

LIBRARY FACULTY
SLBG
SLBH
SLBJ
SLBL
SLDB
SLDC
SLDD
SLDF
SLDG
SLDH

Research Professor
Research Associate Professor
Research Assi gant Professor

Vidting Research Professor

Vidting Research Associate Professor
Vidting Research Assi gant Professor
Adjunct Research Prof

Adjunct Research Associate Prof
Adjunct Research Assi gant Prof

- Tenured or Eligiblefor Tenure (SLB-)

Professor (Library)
Associate Professor (Library)
Assidant Professor (Library)
Instructor (Library)

- Non-tenured and Not Eligible for Tenure (SLB-/SLD-)

Post Doc Research Associate (Library)
Teaching Associate (Library)

Research Associate (Library)

Lecturer (Library)

Vidting Professor (Library)

Vidting Associate Professor (Library)
Vidting Assi dant Professor (Library)
Vidting Instructor (Library)

Vidting Post Doc Research Assc (Library)
Vidting Teaching Associate (Library)
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SLDJ Vidting Research Associate (Library)

EXTENSION FACULTY - Tenured or Eligiblefor Tenure (TCB-)

TCBB Professor (Extend on)
TCBC Associate Professor (Extend on)
TCBD Assidant Professor (Extend on)
TCBF Instructor (Extend on)

EXTENSION FACULTY - Non-Tenured and Not Eligiblefor Tenure (TCB-/TCD)
TCBG Post Doc Research Associate (Extend on)
TCBH Teaching Associate (Extend on)

TCBJ Research Associate (Extension)

TCBL L ecturer (Extend on)

TCDB Vidting Professor (Extend on)

TCDC Vidting Associate Professor (Extend on)
TCDD Vidting Assi gant Professor (Extend on)
TCDF Vidting Instructor (Extens on)

TCDG Vidting Post Doc Research Assoc (Extend on)
TCDH Vidting Teaching Associate (Extend on)
TCDJ Vidting Research Associate (Extend on)
TCDL Vidting Lecturer (Extend on)

STUDENT/ASS STANT STAFF - Non-Tenured and Not Eligiblefor Tenure (WC--/X---/YY--)
WCWG Grad Counselor or Res dent Advi sor
WCWH Graduate Hourly Appointments (any hourly appt)
WCWI Student Intern/Extern
WCWJ Pre-professona Graduate Assi gant (PGA)
WCWM Graduate Teaching Assi gant-Required (TAR)
WCWP Graduate Teaching Assi gant (TA)

WCWQ Graduate Clinical Assi gant

WCWR Graduate Research Assidant (RA)
WCWS Graduate Assi gant (GA)

WCWT Undergraduate Appoi ntment
wCwu Red dent Advi sor/Resdent Assi gant
WCWZ Undergrad Hourly Appointment
YYYA Fellows, Pre-doctora

YYYT Trainee

YYYX Fellows, Post-doctoral

XXXX Student Employee

Note: Other ranks beginning with X gpply to Student Employees
(Employee Group S), and have titles and minimum/maximum salaries
in rank class control file.
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RE-EMPLOYMENT

POLICY SUMMARY

Employees may be re-employed if thi smeets the needs of the University.

GUIDELINES

1. Employeesthat return to work in a benefit eligible pod tion must have a minimum break in
employment of 30 days or al 9 ck leave and vacation payouts must be refunded.

2. Retired employees are required to have a g xty-day break in employment; otherwi s the retirement
annuity will be cancelled, regar dless of whether the employment i sfull-time or part-time, and all
payoutsincluding annuity payments must be refunded.

3. All payments must be refunded as quickly as possible but are required within 30 days of the effective
re-hire date.

4. If break in employment i sgreater than 70 days for an annuitant, they will be subject to Medicare taxes
(FICA=M).

5. If break in employment of any length and no I-9ison file or if on file but dated more than three years
ago, anew |-9isrequired.

6. If break in employment i sgreater than 90 days, a new educational |oan default form i srequired.

7. Normal new hire documents may also be required depending upon the length of break in employment

and documents currently on file.

POLICY REFERENCES For additiona information:

Campus Admini grative Manual:
Section IX/F-1 Re-employment of Retired Academic and Staff Employees

http: //www.admin.ui uc.edu/camV CAM/ix/ix-e& f/ix-f-1.html
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RESEARCH FACULTY

POLICY SUMMARY

Research professors are not tenure/tenure track.
GUIDELINES
1. Thefollowing research units have been given approval to use research professorid titles

?? Coordinated Science Laboratory

?? Small Homes Council

?? Institute for Communications Research

?? Beckman Ingtitute for Advanced Science and Technology

2. Occadonally “research” has been used in thetitle for Vidting Assi g¢ant Professors who are paid from
soft funds. Use of the term “research” in aprofessoria title must be goproved for the individual or
the unit in which theindividual red des

3. Notice of nonregppointment for research faculty i sthe same as for postdoctoral research associates 6

months during current contract or a year beyond current contract if notice from the Board of Trustees
isnot given in time for those paid on hard funds and 100% FTE.
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RESIGNATION/SEPARATION

POLICY SUMMARY

Academic employees who res gn are required to put the naotice in writing and submit it to the
department/unit.

GUIDELINES

1. A resgnation letter or signed separation form and the el ectronic ECOS and Separation Attachment
are required in the event of ared gnation.

2. The Separation Form should not be used for transfers between units. I1n addition, vacation and/or sick
leave balances as well as floating holiday information, should be indicated in the ECOS memo.

3. There i sno minimum notice of res gnation required, two to four weeks noticeis normally sufficient.
However, employees may red gn at any time.

4. A current contract cannot be truncated by the department without the employee’s written agreement.

POLICY REFERENCES For additional information:
Academic Staff Handbook: Termination of Employment: Red gnation
http: //www.ahr .ui uc.edu/ ahr handbook/chap4/ter mination. htmil

Provost’ s Communications:

Communication 11:  Notice of Nonregppointment for Academic Professona Employees and Other
Members of the Academic Staff
http: //www. provost.ui uc.edu/pr ovost/r etirement/nonac. html

Communication 12:  Policy for Awarding EmeritusEmerita Status
http: //mwww. provost.uiuc.edu/provost/r etirement/emeritus. html
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SALARY MINIMUMS

POLICY SUMMARY

Minimum salaries shall be determined by the Board of Trustees (BOT) for the various ranks upon
recommendation of the Pred dent of the University.

GUIDELINES

1. Theminimum for 11 months’ service (i.e., 12 months with alowable vacation) shall be two-ninths
greater than the minimum for the academic year.

2. The Office of Academic Human Resourcesmonitors all appointments for adherence to the minimum
and reviews any academic professona gppointments under a minimum of $24,000 annualized and
$27,133 at 100% for graduate gppointments (effective 08/21/01).

3. The establi shed salary minimum for the various faculty ranks, academic professonals, and graduate
and undergraduate assi dants also appliesto al vidting, adjunct, and clinical staff (except vidting
scholars).

POLICY REFERENCES For additiond information:
Campus Admini grative Manual:
Section IX/A-18  Adminidration Salary Policy
http: //www.admin.uiuc.edu/canV CAM/ix/ix-a/ix-a-18.html

Provost’ s Communications:
Communication #1: Budgetary Principlesand Practice
http: //www. provost.ui uc.edu/pr ovost/ budget/ budgetar y. html
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POLICY SUMMARY

SALARY OPTIONS

Academic professional gppointments can be for nine months, ten months, twelve months or “dates
indicated.” Salary optionsfor the gppointments are as follows:

GUIDELINES
Following are the salary options for each of the appointment options
Appointment Svc Salary Options
Caode Paid over:
Nine months A | twelve months
or |or
E | nine months (faculty can only be paid on the E serviceif vidting/adjunct,
camein partial year, or in last year before retirement)
Ten months B | twelve months
Twelve months Y twelve months
“Dates | ndicated” G | Monthly installments during the period over which services are rendered

Employees that go from one salary option to another will have a salary conversion, a conversion tableis
asfollows:

Conversion of Service Datesto Salary Dates

1

The conversion factor used when nine-month service dates and twelve-month pay datesdo not
coincideis 1.33333.

Inorder to determine the appropriate pay dates, multiply the months of service to be provided x
(times) 1.33333. Theresult i sthe number of months over which the pay dateswill be spread.

Another dternativeisto spread the pay from the first date of service over the bal ance of the academic
year. Multiply the amount actually earned x (times) the number of remaining months.

On the electronic change of status (ECOS), identify in the “memo” section the actual service dates
and the information used in the calculation.

For B service code, department must indicate in the ECOS memo the two months the employee will
not provide services

Conversion Examples

1

Y (Annual) to A (9 Month) Conversion:

To convert asalary from 11 months service (Y) to 9 months service (A), divide the current salary by
11 and multiply the quotient by 9.

Example: Current Y Salary $66,000
$66,000 divided by 11 = $6,000
$6,000 x 9 = $54,000
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2. A (9 Month) toY (Annual) Conversion:

To convert asalary from 9 months service (A) to 11 months service (Y), divide the current salary by
9 and multiply the quotient by 11.

Example: Current A Salary $54,000
$54,000 divided by 9 = $6,000
$6,000 x 11 = $66,000

3. Y (Annud) to B (10 Month) Conversion:

To convertasalary from 11 months service (Y) to 10 months service (B), divide the current salary by
11 and multiply the quotient by 10.

Example: Current Y Salary $66,000
$66,000 divided by 11 = $6,000
$6,000 x 10 = $60,000

4, B (10 Month) to Y (Annual) Conversion:

To convert asalary from 10 months service (B) to 11 months (Y), divide the current salary by 10 and
multiply the quotient by 11.

Example: Current B Salary $60,000
$60,000 divided by 10 = $6,000
$6,000 x 11 = $66,000

5. A (9 Month) to B (10 Month) Conversion:

To convert asalary from 9 months service (A) to 10 months service (B), divide the current salary by 9
and multiply the quotient by 10.

Example: Current A Salary $54,000
$54,000 divided by 9 = $6,000
$6,000 x 10 = $60,000

6. B (10 Month) to A (9 Month) Conversion:

To convert asalary from 10 months (B) to 9 months (A), divide the current salary by 10 and multiply
the quotient by 9.

Example: Current B Salary $60.000
$60,000 divided by 10 = $6,000
$6,000 x 9 = $54,000

POLICY REFERENCES For additiond information:
Campus Admini grative Manual:
Section IX/A-18  Adminidrative Salary Policy
http: //www.admin.uiuc.edu/canV CAM/ix/ix-alix-a-18.html
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POLICY SUMMARY

SERVICE CODES

Service Codesare used to identify the gppointment type and salary options.

GUIDELINES
Following are the Service Codes
Caode Degcription Appointment type Comments
\ No Service Required ?? Non-tenured “P’ employee No obligation to render service and no
group commitment toward tenure. Not in the
?? Fellowships budget.
??Initial out of cycle B service Salary minimums 1/9 of 9-month
G Datesindicated appointments minimum. Appointments lessthan one
22 Academic hourly s£meger and payment period for payroll
?? Short term gppointments datesindicated cannot beincluded in the
2?2 Lump sum and summer budget. Doesnot earn vacation.
appointment for graduate
ass gant
Academic Year: 9 months (faculty can be paid Earning rateis 1/9 of annual rate. Full
(8/21-5/20) over 9 months only if annud rate should be used for semeder

E | Fall Semeder: vigting/adjunct, camein partial appointments pad over 4% months for

(8/21-1/5) year, or in last year of retirement) | al gppointments. No vacation.

Spring Semeder:

(1/6-5/20)

Academic Year: Serviceis required during the academic
(8/21-8/20) 9 months paid over 12 months year only. Regular earning rateis 1/12 of
Fall Semeder: the annual rate. When serviceon a9-

A | (8/21-2/20) month appointment begins on January 6,
Spring Semeder: the pay for 4% months of serviceis
(2/21-8/20) spread over 7%2months. No earned

vacation.
Appointment dates may be written for

B 10-month bad s 10 months paid over 12 months any 12-month period. Months off must

be ecified. No earned vacation.
. : Appointment dates may be written for

Y 12-month bas s 12 months paid over 12 months any 12-month period. Vacation is

earned.
Summq gopointments for Not used for graduate ass gant and

M (L)ther Ssﬂmmer aca(t:lemtlcs OQ j Iaggaéo ”?°rl“h undergraduate gopoi ntment summer

Ump SUum contracts an emic ump gppointments or lump sums.
sum payments (except graduate
assi dants)

S Summer Session Service 6/8/YY to 8/7/YY or any gr;l él;qs?r(\iel;osrecs:r(t;l rll)l?gcgtunts related to

datesfrom May 21 to August 20 get.

POLICY REFERENCES

For additiona information:

Electronic Change of Status (ECOS) Documentation:
http: //mww.ahr .uiuc.edu/PD F%20F or ms/COSTT ai ning. pdf

Academic Staff Handbook: Summary of Benefits by Appointment Category
http: //www.ahr .uiuc.edu/ahr handbook/appendix_I11/default.htm
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SERVICE CREDIT IN SURS

POLICY SUMMARY

Employees who retire can take aportion or the entire s ck leave balance to use as service credit in SURS.

GUIDELINES

1

Between January 1984 and December 1997, employees earned cumul ative compensable g ck leave.
Employees can be paid out one half of their compensable g ck leave and goply the other half of the
compensable (and all of the cumulative earned prior to January 1984 and after December 1997) to
rvicein SURS.

Employees can also elect awaiver of payment for sick leave in which they can ded gnate some or the
entire one haf for which they are eligible to be paid for use towards service credit in SURS. Number
of days waived should beindicated on the ECOS separation attachment.

Before 1984 employees could hold a maximum of 180 days of cumulative sick leave.

Between January 1984 and December 1997, empl oyees accumulated up to a maximum of 240 days of
compensable sck leave. 1n addition, all daysearned past December 1997 accumulate without a cap.

Academic hourly employees are not eligible for SURS and are not allowed to make voluntary
contributionsto SURS.

POLICY REFERENCES For additiona information:

Academic Staff Handbook: Retirement System
http://mwww.ahr .ui uc.edu/ahr handbook/chap4/r etir ement. htrml
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SICK LEAVE

POLICY SUMMARY

All dck leave earned 01/01/98 and after i snoncompensable. Sick leaveisearned at the percent of the
appointment between 50% and 100% per appointment year. Example: employee at 50% earns 12
accruable 50% days.

GUIDELINES

1. Twenty-five days of dck leave will be available for full-time eligible* employees:
12 days accruable noncompensabl e, to be used first, no maximum accumulation.
13 days non-accruable * extended di sability leave,” to be used after the 12 accruable days are
exhausted.

2. Prior Balances
If the 25 days of g ck leave in the current appointment year are exhausted, prior year
cumul ative balances may be used in the following order:

1. Use noncompensable first: 9 ck leave accrued before 1/1/84 and after 1/1/98 will be combined
into a 9 ngle balance of nhoncompensable s ck leave.

2. Use compensable g ck leave earned between 1/1/84 and 12/31/97 after noncompensabl e bal ances
have been exhausted.

3. Effective January 1, 1994, a shared benefits (4 ck leave) policy was establi shed to provide a
benefits enhancement for University employees. Thispolicy alowseligible employees to share
accumulated g ck leave days with co-workers suffering from seriousillnessesor injuries. Refer to
the Campus Admini drative Manual for the policy and procedures for donating and withdrawing
from the pool.

4. The Pred dent/Chancellor’s provigon which alows the Pres dent or Chancellor to grant aleave
with pay for illness up to one-half of the gppointment year for academic staff with three or more
years of serviceis retained. [Thisperiod of timeincludesthe leave already taken.]

* Postdocs, medical red dents, grad assi gants and other academic employees who are not eligible to
participatein SURS and/or who are gppointed for lessthan 50% time or lessthan a continuous 9-month
period are eligible for thirteen nonaccruable/noncompensable days.

POLICY REFERENCES For additional information:
Campus Admini grative Manual:
Section IX/C-39  Sick Leave Palicy for Academic Staff Members
http: //mwww.admin.uiuc.edu/camy CAM/ix/ix-clix-c-39.html
Section IX/C-39.1 Shared Benefits (Sick Leave) Policy for Academic Staff
http: //www.admin.uiuc.edu/CAM/CAM/ix/ix-clix-c-39_1.html

Academic Staff Handbook: V acations, Holidays, and Leaves
http://mwww.ahr .ui uc.edu/ahr handbook/chap3/vacations. html
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STUDENT CLASSCODES

POLICY SUMMARY

The gudent class identifies theindividual’ s primary status.
GUIDELINES

1. Following are the sudent class codes

CODE To be used for:
) Underaraduate
G Graduate or Pre-doctoral Fellow
N Academic Hourly (non-student)
«Blank « Academic Employees

2. If aGraduate Ass gant completes degree requirements and i sno longer enrolled as a graduate sudent
and accepts a faculty or academic professional appointment, the “G” student class code would be
changed to “blank.” Academic hourly employees are automatically coded “N.” Graduate hourlies
are coded “G” or “U.”

POLICY REFERENCES For additional information:
Electronic Change of Status (ECOS) Documentation:
http: //www.ahr .uiuc.edu/AHRTr aining/index2.htm
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SUMMER EMPLOYMENT
FOR ACADEMIC EMPLOYEES

POLICY SUMMARY

Academic staff members on nine- or ten-month appointments who render servicesduring the academic
year may, in addition, be employed during the summer to teach, perform research, or to provide other
ervices

GUIDELINES

1. An éelectronic change of status (ECOS) should be used to pay summer gppointments for academic
staff.

Nine Month Appointment Time Periods

1. Summer appointments are normally for aperiod of two months but cannot exceed three months. The
dates of summer gppointments must fall between May 21 and August 20.

Nine-Month Appointment Salaries

1. Foreach month of service, compensation isat the rate of one-ninth of the full-time rate from the
preced ng academic year (or the equivalent if lessthan full time).

2. Thedollar amount paid cannot exceed 2/9 of the salary. Recommendations to exceed two-ninths of
the full-time rate must be pre-gpproved through the unit head and gppropriate Dean or Vice
Chancellor. (See Campus Admini grative Manual, Section IX/C — 21, Attachment |, Requed for
Exception to Limit on Summer Appoi ntment)

Ten-Month Appointment Salaries

1. Summer appointments are normally for aperiod of one month, but cannot exceed two months. The
additiona appointment will not necessarily fall during the traditional summer months.

2. Compensation isat the rate of one-tenth of the full-time rate from the preced ng academic year (or the
equivalent if lessthan full time).

3. Thedollar amount paid cannot exceed 1/10 of the salary. Recommendationsto exceed one-tenth of
the full-time rate must be pre-gpproved through the unit head and gppropriate Dean or Vice
Chancellor. (See Campus Admini drative Manual, Section IX/C — 21, Attachment |, Requed for
Exception to Limit on Summer Appoi ntment)

(See Service Codes M and S, page 38.)

POLICY REFERENCES For additional information:

Campus Admini grative Manual:

Section IX/C-21  Summer Academic Appointments for Other than Summer Sesson Teaching
http: //mwww.admin.uiuc.edu/camyCAM/ix/ix-clix-c-21.html
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SURS PARTICIPATION AND SOCIAL SECURITY

POLICY SUMMARY

July 1, 1998 the Illinoi s General Assembly enacted |egi dation that changed the participation requirements
of SURS. Individuals required to make the 8 percent SURS contribution include: academic employees
with 1% service or greater for aperiod of four or more continuous months. (See exclug ons below.)

GUIDELINES
Excluded from SURS:

1. Individuals whose employment isirregular, intermittent or temporary, whose agppointment i sfor zero-
percent time or are expected to continue for lessthan four months.

2. All academic hourly employees (employee group H).

3. Students (also exempt from Socia Security aslong asthey are regi gered for the minimum number of
units as students during the term in which they are working).

4. Annuitants in SURS or those currently recei ving a di sability retirement allowance from SURS.
Annuitants in SURS are also exempt from paying Social Security, but they do have to contribute to
Medicare if rehired after a 70-day break in employment.

5. Academic staff with an F-1/F-2 or J-1/J2 vi sa (also exempt from Socid Security and Medicare) that
have not yet met the substantial presence requirement (RA not in special condition code).

Required to pay Socia Security:
1. State government employees not participating in aretirement system must have Social Security taxes
(currently 7.65 percent including Medicare) deducted from their earnings.

2. SURS annuitants are cond dered participantsin aretirement system and excluded from Socia
Security. (The only exception isfor non-U.S. citizenswith aJ-1/J-2 or F-1/F-2 vi saemployed on or
after July 1, 1991. These employees are excluded from participation in SURS, Social Security and
Medicare i f they have not yet met substantial presence requirement).

3. Student employees will have social security taxeswithheld during terms or portions of terms when
they are not regi gered.

Further information i savailable by contacting the Benefits Center (333-3111).

POLICY REFERENCES For additional information:

Campus Admini grative Manual:

Section IX/C-40  Determining Eligibility for Participation in the State Universities Retirement System
http: //www.admin.ui uc.edu/camy CAM/ix/ix-clix-c-40.html
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POLICY SUMMARY

TENURE CODE

Tenure codesare used to identify faculty gppointments for an indefinite term.

GUIDELINES

Following are the tenure codes used in appointments:

Code Title Comments
I ndefinite term- gppointment for the percent of timeindicated.
A Associate Professor or Professor Not for use with visting or 0% faculty appointments (unless
gpproved by Provost) (REQUIRES PROVOST APPROVAL)
. . May have only one such term appointment. Appointment dates
Q L?gggﬂfﬁgggzngge;m are initially written for the entire term of the Q appointment.
(REQUIRES PROVOST APPROVAL)
The number of years which will be credited at the end of the
1-6 Assi gant Professor appointment year toward completion of the probationary period
required for an indefinite term gppointment.
T Notice of Non-reappointment Notice of non-regppointment
Subject to special written agreement without commitment for
w Special Agreement to waive an indefinite term gppointment or for service creditin a
tenure probationary period. (REQUIRES PROVOST APPROVAL)
K Head of Department only Not used for acting or interim heads or chairs
Not eligible to be appainted for an indefinite term and not
N Term appointment credited toward probationary period (e.g., admini grative

appointments held by faculty, including acting and interim
heads or chairs, 0% faculty appointments, academic
professonal podtions, and “vidting” appointments. Includes
graduate assi gants/hourlies and academic hourlies.)

POLICY REFERENCES

For additiona information:

Electronic Change of Status (ECOS) Documentation:
http://mwww.ahr .uiuc.edu/AHRTraining/index2.htm or_http: //www. pso.uiuc.edu/Ecos/ecos.html
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TENURE ROLLBACK

POLICY SUMMARY

Tenure rollback i sdefined as re-setting the tenure dock during the probationary period.

GUIDELINES
1. For an assi gant professor in the tenure-track, there i sapaossibility of recei ving atenure rollback. A
maximum of two years of tenure rollback can be granted.
2. A faculty member must request and submit justification in writing to the department head for atenure
rollback. Therollback reques must include the dean’s approval (d gnature).
3. An agreement regarding tenure i sdrawn up by legal counsel and s gned by the faculty member, unit
head, dean, Provost and the legal counsel.
4. Asaguiding principle, the event must be beyond the control of the faculty member.
Examplesof justification for tenure rollback may include:
?? Grave adminidrative error.
?? lllnessof afaculty member, or amember of theimmediate family, caud ng inability to
perform full duties.
?? Birth or adoption of a baby
5. If the agreement i sagpproved for a tenure rollback, the department must submit an ECOS transaction

to initiate the change.

POLICY REFERENCES For additional information:

Provost’ s Communications:
Communication #16  Policy on Interruptions of the Probationary Period (Tenure Code Rollback)

http: //wwww. pr ovost.ui uc.edu/provost/pr obation/inter . html
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TENURED AND TENURE-TRACK FACULTY POSITIONS

POLICY SUMMARY

All hiring of tenured and tenure-track faculty beginsin the academic department.

GUIDELINES

1. Entry-level faculty members on atenure-track are normally assigned atenure code of “1” upon initia
employment, which advances by onein each success ve year of the seven years of probation.

2. Asmuch asthree years of probationary credit may be given for prior service. If three years creditis
given, the new assi gant professor would beinyear four of the probationary period.

3. Faculty members with atenure code of “6” must be reviewed for possible promotion and tenure. The
review isinitiated inyear 5.

4. Prior written gpproval for indefinite tenure or Q gppointment i srequired from the Provost in
consultation with the Dean of the Graduate College.

6. Formal progression in the tenure-track is

Ass gant Professor

Associate Professor

Professor

POLICY REFERENCES For additiona information:

Provost' s Communications:
Communication #9  Promotion and Tenure

http: //www. provost.ui uc.edu/provost/comm9/promotion. htmil
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TITLE/POSITION APPROVALS

POLICY SUMMARY

Approvals are required prior to filling an academic podtion.
GUIDELINES
FILL A NEW VACANCY —PAPE Checklist

STEPSTO TITLE/POSITION APPROVAL

25 gomplete PAPE* Form (* Principa Admini grative Pos tion Exemption)
Us ng the DART system at: https://hrnet.uihr.uillinoi sedu/dart

425 Blbmit to unit executive officer for college-level gpproval
25 Bibmit to the Office of Academic Human Resources (AHR) for goproval

425 it receives DART e-mail goproval for PAPE

STEPSTO SEARCH APPROVAL
425 ssttach PAPE e-mail approval to affirmative action search materials
25 Bbmit search materia s to the Office of Equal Opportunity and Access (OEOA) for review

425 it receives goproval from OEOA and obtains Search number. (Required by Employment Center to
post the vacancy)

ANNOUNCE POSITION VACANCY

25 gomplete the Job Posting in the Employment Center for Academic Professiona vacancy noticesat:
http://www.uihr.uillinoi sedu/jobs

425 #ectronic Job Posting routed to AHR for release to the Employment Center

POLICY REFERENCES For additiond information:
Provost Communications:
Communications#3  Appointments of Faculty and Academic Professonals
http: //www. provost.ui uc.edu/provost/ appointments/ facac. html

Campus Admini grative Manual:
Section IX/C-16 Academic Professonal Postion and Title Approval
http: //mww.admin.uiuc.edu/camy CAM/ix/ix-clix-c-16.html
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UNDERGRADUATE APPOINTMENT

POLICY SUMMARY

Normally undergraduate appointmentsin the G employee group are not allowable unlessthere are no
gualified or available graduate teaching assi dants. Justification i srequired in the ECOS memo.

GUIDELINES
1. Thetitle must be Undergraduate Appointment. The rank/class codeis“WCWT.”

2. All undergraduate appointments must include documentation. Justification such as “There are not
enough graduate gudents to teach thi scourse" would be required.

3. Undergraduate appointees who have duties other than teaching are not normally approved by the
campus.

4. Approval for one ssmeder isnot goproval for longer periods of time. Justification i srequired for
each appointment period.

POLICY REFERENCES For additional information:

Campus Admini grative Manual:

Section IX/C-33  Academic and Graduate Hourly Appointment and Pay
http: //mwww.admin.uiuc.edu/camy CAM/ix/ix-clix-c-33.html
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UNIVERSITY HIGH SCHOOL

POLICY SUMMARY

University High School has a di ginct academic year that differs from the University's standard academic
year.

GUIDELINES

1

University High teachers are required to teach during a period determined the previous year. Factors
that are taken into account include State of Illinoi srequirements that public schools are to be open for
180 days. Of these days, each year may cond & of up to:

?? five ded gnated snow days
?? four in-service days
?? two parent/teacher conference days

The holidays the school i sclosed are aso cond dered, and may or may not be the same holidays
ded gnated by the University.

The number of instruction days changesfrom year to year depending upon how many weekends and
holidays fall between the two dates

Teaching Associate podtions are cond dered 9%2-month appointments with pay and benefits based on
a 285-day appointment, ud ng a 206 workday calculation figure for benefit payouts.

Appointments are to use specia condition code “UH” to desgnate the special datesof the
gppointments and are used in conjunction with the “A” service code. Thisdes gnates 92 months paid
over 12 months on the Notification of Appointment (NOA).

University High School must send a copy of its calendar on an annual bas sto Academic Human
Resourcesand the Board of Trustees office.
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VACATION BENEFITS

POLICY SUMMARY

Allowable vacations for those gpproved on atwelve-month appointment shal cons & of 24 working days
at the percentage of the appointment per appointment year.

GUIDELINES

Twelve-Month Appointments

1

Vacation days shall be cumulative to a maximum of 48 working days. (Units may adopt a more
redtrictive accumulation policy, but cannot deny the employee earned vacation benefits). Employees
on soft funds may be required to use vacation days. Employees need to be notified in writing of this
condition at the beginning of the appointment.

Vacations taken during the holiday recesses, other than the actual holidays recognized by the
University, shal be cond dered a part of the annual vacation allowance of 24 working days.

Part-time academic staff members agppointed on a twelve-month bad sreceive 24 workdays of paid
vacation at the percentage of their gppointment. (e.g. 50% gppointment earns 24 50% days per
academic year)

During a partial-year gppointment, vacation ispro-rated. Employeesearn two days of vacation at the
percent of their appointment for each month worked prior to the gart of a new 12-month appoi ntment
year.

Vacation i sarranged to accommodate the convenience of the academic staff member with the
goproval of the unit.

A civil service employee moving to academic professona may transfer more than 48 earned
workdays of vacation.

Nine- or Ten-Month Appointments

1

V acation benefits are not available to employees on nine- or ten-month service gppointments.

POLICY REFERENCES For additiona information:

Campus Admini grative Manual:
Section IX/A-7 Summary of Benefits by Appointment Category

http: //mwww.admin.ui uc.edu/camV CAM/ix/ix-a/ix-a-7.html
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VACATION TERMINATION PAY

POLICY SUMMARY

Vacation pay i spro-rated to the time of the termination/red gnation. When termina vacation i sused to
extend the date of separation from the University, additiona vacation isnot earned during that time
period. Also, an employee doesnot receive holiday pay while ug ng termina vacation unlessthey use
vacation days to cover those holidays.

GUIDELINES
1. Vacation ispro-rated as of the last date of service.

2. The employee will be required to pay back any vacation aready used but not yet earned by the date of
termination/red gnation.

3. Cadlculation for payout of vacation i sasfollows:
annud rate of pay (divided by)

Number of working days of vacation multiplied by: 260 work days

4. NOTE: Seevacation benefitsfor civil service employees moving to academic professona under
“Vacation Benefits.”

5. If termina vacation i sused, the unit must indicate in the ECOS memo that terminal vacation i sbeing
used to extend the date of separation. The fina date of service, the number of actual vacation (work)
days converted, and the number of calendar days resulting from the conversion should all be included
in the ECOS memo as well.

6. If termina vacation i sused within the current contract, vacation benefits are prorated as of the last
date of service.

7. Days defined astermina vacation may not be paid on aLedger 5 account.
8. Termind Vacation calculation:
Vacation days must be converted into calendar days. To do this

Multiply the number of vacation days by afactor of 1.3846 (thefactor is
based on our current payroll system which calculateson a 30 calendar day
month vs. actual work days). Add the number of converted days to the actual
separation date

Ex: Employee |eft the Ul on April 8th and had 10 days vacation remaining

10 days x 1.3846 = 13.85 (rounded to 14 calendar days)
April 8 + 14 days = April 22
April 22 = the adjusted end date

POLICY REFERENCES For additional information:

Campus Admini grative Manual:

Section IX/C-30  Method of Fina Payment for Academic Staff Members
http: //mww.admin.uiuc.edu/camy CAM/ix/ix-clix-c-30. html
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“W” APPOINTMENTS FOR FACULTY

POLICY SUMMARY

A “W” appointment i sgiven only under exceptional circumstances. Individuals eligible for tenure or the
tenure-track may waive ther rights to tenure under Article X of the University of Illinoi s Satutes

GUIDELINES
1. “W” gopointments require prior written approval by the Provost.

2. A “W" agreement form must be 9 gned and submitted for goproval of a“W” gppointment.

POLICY REFERENCES For additional information:

Campus Admini grative Manual:

Section IX/C-9 Special Agreement to Accept Academic Appointment and Re-gppointment for
Definite Terms (“W”)
http: //Amww.admin.ui uc.edu/camy CAM/ix/ix-clix-c-9.html

Provost’ s Communi cation:

Communication 5. Term Professorial Appointments Initial Term ("Q") Appointments for New
Associate and Full Professors and Specia Agreementsfor Definite Term
("W") Appointments to Faculty Ranks
http: //www. provost. ui uc.edu/provost/ appointments/nitial . html
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