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FOREWORD

The guidelines outlined herein are
,intended to assist both with the general
preparation of personnel matters and the
necessary documents for placing appointeeS
on the official payroll of the University.
Supplementary information concerning fac-

t ulty and staff service may be foued in the
By-Laws and Statutes of, the Board of Trus-
tees. (July, 1972)

If these procedures change and as new
policies develop, materials will be sub-
stituted for insertion:

0
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ASSIGNMENT.OF AUTHORITY. AND RESPO SIBILITY
. FOR UNIT OPERATING, BUDGET

TO FISCAL OFFICERS WHO REPORT.TO THE VICE PRESIDENT & PROVOST-

in order to delegate more responsib lity° cr.authority to
,_.the. Deans and Directors, the fpllowing.i b ng presented.:

. ,

I) Each fiscal officer will have base of recurring
money against/which he can mak commitments,.- accord
ing _to Ijne alpcationy, and sti ject to progTam bud-
get and enrolnent review cons derations. .A.recurring A

base will/be established ann, ly: Five percent Of
the recurring base will remai potentially recoverable
during any given.fiscel perio and will-be tiedto
program budget, state.appropr ations and enrollment

. . pattern criteria.. :

With` this base, the fiscal o icer will be, free to ,

,estahliah commitments, inclu ling personal services
. tudget lines and Salary leve s (consistent with

, -puFlished"shlary pelicies),, ut will be required
to keep S% in fl.egible monie to prdvid'e for such

(,eventualities as enrollment ecteases or program
readjustments, as noted in.ft .

. - ,

3.
3) Once funds are allocated, th eUthority and account=

ability for -their use will r st with the eTildividual-
fiscal officer. The Office the Vice President &
Provost will serve as .w.rev e end'eValuation'agency-
.rather thana linee-by 7line (:)\ item-by-item approval

,

. .agendy. 4

. ,

)
4) All paperwork for implementation pf allocated bud-

get (includin personar'services) will be generated
by the ,fiscal officer wadreviewed by the Vice/Oresi-i'Sdent onty

policies and procedures.
conformity with statutes and

Unive

5) The'fiscal offiar will have the authority and respon-
sibility for ju icious distribution of his available
dollars across he'ehtire fiscal period.

Budget reappraisil will include a review of all allo-
cated dollars by line item and will be conducted as
University .conditions demand.

9
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7) All salary increases such as individual negotia-
tions. not provided for at the regular salary in
creas time of July "1 with dollars specifically

, earmarked for salary increases fromithe Office
of the Vice President & Provost will have to be
provided within the funds aVailable,to and under
the control fiscal unit. This will meant
that thc funding of contingency appointments and
Civil Service. reclassification. will have to be
Met within the existing unit budget. No requests
for additional funds to proVide for zany contin-%
gthicier\ areto be transmitted to theOffice of
the Vic= President & Provost, except es part of
the acti 'ties uthlertaken at regular bUdget re-
appraipal imes. '

1
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, J.

10

-2-

O



A I

4

(
SECTION B

-Faculty, and Administrative Staff

11

F-

.

:



e a

a,'

t

ACADEMIC REQUIREMENTS FOR FACULTtAPPOINTMENTS.
. .

. v
. .:

,

A bachelde-s degtee or-equivalent is required 'for appoint-.
tent to the faoulty. An individual with a bachelor's degree,.-
or 'its equivalent, is classified as an'Assistant in English,
Assistant,in Speech, etc. rather than Assistant Instructor.f ... ,

A masteY's degree,or equivalent is required for appointment
to the rank of instructor.

A-dactors degree or equivalent is required for appointment
to the rank of Assistant Professor, Aseociate Professor, or Pro-

.

fessor.
r

.

Equivalence to any academic degree may be established by
proTessional, artistic, industrial, pr commercial experience
giving .presumptive evidence of a high: level of competeAce which
will permit the effective discharge of the duties of the posi--
slop tO which the individual is appointed. Each unit.s.hould
prepare and haye on file in the Office of. the Vice President &
Provost a statement which"-provides the rationale for equiva-
lencies in its own arei. Requested equivalencies will be re-
viewed against 'these statements.

.0

ACADEMIC REQUIREMENTS FOR ADMINISTRthVE STAFF APPOINTMENTS.

A bdchelor's degree is normally required as the minimum
qualification for appointment to the Administrative Staff'.
All positions whlch do not have this basic requirement,. or its
demonstrated experiential,equivalent of a -directdjob-related .

naturw, are more appropriately classified_as Civil Service.
Positions. This does not mean that $.ersons WTEE7Fachelor's
degrees should not receive vil Service appointments.

1 el
. ti
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Appoi.ntments'to the faculty and adwilnistrative staff are
made0Y the Board of .Trustees upon the recommendation of the
President of-the University: Recommendations for appointments
41*Esublect ,tfi) final, approval_ by ''the Board of Trustees..

,Departments_ch4iTmen or other appropriate Officers are
ur to initiate appointment gapers, or recommendations for

ntments as soon as necessary information is Available,
ass big, of ,course, that there is proper pos4ion Authoriza-

. Intermediate 6fficeri of administration are . expected
lace ,high priority on the prompt review and transpittal

c all necessary documentS in order ihat Monthly. payrollt may
be prepared with a minimum' of delay and confusion. Failure, to
submit documents promptly` will result in appointees RTE5Firig
f$YrdOn schedule. FinaIly7WIT.717167ft papers make iTIiiipos-
sibleTor institutional records to reflect current appointments.

NOTE: The "cut-off" date for payroll is ibe tenth
day of the month. If appointment papers are
not processed through, to the Office of the
Vice President & Provost by the first of the
month, the aPPointee will not appear on thIT
ilaiiiEff's payroll, and the appointment will be
delayed in its being, reported to 'the Board
of Trust* for ratification.

13



CLINICAL APPOINTMENTS
. >

The following ranks are approved Tor part-time faculty'
in the School of Dental Medicine jEo proiide'for appointments
ranging from 5% to 45%:

.Cilnical Instructor
Clinical Assistant Professor
Clinical Associate ProXes-sor
Clinical.Professor

All persons identified for such rank designation would
be-qualified area practitioners and would be selected on the
basis bf evaluation of: previous dental educational .exper-
ience; accomplishments in dentistry; length of .practice; clin-
ical research activity; and publications.

.

....4

Normally salary bases would be established on' 80% of the
-,e full-time average salaries for regular ranked faculty.

rc_

4

14

IP



a4*

CONDITIONAL APPOINTMENTS/

A conditional appointment in this context refers to a:rec-
ommended change in rank and/or monthly salary-upon the completion
of a degree. It is desirableto make the initial appointment at,
the rank and salary which is appropriate at the time.of initial
appointment. _However, if an alternate salary, and/or tank would
be appropriate at the time'of the completion of a higher degree,,
this should be made as part of the initial contract.

For conditional appointment, the following statement should
appear on the appointment forms:

"At such time as the requirements have been ,com-
pleted, raniCis to b-eENiFied to on cantinuing.
appointment with a salary increment-70E$ the first
of the mdhth following receipt of official notification
in the Office of the Vice,President & Provost that the
degree requirements have been completed. Until such tj.me
as the degree requirements have been completed, rank will
be Instructor ( or Lecturer) on term basis with the salary
of $ Object to change determined by annual salary
increase recommendation effective on July 1 of each fiscal
year.

In order to make effective the conditions of :in appointAn
'individual must request,that'his.graduate dean or regiStr
mit an official statement certifying,that all requirements fo
the degree have been completed. (It is not necessary for the
degree to have been conferred.) This statement must rea h the,
Office of the Vice President & Provost before any change in rank

\ and/or salary can be effected. .

NOTE: Graduates of S.I.U..should ask the Office of the Registrar,
'to send a.copy of their final transcript to their dean or

tdirector o'be processe 'through regular administrative
channe.1S rather than ask ,the Graduate School' to send a
letter verifying the completion of the degree.

Ak
Normally conditional appointments should not be. written for

-"'more than one academic year contract period. If the need fora
second writing of a conditional appointment is felt to be neces-
sary, prior guthorization from the.Office of the Vice President
& Provost mugt be obtained; any event, the additional dollar
'amount which a contingency might commit the University to plUSt
be provided for within the resources of the employing unit.

-6-
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CONDITIONS-OF-APPOINTMENT.

1. All members of the Staff will be paid in accordance with theterms of their appointments."Memhers of the administrative
staff who are appointed on a-fiscal year or twelvemonths'
basis will be paid in accordance. with'the terms of their ap-pointments. No salary will be-paid in advfnCe of work per-

.

formed.
y

2. Each full-time continuing or tenured and psit-time continuing
staff memberjs required to participate in the State Univer-sities Retiriment System effective on the beginning date ofhis employment:' A temporary staff member, (other than a stu-dent), who is employed .on a tempefrary basis at one-h'alf time.or more in a position in Which services are expected to berendered on a continuous basis for at least one school year
is required to become a member after one year f'such employ-ment and may elect to participate during the first year ofemployment. An individual who is age 58 or older at time of

4 entrance into the State Universities Retirement System,Will
snot qualify. for survivors insuyance prOfection unless he has
survivor insurainee credits in one of the other State of Illi-nois retirement systems covered by the Reciprocity Law.

3. Atmbers of the staff appointed on a twelve-Months-4-year
basis are entitled to.not more than four weeks of vacation,'time within the period of appointment, including any time
taken'off during the-Christmas, Spring, and other schedule&
vacation periods. They should'request vacation time on the
usual absence forms. At .least five working months must
elajse before any vacation time is ,earned.

f'

4. Meibers of the staff are entitled to time off on those legal
holidays listed in the catalog, unless such holidays fall.
within scheduled vacation periods, when theyare charged as .

vacation time:

415. The employment of a staff member is gove,ted by the laws of
Illinois andthe Statutes of the. Board of Tru ee whichlaws and Statutes are a part of this agreement if set-
out in full herein. Copies of the Statutes are available
all the Office of the Board of Trustees.

6. All members of the staff must at the time of their initial
appoin ment deposit complete official transcripts of their
underg adp ate and graduate credits.in,the President's Officef6r use fn determining classification, salary; and promotion..



RECRUITING

'the Search s

1. Some sort.of national advertising that emphasizes the
concept of,the'University and that wexare an equal
opportunity employer. A ,

2. A screening committee lbsigned by t,he employing unit in
accordance with their; operating papers. Hopefully the
screening committee would have representation outside
the immediate unit, i.e. outside professionil expert;
complimentary disciplines to insure poislibilities of
interdisciplinary activities whenever pp$sible. .

3. The credentials should be narrowed dow to a minimum of
three (3) persOns who would be intervi wed as a result '

of paper indications that they would be acceptable.
. .

.

4. These three (3) shoul4 bt'researched carefully and all
references checfta prta:r, to invitat'on to visit the

i

'campus. Wherever ppSble, visits o the candidate's
fome campus shauldbeinade, certain Tin the case of
ull professor and-administrative appointments.

The Interview

1. The candidates should be on campus for at least one
24 hour period and that time should-be fully, utilized
for screening and questions in both directions.

2. The candidate should be scheduled to meet all of his
potential colleagues (to the greatest extent possible);
his dean; and eithey the Vice President & Provost or
the Assistant Vice President for Personnel Administration.
The following procedure is established in working with the
Office of the Vice President & Provost in arranging inter-
views for candidates or faculty' positions:

Professor and Assoc]. to Professor Ranks

The Vice President & PrOvost will interview all candi-
dates for positions at these l ,evels. In the absence of
thelfice President & Provost, the Assistant Vice Presi-
dent for Personnel Adminstratign will conduct the inter.
view.

.04 17
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Ranks Other Than Above

interviews are to be scheduled as ab ve if the Dean feels
the interview is advisable. (i.e., Lecturer is being em-
ployed who may be reappointe4 at o1iie of thee upper profes-
sorial ranks).

Administrative Appointees

The same, procedure as for Pro essor ana'Associate Professor
will be followed. This also lies for any individual
who may have academic responsibilities in addition to his
administrative appointment/-

It is essential that bac round data for prospective fac-
ulty and staff be made a ailable to appropriate personnel
well, in advance of khe scheduled interview.

3. The candidate should have,the Opportunity and be encouraged,
to "perform" before his potential colleagues and, whenever
pqpsible,'students. A colloquium, a lecture, a demonstra-
tgrn, a recital -,whatever it 'is that .the University is
corisfdering hiring him tb do on a regular basis.

4..A formalized review sheet.of the interview should be
designed and submitted tiy each person who has an opportun-
ity td interview the candidate,

5. The search should continue until a satisfactory candidate
, is found.. Expediency' should play no ,part in the sec-

tion of a colleague. The positiongould be better vacant
than filled incorrectly, particularly in the case of a
senior faculty member.

6. At the ii,me of the interview a clear statement should be
made to the candidate regarding when ha would be notified
of the results of,the interview and how that notification
will be given.

7. When as contract is extended, it will be done in accordance
with established University procedures.

8.,There should be a time Hilt set for acceptance of con-
tracts offered; suggestion - 20 days from the date of
the contract.

. Along with the contract should go the preliminary orienta-
tion materials contained in handbook form.

18



\ 9/74

EQUAL EMPLOYMENT OPPORTUNITY AFFIRMATIVE ACTION STATEMENT

-*.
BrIT RESOLVED by the Board of Trustees of Southern Illinbis

University to reaffirm its colqiitment to a, policy of no,discrimi
nation on the.basis of race, creed, ethnic origin, or sex and to
direct all elements of the University to establish procedures to
prel'rent such/ discrimination within the University commun4ty. In
doilg so, the Board recognizes that it is not enough to proclaim
that we do not discriminate against minority groups.. The Univer-

, sity must also strive actively to build a University-community in
which opportunity is equalized and use its facilities.and human
resources. to develop the skills and opportunities of the members
of all groups so they may plan, responsible and praductive roles in
society. This policy is relevant to all aspects of the University
including the choice of contiactdrs and suppliers of goods sand
services.

Special attention is called tb the'item in; Issue #62, April 15,
1974 Academic Affairs Transacti66, entitled Guidelines for Hiring
and Employment Practices. All Faculty and staff within Academic
Affairs should be made aware that this statement represents exist-
ing policy. 2

GgIDELINES FOR.HIRING:AND EMPLOYMENT PRACTICES\

In order to be iii-cOMpliance with the spirit of existing
Board of Trustees policy related to'Agf#mative Action and to
assure appropriate access to informatibk,regarding all job open-
ings within the University, all fiscal officers will be expected
to work jointly with the Office of the Atsistarit Vice President
for Personnel Administration and the central University affirmative
action officers in the identification of vacancies, the dissemina-
tio4 oApinformation concerning vacancies, and the maintenance of
records- regarding hiring and employment practices...

No academic or administrative staff position within Academic'
Affairs is to be filled or vacant position refilled without follow-

* ing this process.

Specific guidelines which relate to compliance with State and
federal regulations ag'well are available from either pf'the above-
mentioned offices. It is the responsibility of gall individual
administrator throughout Academic Affairs to 'appriffe himself of
such requirements and to follow employment practices Which are
demonstrably consistent with those requirements.

19
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SOUTHERN I LINOIS UNIVERSITY AT EDWARDSVILLE

RECRUITING LISTORY

ti

(To be complied pri r to recruitment)

Title /Rank:

Position (include j description):.

Term of Contract:

.Salary Range:\

Qualificatio ns Req ired:
#

9/74

Department of

tr.

4

1

h.

NOTE: This stateme t should be included in all advertisements of
of positions: "The University is an affirmative action and
an "equal oppo tunity employer. Ipplicatiohs from women and
minorities ar encouraged. ". _ . ,

. ,
Copies of advertisements should accompany the return of completed form

(To be completed folio ing recruiting process)
4 Sex Mihority4tbde*

,No. Of Applicants F M , 1 2 3 4 5 9
No. 1pf Qualified Candid tes P 9
No. of Interviews FM 1 2 3 4. 5 9

Successful Candidate PM 1 2 3'4 9
"*1 - Caucasian
2 - Black
3 oriental
4 American Indian
S - Spanish Surname
9 - Other

20
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STATEMENT ONEXPENSES FOR CANDIDATES FOR FACULTY POSITIONS

' The "prudent man",principleAhould be applied-to the genera-
,

tion of1expenses related to interviewing candidates for open posi-
tions. In this regard an apprqpriate gliideline to follow would

,be,d,stiggested limitation of 20%.of the anticipated monthly galary,
Of-the candidate. For example, should the anticipatea monthly
salAry ift $1,500, an appropriate suggestedcmaximum dollar amount
AWbe ex 'pended for interviewing the candidate would be $300 (this.
-amount would include round-trip transportatioh to Edwardsville, -

boUgIng and mead.:; durilig the stay a ;. Edwardsville as affected 15i
State ,of LIAlinois Travel Regulations): 7"

4 ,FoP4-terther clarification and instructions, refer to Official
Travel Regulations, page 12, sectio4 7.1. .

A

' L/ a

I

21
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'PRIOR APkOVI2FOR.SPECIAL CONDITIONS 'Op APPOINTMENT

Prior approval fbr any 0 the following special conditions.
of appointment must be secured from the Office of the Vice Presi-
dent & PrOvost before appointment papers are forwarded to.pro-
spective.st#f TWFatees.,

1. Monthly salaries'above or below the maxlmilt.di-
minimum salary. ranges (seeliage.,

-2. .Fiscal )'ear appointments ...- All fiscaa-atpoint-,"
ments are written for tfie duration of the,asSign-

,..ment. When such 'assignment ceases, a person.
holding continuing facility rank'is only assured
.of employment and tenuxe.(whereapplicable) on
an academic year, or nine-months bAis.

,

3. Appointment to a rank higher than .the one war-
ranted by forMal education backgroilnd. For

0 example, approval is needed to-appoint a person
without the doctorate'to,.the rank of 'Assistant
Profesosor.

4. Salary substantially higher than prior salary
elsewhere or substantial salary change for per-
sons who have.had prior 'appointments on the
Southern 11ineis University staff. '\

. Part-time appointMent for a full-time employep
Hof another State agency.

Full-time employees of other Illinois agencies
will not be approved for appointmentby the Uni-
versity except on a "shared time"basis. A full-

. time employee of another State institution cannot..,
be paid for personal services by the University
ill addition to full salary from the parent agency,
except on a contractual basis, with prior approval

t5Lof _the parent agency.

To initiate special requests, the appropriate administra-'
tive officer will submit two copies of the appropriate form(to

); 6 the Office of the Vice President & Provost. 4tion will be
noted on on copy of the-form and returned to the appropriate

A administrative office.

'7 i
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Sta.5ements, explaining exceptional conditions of, apppintment
must be includeli with the appointment or on the change of'as'sign-
ment. i 4

q Salary Differential'

When a salary difierential.i
assignment, a statement on t
assignment should indicate t
rank as well las'the Administ

Call Staff and Part-Time A ointin

A a

a par of,the administrative
e appo ntmeTit or'change of
e base alary for the academic
ative salary.

nts

call staff and ,part-time apr il
following .as conditions of a

This appointment carries fac
for part-time appointment ex
in it.Aes not count toward

In the event that student re
to warrdnt offering this cia
member becomes available for
recommendation is subject to

No salary payment will be ma
prior to the first meeting;
effected after the first mee
tion payment of fifteen dol
fifty minute period or port
prior tokcancellation. e

CalI staff appointments sho
regular academic ranks. Th
placed before all rank and/

I

ku

intments'should indicate the
pointment:

ity privileges appropriate
ep that time of service
ermarient tenure.

igtration is insuffiNtient
OW"

or 'if a full-time faculty
this assignment, then this
cancellation.

.

e if this Course is cancelled
owever, if cancellation is "

ing,Ithen a contract termina.-
ars.($15)..will be made forNeach
on thereof that the class meets

ld,not be made in any of the
prefix twisating" should'be
r title designations.
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REQUEST FOR PRIOR APPROVAL, OF EXCEPTIONAL CONDITIONS O'EMPIAYMENT

MEMO TO:

FROM:. .

- SOUTHERN ILLINOIS UNIVERSITY

4

1

Vice President & PtoVost

*I

1 A

Approval is requested for the
appointment. of

Date
.

.91

S.

exception noted below --in the
f to:

Salary rate above or below
approved range for the tank.
Fiscal year appointment.
Salary rate substantially°
higher tha4 for previous
position elsewhere.

Part-time appointment
of full-time employee
of another state agency
Equiyalency for proposed
academic rank.
Other.

Justification for Exception: write on back if additional space needed)

RANK
oir

MONTHLY SALARY

A

FISCAL UNIT

TERM. CONTINUING

Approved

Disapproved

2.4

-12a-

Vice President & Provost
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TENURE ACCRUING4F- 40N-TENURE ACCRUING RANKS
9

' - Only fuil-time academic appointments of at least nine, months
""c'' in contract 1Nength.and which are written against regular'State

Appropriatecd Imdget money may carry the, tenure Accruing designa-
tio9 of Professor, AssOciate Profesgor, Assistant Professor or
'Insttgctor. ALL OTHER APPOINTMENTS MUST BE IDENTIFIED BY APPROVED
TIT EiOR RANK DESIGNATIONS WHIG, ARE WARLY NOT.TENURE ACCRUING -

TI 1 %E O RANK .DESIGNATIONS. -

In cases where the awarding-of recognition of an academic
nk Seems appropriate and where no salary is to' be paid, the pre
0 "Adjunct" is to be added to the rank designation .of Professor,
ssociateProfessor, Apsistant Professor, Instructor', or LeCturer.

Pie prefix "Adjunct shall indicate clearly that budget obligations
br accrued time toward tenure are not dimensions of this type of
appointment. All."Adjunct" appointments shall be renewed annually
as an indication of their-temporary nature.

Academic positions for which academic rank is appropriate and
whidh are contracted for less than 100% time and/or less ,than the
basic nine month, aeademic year normally shall Carry the designation
"Visiting Lecturer" as an appropriate appointment designation. The
contract for the appointment of "Visiting. Lecturer" on such assign-
ment shall include.also the'following 'sentence: "This appointment
carries faculty.privileges appropriate for part-time appointment
except that time of service in it does .not count toward permanent
tenure." ,

Academic positions which are to be funded through sources other
than appropriated State funds shall carry the prefix,"Visiting" and
will also require annual renewal as indication of their temporary
nature. The prefix "Visiting" shall indicate clearly that the
accrual of time toward tenure is not a dimensibn of this type of
appointment. The contract for appointthent of this type shall
include the following sentence: . 'This appointment carries'factikly
privileges appropriate for regular faculty appointment except th t
time off service in it does not count toward Permanent, tenure."

All temporary appointments should contain the following sen-
tence as a condition of the appointment:, "Appointment to this
position shall create no presumption of Okright to a subsequent:
term appointment or to permanent appointment."..

25
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RESTRICTED ACCOUNT APPOINTMENTS

Apthori ation of Positions'
.

.

Before any appointment can be made against a restri
account,' foot copies of thP Authottization4of Positions '-
8 Contracts form rust 'be prepared .:and processed through'

. administraftve ch'annelS as indicated in lout,ing of Appoi
Forms below. -Eve a.intment aer must have a ositi

.t.,,-whith.has been sta is :. .y proper processing
tion of Positions - Grants Contracts forth. -A
cannot be roceised and conse uenil a.ointees canno

Olt

o t e
ointment

cted,*
Grants

the, same
htment
n ber

wit out t is aut orization. No .continuing appointments s oulbe written against restricted accounts. unless provision is made
for later transfer to state appropiiations.

. .

Routing of Appointment Forms
. ,

Appointment forms or recommendatiorig 'for aPpdintment- shouldoriginate with the fisN1 officer of the restricted accounts a

forms and other necessary. documents are to be forwarded'
tlo the Office of the Vice President & Provost through the appyo74'
priate administrative officer and the Dean of the Graduate'School,or his designated representataVe as required, and the Office of
Research & Prolects Fiscal Management when appropriat,e.

NOTE:

- ,o

For information Concerning documents required, special con-ditions of appoinitent, etc., see "Faculty-and:Administra-'
ive Staff" 'section of this handbook, or 'Graduate-Student:
Employees"section, 'as appropriate..

4 , . :Stle p. 12a for further guidelines,which affedt restricted,
aclount appointments. ,

&.1,

* See foal. p. 28
0

26
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ACADEMIC.AND ADMINISTRATIVE TITLES

For guidance, the following list of titles is made avail-
able. The list is not all-inclusive, but covers the majority
of titles'used in academic units.

Academic Positions

'tstructor
Assistant Professor
Associate Piofessor
Professor
Visiting --- (all ranks)*
Visiting Research Profess
Resident Artist

41

Visiting Artist
Research ProfesSor
Adjunct ---. (all ranks)*
Research Associate
Researcher

or Lecturer -

Assistant in (name discipline)

* Professor, Associate.NProfessor, AssistantcPropor, Instruc-i,

tor, and LectUrer. iv

Student Titles.

Preceptor
Teaching Assistant
Research Assistant
Gradqate Assistant

Gradmate Trainee
Graduate 'Intern
University Fellow*
Graduate Fellow*

* The title "fellow" shallbe reserved for awards not carrying
any obligation of service for pay.

Administrative Titles Which Normally Require Academic Rank

Dean of (University Unit)
Deanof (Schdol,-Collegei

or Division) °

Associate.Dean
Assistant. Dean. of (School,
College, or Division) .

Chairman- (Department or
Faculty.)

Administrative Titles Which Do Nbt

Assistant Chairman,
Director"(Center, Institute,
reporting to the Vice Presi

. dent.& Provost)
Assistant Director
Director of Admissions & Records
Librarian

Program Director
Project Director
Assistant Director'of Admis-
-sions & Records

.

Codidinator
Head
Assistant. Head
Academic Adviser (Chief,

Assistant) .5.

Editor
I

a

NOTE:. The vord"Acting" maylie prefi
use indicates the situation.

-15-

Require Academic Rank

Counselor
Staff Assistant
Assistant to --- (This position

is intended for a wide variety
of applications, yielding an
equally wide variety of duties
and responsibilities. General
supportive functions, depending
upon assignment.)'

d to any title when its

27



1.

ADJUNCT APPOINTMENTS

The adjunct title is used for persons who are engaged in
cooperative work with some agency or department of the Univer-sity. Usually such persons are full-time employees of an agencyother than the University, or of a unit witkin the University
other than the one where adjunct rank-is .to .be held, and, thus,
receive no salary from the unit where they wouldohold adjUnct-
rank.

Depending upon qualifications, an individual may be ap-
pointed as Adjunct Professor, Adjunct Associate Professor,
Adjunct Assistant Professor, or Adjunct Instructor. A person
recommended for the adjunct classification must hold at.leasxthe master's degree or its equivalent.

The adjunct classification does not carry. with.it votin
status in the University Faculty or lead.to% academic tenure.
However, persons holding the a4unct title are eligible to
attend social events-intended for the whole faculty, are eli-
gible for library privileges, parking wivilegen.to purchasetickets for athletic events at-9quIty ates, and-other similar
benefits.

Adjunct appointients may beroa term basis only.

4,

,' A department may choose to offer full rank to a University
employee_who is not budgeted to the department but who will
teach. Such a decision is an appropriate ,academic recognition
which in no manner implies a commitment to future budget allo-
-cation to the department for maintenance of the recognized in-
dividual in an additional budget line. '

. .

28
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EMERITUS FACULi'Y STATUS

%

-A member -of th'e faculty who qualifies, for retirement under
the:State Universities Retirement System may be granted Emeritus
or Emerita status upon retirement. The granting of such status
is achieved through the same recommending process as with initial
academic appointments and originates from the faculty.

A Visiting Professor may be granted Emeritui's tus even
though he does not qualify for retirement* undericthe tate Uni-
versities 'Retirement System. An Emeritus Professor listing is
appropriate for any Visiting Professor who served with- the Uni-
versity'for.a three-quarter year continually for two or more
years. For a:Visiting Professoi, Emeritus g-tatusis.not granted
except upon the recommendation of appropriate faculty, adminis

. trative officials, and approval of the Board of Trustees.

,

29
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VISITING PROFESSORS

- The Office of the. Vice President & Provost provides special
funds when available to appoint two or three (FTE) Visiting Pro-
fessors each academic year. In general., Visiting Professors areindividuals with national and,in many cases, international repu-
tations.from either governmental service or business, or, perhapsfrom other universities, who are interested in either full or
part-time'appointments with the University. Usually, Visiting
Professors are appointed for no longer than one academic year
and many are appointed for one quarter only. Visiting Professors
should not expect to hold long-term appointments with the Univer-sity.

nce appointments are based on the qualifications of theindivi uals, and particularly as related to their potential con-tribution to the University, all academic.units may submit re-
quests for a part-year or full-year Visiting Professor for the
ensuing year; however, any commitment must be made by the Office
of-,the Vice President &. Provost.

Deans and directors should submit nominations for Visiting
Professors to the Office of the Vice-President & Pipvost altig
with appropriate Personal and Professional Data forms by March
first of the year preceding the requested appointment. After
approval by this office, regular-appointment procedures should
be followed to process appointments.

30
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INTERIM POLICY STATEMENT

Anyone, who is to teach a Uriiversity course for credit must
have.a current appointment with the University during the time
of the teaching of the course. If the individual is paid, and
is not to be considered a candidate for tenure, the proper desig-
nation is "Visiting Lecturer" Or "Visiting - v - -u whatever
other rank might be considered to be more appiopriate.

If the individual is not to be paid, tfte proper designation
is "Adjunct" as a prefix before the rank which wouldinormally be
appropriate.

4

v.

31
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' 1

Term

TYPES OF APPOINTMENTS

f.

'Term appointments end on a specified date and can be
renewed only as a result of specific recommendation for:re-
appointment.-Whey presume no right to reappointment. All

- term appointments'shpuld carry the following statement:

"Appointment or :reappointment to this posi.-
tion shall create no presumption of a right

e to a subsequent appointment."

o

vv.

Continuing

Continuing appointments imply reappointment year by .

year unless notice is given to the contraiy at least six
months prior to the end of the fiscal year..

. Permanent Tenure

Permanent tenure appointments imply automatic appoint-
ments each year except in cases of retirement or dismissal for
cause or reasons of financial exigency. Permanent tenure 22-
pliqs only to the --faculty academic year..

32
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APPOINTMENT PROCEDURES.

Initial 'Appointment

Cn For each new appointee, the appropriate administrative
officer must forward the following materials to the Office of
the Vice President & Provost:

josition Authorization form
Seven Copies of the approved appointment form (new form

on NCR paper) .

Four copies bf the,Personal and Professional Data sheet
One W-4 form
One Illinois W-4 form
One Check Distribution card'

*

Transcripts,must accompany all appointments for three months
'or more ofTin.time employment. Where more than one
degree has been earned onWthe,transcript for the most
recent .degree need be submOted.

At the time appointment paper's are submitted to a prospec-
. tive appointee, the adminigtrativd officer is expected to inform
the individual (verbally or by memo) to contact the Personnel
Office tor information about the fringe benefit program of the
University.

Justification must be provided when certain conditions that
are exceptional are proposed. 'These items, include the following:

Salary increase (change of salary outside apprbved range for
rank; substantial salary change, for person who hag 'had
prior appointment on staff; substantial change ffoni prior
talary elsewhere.)

Equivalency for academic degree.

Twelve-month appointment.

Reappointment

For reappointees, the appropriate ,administrative officer
must forward the following(documents to.the Office of the Vice,
President & Provost:

Posiltion Authorization'form V*
Severi. copies of the approved appointment form (new form
on NCR paper)

Four copies of the Personal and Professional Data sheet if
three, (3) months has elapsed since prior appointment or
changes in educational backgraound need to be shown.

33
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4

Reappointment (continued)
WO

One W-4 form (not.needed it previous appointment concluded
any"time during the three-month period prior to reappoint-ment) .

One Illinois W-4 form (not needed if. previous appointmentconcluded any time'during the three-month period prior toreappointment).
One Check Distributioh,card (needed only if appointee hasbeen off.the payroll'in excess of one month).

Justification must be provided for salary increase if a sub-stantial change is Indicated; equivalency for academicde-gree;..a twelve-month appointment; ofrank if othgt,f thanfor the previous appointment.

\ %
Routing of Appointment Forms.

.4 I

APpdintment forms or recommendations for appoi tments shou d'originate witl) the department chairman or other equi alent adii -

i
istrative officer. Appointment forms and other neces ary docum ntsare to betforwarded.to the Office &f the Vice President & Provostthrough the appropriate administrative offices.

_I '

INS

34
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J.
. .

ppliCation for Faculty Appointment
,Southern Illinois University at EawardsVille 9/74
This applidation will become the formal contract upon 'completion of all approvals listed and return of i
completed copy to applicant.

. i.

NAME
(Last) (First) (Middle) , U.

/
a

(Zip Code)
I AGREE TO ACCEPT AN APPOINTMENT ON THE FOLLOWING CONDITIONS:

(Addrase)

,
Academic Rank.
ft

% of/
Time

FullTime
JAonthly

Salary Boss

Actual
Monthly
Payment

Position
Number

Unit or
Department

-

1

--- - --- ---
To be paid from
Account Number I

*
.

.

,
.

... . . .

ACADEMIC YEAR: (PALL, WINTER. SPRING. OTHER
.- EFFECTIVE DATES

CONTINUING TERM* r-1
APPO)NTMENTLJ APPOINTMENTI I

FISCAL YEAR. 19 OTHER
EFFECTIVE DATES

(ONDITIONS OF APPOINTMENT:
(Include position description)

IF A RELATIVE OF A MEMIER OF THE BOARD OF TRUSTEES. PLEASE STATE RELATIONSHIP.

I AGREE TO ACCEPT AN APPOINTMENT UNDER THE, ABOVE CONDITIONS AND SUBJECT TO 4HE PRINTED
CONDITIONS, SET FORTH (ON THE REVERSE HEREOF:

sft.I

SIGNATURE OF PROSPECTIVE APPOINTEE DATE SOCIAL SECURITY NO.

PLEASE SIGN AND RETURN ALL COPIES EXCEPT THAT TITLED "PROSPECTIVE APPOINTEE"

RECOMMENDATION:

DEAN OR DIRECTOR

DEAN OR DIRECTOR

APPOINTMENT:

DATE

J

DATE

VICE PRESIDENT DATE

MICE PRESIDENT DATE

Pursuant to Part III. Article VIII. Section IC, of the Statutes of the, Board of Trustees you are hereby appointed to the above
position, pending ratification by the Board of Trustees. -

to ratification by oard of TrusteesAPPOINTED,
..k,

1APPOINTED. or President's appointment ratifiedby action ofsub sit
Board of Trustees on '

PRESIDENT DATE DATE.

BUDGET INFORMATION:
POSITION NUMBER(S)

RESERVE LINE(S) FROM WHICH FUNDS ARE TO BE TRANSFERRED:

2 2--

4

0120.19 9174 oceetencArre nicasee

35
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CONDITIONS OF APPOINTMENT

1. Any member of the faculty who is appointed On a continuing basis to one of the permibent tenure ranks, namely, instructor, assistant pro- lfessor, associate professor, and professor, for the academic year (nine' months) normally will receive monthly one-twelfth of his annual,;
Way for the nine months period. of service. All members of the faculty not included within the definition above will be paid in accordance
wjth the-terms of their appointments. Members of the faculty .who are appointed on es.fiscal year or twelve-months' basis will be paid in i Of' ' accordance with. the terms of their appointments.

. ;-. . -
1

..

2. Where bath academic or administrative titles are to be held concurrently, both are listed, but pcademic salary rates and periods ofastignment ere distinct and severable from administrative and other salary rates and pikidds of assignments. Faculty members appointed toadministrative positior;s will be listed with two different salaries, one for the adminittrative position plus the academic rank and the other.
,,

1 for the academic rank alone. # /. ..
3. Each-full-time continuing and part-time continuing faculty member may participate in the State Universities Retirement System effective' I

the beginning date of his employment. A staff member other than a student, who is employed on a temporary basis at one-half or more in a
# position in which services are expected to be rendered on a continuous basis for at least one school year may also become a member,
v Participation may be elected on'the beginning date of employment or upon completion of one; two, or three years of employMent. Upon

Impletion of throe years of employment participation is mandatory. An individual who is age 58 or older at time of entrance into the Stateniversities Retirement System will not qualify for survivors insurance protection unless he has survivor insurance credits in one of theother State of Illinois retirement systems covered by the Reciprocity Law, . ,

i4.1 Members of the faculty appointed on a twelvemonths-ayear basis are pntitled to not more thin four weeks of vacation time within theperiod of appointment, including any time taken off during the Christmas, spring, and other scheduled vacation periods. They should.
. request vacation time on the usual absence forms. At least five working months must elapse before any vacation time is earned.
'5. Members of the faculty are entitled to time off on thcka legal holidays listed in the catalog, plus New.,Year's Day,' Libor Day, Thanksgiving.Day, Day after Thanksgiving Day and Christmas fihy, plus the one floating holiday, unl such holidays fall within scheduled vacationperiods, when they are charged avocation tin*.

6. The employment of a faculty me ber is governed by the lawi of Illinois and the Itatutes of the Board of Trustees, which laws and Statutesare a part of this agreement as if t out in full herein. Copies qt' the Statutim-are available .at the Office of the Board of Trustees.-...

7. Academic tenure is gbvemed by the following provision of the Statutes of the Board of Trustees, Part III, Article VIII, Section 6 B:
4 B. Academic Tenure.

A.

1. Tenure Ranks. Tenure shall hereinafter be interpreted as meaninglperrnanent holding of an academic rank and position ot employment.'
Tenure applies only to a basic nine-months appointMent each year. All regular members of the teaching and research staff with the ranks
of professor, associate 'professor, assistant 'professor, and instructor, shall be eligible to attain tenure. Whereas appointments in the threeprofessorial ranks will normally carry or. lead to tenure, unless made for a stated term or unless due notice to the contrary is given, in theuse of rnstrudtors all appointments will be term appointments unless otherwise specifically stated in a written notice of appointment
reappointment. Professionally Grained persons who serve In capacities the may be broadly interpreted as 'Involving teachirig and7or
restsgp shall be eligible foc tenure. The Board may, in addition, give tenure to specific persons-of the University organization not1Agaded in the above-named groups. A.

-Pr .2. Tobure Schedule. Tenure shall be granted to faculty members according to the follo- wing schedule, except when abridgement of theprobationary period is formally f uthorized. Years served in any rani( shall apply toward tenure In the next higher rank: -..-le) A professor shall have tenure nine months frdm the date of original appointment at this rank, unless he is given a written statementthat his appointment will be terminated at the end of-hissecond academic year closervito
(b) At the end ofa two-year probationary period an associate professor must be notified in writing either that he has been given tenureor that his appointment wilt not be renewed at the and ot.the third year. An associate professor who has served previoutly as assistant

professor at this University shall have tenyke from the date of his original appointment to the rank of associate professor..(c) Prior to the end of a four-year probationerY-Mriod an assistant professor must be notified in writing either that he has been Oran
tenure or that his appointment will not be renewed at the end of the fifth year.

(d) An instructor normally shall. be appointed for no longer than one Velar. Such term appointment may be renewed annually,, but if theinstructor is not to be reappointed followigg his second or any subsequent year of employment, he shall be given written notice notless than six months preceding the terminalon of his appointment. Prior to the and of the fifth year of service,the appointee must benotified in writing either that he will be given tenure starting with his sixth year of service with the Oniversity or that his termappointment will not be renewed beyond the slap year. ._

(o) A lecturer is a faculty member in a temporary or non-regular rank and shall normally be appointed for no longer than one academic
year. The appointment may be renewed annually, but if there is-uncertainty about reappointment following his second or anysubsequent year of employMent, he shall be given written notice not less than _six months preceding, the termination of hisappointment. Years of tonna, at ale rank of lecturer shall be applied toward. tenure In one of the foul regular Lanka (professor,

0 .associate professor, assistant professor, and instructor) if later appointment to one of these ranks, is made, but shall not ordinarily
lead to tenure in the rank of lecturer.

.. D
members of the factilty must at the 'time of their initial appointrttont deposit official transcripts of their highest degree attained jor

umulated credits if no degree has been awarded) in the President's Office fdr use in determining ranks and promotions.
9, Ins a condition of employment that each appointee agrees to abide by the provisiow of the University Pa nt and (or) Copyright Policywad any contractual obligations of the University to others with reference to chir overios, inventions, im rovements, compositions orcreations made, produced, developed, actually or consteuctiveh) reduled to practice or perfected during the ter of employment.

sst
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NAME

.41

5
4 pplication or Appointment to the Administrative Staff
Southern Il nois University at Edwardsville
This application will become the formal contract upon completion of all approvals
completed copy to applicant. ,

(

9/74-
listed and return- of

. I

(Last). (First) (Middle)

I AGREE TO ACCEPT AN APPOINLENT ON THE FOLLOWING CONDITIONS:

(Address) (Zip Coda)

Administrative
Title I

% of
Time

Full-Time
Mopthly

Salary Base-

Actual
Monthly
Payment

.

Position
Number

Unit or
Department
'-i

. if
1 To be paid from
j Account Number

i
,

I

.

.

D ,

YS . , . .

Term of Appointment:

JOB DESCRIPTION:

Position Reporting to(

IF A RELATIVE OF A MEMBER OF THE BOARD OF TR STEES, PLEASE STATE RELAtIONSHIP:

I AGREE TO ACCEPT AN APPOINTMENT UNDER THE O OVE CONDITIONS AND SUBJECT TO' THE PRINTED
CONDITIONS SET FORTH ON THE REVERSE HEREOF:

Beginning date

t

Ending date

Office Designation

Signatdre of Prospective Appointee Date Social Security No.

PLEASE SIGN AND RETURN ALL COPIES EXCEPT THATTITLED "PR9SPECTIVE APPOINTEE"

. RFCOMMENDED BY: j
.

kiministrative Supervisor Data ice President

a

Date President or Vice President,

OINTMENT:
ursuant to.Part III, Article VIII. Section 1C. of the Statutes of
Lion. pending ratification by the Board of Trustees.

OINTED, subjeatt ratification bytiad of Trustees

Dqe

Data

Date

the Board of Trustees you e hereby appointed to the above

APPOINTED; or President's appointment ratified, by
action of Board of Trustees.

Date

GET INFORMATION:
ion Numberls)
ye Line(s) from which funds are to be transferred:

, " -23
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et.

CONDITIONS OF APPOINTMENT

1. All members of the Staff will be paid in accordance with' the terms of their
appointments.. Members of the administrative staff who are appointed on a fiscal year
or twelve - months'. basis will be paid in accordance with the terms of their
agkointments. No salary will be paid in advanceof work performed.

'2. Each .full-time continuing and patt-ti-Me continuing staff member is required to
participate' in the State Universities Retirement System effective on the beginning
date of his employment. A temporary staff member, (other than a student), who is.
employed on ,a temporary basis at 'one-half time or more in a position in which
services ere' e>%pocted to be rendered on a continuous basis for at least one school
year is required to become a member after one year of ;uch employment and may
elect to participate during the first year of employment. An individual who is ago 58
or older at time of entrance into the State Universities Retirement System will not
qualify for survivors insurance protection unless he has survivor insurance credits in one
of the other State of Illinois reti'rement systems covered by the Reciprocity Law.

members of the staff dppoin led on z.. 1.velv.3-ri.:Jnt:I6 ayear Lasis are entitled to not
more than four weeks,c.4 vacation time within the period of appointment, including
Any time ;-taken off during the Christmas, Spring, and other scheduled vacation
periods. They should request vacation time on the usual absence forms. At least five
wyy king months must elapse before any vacation time is earned.

o

4. Members of the staff arc entitled to time off, on those legal holidays listed in the
catalog, unless such ho!idays fall within scheduled vacation periods, when they are
charged as vacation time.

J. The rmipiuytinvit Of a Staff Itleilmiutif is "ijovi.rned by the laws of I llineis c the
Statutes of the Board of Trustees; which laws and Statutes are a part of this
agreement as if set out in full herein. Copies of the Statutes are available at the ,
Office of the Board of Trustees. to

-;-----
6. All members o the staff must at the time of their initial appointment deposit

'complete offici I transcripts of their undergraduate and graduate credits in the
President's Office for use in determining classification, salary, and promotion.

t
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SOUTHERN ILLINOIS UNIVERSITY
SUMMER QUARTER APPOINTMENT

iiAME PsqoAL SECURITY NO4Lost First Middle
1f

HOME ADDRESS

1,agree to accept an ,appointment on the following conditions:

4
TITLE

(Basic title must correterd to Mote approved for payroll purposed

UNIT OR
DEPARTMENT

TO BE PAID FROM
ACCOUNT NUMBER

% OF
TIME

FULL-TIME
SALARY BASE

4CTUAL MONTHLY SALARY PAYMENT
JUNE JULY AUGUST SEPTEMBE R TOTAL-

., t
. 1

.
. .

. . I ,
,_

These figures are subject to July 1 increase whenever applicable unless otherwise indicated under "Other Conditions!' below.

0410appropriate oppointment period: 12 Weeks Quart 10 (Considered as 3 months for pay purposes)
8 Weeks Sessi n

If other than full periods named-above, state beginning dote end terminal dote (dote following lost work day)

OTHER CONDITIONS: N.

If related by blood or marriage to any member of the Board of Tru tees, plods. state relationship;

I accept an appointment .under the above} conditionsd subject o the printed conditions set forth on the revers* hereof:

Signature at Prospective Appointee Quote Dean or Director Dote
PLEASE SIGN AND RETURN ALL COPIES EXCEPT THAT TITLED "PROSPECTIVE APPOINTEE"

'NOTE: If this is not a continuation of a current appointment, this form must be iRccompanied by Personal and Professional Dataand transcripts, as v:.4011 as other pertinent payroll materials.

'RECOMMENWION:

Dot. '

ANOITMENT:

Pursuant to Part III, Article VIII, Section IC, of the Statutes of the Board of Trustees you ore hereby appointed to theraboveposi-
. Pion, pending ratification' by the Board,of Trustees.

APPOINTED, subject to ratification of Board of Trustees

VicePresideot Dote

APPOINTED, or President's appointment ratified, by action of
Board of Trustees-on



.11,41
1a. 41-

J

-
"CONDITIONS OF APPOINTMENT

1. Members of the faculty or administrative staff are entitled to time.off on those legal holidays listed.in the catalog, plus
New Year's Day, Labor Day, Thanksgiving Day, Day after Thanksgiving Day and Christmas Day, olds the qneiloating
holiday, unless such holidays fall within scheVed vacation mods, when they are charged as vacation time....

2. The employment of a faculty or adtninistraiive staff plember'is`governed by the laws of Illinois and the Statutes.of the
. Board of Trustees, which laws and Statutes are a part of this agreement as if set out in fit!! herein. Copies of the Statutes

are available at the Office of the BdardTrustees.

3. Academic tenure is governed by the irtiiowing provision of the Statutes of the Board of Trustees, Part III, Article VIII,
Section 68-:

B. Academic Tenure.
1. Tenure Ranks. Tenure shall hereinafter be interpreted as. meaning permanent holding of an academic rank and position

of employment,. Tenure applies only to a basic nine - months appointment -each year. All: regular members of the
teaching and research staff with the ranks of professor, associate professor, assistant professor, and instructor:, shall
be eligible to attain tenure. Whereas appointments in the three professorial .ranks wilt normally carry or lead to I
tenure, unless made for a stated term or unless due notice to the contrary is given, in the case, of instructors all
appointments will be term appointmentiunless otherwise spec' ifically stated in a written- notice of appointment or
reappointment. Professionally trained. persons who serve in capacities that may be broadly interpreted-as involving-
teaching and/or research shall be eligible for tenure.. The Board may, in addition; give tenure'to specific persons of the
University organization not included in the above-named groups.

2. Tenure Schedule. Tenure shall be granted to faculty members according to the.following schedule, except when
abridgement of the probationary period is formally aOthorizedi Years served in any rank 'shall apply toward tenure
in the next higher rank:
(a) A-professor shall have tenure nine ths from the date of original appointment at this rank, unless he is given

a written statement that his appointment will be terminated at the end of his second academic year of service.
(b) At the end of a two-year probati4ary period an associate.professor must be notified in writing either.thathe

has been given tenure or that his appointment will hat be renewed at the end of the third year. -An associate
'professor wbb has served previously as assistant professor at this University shall have tenure from the date, of
his original appointment to Isl.; rank of associate Professof.

(c) Prior to the end of a four -year, probationary period an -aSsistant professor must be notified in writing either that
Ntie has been given tenure or that his appointment tosof "not be renewed at the end of the fifth year.., .

(d) An instructor normally shall be appointed for no longer Than one year. Such term appointment may be renewed
annually, but if the instructor is not to be reappointed following his-second or any subsequent year of employ-
ment, he shall be given written notice not less than six months preceding the tertninfition of his appointment.
Prior to the end of the fifth year of service, the appointee must be notified in writing either that he will be givOn
tenure starting with his sixth year of service with, the University or that his term appointmerft will not be
renewed beyond the sixth yeas!

(e) A lecturer is a faculty member in a temporary or non-cegular rank and shall normally be appointed forno longer
f than one -.academic gear. The appointment may be renewed annually, but if there is uncertainty- about re-
appointment following his second or any subsequent year of employment, he shall be given written notice not
less than six months preceding the termination of his appointment. Years of service at the rank of lecturer shall

, be applied toward tenure in one of the four regular ranks (professor, associate professor, assistant professor, and
. instructor) if later appointment to one of these ranks is made, but t all not ordinarily lead to tenure in the rank

.of lecturer.
. All members of the facet or administrative staff must at the tinie of their initial appointmerg deposit official transcripts

of- their highest degree a ained (or accumulated credits ifno degree has been awarded) in thePresident's Office for use indetermining ranks and promotions.

It is a condition of employment that each appointee agrees to abide by the provisions of the University Patent and (or)
Copyright Policy and any contractual obligations of the University to others with reference to discoveries, invecttions,;
improvements:compositions or croQions made, produced; developed, actually or constructively reduced to practici or
perfected during the term of employment.

.11
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surtm r.x.ssum FAY SCHEDULE - EFFECTIVE 1973 SUMMER 4VARTII
0 .

NOTE: All figures were atrtved at by using, a contract salary of $1000.00

:i4- .

JUNE JULY

.,:b weeks(Juno.July.Aug.Sept.) 500.00 1000.00

11 weeks(June,July,Aug,Sert;) 250.00 1000.00
11 weeks(June.July.Aug.Scpt0 500.00 1000.00 ..,

10 weeLci(July.Aue.Sept.) - 1000.00
10 weeks(June.July,Aug.) 500.00 .1000.00
10 weeks(June.July,Aog.Sept.) 250.00 1000.00

\ t.

9 weeks(July,Amg,Sept.) - 750.00
9 weeks(June.JulY,Aug.) 500.00 1000,00
9 weeks(Joly,Attp.Sept.) '1000.00
9 weeks(June.guly.Aug.) 250.00 1000.00

8 weeks(July.Aug.Seet.) - 750.00
8 weeks(June:July,Au,t.) 250.00 1090.00
8 weeks(July,Aug.Septd 500.00..
8 weeks(JunS.July,Aug.) 500.00 loam6
8 weekspuly,Aug.) -. wpm:

rs

7 weeks(July.Aog.) 1000.00-
7 weAs(July,Aug.) 750.00
7 weeks(July.Aug.Sept.) - .00.00
7 weeks(June.July,Aug.). 500. 1000:00
7 weeks(July.Aug.Sept.) 250.00
7 weeks(Junc.JulyAug.) 2501.00 1000.0

6 weeks(July,Aug.Sept.) .' 250.00
6 weeks(June.Ju*.Aug.) 250.00 1000.00
5 weeks(Jhly,Aul.) . -. . 1000.00
6 weeks(Au7.5) - 41% -

6 weeka(July,Aug.) - 'iso.00
6 u:...,s(..Tuly,Auz,.) - 500.00
6 vesIcs(Juno.JulY) 500.00 1000,00

.

5 weeks(JUne.July) 500.00 750.00 -,

5:weeks(July,Aug.) 500.00
5 weeks(July,Aug.) 750.00-
5 weeks(Aug,,Sept.)
5 weeks(Aug.Seot'r)
5 weekS(July,Aus.) 1000.00
5 weeks (July,Aug.) - 256.00
5 weeks(June,July) ,250.00 1000.00

''4 weeks(Aug.) ..../

4 weeki(luly) .1000,00
4 weoki(Aut.Sept.)
A .7*,e1.,S(Yuly.) - , 500.00
4.weeks(June,Jilly)
4 weeks(Aug.Sept:1

500.00
-

500.00 .

4 weeks(July.Au3.) -

4 weeks(June.july).

4'weeks(July,Aug.)
It

4'250.00

-

750.00

.1 5.900

3 weeksUtc.) ,.

, -
3 weeks(July) 0.90
3 uteks(Aw..5:41t-.)

3 weeksOLly:Aug:). 5C0.00
3 weeks(June,Jul0

, ',Sop.00 250.00
3 wecks(Ahp4Feot.)

3 weeks(JL1y,A:14.) 250.00
3 weeks(June,JulY) 250.00 500.00

2 weeks(Au3.5eptr)
7 weeis(july.Aue.) . - 250.00
2 wecks(Jhns.Julv) 250.00 250.00
2 vcekg3pet.).
2 weeks(u6.) -

2 weeks(July) 500.00
22 weeks(Sune) 500.00 -

1 we. k(Julle) 250.00
250 00

1 we.k(,%ur.)

1 week(Se0t.) 2 5-

1

AUGUST SEPT. TOTAL S.S.
DOLLkRS

i ,
.

1200.00 500.00 3000.00' 3 months

1000.00 500.00 2750.00 2 3/4 mos.
1000.00 250.00 2750.00 4 2 1/4 mos..

1000.00 500.00 2500.00 2 h mos.
1000.00 2500.00 2 L, ros.
.1000,00 250.00 2500.00 2 L'-nos.

1000.00 500.6..1 2250.00 2 1. mos.
750:00 2250.00 2 t mos.
1000.00 250.00 2250.00 2 ros.
1000.00 2250.00 2 k OS.

1000.00 250.00 2000.00 ? months
750.00 - 2000.00

2 nn=1000:00 500.00 2000:00
500.00 - 2000.00 2 months
1000.00 2000.00

1 in: osthm .
750.00 1750.00 3/
1000.00 -' 1 3/4 mos.
1000.00 .250.00 Iggl 1 3/4 mos.
250.00 _ 1750.00 1 3/6 mos.
1000.00 500.00 1750.00 1 3/4 mos.
500.00 - 1750.00 1 3/4-!mos.

1000.00 250,00 Ivo.00 1 ;5 nos.
250.00 - - 1500.00 1 35 nos.
500.00 . 1500.00 1 31 -os.

1000.00 500.00 Isoo.-co. 1 ! mos.
7.50.00 '1500.00 1 15 m,.. .
1000.00

.'t.14.

.
153C.C3
1500..00 '-,' ::.as.

'r -
1 ;. nos...

750,00 -
1250.00

1 I; MCS.
500.00 -

1250.00
1250.00 1 k nos.

750.00 500.00 1250.00 1 k nos.
1000.00 250.00 1250.00 1 , mos...

250.00 - 1250:00 1 ;,, nos,

1000.00 .- 1250.00. 1 1-. nos.
- 1 k mos.1250.00

1000.00 1000.00 1 month
,.i

- 1000.00 1 month
500.00 500.00 1000.00 1 =nth
500.n0. 100040 I ..._ail:

-

750.00 250.00 1,[0g;gg ; 1 month'

-

1 month

1month

750.00

2So.00
-

-

.- 1000.00

l000m
1000.00 .0 1 nOnth

1 month

750.00 750,00
- - 750.00 '3/4 mo.

3/4 mo.

250.00 750.00 -33'174' "-.::

500.00 25C'.00 750.00

- 750,00 3/4 no.
2501,00 sco.co 750.00 3/4.no.
500.00 750.00 3/4 -o.

- 750.00 3/4 no.

250.00 250.00 500.00 "1/2 mo.
250.00

.

- 500.00 h ro.
. - 500.00 i.... mo.

500.00 500.00 11 no.
'500.00 - 500.00 -i.mo.

500.00 .. mo.
500.00 Is mo.

250,00

250.00

250.00 1: Mc).
250.00
250.00 Z.
250.00 me.



SOUTHERN ILLINOIS UNIVERSIT1p. EDWARDSVILLE

PERSONAL AND PROFESSIONAL DATA

Name
Last First Middle

Home Address Phone

Business
Address Phone

Date of Place of
Birth Birth

,
*Marital Spouse's Sons Ages

Status First Name Daugh- .. ii

.., Mule Female Iters * g Ages
,...

U.S., Citizen Citizenship applied for.
I

Date of this photog aph .

.
4us

Height Weight ' State of Health PhysiCal
Defects .

Social Security No. (Note: All persons employed must pass a physical examination)
6.

EDUCATION (following (sigh school ;'please attach transcripts)
Dates Institution and Location i Major and Minor Name

EXPERIENCE (teaching,lusiness, etc.) Title (Nine
Salary

months
Dates Institution. and Location or Rank academic year)

MILITARY SERVICE
bate Entered

A

Date Di4harged

4

Degree

Date Conferred

Nature orWoric
or Courses Taught

Military Branch laresent
Highest Rank Held , of Service Status

ERENCES (at least three; give full name; and addresses)

105O-1438-3

N42

- 2 6



414 -

MEMBERSHIPS IN PROFESSIONAL, CIVIC, AND VETERANS ORGANIZATIONS

0>

PUBLICATIONS AND PAPERS READ AT PROFESSIONAL MEETINGS

. a
THESIS AND DISSERTATION,TITLES, AND NAMES OF-MAJOR ItOFESSORS

RESEARCH ACTIVITIES, PROJECTS, AND GRANTS

SPECIALIZATION (preferred teaching subjects)

(secondary subjects, training, preferences, special skills)

j7

`43
a

Signature
-26a-

Date



,

SOUTHERN ILLINOIS UNIVERSITY-EDWARDSVILLE
POSITION REQUEST AND AUTHORIZATION FORM

sition Rank Academic
and/or Title Rank

Adminiatratim,e
Title -

Total Pct- -Maximum

Log ft.

(if applicable)

cf Time Monthly Salary : Academdc $ 7. Administrative $ 7.

DEFINITION OF RESPONSIBILITIES:
Teaching

f

Research

Service

BUDGET INFORMATION

Budgeting Unit(i)
Account No.

Source of Funds
Account No.

111 Budget Line Number (where applicable)

Type of Budget Position Against Which Appointment is to be. Made:

New °Continuing [19 Mos. Effective Date

O Vacated TTerm 012 Vbs.* Terminal Date

0 Other

PROGRAMMATIC JUSTIFICATION FOR REQUEST:

+Is

* Needs Prior Authorization From Vice President & Provost

REQUESTED BY

AUTHORIZED BY
ENTERED'IN BUDGET

Initials Date.,

44
- 27-

DISTRIBUT/ON: 1.White-Dean/Director 2.Yellow-V.P. & Provost 3.Pink-Payroll 4.Green-Fiscal(officer

Date

Date



Southern Illinois University at Edwardsville

Authorization of PositionsGrants, Contracts, and
Other Non-State Funds

INSTRUCTIONS: The fiscal officer should list all positions tp be approved, sign the form, and forward it to the applopriate
r ,,, or Director. All projects that have been processed by the Research and Projects Office must have this authorization
.,oroved by the Research and Projects Fiscal Management Office. The non--state, local, or activities accounts that have-not

pioccosed through .the Research and Projecti Office should be forwarded directly to the Office of the 14ssistant Vice
illesiaent for Personnel (e.g. AGP, MAC). IVheo submitting appointment papers, refer to account title and Poi Mon number.
No appointment will be approved without Viol:authorizer of position.

University Account Title and Number

.r t$ of Aufliori/Jtion FuodinrAuth,oilization
(if applicdae) (if applic b

Division or unit

University Current Maximum
itot. Title, Flank, or Pct. of Date Pos. No. of Monthly. Authorized
No, Classification Name (if knowii) Time Active Months Salary Salary

1

3

5

7

9

to

Recommended by:
Fiscal Officer

Academic Dean or Director

Office of Research and Projects Fiscal Management
(if applicable)

Office of the Vice President

'Office of the President

Entered in Budget Office

WHITE: ,Research and Projects Fiscal Management Office
YELLOW: Vice President's Office
PINK: Payroll
BLUE GREEN: .Fiscal Officer

4 5.GOLDLNROD: Academic DeanaiNctor

ncv.sed: March 1972
n.t,O7

a- TO BE USED WITH RESTRICTED ACCOUNTS

REPARED BY FISCAL OFFICER

-28-



SOUTHERN IL !NON UNIVERSITY P.AVIlt"

PLEASE DELIS ER MY SALARY WARRANTS WHEN ISSUED. AS FOLLOWS: DATE

I. To the ampus Distribution Poitst:
Alto East St. LOuis Edwardsville

0 2. To the Ba k: Name of Bank

Bank Am-mint NO.

03. To my Home Address

Address of Bank

EFFECTIVE DATES: fOID To

SIGNED

PLEASE SUBMIT IN DUP ICATE

a

4f
-29-

DEPARTMENT



Erhployee's Withholding Allowanco Certificate .
The explanatory material- below will _help you determine your correct number of withholding allowances,

and will indicate whether you should complete the new Form W-4 at the bottom of this page.

How Many Withholding Allowances May YouClaim?
Please use the schedule below to determine the number of allowances you may claim for tax withholding.purposes.

In determining the number, keep in mind these points: if you are single and hold more than one job, you may notclaim the saute allowances with more than one employer at the same time; If you are married and both you and
your wife or husband are employed, you may not claim the same allowances with four employers at the same time.A nonresident alien other than a resident of Canada, Mexico or Puerto Rico may claim only one personal allowance.

Figure Your Total Withholding Allowances BeloW
(a) Allowance for yourselfenter 1 .
'Tb) AlloWance fOr your wife (husband)enter 1
(c) Allowance for your ageif 65 or overenter 1
(d) Allowance for your wife's (husband's) ageif 65 or overenter 1
(e) Allowance for blindness (yourself)enter 1
(f) Allowance for blindness (wife or husband)enter 1
(g) Allowance(s) for dependent(s)you are entitled to claim an allowance for each dependent

you will _be able to claim on your Federal income tax return. Do not include yourself
or your wife (husband)*

(h) Special withholding allowanceif yiu have only one job, and do not have a wife or
husband who works enter 1

(i) Totaladd lines (a) through (h) above
If you do not plan to itemize deductions on your income tax return, enter the number
shown on line (i) on line 1, Form-W-4 below. Skip lines IR and (k).

(i) Allowance(s) for itemized deductionsif you do plan `to itemiie deductions on your
income tax return, enter the number from line 5 of worksheet on back

(k) Totaladd lines (i) and (j) above. Enter here and on line 1,. Form W -4 below '
*ii you ore in doubt as to whom you may claim as a oependens, see the inStructsons which came won your last Federalf..turn cally..)uf loci,: Intern.. nb.en.e Sre(4sCii OfilLe

See Table and Worksheet on Back if You Plan to Itemize' Your Deductions
Completing New Form W-4

If you find that yoy are entitledtto one or more allowahces in addition to those which you are now claiming,
please increase your number of allowances by completing the form beloW and filing with your employer. If the
number of allowances you previously claimed decreases, you must file a new Form W-4 within 10 days. (Should
you expect to owe more tax than will be withheld, you may use the same form to increase your withholding by
claiming fewer or "0" allowances on line 1 or by asking got additional withholding on line 2 or both.)

NrGive the bottom part of this form to-your employer; keep the upper part-for your records and information vr

Voting County
EMPLOYEE'S WITHHOLDING EXEMPTION CERTIFICATE

Please Type or Print
Year

Date of Birth

Social Security No. Name Last First Middle

Legal Address : City State Zip

Mailing Address it other than above City State Zip

New.,.Erif ployee

Name Change
Was

Address Change

Exemptions ChatIge

FORM W-4
(Rev. Aug. 1972)

MARITAL STATUS MUST BE DESIGNATED
Single Married

(If married but legally separated, or wife (husbar(d) is a nonresident alien.
check the single block)

r
1. Total number' of allowances you are claiming
2. A straight percentage deducted from each pay %----(15% - 50% range)
I certify that to the best of my knowledge and belief, the number of withholding allowances claimed
on this certificate does not exceed the numher to which I um entitled.

4850-1.047-1 1-28-72 (Date) , 19 (Signed)

-30 47



What if You Itemize De n s ?

If you expect to itemize ductiuns on your income tax return-, you may be entitled to claim one or more additional withholding
allowances on line (j) on age 1. You may claim one additional withholding allowance for each 5750i,or fraction of $750, by which
you expect your itemile deductions for the year to exceed the amounts shown in columns (A), (B), or (C)

Estimated
salaries and

Vd1191111

Single
employees

(with one job)
(A)

Married employees
with one job

(wife or husband
is not working)

(B)

Married employees (both
husband and wife working)

and emplgyets working
more than one job

(C)

Under 58,000 $1,700 $1,700 $1,700
$8,000-10,000 1,800 1,800 2,000
10,000-12,000, , , 2,200 2,200 2,700
12,000-15,000 2,400 2,400 2,700
15,000-20;000 2,400 2,400 3,300
20,000-25,000 2,400 2,400 4,000
25,000-30,000 2,900 2,400 4,900
30,000-35,000 3,800 2,400

,
5,900

35, 0,000 4,900 - Ia. 2,700 6,900
40,000 000 6,400 3,500 7,900
45,000-50, 001 7,900 4,500 ' 9,100

ilf your annual salary or wages exceeds $50,000, you may claim one additional withholding allowance for each 5750, or
friction of $750, by which your expected intemized deductions will exceed the following: -A single employee with one job-19
percent of annual salaryor wages: A married employee with one job whose wife or husband is not working-13 perent of bnnual
salary. or wages; A married employee wnose wife or husband is also working or an employee who holds more than one job-22 per-
cent of the combined or total annual salary or wades.

Determining Withholding Allowandes For Itemized Deductions
The worksheet below will be helpful to you in determining whether your expected itemized deductions entitle you to claim

one or more additional withholding allowances. '

Worksheet
1 Total estimated annual salary or w ges (from all sou'rces) I 1 I
2 Total expected itemized dedu ons for the year
3 Appropriate amount from c umn (A), (Li), (C) or footnote 1, above
4 Balance. Subtract line 3 from line 2. (If "0" or less, you ere not entitled to additional

allowance(s) for' itemized deductions)
5 If the amount on line 4 is:

Enter on Enter on
Between line 5 Between line 5
40- 47541 1 $2,.e51-$3,000 ... 4

151-1,S00 2 3,001- 3,750 ... S

1,501-2,250 3 3,751-- 4,500 .,,, 6
A

Note: If the amount on line 4 is over $6,750 you get 9 allowances, plus I allowance for
each $750 or fraction thereof by whkh the amount on line 4 exceeds $6,750. If
the balance on line 4 is less than "0", you may be having too little tax withheld.
You can generally avoid this by claiming one less allowance (than the total
number to which you are entitled) for each $750 by which the estimated
deductions on line 2 are less than the amount on lino 3.

Enter on
Between line 5

34,b1)1-45,250 ...
5,251-- 6,000 ...
6,001- 6,750 ... 9

3

Enter this
number on

line (j),
page 1.

48

- 30a-
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ILLINOISFormForm 1L-W-4 DEPARTMENT
OF REVENUE

EMPLOYEE'S ILLINOIS WITHHOLDING
tEXEMPTION-CERTIFICATE

PRINT FULL N ME-.
SOCIAL SECURITY NO.

LOVE&
Fl this form with your ern-

es% Otherwise he must
wi Illinois income tax
from your wages without
exemption.
EMPLOYER:
Keep this certificate with
your records. If the employee
N believed to have domedtoo greet an -exemption,
please inform the Illinois
Dept. of Revenue.

I CERTIFY that the

HOME ADDRESS

HOW TO CLAIM YOUR ILLINOIS WITHHOLDING EXEMPTION
1. Write number of exemptions 'to which you are ENTITLED on yourFederal Income Tax Return (Form 1040)

2. To claim your full Illinois exemption, enter the amount shown on Line1. If you elect to reduce the amount of your Illinois exemption for EIpurposes of withholding Illinois income tax, enter a lesser number
exemption sialmed on this fortified* does net meal the *mount to which I am entitled

MOW
, 19 (Slimed)

FORM !LVA
NOTICE TO EMPLOYEE

1. Personal and dependency exemptions allowable for Fed-
eral Income Tax purposes may be used to compute your
Illinois withholding exemption., I temized deductions allowable
for Federal Income Tax purposes VI NOT allowable for
Illinois Income Tax. DO NOT increase your Illinois exemp-
tion for itemized deductions for federal Incomi Tax purposes.

2. You may file a new certificate at any time if the number
of your exemptions for Federal Income Tax purposes IN-
CREASES.

You MUST file a new certificate within 10 dais if the
exemption previously claimed by you DECREASES because,
of a reduction in the number of your exemptions for Federat
Income Tax purposes.

The dash of a wife a dependent does not Med your

withholding remota:on until the next year, but requires the
filing of a new certificate. If possiNe, file new certificate
by December 1 of the year in which the death occure.

For further information, consult the Illinois Deportment
of Revenue or your employer.

3. Do not claim an Illinois exemption in excess of the
amount to which you are entitled. You may claim a lesser
amount. Every individual whose annual tax can reasonably be
expected to.exceed the amount Withheld and any credits allow
lid by more than 560.00, shall file with the Illinois Department
of Revenue, a declaration of estimated tax.

4. Fen:ethic Penalties are imposed for willfully supplying
falls Information or willful failure to \supply information
which would reduce the withholding exemption.

00'

4 9 0



CHANGE OF ASSIGNMENT OR OTHER -

CONDITIONS OF APPOINTMENT

For a regular staff,,member (including term, continuing, or
tenure)the Change of Msignment form must be used to recommend
a change in title, rank, salary, or other conditions or appoint-
ment during the effective period of the appointment. Itis, nec-
essary that full information, including a terminal date when ap-
propriate, be provided and that justification for the proposed
change be given.

1

The Change of"Assignment form should be initiated by the)
department chairman tet equivalent administrative officer and
forwarded to the Office of the Vice PresidentA Provost through
the appropriate administtative offices-.-, The Change of Assign-
ment does not become effective until approved and ratified by
the Board . of rustees.

List of Changes Effected b a Change of Assignment:

All leaves exclusive of sabbatical leave..
Change of rank other. than at regular promotion time.
Change of account from which salary is to be paid.
Change of function (i.e. adding administrative assign-
ment as department chairman).

Change of salary base At timedther than regular salary
increase recommendations. ,-

Payment of extra compensAtion for approved overload.
Retirement.

/.

The Change of AssigmMent form is-not to be used to extend
any contractual agreement. This must be accomplished through
the issuing of a new contract.

Budgetary commitments associated with such changes of assignment
must be provided for within the budget of the requesting unit.

50
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40
CHANGE OF ASSIGNMENTi-TITLEAR CONDITIONS OF ASSIGNMENT'
(NOT to be used for Extension of Appointment) !

Southern Illinois University at Edwardsville

PRESENT STATUS

NAME a SOCIAL SECURITY NO
(FIRST) (MIDDLE)(LAST)

Academic Rank or
Administrative Title

% of
Time Salary Position Number Unit or Department ) Now Paid From:

Account Number
7 . . ...

.
.

,
.

. '

,,
.

.... 1
,

RECOMMENDED STATUS

Academic Batik or
Administrative Title

s... % of
Time Salary Position Number Unit or Department To be paid frpm:

-Account Number
.

/-

.

. , .

,

AIM. .
c .

,- .

1

IF APPLICABLE, RESERVE LINE FROM WHICH FUNDS ARE TO B TRANSFERRED:

EFFECTIVE DATE(S) FOR CHANGE (beginning and terminal): t,

COMMENTS AND JUSTIFICATION:

STAFF MEMBER
DATE

UNIT OR DEPARTMENT
vta DATE

. DEAN OR DIRECTOR
DATE

DEAN OR DIRECTOR
DATE

VICE PRESIDENT

PRESIDENT OR VICE PRESIDENT
28643

PRESIDENT'S OFFICE
-33-

51 DATE

DATE



O

FLOG CHART FOR PERSONNEL MATTERS IN ACADEMIC AFFAIRS

Step I

Step.

r.

Receipt-of papers and entry into the log by Academic
Affairs Receptionist.

Xerox made of initial page of each set of papers, tobe dated and sent within one day to the originating
department,as an acknowledgement of receipt of papers.

Ib Check of completeness of pape
plete,(i.e. missing transcri
form) papers will be returne
ment with request for complet
page then kept in house for r

s. If gapers are incom-
t, W-4 forms, P, and P
to originating depart-
on. Xerox copy of first

ecord purposes.

Ic If papers are complete, Xerox copy is returned to orig-
inating department." Papers go forward to Step, II.

II Cheek of papers far appropriateness according to pro-cedures, statutory and other.. -At state II a check ismade to see that the salary range is appropriate; thetitle and rank'are consistent with, the preparation indi-cated on the P and ' form; all necessary contingenciesare clearly indicated on the contract; that potentialconflict of interest questions are' answered with Ap-proval of Outside Employment forms; budget and posi-tion check is done on the papers to make sure that theyagree with the pgrsonnel services budget printout.

If papers are complete and meet all check-lists, theyare to be sent on to Step III. If they are not com-
plete, they are to be returned to originating unit-with a memo clearly indicating what the problems are,with a Xerox copy of the original page maintained in'our files for record purposes. At such time as the
papers are clear of all the items on the, check -list,they are to be processed to Step III.

Step III Papers are reviewed again and are approved for payroll
and budget and the Vice President & Provost's name isaffixed.

Step IN, Following the signature of the Vic President & Provost,
papers are to be sent to Payroll an a Xerox copy,
INCLUDING the Vice President & Provost's authorizing
signature and the date, is to be sent to the originat-ing department as notification that the papers havecleared this office.
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Step V An Opropriate Board Matter is at this time prepared
for,the ensuing Board meeting at which approval bythe. Board of Trustees is required.

Step VI Following action by the Board, notification is- sentto the unit of the Board action, and entry is made
into the permanent file of the faculty, member.

VIa All matters, or a copy of all matters related to fac-
-ulty status, including promotion and tenure, will beplaced in the central permanent file of the faculty
member.

1'
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PROMOTIONS IN-ACOEMIC
4

Nomination's for.promd ion in rank originate with the depart-

.

Ment chairman, or equivalent academic officer'and are reviewed, inturn, by the approp4ate'administrative'officer,
Vice PresidentProvost, anethe'President.

The format tpbe followed preparing promotion materialsis shown BEMT following pages, Only one dossier for each nomi-nee for promotion is submitted to -the Officelof the yicePresident Provost.
. -

A complete statement of the policy of the Board of Trusteeson the -criteria to.be employed in evaluating faculty-for pramo-,* .

tiqn also.appear's in the pages following.

Because of the relatively lane pro rtion of faculty -in the
4

ranks of professor and associate professor,- the following guide-.lines are set forth 'to assist in establishing for pro -motiohs. What follows is an :attempt to objectify in some-meaning-fut'andconcise way the bases:for promotion recommendations)

1. General -Guidelinet for 'Promotion RecTMendfc5ions
. . ,

A. Promotion is based on'excellence in teaching, in scholar-
ship and creative work,sand in various, administrative, prd-
fessional, academic, or civic services. A candidate fdrpromotion should demonstratemeritorious contributions' inat lease two of these three,areas and be satisfactory inthe o.ther, or dtmoAstrate exceptional excellence in one.Personal and praBssional integrity are, of course pre- -sumed.© Promotion to,any rank is a recognition of past
achievement and a sign of confidence that the man or
woman is capable of greater responsibilities and accom-

. plishmentS.. The ultimate purpose of all promotions-is to
; build the best-possible faculty. All faculty who have
not achieved the full professoriate are technically eli-gible to be conpidered for-promotion.

-B. Promotion to assistant professor is based on the faculty
member's, haVing (1) attained the terminal degree in hisdiscipline or dope equivalent advanced or creative work,
(2) had successful experience as a teacher, and (3) shown,
intellectual aflt Scholarly promise. The faculty member
becomes eligible for promotion consideration in whatever
year these criteria are met.
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C. ProMotion to associate professor is based on (1) possessionof the terminal degree or equivalent professional experi-ence, ('2) the candidate's continued growth as a teacherand scholar and.(3) his successful assumption of depart-mental and Univers ty responsibilities. Frequently, amajor consi rati n-is the faculty member's capacity foradvanced' and g aduate 'teaching that has developed fromhis own significant contributions to knowledge- -and hispromise of continuing independent research. Promotion tothis rank for other reasons rests upon proven abilitiesand exceptional accomplishments.

An assistant professor is normally not considered beforethe fourth year of his service, but may beconsideredearlier if his is an exceptional case. The period of in-tensive review is during the period of his fifth, sixth,and seventh years.

An assistant professor nearing retirement May be consid-ered for promotion to associate professor on the bases oflongevity and general contributions to-the University..

D. Promotion to protestor is based on scholarly, professional,and creative achievement beyond that required for the associate professorship. In scholarship or creative work, thecandidate should have achieved professional recognition inhis field. In academic, administrative, and professionalservices, he should have contributed markedly to the ad--vancement of the University.

An associate professor is not normally consideredib rethe fifth year of his service, but may be conside d ear-lier if he isran exceptional case. The period of interi=sive review is during the period of his sixth throughtenth years of service. A

Promotion to full professor is not made on the basis oflength of service to the University alone.

II. Bases for Promotion
41.

A. Effectiveness in Teaching

1. It is recognized that an accurate assessment of qualityof teaching is very difficult. Excellence of teachingis nevertheless recognized by many, as the most importantof the criteria and each Dean is charged with the respon-sibility of making a very careful annual assessment ofthe quality and effectiveness of the teaching done by

55

-37-



each member of his faculty. This assessment is,Aqo be
available in writing and should be discussed with the
facult member prior to its becoming a part of per-
sonnel file.

2. Valuable Traits in Teaching

a. Command of subject -

b, Familiarity with advances in his field
c. Ability to organize material and to present it with

force and logic
d. 'Capacity to awaken in students an awareness of the

relation of his subject to other fields of knowledge
e. Grasp of general objectives
of. Ability to vitalize learning
g. Ability to arouse curiosity toward further and more

independent learning-
h. Ability to stimulate advanced students to higher

creative work
Maintaining a sufficiently high standard of achieve-
ment

j. Fairness' and judgment in grading'
k. The extent and skill in the general guidance and

advising of studentssand the contribution to stu
dent welfare -

3. Leadership and achievement
ideas and teaching methods.

the development of new

B. Productive Research or Literary or Artistic Creation

1. Productive research or creative work is not merely a
matter of quantity. The quality of such work is obvi-.

ously of far greater importance in evaluating the con-
tribution of a faculty member in his field. The Dean
is expected to base his recommendations upon an earnest
effort to measure the quality p-f the research and other
creative production done by each member of the faculty.

2.. Publication in the following is valued according to its
quality and significance -- scholarly books, textbooks,

0 q.eviews, reports, articles in scholarly and professional
journals, and participation in projects of scholarly
interest. '

C

3. Distinguished creation receives consideration equiva-
lent to distinction achieved in research. Public rec-
ognition is valuable in these matters as it is reflected
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in professional awards, the assignment of unusual tasks
and commissions, the acceptance of the faculty member's
work in permapOht collections or its publication in
leading professional journals, invitations to partici-
patefin signifiaant exhibitions and any other public
honor op the local, national, or international sene.

4. Demonstrated professional distinction is recognized as
a criterion for promotion. INareas such as music,
theater, and dance, distinguished performance is con-
sidered.

C. Service to the University and the Community

1. Here are included all activities other than teaching,
research, or creative work, which may be viewed as dis-
tinct contributions to the University or to the faculty
member's field of learning, such as interest in student
welfare (as evidenced by counseling and advising); ser-
vice in-department and University committees; partici-
pation in the activities of state, national, and inter-
national professional organizations; and civic contri-
butions in the area of the faculty member's speElaliza-
tion.

2. Recognition is given to faculty members who prove th
selves to be able administrators or who participate

.effectively .and imaginatively in University governme t
or the formulation .of departmental,- divisional, and.
UniveKity policies.
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BASIC PROMOTION POLICY

ar

Qualifications for Rank ,

An earned doctor's degree is the usual minimum academic quali-fication to be considered in recommending persons for the rank ofprofessor, associate rofessor, and assistant professor. An earnedmaster's degree is the ual minimum academic qu'alification to beconsidered in recommending persons for the rank of instructor.
These degrees are not required, however, in cases where trainingand experience clearly indicate the person's ability to do effec-tively the quality of work commensurate with the privilege andsalary of the rank. All facutly members should acquire, an accept-able amount of additional training at reasonable intervals. As amatter of general pojoitcy, persons under 45 should be encouraged .and expected to secure the doctorate.

*

( Promotions from one rank to another shall not follow automa-tically when a faculty memberfshall have raised his formal quali-
,fications to meet the requirements of a higher rank, but/shall bebased on merit and.,made according to the procedure outlined in the,Statutes of the Board of Trustees.

/

Proportions in. Rank

Although the distribution, of the faculty among the various
ranks must be determined by many factors and cannot be the sameat all times, it is desirable that the number of faculty membersin each of the ranks shall be approximately equal.. Consistent .with the distribution of preparation and,experience which actuallyfollows such a distribution of ranks and with, the availability ofstate funds to meet the additional casts of appointment to highe/---

,ranks, the University will move gradually toward such a distribu-tion.

Promotions

It is recognized that r ommendations for promotions, as well
as for initial appointment and -merit increases, ultimately depend
upon the judgment of the administrative officers concerned. Inmaking such recommendations, administrative officers shall presentevidence that the individual has, in addition to the usual formal
qualifications, meritorious qualifications in terms of one or moreof the following criteria:

5E3
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A. Effectiveness in teaching.

B. Research and creative activity.
(This includes productivity in areas such as art, speech,
music etc.)

0
C. Other services to the Univer4ty.

(E amples of such services are: representing the Univer-

tt
,sty in a distinguished manner in concerts, speeches, or
c nsultant work; editing professional journals; giving
o standing performance in councils, committees, etc.)

It is understood that these criteria are not to be given equal
weight in the evaluation, but that the weighing will depend upon
the nature of the work which is being done by the person who is
being evaluated. The following methods of evaluation are proposed:

A. Effectiveness in Teaching.

It is recommended that each department select Oom
the evaluation methods listed below those which the
department desires to employ in evaluating the teach-'
ing ability-and achievements of its members. After .

using such methods as the department selects, the
results shall be forwarded by the chairman, with his
recommendations, to the dean of his college or to the
appropriate administrative officer, and thence through
the regular administrative channels as provided in
the RE-kaws and Statutes of the Board of Trystees:

1. Conference with colleagues in depart
2: Reports of chairman, dean, director, e
3. Questionnaires filled out by graduating seniors.
4. Student opinion polls.
5. Opini.ons of alumni obtainedtthrough interviews

or questionnaires.
6. Interviews with students on graduating list.
7. Ratings made by administrative officers or com-

mittees after regular ,systematic class visitation.
8. Comparison of student Standings on departmental

examinations.
9. Comparison of student performance on pre- and

. post-tests.
10. Study of activities in which students engage while

taking course.
11. Investigation of student activities subsequent to

taking course.
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12. Examination of published materials bearing on
teaching.

13. Inspection of outlines, syllabi, and other mater-
ials developed for use in the course.

14. Observation of discussions in committees, con-
ferences, and meetings bearing on teaching.

15. ParticipatiOn in local, regional, state, and
national organizations concerned with teaching.

. Researc andCreative Activity.

Evide ce of achieVements in research and creative activ-
ity s ould be presented to the appropriate department or
office head by means of the personnel reports or in any
other manner this-officer shall determine. The evidence
shall then be forwarded to the appropriate dean or admin-
istrative head through the regular channels provided by
the BL-Laws and Statutes of the Board of Trustees. The
serviceiU7 consultants may TraaVihenever necessary to
determine the worth of any production.

C. Other Services to the University.

Where such services are performed by persons who are
assigned primarily to,the departments or faculties the
chairmen of the departments or faculties concerned shall
be responsible for requesting the recommendationsifrom
the heads of the areas or divisions in which the services
have been performed. Where the services are performed by
persons not assigned primarily to departments or facul-
ties, the recommendations should originate with the admin-
istrative heads of the areas or divisions in which these
services would ordinarily come. If there is doubt about
the appropriate area or division concerned, then the rec-
ommendations should originate in the office of the Presi-
dent ox Vice President Provost.

Policy on Promotion of Persons with Academic Rank Holding
Non-Academic Assignments

In addition to the usual procedure for academic promotion,
the President may receive from other administrators recommenda-
tions for academic promotion of any qualified persons in their
organizations who already hold the ranks of instructor, assistant
professor, or associate professor. After subjecting the recom-
mendations to appropriate' review, including any academic unit
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involved, he shall either forward them to the Board of Trustees
with hii endorsement or return them to the initiating officer for
future consideration. Any faculty member holding academic rank
has the right to equal consideration with other faculty members
for proMotion upon his merits regardless of the location or nature
of his assignment. It is the function of the administrative of-
ficers involved to implement this policy and of the President to
see that its implementation is effective.,
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PROMOTION RECOMMENDATION
Revised 6/1/73

I

SOUTHERN ILLMOIS UNIVERSITY

Recent Picture
approximately

. .

-11V

2%

C

9/74

Name Rank Academic Unit

is recommendedlor.promotion to the rank Of-

Chairman Date

Dean, Director,or Division Head Date

Vice President & Provost Date

President Date
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9/74

Information on Candidate at Time of His Employment.

A. Date of Employment
Age

B. Rank and Title

C. Hi eat Degree

D. Special,Qualificationsr

E. Experience in Other Higher Institutions:

F. Nature of Initial Assignment:

It
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II. Changes Subs6quent'to Employment:

A. Degrees.Completed:

Universitx_ Degree

B. Promotions Granted:

4 9/74

Date Conferred

1. Date
From (rank) to

2. Date
From (rank)

1971-72

to

C. Monthly Salary: (Salary for current year and 4 previous.years)

1970-71 1969-70 1968-69 ' 1967-68

4$

. Nature of Present Assignment: (include full academic year).

6 4
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III. In Support of This Recommendation:

A. Evidences of mounting excellence in assigned work during present rank:/
(Space as needed)

B. Evidences of growing acceptance and statue in special field:

(Space as needed)

C. Other evidence of quality, effectiveness and professional commitment
as it relates to this recommendation:

(Space as needed)

. Cumulitive summary of assignments:

(Space as needed)

AL

E.. Evidence of student and other evaluations of teaching:

(Space as needed)

Please supply supplementary material as it applies.



APPROVED SALARY RANGES
FOR ACADEMIC RANKS

The following ranges of monthly salaries for the several
academic_ranks are applicable for 1972-73. They will also
serve at ene 1 guides for recruitment for 1973-74.

Tenure Gaining Ranks Minimum Maximum

Professor $ 1,600 q $ 2,600.
Associate Professor 1,200 2,100
Assistant Professor 900 1,700
Instructor 750 1,300

Non-Tenure 'Gaining Rinks

Assistant in 500 1,000
Lecturer*

,
.

Although academic officers are requested to work within
these practical maxima and minima, it is understood the Vice-
President & Provost office may be petitioned to make exceptions
(prior, of course, to the makin of any commitments). The rea-
son for the review of exceptio by the Vice President & Provost
is that paying a substantial n tuber of very high or very low
salaries actually has the effect of creating new salary policies
and should, therefore, be examined in the light of both past
policy and present budgetary provisions. Requests for excep-
tions (see form) to these salary ranges should be made by the
appropriate administrator to the Office of the Vice President
& Provost; and must be approved in writing prior .to the proffer-
ing of a contract.

* The Lecturer rank is used as a short.-term appointment desig - \
nation for someone who might be awarded one of the professorial
ranks were he to be employed on a continuing basis. An equiva-

. lency to o of the, ranks should be demonstrated for purposes

Di
of establi hing appropriate salary (i.e. if the lecturer's qual-
ifIcatio <were equitable to those of an associate professor
either in training or-experience, ot both, the range of $1,200
to $2,100 would pertain.) Before a hecturer can be'considered
for tenure he must normally be promoted to an academic tenure-
gaining rank.
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APPROVED SALARY RANGES FOR ADMINISTRATIVE STAFF*
0

Title Monthly Base

4 2,000
- 1.,600
- 1,800

1,200

800 - 4400
800 - 1,700

1,200 1,900
80.0 - 1,500
700 1,200

1,200 - 1,900
800,= 1,700.
500 -

ielates proportionately
to salary level of posi-
tion it assists

Program Director 800
Project Director 800
Coach 700
Assistant Coach
Assistant Director of

700

Admissions ords
Coordinato
Head
Assistant ead
Academic dviser
Editor
Counselor
Staff Assiitant
Assistant to

ti

I

* Requests for deviations from the above ranges require the
prior approval of the Vice President & Provost and should
be submitted on Form.fbr Justification of Exceptions.
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PAY RATES FOR F1ART -TIME ACADEMIC STAFF

The monthly salarY base for part-time staff should be with-
in the same guidelines teed for full-time staff with similar cre-
dentials,,, However,-for, part-time faculty, t` ,e monthly rate is
based on a full-time teaching load of 15- - 16 hours: thus a 3
credit-hour course normall levels to 'a 20% a. .ointment. a A
credit-hour course leve s to a appointment.

NOTE: These criteria do not'apply to cooperating teachers,
applied music lecturers or personnel compensated on
an hourly basis.
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FACULTY STATISTICAL REPORT

.
Four times each year (by quafter) each member of the faculty

and administrative staff is expected to submit a report which
relates activities to budget. It 'is thus important that the
Faculty Statistical Report be completed in detail with As much
accuracy as possible.



SOUTHERN ILLINOIS UNIVERSITY
AT EDWARDSVILLE FACULTY TAT L REPORT *INSTRUCTIONS ON BACK .OF LAST PAGE

THIS INFORMATION IS EEOEO 0 PREPARE THE UNIVERSITY DIRECTOR&S PLEASE CHECK F ACH E1F9101 PIHSONAt NT 4 G11./kr, 1.'0.
ST AFF IDENTIFICATION DATA RECT OR ADD MISSING T HERE NECESSARY IF YOU ARE BUDGETED TO IWO OR MORE ACCOUNTS YOU WILD NEE' TO CO1.41 i TI A

FORM FOR EACH ACCOU

CAVEUS ()DARTER YEAR ADMINISTRATIVE TITLE ACADEMIC RANK LAST NAME FIRST INITIAL SOCIAL iECURITY NO

9/74
DEGREE SEX BI DD CAMPUS OFFICE LOCATION ROOM OFFICE PHONE THIS REPORT Y. 10TAt APP, DEPARTMENT OR UNIT TO UNIT ACCOUNT NUATIA I'

1
. ONLY F011.

.

HOME' S THEE T AND NUMITT H HOME COY AND STATE HOME PHONE SPOUSE S NAME Of I 0.1 11',I lINt Y

PI I ASE ESTIMATE TO THE NEAREST HOUR THE NUMBER OF HOURS PER WEEK YOU SPEND IN EACH ACTIVITY LISTED RE .I OW 0' E,
I AST SHE( I OF THi-, T01,,,, , .

"I I ASE PROVIDE A tom r of .,r;. ,PROFESSIONAL. ACTIVITIES ARE IN DOUBT ABOUT CATE001111ING AN ACTIVITY PLEASE REFER TO THE REVERSE SIDE. OF THE
THE DEFINITION OF EACH ACTIVITY IF SEVERAL FUNCTIONS ARE INC' UDED IN A SINGI E ACTIVI-T

OF STAFF MEMBER HON OF ALL OF THE ACTIVITIES OR FUNCTIONS WHICH ARE INCLUDEO IN YOUP TIME ESTIMATE

hollEI`: RI R WI ER I i.,lt I" SSIDNA i EXPLANATION OR DESCRIPTION OF THE ACTIVITY WHERE NEEDED .
KEY PUNCH USE

'.. ACF,Y,F,TO 4.'1,.,,. I -CHM USE IR U O

``AHDDOI.

, 'Ill

DIRECT TEACHING
.1 J , IEE'', IIN ,II i t OuR,t 5

, -, F CM , EltiN, 1 N l .'.15

.44

10-13

INDIRECT TEACHING
FRE St., ,,f -t1Itl.

8%

14.17

14 ,5
INDIRECT TEACHING

,, IvrIO Si .1,01 .EVE,

C%

18-21

C

16-17
INDIRECT TEACHING

.J.-,FAs LEvi

D%

22-25

D

5 19
INDIRECT TEACHING

BE ,C,Nr, vS rS E

ES'.

26.29

,'C 2' DEPARTMENTAL RESEARCH
F%

.30.33

22 31

1--
,c

THESIS & DISSERTATION
C_GUIDANE

'

24 25
.

CREATIVE ACTIVITIES
.,

.

"E; ORGANIZED RESEARCH
PROJECT TITLE

FUNDED BY

G%

34-37

.

t"
20 39 ORGANIZED RESEARCH

P 0 T

F BY

TITLE

.10 31 ORGANIZED RESEARCH
PROJECT TITLE

FUNDED- BY

32 33 ORGANIZED RESEARCH
T TITLE'PROJECTJEC

D BY

34-35
INTRA-UNIVERSITY

COMMITTEES

H%

35.41

36 32 )
OTHER COMMITTEES

.

18 39 ADMINISTRATION .

41
EXTENSION 'AND'
PUBLIC SERVICE'

,'
154

42-45

42 41
NON-UNIVERSITY

PROFESSIONAL ACTIVITIES
. .

TCTA,
HOURS SUMMARY

'

T C.) INSURE ACCURACY AND TO ASSIST IN THE
TARuLA HON, OF DATA PLEASE ENTER IN THE

TO FISCAL 'OFFICER.
PLEASE REVIEW E PROFESSIONAL ACTIVITY OF
THE ABOVE ED ERSON AND TRANSLATE THE

TOTAL
PERCENTAGE

..PACI. ON THE LEFT A SUMMATION OF YOUR
-rovRS WORKED PER WEEK FOR EACH DEPART-
MINT OR UNIT TO WHICH YOU ARP BUDGETED
AITEFI ENTERING YOUR HOURS WORKED. SUM

HOURS LISTED IN THE COLUMN ON THE LEFT INTO
PERCENTAGES TO ASSIGNED ACTIVITIES IN THE
-CHM USE" COLUMN. THESE PERCENTAGES MUST
EOUAL 100% FOR EACH DEPARTMENT OR UNIT TO

I 9.I.. . RE
THEM AND VERIFY THEIR AUTHENTICITY BY SIGN-
ING THIS REPORT ON THE LINE TO THE LEFT .

CA ",4
/14

-

WHICH THE ABOVE NAMED PERSON IS BUDGETED SIGNATURE

AFTER ASSIGNING. PLEASE SIGN THE REPORT ON
THE LINE TO THE RIGHT

DATE

-

DI IBUTION . COMMENTS:
i iNS IONAL RESEARCH 4. 7 0.0e---

. 50.55

o
0
-

g
P

STU ES *
2 VIC rPRE !DENT A .

3 STOOL OF SIMILAR Lf T

4. 4).fit5ARTMENT \ "t
5. J,F1IFIVIDUAL 4 6 b -

)

.



9/74

PURPOSE OF. REPORT

.
.

Southern Illinois U amity Is dependent upon appropriations from the State Legislature for a major portion of Its financial support With V's
mold expansion and 'in reamed fiscal needs, the Illinois Board of Higher Education was created by..the legislature to review budgets and pragrornq
of the State Universities. To help In this task the Board initiated a unit cost study to provide a more objective basis for the allocations of funds. Thu
results of this study serve as one basis for budgetary review. This Faculty Statistical Report was developed to implement the cost study by collect-.
log necessary data concerning the distribution of faculty service. These data also provide valuable Institutional management resources for Southern
Illinois University.

DEFINITIONS OF PROFESSIONAL ACTIVITIES

DIRECT TEACHING includes the time expended In duties normelly associated with direct contact teaching of students In college credit classes.
Sucn "normally associated" duties as preparation for classes or labbratories, evaluation of student progress, supervision of student research,
student practicum, thesis and -dissertation for students officially enrolled for credit in the present quarter, end conferences with students enrolled
in classes taught are included in these activities. Also Includes teaching of extension classes for College credit. Do'not report here supervision or
thesis or other graduate student committee activities for students not specifically enrolled and assigned to you in the presenrquarter.

INDIRECT TEACHING includes all assigned activities associated with the instruction of college credit studentil other than direct contact teach -
in Examples are: Supervision oft teaching by others, academic advisement, procurement and preparation of It oratory equipment and supplies,
preparation of course outlines, paper grading for students enrolled with others, direction of extracurricular actIvit Including coaching of athletics
debate. music or drama groups not specifically enrolled for course credit with you, remedial teaching. Instructional materials preparation, mainte-
nance of shop machinery or instruments. Report Academic Advisement activities In this category. All Indirect teaching acthfity should be allo6ated to
the tour levels of student classification. .

DEPARTMENTAL RESEARCH Includes all research activities carried on under the auspices of the department and supported by departmental funds
in the form of salary and departmental service and supplies. ResearCh for the specific purposepf preparing to teach a new course should be inctud-

s an IndlreCI teaching activity.

E818 At41) DISSERTATION GUIDANCE includes all those activities provided to Graduate Students not specilicall7 enrolled or assigned to you
fbr the present quarter Report here, the time taken to supervise thesis /dissertations or other graduate student committee activities for students not
specifically enrolled in SUCh classes and assigned to you In the present quarter. 4

CREATIVE ACTIVITIES include professional writ! all academie fields and those performing and specialized activities generally associated with
Art and Music.

-

ORGANIZED RESEARCH is research for which a specific sum: of money has been set aside either for specific projectsor as the budgetfor a separate
research agency Organized research activities may be funded from a "Research General Account," "Organized. Reactereh Budgeted Account" "Co-
operative Research Account," Private business or other non-state funds.

.

%...

INTRA- UNIVERSITY COMMITTEES Includes all those committees outside the Immediate department or unit which haVa been establiehed In response
to institutional or campus needs. This category includes school, college, campus or university administrative cOMmitt , faculty.councils, and other
planning groups. s .

OTHER COMMITTEES includes all those committee activities not classifiedas Imre-university. Such comm as relate to governmental agencleall,
or inter-institutional coorslinatIon are examples of Other Committee activities. Committee membership nit e-ganizatIons should be Included
as a non-university professional activity. ,

ADMINISTRATION Includes the usual activities of general administrative officers and that of theirassistants; the maid work of deans, directorti and
department or division heads, and that of their assistants. It also include: Departmental membership duties required of faculty members. All sab-
batical leave time should be'teported under this activity.

EXTENSION AND PUSLiC SERVICE Includes assigned activities performedfor off-campus or non-University groups. Examples ere: -(1) Adult edu-
cation. secondary and elementary classes, contract training programs, Institutes, conferences, clinics, end sub-colieglete-credit programs however
sponsored. (21 Assigned ,community and business consultant services, cilAical and educational services, services I'e ofettIonal and special interest
groups (3) assigned, printing, editing, publishing, news media service% radio and television services, and (4) Other assigned similar activities where
elements of public service and relations are Involved Do not report activities for'which compensation; beyond rerirolii. vent salary, la received. All
non-assigned activities(?), this nature should be reported under non-University Professional Activities.

. NON-UNIVERSITY PROFES8IONAL ACTIVITIES Includes non-asilgrIspactivitles performed for off- Campus or rwr-unlversity 'groups which have
an indirect relationship to the university. Mincingl professional organization activities should be Included In this cate.-ory. Include those activities

wnish compensation Is received If such-activity Is university rested and the *enviers is Irregularly performed.

-46c-
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SALARY ADJUSTMENTS

1
,

Annual Salary Review

A thorough review of salaries must be made by department and
faculty chairmen, or by comparable administrative officers, and by
deans and directors at the time of the annua' spring salary review,
As a result of this review, salaries are set for one year. Exceptfor the most compelling reasons, "out-of-season" salary adjust
ime is will not be approved by the Vice President & Provost.

E ective Dates for Salary Increases

New sEaary rates for continuing personnel become effective
on July 1, following Board approval.

New salary rates for term personnel become effective on
July 1, following Board approval, if the necessary reappointment
forms have been processed. (New summer session papers are not
required.) New salary rates for term personnel whose contracts
extend beyond July 1 are effected only if a Change of Assignment
is procepsed. Since the new salary rate cannot be made retro-
active, it is necessary that the Change of Assignment indicating
the new salary be submitted prior tO July S.

Any s ala; y increase not included and approved by the Board
of Trustees on the annual salary increase list effective July f
must be supported with a statement of justification before it
can be processed.

44.
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POLICIES RELATED TO COMPENSATION FOR EXTRA SERVICES *

COMPENSATION FOR EXTRIrSERVICES

Under date of December 1, 1971, the University senate, FaCulty
Welfare Council's policy on compensation for .extra services was
adopted by the President. The adoption was subject to the development
of guidelines. The guidelines as developed and approved:by the
President have been endorsed by the Faculty Welfare Coundil and the
University Senate Executive Committee.

A restatement of the policy and the statement of guidelines are
presented in the following material.

FACULTY WELFARE COUNCIL #5-70/71
(Revised 9/30/71) c,-December 1,.1971 Policy for Compensation

for Extra Services in .

Extending the Mission
of the University

In order to extend more effectively the mission of the University, the
'"/ Faculty Welfare Council of the University' Senate recommends the establish-

ment of the following policy regarding additional compensation for extra
services:

so,

1. Any activity for extra compensation shall be entered into by
mutual agreement between the faculty member and the appropriate
administrators of the academic units involved. While exceptions
may be made according to the individual judgement of the
appropriate administrator, these activities shall ordinarily
be limited to faculty members on continuing appointment.

2. Compensation dhall be based upon contact hours and academic
.rank in non-credit teaching, and on credit hours and academic
rank in credit courses.

3. No faculty member shall be.assigned more than one overload.;
course, whether for credit or non-credit, in any'academic year.

3a. An o4erload is defined as being'in excess of the
teaching and/or service loads described in Faculty
Welfare Council #1-70/71.

t

*A ademic Affairs Transactions #31, June 26, 1972

7 3
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June 26, 1972

*

9/74

Page 2

4. Extra compensation for teactlfcredit courses on an overlOad
basis shall be limited to loca ions outside of designated
University Attendante Centers (Edwardsville, Alton,and East
St. Louis).

5. For professional service at conference, occasional spot
presentations, or University services to outside agencies:

5a. Payment shall be negotiated between the faculty
member and the appropriate Universitstainistrator.

5b. Payment may be made to faculty members for services
performed outside, but not within, the sponsoring
unit (division, department, schood; other).

GUIDELINES AND PROCEDURES
FOR POLICY ON COMPENSATION FOR EXTRA SERVICES

Persons Eligible

Persons holding.full-time teaching appointments during the period
of time covered by the extra services for extra compensation, alone are
eligible to teach credit or non-credit courses on an overload basis.

Persons 'holding full-time faculty or faculty administrative
appointments during the period of time covered by the extra service
for extra compentation are eligible under section 5 of the policy
covering conferences, occasional spot presentations or University
services to outside agencies.

'Extra Services for Extra Compensation

Services performed over and above any and all services covered
in the recipient's current full-time contract and en such extra
services will not in any, manner compromise or adversely affect the
performance of services covered by the recipient's current full-time
contract.

Non-Credit Hour Courses Distinguished from Conferences, Occasional
Spot Presentations and Services to Outside Agencies

Non-credit hour courses have a rese blance to credit ,hour courses
in structure, program and time sequence and usually. incorporate techniques
for evaluating student progress and may include the giving of a certificate
of accomplishment or completion.

Conferences, occasions] spot pt ations and university services.
.to outside agencies are usually of short concentrated duration and usually
are for purposes of informirig, advising )r sharing of information rather
than instructing.

14
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4'

Sponsorship (Section 5b of the Policy)

For University State Funds,,the unit dispersing such funds becomes
the sponsoring unit.

For all other University funds, the external source from which the
funds came, whether directly or indirectly for the purpose for which
'extra compensation is warranted, is considered to be the sponsoring unit.

4

Approvals for Extra Compensation for Extra Services

Approvall for extra compensation for extra services will'follow
organizational channels with final approval resting with the functional
area Vice President, or with the President for units not organizationally
under any of the Vice Presidents. Approval must be obtained in advance
of the service.

Method of Payment

Extra compensation for credit and.non-credit coursed will be paid
as an addition to salary.

,

Extra compensation for conferences, occasional spot presentations
or University services to outside agencies will be paid on a contractual
services basis.

Rate of Pay

Extra compensation for credit courses, will have a maximum rate of pay
of.one months teaching salary (1). Other tes may be formulated by
units so long as they do not exceed' the mmum.

Extra compensation for non - credit courses will have a maximum rate of
pay of one months teaching salary <1) for services corresponding to the
extent of services for a credit course. A lesser extent of services would
warrant a pArated decrease of one months salary. Other rates may be
formulated by units so long as they do not exceed the maximum.

Extra compensation for conferences, occasional spot presentations:
or University services to outside agencies will not exceed a maximum of
one months teaching (1) salary during a annual period beginning with the
Fall Quarter and a maximum rate of $200 perday. The individual's
professional quilif1cations and the number of contact hours should be
considered in determining the actual daily. rate of pay within the *0
maximum.

(1) The person's. teaching salary exclusive of any administrative
allowance.

(5
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Maximum Overload I

For teaching credit and:non-credit:,courses, the maximum overload
is One course during an annual period beginning with thaFalLQuarter.

For conference, occasional spot presentations, or 1.1:Jiver ty services
to outside agencies, the maximum overload,is 20 days, wheth full days or
partial days, during an annual period beginning with the F 1 QUarter.

Maximum overload in a fiscal year is limited to eider acteaching
overload or extra services under section 5 Of the PoliCy,, but not both.

Other Types of Bxtra Service

o
Other types of e.tra services not specifically enumerated in the

policy will be considered on an individu lbosis but will generally
be considered to fall under section 5 of he policy and therefore the
guidelineNpplicable to that section.

'

- ..1

Certification of
1
Extra Service. for Extra Compensation

The following certificatiOn must appear on the forms' submitted for
payment of extra compensation (change of assignment form for'salary
payment or invoice voucher for contractual payment): "This extra
service is over and above services required by the Current budgeted
contract. It will not affect performance under such contract."

Exceptions

Limited exceptions'to the guidelines may be warranted for special
circumstances. Requests for exceptions require complete explanation
and justification.

COMPENSATION TO FACULTY MEMBERS WHO
OBT0 AND CONDUCT SPONSORED PROJECTS

Approtrd April 1, 1972,'by the President

Southern Illinois University at Edwardsville is genuinely interested in
P-4'2 encouraging faculty members to seek support from extramural agencies for

projects which show promise of contributing to the excellence of the total
University and that coincide with the University's objectives.

Faculty members are encouraged and assisted in their efforts to obtain
extramural funding for their projects. It must; hOwever, be clearly under-
stood that faculty members remain employees of the University even when they
are paid from grant funds, and that they remain subject to all University'
policies. Awards normally are made to the University, not to individuals'
and any agreement which a faculty member negotiates with an agency is
governed by University regulations. Specific guidelines ate listed below.

76
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June 26, 1972 Page 5

.1) The University permits compensation from project funds to be
negotiated at a rate based on the salarypaid to the faculty
member by the University. In no case will an estimated salary
or a salary negotiated by the principal. investigator with the
agency determine the individual.'s actual salary. Employees
being paid from grants and/or contracts are University employees
and salaries for these employees must be approved through regular
University procedures.
s. -

2) Normally, the faculty member who receives salary support Prom
any extramural agencywill be reassigned .and paid froth the
grant account fdr that portion of his time budgeted for in the
grant, and will be released from University teaching duties
in direct proportion to the percent of time allocated in the
grant

3) In unusual circumstances t'he University may allow extra pay
for extra services. if approved.'by the granting agency and
appropriate University officials. Any overpayment agreement
must adhere to the extra compensation for extra services
polity recommended Itirthe University Senate and approved by
the President.

*

.
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INTERIM DIISLMATION 'ALLOWANCE'

9/74

1. The University recognizes the need for providing a dislocation
alloWance to regular, full-time faculty under certain-condi-,
tions. La order to. be eligible for such additional compensa-
tibn, a faculty member' must:

A'.. be teaching-or be on other University assignment off-campus

1: as part of regular,,in-load.assignment;
2. at a distance of more than 150 miles from Edwardsville;

and,
3. be engaged in such activity that he is required to'be on
.16cation away from Edwardsville for more than two (2)
consecutive nights..

ILA AlmixinUm. payment of $250 will-be negotiated as part. of an
overload payment and will be paid as supplement to income
through regular payroll processes with all appropriate with-
holding deductions.

III. No -faculty member may receive payment in any one year from
the University (including overload and dislocation payments)
of more than 13 months' salary.

POLICY STATEMENT REGARDING PAYMENT TO FACULTY

Effective Safe:fiber 1 1974, all payments to faculty for any
1.1tpose with the exception of travel expenses will be- effected by
hange of assignment and/payed theough the normal payroll processes.

The maximum amountp which may be paid in,salary (exclusive of
travel reimbursement) in any one `year may not exceed thirteen -
twelfths (13/12).of monthly base salary.

78



ACADEMIC TENURE

-Tenure Ranks

Ir

Tenure shall be interpreted s meaning permanent holding of
an academic tank an position to employment subject to statutorylimitations: (Tenure pplies,only to a basic nine-month appoint-ment each year. All egular members of the teaching andresearchstaff with the ranks f.professor, associate professor, assistant
professor, and instructor shall be eligible to attain tenure;
The Bbard may,, in additiongive tenure to specific persons ofthe University oiganization-notincluded in the above-named groups,.

Tenure Schedule

Tenure shall be granted.to facurty'members according to the
following schedule, except when ab.ridgement of the probationaryperiod is formally authoriied. Years served/in any rank shall
apply toward'tenure in the next higher rank:

1. A prbfessor shall have tenure nine months from the
ladate or original appointment at this rank, unl sshe
is given a written statement that "his appoint'ent
will be terminated at the end of his second a ademic
year of service:

t-

2. At the end of a two-year. probationary period an
associate professor must be notified in writing -

eith,that he has been given tenure br that his
appointment will not be renewed at the end of the
third year. An associate professor who has serred

,

previously as assistant professor at this Univdr-'
sity shall have tenure from'tge date of'his origi-
nal appointment to the rank of'associate professor:A

3. Prior to the end of a four -year probationary per-
iod an assistant professor musli bb notified in 4

writing either that he has been even tenure or .,
that his appointment will. not be renewed at the_
end of the fifth year.

4. An instructor normally shall be.appdinted fet 1-1d
. longer than one year. Such term appointment may:

be renewed annuhkly,.but if the instructoris not
to be toappointed following his second. ?r any sub-
sequent year',of:empkoyment, he shall be given
written notice not less than six months preceding
the termination. of his'appointment. Prior to the

- 79
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o

end'of the fifth year of service the appointee
must be notified in writing either that he will
be given tenure starting with his sixth year ofservice with the UniveTsity`or that his, term
appointment will not be renewed beyond the sixthyear..

5. A lecturer is a-fpculty member in a temporary or
non-regular rank and'shall normally be appointed
for no-longer than one academic year, and in no
case longer than six years.- The appointment maybe renewed annually, but if there is uncertaintyaboqt reappointment following hit second or any
subsequent year of employment, he shall be given
written notice not less than six months preceding
T})9 tquination of his appointment. Years of ser-
vice at the rank of lecturer-shall be applied to-
ward tenure in one ofthe four regulai ranks (pro-
fes'sor, associate; professor, assistant professor,
and instructor) if later appointment to one of
these ranks is made,,but shall not lead to tenure
in the-rank of lecturer. Every attempt should be
made tosmove,a lecturer into one of the professor
ial ranks prior to .the time of tenure decision if
the awarding of tenureis anticipated:

1.0

Annual Review

It shall be the responsibility of the head of each appro-

,

priate gnit to review annually the status of each member ofhis unif and to make suitable recommendations reagaTding promo-tion expectancies, salary status, and tenure status for eachperson within that unit. A yearly conference should be con-
'ducted between each faculty or staff member and hilOchairman
or administrative superio=r to discuss yearly goals And at-tempt to assess\ho* well they were met. A written report of
each canferene4 )hould be available to serve as part of the
documentation for salary increase and promotion as well as
for-tenure consideration.

V
Procedures for Making-Recommendations

The forms on the following pages are to be used in.making
recommendations for academic tenure. Note that two forms, areprovided - Norm A is to be 'used to recommend that tenure

'granted; Form B is to be used toerecommend that tenure not
be" granted and that the faculty member be notified that -'Tiffs



appointment will not be extended. One copy of .the appropriate
form must be submitted to the Office of the Vice President &
Provost. After consultation with the Dean of the Graduate
School, the Vice President & Prollest will forward the recom-
mem:rations to the'Board of Trustees.

NOTE: Official information concerning tenure can be found on
,

page 31 of the BE-Laws and Statutes of the Board of
Trustees (as amended Aligust 20, 197177

IA

)0.
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. FORM A

SWUM ILLINOIS UNIVERWY
Edwardsville

RECOMMENDATION CONCERNING TENURE

Generil Information:

Name

Depiirtmont or Faculty

Age

Date of Appointment at S.I.U. Tenure Due

Rank and Title

Highest Deem*

Other Special Qyaltfications:

Dite!Conferred

pcperience at Other Institutions:

qegr41141L-- Year

Nature of Present Assignment:

Position

Permanent Tenure in recommended effectived.

- 82

Chairman Date

!flan or Di2ctor Date



try

TI. The following fnfornation is Provided to Support This Recommendation:

A. Xvidence of Effectiveness in Tiachingt
7

B. lividshoi of Research and Creative Activity:

C; Other Seritices to the University:

a

I
/E3 3

- la
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I. \1*
General Information;

Name

'','.

37Department or Vacuity ..,:

..,

Date of sppointment at S.I.U. ,,,

e.L
Tenure Due

AL
-Rank and Title

VORN

so;insiiior ILLINOIS UNIVERSITY
- Edwardsville

COMMENDATION COMMUNING TEN=

Highest Degree
Data Conferred

Other Spacial Qualifications:

r.

Experienza ac. ether /nstitutions:
Urivera Year Position'"

Nature of YPresent Aoj, ignment:,

p

)

Permanent tenure is not recommended.

should be notified. In writing that his aipointsmnt will not be remind at/ the and of the current yelps.

I.

po

Chairman Date

De pr Director

':5241110 a
Date



II. The Following Information is Provided to Support this Recommendation:

(1
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MOVING EXPENSES

Is
In general, the University does not pay moving expenses

for new faculty members. However, to assist with recruitment,
a Dean or Director may agree to pay from his unit's budget a
portion of the moving costs for an individual appointee. When
moving expenses are allowed, they should be for a person being
appointed on a continuing basis, to one of the three professorial
ranks. .Normally, the University does not pay more than one-half
of the moving costs. The specific conditions regarding moving
expenses should be shown on the appointment forms under "Other
Conditions".

When moving expenses are a part of the contract, the Dean
or Director should send Moving Expense forms (see following
page) to the prospective faculty member along with the appoint-
ment papers so that the faculty member can make.arrangements
for moving. However, it is ndt necessary that the Moving Ex-
pense forms be returned or processed with the appointment papers.

As soon as the new faculty member has made arrangements for
his move., he should return the Moving Expense forms to the Dean

(-N or Director, who will forward three copies to the Office of the
Vice President &' Provost.

4
As soon as the move has been completed, the,faculty member

must forward a receipt or invoice to the Purchasing Office.

4.1

8 8
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INSTRUCTIONS.

The individual moving is responsible for contracting for
the move; however, these forms must be professed or the Univer-
sity can neither reimburse the individual nor pay the moving
company. It is also necessary to have a receipt or invoice.
The following steps should be taken:

1. The Dean or Director should complete lines 1, 2, and 3,
and forward four copies to the new faculty member.

2. The individual Must complete lines 4 through 8, retain
one copy, and return three copies to his Dean or Director.

3. The Dean or Director should indicate his approval and for-.

ward to the Office of the Vice President & Provost.

4. At such time as the Move has been made, the individual
must forward a receipt r invoice to the Purchasing
Office. 7 (If the invoice or receipt indicates that the
full amount already has een paid, the individual will
be'reimbursed. ,If the invoice or receipt indicates an
unpaid balance, the University will pay directly to the
moving compdny that portion which has been indicated as
the Universityls share.)

4

111
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MOVING EXPENSE FORM

.SOUTHERN ILLINOIS UNIVERSITY

EDWARDSVILLE

(Please see reverse side of this'form for instructions;)

1. Name

2. Department

3. The University is to pay one-hilf of the.moviti expenses, up to a total cost
to the University of $. - A

\4. Moving from:

(Street)

(City) (State)

(Street)

) (City) (State)

6. Company contracted for move:

(Name)

(StreAt)

(City) (State)

7. Scheduled date of arrival:

8. Faculty member desires to:

c= Pay.company In full and be reimbursed for University' hare costs;
or .,,,'

,-) \
-r--1 Pay companx,hisre and have University pay its share difectly to

jmoving company. .

, , y

Recommendscrby
(Dean.or.Dixector5

0
'--

i

..

.

Approved by ,

(Date)

(Vice- President *sd'Proioit)
R

(Date')



No-

OFF-CAMPUS'DUTY ASSIGNMENT
43

though'not considered an official leave, a faculty member
may e approved for off-campus duty at full salary for one or'
mo e quarter. A member of the faculty may find it necessary to
c duct research or other Universitelated activities for an'
.ex ended period. Comparable off-campus a#signmelfts may apply
to other staff members. .

\To request an off-campus Assignment, a faculty member should,
complete the appropriate form and submit it to his chairman or
equivalent administYative officer fir necessary action. Advance
approval by the Dean or Director and the Vice-President& Provost
is required.

'Four copies of'Ishis form should be submitted to the Office'
of the Vice PreAdent'& Provost, After review by this Office,
one copy of the form will be returned to' the appropriate.admin-
istrative officer silo-wing approval or disapproval. Such ,assign-
ments, like other conditions of employment, are subject to rati-
fication by the Board of Trustees.' '

91
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OUTSIDE EMPLOYMENT

A full-time member of the University staff shatl. not;' dur-
ing his period of,anpual Service, engage in ,a business.(inClud-
ing self-,employment) or be employed for remuneration by agencies
other than the University except with the approval of.the Board
of Trustees.* Application forms fo registering such outside
employment may be securedfrom the deans or theOffice of the.
Vice.President & Provost. Two copies of this form "should be

. submitted to the. Office of the Vice President & Pro.vosf through
the appropriate administrative offices.

,

An annual revewal of-approval for outsider employment must
be,secured,by the same process as the original approval. This
annual reapproval regOest should be submitted .onJuly 1.

An' annual repOrt of results of outside employm'ent.is re-
.

qUiyed; Forms will be sent to all faculty with. approved out-
side employment for completion and return.by September 1 follow7
ing each year of outside; employment.

4

L

. r

CI ,

* Self - employment does not include personal research or publi
tion but does.inclugeall other outside activities for whic
remuneration is received. :

92.
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APPKVAL-PFO07.;:T FOR UON-UNIVENITY FMYT,OYMLNT
-. B? 'PULL TIME FACULTY OF STAFF

ILLfNOIS '.2Narr.P.5".fTY AT Y:DWARDSVILLE
(T0.17.se filled 'out in quadruplicate

Exilanation:

*
Revi:-_,t,I.1-tatutes., Chapter .144, Section 216 (Public Adt 76-13'ki,

Approved' Sepremher' 16,, .19t;9) requites ftill time facult7 members of state
supported i'nstitutions of higher eduction to obtain prior written eppr...
of his University P'residen't (or .design for the perf mile..nce of outsidz
research or:consulting services. The sa e Act furthe. requires iuch
faculty memberS,to submit to the Presiden' an ann statem.:-.ur of tt t-. a
of .:;ale ac:tuaily spe',11:2on,such

While ?A 76-1343 applies only to full time,faculfy and to ou,`:sid-e
or consu:Aing,services, Article Sectioni 3 (E) of lgt-!e Board of
Statutes (Internal Governance)_ requires each 1.111 time member pf the far.n:,ty
or staff to,obtain approval of -the President and Board of Trustees befoia
engaging in a regular business or being regularly employed fRp remuneati:11
outside the Uni'versity.

APPLICATION

Nam..

Title

Academic Division or Administrative Unit

Check as appropriate

Full time faculty

Non-faculty, full time staff

This is a request for prior written approval.too(check as appropriate):

engage as a full time fadulty memberin research or consulting
outsideservices outside of the Univefsity 1

engage as a full time faculty or staff member in a regular
ibusineSs outside the University

.

.

.
, .. .

.

a a full time facility or staff member to be regularly employed
for remunerition,Outside theUnivereity

I understand that J will be requested.t file an annual report of time actually
.spent in the activi14es: ,,

.

93'
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O

PROPOSED EMPLOYER:

Name of employer(s)

V

Loca 'qon(s) at which research or consulting serviCelp are to be performed:

Description of proposed duties:

Estimated beginning date:

Estimated ending date: .

Estimated total researe or consulting services ti e involved:

Estimated total income to be derived:
'4

This will in no way Conflict with my. University duties.

C;

If redommqpded and approved, copies'are to be.sent to: the individual

Signature
(DP. Faculty-Staff Member

concerned, his immediate superior, and theOffice of Institutional Research.

If disapproved, all:cqpiea of this request will be returned to thefaculty-

staff member.

Recommended:

Approved:

Date:

Date:

President or his designated representative'

94' .
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ANNUAL REPORT OF ACTUAL TIME PENT ON OUTSIDE
EMPLOYMENT, RESEARCH, OR CONSULTING SERVICES

BY FU4iTIKE FACULTY OR STAFF MEM$ER,
SOUTHERN ILLINOIS UNIVERSITY AT EDWARDSVILLE

(To be completed in triplicate)

Please indicate below"the actual time spent for all approved non-Univef.sity
-amploYment arrangements of the preceding year (September 1 to August 31).

In this epiprt; parts of days may be'accumulated and reported as "full day"
(June or (tugust, whichever is appropriate). The actual time should be com-
puted on the basis of the actual performance of services excluding travel
timeand travel time status.

Name- of FaCulty or Staff .Member'

Title'(including rank).
. ,

'Academic .14.vision'or Administrative ait

Appointment Period 4overed:
From

'To

ntt
..Date `of Report

APPROVE6,OUTSIDE.REGEARCH OR CONSULTING SERVICES: (if additional space is
needed use supplemeneal formnumbering pages as l_pf 2, 2 of 2, etc.)'

3.

Nature of EmRlOyment(s) Empl (s) Dates Time in Days
4

time spent

.f°

.C.

research-or,consulting services: a'

.r
day equivalents ..:--'

,

Copies are to be sent to, the President and the Office of Institutional
`Research; copy'should be retained bythe Faculty or Staff Member.

so.
-

I

Signature
of Faculty car ,Staff Member

95
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STATEMENT OF ECONOMIC INTERESTS
TO BE FILED WITH THE SECRETARY oi STATE

a

9/74

'(office or position of employment for iihich this statement is filed)

(address to which notification of an examination of this statement shorfid he sent)

GENERAL DIRECTIONS

The interest ,(if constructively controlled by the person making the statement) of a spouse or any other party,
shall considered to be the same as the-interest of the person making the statement. Campaign receipts shall

, n included in this statement. If additional space is needed, please attach supplemental listing.

1. List.the name and instrument of ownership in any entity doing business in the State of Illinois, in which
the ownership interest held by 016 person at the date,of filing is in excess of $6,000 fair market value or from
Awhich dividends in excess of $1,200 were derived during the preceding calendar year. (In the case of real estate,
location thereof shall be listed by street address, or if none, then by legal description.) No time or demand
deposit in a financial institution,:nor any debt instrument need be listed. ,

Business Entity °

.

Instrument of Ownership

u
2. List.the name, address and type of practice of any professional organization in which the person making the .
statement was an officer, director, 'associate, partner or proprietor or served in any advisory capacity, from
which income in excess of $1,200 was derived during the preceding calendar year.

Name Address Typo of Practice
. ,

3. List the nature of profeSs. ional serviceilrendereil (ether thah to the Seate ei Illinois) and. the.nature of the
entity to which they were rendered if fees exceeding $5;(100 were received during the preceding calendar year
from the entity for professional services rendered by the person making the statement.

4. List the identity (including the address or legal description of real estate) of any capital asset from which
a capital gain; if $6,000 or more was realized during the preceding calendar year.

4

a.

NOTE: This statement is to ,e filed in the office of the Secret 048tate Ethics Section, Index Division,
State Ho Springfield; Illinois 62196.



5. List the identity of any compensated lobbyist with whom .the person making the statement main. tains a 9/ 74
close economic association, including the 'name of the lobbyist and specifying the legislative matteror matters
which are the object of the lobbying activity, and describing the general type of economic activity of the client
or principal on whose behalf that person is lobbying.

.. . *

Lobb t Legislative Matter Client or i'rincipal

13.

6: List9;rnamepf any entity doing business in the State of Illinois from which income in excess of $1,200 was
derived during the preceding calendar year other than for professional services and the title or description of
any paiitioaheld in that entity. (In the case of real estate, location thereof shall be listed by.street afkirdes,
or if none, then by legal description.) No time or demand deposit in a financial institution nor any debt in-
strumeht need bested.

Entity Position Held

7. List the name of any unit of government which employed the person making the statement dining the
preceding calendar year other than the unit of government in relation to which the,person is required to file.

8. List the name of any entity from which a gift or gifts, or honorarium or honoraria, valued singly or in the
aggregate in excess of $500, was received during the preceding calendar year.

VERIFICATION

"I declare that this statement of economic. interests (including any accompanying schedules and statements)
has been examined by me and to the best of my knowledge and belief is a true, erect and complete statement
of my economic interests as required by the Illinois Goverhmental Ethics Act. I understand that the penalty
for willfully filing a false or incomplete statement shall be a fine not to exceed $1,000 or imprisonment in a
penal institution other than the penitentiary not to exceed one year, or both fine and imprisonment."

(signature of person making the statement) (date)

Subscribed to before me, this day of A D

(SEAL)

(date of filing)
97
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OUT-OF-STATE TRAVEL
;

Academic personnel who. expect to receive full or partial
reimbursement fromAthe University for official travel outside
the State of Illinois must secure advance approval for such
travel from the appropriate administrative officer and from the
Vice President & Ilrovost.

T9 request approval'And support for Out-of-state.or foreign
travel, the individual should prepare the Request for Out-of-
State or Foreign Travel form and submit three (3) copies t'o the
Office of thewVice President & Provost, through the appropriate
.administrative offices. After review by the Vice President &
.Provost, one copy of the form will, be returned to the appropri-
ate administrative-officer showing approval or disapproval.

fzp

qm
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REQUEST FOR OUT-OF-STATE OR FOREIGN TRAVEL
Southern Illinois University

Pursuant to sections 2.2 and 2:0 of Southern Illinois University-travel regulations, advance approval
must be secured for travel in excess of 50 miles beyond State of Illinois boundaries or for foreign travel.

!SATE'

REQUEST FOR
(Name of reveler)

PERIOD OF TRAVEL TO

DESTINATION

PURPOSE

ESTIMATED COST--TOTAL $ , INCLUDING TRANSPORTATION $-_,

LODGING S , MEALS $ , MISCELLANEOUS $.___

SOURCES
OF FUNDS A. STATE ACCOUNT NO $

B. SERVICE ACCOUNT NO $

to'

C. AUXILIARY ENTERPRISE ACCOUNTS INCLUDING
LUNDED DEBT: ACCT. NO.

D. RESTRICA.D FUNDS INCLUDING STUDENT ACTIVITY:
ACCOUNT NO

E. AGENCY ACCOUNT NO. $

F. EXTERNAL TO SIU

REQUEST INITIATED BY
(Traveler's Signature)

(Approval of Fiscal Officer, Department Head, Dean, Director)

ADDITIONAL APPROVAL FOR FOREIGN TRAVEL

(Approval of President, Vice-President,
Chief of Board Staff)

DISTRIBUTION: ORIGINAL'. (To accompany voucher)
DUPLICATE (Traveler's copy)

State of Illinois Form TA1 99

- 6 1

DATE

DATE
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. RESIGNATIONS

To terminate appointments with the University; individuals
on continuing appointments must submit official notices of res-

. -ignation. Such notices of resignation are to be processed at
least three months prior to the effective date of resignation.
A term appointee must submit a. notice of resignation only if she
reTilis his position, during the period of his appointment. In
such cases, it is necessaryofM notices oT-7esignation be pro-
cessed at least one' month prior to the termination of employment.

Copies of the approved resig ation form are to be submitted
to the Office of the Vice President & Provost through the appro-
priate administrative offices. All information requested on the
form must be provided including bud et position and number. If

_desired; additional information may e presentedFitEFFUE the
back of the form or in a covering letter.

k

10 0'
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SOUTHERN ILLINOIS UNIVERSITY
CAMPUS .

Na eP of Faculty /Administrative Staff Member

Date of Separation

Data

FACULTY SEPARATION FORM

School. Division or Office

Department or Faculty

Budget Position Number/s

Acc Flt Number

Present Position: , New Position:

Rank Rank

Title Title

4.Tenuie Tenure

Salary Salary

Date of Original Appointment School

Re ns for separatioh (Check appropriate items):
-v.

NOTE: The Chancellor's Office encourages a personal inter-
view at the time of separation. Pleas, call for an appointment.

Contract' expired Retiring

.Load . Facilities

Salary

Tenure

Rank Other

Comment

FORWARDING ADDRESS:
4

Signed:

Fatuity/Staff Member's Signature

Accepted.

Chairman's Signature

Accepted:

Date Dun's or Director's Signature

Original White / Presectent's Office
"Chow Payroll Office
Pink I Budget Office
Goldenrod / Chancellor's Office

0120-7 047.5

Date

Green / Dun or Director
Blue / Personnel Office
White / Faculty/Staff Copy

101

Accepted:

Date

Date

Chief Academic Officer's Signature Date

3

FOR INSTRUCTIONS, SEE _REVERSE SIDE



, a

INSTRUCTIONS

1- This form is to,Nbe used for any faculty or administrative staff member who is to be taken
. off the payroll.

2. Date Of Separation: Unless otherwise stated, date dicated should be the first day following the
last day for which the employee is to be paid.

3. Retirees: A change of assignment shoul ompany the separation, form for any person who is
retiring since he still has status with thetl versity but on an inactive basis.

4. If the faculty or administrative stilt ember is paid from more than one account or if he has
a line appointment in another Divifio or School, all fiscal officers must sign to indicate acceptance.

a

'4

4
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10

RETIREMENT .

.44

. .

,7

A "Handbook/of Information" 'concerning-the-State Univer-
sities Retirement System is available from-the PeronnelOffice.

Although' September 1 following age 68 is the Compulsory
retirement date, it is possible for a person to'retffe prior
to that date. If early retirement is desirab,la,,the.faculty
member should contact the Personnel Office-concernigir the bene-
fits to be deri$ed, as Wdll as.to complete the necessary forms
for receiving retirement benefitswo,

0 e- i

If a person retires prior to mandatory age, a Change of
Assigment 'should be prepared and processed through normal
channels covering exact date of retirement.

.

.103
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SABBATICA4OLEAVE.

'

4Un recognit' n of meritorious service, and in preparation
for increased a continuing professional contribution, continu-
ing members of he academic faculty:may be eligible for sabbatical
leave. A sabb ical leave may be granted for a maximum of two
quarters at full salary or for a calendar year at one-half salary.
If the request is for one or two quarters, these quarters must
fall within the regular academic year.

9/74

Funds are not provided to replace.a person on sabbatical.
'In-each insfance,*.the unit is expected to absorb the. work load.
It is assumed that any Sabbatical application which'carries the
endorsetent of the,pean or Director has been subjected to a cri7
tioal review on both the programmatic validity and the financial
feasibility of the sabbatical recommendation.

PolloWing a sabbatical leave, a faculty member must return
to Southern Illinois University fornx.quarters within a period
of two years. He must submit a report on his sabbatical activities
in writing within 90 days following his return to University duties.
This material will be used as part of the documentation available
to review for future sabbatical applications.

The policy governing eligibility for sabbatical leave is-
putlined on the application form. Four copies of the Applitation
for Sabbatical Leave form should be submitted through the appro-
priate administrative offices to the Office.of.the Vice President
and Provost.

NOTE: A person who-is going on leave should check with the Per- .

sonnel Office to be sure that his fringe benefits will,be
handled properly during his absence. Upon return from'
leave, it is to the individual's advantage to again check'
with the Personnel Office to be sure that his fringe bone
fit arrangements are satisfactory.

-65 0
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Southern Illinois University

APPLICATION FOR SABBATICAL LEAVE-

In recognition of meritorious service, continuing members of the academic faculty may, upon recommendation of the President and.approval of the Board of Trustees, be granted sabbatical leave not to exceed n calendar year with one-half paf or two quartersof leave with full pay, such leave to be within the usual appointment4teriod of the imdividual. (Other members of the staff havingequivalent professional status to the academic faculty are. eligible for leaves with pay under the same terms and conditions as forthe granting of sabbatical leaves.) Such leave shall be for engaging in appiopriato scholarly activity or study which increasestheir professional competence and adds to their usefulness in a manner approved by the President or the chief academie officeror for the purpose of attending some institution of higher education as a candidate for an advanced degree. During the period ofthe sabbatical leave faculty member shall not engage in salaried work for any other employer without the prior approval of thePresident or the Vice-President for Academic Affairs.

Faculty shall become eligible for such leave at the end of five years of service; such leavir may not be granted to any facultymeekba more frequently than once during any seven subsequent years of service. Periods of leave of absence vithout pay do not(-mini toward thik minimal years of service required for batical leave.
Faculty granted such leave shad agree to serve at least two more academic years on the faculty of Southern Illinois University.

c

Action on this application is based on the information submitted on this form. Should the conditions relating to the sabbaticalleave change, an amended application must be submitted for review.
Rpplications should ordinarily be in the hands of 'the President by the March 1 preceding the academic year during which theleave is to take effect.

Name Rank . Department

Period for which leave is requested:
-

Calendar year at half pay ........ ..... ........,

Two quarters at full pay
(These quarters must fall within the academic year unless a different basic appointment period prevails.Ordinarily summer assignments are not part of the basic appointme,nt period.)
Other

Purpose for which leave is requested (include place or school to be attended and describe program of activity) :t. .
Post-doctoral study

Graduate study

Reseoarct, work

Other

Summary of proposed program (attach detailed statement)

Amount of non-University income expected from grants, &chi) arshipe, salary or other sources

Amount of travel and/or liv -Ng-e:Icpihses expected from grants, scholarships, Aar other sources

Number of years of service' bates of same

Highest degree already earn ...... Graduate credits beyond highest degree
(quarter hours)4.

Previous loves with or w out pay (give dates)

Signe/titre of Applicant ..re.

Leave recommended by

.............. ....... . .... .

(Chairman or Head)

(Dean or Director)

Date

Date

Date

Recommended to the President's Office by:. 10.5 Date
rose f.004.1

to
A
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SICK' LEAVE

A faculty or admioistrative'staff member becoming ill is
entitled to sicrleave of up to sixty (60) calendar days in any,
contract period of nine months or longer. The beginning date of
his sick leave.should be reported in writing to the Assistant.
Vice President for Personnel Administration to-insure maximum
protection for the individual faculty member.

r

SOUTHERN ILLINOIS UNIXERSITY Al EDWARDSVILLE

Faculty-Adoninistrative Staff Absence Requeit

Ili REQUEST PERMISSION TO BE OFF CAMPUS ON IN ORDER
DATE .

TO GO TO
fr

FOR THE PURPOSE OF-
PLACE OCCASION OF ABSENCE

MY DUTIES WILL BE CARED FOR BY
S. NAME

' DATE SIGNATURE

APPROVALS:

Chairjgr-Supervisor Date

Dean or Director Date

Instructions: V

STAFF MEMBERS SHOULD SEND ABSENCE REOuESTS TO THEIR IMMEDIATE SUPERIOR AT LEAST ONE WEEK IN
ADVANCE, EXCEPT FOR ILLNESS;, IN THIS CASE A REPORT WILL BE FILED IMMEDIATELY BY THE DEPARTMENT
CHAIRMAN AND ALSO, BY THE STAFF MEMBER UPON RETURNING TO DUTY. APPROVALS OF REQUESTS CAN. BE
ASSUMED UNLESS NOTICE IS GIVEN TO THE CONTRARY.

0120-30
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LEAVh(WITHOUT PAY

1

.9/74

Only members of the faculty who are on continuing appoint-
ment are normally eligible to receive'a leave of ibsence without
pay. Any proposed exceptidns must be ccompanied by adequate
justification.

Appointments may not begin with a leave of absenceVithout
pay.

The request for leave of absence without pay should be sub-
mitted on the ,Change of Assignment form to the Office of the ViCe-
President & Provost through the appropriate administrative offices.

.11

(1.
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VACATION

'See Conditions of Appoin,tment, page 7, numbers 4 and 5.

/ 'Requests ?lust be submitted on Absence Request form and
approved .in advance of the vacationTaiiTequested.

Requests must be submitted for all persons holdipg admin-
istrative appointments. Requests will be submitted to theadmin-
istrative.officer to whom the individual normally _reports.

ABSENCE REQUEST

FACULTYADMINISTRATIVE STAFF SOUTHERN ILLINOIS UNIVERSITY

I REQUEST PERMISSION TO BE OFF CAMPUS ON IN ORDiR
DATE,.

TO GO TO
PLACE

MY DUTIES WM. BE CARED FOR BY

FOR THE PURPOSE OF
OCCASION OF ABSENCE

NAME
DATE SIGNATURE

APPROVALS: -

DEPARTMENT OR DIVISION HEAD DATE

DEAN OR DIRECTOR DATE

INSTRUCTIONS:

STAFF MEMBERS SHOULD SEND ABSENCE 'REQUESTS TO THEIR IMMEDIATE SUPERIOR AT LEAST ONE WEEK
IN ADVANC4 EXCEPT FOR ILLNESS, IN THIS CASE A REPORT WUL SE FILED IMMEDIATELY BY THE DEPART.
MENT CHAIRMAN AND ALSO SY THE STAFF MEMBER UPON RETURNING Tq DUTY. APPROVALS OF RE-
QUESTS CAN SE ASSUMED UNLESS-NOTICE IS GIVEN TO THE CC\NTRARY.

49254,04147
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CLARIFICATION OF- VACATION POLICY

The'Univerity' ha's two types of contracts for its faculty
.and administrative- -staff; one is a 9-month acad9miciyear appoint-
ment and,allothers are built on a.fiScal year concept. Only
personOrlding 12-mcinth fiSdal year contracts'on a gull-time
baSis'areAeligib,le to accrue vacation tide.. Persons holding

,P7 appBintie is for Iesi than 100%-or forxless than 12 months-Ate
not eligib e for,vacation'benefit . under the existing policy.

_ It is as',A' d-thSt-anyoneworkingdeqs than, .100 or-less'than
full:time or 12 months is compeftsAtea on the basis of the work
contracted: or..

All,holders of'9-month acaaemic contracts are expected to
assignments as are giveeehem within the terms of

the'.obntTact with the understanding that, at such time as their
services\are not diteCtly required for tIle fulfillint of a peci-
fic function (i.e: teachidt), but as professivals,.4hey will be
engaged in the other,aspecti of their profession, which will pro-
vide a means for more effective teaching. This means that although
there is- no formal vacation schedule for 9-month academic,faculty,
there will be intervals available (which should be planned-jointly
by the faculty member and the department chairman or director),
when the faculty member may be freed from specific duties for
cettain'periods of time.-

-%

-69a-
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.VACATION POLICY

TEMPORARY ADMINISTRAT VE ASSIGNMENT
.

on

-FISCAL YEAR BASIS

0 '

A temporarily appointe# administrator whoTis changed from
academic to fiscal year Appointment for a specific ,term is en r

titled to vacation time accrued dilring that period and should
schedule the vacation during the period of the temporary fiscfl
appointment. The formula for determining the number of vacation
days applicable to such a contract would be the number month's
of ihe appointment times 1.67 days.

4

4
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MEMO To:

FROM: .

SUBJECT:

N
July 29-, 1974

The Faculty

Andrew. J. KOchman-1

. .
,

Effects or the State Comptroller's Act upon
the University payroll system.

Effective July 1, 1974, the State ofllinois Comptroller's Office
sball write all payroll wartants for those members of'the University who

.are beingripaid with "State Funds". The University,shall at the present
time continue to write payroll checks for those individuals who are being.
paid from non-State funds.

This change in the method of warrant writing-has been dictated by the
State Comptroller's Act which became effective July 1, 1974, and central-
izes the warrant writinprocedure,at the State'level\for State funds.

The new procedures dictated by the State payroll system may.in some
instances affect your individual method of .payment and it is only approl.
priite that you be made aware of the new procedure and the effects of the
Act. At the present time the following items should be considered re-
garding the new payroll. procedure:

No Anticipated Change

1. Payday remains the first day of the month.

2. Direat bank deposit is available as before.

3. Direct home mailing remains the same.

4. Earnings stubs remain the,same.

5. Deductions for retirement contributions and the various
voldntary deductions will continue to be made in
accordance with your instructions on the payroll
deduction authorization cards now on file with the
Payroll Office.

Changes to the Present Payroll Procedure

1. The University has received special permission to write one
paycheck for those members who are on a split appointment
between State and non -State accounts until September 30, 1974.

11 1
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r
The Faculty
July 29, 1974

4

Page 2

After September 30,.1974, these individuals shall receive two
checks, one written by the State and one written by the
University. Since the University cannot combine both checks,
there is a possibility of an overdeduction or underdeduction
for tax purposes,' etc.

2. If an individual waa prorated last fiscal:year and not teaching
during ehe Summer, he shall receive the regular prorated check.

3. If an individual was prorated last fiscalyear and.teathing
during the Solder for a.State account (after July 1,-1974), he
shall teceive,two'checks, one check -for the prorated 'amount.
for the past fiscal year and one check for the Summer contract:
If the Summer contract is against nott..:Statelunds, his prbrated
check and Summer pay 'Will becontained in one check. '

.
. ,

4. The State atthe present time will allow the UniversitY to
award cash payments for late contracts, changes/of assignment,
etc. on a trial basis. The Uniierdity, however; hadnot received
a definition of the term "t'rial basis!' and there is.anAndication
that the privilege of cash payments be eliminated within the
foreseeable future.

.9/74
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SE.CT I 0 N

Graduate Student Employees

a

a

1"0



This section covers those poin
it relates to the administration o
assistantships at Edwardsville.

Work Load

A. Teaching Assistants

A Teaching Assistant' is e ected to teach two classes
or one class and not less han eight laboratory con
tact hours per week or equ valent tutorial duties. If
teaching two cla4pes, every effort should be made to
'assign two sectidfis of the same 'class so that one.
preparation is needed.

B. Research and Gfaduate Assistants

A maximum of twenty clock hours per week should be'
assigned.

s that are policy insofar as
graduate teaching and research

Contractual A reementS

Within budgetary considerations effort shall be made'to
support Divisional requests for,,summer employment of assis-
tants).

Office Space

It isiecommended that within the limitations of space and
equipffient available, the appropriate administrative officer
"shall provide surd facilities as appropriate to the duties,
assigned each assistant.

Library Privileges

Through a faculty supervisor, library privileges comparable
to instructional responsibilities should be provided.

Parking Privileges'
ti

Assistants should be eligible tor blue parking decals and
the parking privileges accorded this designation.

114
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-Fees

ti

4

Fee Code 27 shall apply, which is the same lee assessment
that is charged faculty and staff.

Insurance

Health insurance at the student rate is attrailable for grad-
uate assistants which is appreciably less than the faculty/
staff rate.

Sick Leave

Sick leave for graduate'studewts will be winnable propor-
tionate to the percentage of appointment. For example, if
a faculty member has 44 working days available' to him during

. any year, a half -time graduate student would be eligible for
22 working days of sick leave.

Registration Privileges

In accordance wit1 previous policy in exists ce,ggraduate
assistants can register during the student W,rker period.
Only a statement, from the' appropriate administrative offi-
.cer is necessary to permit early registratiqi.

Audio-Visual Privileges
1

.

Audio-visual services provided in the instructional process
4 and available to graduate assistants. Clearance for this

should be provided by a faculty supervisor, designated for
such matters.

Steno Pool Privileges

Secretarial and duplication services pertinent to teaching
assistant's instructional responsibilities should be made
available. Appropriate faculty supervision is assumed.

Bookstore Discounts

Discounts are presently,being accorded graduate assistants
in the same amount as to faculty and staff.

Professional Meetings

ti

Each Division within its budgetary limitations should
attempt to encourage attendance of graduate assistants
at professional meetings.

'
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Supervtlion

Each Division should exercise* supervision of its g aduat
assistants. The responsibility for supervision sh
clearly indicated. A formal program of in-service t in-
ing and orientation should be routinely carried out .by
each Division dealing with such matters as departmental
and divisional policies; teaching methods and procedures;
improvement of teaching competence; etc. Representation
of this_group on appropriate departmental and diyisopal
governing or procedural bodies should be considered.

Effort should be made to establish `a campus-wide body with
representation from each appiopriate unit to coordinate
efforts from the standpoint of the above considerations.
Wherever possible, consistency should be encouraged in
such areas as professional development, in=seryice train-
ing, teaching techniques, etc.

4

Such a campus-wide body would be instrument0l in developing
certain guidelines pertaining to the total program of &Tad-
uate assistants, e.g. selection,' preparation, and supervision.
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TITLES AND STIPEND RANGES-.

Preceptor

A graduate student; usually a candidate for the doctorate,V
who has demonstrated exceptional teaching ability and who hai
the potential to Become a superior college teacher.

Stipends for Preceptors will range, in general, from $275-
.$425 per month (1/2 time basis). As a general guide, a Preceptor
sflould receive approximately $25 more per month than a Teaching

. Assistant with comparable background.

Teaching Assistant

A graduate student who is responsible for instruction and
is ..in direct contact with students in classrooms, seminars, andA
laboratories.

9

Li a

Stipends for Teaching Assistants will'range, in general,
from $300-$400 per konth'(1/2 time basis) and will be based on
training, experience, bad assignment.. As a general guide, .a
Teaching Assistant should receive $25 more per month than a
Graduate Assistant of-equal maturity.

Graduate Assistant

A graduate student who renders an instructional or related
service, but who does not "teach" by direct contact in the class-
room, laboratory, etc.

Stipends for Graduate Assistant will
from $250-1350 per month (1/2 time basis)
training, elperience, and assignment. In
is expected that Graduate Assistants will
than Teaching Assistants.

range, in general,
and will be based on
general, however, it
receive about $25 leds

Graduate Fellowships

1st Year Students 2nd Year Students

250 300
Teaching Assistantships 3.:0-350 370-400
Research Assistantships 270-300 320-350,
Graduate Assistantships 270-300 320-350
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kesearc Assistant
,.,
uA g actuate student who renders'a research service.
.

.
.

Sti ends for Research Assistants will range frccm $250-$300
per mont '1/2 time basis) and, in general, Research Assistants
will rec Ire compensation comparable to Graduate Assistants of
equal ma rity.

Graduate ellowships -
4_ s

Graduate fellowships are available in limited numbers. Appli-
-cation'is made to theiappropriate chairmall and felloWships are
awarded by the Grquate School. The stipend normally is $2,250,
plusremission'of tuition brut nqt other fees. These awards carry
no work requirement, and the student normally carries at least
12 hours of graduate work. StUdents should be in a degree pro-
gram, and those seeking a master's dkgree may hold a fellowship
for no more than four (4) quarters.. "'Fellowships may be withdrawn
whenever a student's average in graduate work falls below 4.0
(5.00 = A)

I
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Name

tar hip Appointment
outhiirn Illinois University at Edwardsville

code

Last First Middle

9/74

For Graduate School UserAverage

U.S. Citizen? Citizenship Applied For?

Home Address Telephone
ZIP

Contingent upon the prior approval of the Graduate Dean and the President of Southern Illinois University at Edwardsville,
,supon admission tb the Gr4cluate School and continued maintenance of good acaderhic standing-in an approved course load
leach quarter, and upon approval of the Board of Trustees, you are itereby offered,a term appointment under the following
conditions:

1. JOB CATEGORY of Full- e v Actual Monthly Unit or Accourft Number"
Te ch ingoltisistant_

esearch Assistant
TiMe Salary ase Salary Payment )Departrnent for SalarsePayment

-
Graduate Assistant

Supervisor's statement, of specific dutief and responsibilities:

Average number of hours to be worked each week

.2. If other Olen full periods named below, state beginning and terminal date (date following lastwork day):

Fall, 19 Spring, 19 Winter, 19 Summer, 19 Fiscal basis, 19 Other
3. Student's Present Status: (mustbe completed for all contracts)

Undergraduate 0 Admitted as Unclassified graduate

dmitted to the Graduate School, Department of 2 , for degree

during quarter of 19

4. Previous Education: Degree Year School

(attach transcrip/s)

5. Military. Service: Date Entered 'Date Discbarged

Highest Rank BranQ.h fresent Status

6. Last Position Held From Salary

Professional

Experience

Position , Years Held Place

7. If related by blood or mairiage to any member of the Board of Trustees, please state relationship'
I accept the position under these terms and subject to stated contingencies:

Signature of Student Social Security No. Date Signed

Source of Funds'

Approved by:

I 461

APPOINTMENT: Pbrsuant to Part III, Article VIII, Section
IC, of the Statutes of the'Board of Trustees, you are hereby
appointed to the above position pending ratification by theAcademic Dean or Director Date
Board of Trustees.

Additional Approval-
Aisrs needed) Date APPOI NTED, subject to ratification by the Board of Trustees

Recommenditions for Appointment to Faculty-Administrative
Staff:

President Date
Graduate Dean Date ' APPOINTED, or President's appointment ratified, by action

Vice President Date of the Board of Trustedi on
Datb

. President's Office -75a- 119
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I

PAY SCHEDULE FOR GRADUATASSISTANTS

Graduate, assistants will be aid in the following manner:

1t2' month in September
41 month in October

1 month in November
1/2 month in December
1 month in January, February, March, April, May and

June

Total: 9 months for a -fionth contract

J

o
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