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NEVADA PUBLIC RECORDS ACT REQUESTS

The University Archives at the University of Nevada, Reno is responsible for administering the University's compliance with the Nevada Public Records Act (N.R.S. 239 et seq.), pursuant to Chancellor’s Memorandum of September 12, 2003, “Public Records Requests – Monetary Charges”.

Any University employee receiving a request for records, under the provisions of the State of Nevada Public Records Act, should direct the request to the UNR Public Records Officer, University Archives, Special Collections Department, Mathewson-IGT Knowledge Center at 775-682-5667. 

1. In accordance with the Nevada Public Records Act, action on the written request must occur no later than the end of the fifth business day after the date the person who has legal custody or control of the public book or record of a governmental entity receives a written request.

2. To assist in fulfilling the information needs of the requestor and to provide a “timely response,” individuals making such requests should:

a. Use the “Request for Access to Public Records” form available from the UNR Public Records Officer and be as explicit as possible regarding the information sought. A copy of the form may be provided to the requestor. 

b. Each requestor should be provided with a copy of the Chancellor’s Memorandum of September 12, 2003, “Public Records Requests--Monetary Charges.”

3. The University Archives logs the date and time of the receipt of the request.

4. The University Archives determines which records will best provide the requested information.

5. The University Archives may contact the requestor for clarification.

6. The University Archives contacts the administrator responsible for the records in question, to determine if the records exist, how voluminous they might be, and how much time might be required to search and assemble them.

7. Please note that fulfillment of such requests are subject to charges as outlined in Chancellor’s Memorandum, September 12, 2003, and as noted on the request form.

8. Once located, the records should be turned over to the University Archives, who logs receipt, contacts the requestor, and collects any charges due. 

Any exemption of records from public inspection will be determined in consultation with University general counsel.

Procedure for Responding to Subpoenas

Subpoenas are instruments issued by a court clerk or an attorney that seek to require the attendance of a person at a deposition and/or the production of documents and other tangible things. In some instances, a subpoena is issued to the “custodian of records.” To be valid, a subpoena must be properly issued and personally served. In certain instances, and depending on the circumstances, it is appropriate for the University to object to a subpoena and/or to the production of some, if not all, of the records requested.

If an employee is served with a subpoena in person or receives one by mail or by fax:

1. The employee should immediately note the date and time of service and the method of service on the document.

2. The subpoena should be faxed along with attached documents to the office of the General Counsel, to the attention of Mary Phelps Dugan, at 327-2202. 

3. The employee should indicate on the transmittal sheet the receiving employee’s name and telephone number. 
4. Upon receipt of the faxed subpoena and accompanying documents, the General Counsel’s office will advise the employee on how to proceed.  

RATIONALE FOR CHANGE:  Revisions to this section were made in order to update current policy set forth in the Nevada Revised Statutes.
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Revised: December 2003 September 2009
In addition to such conflicts of interest prohibited by law, members of the Board of Regents and employees of NSHE:

1. May not become a contractor or vendor of any purchase document or contract or real property transaction.

2. May not be interested, directly or indirectly, through any member of his or her household, as defined by NRS 281.434, or through any business entity in which he or she has a financial interest, in any purchase, contact or real property transaction.

3. May not accept any commission, profit, gift, loan, entertainment, service, or compensation of any kind as a result of or in conjunction with any purchase, contract or real property transaction.

Except where prohibited by law, appropriately documented exceptions to this policy may be permitted:

1. For purchase documents or contracts for which the proposed vendor or contractor is the sole source for the commodity or service and the Regent or employee has certified in writing that he/she has not participated in or otherwise influenced the award, as determined by the Director of Purchasing.

2. For the rental of university residential property provided that the rental is at market rate.

3. When, in the judgment of the President president of the university, the public interest would best be served by making such an exception.
RATIONALE FOR CHANGE:  Revisions to this policy were made to allow for resident rentals for faculty and staff at market rates.    
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Revised: January 2004 October 2009
Group health and life insurance, unemployment compensation coverage, or other group insurance plans will be provided to resident physicians and dentists by the agency that provides the salary funds for the resident.

Resident physicians and dentists will participate in a 403(b) retirement plan, with a contribution of 6.2% of salary, made by both the university and the resident.

Resident physicians and dentists are covered under the state’s workers’ compensation program and Medicare.

Malpractice insurance is provided by the School of Medicine and/or Veteran’s Administration while residents are on contract with the University.  After contract termination, the insurance policy will cover the resident’s contracted activities during the contract.

Annual leave of up to 15 days at full salary per year will be available starting July 1 of each year.  There is no carry-over of annual leave from one year to the next year and Residents shall not be paid for any unused annual leave upon termination of employment.  Annual leave shall be taken at a time approved or directed by the supervisor.

Sick leave will be granted as required, up to 15 days at full salary, available at any time during the initial 12 months of service.  Beginning 12 months after the starting date of his or her contract, the Resident will begin to accrue additional sick leave at a rate of 1 ¼ days per full month of service to add to any remaining balance of unused sick leave from the first 12 months of service.  Sick leave may be accrued from year to year not to exceed 15 work days at the last day of each month.  Residents shall not be paid for any unused sick leave upon termination of employment.  Residents may use accumulated sick leave for temporary disabilities, which includes child bearing.  Unpaid child rearing leave may be requested by either parent up to a maximum of one year.  Request for child rearing leave must be accompanied by a statement from a qualified professional source if there is a medical or psychological need for the parent to be given leave.  Resident Physicians and dentists are also entitled to the leave benefits provided in the federal and state law including the Family and Medical Leave Act of 1993.  All paid leave must be exhausted prior to going into unpaid leave status.

Grants-in-aid for tuition and fees will not be provided by the University.

Resident physicians and dentists with appointments of half time or more, along with the spouse and dependent children, will be considered in-state residents for tuition purposes.

Resident physicians and dentists are not eligible for computer loans or other programs limited to faculty and/or classified employees.

For additional information on benefits for resident physicians and dentists, see the Board of Regents Handbook, Title 4, Chapter 7.
RATIONALE FOR CHANGE:  Minor revisions were made in order to delete language regarding dentists due to the fact the dental program transferred to UNLV.  
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Revised: October 2009
When an employee is moved to a grant-funded or soft money funding source, all, part, or none of the annual leave may be accepted by the receiving department.  Employees may be required to use all accrued annual leave during the employment covered by the funding source as specified in their employment contract.  Any amount over the accrued leave limit and any compensatory time on the books must be paid by the exiting funding source.

Transferring between Appointment Types
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Revised: October 2009
Classified Staff to Administrative Faculty:
Classified positions may be reviewed to determine if the position meets the criteria for an exempt position under the Fair Labor Standards Act (FLSA) and is in the best interest of the University to convert to an Administrative Faculty appointment category.  All conversions shall be reviewed for position and internal equity.  A hiring authority may request a conversion of the position from classified staff to administrative faculty.  The process of requesting a conversion is described in Create or Revise a PDQ.  A conversion request must be submitted to the Administrative Faculty Salary Placement Committee for review and recommendation to the executive vice president & provost for approval/disapproval.

When a classified staff position is converted to an administrative faculty position, the incumbent is eligible for an increase of up to 10% or to the minimum salary for the approved range.  A salary exceeding Q2 on the approved Administrative Faculty Salary Schedule must be approved by the Provost’s Office. 
Annual Leave – The transfer of unused annual leave is limited by funding source and at the discretion of the new appointing authority.  Accrued unused annual leave may be transferred from a classified to a professional “A” contract appointment up to the allowable limit.  The hours are converted to days by dividing the total number of hours by eight, and are subject to faculty accrual limitations which do not allow for more than 48 days to be carried over from one fiscal year to another.  
Compensatory Time - Any amount over the limit and any compensatory time on the books must be paid by the current department. 
If an employee transfers from a classified to a professional position through a search process within the institution with no break in service, the same process applies to both annual and compensatory time.

Sick Leave – The transfer of unused sick leave is limited by funding source and at the discretion of the new appointing authority.  A classified employee transferring to an administrative faculty position will have their “carry forward” or “cumulative” sick leave balance converted from hours into days up to the allowable limits (96 days) with the approval of the appointing authority.   If the balance is less than 30 days, then 30 days will be awarded (pro-rated if position is part-time).  Accrual will start after the first year at two days per month.  If a classified employee is hired through the search process within the institution with no break in service, the same process applies.  
Administrative Faculty to Classified Staff:

If no break in service, sick leave is governed by NAC 284.551, #6 and annual leave is governed by NAC 284.5405, #9.  The process is dependent on funding source and at the discretion of the new appointing authority.  If there is a break in service, the employee will be treated as a new hire.
Time served in a faculty/professional position with the NSHE is ineligible for inclusion in continuous state service calculation for longevity per NRS 284.179.  Time served in a faculty/professional position with the NSHE is eligible for inclusion in total State service calculation for annual leave accrual increases per NAC 284.538 and NAC 284.5405, #1.
RATIONALE FOR CHANGE:  Section 2,307 was added to the UAM while section 2,308 was revised in order to codify current policies.
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1. “A” Contract Guidelines
The “A” contract is the basic contract for administrative, research, and instructional faculty engaged in year-round programs.  “A” contracts for instructional faculty require advance approval by the executive vice president & provost.  “A” contract faculty are obligated for assigned duties throughout the year except for official state holidays.  “A” contract faculty may take annual leave when desired if it does not conflict with normally assigned or specially required duties of the department or unit and as approved or directed by the supervisor.  Part-time “A” contract faculty receive their regular salary during a week in which a holiday occurs.  If the holiday occurs on a regularly scheduled day off, the faculty member does not receive additional compensation or time off to accommodate for that holiday.

Administrative “A” Contract Guidelines – Ten and Eleven Month Contracts

Ten or eleven month Administrative “A” faculty contracts are a subset of “A” contracts for administrative faculty.  These contracts may be issued when the nature of the work does not require a full twelve month commitment.  The contractual period must be clearly delineated in the remarks section of the Terms of Employment.  Salary is prorated to the term of the contract; however, the faculty member is paid over a twelve month period.  Annual leave is only accrued during the contract period.  Sick leave is accrued for each month the faculty member is paid.  All other benefits and policies are the same as the twelve month Administrative “A” contract faculty.
2. “B” Contract Guidelines
The “B” contract is the basic contract for instructional faculty engaged in assigned activities during the academic year.

The normal “B” contract consists of 168-169 working days (weekends and holidays are excluded) which coincides with the academic year calendar.  Non-contract days include summer (end of spring semester to beginning of fall semester), winter break (the period between the fall and spring semester), and spring break (one week).

“B” contract faculty may accept supplemental appointments in conformity with university procedures for university services for periods of time not included in the “B” contract.

3. Stipends for Academic Faculty
Both “A” and “B” contract academic faculty may be designated as part-time administrators and be issued administrative stipends for additional administrative duties.  There are two stipend matrices: one applies to the School of Medicine Clinical Faculty and the other applies to all other academic faculty.  These stipend matrices are built on the assumption that there is a desire for strong academic leadership at the University and a need for consistency and equity in administrative stipends for academic faculty.  Such stipends are assigned a cell or level based on the complexity of the unit or program and the level of management responsibility and authority of the administrator.

Description of the cell model:
Each model is two-dimensional with three levels within each dimension.  The horizontal dimension represents the complexity of a unit or program with “X” being the least complex and “Z” being the most complex.  The vertical dimension is the level of the management responsibility and authority of the position of the unit or program administrator with “I” representing the position of an administrator with the least responsibility and “III” representing maximum responsibility and authority.

Calculation for the Model:
The range in Cell II-X is 25% lower than Cell II-Y, and the range of Cell II-Z is 25% higher than Cell II-Y.

Cells I-X through I-Z are 35% lower than Cells II-X through II-Z and Cells III-X through III-Z are 35% higher than Cells II-X through II-Z.

 Last update July 2006
	ACADEMIC FACULTY



	Complexity

	Management Responsibility & Authority
	
	X
	Y
	Z

	
	III
	$7,900-13,200
	$10,500-17,600
	$13,200-22,000

	
	II
	$5,900-9,800
	$7,800-(10,411)-13,000
	$9,800-16,300

	
	I
	$1,000-6,300
	$5,100-8,500
	$6,300-10,600


Last update July 2006
	ACADEMIC FACULTY



	Complexity

	Management Responsibility & Authority
	
	X
	Y
	Z

	
	III
	$8,100-13,500
	$10,800-18,000
	$13,500-22,600

	
	II
	$6,000-10,000
	$8,000-(10,694)-13,400
	$10,000-16,700

	
	I
	$1,000-6,500
	$5,200-8,700
	$6,500-10,900


Last update July 2005

	UNR School of Medicine

Clinical Faculty



	Complexity

	Management Responsibility & Authority
	
	X
	Y
	Z

	
	III
	$16,000-26,600
	$21,000-35,600
	$26,600-45,000

	
	II
	$12,000-20,000
	$16,000-(21,000)-26,000
	$20,000-33,000

	
	I
	$7,700-13,000
	$10,000-17,000
	$13,000-21,400


Administrative Stipends for Resident Physicians:
Residents identified in their final year of training may be designated as part-time administrators and be issued administrative stipends.  Such stipends are assigned based upon each individual program’s guidelines, which is referenced in the School of Medicine’s Graduate Medical Education handbook.

Determination of Placement of Individual Stipends:

After initial implementation, changes in the complexity of the unit or program or assigned responsibility and authority could – in subsequent years – increase or decrease the stipend (and reassignment time) within the placement level.  The placement of a unit or program administrative stipend on the model wi11 be reviewed by the Administrative Faculty Salary Placement Committee upon request if the position has significant change in either dimension of the models.

1. The dean and the unit or program administrator will jointly consider the above criteria as a guideline in completing an Academic Stipend Questionnaire defining the dimensions of complexity and management responsibility and authority.

2. The Placement Committee reviews the  stipend request and forwards its recommendation of cell assignment and stipend amount to the executive vice president & provost for approval.

3. The executive vice president & provost will notify the respective dean of the unit or program with a letter of approval/disapproval of the Stipend Questionnaire, cell assignment, and stipend amount.

4. If the dean does not concur with the recommendation, the Placement Committee will again review the Stipend Questionnaire and then forward its recommendation to the executive vice president & provost for approval.  The executive vice president & provost will notify the respective dean of the unit or program of the final decision after the appeal with a letter of approval/disapproval of the Stipend Questionnaire, cell assignment, and stipend amount.
RATIONALE FOR CHANGE: Revisions were made in order to update current policy and stipend matricies.

Resident Physicians
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Reviewed: January 2004 October 2009
Resident physicians and dentists (hereafter referred to as residents) are physicians and dentists who are continuing their medical or dental education after receipt of the M.D. or D.O., D.D.S. or D.M.D. degree through continued instruction and the provision of patient care services in university-affiliated institutions and organizations, and who may also provide instructional services to medical and dental students as the resident’s experience and education allows.  Responsibilities to be performed shall be defined by the involved department or program of the School of Medicine.  Faculties of the School of Medicine are responsible for the supervision and instruction of the residents.  The majority of the resident’s time is in hospitals, clinics, physicians’ offices, and other health care facilities throughout Nevada.  Therefore, while on university contract, residents may rotate outside the School of Medicine with affiliated and non-affiliated institutions as long as these clinical rotations are approved by the department to which the resident is assigned.

Appointment of Resident Physicians and Dentists: Appointments are approved by the president of the University or appropriate designee.  Appointments usually shall be issued annually for the university fiscal year; however, appointments may be offered for a shorter period to fill vacancies created by terminations or by the establishment of a temporary position.  Contracts for residents are subject to modification during the fiscal year as residents rotate between hospitals and other institutions.  In such cases, the residents may be paid during the interim period by other institutions or continued on contract at the University, depending on the inter-institutional arrangements and the needs of the residency program.  Work hours will be determined by the needs of patients cared for by the residents in addition to specific departmental assignments.  Contracts for residents may be terminated by the University during the contract year for reasons of improper conduct, moral or ethical reasons, for inability to perform to departmental or educational standards and objectives, or because of financial conditions within the School of Medicine.  Procedures for notice, hearing and appeal of contract terminations, or other actions shall be followed as established by the University of Nevada, School of Medicine.

Salary Schedule – Resident Physicians and Dentists: The salary schedule for residents shall be recommended by the Dean of the School of Medicine and subject to approval by the president of the University or designee.  The School of Medicine dean’s office will provide a copy of the approved salary schedule to the Chancellor’s Office, annually.  For information regarding benefits, see section 2,112 of this manual.

RATIONALE FOR CHANGE:  Minor revisions were made in order to delete language regarding dentists due to the fact the dental program transferred to UNLV.  

Special Course and Other Student Fees XE "Special Course and Other Student Fees" 


3,301

Reviewed: September 2009
The current Board of Regents policy on Special Course Fee states: It is the policy of the Board of Regents that the registration fee be the only fee assessed for taking a course except as otherwise outlined in this section. The reasons for these exceptions are extraordinary instruction costs due to: (a) individual instruction (e.g., private music lesson); (b) class supplies, course-specific software, and specialized equipment (e.g., welding equipment and materials); (c) third party charges for use of a facility (e.g., golf); (d) special transportation requirements; or (e) extraordinary instructional costs (e.g. intensive supervision, support or additional technical expertise required for the delivery of the course; and (f) some combination of those reasons.
RATIONALE FOR CHANGE:  Revisions to this section were made as a result of revisions made to the Board of Regents Handbook







RATIONALE FOR CHANGE:  The current policy is no longer in practice; therefore, the committee recommends deletion of this policy in the University Administrative Manual.
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Reviewed:  August 2005 September 2009
Privately Owned Vehicles: The University does not have insurance coverage for the owner of a privately owned vehicle. Persons using private vehicles for official business must have personal automobile insurance.  In the event of an accident, the private vehicle’s insurance is primary.  The use of private vehicles is reimbursed in accordance with state regulations.
Claims:

Should an accident occur, the employee should notify the proper authorities (police), followed by his immediate supervisor.  Claims involving another party must also be reported to the Tort Claims Manager in the Attorney General's Office (and the rental agency if a rental vehicle) at the address below.  Details of the accident should be reported on form URM-002.  This form can be found on the Business Center North (BCN) Risk Management Website.

Claims for damages to owned vehicles with APD coverage should be reported to the BCN Risk Management Office at (775) 784-4394 as soon as possible. Reports should be made on form URM-002 accompanied by three repair estimates and any police reports. Reimbursement will be made based on the lowest repair estimate.  There is a $300.00 deductible.

ACCIDENTS WITH RENTAL VEHICLES:

Damages to rental cars should be reported to the rental agency and BCN Risk Management.

ACCIDENTS TO OWNED VEHICLES CAUSED BY OTHERS:

If a third party is responsible for the damage to a NSHE vehicle, it should be reported to the BCN Risk Management office so they can work directly with the third party’s insurer for repair or replacement of the damaged vehicle.  The cost of repairs will be reimbursed by NSHE Risk Management if there is APD coverage on the vehicle and the third party has no insurance or is not able to otherwise pay for the damages.

Addresses:

Attorney General Office




NSHE Risk Management Office
100 N. Carson Street




Mail Stop 014

Carson City, NV  89701-4717



2601 Enterprise Road

Lisabet Sherwood, Program Officer I


Reno, NV 89512

Telephone (775) 684-1263



Ana M. Andrews, Management Analyst II
Stan Miller, Tort Claims



Telephone – (775) 784-4901 ext. 222

Telephone – (775) 684-1252



John L. Hansen, Risk Manager

Fax – (775) 684-1108




Telephone – (775) 784-4901 ext. 237

BCN Risk Management

Mail Stop 241

Artemesia Building

Reno, NV  89557

Lisa Schaller, Program Officer II Specialist, Risk Management
Telephone – (785) 784-4394

Steve Djukanovich Susan Dunt, Manager

(775) 784-436394
RATIONALE FOR CHANGE:  Revisions to this section were made in order to update current contact information.
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