Bylaws Template for Units with Administrative Faculty 
Please note this template is suggested language and content applicable to administrative faculty. Unit should incorporate their own language and specifics to best suit their own policies and procedures.  
The first five sections, sections 1.0 through 5.0, are perceived to be essential elements which should be included in each administrative unit’s bylaws.  The language and structure are drawn (with some modifications) from existing bylaws that have either been approved or are in the midst of the approval process.
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1.0 ___________________
2.0 ___________________

3.0 ___________________

1.0 Definitions
1.1 Unit Bylaws

The Bylaws of the University of Nevada, Reno ________________________unit.

1.2 Unit

The entire organization reporting to the _________________________________.

1.3 Department

Those organizations whose managers report directly to the ___________________.
1.4 Sub‐Departments

Those organizations whose managers report directly to unit department managers.

2.0 Bylaws
2.1 Authorization
These Unit Bylaws are authorized by section 2.1.1 of the University of Nevada, Reno Bylaws.
2.2 Scope of the Unit Bylaws

The Unit Bylaws provide for the organizational and administrative structure and

personnel policies and procedures for the faculty of the unit and shall be consistent with, and act as a supplement to, the Board of Regents Handbook. The Unit Bylaws are not intended to serve as operating procedures.

2.2.1 Department Bylaws

The Unit Bylaws will also serve as Departmental Bylaws for all the departments

as agreed to by 2/3 majority vote of the department faculty in a confidential ballot as prescribed in section 2.3.7 of the University of Nevada, Reno Bylaws and after approval of the Vice President for_______________________.
2.3 Adoption of Both Unit Bylaws and Amendments to Unit Bylaws

The Unit Bylaws shall be in force upon: 1) approval by the faculty of the unit, which shall be by at least a majority of those voting; 2) approval by the Vice President for ____________________________.

2.3.1 Unit Voting Rights

Faculty members shall be entitled to a vote as provided in section 2.3.7 of the 
University of Nevada, Reno Bylaws.2.4 Amendment of Unit Bylaws

Any faculty member of the unit may propose amendment of the Unit Bylaws by written recommendations through the unit chain of command. If approved at the department level, such recommendations will be brought before the ______________________for resolution. Minor editorial changes which do not affect the content or meaning will be made without formal amendment.

2.5 Administration of Unit Bylaws

The responsibility for publication and distribution of the Department and/or unit bylaws shall rest with the _________________________.
All unit faculty will receive a copy of all approved bylaws and all approved amendments.

2.6 Interpretation of the Bylaws

Interpretation of the Unit Bylaws shall be the responsibility of the_______________________________. [ex. Unit Vice President or Division Personnel Committee]
3.0 Organization
3.1 Unit

___________________ is a major unit at the University of Nevada, Reno, as defined in section 2.1.1 of the UNR Bylaws. [Define the unit.]
3.2 Departments

The unit is divided into the following departments/offices and the _______________ of each of these departments/offices reports to ___________________________.
1.
2.

3.

4.

3.3 Vice President [or other title] for ______________________.

The chief administrative officer of ___________________ shall be the __________________ who is responsible for the general administration and performance of the ______________________.


3.3.1 Responsibilities and Duties

The responsibilities and duties of the _______________ for ________________ are prescribed by the President of the University in accordance with the NSHE Code. The ______________ for ___________________ is responsible to the President.


3.4 Unit Administration 

The __________________ for ___________________ may be assisted in the conduct of the duties of the __________________ Division by Assistant Vice Presidents, Directors, and other administrative faculty.
3.5 Committees and/or Functional Groups

The Vice President for _________________________ may establish and appoint

______________________________. [ex. committees, functional groups, boards]
3.5.1 [Example Group] 
This group consists of _____________________and is chaired by the________________. The purpose of this group is

to ________________________________________. 
4.0 Personnel Policies and Procedures

All policies, practices, and procedures affecting the faculty of the unit are contained in the University of Nevada, Reno Bylaws, and only supplemental policies, practices and procedures are shown here.

4.1 Evaluation of the Vice President

The Vice President will be evaluated as specified in section 3.3.2 of the University of Nevada, Reno Bylaws.
4.2 Evaluation of Faculty Other Than the Vice President

Each faculty member shall be evaluated as specified in the University of Nevada, Reno Bylaws.

4.2.1 Evaluation Form

Each Faculty evaluation shall be done on the standard University of Nevada,

Reno “Evaluation/Performance Review for Administrative Faculty” form.

4.2.2 Evaluation Criteria

Each faculty evaluation shall be done using the criteria which are a part of the

University of Nevada, Reno “Evaluation/Performance Review for Administrative

Faculty” Form.

4.2.3 Evaluation Timetable

Evaluations shall be performed in accordance with the timetable documented in

the “Evaluation Procedures for Administrative Faculty” which are part of the

University of Nevada, Reno “Evaluations/Performance Review for

Administrative Faculty” form.

4.3 Merit Compensation

Merit Compensation, if available, will be distributed following the university‐wide

method approved by the President, as defined in section 3.3.4 of the University of Nevada, Reno bylaws and section 2.718 of the University Administrative Manual.
5.0 SEARCH Procedures
5.1 Search Procedures

Procedures for the appointment of all unit faculty shall follow the procedures

documented in the University of Nevada, Reno University Administrative Manual.

The next two sections are presented as sections which might be considered for inclusion in administrative unit bylaws, but they were not in all of the bylaws we reviewed.  The language is based upon the Student Services bylaws, but the School of Medicine bylaws also contained similar sections. One reason to include section 6.0 would be to further clarify governance and voting in the unit beyond what is already stated in the University of Nevada, Reno Bylaws.
6.0 FACULTY GOVERNANCE

The faculty shall govern itself in accordance with these Bylaws, subject to the constitution and laws of the United States, the constitution and laws of the State of Nevada, the NSHE Code, and the University of Nevada, Reno Bylaws. 
6.1 Faculty
The faculty shall consist of all persons holding authorized professional positions as provided in NSHE Code. 
6.2 Voting Rights
In accordance with the University of Nevada, Reno Bylaws, Section 2.3.7, every full-time faculty member assigned to a major unit shall be a voting member of that major unit.   
6.3 The Faculty Senate

Pursuant to NSHE Code, Title 2, Chapter 1, all members of the faculty of a member

institution shall be represented in each such institution in which they are employed by an entity to be known as the “senate,” or by another entity of entities which may be

established in the institutional bylaws, and which shall be organized in conformity with

institutional bylaws.


According to University of Nevada, Reno Faculty Senate bylaws (http://www.unr.edu/facultysenate/bylaws/faculty-senate-bylaws-11-3-09.pdf) Article 4, faculty who are eligible to vote are also eligible for nomination to membership on the Senate.  

The term of office in the senate shall be three (3) years. Insofar as possible, an equal number of terms shall expire each year.

Members of the senate may not serve two full consecutive terms. No person shall represent a unit as a senator for more than four years in any five consecutive years. This limitation does not apply to service as senate chair, chair-elect, or past chair, as they do not represent particular units.

Election to membership in the senate shall be held in early spring of each year, or as prescribed in Article 5 of the Faculty Senate bylaws.

The election process shall be run by the major unit and supervised by the Senate office under the following minimum standards.

Nominations and elections shall be by secret ballot in each of the units.

There shall be three (3) ballots: a nominating ballot, an election ballot, and, if necessary, a run-off ballot.

Each faculty member eligible to vote may nominate as many candidates as there are vacancies to be filled in the major unit to which the faculty member belongs.

All eligible nominees who have indicated their willingness to serve shall be placed on the election ballot for their major unit.

The nominee with the majority of election votes shall be declared as elected to Senate membership to represent their unit. If no nominee receives a majority of votes, then the two nominees who received the most votes shall be placed on a run-off ballot.  In the event of a tie vote in the run-off ballot, a new vote shall be taken until a majority is achieved.

Although University bylaws and existing procedures make it clear that administrative faculty are eligible for professional development leave, many individuals in primarily administrative divisions are unaware of their eligibility, so some units may find it helpful to include a section like the following one which outlines procedures and policies for professional development leaves.
7.0 ADMINISTRATIVE Leave (PROFESSIONAL DEVELOPMENT)
Reference NSHE Code Title 4, Section 15 

7.1 Introduction 

Higher Education administrators should continually participate in professional development activities that ensure the employment of the most effective administrative knowledge and managerial skills to their current assignments. Some of these exposures may be available within the parent institution or university system, but more often they reside at institutions not easily accessible due to the constraints of time availability and distance. 

University of Nevada campuses should initiate a program of administrative leaves for administrators’ assigned responsibilities in areas of dynamic growth and changing responsibilities or in areas in need of updated administrative or managerial skills. 

Administrative leaves would not be for the purpose of improving academic or disciplinary research capabilities, nor for obtaining advance degrees. Leaves would be granted on the demonstrated need for administrators to acquire explicit training necessary for improving performance in their current assignment. 

7.2  Eligibility for Administrative Leaves 

Administrative officers, such as president, vice-president, assistant or associate vice-president, deans and assistant and associate deans, who are on continuing full-time administrative appointments would be eligible (no more than 1 FTE per calendar year per campus). Permanent full-time administrators or directors of programs may be eligible if designated as eligible by the institutional President and the Chancellor. 

Eligible administrators could apply for an administrative leave after serving at least three years as a full-time administrator in the Nevada System of Higher Education. An administrator would be eligible to reapply for additional administrative leaves at three-year intervals. 

7.3  Duration and Timing of an Administrative Leave 

An administrative leave would not exceed three calendar months. Unless specified and approved in advance, the three-month administrative leave should be taken during the summer months and not require employment of a replacement.

7.4  Administrative Leave Compensation 

An administrator will receive full campus compensation unless receiving salary contributions from extramural sources. If the recipient of the administrative leave obtains a foundation grant or other compensation from non-Nevada System of Higher Education sources for the period of the leave, the campus shall not be obligated to pay more than that amount of administrative compensation which, when added to the non-University compensation, will equal 110 percent of the individual's annual base salary for the period of leave. If an allowance for transportation and/or cost-of-living differential is included in the outside compensation, the amount of this allowance will be disregarded in computing the administrative leave compensation to be paid by the campus. 

Individuals who are on administrative leaves of absence, whether in residence or away from the campus, may not, as employees, provide any services to the Nevada System of Higher Education for which compensation is paid in excess of the approved administrative leave. 

7.5  Fringe Benefits during Leave
To the extent permitted by law, administrators on leave will be regarded as in active Nevada System of Higher Education employment status for purposes of benefits and will continue to receive and accrue benefits under applicable University policies as if they were in active service. Payments for Nevada System of Higher Education insurance premiums and retirement contributions will be based upon actual Nevada System of Higher Education compensation made to the individual. Subject to legal restrictions, the individual may make arrangements with the personnel office for personal payment of additional amounts, if necessary, to maintain full insurance and retirement benefits during the period of the leave. 

7.6  Obligations of Personnel on Administrative Leaves 

The recipient of a leave must agree to return to the service of the Nevada System of Higher Education after the termination of the leave for a period of time at least equal to the length of the leave. If he/she does not so return, or returns for a shorter period of service than required under this regulation, the Nevada System of Higher Education will be entitled to a proportionate refund of the compensation paid by the Nevada System of Higher Education during the leave. Upon a determination that the enforcement of this obligation will create an extreme hardship or would be seriously inequitable, the Chancellor and/or President may waive the refund in whole or in part. 

Within 90 days of the completion of the leave, a written report on the activities undertaken during the leave must be submitted by the recipient of the leave to the institutional President or the Chancellor, as the case may be. 

7. 7  These provisions shall not supersede other administrative leave, or leave without
        pay, as approve by the appointing authority.

Things to consider including when drafting unit by-laws
· Reference correct UNR Bylaws or Administrative Manual where appropriate
· Include opportunities for advancement of administrative faculty if applicable
· Include meetings of the faculty if appropriate for unit or division (Ex. Personnel Committee)
