CONSENT AGENDA

University of Nevada, Reno

2008-09 Faculty Senate

December 10, 2008
RSJ 304
Process for Consideration of Consent Agenda Items:

· All items on the Consent Agenda are action items.  A single vote for the consent agenda passes all items listed on the agenda.  Any senator may request an agenda item be pulled for discussion and held for a separate vote.

· Prior to a vote on the consent agenda, the Chair will open the floor for comment from senators including requests to pull items.

· Once all items to be pulled have been identified, the Chair will call for a vote on the remaining Consent Agenda items.

· Discussion and action on items pulled will be managed individually.

	1.
	Request to Approve the November 20, 2008 Meeting Minutes


	Action/Enclosure

	2.
	The Administrative Manual Revisions

	Action/Enclosures

	
	a)  Revision to Administrative Manual Section 12: 
Revisions
b)  Revision to Administrative Manual Section 13:

Sources of Information
c) Revision to Administrative Manual Section 505:

President Delegated Signature Authority 
d) Revision to Administrative Manual Section 1,067
Host Expenses

e) Revision to Administrative Manual Section 1,069
Guidelines for Hosting Purchases of Meals, Refreshments & Gifts

f) Revision to Administrative Manual Section 1,070
Stipends, Assistantships, Grants-In-Aid & Other Non-Salary Payments

g) Revision to Administrative Manual Sections:

1,321  Submission of W-4 Forms after Initial Employment; 

1,325 Credit Union; 

1,329 Salary or Annuity Option Agreements; 
1,332 Nevada Employment Deferred Compensation Plan

h) Revision to Administrative Manual Section: 1,403

In-State Travel

i) Revision to Administrative Manual Section 1,415
Airlines & Travel Arrangements

j) Revision to Administrative Manual Section 1,495
Application for Travel Support to Attend Scholarly Meetings

k) Revision to Administrative Manual Section 1,501
General Policy

l) Revision to Administrative Manual Section 1,507
Basic Purchasing Procedure

m) Revision to Administrative Manual Section 1,526
Equipment Inventory

n) Revision to Administrative Manual Section 1,527
Surplus Property
o) Revision to Administrative Manual Section 1,630
Gift Processing

p) Revision to Administrative Manual Section 2,236
Compensatory Time for Overtime Worked for Classified Employees

q) Revision to Administrative Manual Section 2,302
Annual Leave Policy for Classified Staff

r) Revision to Administrative Manual Section 2,305 
Leave without Pay

s) Revision to Administrative Manual Section 2,310
NPD-30 Attendance and Leave Records

t) Revision to Administrative Manual Section 2,361
Classified Fee Benefit Program

u) Revision to Administrative Manual Section 2,502
Appointing Authority

v) Revision to Administrative Manual Section 2,502
Faculty Search Rules

w) Revision to Administrative Manual Section 2,571
Notification of Continuing Appointments

x) Revision to Administrative Manual Section 2,590
Documents Needed for New Academic & Administrative Appointments

y) Revision to Administrative Manual Section 2,600
Information Needed for University Catalog

z) Revision to Administrative Manual Section 2,670
Leave Policy for Faculty

aa) Revision to Administrative Manual Section2,676 
Leave Records

ab) Revision to Administrative Manual Section 2,678
Leave of Absence without Salary

ac) Revision to Administrative Manual Section 2680
Sabbatical Leave Policy and Procedures 

ad) Revision to Administrative Manual Section 2681

Faculty Development Leave Program

ae) Revision to Administrative Manual Section 2,691
Conflict of Interest Policy

af) Revision to Administrative Manual Section 4,321

System Security Approval Process

ag) Revision to Administrative Manual Section 5,312 

Food Service


	

	
	
	

	
	
	

	
	
	



University of Nevada, Reno

2008-09 Faculty Senate

Meeting Minutes November 20, 2008                                                       
           Meeting 5

1. Welcome, Introductions, & Roll Call

Present: Dick Bjur (VPR), Gale Craviso (SOM), David Crowther (COE), Donnelyn Curtis (Libraries), Dean Dietrich (DEV), Bill Follette (Chair FS),  Abigail Forrest for Normand Leblanc (SOM), Stephani Foust (SS), Tom Harris (CABNR), Eric Herzik (CLA), Jodi Herzik (Provost’s), Jen Hill (CLA) Stephen Jenkins (COS), Stephen Jenkins for Hans-Peter Plag (COS), Maureen Kilkenny (CABNR), Tom Kozel (SOM), Bill Kuechler (COBA), Doina Kulick (SOM), Alex Kumjian (COS), Qizhen Li for Mano  Misra (EN), Jill Manit for Eric Albers (HS), Bourne Morris (JO), Elliott Parker (Chair-Elect), Jane Patterson (A&F), Stephen Rock (Ex-Officio), Janet Sanderson (President’s), Madeleine Sigman-Grant (COOP), Leah Skladany (SOM), Judy Strauss (COBA), Virginia Vogel (CLA), Jill Wallace (IT), Leonard Weinberg (CLA). 

 Absent: Lucy Walker (President’s).

Guests: Melisa Choroszy (Associate Vice President for Enrollment Service), William Cobb (Regent Elect), Milton Glick (President), Marc Johnson (Executive Vice President and Provost), John Trent (President’s Office), and Steven Zink (Vice President for Information Technology and Libraries). 

2. Visit With President Milton Glick and Executive Vice President and Provost Marc Johnson:

President Milt Glick reported that the budget was still a moving target. Last year the university was asked to make a 4.5 % reduction and then another reduction of 3.5% for a total of 8% for the year. The budget for the university which includes the Experiment Station, Cooperative Extension, Statewide programs and the School of Medicine was around 210 million, for just the core of the university the budget was 130 million. Most of those cuts did not come from colleges, as the administration wanted to make sure that students could get the classes they needed. Next year the reduction in the budget would be 14%. The administrative side of the university was the most affected by these cuts. 

It has been difficult to be facile during these budget reductions as notification times cause the university to make more cuts. The Board of Regents would most likely be looking at reducing the length of time of the notification period

 In the past, gaming had carried the state, but they can no longer do that, so there the need was to find other revenues in the state. 

Administration would be adjusting the thermostats in 40 buildings, borrowing money from some self supporting balances, and reducing operating budgets. When the budget increases these self supporting balances would be repaid. Neighboring states were also looking at budget cuts, but none as severe as Nevada’s. 

Glick said that the cooperation of the deans, leadership of the senate and students had been extraordinary. 

Executive Vice President and Provost Marc Johnson reported that the centers, academies, and institutes have been looked at and many have relinquished up to 80% of their state dollars for a savings of approximately 1 million dollars. All of the tenured positions have been protected. These centers have been very creative in downsizing. This has been a very stressful time and Marc thanked the directors for their participation. 

Through the Teaching Resource Management (TRM) approach, they have been looking at the density of classes, as a result there will be fewer LOAs teaching, filling holes where regular faculty cannot teach. Administration would be writing a draft strategic plan and sending it out to all faculty for comments and suggestions. This plan would not be an in-depth as previous strategic plans. The university would also be working on an institutional master plan, which would be used to reduce academic enterprise if necessary and to rebuild when the budget issues were not a concern. Both of these plans would be developed and vetted by the faculty. 

3. Visit with Regent Elect William Cobb:

Regent-Elect William Cobb thanked the senate for inviting him to speak at the meeting. Cobb said that he ran for the regent position because he was concerned that Howard Rosenberg was termed out and there were no good candidates running. His family has been in Nevada for more than 100 years. His grandfather, father, himself and his son had attended and graduated from UNR. Cobb has served on the Foundation Board, the Athletic Association and has been active in many other UNR related functions. He was a Deputy District Attorney in Washoe County prior to going into private practice. He has now been at the firm, longer than the partners. His concerns for the upcoming year included who would be filling the other vacant regent positions, and what faculty would be doing to let the public know what they really do. He said that the question most frequently asked of him was “when are faulty going to start teaching classes?” The public did not realize what being a faculty member really entailed. The public did not understand about the research and service side of being a faculty member. Faculty needed to tell their story to the public Cobb said. A senator suggested that faculty might also donate a portion of their salary to the university, and a discussion followed.

4. iNtegrate Project: Melisa Choroszy,Associate Vice President Enrollment Services and Steve Zink:

Melisa Choroszy reported that implementation of iNtegrate was happening. UNLV and TMCC would be going online first, then UNR would follow as a second wave. UNR is currently in the planning stages with the PeopleSoft product. The software would be deployed in 3 instances which would give us more ownership and flexibility in terms of software development. Information on the integrate project is located at this website: http://integrate.nevada.edu/index.html. PeopleSoft has there own Degree Audit Report and the university will be using that. A faculty advisory group that has several faculty members on it, including, Bill Follette, Elliott Parker, David Sanders (Chair of Academic Standards), and Dana Edberg (Chair of Accounting 7 Information Systems) has been meeting. The admissions’ process has been scheduled to go live in Fall 2010 followed by Registration and Records in Spring of 2011. Part of the next tuition increase would go towards the technological side and some to the functional side. The current system support was going out of business so there would be no more support for the software. In particular financial aid would no longer be supported, which would put the university at great jeopardy. 

Email Issues: Steve Zink, Vice President Information Technology

Back in the 1990s Steve Zink, developed a policy regarding the status of email. According to a court ruling businesses own your computer and can access information within it  anytime. A request was made for particular email and that request was honored at no cost. The email account in question was sifted through by legal counsel who decided what was pertinent and what wasn’t. This is potentially a huge change in what has happened in the past. This also has huge cost implications for campus if these are considered official records which would fall under state archive records requirements.  Nevada’s public record law has not been updated and is very vague, however policies under it discuss what is a public record. These policies regard email as a telephone conversation. Zink feels that a subpoena was needed to get this information. Follette commented that you are allowed to charge for the effort and  charge to reproduce the records. In this instance it was disconcerting that no charges were passed on. This is an alternative way to avoid the deposition process. Follette felt that even though the interpretations may be not wrong, he felt the process was wrong. Zink was not convinced that legal counsel looked at law to see what constituted public record. 

If a public record is destroyed, it is a crime, but the NRS states that some email is similar to a phone call. 

5. Consent Agenda:

Follette asked if there was a motion to approve the consent agenda. Elliott Parker requested to pull items 3 and 4 from the consent agenda and Alex Kumjian requested to pull item 1. Alex Kumjian also asked if the consent agenda could show who brought the item forward and who endorsed the item. 

MOTION: Morris/Wallace. To accept the consent agenda and approve item 2 “the voting process” 

ACTION: Passed unanimously

MOTION: Sigman-Grant/Kumjian. To approve the October 16, 2008 meeting minutes as amended with Alex Kumjian present.

ACTION: Passed unanimously. 

Item 4 Proposed bylaws amendments from the Bylaws and Code Committee: 

Parker recommended a change in Bylaws Revision 3.2.4 b by adding this paragraph:

Any decision which involves the nonreappointment to or termination of employment of faculty or the furlough or lay off of faculty for financial exigency or curricular reasons is not subject to review by grievance procedures. The petitioner may file a request for reconsideration of nonreappointment or termination, in accordance with Chapter 5 of the Code, within 15 calendar days of the date he or she received written reasons for the action or decision. The President’s decision shall be final.

Jill Wallace proposed that “President’s Office” should read “President.” 

The next change Parker recommended was in section: 3.2.5 g., in the sentence :”The colleague must be a UNR employee and may not be an attorney, a member of the Faculty Senate Executive Board, the university ombudsperson, or any executive faculty at the equivalent level of dean or above.” This would prevent any conflict of interest perception. 

MOTION: Parker/Jenkins. To approve the bylaws revisions with the above amendments. 

ACTION: Passed unanimously

The voting would take place early next week and finish in time for the deadline for the February Board of Regents’ Meeting. 

Item 3: Internal senate office procedures for the grievance process:

Parker would like the senate office to modify the internal procedures to fit revisions and amendments just made by the senate once the voting has been completed. The internal procedures would be brought to the senate for approval. 

MOTION: Parker/Wallace. To allow the senate office to rewrite the internal procedures to bring them in line with the latest bylaw revisions and amendments, then to bring them to the senate. 

ACTION: Passed unanimously

6. Chairs Report, Bill Follette:

Many of the topics that Follette had for the chair’s report were already discussed. 

Follette said that work was starting on procedures that would involve code changes. Two procedures listed in the code regarding Financial Exigency and Curricular Review would not actually be effective in dealing with the current budget issues. A third procedure may need to be established that would be an intermediate process that would allow the faculty to make contractual changes. This would not be something that should happen at the Regent level, but at the college level. If the institutions do not come up with something, then the regents might invent a procedure ad hoc. The institutions need to think differently about notification requirements. 

There was discussion about managing change, and not giving up too much too fast. Part of the issue with the budget concerns was that the numbers for the budget have been a moving target, making it difficult to make any kind of plan. 

The Governor has stated that everything is on the table, making it seem as though it has not just been a spending problem. 

The Senate Chairs wrote letter to the governor asking to appoint a commission to put names forward for the appointment of regents. 

The Sage Commission used a report comparing salaries in the public and private sector, Parker felt that one of the issues with this study was that there were not many Keno Runners working on campus and not may practicing Professors working in the private sector. The comparisons were not very accurate because of the job discrepancies. 

There was discussion about sabbaticals, which the university was allowed by the Regents to have sixteen per year. Professional Development leave might go away as not really addressed by the regents’ policy. There has been discussion at the regent level of not granting sabbaticals at this time. The savings would be approximately 124, 000, but other effects could be more of a detriment. Sabbaticals would probably be looked at much more closely. 

Follette thought that there would be a review of the Core Curriculum. He also would be working to understand how the University Courses and Curriculum Committee operated. Follette was working with Vice Provost Bill Cathey, to learn more about the process. There were concerns that perhaps not all of the procedures existed in formal policy and that perhaps there has been some mission creep. 

Announcements:

Tim McFarling was now heading Human Resources as Interim Assistant Vice President. 

John Burnett now reports to the Provost’s office (Jannet Vreeland). 

The student union has the ability to cosponsor to speakers. Faculty can contact Eli Reilly if they would like to bring in co-sponsored speakers that have a broad appeal.

New Business: None

The Technology Committee Year-end Report has been moved to a later agenda. 

Meeting Adjourned: 5:03 pm


Revisions XE "Administrative Manual Revisions" 





12

Reviewed:  October 2008

The usefulness of the Administrative Manual is dependent upon its being updated continuously.  Changes and additions to the manual approved by the president will be made in the Administrative Manual on-line immediately after approval.  Notification of changes will be made to the campus community by the Office of the Provost.

All faculty and staff are strongly encouraged to submit suggestions for revision through the office of their respective vice president to the Office of the Provost which will forward the proposal to the Administrative Manual Policy Review Board.

Administrative Manual Policy Review Board

1. Membership – The president appoints the members upon recommendation of the respective vice president.  The Board consists of a ranking administrator (normally an assistant or associate vice president) in each of the major administrative divisions of the university plus a representative nominated by the Faculty Senate and a representative nominated by the Staff Employees Council.  Once appointed, a member has an unlimited term and may continue to serve on the Board until the president appoints a different individual to represent that administrative division.  

2. Chair – The president, in consultation with the vice presidents, appoints the chair of the Board for a two year term.  At the discretion of the president, an individual can serve as chair for consecutive terms.

3. Meetings – The Board meets on a monthly basis.  The Office of the Provost, in consultation with the chair of the Board, prepares an agenda comprised of all proposals for changes to the Administrative Manual needing review.  A representative from the unit proposing the change may be invited to attend the Board meeting to answer any questions about the proposal.

4. Responsibilities – The Board members are charged with reviewing proposals for compatibility and consistency with other university policies and for any potential implementation difficulties.  On a periodic basis, the Board will request offices responsible for polices to review them for currency and to forward to the Board any needed updates.  

5. Reporting – The Board makes recommendations to the president through the executive vice president and provost in the form of a memo from the chair of the Board.

The president will review the recommendations from the Board.  At the discretion of the president, the president may seek further review from the President’s Council, Faculty Senate Executive Committee, General Counsel, or others.  
The president will notify the chair of the Administrative Manual Policy Review Board in writing after making a final decision on the proposal for change.  Once approved by the president, in accordance with the procedure above, the chair of the Board will forward the approved revised items to the Office of the  Provost for placement in the Administrative Manual.
The dates of approved revisions will be noted on the revised sections.  The Office of the Provost will maintain archival files so that historical information is available if needed about policies in place in earlier years.  

RATIONALE FOR CHANGE:  Minor revisions were made in order to update how revisions to the UAM are made and who approves the revisions.



Sources of Information




13

Reviewed:  April 2008

The Administrative Manual is intended to codify university policy and related procedure.  The institution maintains other relevant sources of information (listed below) which may also be of assistance.

1. Nevada System of Higher Education Code
2. Board of Regents Handbook;

3. Nevada System of Higher Education Procedures and Guidelines Manual

4. University of Nevada, Reno Bylaws

5. State Administrative Manual (SAM) of the State of Nevada; 

6. Nevada Revised Statutes (NRS), Chapter 396 (concerning the Nevada System of Higher Education); 

7. University of Nevada, Reno Catalog;

8. University of Nevada, Reno Class Schedule (published each semester); 

9. University of Nevada, Reno Faculty and Staff Directory;

10. University parking and traffic regulations; and

11. University of Nevada, Reno Sponsored Projects Administration Manual.

RATIONALE FOR CHANGE:  Revisions were needed to update current sources of information available to the university community.

President Delegated Signature Authority XE "President Delegated Signature Authority" 



505
Revised: October 2008
Delegation of Signature Authority

Signature authority is delegated by the president to the following officers for the purposes shown. This delegation supersedes any previously specified.  Signature authority may not be further delegated except where specified herein.  Any further delegation of authority permitted by this policy must be in writing, updated every time a change in that delegation occurs, and copies distributed to the appropriate offices.

In the event of a temporary absence of the delegated signature authority for an organizational unit, signature authority may be delegated to another individual for a specific period of time where such a delegation is permitted by this policy.

Additional approval and signature requirements for certain other processes or documents may be found in other sections of the administrative manual.

Stamps, other forms of facsimile signatures, or others signing the name of the designated individual are not permitted.  However, when an electronic process permits an authorized “signature” to be entered, the vice president responsible for that specific process – with legal counsel approval and after proper security has been established – may authorize its use.

Personnel Documents

The president is the ultimate appointing authority for all faculty and staff of the University.  The president, or those person(s) so designated by the president, must approve all recommendations concerning employment, salary, promotion, or appointment with tenure within the University.  Notice of Non-Reappointment for non-tenured academic and administrative faculty must be signed by the president unless the non-renewal is due to funding.  
Terms of Employment
Vice presidents and the vice provost are authorized to sign for the appointing authority for academic faculty, administrative faculty, resident physicians, and post-doctoral fellows in all organizational units reporting directly to them.  Deans or their designee are authorized to sign for the appointing authority for Letters of Appointment (LOA) in those departments reporting to them.  In the event of an absence of the vice president or vice provost, another vice president or vice provost may be designated to sign for the appointing authority.   All appointments and salaries will have at least two administrative levels of review and approval.  More specifically, the appointments and salaries of the faculty will be recommended by the dean (or equivalent administrator) and approved by the President.  The Terms of Employment contract is not binding or of any legal effect until duly executed by both the employee and the appointing authority or designee.  This delegation is not intended for matters that require an exception to established university policies and procedures: any exception must be personally approved by the president, executive vice president & provost, or vice provost. 

Offer Letters
The executive vice president & provost or vice provost must sign all offer letters for administrative and academic faculty positions and postdoctoral fellows in academic units.  The appropriate vice president must sign all offer letters for faculty positions in their division.   Any dean or vice president who has a financial commitment in the salary or start-up package must sign the offer letter and start-up package form.
Classified Personnel Transaction Documents

Vice presidents and directors reporting directly to the president, or deans, vice provosts, assistant or associate vice presidents, and directors reporting to the vice presidents, or designees of the aforementioned, are authorized to sign for the appointing authority for classified personnel in all organizational units reporting to them.
Graduate Assistants

The vice president for Research/dean of the Graduate School or designee is delegated to sign for the appointing authority for all graduate assistant appointments.

Student Employment

Chairs, department heads, or their equivalents are designated to sign for the appointing authority for Student Employment Personnel Action Forms (PAFs) for their organizational units; or they may delegate that authority to the individual responsible for the account from which the student is paid.

Leave Request Forms

The supervisor of an employee must sign all leave request forms for the employee. All annual leave must be approved in advance in writing (or verbally and subsequently noted in writing). A vice president or dean may also require the approval of a leave request by an administrator at a higher level of authority than the employee’s supervisor. Vice presidents and directors reporting directly to the president, or deans, vice-provosts, assistant or associate vice presidents, and directors reporting to the vice presidents may sign--except on their own leave requests--as the final approval authority.
Request for a Special Payroll Check

Vice presidents, the vice provost, assistant or associate vice presidents, and deans or associate deans must sign a request for a special payroll check and this authority may not be further delegated. All requests for special or handwritten payroll checks originating in their respective units must be signed by them. 
Grant-in-Aid Forms

Faculty and classified grant-in-aid forms must be approved by the appointing authority or designee for that unit.  Grant-in-aid forms for dependents must be signed by Faculty Human Resources. 
Financial Documents

The financial accounting system lists authorized signers for individual accounts or groups of accounts.  In addition to these signers the president, executive vice president & provost, the vice provost, the vice president for Administration and Finance or the Controller are authorized to sign financial documents  (such as journal vouchers, transfer vouchers, payroll transfers, requests for payment, purchasing card statements and purchase requisitions) for all university accounts. Deans are authorized to sign on all documents for their college, department chairs are authorized to sign on all documents for their departments, and supervisors are authorized to sign on all accounts for areas which are under their supervision.  

The vice president for Research or designee may sign financial documents such as cost transfer documents, journal vouchers and PR45s, and requests for payment, for all sponsored project generated and related accounts to include all grant accounts, miscellaneous program development accounts, and facilities and administration cost recovery accounts.
Travel Requests & Travel Claims

Positions reporting to the president must be approved by the president or designee.  Vice presidents, the vice provost, deans, and the director of Intercollegiate Athletics, or their designees are delegated authority to sign as the final signature approval for in-state, out-of-state and out-of-country travel requests for all organizational units reporting to them.  Foreign travel while on sabbatical or professional development leave must be signed by the executive vice president & provost or vice provost. 
Travel claims must be approved by the traveler’s supervisor as well as an authorized signer on the account charged.  At its discretion, the college or program may also require the traveler to obtain the approval of the dean or director.
Host Expenses

Vice presidents, the vice provost, deans, and the director of Intercollegiate Athletics are delegated authority to  sign as the final signature approval for hosting expenditures; this authority may not be further delegated regardless of the signature authority on the account funding the expenditure. Furthermore, individuals may not approve any hosting expenditure for which they are to be personally reimbursed or if they were in attendance at the hosted event.  
Table Purchases

Prior to a table purchase, Table Purchase Request forms must be directed to the President’s Office, for approval and tracking of table purchase expenditures.
Budget Transfers, Self-Supporting Budgets, and Budget Revisions

The vice president for Administration and Finance or designee(s) may sign as the final signature authority for budget transfers, self-supporting budgets, and budget revisions.

Contracts (Other than Terms of Employment)
The executive vice president & provost, the vice provost, vice president for Administration & Finance, associate vice president for Business & Finance or the controller are delegated authority to sign all contracts that have been delegated to the president for signature by the Nevada System of Higher Education Procedures and Guidelines Manual, Chapter 5, Section 3.

The vice president for Research or designee is delegated authority to sign all standard sponsored projects related federal grant applications, grants, contracts, amendments and modifications, and funding release forms, including private and state contracts funded with federal grant funds that, therefore, must be in compliance with federal grant requirements.

The vice president for Research or designee are delegated authority to sign all other sponsored projects related non-federal grant and contract agreements that have been delegated to the president for signature by the Nevada System of Higher Education Procedures and Guidelines Manual, Chapter 5, Section 3.

The vice president for Administration & Finance and the director of Purchasing or their designees are delegated authority to sign all purchase orders and purchasing contracts in which the purchasing contract is awarded in accordance with the purchasing policy set forth in Title 4, Chapter 10 in the Board of Regents Handbook.

The vice president for Administration & Finance is delegated authority to sign cost overruns or change orders for construction contracts, which, in the aggregate, do not exceed 10% of the base contract amount, or de minimus changes that do not materially increase the risks of the contract such as brief extensions for time of performance and the like.
Alcoholic Beverages

The associate vice president for Student Life Services is delegated authority to sign and approve requests to serve alcoholic beverages at events that occur on campus.

Documents Requiring President’s Signature

The following require the president’s signature and may not be further delegated:

Transfers of expenditures (journal vouchers or PR45s) from non-state accounts (e.g., grants, self-supporting budgets) to state accounts after April 30th of each fiscal year require the approval of the president.

Notice of Non-Reappointment for non-tenured academic and administrative faculty must be signed by the president unless the non-renewal is due to funding.
Such contracts which, in the judgment of the delegee have such a serious political, social, or financial impact on UNR, NSHE, or to the public that the president’s review is necessary. 
RATIONALE FOR CHANGE: Revisions to section were needed in order to clarify allowable signature delegation from the President.

Host Expenses XE "Host Expenses" 





1,067

Revised: April 2008
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:
i. 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.

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

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

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

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

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

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

f. Governmental Relations:

The following governmental relations activities are not considered hosting:

i. 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.

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

iii. 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. 

iv. 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 Hosting 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 the vice president authorized for host expenditures. Additional hosting accounts, such as gift accounts or grant 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, into each college or division host account from general unrestricted funds, excluding state appropriated funds or accounts established for recharge centers, grant and contracts, or gifts. 

5. 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 is 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 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.

RATIONALE FOR CHANGE: Revisions to this policy clarify Development and Governmental Relations activities as exceptions to hosting.


Policy for Hosting Purchases of Meals, Refreshments, and Gifts XE "Guidelines for Hosting Purchases of Meals, Refreshments, and Gifts" 
 1,069

Revised: October 2008

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 University Administrative Manual

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 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 and meetings 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.

RATIONALE FOR CHANGE: Revisions to this policy were needed in order to clarify the use of university funds to purchase gifts for employees, flowers, invitations and greeting cards as well as donations to other non-profit organizations.  Language regarding Development and Alumni Relations and Government Relations was removed and placed in Section 1,067 where it is more appropriate. 


Stipends, Assistantships, Grants-In-Aid, and Other Non-Salary Payments XE "Stipends, Assistantships, Grants-In-Aid, and Other Non-Salary Payments" 
 1,070

Reviewed:  March 2008

Stipends:

Stipends are payments to employees as a lump sum payment or fixed amount over the contract period for compensation.  This type of payment is reported on the W-2 and is taxed at the graduated rate.  

Stipend payments are processed only through the personnel/payroll system.  An example of a stipend payment would be a payment to a department chair for administrative duties and payments to ASUN go’9/vernment officers.

Scholarships:

All scholarship payments must be processed on the Scholarship Request Form.  The student must sign the form after reading the “Taxability of Scholarship” statement for scholarship payment.  The student must also check the appropriate box regarding their citizenship status.  All Scholarship Request forms must be approved by the Scholarship Coordinator and then by the Nonresident Alien Tax Specialist.

Awards:

All award payments to students must be processed on the Awards Request form.  The student must check the appropriate box regarding their citizenship status.  All Award Request forms must be approved by the Scholarship Coordinator and then by the Nonresident Alien Tax Specialist.

All award payments to employees must be requested on a Request for Payment form and forwarded to payroll for processing.  All awards to employees are taxable income and will be reported on the W-2 form received by the employee at year end.

More information regarding the definitions and procedures for paying stipends, scholarships and awards can be found at:

http://www.unr.edu/vpaf/controller/accounting/documents/Scholarships_Awards_Stipends.doc
RATIONALE FOR CHANGE:  Revisions were needed to update the procedures on payments of stipends, scholarships, and awards.


Submission of W-4 Forms After Initial Employment XE "W-4 Forms After Initial Employment, Submission of" 

1,321

Revised:  May 2008

For all types of employees, the W‑4 form must be submitted to the Payroll office for any:

1. Change of name, with a copy of Social Security Card, or

2. Change in number of withholding exemptions.

Credit Union









1325
Reviewed: 5/20/98

A payroll deductions plan is available for making deposits or payments to the Nevada Federal Credit Union. Forms for this deduction are available in the Payroll Office. 

Salary or Annuity Option Agreements
        




1329

Revised: 5/20/98

Any professional, technical, or classified employee of the university, whether or not full time, may authorize the university to reduce his monthly compensation for the purpose of purchasing on behalf of the employee a non forfeitable retirement annuity contract. The salary or annuity contract may be approved for any amount up to the maximum allowable under the Inter Revenue Code. Appropriate forms, available in the UNR Human Resources and Benefits Offices, must be used for this purpose. The form “Agreement for Salary Reduction Under Section 403
(b): available at the Benefits Office is to be used for this purpose. The annuity contracts may be purchased from any of the currently authorized companies designated by the employer. The university assumes no responsibility for these contracts except to make the payments as designated in an amount equal to the salary reduction.

These annuity plans will be administered by the Vice President for Administration and Finance Employees desiring to make use of this option or who have questions regarding the purchase of tax-deferred annuities may contract UNR Human Resources or the Benefits Office regarding the procedures to be followed.

While it is expected that this plan will continue indefinitely, the Board of Regents reserves the right to modify or discontinue it at any time. Any discontinuance or modification of the plan cannot affect the benefits accrued by participants prior to the date of discontinuance or modification. 

Nevada Employment Deferred Compensation Plan


1332

Reviewed: 5/20/98

The Revenue Act of 1978 included a new section 457 of the Internal Revenue Code recognizing deferred compensation plans for state employees. It is a way for employees to save before tax dollars by salary deferral and have it invest for them until leaving state employment (as a result of termination, retirement, or death). It provides opportunity to shelter up to 25% of salary each year (maximum $7,500 per year) and postpone taxes on any investment earnings until the money is paid to you Brochures are available in the Payroll office. 

RATIONALE FOR CHANGE:  Revisions to section 1,321 were made in order to update the policy to current practice.  Sections 1,325, 1,329, and 1,332 are largely covered by the HR website and are subject to changes; therefore, the committee recommends deleting from the UAM.

In-State Travel XE "Travel, In-State" 




1,403

Revised:  April 2008

In-State Approval

College or departmental regulations must be followed for in-state travel.  An “Employee’s Travel Request” form does not need to be submitted to the Controller’s Office unless a travel advance is requested.
In-State Allowable Travel Expenses
Persons traveling in-state shall receive reimbursement for meals at the federal GSA per diem rate listed for that locality.  For trips of 24 hours or less employees must be more than 75 miles from their duty station to receive reimbursement for meals.  Lodging should only be claimed if the traveler incurred lodging expenses.  For GSA surveyed (listed) areas in Nevada, no exceptions will be allowed to the GSA federal per diem lodging rate.  For GSA non-surveyed (not listed) areas in Nevada, exceptions may be made up to 150% of the federal per diem lodging rate for each specific destination.

If a personal vehicle is used for the convenience of the employee, the employee will be reimbursed at one half the rate established when using a personal vehicle for the convenience of the university.  Employees using personal vehicles for the convenience of the university will be allowed reimbursement at a rate equal to that allowed as a deduction under federal income tax laws.  The current reimbursement rates can be found at the following website: http://www.unr.edu/vpaf/controller/travel/index.html 

When registration fees provide for a meal, employees should not request additional reimbursement for the meal.  When a meal is provided at an event and is listed as an optional item on the registration form at a cost exceeding the state reimbursement rate, the excess amount will not be allowed as part of the registration fee.  The employee is personally responsible to pay the excess amount.

An employee in in-state travel status may claim per diem meal reimbursements for the following time frames:
Breakfast:
12:01 a.m. – 10:00 a.m.

Lunch:

10:01 a.m. –   3:00 p.m.

Dinner:

  3:01 p.m. – 12:00 a.m.

When employees receive free meals or lodging, no reimbursement is allowed. 

Reimbursement for Employee travel claims will not be paid if they total less than $10.  Employees may submit multiple trips together so they total more than the minimum reimbursable amount.

RATIONALE FOR CHANGE:  Minor revisions were made to the section in order to reflect revisions to the NSHE Procedures and Guidelines Manual.   


Airlines and Travel Arrangements XE "Airlines and Travel Arrangements" 



1,415

Revised: April 2008
Airline arrangements may be made with any travel agency using the university purchasing card. Care should be exercised to assure that the services provided and costs charged by the travel agency are beneficial to the university. Some travel agencies may charge an additional management or service fee. Airline tickets and the travel itinerary may be delivered directly to the department.  The Controller’s Office travel department must be notified of any cancellations or changes in flight plans that will result in the employee receiving a credit for a future flight.

Only coach airfare will be reimbursed by the university.  The traveler will bear the cost of any upgrade to a different class of service.

When making lodging reservations or car rental arrangements for employees, the expenses may not be billed directly to the university. 

The traveler must personally pay for or charge the lodging to his/her university travel card or personal credit card, then submit the itemized lodging receipt for reimbursement with a “Claim for Employee Travel Expense” form. 

Rental car arrangements may be made using a university purchasing card. Rental cars are generally not allowed for university employees staying at a conference/workshop hotel without justification. Such justification may include a rental car being the most economical method from and to the airport or the need to conduct other university business away from the conference hotel. Justification must be included with a “Claim for Employee Travel Expense” form.
Under no circumstances may travel for non-university business be charged to a university account.

RATIONALE FOR CHANGE:  Minor revisions were made to the section in order to reflect revisions to the NSHE Procedures and Guidelines Manual.

Application for Travel Support to Attend Scholarly Meetings XE "Application for Travel Support to Attend Scholarly Meetings"

 XE "Travel Support to Attend Scholarly Meetings, Application for" 


1,495

Revised: October 2008
University academic faculty whose current role statement includes research or professional development responsibilities are eligible to apply to the Office of the Vice President for Research for support of travel expenses to attend national or international meetings for the purpose of presenting scholarly work as senior author or exhibitor.

The Office of the Vice President for Research travel budget for each fiscal year will be divided between the fall and spring semesters, with half the funds available between July 1 and December 31, and the other half available between January 1 and June 30.  Applications for fall travel support will be accepted no earlier than May 1 of the preceding fiscal year.  Spring travel support can be requested no earlier than November 1 of the present fiscal year.

Qualifying faculty who hold at least 0.5 FTE appointments can apply for transportation support to one domestic meeting per year, and to one international meeting every third year (in place of that year's domestic trip).  A faculty member may elect to apply present year domestic trip dollars toward an international trip without losing entitlement to apply for a full international trip every third year.  A cap of $300 will be placed on domestic travel, and $750 on international travel.

Travel funds will be distributed on a first come/first served basis.  However, so that faculty who happen to attend late fall or late spring meetings are not penalized, requests for travel support may be submitted prior to acceptance of a research paper.  Information about the meeting and the probable title of the paper must be indicated on the “Employee Travel Request” form.  However, if the Office of the Vice President for Research does not receive notice of formal acceptance of the research paper by one month prior to the meeting, the earmarked travel funds will be returned to the travel pool.  Faculty are encouraged to plan their travel well in advance to obtain discount fares.  Under no circumstances will fares other than tourist or coach be allowed.

One copy of the Application for Travel Support form with supporting material must be submitted to the Office of the Vice President for Research in advance of the proposed travel.  No retroactive requests will be considered.

Travel papers must be processed through the Office of the Vice President for Research, upon obtaining the signatures of the traveler’s department chair and dean, for signature and account number assignment.  Upon return from the trip, a “Claim for Employee Travel Expense” form  must be submitted. 

These forms are available at: http://www.unr.edu/vpaf/controller/travel/ 

RATIONALE FOR CHANGE:  Minor revisions were made in order to clarify who is eligible to apply for travel support.



General Policy XE "Purchasing General Policy" 




1,501

Reviewed:   March 2008
Purchase orders are contracts.  Contracts as well as purchase documents will adhere to Board of Regents’ Policies, Chancellor’s Memorandums, and generally accepted business and purchasing practices.  Awards will be made to the most beneficial, responsible and responsive bidder, vendor, or contractor as determined on the basis of price, quality, availability, conformance to specifications, financial capability, service, and the best interests of NSHE.  The Purchasing Department, herein after referred to as “Purchasing,” administers all purchases of supplies, goods, equipment, services and construction.

For product categories that have ENERGY STAR© rated products available, the University will focus its procurement efforts only on products with an ENERGY STAR© rating.

RATIONALE FOR CHANGE:  Revisions to this policy were made to ensure purchasers select Energy Star rated products if they are available. The policy would support the current campus efforts to comply with the requirements of the Presidents Climate Commitment. 



Basic Purchasing Procedure XE "Purchasing Procedure, Basic" 



1,507

Reviewed:  March 2008
For all acquisitions of goods or services, the dollar value of a purchase, either actual or estimated, shall determine the specific procedure to be followed.  Regardless of dollar amount, all acquisitions of goods and services must be preceded or accompanied by a valid purchase document.
1.
Small Dollar Purchases (less than $2,000):  Purchases of supplies and services, up to $2,000, shall be made using the most effective and efficient means available, while maintaining adherence to basic purchasing policies.  These methods include petty cash (up to $100), purchasing cards (p-cards), blanket purchase orders or pricing agreement contracts, and e-purchasing systems, whenever available.
2. Purchases of $2,000 to $24,999:  Purchase orders for the acquisition of goods and services over $2,000 are issued only by Purchasing following submittal of a properly approved and funded requisition.  Purchases in this range must be documented with a quotation or reference to a price list from the recommended supplier.

3. Purchases of $25,000 to $49,999:  Purchases of goods and services in this range require quotations from two or more responsible vendors before a purchase order will be issued.

4. Capital Construction of $25,000 to $100,000:  A contract for a capital construction project in this range requires that requests for firm written quotations must be solicited from not less than three (3) responsible bidders capable of performing the contract. The award may be made to the lowest bidder or all quotations may be rejected. 

5. Purchases of $50,000 or more:   Purchases of supplies, equipment, and services, other than capital construction, valued at $50,000 or more, will be awarded after Purchasing completes a formal bid process.  The formal bid threshold for capital construction is $100,000, otherwise all other bidding procedures apply to construction as well.
a.
The bid may be in any of several formats including request for quotations or request for proposals.  Each format has unique requirements and restrictions, which will adhere to Purchasing procedures and bid documentation. 
b.
Formal bids will be advertised at least once in a newspaper of general circulation in the area of the purchase or project not less than four (4) calendar days prior to opening bids. 
c.
Copies or notices of bids will be sent to a sufficient number of perspective bidders as may be determined necessary to stimulate competition.  Copies of bids, including specifications, will be sent to persons expressing a desire to bid.  Copies of bids, including specifications and plans, will be on file in a designated location, for inspection by interested persons. 
d.
Except where proprietary information may be compromised, formal bids will generally be opened publicly at the advertised time and place, and quoted prices will be read aloud and recorded. 
e.
After a bid has been awarded, except for proprietary information, bids will be maintained as public records in accord with retention regulations. Nothing in this policy prohibits advertising for or requesting bids for purchases of any dollar amount.

RATIONALE FOR CHANGE:  Minor revisions were made to the section to update the dollar amounts for purchasing procedures in order to be in compliance with Board of Regents code. 


Equipment Inventory XE "Equipment Inventory" 

 XE "Inventory, Equipment" 



1,526

Reviewed:  September 2008
The ownership of all university property is vested in the Board of Regents of the Nevada System of Higher Education.
Inventoried equipment is defined as all non-expendable merchandise having a unit cost of $5,000 or more and meeting the following criteria: (1) is complete in itself, (2) does not lose its identity even though it may become a component part of another item when placed in use; and (3) is of a durable nature with a life expectancy of one year or more.  Included, regardless of cost, are firearms of all types (i.e., revolvers, shotguns, rifles, starter guns, and pyrotechnic devices).  This definition does not apply if the equipment is leased, rented, or placed at a university facility for demonstration purposes. 

The equipment inventory section within Purchasing is the official recording center for university equipment.  All university employees are responsible for the safekeeping of university property. Applicable chairpersons, directors, or administrative officers are responsible for ensuring equipment is secure and for reporting discrepancies on the inventoried equipment list. 

Gifts and donations of equipment are to be reported to the equipment inventory section immediately so necessary records can be completed. 

Each responsible unit, in coordination with the equipment inventory section, will complete an annual physical inventory.
Sensitive Equipment:

Equipment that is sensitive in nature or subject to theft that is valued below the amount determined above must be separately tracked by the institution.

Effective March 1, 2008, computers (desktops, servers, laptops, PDAs) must be tracked regardless of acquisition cost and the following items must be separately tracked by the responsible department if the items have a value in excess of $2000 and less than $5000:

1. Bicycles

2. Cameras – digital, film, video

3. Cell phones, two-way radios, individual communication devices

4. Copy, fax and multifunction machines

5. Lawn mowers

6. Microscopes and telescopes

7. Music systems and components

8. Musical instruments

9. Printers

10. Scales and balances

11. Televisions

12. Video – projectors, recorders, monitors

The responsible department must send the sensitive equipment inventory list with their annual inventory lists to the equipment inventory section within Purchasing.

RATIONALE FOR CHANGE: Revisions to this policy reflect changes approved by the Board of Regents in the NSHE Procedures and Guidelines Manual.  Departments are now required to track a separate sensitive inventory equipment list for equipment that is sensitive in nature or subject to theft that is valued between $2,000 and $5,000. 


Surplus Property XE " Surplus Property " 




1,527

Reviewed:  March 2008
Disposal of university property will be coordinated through Purchasing:

Purchasing will be notified when property, including equipment, is deemed to no longer be of use to a department.

Purchasing will decide on a course of action based on age, condition, usefulness to other departments, disposal or salvage value, and costs to remove the property.  If the property is deemed to be worthless or a safety hazard, Purchasing will coordinate the disposal as refuse.  A “furniture and equipment pool” will be a repository for items disposed of by one department but deemed to have some useful life to another department.  University departments may avail themselves of merchandise from this pool without cost other than moving costs.  Items remaining in the pool beyond thirty (30) days, and items deemed to be unacceptable for re-use within the university, will be disposed of through public sale, sale to surplus or salvage dealers, or disposal through donation or refuse.

Computers turned in as surplus, when deemed no longer needed by the department or college will be turned over to IT.  IT will then attempt to place where needed most or, if not needed and after the hard drive has been purged, will be sent to surplus and made available to the public at the next published public surplus sale.  

If any employee wants to purchase any surplus item, they must compete with all others that come to that sale.
RATIONALE FOR CHANGE:  Revisions to this policy reflect the procedure used when a computer is made available to the public at a published public surplus sale when it is deemed no longer needed by the department or college.    


Gift Processing XE "Gift Processing" 




1,630

Revised:  September 2008
1. The University of Nevada, Reno Foundation/Development and Alumni Relations is designated as the agency through which all gifts, including cash, pledges, securities, trusts, bequests, insurance policies, property, etc., must be officially received, recorded, deposited, and acknowledged.  Donors should be instructed to:

a. Make the gift payable to University of Nevada, Reno Foundation;

b. Enclose a letter or note of instruction communicating the purpose of the gift, if any;

c. Send or deliver the gift directly to the Foundation/Accounting Office, 127 MS, Mail Stop 0162, Reno, NV 89557-0162.

This process minimizes the length of time it takes to deposit a gift into the appropriate Foundation or Board of Regents gift account.

2. If a gift is received by a campus unit or representative, the gift must be forwarded within 24 hours of receipt, along with all original correspondence, if any, relating to the gift and its use, and a completed gift form to the Foundation.

3. Upon receipt of a gift, correspondence, and gift form, the Foundation will:

a. Determine whether the terms of the gift comply with established university regulations and objectives and applicable federal and state laws;

b. Update donor records with new biographical and contribution information and generate an official letter of acknowledgment from the university president and/or a gift receipt;

c. Deposit the gift on the day of receipt with the appropriate banking institution.

4. Gifts must be directed to the Foundation.  Other offices such as the Cashier's Office or the Controller’s Office will not accept or deposit a gift unless it is approved by the Foundation.  This procedure ensures that all pertinent data on gifts are documented in donor and accounting records, so that accurate records can be submitted to the Foundation Board of Trustees and Board of Regents for formal acceptance of the gifts, and so that official acknowledgments, in conformance with IRS regulations, are generated expeditiously.
5. Statements to remind donors of outstanding balances on pledges are sent by the Foundation annually, semiannually, quarterly, or monthly per the requests of donors and/or university departments.
6. The Foundation is charged with the responsibility to maintain complete and accurate records of all university donors and alumni.  This information is kept strictly confidential. 

RATIONALE FOR CHANGE:  Language needed to be updated to current practices for gift processing through the University of Nevada, Reno Foundation.  


Compensatory Time for Overtime Worked for Classified Employees
2,236
 XE "Compensatory Time/Overtime for Classified Employees" 
Revised:   March 2008
The following policy covers overtime earned by classified employees:

1.  Classified employees shall have the option of requesting compensatory time off for overtime worked, if a written agreement is arrived at between the employer and the employee before the performance of the work.

2.  Compensatory time off shall be scheduled by the supervisor as soon as practicable.

3.  Classified employees may not carry a balance of more than 60 hours of compensatory time at any point in time.

4.  Compensatory time in excess of 60 hours is to be paid in that payroll cycle or the subsequent cycle.

5.  Classified employees may carry over a maximum of 60 hours of compensatory time to the next calendar year.

RATIONALE FOR CHANGE:  For certain classified employees, the accumulation of compensatory hours in excess of 60 hours is unavoidable due to department or unit staffing challenges or during certain university events.  Revisions were needed in order to allow classified employees to accumulate more than 60 hours of compensatory time but to also require that they be paid for hours in excess of 60 hours and not carry a balance of more than 60 hours at any point in time.

Annual Leave Policy for Classified Staff XE "Annual Leave" 


2,302
Revised:   March 2008
Annual leave is accrued at the rate of 10 hours per month for full time employees with less than 10 years of state service, 12 hours per month for full time employees with more than 10 years of service and less than 15, and 14 hours per month for full time employees with 15 years or more of service.  Part-time classified employees earn annual leave on a prorated basis.  Contact Business Center North for assistance in calculating the amount of leave accrued and used by a part-time classified employee.  

During the first six months of employment annual leave accrues, but no annual leave may be taken during that period.  Upon dismissal, an employee who has been employed for six months or more may be paid for annual leave accrued.  
If while on annual leave a classified staff employee becomes ill or injured they remain on annual leave for the duration of the request.  Annual leave can not be converted to sick leave after the annual leave has commenced, unless the illness or injury falls under FMLA.

Annual leave shall be granted at the convenience of the appointing authority after considering the needs of the department, seniority and preference of the classified employee.  Written approval or denial of annual leave must be in obtained in writing before the date upon which the annual leave is requested to commence or within 15 working days after the appointing authority receives the request, whichever is sooner.  The appointing authority may not prohibit an employee from using at least five consecutive days of annual leave in any calendar year (NAC 284.539).

RATIONALE FOR CHANGE:  Revisions to this policy were made in order to clarify the current policy.


Faculty Leave Without Pay XE "Leave Without Pay" 




2,305
Revised: June 2008

A leave of absence 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.

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 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 39, 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 39).
RATIONALE FOR CHANGE:  Revisions to this policy were made in order to clarify the current policy.


Classified Attendance and Leave Records XE "NPD-30 Attendance and Leave Record" 


2,310

Reviewed: September 2008
Each college and major division will be responsible for centrally maintaining a leave record for each classified employee.  All leave and compensatory accrual and usage must be noted on the leave record card.  All leave shall be identified by type, using the appropriate code designations.  Classified leave must be reported to the minute of time actually taken.  

Each unit must have a designated leave keeper.  Leave records must be maintained in a secure location, separate from other employee files.  Access to leave records is limited to the leave keeper, the supervisor and the appointing authority.  The employee may review his/her leave record upon request.  The unit leave keeper may not record or track the leave of their immediate supervisor.  

Leave records are kept as prescribed by Faculty/BCN Human Resources (HR) and must be available for review upon request by HR.  

RATIONALE FOR CHANGE:  Revisions to this policy were made in order to clarify the current policy.  The title has been updated to reflect the current policy.


Classified Fee Benefit Program XE "Fee Benefit Program for Classified Employees" 




2,361
Reviewed: February 2008
The university encourages its classified employees to pursue training and educational opportunities available to them through university programs.  In support of these opportunities, classified employees of the university are eligible for fee benefits for up to six credits per semester or twelve credits per fiscal year.  Classes must be job related or electives required in a degree program.  This benefit requires that classified employees receive a final grade of “C” or better for undergraduate courses or a “B” or better for graduate level courses.  If these requirements are not met, the employee will be required to repay the full amount of the benefit through payroll deduction.

All course fees plus lab fees are paid from a central account.  Departments may elect to pay for any supplies or books required for the course from departmental operating funds.  The department may also elect to pay for additional courses for the classified employee from operating funds.    Extended Studies reserves the right to refuse to honor a Grant-In-Aid benefit for any non-academic credit class within Extended Studies.   To apply for the Grant-In-Aid benefit, visit the UNR Human Resources web site.

RATIONALE FOR CHANGE: Revisions to section were made as a result of an audit which noted that the policy was out of date.  Classified employees have been eligible for fee benefits for up to six credits per semester or twelve credits per fiscal year.

Appointing Authority









2502

Revised: August 2006
As specified in the NSHE Code , all recommendations for personnel actions are directed through regular administrative channels.

The president, or those person(s) so designated by the president, must approve all recommendations concerning employment, non-reappointment of non-tenured faculty members, salary, promotion, or appointment with tenure within the university within the university. In addition, the granting of tenure to a university academic faculty member as well as an appointment with tenure upon hire to an academic faculty member who does not hold tenure at another institution also requires, before becoming effective, the approval of the Board of Regents.

The president is the ultimate appointing authority for all faculty of the university. The president delegates appointing authority to the vice presidents for their respective units. Appointing authority for persons on a letter of appointment is further delegated to the deans. However, such appointments are final only after review by UNR Human Resources to determine conformity with university policies and procedures. NO employment contract is valid without the signature of the appointing authority or designee. A contract form which has not been signed by the appointing authority is considered an instrument of negations and is not a binding contract or offer. The president has the authority to issue a contract for employment for any approved or budgeted position, except as otherwise stated in the NSHE Code. 
All appointments and salaries will have at least two administrative levels of review and approval. More specifically, the appointments and salaries of the faculty will be recommended by the dean (or equivalent administrator) will be recommended by the vice president and approved by the president. 

The appointment of the president and vice presidents is subject to the approval of the Board of Regents and will not take effect, and no employment contract issued, until the Board approves the appointment. 

RATIONALE FOR CHANGE:  The policy housed in Section 2,502 is largely covered in Section 505 – Delegation of Signature Authority; therefore, the committee recommends deleting from the UAM


Faculty Search Rules



2,502

Revised: September 2008

The University of Nevada, Reno is committed to Equal Opportunity/Affirmative Action in recruitment of its faculty.  The university adheres to all federal and state laws and regulations and our policy is to hire the most qualified applicant.  The following policies have been established to ensure a fair and equitable search process that conforms to applicable laws, regulations and policies.

1. Search committees should be diverse (representation of under-represented groups).

2. Search committee members, chair and coordinator must disclose any relationship with candidates to the search chair.  This includes, but is not limited to teacher/student, research collaboration, professional association or personal relationship.

3. All searches must be open for a minimum of 4 weeks.

4. The following Recruitment/Outreach Guidelines must be met by the search committee:

a. Advertisement/posting in 2 sites, with at least one diversity publication/website. 

b. Fifteen additional contacts by the committee to include:

i. Individuals (professional contacts)

ii. Institutions of higher education

iii. List serves

iv. Discipline publications (journals, newsletters)

5. For administrative positions, minimum qualifications must match the PDQ(Position Description Questionnaire).

6. The EEO Summary Report must be distributed to the search committee by the search coordinator when the search closes to applicants or before interviews are conducted.  

7. The screening process (including interview questions) must be job related and standardized  for all candidates.  

8. HR approval is required at the following stages of the process:

a. Initial requisition (request to fill)

b. Applicant pool

c. First interview

d. Second interview

e. Request to offer/Compliance form

9. The search coordinator must update the status in e-SEARCH whenever a candidate declines an interview or a job offer.

10. The search coordinator is required to submit justification on the compliance form in e-SEARCH for salary offers over Q2.

11. The signed preemployment certification must be submitted with the new hire paperwork for the successful candidate.

12. Campus interviews must be conducted with at least two finalists unless waived by the HR department. 

13. References must be verified/checked on at least the candidate(s) selected for the position.

14. Documents that are specified in the Recruitment Manual must be uploaded to the e-SEARCH system at the conclusion of the search.  Any documents that are not able to be uploaded to e-SEARCH must be retained by the department for three years.

Exceptions to these policies must be approved by the Provost’s Office.

RATIONALE FOR CHANGE: The policies and procedures of faculty searches needed to be codified and included in the University Administrative Manual.



Faculty Contract Renewals

2,571
Reviewed:  August 2008

Faculty on renewable contracts will sign a new Terms of Employment for each fiscal year.   The renewal will be for a period not to exceed 12 months and will correspond to the state fiscal year starting July 1 and ending June 30.  

A Salary Worksheet that details the calculation of the new base salary including merit, cost of living, and any other compensation included in the contract will accompany the Terms of Employment.  Cost of Living Adjustments (COLA) and merit awards are contingent upon legislative funding at the time of the effective date of the contract.

For School of Medicine faculty, the Salary Worksheet may not include a listing of all compensation.  

Terms of Employment will be distributed to faculty members.  The faculty member should review the Terms of Employment, sign the document and return it to the dean/vice president’s office.  If the faculty member fails to return the Terms of Employment, there is a possibility that the July paycheck could be inaccurate.  Any discrepancies or issues with the Terms of Employment should be discussed with the department chair or supervisor.  The Terms of Employment is not binding or of any legal effect until duly executed by both the employee and the appointing authority.  

RATIONALE FOR CHANGE:  The title was changed in order to more accurately describe the following policy and revisions were made to the section in order to update current policy and procedure. 

Documents Needed for New Academic and Administrative Appointments XE "Academic and Administrative Appointments" 
2,590
Revised:  June 2008
The dean or vice president’s office submits to Human Resources (HR) all required documents as specified on the New Hire Checklist-Faculty or the Rehire Checklist-Faculty located on the university’s website listed below.  HR reviews the forms for accuracy and completion and notifies the dean’s or vice president’s office of any discrepancies.  HR distributes a copy of the PAF to Payroll.  
HR will attempt to verify academic credentials upon receipt of hiring documents.  If the academic credentials cannot be verified, HR will notify the faculty member that an official transcript of their highest degree must be submitted within 30 days of the faculty member’s first day of employment.  

Physicians must request verification of licensure from the Nevada State Board of Medical Examiners to be sent directly to the University of Nevada School of Medicine Human Resources Department within 30 calendar days from the effective date of employment. 

Falsification or misrepresentation of credentials, or evidence that degrees offered in support of candidacy for employment have been issued from non-accredited institutions, shall invalidate the employment contract and shall be grounds for immediate termination.  The provisions of Title 2, Chapter 6, do not apply when employment is terminated under these circumstances.  Letters of recommendation received for the candidate during the recruitment do not become part of the personnel file.
http://www.unr.edu/vpaf/hr/forms/forms.asp
RATIONALE FOR CHANGE:  Revisions were made to the section in order to update current policy and procedure.  




Information Needed for University Catalog





2600

Reviewed 5-6-98

To receive credit for an earned degree in the university catalog, an official transcript must be submitted to UNR Human Resources for the highest degree credited at the time of original appointment and for any subsequent degree earned thereafter. 

RATIONALE FOR CHANGE:  In an attempt to clean up the University Administrative Manual the committee believes this section is unnecessary and recommends deleting the section.

Annual Leave Policy for Faculty XE "Annual Leave Policy for Faculty" 



2,670
Revised:   March 2008

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 1st half of the month (granted on 15th day) and the additional day is accrued for the 2nd 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 can not 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 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” contract appointments who are on sabbatical leave do not accumulate additional 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])

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.
RATIONALE FOR CHANGE:  Additional language was needed to address what happens to faculty leave balances when they transfer to UNR from another NSHE institution.  


Leave Records XE "Leave Records" 




2,676
Revised:  June 2008

Each department/unit must keep accurate records of earned and used leave.  Each unit must have a designated leave keeper.  Leave records must be maintained in a secure location, separate from other employee files.  Access to leave records is limited to the leave keeper, the supervisor and the appointing authority.  The employee may review his/her leave record upon request.  The unit leave keeper may not record or track the leave of their immediate supervisor.  Leave records are kept as prescribed by Faculty/BCN Human Resources (HR) and must be available for review upon request by HR.  
Insofar as possible, with the exception of emergency (i.e., unanticipated) sick leave, leave for faculty and classified staff is reported and approved in advance by means of a VPAF-100 leave request form.  In the case of emergency sick leave, where completion of the VPAF-100 form in advance is impractical, the form must be completed and transmitted to the record keeper not later than two days after return to work.
Faculty annual and sick leave must be reported in -half day or full day increments as prescribed by Faculty HR.  All leave records are audited periodically by department leave record keepers with assistance from Faculty HR.  

Classified leave must be reported to the minute of time actually taken.  

Quarterly leave balances are reported to the employee by the leave keeper.  The employee reports any discrepancies to the leave keeper within ten working days.  The employee verifies the leave records and signifies agreement by signing the leave report.  

Upon termination of employment, leave records for the last year will be audited by the appropriate HR department.

A leave keeper may not keep the leave of his/her direct supervisor.  A supervisor’s leave record must be maintained by an employee that is not a subordinate to the supervisor.  

RATIONALE FOR CHANGE:  Revisions were made to this section in order to address issues raised by a recent audit which include: leave keepers tracking their immediate supervisor’s leave, the location of where leave records are stored, and the length of time an employee has to report any discrepancies in their quarterly leave report.  


Faculty Leave of Absence without Salary XE "Leave of Absence without Salary" 

2,678

Revised: October 2008
Leave of absence without salary, for periods up to and including 12 months, may be granted by the president to faculty who have been employed by the System for one year or more.  
Reasons for leave of absence without salary would include: a) to undertake work that benefits the System, such as research, advanced study, related consultation, teacher exchange, and governmental service; or b) other situations deemed appropriate by the president.

If the leave of absence without salary is deemed beneficial to the System, the University will pay the insurance premiums during the leave of absence otherwise, the premiums must be paid by the faculty member.

The faculty member is expected to return to the University for a period of time at least equal to that of his/her last 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 a lump sum for any unused accumulated annual leave before going into unpaid status.  Annual and/or sick leave cannot be earned while on leave without pay.

Requests for leave of absence without salary for more than 12 months must be approved by the Board of Regents.

Leave may only be taken in accordance with the policies in Title 4, Chapter 3 of the BOR Handbook.  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 10, 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 40)
RATIONALE FOR CHANGE:  Revisions were made in order to codify current policy.  

Sabbatical Leave Policy and Procedures XE "Sabbatical Leave Policy and Procedures" 


2,680
Revised   October 2008
Any academic faculty member whose position is funded in whole from state sources, and who has served full-time (an appointment at 1.0 FTE for the contract year) on either an ”A” or “B” contract for six or more years is eligible for sabbatical leave. Such faculty shall serve at least six additional years prior to eligibility for subsequent sabbatical leaves. Faculty holding the designation of Lecturer may be eligible for sabbatical leave, at the discretion of the University. Those faculty whose primary responsibility is administrative in nature are not eligible for sabbatical leave. 

Full-time faculty whose positions are funded in whole or in part from non-state sources may be eligible for sabbatical leave according to the terms of this policy only if the funds to support a sabbatical leave can be derived from the appropriate non-state funding source. The use of non-state funds for sabbatical leave must also be approved by the appointing authority. 

Part-time academic faculty (i.e., those having an FTE of at least 50% but less than 100% for the contract year) may be eligible for sabbatical leave at the discretion of the University. In such cases, the leave and payment provided shall be at a time and amount pro-rated to reflect part-time status. 

Eligibility for sabbatical leave commences at the end of the sixth year of full-time service in the same position. Any period of time spent on an unpaid status is not considered a part of the six-year service requirement under this policy. Applications for a sabbatical leave must be submitted while a faculty member is in a paid status. 

Eligible applicants for sabbatical leave shall have two alternatives: one year’s leave at two-thirds of annual base salary or one-half year’s leave at full base salary. For part-time faculty, FTE will be used to calculate pro-rated salary continuation while on leave. A one year leave will typically start on July 1, but may be approved to start at another time with the limitation that the one year may not include more than two semesters (not counting summer).  A one-half year leave will typically start on July 1 or January 1, but may be approved to start at another time with the limitation that the one-half year may not include more than one semester.  Therefore, for teaching faculty, leaves must begin before or after the end of a semester; the start date of a one year or one-half year may not be during a semester.  Exceptions must be approved by the executive vice president & provost.

Sabbatical applications are submitted during the fall semester for leave during the following fiscal year.  Leave may not be applied for and taken in the same fiscal year. Once awarded and scheduled, sabbatical leave may not be rescheduled or postponed without forfeiting the leave and reapplying the following year.  Faculty who have been awarded a sabbatical leave may request a change in the length of their leave from a full year to a semester or from a semester to a full year, as long as the leave will still occur within the same fiscal year and approval is obtained from their department chair, dean, and the executive vice president & provost.

The taking of sabbatical leave will not interfere with the continuing employment of an individual or any other rights or privileges normally associated with appointment to the faculty.  Service credit for retiree health insurance will be based on the faculty member’s full-time equivalency (FTE) while on sabbatical.
In conformity with NRS 284.345. “.. no sabbatical leave with pay shall be granted unless the person requesting such leave agrees in writing with the employer to return to the employer after such leave for a period not less than that required by his/her most recent contract of employment with the employer if the employer desires his/her continued service.” The employee will agree to return to the employer in a paid status immediately upon the end of the sabbatical leave. 

Additional income - for example, grants-in-aid or fellowships - may be accepted during the leave provided the activity for which the income is received contributes to the individual’s professional development or his/her future usefulness to the University.  

Acknowledgement of sabbatical assistance shall be given in any publications resulting from work accomplished during the sabbatical leave.

A written report concerning sabbatical leave activities shall be submitted to the Executive Vice President & Provost and to the faculty member’s dean or other appropriate supervisor within three months of return from leave.  Upon approval by the Provost’s office, a copy will be forwarded by this office to the institution’s Human Resources Office for placement in the faculty member’s personnel file. 

Specific information regarding eligibility, options, application, etc., is updated annually by the Provost’s office in April or May and may be found on the UNR website. See the Board of Regents Handbook (Title 4, Chapter 3, section 9) for additional detail.

Annual and/or sick leave is accrued while on sabbatical leave at the appropriate FTE.

The Professional Development Leave committee appointed by the Faculty Senate, reviews the proposals and makes recommendations to the Executive Vice President and Provost.
RATIONALE FOR CHANGE:  Revisions were made in order to clarify service credit and health benefits earned while on sabbatical.  Language was also added in order to restrict approved sabbaticals from being postponed unless it is for a legitimate reason such as illness as well as not allowing faculty to take sabbatical leave the same year that they applied for the leave.  


Faculty Development Leave Program XE "Faculty Development Leave Program" 


2,681
Reviewed:  October 2008
This program enables academic and administrative faculty to be reassigned to projects that lead to professional advancement in instructional, service, or research areas. The program permits reassignments which may be for one-half year or less at full base salary or more than one-half year up to one full year at two-thirds base salary. The work need not be conducted at UNR.  For teaching faculty, a leave at full base salary may not include more than one semester and a leave at two-thirds base salary may not include more than two semesters (not counting summer).  

Eligibility

A. Any full time Faculty member whose position is funded in whole from state sources, and who has served the university for six full years or more and who has not been awarded a sabbatical leave or development leave for six years or more, is eligible. Eligibility for development leave commences at the end of the sixth year of full-time service in the same position. Any period of time spent on an unpaid status is not considered a part of the six-year service requirement under this policy. Applications for a sabbatical leave must be submitted while a faculty member is in a paid status. 

B. Full-time faculty whose positions are funded in whole or in part from non-state sources may be eligible for development leave according to the terms of this policy only if the funds to support a development leave can be derived from the appropriate non-state funding source. The use of non-state funds for development leave must also be approved by the appointing authority. 

C. Part-time academic or administrative faculty (i.e., those having an FTE of at least 50% but less than 100% for the contract year) may be eligible for development leave at the discretion of the University. In such cases, the leave and payment provided shall be at a time and amount pro-rated to reflect part-time status. 

D. Faculty who have been honored with awards such as Fulbright Scholarships or Guggenheim Awards will be eligible for Development Leave even if they do not meet the six-year eligibility requirement stated above. However, for those faculty receiving awards prior to meeting the six year eligibility requirement, the campus shall not be obligated to pay more than the amount of salary which, when added to the Fulbright or other award stipend, will equal 100% 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 salary to be paid by the campus. The Professional Development Leave Committee will be responsible for establishing which awards will make faculty eligible for this opportunity.  

Faculty development leave applications are submitted during the fall semester for leave during the following fiscal year. Leave may not be applied for and taken in the same fiscal year. Once awarded and scheduled, faculty development leave may not be rescheduled or postponed without forfeiting the leave and reapplying the following year.  Faculty who have been awarded faculty development leave may request a change in the length of their leave from a full year to a semester or from a semester to a full year, as long as the leave will still occur within the same fiscal year and approval is obtained from their department chair, dean, and the executive vice president & provost.  Exceptions to this policy must be approved by the executive vice president & provost.
The taking of development leave will not interfere with the continuing employment of an individual,  or any other rights or privileges normally associated with appointment to the faculty.  Service credit for retiree health insurance will be based on the faculty member’s full-time equivalency (FTE) while on sabbatical.
No development leave with pay shall be granted unless the faculty member requesting the leave agrees in writing to continue to employment at the University after the leave for a period not less than one year if the university desires his/her continued service. The faculty member will agree to return to the University in a paid status immediately upon the end of the development leave. 

Additional income - for example, grants-in-aid or fellowships - may be accepted during the leave provided the activity for which the income is received contributes to the individual’s professional development or his/her future usefulness to the University.  

Acknowledgement of development leave assistance shall be given in any publications resulting from work accomplished during the development leave.

A written report concerning development leave activities shall be submitted to the Executive Vice President & Provost and to the faculty member’s dean or other appropriate supervisor within three months of return from leave.  Upon approval by the Provost’s office, a copy will be forwarded by this office to the institution’s Human Resources Office for placement in the faculty member’s personnel file. 

Specific information regarding eligibility, options, application, etc., is updated annually by the Provost’s office in April or May and may be found on the UNR website. 

Annual and/or sick leave is accrued while on faculty development leave at the appropriate FTE.

The Professional Development Leave committee appointed by the Faculty Senate reviews the proposals and makes recommendations to the Executive Vice President and Provost.
RATIONALE FOR CHANGE:  Revisions were made in order to clarify service credit and health benefits earned while on sabbatical.  Language was also added in order to restrict approved sabbaticals from being postponed unless it is for a legitimate reason such as illness as well as not allowing faculty to take sabbatical leave the same year that they applied for the leave.  


Conflict of Interest Policy




2,691

Revised: August 2008

The Conflict of Interest policy sets forth University of Nevada, Reno, NSHE Board of Regents, state and federal requirements to identify, manage, reduce and/or eliminate conflicts of interest.  The key to conflict of interest management is timely and appropriate disclosure by university employees who shall disclose any outside activity or interest that may adversely affect, compromise, or be incompatible with the obligations of the employee to the university or to widely recognized professional norms as defined in the policy.  Employees shall disclose all potential conflicts held by the employee or the employee’s household or family members that the employee knew or should have known.  Such disclosure shall be made on an annual basis by faculty and key personnel and on a project basis as necessary for other employees.  Potential conflicts of interest, when properly disclosed and managed, can serve to benefit the University, the State of Nevada, and the nation.  The policy prescribes procedures for disclosure, review, and for the exercise of ongoing oversight of potential and/or actual conflicts where necessary.  It also provides for review of decisions at higher levels of university administration.  Lastly, it indicates the sanctions that may be applied when the policy is violated.

To view the entire Conflict of Interest Policy and access the Annual Summary of Outside Activities and Interests form:  http://www.unr.edu/ospa/website4/content/policy.htm
RATIONALE FOR CHANGE: A reference to the Conflict of Interest Policy, which is housed on the Office of Sponsored Projects Administration website, needed to be added to the University Administrative Manual in order for university employees to be able to locate the policy as needed.



System Security Approval Process XE "Military Leave" 

 XE "Leave, Military" 


4,321
Revised: October 2008

Employees with a need to access student, financial, and human resources information via SIS, CAIS, NOLIJ, Advantage and/or HRMS or any other third party application containing student, financial or human resources information must complete a security application.  The application must be approved by the employee’s supervisor, department chair, dean or VP, depending on the access being requested.  Reasons stating the need for accessing student information and how it will be used must be indicated on the application.  In addition, the applicant must certify compliance with all university, federal and state privacy regulations.  The application will be reviewed and approved by the appropriate application coordinator and processed by the security coordinator.  
RATIONALE FOR CHANGE: The addition of this policy was needed in order to codify the procedure of system security approval for faculty and staff who access student, financial, and human resources information.


Food Service XE "Food Service" 





5,312

Revised:  October 2008
The university-contracted food service shall have the exclusive right to provide food service on the university campus with the exception of:

1. Food purchased for a single event through any client account that is less than $50 may be purchased from an outside vendor if preferred.  The client shall indemnify the food services contractor for such purchases as provided for in Section 6.7 of the agreement between the Board of Regents, NSHE and the food services contractor.  Notwithstanding the foregoing, campus policy does not allow outside vendors to make deliveries on campus.

2. Food that is donated and not being resold.

3. Food purchased with personal funds and not being resold.  This exception shall not apply at Lawlor Events Center and catering sites at the Joe Crowley Student Union.

4.
Other specific event exceptions as approved (in advance of event) by the appropriate manager of the affected food service operation and mutually agreeable with the food services contractor.

5.
The client reserves the right to sponsor certain social events and other functions that may serve food and beverage, where such events and functions exclude the food services contractor, provided they meet the following criteria:


a.
No cover or other admission charges.


b.
No cost to the client.


c.
No use of client food service facilities.

d. Approval by the institution's president or his/her designee.

6. In late fall and early spring, not to exceed three (3) times in each semester, the UNR student government may request a dispensation for items purchased at cost or below for special student functions.  These items normally consist of steaks and/or chicken and the purchases are handled by students in the ASUN office directly with outside vendors.
7. All student organizations recognized by either the Associated Students of the University of Nevada (ASUN) or the Graduate Student Association (GSA) are exempt from the exclusivity clause for catering under this contract except for events where alcohol is served.  Such student organizations cannot co-sponsor with other groups so that these groups can avoid the exclusivity clause.
All invoices submitted by the university contracted food service shall be paid within ten (10) days of the invoice date.  In the event invoices are not paid within thirty (30) days of the invoice date, interest will be charged to the ordering department.

RATIONALE FOR CHANGE:  Minor revisions were made in order to update the policy with correct names and policies.  
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