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The university shall follow all federal and state laws governing the collection, recording, filing, maintenance, disclosure, transfer, and safeguarding of confidential information.  The university shall follow the NSHE Information Security Plan which applies to any record containing nonpublic financial information about a student, employee, or other third party who has a relationship with the university, whether in paper, electronic or other form, which is handled or maintained by or on behalf of the university.  

Per Nevada Revised Statues social security numbers are considered confidential personal financial information.  It is the policy of the university to keep the number of individuals having access to social security number information to the minimum.  The following departments are allowed to collect, record, file or store social security numbers in order to comply with federal and state requirements:

· Accounts Payable

· Admissions Office

· Cashier’s Office

· Human Resources

· Non-Resident Alien Tax Specialist

· Payroll

· Police Services

· Student Employment

· Student Financial Aid

All other departments are restricted from collecting, recording, filing or storing social security numbers (or any part of) belonging to employees, students and other individuals, except as required by the offices listed above.  For example, departments are allowed to collect social security numbers on payroll documents for new hires to transmit that information to the Payroll Department.  Once the information is provided to the Payroll Department, the hiring department must remove the social security number information from its files.  

Social security numbers will not be used as the identifier of a student, employee, or other individual, other than when required by law or governmental regulation.  Departments, except those listed, may not create or maintain databases or spreadsheets containing social security numbers.  Except as required by the listed departments, other departments must refuse to accept documents and files containing social security numbers or will obliterate or otherwise remove such information from documents and electronics files received.  

Each department within the university within the university is responsible to take steps to protect confidential information from risks that could compromise the security, confidentiality, and integrity of nonpublic financial information.  These steps shall include the implementation of controls and procedures, appropriate physical and computer security, compliance with Information Technology policies (http://www.it.unr.edu/guidelines/documents/UNR%20IT%20Policy.pdf) and the training of employees in the proper use of computer information.

Each department in possession of confidential information shall be vigilant in protecting any such information that is transferred to a laptop computer or other portable device.  Encryption of data, attention to physical safeguards, and the continued monitoring of departmental practices are considered minimum standard procedures regarding confidential information transmitted in any manner from the campus systems.

Basic Policy
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Chancellor’s Memorandum No. 02.04 The NSHE Procedures Manual Chapter 5, Section 3 specifies all contracts entered into by NSHE, and all of its components, are to be in accordance with the policies and procedures delineated in the memorandum manual and repeated here.

A contract is an agreement between two or more persons (or entities), which creates an obligation to do or not to do a particular thing.  Its essential components are competent parties (persons or entities legally capable of contracting),  subject matter (the purpose of the contract, a legal consideration (the inducement to contract, usually money or something of value, but also including mere promises to perform something or refrain from doing something), mutuality of agreement (all parties must voluntarily enter into the contract) and mutuality of obligation (all parties are obligated to do something or not to do something they otherwise have a right to do).

A contractual obligation is a legal obligation.  Adherence to policies and procedures is necessary to limit financial and other types of liability for NSHE.  It is essential that all NSHE officers and employees follow these policies and procedures.

The contracting party for all NSHE contracts is the Board of Regents.  To be valid, the agreement must state that it is entered into by the BOARD OF REGENTS OF THE NEVADA SYSTEM OF HIGHER EDUCATION on behalf of the institution and sub-unit of the institution.  Similarly, the signature block should read: BOARD OF REGENTS OF THE NEVADA SYSTEM OF HIGHER EDUCATION on behalf of (name of the institution and college or sub-unit, if necessary).

The contracting officer for NSHE is the Chancellor.  

Contracts that must always be sent to the Chancellor for signature are:

1. All contracts that must be approved by the Board of Regents by law.  These include, but are not necessarily limited to:

a) the sale or purchase of real property or the long-term lease of real property owned by the NSHE, including most easements over real property (NRS 396.430).  “Long-term” is defined as in excess of four years. Approval of these contracts must be placed on a Board of Regents’ Investment Committee agenda for approval with final approval by the Board of Regents
2. All contracts with an open-ended or indefinite term

3. All contracts that provide for the hiring of outside attorneys for legal services Require written approval of the NSHE’s Chief Counsel.

4. Except for standard form federal grants and contracts and for NSHE purchase orders, all contracts:

a) Which require consideration (cash, property, or services) valued in excess of  $400,000, $1,000,000 calculated by adding the total cumulative payments, delivery or performance over the entire term of the contract, OR

b) Which are for terms in excess of four five years or which provide the right to renew for terms that exceed four five years in the aggregate.

5. All contracts which, in the judgment of the president of a NSHE institution, have such a serious political, social, or financial impact on the NSHE or the public that the Board of Regents’ or the Chancellor’s review is necessary.

6. All other contracts for which signature authority has not been delegated by the Chancellor as provided in the  memorandum 02.04 NSHE Procedures Manual Chapter 5, Section 3.
7. All contracts for private security services (BOR Handbook, Chapter 1, Section 12, item 3).

The Board of Regents’ bylaws authorize the Chancellor to delegate certain contract-related responsibilities.  In memorandum 02.04 the NSHE Procedures Manual Chapter 5, Section 3.

the Chancellor delegated signature authority for the following contracts to the presidents of the NSHE institutions or to the presidents’ designee.

1. Contracts which require consideration (cash, property, or services) valued at $400,000 $1,000,000 or less, calculated by adding the total cumulative payments, delivery or performance over the entire term of the contract, AND which are for terms of four five years or less or which provide the right to renew for terms that do not exceed four five years in the aggregate.

2. Cost overruns and change orders which in the aggregate do not exceed 10 percent of the base contract amount.

3. All standard form federal grant applications, grants, contracts, modifications and release forms.

4. All purchase orders in which the purchase contract is awarded to the “lowest responsive and responsible bidder,” in accordance with the purchasing policy set forth in Title 4, Chapter 10, of the Board of Regents Handbook are delegated to the Vice President for Finance at the appropriate institution or his or her designee.  Exceptions to the established purchasing policy must be presented to the Board of Regents for approval.


Any contract, which is signed in violation of the policies stated herein, is void and of no effect whatever.


Basic Contract Content XE "Contract Content, Basic" 
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Hold Harmless Clauses: Many contracts carry a hold harmless clause. Under the state's self-insurance program, we are only protected against negligent acts of our employees if (1) they are exercising "due care", (2) they are exercising a discretionary function or (3) they are acting under a statute which has not been declared invalid. The State’s self-insurance program, to which the NSHE belongs, protects only against acts or omissions of NSHE employees that occur within the scope of public duty or employment and that are performed or omitted in good faith.  Therefore, we cannot agree to hold the other party harmless from any and all claims or losses, whether or not caused by any fault of one of our employees. If the other party insists on a hold harmless clause, we can only agree to the language recommended by general counsel which is as follows:

"To the extent limited in accordance with NRS 41.0305 to NRS 41.039 , the university (or college, contractor, lessee, or other appropriate term representing the Board of Regents) shall indemnify, defend and hold harmless ____________ (name of other party) from and against any and all  liabilities, claims, losses, lawsuits, judgments, and/or expenses, including attorney fees, arising either directly or indirectly from any act or failure to act  by (Institution) or any of its officers or employees, which may occur during or which may arise out the performance of this Agreement. (Institution) will assert the defense of sovereign immunity as appropriate in all cases, including malpractice and indemnity actions.  (Institution’s) indemnity obligation for actions sounding tort is limited in accordance with the provisions of NRS 41.035 to $50,000 $75,000 per cause of action. 

The Chancellor will not approve contracts with hold harmless clauses that do not comply with general counsel's language, and persons who have been delegated signature authority are not authorized to sign such contracts.

Insurance Clauses: Many contracts carry a clause that requires a specified amount of liability insurance coverage. However, the university is covered by the state's self-insurance program for all liability coverage and therefore cannot comply with the terms of these clauses. If the other party will not agree to remove these clauses from a contract, they will often agree to a modification to the clause such as follows:

"The (Board of Regents, university, college or other appropriate name)  is self-insured in accordance with limitations of NRS 41.0305 to NRS 41.039." 

If no agreement can be reached on deleting or modifying an insurance requirement, special coverage may be purchased if the contract is of sufficient benefit to the university to warrant the cost of the special coverage AND a carrier can be located who will provide the coverage.


Routing of Legal Contracts XE "Contracts, Routing of Legal" 
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All legal contracts are to be routed to one of the following offices:

Sponsored Project Grant or Contract: Send to the Office of Sponsored Projects Administration.

Contracts, Leases and Agreements where the university is purchasing a good or service Send to Purchasing Office.

If the contract is for goods or services that total $2000 or more the contract should be sent with a completed and signed purchase requisition form .

All other Contracts and Agreements: Send to Controller’s Office
If the contract cannot be signed on campus, these offices will see that it is forwarded with the recommendation of the president or his designee for the approval of the Chancellor or the Board of Regents. If the item must be submitted to the Chancellor or Board of Regents for approval the submitting department will be required to complete the BOR agenda item request form and briefing paper.

Several standard form contracts for leases, instructional facility agreements, clinical education affiliation agreements, and inter-institutional agreements are provided in   Chancellor’s memorandum 02.04 the NSHE Procedures Manual Chapter 5, Section 3.
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1. The following delineates expenses that are generally defined as host expenses.  Unless specifically excepted below, these expenses are not allowed from any funds other than accounts authorized for hosting.

Hosting includes the following expenditures:

· Food, including snacks, candy, condiments, etc.

· Beverages, including alcohol, soft drinks, water, and coffee service

· Gifts, including flowers, plants, mementos, cards

2. Exceptions to Hosting.  When the above items are purchased in connection with the following activities, they ARE NOT considered hosting expenses:

a. Participant Funded.  If the above expenses are being paid from accounts where participants in seminars, conferences, or other such activities have paid for these expenses in advance and if it is specifically indicated that the expenses have been “paid for by participant fees” they are not considered hosting.  Documentation for each specific expense transaction in the form of a class announcement, flyer, or registration form (which shows that meals or refreshments are included in the fees collected) must be attached to each payment request.

b. Student Recruitment Activities.

c. Student Athlete Recruitment, Team Meals & Training Tables.

d. Payments from Agency Accounts (Fund Account 1900), unless reimbursement of an employee occurs.

e. Development Activities:

The following development activities are not considered hosting:

· Introducing potential donors to the university with the goal of receiving charitable gifts and grants in the form of money, securities, services, materials, facilities or other assets in support of the university’s priorities.

· Developing community relations with the goal of promoting the university in a positive manner with business and community leaders, alumni, friends, and others.

· Maintaining relationships with potential or existing donors, friends, and alumni of the university.

· Publicizing and conducting fundraising campaigns for specific schools, colleges, designated programs and university-wide needs and priorities.

· Conducting special fund or friend raising events.  Types of events could include athletic events, groundbreakings, luncheons, dinners, and other events that have the capability to get people familiar with the university engaged and interested in its plans and vision for the future.

· Undertaking and conducting other activities that involve soliciting charitable gifts and grants from individuals – alumni and friends, corporations, foundations and other organizations.

· Recognizing and publicizing the generosity of donors and providing stewardship to donors.

f. Governmental Relations:

The following governmental relations activities are not considered hosting:

· Events conducted for the purpose of introducing or furthering interaction between local, state, and federal elected or appointed officials and/or their staff with university administrators, faculty, or staff.

· Events conducted for the purpose of representing or advocating the interests or importance to the university and NSHE in the development of governmental policy, appropriations, legislation, or executive directives.

· Developing or maintaining governmental relationships with the goal of promoting the university in a manner with local, state, and federal elected or appointed officials and/or their staff.

· Pursuing opportunities for favorable institutional-governmental projects and initiatives.

The Provost or Vice President for Development and Alumni Relations must approve all of the above expenses related to development activities.  The Provost or Director of Governmental Relations must approve all of the above expenses related to governmental activities.

3. Approval of Host Expenditures: Approval of host expenditures must be obtained using the Hosing Expense Documentation and Approval form.  Regardless of the signature authority on the account funding the expenditure, approval may only be made by the Executive Vice President & Provost, vice provost, vice president or dean.  This approval may not be delegated below the dean.

4. Accounts Authorized for Hosting Expenditures: Each college or division may have one account under the control of the dean and/or vice president authorized for host expenditures.  Additional hosting accounts, such as gift accounts or grants and contract accounts specifically identified by the donor or the grantor as allowing hosting must have the approval of the appropriate vice president or dean in order to be established.

Funding of Host Accounts: Funds may be transferred, upon approval by the appropriate dean or vice president of an authorized account signer and the controller, operations accountant or financial accountant, into each college or division host account from general unrestricted funds, excluding state appropriated funds or accounts established for recharge centers, grants and contract, or gifts. 

1. Table Purchases: It is the policy of the NSHE that the purchasing of tables at charity events or other public functions shall be limited (see CHANCELLOR’S MEMORANDUM #01-02, dated April 20, 2001).  The Chancellor’s Office has set a limit for the University of Nevada, Reno of $30,000 per fiscal year to purchase tables.  This $30,000 is the limit for the cumulative amount of money to be spent on table purchases from the entire campus per year.  Thus, every table purchase must be approved in advance by the President so that the university as a whole does not exceed the $30,000 limit.

Departments are encouraged to purchase individual tickets rather than tables.  Purchasing up to four tickets to an event will not be counted as a table purchase and thus does not require advance approval.

The cut-off date to request the purchase of a table for the next fiscal year in May 31.  The Table Request Form is available on-line at the university’s website.  Before a department uses host funds to purchase a table, the request must have been approved in advance.  If the host funds came from a gift that was designated in writing, in advance, by the donor for the purchase of a table at a specific event, the purchase will be excluded from the $30,000 fiscal year limitation.

Purchase of tables to university events that are for fund-raising or public functions is not included in the $30,000 table limit.  The purchase of tables at campus sponsored fund-raising events may not include any gift portion of the table cost.  The department organizing the event will have the right to determine if it will agree to sell a table for only the non-gift amount.

Purchase of tables to university events that are primarily awards ceremonies or non-public functions such as the Senior Scholars Banquet and Staff Employees Council Award Luncheon are not included in the $30,000 table limit and do not require advance approval under this policy.

The decision by the President on which table purchases to approve will be based on justification provided by the department and the table purchasing standards outlined in the Chancellor’s memorandum.  As noted in the Chancellor’s memorandum, tables may NOT be purchased for events sponsored by other NSHE institutions.  Also, tables may NOT be purchased at events, sponsored by, or for the benefit of political action groups or political candidates.

.

The philosophy underlying the purchasing of tables and/or tickets to events is to advance the overall academic mission of the university, including fund raising and community relations.

In most instances, this philosophy is best implemented by having NSHE employees sitting at different tables and/or by inviting community constituents to the hosted table.

If you have any questions about the table purchasing policy, please contact the President’s Office.
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This policy sets forth requirements for the hosting purchases of meals, refreshments, and gifts, regardless of the funding source of the account used for the purchase.  (See Exceptions to Hosting activities in section 1,067, paragraph 2, of this manual).  More restrictive standards may apply to expenditures from federal funds and recharge accounts, and from some grants and contracts and private gifts.  It is the responsibility of the individual incurring the expense to insure that there are no restrictions on these purchases by checking with the appropriate authority.

Nothing in these guidelines should be seen as preventing a dean or vice president from imposing more restrictive regulations and procedures in relation to these types of purchases within their college or division.  Such limits should be communicated in writing to all faculty and staff of the unit.

1. Alcoholic Beverages
The purchase of alcohol with university funds, regardless of the type of funding, is subject to the following limitations.

a. If on university premises, the provision of alcohol is subject to the requirements and procedures of the Alcoholic Beverages policy found in section 5,313 of the UAM.
b. The purchase of alcohol for personal consumption on university premises is only appropriate for official university functions such as receptions and special events where the serving of alcohol is usual and customary.
c. Reimbursement of an employee for personal consumption of alcohol while in travel status is prohibited.  This rule does not apply to hosted events while in travel status, however.
d. The purchase of alcohol at meals or gatherings off campus where only university employees are present is prohibited.  When external parties are present, the maximum expenditure for alcoholic beverages during business meals is $20 per attendee, unless approved by the respective dean or vice president.
2. Business Meals

The purchase of meals with university funds is appropriate if the purpose of the activity is business-related.  Such a purchase is deemed to be business-related if:

a. It reflects an ordinary and necessary transaction in order to conduct university business; AND 

b. The meal is in connection with a business meeting or workshop that runs through normal meal or break times and whose schedule permits the efficient gathering of employees from different offices or units across the institution OR the meal involves at least one external party to the university.
General university meal expense limits are $50 per person for dinner, $20 per person for lunch, and $12 per person for breakfast, excluding gratuity and the cost of alcohol, if allowable.  In accordance with Board of Regents’ policy, gratuity on meals should not be more than 20%.  Exceptions to the meal limits must be approved by the respective dean or vice president.

Hosted meals where the only attendees are university employees should be infrequent and only used for special events such as planning retreats, retirement recognitions receptions, and annual recognition or award ceremonies.  Meals for employee social events where the primary focus is on consumption of food, rather than conducting business or employee recognition, should be limited to one such event per college, division, or department per year.  Examples of social events include annual picnics, holiday parties, and Administrative Professionals Day/Week events.

Employees purchasing business meals should obtain an itemized receipt identifying both food and beverage charges as well as gratuity, regardless of the form of payment used.  This receipt must be accompanied by the appropriate Hosting Expense Documentation and Approval form when presenting a Request for Payment or when submitting the receipt for reporting on the University Purchasing Card (Payment Net) statement.  In addition, if a meal is only attended by university employees, an agenda or description of the business conducted at the meeting will be necessary for approval.  Any purchases that exceed the limits specified above or that are not accompanied by an itemized receipt or agenda/description will not be reimbursed by the university, or if charged to a university purchasing card, must be reimbursed by the responsible employee.

3. Snacks and Refreshments
Snacks and beverage items purchased for extended professional development or training or business meetings involving institutional teams, boards or committees may be necessary, and snacks and refreshments for these extended meetings are allowable hosting expenses.  However, expenses within departments for internal meetings should be limited to those associated with official administrative meetings that extend beyond two hours or for meetings at which at least one external guest of the university is present.  The use of university funds to provide routine or regular snacks and refreshments to unit or department employees as a consequence of their employment or at routine or regular class sessions is prohibited.

4. Gifts to Volunteers
The State of Nevada Administrative Manual allows awards or gifts to individuals who have volunteered their time to a state agency and are not being otherwise compensated for performing the service.  The limits on such awards or gifts for individuals who volunteer for the university are as follows:

· The service performed is on the individual’s own time and is not in the normal course of employment;

· The cost of each award/gift does not exceed $25; and 

· The agency has sufficient funds available for such awards/gifts.

5. Flowers, Invitations & Greeting Cards
Flowers purchased for decorative purposes or the costs of printing and mailing invitations to official university events or functions are not considered gifts and may be paid from any university account.

University funds cannot be used to purchase flowers, gift cards, donations of cash or university promotional logo items, or greeting cards, and the like, for or on behalf of any university employee, or for ill or bereaved employees or employees being recognized on account of a holiday or special event.

University departments and divisions will not use university funds to purchase or send holiday or other greeting cards within NSHE.  University funds may be used to purchase or send holiday or other greeting cards to donors.

6. Gifts, Plaques & Framing – Employees
Monetary gifts to employees, including gift certificates or gift cards, or anything that might be perceived as a gift, including items given as a thank you for or in recognition of services provided, cannot be purchased from any university account, EXCEPT in the following instances:

· If such gift or award was awarded through a documented competitive process (Note: these payments are required to be processed through the Payroll office); or

· If such gift or award was presented in recognition of an employee’s retirement from the university or lengthy service to the university (more than 10 years), provided this gift or award has been approved by the appropriate dean and/or vice president and is documented on a completed host form, charged to a host account and does not exceed $250; or

· If the plaque, award or framed artwork was purchased for permanent display in a university owned building.
7.Donations and Other Payments
Payments to external organizations for other than goods or services received by the university, and donations or transfer of university funds or property to charitable, scientific or educational organizations are not permissible.

This policy does not preclude the purchase of tickets or tables for events hosted by these entities subject to preapproval by the President’s office.

University owned surplus property is exempted if the appropriate process has been followed per NSHE Guidelines and Procedures Manual (Chapter 1, Section 2).
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As representatives of the university and its athletic program, student-athletes and staff are expected to conduct themselves in a professional manner.  Coaches are responsible for establishing and enforcing a dress code for their teams when traveling.  Team members will be directed to dress appropriately when traveling on business or with a team.

All travel must be preceded by completing an “Employee’s Travel Request” form.  Without this form, travel is not authorized, is not covered by insurance, and it is not possible to receive a travel advance.  Travel requests are available on the university website at: www.unr.edu/forms/
All advances must be reconciled within fifteen (15) days after completion of the trip.  Additionally, in advance of the travel, a final copy of the official travel roster and itinerary are to be distributed to the sport administrator and a copy should be given to the athletics administration front desk.  The travel itinerary should include the following:

1. Official travel party list – each person traveling with the team must be listed by name and purpose of travel.  Only persons whose names are on the approved list may travel with the team.

2. Departure date and time, return date and time.

3. Mode of transportation and name of carrier.

4. Lodging, including name, address and telephone number or property.
5. Telephone contact number (cell) of coaching staff and other official staff members traveling with the team.

6. Itinerary.

7. Date of the itinerary and official travel party list.

Transportation

The mode of transportation is selected by the head coach and approved by the sport administrator.  When choosing the mode of transportation, safety, impact on academics/number of travel days, expense, availability, distance and budget must be considered.

Air

· Commercial airlines are an acceptable means of travel for athletic teams for competitions over six (6) hours or 350 miles (one-way) away.

· Charter services are subject to the prior written approval of the athletic director and can only be procured through the involvement of the NSHE BCN Purchasing Department.


Bus/Mini Bus

· Buses may be used to transport to away venues, transport to hotels from airports, and transport from hotels to playing venues.


Vans/Automobiles

· Student athletes may not drive the other athletes as part of team travel.  All other drivers (managers, volunteer coaches, etc.) must have prior approval from the sport administrator before driving.  

· Drivers must be at least 21 years of age (or meet the requirements of the state where the team is renting the van or automobile), have a valid and approved State of Nevada driver’s license and be rested.

· Fifteen (15) passenger vans shall be loaded with no more than ten (10) passengers and equipment.  Twelve (12) passenger vans may be loaded with no more than eight (8) passengers and equipment.

Hotels

· Hotel rates should not exceed current NSHE rates unless approved by a sport administrator or designee.  Those rates are based per person, per day.

· No more than three student-athletes may be assigned to a room, one per bed.

· Single rooms are reserved for head coaches only except in a situation where travel circumstances and/or gender mix dictates other arrangements.

Meals

· As required by the state of Nevada the maximum per diem for meals is subject to the rates listed on the federal GSA website.  Team meals may be provided to the staff and student-athletes in place of cash per diem.  A list of all attendees and their purpose of reason for travel (coach, trainer, student-athlete, etc.) must be submitted with the team meal receipt.  Head coaches are encouraged to provide team meals for the travel party.

· The total per diem (meals and hotel) per traveler, per day, in-state or out-of-state is subject to the rates listed on the federal GSA website.  This combined amount, per traveler, may not be exceeded.

· Due to the large size of the official travel party, football may be an exception to this policy.
· All meals/snacks/per diem allocations provided to student-athletes must be in accordance with NCAA regulations.

· Expenses for team meals provided for home games or team meetings must be documented by a list of all attendees and their role at the meal (coach, trainer, student-athlete, etc.)

Other

· Student-athletes not traveling to or from a competition with the team must sign a release of liability waiver which must be approved prior to travel by the sport administrator or a parent if student-athlete is under 18 years old.

· If a non-University of Nevada employee is traveling with the team they must sign a release of liability waiver and must have prior approval from the athletic director or designee.

Administrative and Recruiting Travel

· All individual administrative and recruiting travel must follow the general university policy beginning at Section 1,400 in this manual.

· Travel for incoming recruits must follow the guidelines in the “Nevada Recruiting and Retention” policy as stated in the Intercollegiate Handbook.

Volunteer Travel

Volunteers are defined as non-paid workers.  The sports administrator or designee must approve volunteers’ travel with the team.  For insurance purposes, all volunteers must be signed up as volunteers with the department of athletics prior to traveling with the team.

Charter and Guest Travel

Guests are defined as non-employees/non-volunteers who have a business purpose for traveling (e.g. donor cultivation or donor appreciation).  Travel with the team must be approved in writing in advance by the director of Intercollegiate Athletics.

· The travel party must meet all timelines as outlined by the athletic department.  An itinerary shall be provided in advance.

· Professional conduct is expected at all times during the entire trip.

· Dress code shall be business casual on the plane.  Not s Shorts or tank tops are not permitted.  Appropriate or casual apparel is required for the game day and trip home.

· Guests are required to pay for all hard costs (hotel, meals, etc.) unless otherwise notified by the athletics staff.

· Alcohol is prohibited on the plane.

· Children under 12 are not allowed to travel with the charter without permission of the Director of Intercollegiate Athletics.

· The athletics department must be informed in advance of the possibility of traveling with children ages 12-18, so clearance can be obtained in advance, per NCAA regulations.

· Anyone not participating in any of the scheduled events should notify the athletics staff so as to avoid any unnecessary delays.

· All guests are required to sign a volunteer travel waiver in advance of traveling.

· Emergency contact information must be provided to the athletics department in advance.
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The University of Nevada, Reno is committed to maintaining a university environment free of the abuse of alcohol or other drugs.  

The University complies with the Omnibus Anti-drug Abuse Act of 1988 (the “Drug Free Workplace” Act) and the Drug Free Schools and Communities Act of 1989.  Specifics include:

· The unlawful manufacture, distribution, dispensation, possession, or involvement with alcohol and illegal drugs by faculty, staff, or students in the workplace, on university property, or as part of any university activity is prohibited.  Per NAC 284.844, an employee must not have a concentration of alcohol that is greater than .01 gram per 100 milliliters of his blood or 210 liters of his breath while on duty.

· A violation of any of the above prohibitions may result in disciplinary action, which may include expulsion or termination as prescribed by NRS 284 and 453 and Titles 2 and 4 of the Nevada System of Higher Education Code.

· Federal law requires that an employee notify the employer of any criminal drug statute conviction or violation occurring in the workplace no later than five days after such conviction.  The notification should be directed, in writing to the Office of Human Resources, who will then work with the appropriate university department(s) to ensure that any granting or contracting agencies are notified within 10 days.

· An employee convicted as described in the preceding statement will be required, unless employment is terminated, to participate in the Employee Assistance Program or some other appropriate alcohol/drug abuse assistance or rehabilitation program.

The Employee Assistance Program (EAP) provides help to university employees and their families with an alcohol and/or drug problem.  This help is available 24 hours per day by calling (877) 234-5151 or you may contact a representative online at www.lifeworks.com (user ID is NSHE and the password is EAP).  

This assistance is provided by off-campus agencies and is completely confidential.  Administrative leave may be granted for an initial visit to the agency.  The staff at EAP are trained to evaluate and refer individuals to the appropriate educational and support groups, or more structured and organized chemical dependency programs.

All of the health insurance plans include coverage for treatment programs.  Coverage differs, so employees should contact their health provider to find out what plan specific benefits are offered.

Faculty and staff can refer students to receive help through the University Substance Abuse Program in the Thompson Student Services Building, Room 202, 784-4648.  Programs are available for training university personnel in recognition of alcohol and drug abuse behaviors and in referral and intervention strategies.

Operational guidelines for serving alcohol at university-sponsored functions are available by contacting the Student Life Services Office at 784-1471 or online at: http://www.unr.edu/stsv/slservices/
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The state personnel rules govern the payment of overtime for all classified employees.  All overtime work must be authorized, in advance of the work, by the supervisor.  Only overtime work that relates to a bonafide business reason and that is required to be completed under a deadline may be approved in advance at the supervisor’s discretion.  In order to comply with provisions of the state personnel rules, the following will be observed:

1. The University “workweek” is a calendar week, running from 12:00 a.m. Sunday to 11:59 p.m. Saturday.  
2. Time and one-half pay or compensatory time must be granted to all employees who work over 40 hours in a workweek or who work over eight hours in a calendar day.  Those employees who choose and are approved for a variable workweek, in which case, overtime will be considered only after working 40 hours in one week.  Variable workweek agreements must be in writing and must be agreed upon in advance of the work performed.
The federal Fair Labor Standards Act requires that time worked in excess of 40 hours in a week or 8 hours in a working day according to NAC 284.113 shall either be paid or granted compensatory time off at the rate of time and one-half.  Compensatory time off may be offered in lieu of paid overtime when it is mutually agreed upon by both the employee and the supervisor.  These agreements must be in writing, and always in advance of the work performed.  

In order to protect employees from excessive work schedules and to limit an employer’s cost liabilities, state policies dictate that overtime be kept to an absolute minimum.  To regulate these activities, the state places restrictions on overtime hours.  Paid overtime in excess of 120 hours per calendar year must be reviewed by the appointing authority (typically a dean or equivalent administrator) to determine if there is a workload problem.  If the overtime occurs frequently, repetitively, or is the result of an extended increase in workload, prior approval of the respective vice president is required.

Special Rules for Multiple Jobs/Dual Employment:

Classified employees are permitted to work in two positions in one department, or different departments.  When such multiple job or dual employment situations occur, the immediate supervisor(s) and/or appointing authority(s) must exercise special oversight, and the necessary coordination between departments, to ensure that compliance with the payment for overtime requirements of federal and state law are followed strictly.  The employee who works under this policy in multiple jobs or a dual employment situation must inform in writing the supervisors of each job and the BCN Human Resources Office.

When a classified employee works in multiple jobs within a single department, or in dual jobs in more than one department, in excess of either eight hours in a day or in excess of 40 hours in a work week, that employee must be paid overtime in compliance with federal and state law.  The overtime payment must be calculated based on:

1. the higher hourly rate of the two positions; or,
2. at the rate of pay for the position incurring the overtime payment, provided the employee and the appointing authority have agreed in writing prior to the performance of the work requiring overtime (see NAC 284.248).
An exception to the requirement for overtime payment under this section exists if:

1. the additional work assignment is under a different appointing authority than the primary assignment, and;
2. the employee engages in the additional work at his/her options1, and;
3. the additional work is part-time, and;
4. the additional work is performed occasionally or sporadically2, and;
5. the additional work is in a capacity different from the employee’s regular employment.
1An employee is deemed to be working at his/her “option” when the employee has made the decision freely, without coercion by the employer, either implicitly or explicitly.  The employee must be free to refuse to perform the work without fear of sanctions and without being required to explain or justify the decision.

2“Occasional or sporadic” means infrequent, irregular, or occurring in scattered instances.
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Employees who are not at work during normal business hours, must be in a formal leave status.  All departments should maintain a working environment in which classified employees are held accountable for management of their annual and sick leave accruals to support all absences from work.  Absences without the benefit of a formal leave status are normally considered unauthorized and may be subject to disciplinary action.  There are certain formal leave statuses that will authorize an employee to be away from work without leave accruals such as leave under the Family Medical Leave Act and Military Leave.

If an appointing authority wishes to place an employee on a formal “Leave without Pay” status which authorizes the employee to be away from work without leave accruals he/she must contact BCN Human Resources before “Leave without Pay” is granted.  The placing of an employee on “Leave without Pay” status should be a rare exception because it is essential for an organization to have a regular and predictable workforce.  Authorizing frequent and/or intermittent “Leave without Pay” does not support effective attendance principles.

Being in “Leave without Pay” status affects an employee’s pay and benefits.  Appointing authorities should be aware that they are setting precedent in their area of managerial responsibility when they authorize an employee to be in a “Leave without Pay” status.  Departments must consult with BCN Human Resources when such questions arise.

“Leave without Pay” approved at the discretion of the appointing authority must be carried out in accordance with NAC 284.578.  “Leave without Pay” for 30 working days or less may be approved by the appointing authority using the leave request form and a payroll correction form.  A leave of absence without pay for more than 30 working days may be approved by the appointing authority using the leave request form and a payroll action form (PAF).  Both payroll correction forms and payroll action forms (PAFs) must be submitted to BCN Human Resources.  For further clarification and assistance with “Classified Leave without Pay” please contact BCN Human Resources.
Faculty on a 12 month “A” contract appointment who take an approved leave of absence without pay shall be entitled to use accumulated leave, with prior approval of the supervisor or other appropriate administrative officer, before going into unpaid status; however, the faculty member shall not be paid a lump sum for any unused accumulated annual leave before going into unpaid status. Annual leave cannot be earned while on leave without pay.
If an academic or administrative faculty member is absent from work without authorized leave, as defined in the Board of Regents Handbook Title 4 Chapter 3, Section 29, the absence must be charged as unauthorized leave without pay.

Unauthorized leave may be grounds for disciplinary action. However, placement of a faculty member on leave without pay under this Section shall not constitute a disciplinary action, as defined in Chapter 6 of the Code. If a disciplinary action is brought under Chapter 6 of the Code, any discipline measures are in addition to the absences charged as unauthorized leave. (BOR Title 4, Chapter 3, Section 30(.
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Academic Ffaculty Members of the professional staff who specifically create and disseminate scholarly information through teaching, research, or providing library services closely and directly supportive of teaching and research means instructional, research, and library faculty.

Administrative Ffaculty Members of the professional staff who are employed in executive , supervisory or professional and administrative support positions. means faculty employed in executive, supervisory, or support positions.

For additional information, see the NSHE Code Title 2, 1.1.
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The Board of Regents has approved the use of clinical academic titles in the School of Medicine and the Orvis School of Nursing.  

Clinical faculty normally serve without compensation and provide a significant amount of teaching time to the University.  Titles range from clinical instructor to clinical professor and are renewed annually may be renewed for periods of up to three years based on participation during the previous years.  The recommendations are made in writing by the chair, submitted to the dean and forwarded to the executive vice president & provost for approval.  Department chairs recommend faculty for reappointment and letters are sent to such appointees.  As a general rule, such clinical titles represent a volunteer function and are without monetary compensation.  Benefits are the same as for other adjunct faculty of the University.  Persons holding clinical titles are non-voting members of the faculty.

There is a minimum requirement of teaching hours for each clinical faculty member; subsequent renewal of appointment requires evidence of maintenance of the requirement.  A suggested minimum is 25 hours of student contact per semester or one hour per week.

Upon receiving approval of a request, the dean or director is responsible for initiating and issuing a new clinical academic faculty contract.

On a quarterly basis, each college submits an approved list of clinical appointments to BCN Worker’s Compensation Department.  This list includes the name, college/department, highest degree, and dates of appointment.

Numbers: The number of appointments is based on the judgment of the chair, in consultation with the dean, and reflects the requirements of the particular teaching, research, and/or patient care program.

Reimbursement: For clinical appointments there may be certain instances, such as where an individual is assigned a heavier than usual teaching or research schedule or administrative responsibilities, when it may be appropriate for compensation to be paid.  Such appointments require personnel and payroll documents and appropriate signatures and are at the discretion of department or division chair and the dean, subject to the approval of the executive vice president & provost.

Promotion: Promotion, which should be based on performance, is subject to the same review as initial appointments.  The recommendations are made in writing by the chair and routed for approval in the same manner as initial appointments. 
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Annual and Terminal Leave for Full-time (1.0 FTE) Faculty
General Provisions:
All faculty members on a full-time 12-month appointment (“A” contract) earn annual leave at the rate of two working days for each full calendar month of service.  Annual leave is accrued for the first half of the month (granted on 15th day) and the additional day is accrued for the second half of the month (granted on the last day of the month).  Leave may not be taken until it is granted.  Prorated credit is earned for partial months of service.  
Faculty on an academic year (“B” contract) appointment do not earn annual leave.

Annual leave may be cumulative from year to year, not to exceed 48 days as of the first day of each fiscal year, and any annual leave in excess of 48 days is forfeited on that date.  No compensation will be authorized for unused or excess leave at the end of each fiscal year.  Earned annual leave shall be taken at a time approved or directed by the supervisor or other appropriate administrative officer.  Insofar as possible, approval to use annual leave must be secured in advance, in accordance with the provisions contained in the Board of Regents Handbook, Title 4, Chapter 3, Section 19.2.

Employees shall be given an opportunity to use accumulated annual leave in excess of 48 working days prior to the last day of the fiscal year provided a request for leave is given by the employee no later than April 1 to the supervisor or other appropriate administrative officer.

Annual leave for full-time faculty is used in increments of a half-day or a full-day (see BOR Title 4, Chapter 3, Section 19).

If while on annual leave a faculty member becomes ill or injured they remain on annual leave for the duration of the request.  Annual leave cannot be converted to sick leave after the annual leave has commenced, unless an illness or injury falls under FMLA.

Faculty on an “A” contract appointment who resign or retire shall be entitled to be paid for unused accumulated accrued annual leave up to a maximum of 48 days, unless the supervisor or other appropriate administrative officer directs the employee, in writing, to use all or a portion of the accumulated leave prior to the final date of employment.
Faculty whose contract is being changed from a 12-month (“A” contract) appointment to an academic year (“B” contract) appointment shall be entitled to be paid for unused accumulated leave up to the maximum of 48 days, unless the supervisor or other appropriate administrative officer directs the employee, in writing, to use all or a portion of the accumulated leave prior to the final date of the “A” contract. 
Faculty on a 12-month “A” contract appointment who take an approved leave of absence without pay shall be entitled to use accumulated annual leave, with prior approval of the supervisor or other appropriate administrative officer, before going into unpaid status; however, the faculty member shall not be paid for any unused accumulated annual leave before going into unpaid status.  Annual leave cannot be earned while on leave without pay.

Faculty on “A” contracts  appointments who are on approved sabbatical or professional development leave do not accumulate additional can accrue annual leave while on sabbatical leave. 
VPAF‑100 leave request forms are completed for annual leave requests.  
Part-time (.50-.99) Faculty Leave Accrual and Usage

Annual leave for faculty members who are less than 1.0 FTE (part-time) is converted from days to hours for accrual, tracking and usage.  This policy and procedure explains how to calculate and charge leave for part-time faculty.  In addition, the procedure for determining full and half day increments for leave is demonstrated.  Because many part-time faculty work varied schedules (different hours on different days) the length of the work day varies.  This policy provides a standard method that shall be used consistently across the institution.

Faculty who are part-time must have an established work schedule.

To calculate leave accrual for part-time faculty:

Part-time Faculty Leave calculation: (16 hrs x FTE = Accrual [in hours])


Example:  .60 FTE
16 x .60 = 9.6 hours earned per month of annual and sick leave.



The leave calculation should only be carried to one decimal place.

Accrued leave for faculty who are part-time is reported in half day or full day increments depending on the scheduled work day.  Leave is reported in half and full day increments (per Board of Regents policy) and then converted to hourly increments for tracking and usage.

To calculate leave for part-time faculty:
1. Determine the standard work schedule.
2. Determine the scheduled hours for the leave day.  Divide the scheduled hours for that day by 2.  The result is the number of hours in half a work day.
3. Examine the request and determine if a half day or full day should be charged.
4. Deduct the appropriate number of hours from the faculty member’s leave balance.
Part-time Faculty Leave Accrual Maximums
Effective July 1, 2008, the maximum leave accrual for part-time faculty will be prorated based on the faculty member’s FTE.  The prorating will be based on the maximums for full-time faculty members.

The formula for the prorating is as follows:


Annual Leave: Part-time Faculty Maximum Leave Calculation




(48 days x FTE x 8 hrs = maximum accrual [in hours])




(48 days x .60 x 8 hrs = 230.4 maximum accrual [in hours])
For part-time faculty leave payout will be prorated based on FTE.  

Examples for calculating leave:
A part-time (.50 FTE) faculty member is scheduled to work M-F 8-12 (4 hours) and leaves for 2 hours for personal business.  A leave slip for 2 hours would be submitted because 2 hours is half of the scheduled work day.

A part-time (.70 FTE) faculty member is scheduled to work M-8; T-8; W-8; Th-4.

· On a Thursday she wants to take annual leave so she would submit a leave request for a full day.  This would be recorded and tracked as 4 hours since Thursday is scheduled for 4 hours.

· If she went to her child’s school play on a Tuesday for 2 hours, a leave slip would not be completed because it is less than half of her scheduled day.

· If she went to her child’s school play on a Thursday for 2 hours, a leave slip (for ½ day) would be completed because it is half of her scheduled day.  This would be recorded and tracked as 2 hours.

On June 30 a part-time (.75 FTE) faculty member has 312 hours of annual leave.  This amount exceeds the allowable annual leave carry over (48 days x .75 x 8 hrs = 288 hours).  The annual leave must be adjusted to 288 hours on July 1st.
Limitation on Transfer of Accrued Annual Leave
Persons employed by the University in positions that earn annual leave may not transfer any earned leave to another university position supported from a different source of funds.  Any compensation for accrued leave comes from the same funding source as the salary paid while earning annual leave and must be taken during the employment covered by the funding source.

A faculty member transferring from another NSHE institution in a position that earns annual and sick leave may not transfer any earned leave to a UNR position supported from a different source of funds.  

Faculty who transfer from a faculty position to a classified position may transfer remaining annual leave to the classified position subject to the classified maximum accrual limitation of 30 days at the beginning of the calendar year.

Classified staff who transfer from a classified position to a faculty position may transfer all accrued unused annual leave to the faculty appointment subject to the same funding limitations noted above and are subject to faculty accrual limitations which does not allow for more than 48 days to be carried over from one fiscal year to another.
Charitable Lotteries or Raffles



1,074
Revised: January 2009

The University must comply with state laws regarding charitable lotteries or raffles (NRS 462 and 463).  The law requires that the State of Nevada Gaming Control Board approve each raffle or lottery held by any department or student group of the university prior to any such activity.  A lottery or raffle is defined as an event where participants give consideration (purchase a ticket) for a chance to win a prize.

Each department or group that is interested in conducting a raffle must go online to http://gaming.nv.gov/agency_forms.htm#enforc to obtain and complete a Charitable Lotteries Application for Approval.  The application must be submitted no later than 60 days prior to the commencement of any lottery activity, including advertising and/or ticket sales.  A $25 fee must be submitted with the application payable to State of Nevada Gaming Control Board so the department or group must also submit a Request for Payment with the application for the $25 fee signed by the appropriate supervisor.  The fee may not be paid out of state appropriated funds.  The completed application and Request for Payment should be sent to the UNR Development Office (Mail Stop 0162) for review well in advance of the raffle..  The application, if approved by the Development Office, will then be forwarded to the Controller’s Office who will produce the application check and submit the application to the State Gaming Control Board.  The university department or organization may not conduct or commence sales of the raffle until authorization is received from the State Gaming Control Board.

The lottery winner is subject to federal income taxes related to the item won if the value of the item won is $600 or more.  The University must withhold federal income tax, at the rate of 25%, from the amount of the prize.  The winner must fill out a W-9 form and provide a Tax Payer Identification Number (TIN) prior to receiving the prize. 

For the University to meet its tax reporting requirements, each department or group that conducts a lottery must submit a list of all prize winners to the Controller’s Office within 30 days of the lottery that reports all prizes awarded with a value of $250 or more.  This report must include the prize winner’s name, taxpayer identification number and address, and the prize received and the value of the prize received.
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