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[2,@ q‘ Vice Przsideni for
Acadernic Affairs

DDE%S Bowling Green State University Bowling CGreen, Dhio 43403-0020
- . (419) 372-2915
w@,, ) . Cable: BGSUQH

September 3, 1986 _

MEMORANDUM

T0: Joan Bissland
Ann Bowers <«
Susan Darrow
Chris Dunn
Kathy Hart
Linda Katzner
Barry Pierso]l
Kathleen Steiger
Kathryn Thiede
Jane Wood
Paul Yon

FROM: Eloise E. Clark, Vice President 2522;/<2/<2;sz__,

for Academic. Affairs

As you are aware, the new policy on evaluation of administrative
staff asks that each vice president establish a committee composed of the
area's representatives to Administrative Staff Council for the purpose of
developing a written format for evaluations. I am, therefore, requesting
that you meet for that purpose. I will attend your first meeting in case
you have questions and in order to establish a mutually agreeable
timetable. You may then wish to elect a chair and to sub-divide the
group to carry out particular tasks. My secretary, Ms. Magrum, will be
contacting you to set up a meeting time.

Enclosed (Exhibit A) is a copy of the evaluation form developed three
years ago for use in the academic affairs area. Etarlier this sunmer, I
asked the deans to report on their experience in using this or other
forms. Their responses are enclosed for your information. (Identifying
college names have been removed.)

skg

enclosures
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Exhibit A

PERFORMANCE EVALUATION
Administrative Staff

Scoring Criterion:
1 -7 (1 = unsatisfactory, 7 = outstanding)

SCORE

I. Performance of Assigned Duties (50%)
Quality of Work, Quantity of Work, Planning,
Administration, Decision Making, Initiative,
Adaptability, Communication Skills,Other

II. Professional and Interpersonal Relationships (30%)
Supervisory skills, Attitude, Peer relationships
Service ton University constituency, Other

I1I. Professional Development (10%) X1l =
Conferences, Coursework, learning new skills
Other

IV. University Service (10%)
Participation on committees, participation
with professional organizations, service on
governance bodies, other

COMPOSITE SCORE

V. Overall Narrative Evaluation
To include: description of areas for potential
developmental opportunities or professional growth;
dizcussion of areas of strength; description of areas
of needed improvement '




Exhibit B

we have not heretofore had extensive written
goals and objectives for administrative staff. A document was put o
into place for the 1932-33 year (attached) which has governed our
administrative merit since that time. We have used the attached
document to rank all administrative staff on a scale of 1-10, with
basic job responsibilities comprising 80-90% of the point value.
The Dean has had the discretion to adjust the point values assigned
by supervisors upward or downward by 2 points before assigning
final values and dollar amounts.

The current system has worksd fairly well for us. The small number
of staff involved has meant that dollar amounts are small.
Differences in ranking have been minimal.

The job duties of administrative staff even within are
so disparate that it is difficult to compare them for merit
purpnzez, Thereforse my pradecessor was hesitant about making great
distinctions among the administrative staff at merit time.

- A uniform system of scoring in various categories, based upon
written, mutually-agreed-upon objectives tor the year, would
provide a good university-wide basis for administrative merit., I
believe that the basis for administrative merit should be
standardized and univercity-wide, but that the merit judgments
themselves should continue to be made within the colleges.

(ovef) ‘



ADMINISTRATIVE STAFF

MERIT POLICY/PROCEDURE

The evaluation of job performance and the awarding of merit are
by their nature interrelated. Performing one's job at a satisfactory
level and in a competent manner is expected. Merit is to be awarded for
performance above and beyond that expectation.

Meritorious service may be represented by:

A. Performance of basic responsibilities exceedingiy-
well, above expected levels, in one or more of the
following areas (80-90%)

1. subordinate or peer relationships

2. client relations

3. policy development

4, procedural innovation

5. exceptional performance in extreme situations

B. Additional accomplishments not a part of the basic job
responsibilities (20-10%):

1. professional development

2. service to the University Learn1ng Resources, or
the Library.

3. ‘research/publication/presentations

4. initiation, development and implementation of
innovations.

C. Other events or circumstances worthy of note (to be detailed
separately; but included in A or B for merit consideration)

Procedure:

Annually, each administrative staff employee will submit to his/her
immediate supervisor a brief written statement (outline is acceptable)
reporting meritorious: service in categories A, B, C, listed above.

The report is to cover the most recent calendar year, or the same time

period as the annual evaluation. It is to be submitted prior to the annual
evaluation.

The immediate supervisor will assign a numerical rank from 1 (low) to 10
(high) for merit based on the written statements, the annual evaluation for
the same time period, and his/her own considered judgment, and report to the
Dean. The Dean may, at his/her discretion, adjust the ranking up and or
downward not more than 2 points before awarding dollar amouants for merit.
Each employee will be advised of the dollar amount by the Dean prior to the

issuance of the next annual contract. The decision on merit money may be
_appealed to the Dean.

ROTE: This policy/procedure is to be in effect for merit allocations for
the calendar years 1983, 1984, 1985 or until the Administrative Staff

Advisory Committee, or other appropriate body, develops another acceptable
instrument/procedure.



Exhibit C

-

A SELF-EVALUATION GUIDE FOR MERIT INCREASE

Be ‘as brief as possible.

Follow this format.

Submit a typed ériginal to ~with a copy to

Attach a copy of vour goals.

1.

wW
.

Goals achieved.

List of gnals not achieved.

Reasons for not achieving goals.

List of committees served on.

Give a list (if any) of any new ideas developed and tried
during the vear and also any conference/seminar/workshop

attended.

Other. (Anything else you may want to add. Please be
brief.)

(over)
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:7D G Bowling Green State University
7::

Administrative Staff Merit and Evaluation

A committee comprised of

was appointed by . . . - to develop a'p1an to evaluate the ad-
ministrative staff for salary increments.

The committee makes the following recommendations:

1.

That at the beginning of each fiscal year each Director is to set
goals for his/her area which are to be approved by
These goals are to be consistent with the goals of . -

A cony of the goals is to be shared
with the other Directors for input.

That a mid-year evaluation of the qoals occur and that an opportunity
for modifying or changing of the goals be permitted at this time.

The possibility is allowed not because an individual cannot accomplish
the original goals, but for the betterment of the program and change
in program d1rect1on These modifications must be approved by the

Where changes or modifications are made, these
are to be shared with other Directors.

At the end of each year (normally in May - this year they are due to

- on April 15, 1984) a self-evaluation report
outlining the geals achieved, goa]s not achieved and reasons for no.
ach1ev1ng the gnals for the year is to be submitted to

Self-evaluations are to be copied and shared with the other
Directors.

The following areas are fo be considered in judaments determinihg
merit: (category a. should receive most weight in determining merit)

a. Achievement of approved annual or modified goals. We perceive
that this should be the single most important condition and
criterion for a merit increase.

b. Service - includes service to students, faculty, other offices
and external agencies.
Service on committees - serving on all kinds of committees is
to be recognized (e.g., serving on Univercity-level committees

as well as conducting staff meetings) and attendance at relevant
conferences and seminars.

c. ldea Generation - includes development of a new program, a new
plan for growth and improvement in office performance, or im-
proving existing practices to increase productivity.

"~ is to verbally share . - views as to how the merit
pool was distributed. 'Persons with outstanding petformance/contr1bu-
tions should be able to earn more than 40 percent of merit if monies
are available.



Exhibit D

I appreciete having the opportunity to review with you some of my thoughts
concerning the performsnce swvaluation Torm currently in use in Academic AfTairs.

-~

I understand that wou will meet with members of the Administrative Staff
Council to de.elop a format to be used in ouwr arez zand [ am concerved that

arn instrument he developed which allows Tor the variety of assignments one
finds within Academic ATTairs. An individual assigned to run the Art Gallery
might not on the surface have much in common with the head of library sc-
gquicitions or with the polygrsph technician in Peychology-—yet, all are
adminictvrative staff and 311 wonld be ewvalusted for job pertormance on the

basics of the zame evaluative imstrument beczusze all (all within Academic ATTairs,

Over thes yegers, some concern has been evprecssed with the current form because

it requires s rumerical evsluztion in an arse of cubjective messurement; one
=taff membzr hsz put it very swuccinctly: "Ue tend to give surszelves the

illusion of certainty whazre awbiguity iz the measure." Additionally, concerns
have been espresceq ower the oppoviunity for Uniwversit, serwvice {(some individusls
simply nevwer get that cppoctunity because of an twnflexible work schedule and

they should not be penalized 19 percent on an svalualion), and the availability
of prafessiconal development (3lthough M=. Susan Caldwell has made & real
conmtribution to thiz effort in the past yvear).

In view of the nesd for flexikility and with the gosl-setting now required
" as part of the evaluation proceszs. | would lile to suggest the attached as
a bacis for diszcuszion. OGiven the variety ov responsibilities held by

Administrative Staff within Academic mAffaire, I beliewe it iz iaperative to
develep an instrument that is both applicable =znd flewible.

If I ma, bz of further ascsistsnce in thisz matter, plezsze Teel free to call
on me. I wonld ke happy to dizcusze my concerns in grezter detall i1 that
would be useful.

(over)



Academic Affairs
ADMINISTRATIVE STAFIF PERFORMANCE EVALUATION

Category I

Performance of primary duties, bzsic respancibilities, pre-established
performance goals.

Quality of work as evidenced by zuch things azs: planning skills,
decision—making skills, initiative. flezibility., adaptability, commitment,
communication ekillz, cubordinate and peev relationchips, client relations,
policy developmenb. procedural innowaticon. facilities management. and other
appliceble <kills as noted:

80-100%

Category 11

Performance of cccazionzl duties or additional asccomplizhments not part
ot the basic job responsibilities to include zuch thing:s as: professional
development (canferances. courcework, vaw shills), service to the unttb,
departm=ent. College. Uniwersity, research, publications. presentations.
‘awardz.s honcre, teaching. initiation, development and implementation of
inmcvations, exceptionsl performance under sutrazmsfunusuzl civcumstances, ar
other evidence, as notsd.

Such evemplary cccasional duties or additiconsl accomplishaments are to
be cspecified for the individual as part of the amvual evzluation praoces
ageignzd 3 rating proportion wiich is
invested.

3]

commenzurate with the time and effort
0-20%
Cateogry 111

Other events or circumstances worthy of note (to be detailed in writing
and asseszed ac part of Category I[).



Exhibit E

MERIT PERFORMANCE EVALUATION GUIDELINES
ADMINISTRATIVE STAFF

Self-Evaluation

Each staff member shall submit to his/her supervisor a written
self-evaluation which includes the following items.

1. A photocopy of the current job description for the position.

2. A photocopy of the goals established for the staff member
for the current year.

3. 2An evaluation by the staff member of the extent to which
those goals have been met. This should include an account
of any new goals that were set during the year and
evaluation of the extent to which they have been met.

(In the event that no goals were set for the current year,
items 2. and 3. should be replaced by a statement of the staff
member's accomplishments.)

4. Recommendations by'the staff member of goals for the coming
‘year.

5. Any suggestions the staff menber has to offer concerning
how performance might be improved.

Supervisor's Evaluation

Supervisors will review each staff membet s self- evaluatlon and
forward a merit evaluation to

. This evaluation will be composed
of both a narrative evaluative review of the self-evaluation
and a translation of that review into a quantitative evaluation
using the form provided for this purpose.

(over)



MERIT PERFORMANCE EVALUATION RATING
ADMINISTRATIVE STAFF

Name

Rate on a scale 1 - 7 in each category
(1L = unsatisfactory, 4 = average, 7 = outstanding)

Performance of Assigned Duties

Quality and quantity of work
Administration, planning, decision-making

Initiative, adaptability, communication skills

Other

Professional and Interpersonal Relationships

Supervisory skills

Attitude

Peer relationships

Service to University constituency
Other

Professional Development

Conferences
Coursework
Learning new skills
Other ’

University Service

Participation on committees

Participation with professional organizations
Service on governance bodies

Other

Supervisor
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Exhibit F

In response to your memorandum of July 16, 1986, I have
reviewed the Performance - Evaluation Form and Procedures for
Administrative 3Staff. : is the only person in
the College on an administrative staif contract supported by
University funds. ' ‘ ' © ;

I find that the form has not been used for previous
evaluations. In the past, the administrative staff have been
evaluated with the same process used for the Dean's Staff. I have
shared the form with - " and others and with their approval will
use the form as adopted by administrative members. for future
evaluations. '

Exhibit G

I must admit that I have not specifically used the performance
evaluation form for our administrative staff members. Instead I have
written narrative comments covering the major poilnts of job performance.
Although I have not assizned specific weizhts to categories, it is my
beliaf that 207% for professional development and university service 1is a
bit high. In our cases the people are very active in both of these areas,
but the activities always relate directly to their position. Thus the
service in particular really becomes part of their jobs.

Otherwise, I have no major problems with the form. The key, however,
will continue to be the communication and the narrative comments. You can
capture much more there than on a strict numerical scheme. I would cer—
tainly hate to see the numerical score ever used on a comparative basis
 because each of the positions is very different.

Exhibit H

In responze to your request, I provide comments on the performance
evaluation form for administrative contract staff:

We have used the form "az is" (without variaticns) for
evaluation of administrative contract staff in

‘ It has met our needs quite well. The
only suggestion we might have at thiz time for improve-
ment would be to eliminate numerical scoring. While the
relative emphasis on @ach catzgory (i.e., "performance
of assignsd duties" as most important, "human relations'
as next, and so on) seems appropriate, it is difficult
to quantify performance on these particular criteria.
This is especially trus when, as is often the case, an
individual reviewer is evaluating a small number of
persons.



EVALUATION PROCEDURE

1‘

All administrative contract

s
@ach y=2ar primiaily on the bazis

£ should be evaluated

- performance of primary duties
- performance of occasional duties
- attainment of agreesd upon goals

Each Vice President should =s3tablish a committee composed

of all the

of that

for the area. Bach Vice
staff souncil represantativas
format.

administrative staff council repressntatives
area to develop a format for written evaluations

President and administrative
shonld agr2e to the

All formats for written =valuation will include

the criteria listed in item (1) above.

department or
additional

Within eash
evaluatad on
pnzition
the sup=srvisor.
limited to:

supervisory z=kills
innovations

profesasional development
intzrparsonal relationships
counseling

awards/honors

tzaching :
service on governance bodiss
facility management

=)

he evzluation process should

A, The 3staff member and

accomplish the following:

Review ™ and
and goalszs for th2 next
necessary changes to the

Based on
criteria that will be
member's parformance.

criterisa
and agreed o in advance by the staff membzr and
These criteria may include,

the above agreemn

a 3taff member may be
appropriate to the

ar=a,
but are not

learning new =zkills

Tniversity and professional
sa2rvice

er relationships

z3=arch/publicationz/
pr=3entations

communication skills

student evalunations

L]

occur in two 3teps.

suparvisoar should m22t and

determine staff member's Job descripficn

contract period and make any
basic Jjob description.

ents, determi
us2d ton asses

The staff member and supervisor will confirm the Jjob

description, goals and avaluation oriteria in
writing. :

: 7-86

- 9.1 -

~

=
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Bafore the beginning of ths n2xt contract period,
the :=zupervizor will provide the staff member with a
written evaluzation bazed on the previouz agreemsnts
and will discuss the e2valuation with the staff
member. The employee may respond in wrikbing £o the
evaluation, and f£his reply will tecome part of the
evaluation.

The =zupervizor will send copies of the written svsluation
to the Office of Administrative Staff Fersonnel Services
and to the staff member.

7/86
- 9.2 -

13
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Q@:Q ‘2 v Vice Prasident for

Academic Affairs

D= _me Bowling Green State University Bowling Sreen, Ohio -3403-0020
DG (419) 372-2915
== = Cable: BGSUOH

October 1, 1986
MEMORANDUM

T0: ns

| (@Jb
FROM: Eloise E. Clark, Vice President

for Academic Affairs

RE: Administrative Staff Performance Evaluation Policy

The Administrative Staff Handbook contains a policy on
evaluations (attached) which calls for each vice president to work
with the area's representatives to the Administrative Staff Council
(ASC) to develop a format for use in the evaluation of administrative
staff. You will recall that in the late summer I asked each of you
to respond regarding your use of the evaluation form. Your comments,
with college names removed, were sent to the ASC representatives in
Academic Affairs. Your responses were very thoughtful and helpful to
me and to the ASC representatives. On September 29, I met with this
group, and I am communicating to you their recommendations as agreed
upon at that meeting.

Because of the diversity of duties and expectations across the
academic affairs areas, it was recommended that the actual format of
the evaluation form be left to the individual collegiate units. Any
evaluation used, however, must address the three major issues con-
tained in the attached evaluation policy, i.e., performance of primary
duties, performance of occasional duties, and attainment of agreed
upon goals. In your evaluations of the piesent Torm, several of you
mentionad dissaticfaction with using a numerical scoring. As you work
on developing a procedure for evaluation, you may wish to include more
narrative evaluative comments as opposed to quantified evaluations.

Another part of the policy that is of critical importance is con-
tained in 4,B and &. A1l supervisors are to provide a yearly written
evaluation of each administrative staff member. This evaluation is to
become a part of the staff member's personnel file in the 0ffice of
Administrative Staff Personnel Services. The ASC representatives were
particularly concerned that this portion of the policy be adhered to.

The administrative staff members also recommend that self-
evaluation be a part of the evaluation process. This chould take the
form of a reporting of the activities that have been undertaken during
the year, the goals achieved, and the goals not achieved.



Ny

Deans
October 1, 1986
Page two

Please note also in the policy the recommendation that the super-
visor and staff member meet early in each evaluation period to discuss
goals for the next year and to make any necescary changes to the job
description. Any major changes made to the job description zhould be
filed with the 0ffice of Administrative Staff Personnel Services. At
-both the beginning of each year or at the end of the evaluation period
there is, therefore, an excellent opportunity to discuss with the staff
member the goals For the past year and for the upcoming period. 1 urge
that you assure that such discussinns are taking place and that staff
members are also routinely evaluated in writing.

As you hegin to implement the provisions of the evaluation policy,
you should meet with adminictrative staff members in your collegiate
area in order to develop an evaluation form that fits your needs.
Another point to consider is whether, for some units, an evaluation
cyle on a calendar year basis might be more apprropriate than on an
acadmic year basisz. This timing question is for you and your staff
members to decide.

dmm
enclosures

xc: Joan RBissland
Ann Bowers
Susan Darrow
Kathy Hart
Linda Katzner
Barry Piersol
Gail Richmond
Kathryn Thiede
Jane Wood
Paul Yon



from Adminiatrative Staff Handbook

'EVALUATION PROCEDURE

1.

All administrative contract astaff 3should be evaluated
ceach year primiaily on thes bau‘~ of:

- paerformance of primary duties
- parformance of ocoasional duties
- attainment of agreed upon goals

Each Vice President should =stablish a committze compozad
nf all the administrative staff council reprezentativas
of that area to develop a format for written 2valuations

for the area. Each Vice President and administrative
staff souncil representatives should agree to  the
format. All formats for written evaluation will include

the criteria listed in item (1) above.

Within each dJdepartment or area, a staf
evaliuatad on additional criteria appro
position and agreed to in JdVQnuﬂ by the 3
the supsrvisor. These criteria may includ
limited to: :

membar may be
iace to the
aff membzr and
2, but ar2 not

supervisory =kills learning new skills

innovations University and professional
profaessional davelopmeant 3ervice

interperzonal ralationships peer relationships
coungeling research/publications/
awards/honors : pres=ntations

teaching communication skills

gszrvica on governanc2 bodies student evaluations
facility management

The evaluation proceszs should ozcur in two steps.

A. The staff member and supesrvisor should me2t and

accomplish the following:

Revizew  and determine staff member'zs Jjob dascription
and goalszs for the next contract psricd and make any
necessary changes to the basi:c Jjob deacription.

Basad on the above agreements, determinz evaluation
criteria that will be mnssd £to azzzss  the staff
member's performance.

The staff member and supervisor will confirm the job
des ription, gnals and avaluation oriteria in
writing.

7-86
- 9.1 -

16
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B. Befors the beginning »f the next contrast period,
the supervigor will provide the staff member with a
written evaluation baszd on the previcus agreements
and will discuss the evzluation with the staff

member. The employ2e may rzspond in writing to the
evaluation, and this reply will become part of the
evaluation.

The superviznr will 3end copies of the written evaluation
to the 0Nffice of Administrative Stafif Perzonnsl Services
and to the staff member. '

7/86
- 9.2 -



Sy

PERFORMANCE EVALUATION
Adninistrative Staff

Scoring Criterion:
1 - 7 (1 = unsatisfactory, 7 = outstanding)

SCORE

I. Performance of Assigned Duties (50%) x5 =
Quality of Work, Quantity of Work, Planning,
Administration, Decision Making, Initiative,

Adaptability, Communication Skills,Other

II. Professional and Interpersonal Relationships (30%) x 3
Supervisory skills, Attitude, Peer relationships
Service to University constituency, Other

III. Professional Development (10%) x1l-=
Conferences, Coursework, learning new skills

Other

IV. University Service (10%) x1l-=

Participation on committees, participation
with professional organizations, service on
governance bodies, other

COMPOSITE SCORE

V. Overall Narrative Evaluation
To include: description of areas for potential

developmental opportunities or professional growth;
discussion of areas of strength; description of areas
of needed improvement

I2's




Date:

MEMORANDUM

Jill Carr, Chair
ASC Personnel-Welfare Committee

Paul D. Yan, Directorqzzvflf“
Center for Archival Collections

Personnel Welfare Commitiee

)9

™ Center {or Archival Collections
5th Floor, Jerome Library
4 Bowling Green, Ohio 43403

(419) 372-2411
Cable: BG5UOH

Holdings: Northwest Ohio
University Archives
Great Lakes

I am about to leave on an extended vacation and would appreciate it if you
would call & meeting of the Personnel Welfare Committee., This meeting in
essence wiuld b2 an organizational one that could draft an agenda of items

for conzideration for the 1956-27 academic year,

Cucan Darrow, can

provide you with previous minutes and other pertinent information relative
to the Committec's work.

Since T will aczume the position of ALC Chair in November, T will no

longer of ficially zerve
would Tike to attend az
scheduling the meetings

on the Perzomnel Welfare Commitiee,  However, I
many <sescions as pozcible.
so they will caincide with the monthly ASC

May I cuggect

meetings., For example, holding them the first Tuezday or Wednesday of
each month.

PDY:17e

F.5.

pobe with Pich Hughes and Jame: Austermiller and both indicated an
est in ferving <o you now have a full complement., Good Tuck. Thanks

ot. Best wizhesz, and T will zee you upon my return,

I just received the encloced package from Marybeth Zachary, This
should he addressed by the Committee,



0

Oifice of On Campus Housing

DDEG Bowling Green State University ) Bowling Green, Ohio 43403
- - (419) 3722011
= October 24, 1986 Cable: BGSUOH
MENORANDUM
TO: Harold Lunde, Chairﬂ Faculty Welfare Committee Cﬁ»“f\
. , .. A LV
FROM: Jjll Carr, Chair, Administratiwe Staff Council Perscnnel
. Welfare Committee .

As the Administrative Staff Council Personnel Welfare Committee begins its
work for the 1986-87 academic year, we find that the Faculty Welfare Committee
is discussing some of the same issues.

In light of this, we wish to take the opportunity to invite you to one of our
Personnel Welfare Committee meetings. During this time we would like to share
our thoughts regarding insurance benefits and proposals being made by Benefit
Plans Risk Management. In addition, we would like to explore any other items
of common concern. ' ' '

The Perscnnel Welfare Committee meets at 3:00 on the first Monday of each
month in the Housing Office Conference Room located on the 4th floor of the
Student Services Building. Please let me know if it would be possible for you
to meet with us in December or January.

I will lock forward to hearing from you soon. If you have any guestions,

please do not hesitate to give me call.
Thank you.

cc: Paul Yon
PWC Committee Members-—"
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= = . i i Office of On C s Housi
D[GDE?D Bowling Green State University Bowling Creaerrrn‘,pcu);ioc;u;sél,gg
== = . . (419) 372-2011
T , October 24, 1926 Cable. BCSUO!H
MEMORANDUM
TO: Susan Caldwe114 Director, Administrative Staff Personnel Services

. . P .‘\
FROM: Jill Carr, Chair, ASC Personnel Welfare Commltteeijk,.'
RE: 1986-37 Personnel Welfare Committee

I would like to take this opportunity to let you know that I will be taking
Paul Yon's place as chairperscn of the ASC Personnel Welfare Committee. I am
looking forward to working with you and hcpe that you will feel free to con-
tact me at any time with issues that need to be addressed by this committee.

The 1986-87 committee will have four members: Rich Hughes, Jim Austermiller,
Susan Darrow, and me. We will meet at 3:00 in the Housing Office Conference
Room on the first Monday of each month. I am sure that we will be requesting
your attendance at some of our meetings as we proceed with our tasks for this
year. To date, we have chosen the following issues for investigation/recom-
mendation.

1. Maternity Leave

2., Insurance Benefits

3. Termination/Grievance Policy

4. Release Time for Chair and Secretary of ASC
5. Salary and Merit Recommendations

How we proceed with these issues will depend on the feelings of the ASC
Executive Committee and the Council as a whole. ‘

Please feel free to call if you have any questions. Again, I am pleased that
we will have the opportunity to work together. y

JC/qjm

cc: Paul Yon
PWC Members —
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Administrative Staff

D[:}‘: 7@ Bowling Green State University » Percannel forvices

Bowling Green, Tihic 42403

\}
\v—d - - A 7.9
~ November 7, 1956 Cable, BOSUON
MEMORANDUM
TO: Jill Carr, Chair
ASC Personnel Welfare Committee
/-1
FROM: \Uba (dldwell Director _Ziounic”
Administrative Staff Personnel Services

SUBJ: Eeavisions to the Adminiz

Thanlk you Tor your memsrandom advising me of the propozed azenda
for the Personn:l Welfare Committes this year. T will he happy to
aszist you in any way I can as you begin te investigate theze issues.

One item that was not listed in your memo was ths gzneral review
of the Administrative Ztaff Handbook. In past years the Ferzonnel
Welfare Committee has reviewed the handbook to determine if there ars
any a2ditorial, clarification, or other revisions that are not relatad
to policy |hdﬂ5 s. Fropozsed changes to existing policizz or the

- addition of new policies to the handbool are treated separately. Most
- of the iftews lizted in your agenda would be policy recommendations.

]

bom ]

Several years ago, it was decided that the employse handbools
should be reviewsd oncz a yzar by the Board of Truztess, at their

April mseting. Last year, for 3 varisty of ressons, we wa2re not able
to present our handbook to the Board until Juns. Howsver, it iz my
undaratanding that we should continue to target the April meeting for
the final review znd approval of the handbook (and a1l changes) that
will kecome affzctive the following July 1. With that in mind, I have
set the following Jdeadlines that will sllow this office timz Eo include
the proposed =ditorial revisionz in the handbook and will ensure tim2
for nec:s2ary review/approval by the Administrative Ttaff Council, the
Administrative Council, and Univzprzity legal counsel prior to the April
Board meeti

-

Suggestionz on editorial revisione to the handbool from the
Personnel Welfare Committee to Administrative Staff Feraonnel
Servicez by December 31, 1926, (Thes: changes will be
incorporated iato the Handboolk).

Froposed policy rzocmmendations/changes should be approved by
the Administrative Staff Council st the bevudtj 1987 meeting
(These changes will he presented in memorandum form: they will
not at thiz time be incorporated into the Handbool documant).

The Handbook wirhh the sditorial revizionzs and szparate
documentation on policy recommendations should be sent to
Adminiztrative Counczil by early February 1927.



fnce approvad by Administrstive Council editorial revisions and
policy recommendations should be sent £o lniversity legal
counsel by February 28, 1987.

Final approved changsa (editorial and policy change
incorporated in the handbock by Adminisztrative 3ta ff F.
Services by March 15, 1937.

These copies are then duplicated by Administrative Starf

Fersonnel Services for mailing to the Board of Trust

31, 1987. Handhook reviewed by the Board of Truzteeg at the

April m=ating.

Since I will be lesave of absence shortly after the first of the
year, I would appreciate your adhering £o this deadline schaduls.
Maprcia Buckenmysr will be able to incocrporats the 2ditorial revisions
into the handbook in the proper review format (changess appear in
rapital letters, delztions sre shown with a line through them, eto.)
The policy changzs/recommeivdationzs are not incorporatcd into the
handboolk until the final copy i3 preparsd for the Boapd of Truskoes

I will contact you within the nest few waeks €0 discuss the
handbook ravisw process and thiz schedule. In the meantime, pleasa
ongider if the PWC will review the handbook Tfor any editorial
rev151ons which must be submitted to this orfice by th2 end of
December.

SC:mmb
xc: Paul Yon
Lt ny r,’ LR fr,, R _/’é A gl s ...' Foodd f At ,C/]/'/,rf{

=3
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Z_ﬁa ‘.ﬁ Oiiice of On Campus Housing

— N . . . .
@ UE;-' Bowling Green State University . Bowling Green, Ohic 43403
D/ \e= (419) 372-2011

-

Cable: BGSUOH

hy——— ]

~_ - Nov. 17, 1936
CTOs Members of the AST Personnel Welfare Committse
FEOM: Jill Carr, PWC Chairpersodi}LvXJ
il
RE: Mzeting with Harold Lunde,‘bhair, Faculty

Welfare Committee

Dr. Lunds has respondzd o our  invitation to attend a PWC
meeting.

He has a <2onflict with cur Dzo. 1 meeting, so he has ajre=d to
meet with us on Dzc, 2 at 2:00 pm if this is convenisnt for us.,
Please let me know as soon as possible if you will be able to
attend this mesting.

Thank you.

cc: Paul Yon
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[> c. _ Office of On Campus Housing
D G Bowling Green State University Bowling Green, Ohio 43403
DD (419) 372-2011
= R, Cable: BGSUOH

~_- Nov. 17, 1936

TO: Jim Anztermillzy, Member, AST Ferasnnel Welfare Committee
-~ ] G S s P, ﬂf\fv\\/’

FEROM: Jill Zaryr, <hair, PWu\QN;

FE: Fringe Bensfits and «ub# Containmant Proposal

Mow that ws know  that cur recommendaticon regarding the propossd
Cost Containment program is Jus by Jan. 1, it will be nzoessary
of the PFW2Z to move guickly on  this  issue. The Cxecutive
Committe: has regquestsd that we handles the oollection of
Administrative Staff input through the communication network,
They have also asked thak we gather staff  input regarding fringe
ben=fits in g=nsral. our regquest  for increases in fringe
ben=fits will ne=d t5 ke included with the praposal for salary
increases.

Wonld you  prepare a  sampls survey  for our  Dec. 1 PWC mesting?
Hopefully, the committess will apprcove this survey and we can pass
them out at thz 12,4 meeting of the full Council., Pleases include
items that will gather input on  the Cast Containment program as
w=2ll as cur fringe benzfit packaye in ganeral.

Thanks 325 much for your assistance., Plezase give me a call if you
have any questions.

co: PWC Members
Paul Yon
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Q;ﬁ: <g
=" - Office of On Campus Housing

@DE G Bowling Green State University Bowling Green, Ohio 12403
==\ (419) 372-2011
7 Cable: BGSUOH
:: November 25, 1926
TO: AZT Fersonnel Welfare Committes Members
FROM: Ji1l carr’ AL
FR: Fevision of Administrative Staff Handbook

one of cur projzcts for this year is to =dit and or revise the
Administrative Stafi Handbaook. I have received a reguesk from
Susan Caldwsll lat wz follow a time line established by her
wffice, Enclosed is z copy of the memos I received from Susan.

In light of ths first dzadlins £o be met, I am requesking that
zach of you come o our Dec. 1 meeting with sugygesticons regarding
the revision of this manmal. These should noek be policy changes,
only =ditorial ovr grammatical revizions. We <can then discuss
thesz at our me=tingy and I will fcorward them to Susan Ly the
12/31 deadline. '

Fleazse lzt m= know if yoa have any questicons.,
Thank you!
JC/jm

Enclasure
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= = - ) . i Office of On Campus Housing
DDC]C] Bowling Green State University Bowling Green, Qhio 43403
AR — (419) 372-2011
w?v . S Cable: BGSUOH
: November 25, 193¢
TO: Lovene Malanowski, Continoing Bducaticon

Juzstine Magsig, Environmzntal Pragrams LLLNA
FEOM: Jill Carr, Chair, A3C Psraonnel Wazlfare Cummlttéz:‘&>J

FE: Incrzased Benefits for Park-time Administrative taff

10

1L

re Commikbktee decidzd to

This year, the ASZ Fersonnel Welf: 3
= i benefits for part-time
i

focus attenktion to increas 3
admlnlotrat1v~ s3taff., In <vder to do this =ff=c 2ly, we would
like to have input from part-time administrative staff members.
Esth of you have hzen recommended as individuzls who would hbe
helpful in providing this input.

I am r=sqgqu=ssting that 7ou serve on a sub-committee of the
Fezrsonnzl Welfare Jommittez., This sub-commitbee will investigaks
thz needs and desires of the part-time staff and make a
recommendation to the full commikteze for revisions, additions,
ctc. The proposal will then g2 to A3C, from thers ta Susan
Caldwell, and ultimately to Administrative Council, the
FPresident, and the Board of Trusteses for final approval.

.J

I will schedule our first meeting as 3500 rec2ived a
responss from =ach of you. I will lock fu rw3 Ld to hearing from
you 3oon.  Flease give me a call if yon have any gquestions.

LI
o |
=
v
<
=z (I

JC/jm _
| /

ool Paul Yon



“until further action iz taken by the Faculty Weilfars

Committee Report -~ Submitted by Sharon Frankiin

Topics Dizcuszed at University, Inzurance Committee
December 3, 1986

Cost Containment Mzasures wersz dizcuszsed. Thiz zubject was
takled until the nest meeting since there still needs to be
more information brought before the various committees and

Committee
of the Faculty Senate.

The Cozt Contzinment Meazuress nesd to be dones to hold down
the cost of the inzurance premiums being paid out 30 we do
not have to pick up part of that o3t out of our own paycheck,

Dizmuszsed the subjecst of DRG (Diagnostic Felated Groupings)
FProzpestive payment program and if the University may have
any interast in thiz type of plan. Medicar: now haz this
tvpe of plan and zeveral ziztes have adooted thiz type of

payment program. Az far gz the committze Bnows, the Univ-

ersity haz: rnot booked ints this type of program.,

Hearing Aidz were dizcussed and whether or rnot the, were paid
for by the Univerzit,. Hearing tezts performad dus to an B
illtre or injury are covered by the diagnostic program, but
arny testz done dus to hearing loss becazuse of ags/datericration
of the eardrum are not covered.  Clarification nesds to be made
regarding the intrepretation of & "prosthetic device! zince some
coverags iz listed undzsr the major medical program for prozihetic
devices such as artificial timks, etc.

¥

It zshould ke noted that as of January 1, 1887 the rejuirzment
for a sezcond opicn should be inforced.  There iz no charge o
the employee for getting the second opinion on thoze iypes of
surgery that actually require a second opinion. [T the employee
doez not get 2 second opinion on i

Zze belaw an evcerpt from a letter recsived by all <l
zmployess in August, 1926,

sified staff

~= Tho Mandatory Feoused Seoond Opinisa will ba inplemented with respest
ts the fullowing clestlive prscedures: .

Adnnuide‘tomy’Tunall‘a:tnmy llernia Surgery

Cataract Surgery Hysterectony

Back Surgery Joint urgery

Corenary Artery Dypass Masteatsmy and Mameaplasty
Dilatation % Turettage (D & C) Nose Surgery

Ear Drum Surzery . Cvarian Surgery

Faa% Surgery Prestace Jurgery
Gallbladder Surgery Thyroidestony
Gastro-intzstinal) Bypass Varicose Vein Jurgery
Heporrhoidectony Enjarterectony

The University insurance f[laa will pay the antire c0st involved in
obtaining the second opinion.  Should the firse aed se3cnd opinions
differ, the University will alse provide toctal payrment for the cost of
a third opinicn, should the patient wish bt obtain one.

- HOTE: If the reguired sex nd  dpinien  i1s  npat  obtfained,
reichursenent will be made on an 29% basis, rather than 100%
of the Usual, Custocar; and Reasonatle costs.

hose s=pesizl elective procedurss,

=1



ROLE AND MISSION STATEMENT

Bowling Green State Uniwverzity ie committed to a set of mutwally agresd
upon goxls  and  purposes. Thi=z =statemsnt i= referred tio az tha
University Fole and Miz=zicn Statement. A11 iliniversity personnel are
encouraged to develop and fulfill objectives which will ressult in the
~attainment of the goals within this statement. All Adminicstrative
Staff members are urged to bhe Ffamiliar with this important document.
The University Role and Miszion Statement appesars in Appendis -

9
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December &, 19856

e e

BIERIORANDURM

TO: Panl Yon

Administrative Saff Council

FROM: Rich Zera'Ty
University Computsr Sarvices

CUEIECT: Salary inoresse podoy (04 new empleyses

T1~—- vayu'«ﬁwux fm M randnm is 1o re 13-&5 ’rh..:t 'iimm ’rr"'i* "t;sn.fl'
cancdl address an issus which 1 fesd i)

p—~« 411 1*1';, fead that the pedicy *é-:-.zr'lnr-‘ &111}*‘1“?

Deceqiber 31 n0d be -11'1- 2liz d' L {08 1

subsequent July.

: h :e!:l .1ff~r
& i e

eazohiaibde xlary inar

[atnn curesttly facing snch 3 situshion 3z I afbenpt bo fill 2 Desttion crested
by thes unkinesly passing of Ly Cewicll. &3 1 interview prospectivs
“-*nfinjt-:z, wive probakdy will fuct T aids t-' stert wik until "h~ first weak
of }-rm' t*:: steolate nzbure of thee Decermber 31 deadling seems rather
ateurd. Cerfainly, my ability to athract, hire, and retain the best pozziile
catvdidate '-'-.-*111 b sdimninislesd when they are tobd that they are ted slighile
for & muerit for 15 meaths. Ihis my fmu beelind thext I & supetvizor is
srpeechad to manags s e ares, fb wf the worthiness of any employes for

n'.-:-ut ranst tes 3 At gerizl decizio.

By persongl recotnrendation iz b the sinplores shonld be eligitds Ir ta
full itesreaze. Rlanagerial dl wepebicod e, atwd freguently would, resadbin
crdy pactial roerit being awanded but theat shoald e ap to the manag
If fol! rrearit cantod tes 111- . ~1h~-1 Hratr T fes] the only reasotichils
copaprotdse wonld be (ol sipcez-the-boand aned prorabed it i
employmeent haz besn for lezz than 6 months,

?

K=

::'-I'l 1"' {tlk flf" |1F-‘ .;i...;. - -A.
wz hired after ]“‘1'7 ary

I azi: that thiz opestion be given the highest [«
tl abany decizion refedered be retroactive Bostnpls
1967

If ooz bavws any guestions, please wonkact moee af Tonr cotrvrenissios,

Thatik you.

Fae " [adCR SRS ¥ 2
PR, Corirad, C.L. Schuitz
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== . L, Office of On Campus Housing
UG Bowling Green State University Bowling Creen, Ohio 43403
/e ‘ , (419) 372-2011

MEMORANDUM
TOs Administrative Staff Council Executive Committes
Members -

4 , ™~
FEOM: Jill 2arr, Chair, ARC Personnzl Welfatre Pummltécgl<j
FE: Editcorial Changszs for Administrative Staff (

Handhkook

Attached please find the list of propossd 2ditorial changes for
the Admlnlatla+1v~ Staff Handb.oaolk. In additicon you will find
saveral items that will rvejquirz furthsr attention as decisions
are madz within the University and on the Federal level,

‘Thz matzrnity patzrnity ‘adoption leave policy will recsive a
major overhaul, A recommendation for a significant policy change
will be forthcoming. '

Flzase note that =

seckion regarding the Fols and Mission
Statemznt will be added inzluding the full statzmsnt asz 2n
appendix, In addition a3 zhovk  statement will be written
regarding the msrit system and will be oungbtcd for addition ko
the :~ﬁt1un on =evaluation,
Shonld youw have any  questions regarding thvs proposal, plezase
fezl free to contact me or any maimber of the Personnel welfare
Committes, Thank you for your atktention to this mattszr.

oo PWC Members

Enclosure

Cable: BGSUOH



ROLE AND MISSION STATEMENT

Bowling Green Stzte Upniversity i3 committed €23 a
mutually agreed upon gozls and  purposses. This statemant is
refzrraed to 33 the University Fole and Mission Statement.  All
University personnsl are encouraged to Jdevelop and fulfill
cljectives which will vresult in the attainmsnt <f thes goals

within this statement. 311 Administrative Staff members are
urged to ke familiar with this imporkant  Jdcocument. Tha

University Frle and Mission Statement appears a3 Appendix F.



PAGE

ii
iii

1st parag. -linz & one "1" in scunszling
2nd of 13t parag. correck 3pacing
2. - line 3 capital "u" in BGSU
lzt parag. - last line change "in" t> "as"
Paraj. S%é dkl. space before PEPRS
' and STRS
E. line 3 correct "either"
last parag. - linz 2 correct "whenever"
3rd paray. - line 4 , change "may" to "will"
T2y Peplaocment Bolicy all "shall" to "will"
Farking - line & correct "identifizd®
(1) - line 1 correct "medicara"
F. - line 1 remove "four"
Othey items for considevation or correction:
Pagz 7 - 3. Feporting Of Invenktion - shomld this policy

1.

]

EDITORIAL CHANGES FOP ADMINISTEATIVE STAFF HANDEOOE

LOCATION ' CHANGE
Szckbion III- Zrd paradg. _ correck "ratification"
3rd parag. - line 2 covrect "ezligikility®

spacing on "iii"

changys ths appropriate update would nezd € ke added. This
is under consideration ky the Faculky Senate at this time.

Faj2 8 - A, Continuance - Last paragraph zhould bs changsd to
the following wording: Fecommendations  for  non-renewal
(which will include supportive information) WILL FE MADE TO
THE  AFFFOFRIATE COHNTERACTING OFFICEF (FPFEZIDENT, VICE
PRESIDENT, OE DEAN). ' '

Fagz 9.2 - A 3ection will be added to describe the merit
evaluaticn system and thz evaluakticon process  which shouald

Fayz 20 - Investigation needs Lo ke dons to determinze if the
mandatory retirement age can  remain at 76 in  light of the
Lill recently signed by President Feagan ko do away with this
age categovry.

Work i3 keing dons [ recommsn.d a chanye in th=
maternity ‘patsrnity ‘adoption policy. This recommendation

will be forwardsd at a later Jdats,

It is suggestsd that the attached paragraph be added to
Section I, The coation wiuld be betwszen "Pztirsment" and
"S=zxual Harasamsnt Policy”™. It i3 alsae sugg=sted that a copy
of the University Fole and Mission Statement he added as
Appendiz F.

33



COST CONTAINMENT RESOLUTION

The Personnel Welfare Commnittee has addressed the proposed cost containment
program for Bowling Green State University. The Personnel Welfare Committee
supports cost containment as a means of reducing medical care cozsts which will
be in the best interest of BG3U administrative staff employees.

Therefore, be it resolved that the current cost containment policy be accepted
with the following recommendations:

1.

2.

3.

4.

5.

Any cost savings reaiized as a result of cost containment be used to
either reduce the cost of current benefits or fund additional benefits.

The last sentence of the proposal be modified to read "For emergency ad-
missions, you or your representative should notify the BPRM cost contain-
ment dJdepartment within 48 hours following admission OR AS SOON AS IS
PRACTICAL UNDER THE CIRCUMSTANCES”.

The current format of the Pre-admission Certification Card be changed to
insure confidentiality of medical records.

A University—&ide appeals committee be established to address claims
settlement. This appeals committee shall consist of members representing:

Faculty Senate, Administrative Staff Council, Classified Staff Council,
Benefit Plans Rish Management, and the University Insurance Office.

The employee insurance card be changed to reflect the toll free BPRM
telephone number. In addition, a statement requesting the hospital to
contact BPRM in case of the inability of the patlent to make a phone call
be printed on the back of the card.

34



COUNCIL MEMBERSHIP WHILE ON LEAVE

In the event a Council member chooses to take an approved leave during his/her
term of office, a permanent substitute will be chosen by the Council member
prior to the beginning of said leave. This name shall be submitted to the
Executive Committee one month prior to the beginning of the leave period. The
substitute shall have full voting privileges and shall meet all obligatiens of
a full council member. The option to designate a substitute for the purposes
of an approved leave shall not exceed one year. Should an approved leave be
granted for more than one year, the Council member shall be reqguested to resign
their term or remainder thereof.
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Service Firms Merge
~ Benefits Plans Risk Management, Inc., a
‘Findlay company which administers em-
5 ‘ployee benefits plans, has merged with
-Wisconsin Pension and Group Services,
Milwaukee, Wisc.. .
The purchase price was more than $3
* -million, according to Rollie Hahn, presi- ::
- dent of Benefits Plans Risk Management.
. The Findlay company will operate with
its existing management and employees as i
a division of Wisconsin Pension and Group
Services, Mr. Hahn said. L E

-~ o~
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CONTRACT INFORMATION

A RECORD OF CHANGEZ IN AN EMFLOYEE'S CONTRACT STATUS WILL BE MAINTAINED IN
THE EMFLOYEE'S FERZONNEL FILE LOCATEDLF IN THE ADMINISTRATIVE CSTAFF
PERSONNEL SERVICES QFFICE. : : :

Aoyt Tocferrmertione APPOINTMENT OF ADMINISTRATIVE STAFF

Addrristretive - staff - rembers st Tt wivieetr by writinmg =t the time
o — A HHE A - — e — - e P Ren s DS R R —e R -l ~pa s b
e Ay ek A e e perbod~

AT THE TIME .- OF INITIAL AFFOINTMENT, THE ADMINISTRATIVE STAFF MEMBER
SHALL RECEIVE FROM THE CONTRACTING OFFICER A CONTRACT AND A LETTER OF
APFOINTMENT WHICH SHALL INCLUDE THE JGBE DESCRIPTION AND OTHER TERMEZ QF
EMFLOYMENT 3UCH AZ TITLE, SALARY, AND FAY FERIODS3.

L lig e d-ore e e A i e nadiee

EREE N

Ao - s dgHads e ire - SRR BRSPS R e e b - e s~ s e
Hhe - - Ihrrepsdds e - - Sheb — - ik - e pssdae - o faadh - ful £l pe b~ 3 - tha
raapeisddddddrie s et ~disb i ed -3 8 —bhe —sedanad poa bl b e e

Lorbirerse/Terad e i Rl s e e

A, Londdrweros CONTINUANCE OF CONTRACT

Appointmentz to  full-time sadministraitive staff positions will be
subject o rznewal or non-renswal annually, on a fiscal year basiss It
iz ascumed that =z full-time sdministrative staff member will rzceive
successive annual contracts unleaa:

1. The contract states the contrary.

Z. The University hasz mads the decision not to esnbings-—Rplrimsnt
EENEW THE CONTRACT SEE NON-RENEWAL OF CONTRAQT, FELOW) and has
given timely WRITTEN nctification TO THE ADMINIZTRATIVE STAFF
MEMBER as fsollows: -

a. not later than March 1 of the firzt, second and third years
of econtract servies if appointment iz to expire at the end
of cne of those fizcal y=ars.

b. nst later than Jsnuary 1 of any subszquent fiscal year of
- contract service.

e TR R S = = B = o S Bt W | - — — e - R - —ire Lude - ~supparblee
D O = b — e ~ e = = = =i - PR e B - SR EE B v s e R~ ~wha bhep
Fpsaiderrte - o ke e —RpesbderrE e Destr S wRper -keads.

NOTE: FOR  ADMINISTRATIVE STAFF MEMBERS WHOSE CONTRACTS DO NOT
EEZIN ON JULY 1, THE ABOVE DATEZ WILL BE ADJUSTED TO FOUR MONTHS .
FRIOR TO THE END OF THE CONTRACT FOR PERIONS IN FIRST, SECOND AND
THIRD YEAR3 AND TO SIY MONTHZ PRIGR T3 THE END OF THE CONTRACT
FOR PERSONS IN SUESEQUENT CONTRACT YEARS OF SERVICE.

/85— 7/86

T -8 -



NON-RENEWAL OF CONTRACT

RECOMMENDATION FOR NON-RENEWAL SHALL BE MADE IN WRITING TO THE
CONTRACTING OFFICER AND SHALL INCLUDE APFROFRIATE SUFFPORTING WRITTEN
DOCUMENTATICON. FOR EYAMFLE, 1IN THE CASE OF NON-RENEWAL EECAUSE OF

"PERFORMANCE, AFFROPRIATE WRITTEN DOCUMENTATION SHOULD INCLUDE COFIES

OF PAST PERFORMANCE EVALUATIONS, WHERE AVAILABLE.

Terminatisn TERMINATION OF CONTRACT

Termination of the appointment and ‘contract before the end of any

contracted term of service sghall b2 referred to as "Termination for
Canze" -op-SfRetewse-~t AN ADMINISTRATIVE STAFF MEMEER MAY BE TERMINATED -
FOR CAUSE DURING THE CONTRACT YEAR FOR THE FOLLOWING REASONS:

T == Termbrabion S Lerse -

= = A — b i — e — T it ko 52 —perrhraterd —fee sarre
Aﬁers-ﬁpwrwaﬂﬂﬁ&r4&1r::P.mﬁ?—ﬁﬁkfﬁ}}bfwr@*—ramﬁﬁwﬁh

-} 1. conviction of a felony;

i 2, RS arederrdeds mape ppinei —boe e ~fparhr ety

PROOF OF FRAUDULENT CREDENTIALS;

—~—i) %, DOCUMENTED SIGNIFICANT failure to perform duties and services
(as  identified in the appointzd pozition or titls and/or az may
e asdigned or changzd) to the satisfaction of the staff
member's immediates supsrvisor. :
4.  DOCUMENTED FAILURE. TO ACCEFT REA3ONABLE CHANGES IN THE JUB

DEECRIFTION AS REQUIRED BY EVOLVING TECHNOLOGY OR BY CHANGES IN
UNIVERZITY ORGANIZATICON, FRIORITIES, OR RESOURCES. -

5. DOCUMENTED GROSS FAILURE To COMPLY WITH THE CODE OF STANDARDS
- AND RESFONZIRILITIES FOR ADMINISTRATORS (SEE FAGE 1).

RECOMMENDATICONS FOR TERMINATION SHALL ORIGINATE WITH THE IMMEDIATE
SUPERVISCR  AND  SHALL EBE SENT TO THE CONTRACTING OFFICER VIA
AFPROFRIATE AREA OR DEFARTMENT HEADS. IF THE IMMEDIATE SUFERVIZSOR IS
A  CONTRACTING OQFFICER, THE ERECOMMENDATION IS SENT TO THE AREA VICE
FRESIDENT OR T2 THE FRESIDENT, WHICHEVER IS APFRCPRIATE. THE FINAL
DECTSION TO TERMINATE AN  ADMINISTRATIVE- STAFF MEMEER IMMEDIATELY IS
MADE BY THE CONTRACTING OFFICER (OR BY THE VICE FRESIDENT OR FREZIDENT
IF THE CONTRACTING OFFICER IS THE IMMEDIATE SUFERVIZOR). THE OFFICE
CF  ADMINISTRATIVE QSTAFF FERSONNEL SERVICES SHALL EE ADVIZED OF
RECOMMENDATIONS AND DECISIONS CONCERNING TERMINATION. IN THE EVENT OF
TERMINATION, THE STAFF MEMEER SHALL RECEIVE 10 WORKING DAYS FAY UFON
DISMISSAL. : :
7/86

- 8.1~
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 SUSPENSION

THERE ARE TWO TYFES OF SUSFENSION. THE FIRST TYFE OF SUSFENSION IS AN
INTERIM STEFP TOWARD TERMINATION. THE SEZCOND TYFE OF SUSFENSION I3
DIZCIFLINARY SHIPENSION. UPON THE RECOMMENDATION OF THE ESUFERVIZOR,

THE CONTRACTING OFFICER MAY SUSFEND EYCEPRT WHERE THE SUPERVIUUR Iz THE
CONTRACTINCG OFFICER IN WHICH CASE THE DECISION EHALL EE MADE BY THE
AREA VICE PRESIDENT OR THE FRESIDENT WHICHEVER IS AFPROFRIATE.

1. SUSFENSTON AS INTERIM STEF TO TERMINATION
SUSFENSION CAN BE INVOKED DURING THE PERIOD IN WHICH AN EMPLOYEE
I& EBEING CONSIDERED FOR TERMINATION. SUSFENSION AS AN INTERIM -
STEP TOWARD TERMINATION WILL INCLUDE

- 10 WORKING DAYS FAY AND FAY FOR UNUSED VACATIGN;

- AN OFPFORTUNITY FOR THE SUSFENDED EMFLOYEE TO CONTINUE
UNIVERSITY HEALTH CARE INSURANCE, AT THEZ EMFLOYEE'Z EXFENGE
FROM THE FIRST DAY OF THE MONTH FQLTGWINu THE DATE OF THE
SUSFENSION THROUGH THE RESOLUTION OF THE SUS SFENZTON.

ALL FAY AND PBENEFITS WILL BE ACCRUED AND HELD IN ESCROW BY THE
UNIVERSITY TUNTIL THE TERMINATION ISSUE IS RESOLVED. IN THE EVENT
THE SUSPENSION IS RESOLVED TO THE STAFF MEMBER'ZS FAVOR, THE 3STAFF
MEMBER SHALL BE ENTITLED TO FULL PACK PAY AND BENEFITZ, INCLUDING
RESTORATION OF VACATION DAYZ, AND RECORDS OF THE SUSPENZTON ZHALL
EE REMOVED FROM THE EMPLOYEE'S FILES.

2. DISCIPLINARY SHUSPFENSION

SUSPENSION UF TO 30 CALENDAR DAYS MAY BE UZED AZ A DISCIPLINARY
PROCEDURE EITHER 1IN LIEJ OF TERMINATION OR AS A MEANS OF DEALING
WITH LE33 SBERIONS OR TEMFORARY PROBLEM2. SUCH SUEPENSION SHALL
BE WITHOUT FAY. VACATION CANNOT BE- UUED NUR EARNED. ALL OTHER
BENEFITS WILL CONTINUE AS USUAL.

2r---Biamisszr-ar-Suozpemrsion

Recompendetiang~~fopr-—trrninztion——-for~-canse-noted-—above-chaIi-b
grrt---ts--—thes--Presidert--cr--spproprizte--¥ics-~President--wit

EEpPaprExks——Soonmrrbrtbonrs-——— tfrsr-~g-~doctston-for-dismisssi-

£ n
“hSPwrs_*r--“*—-maﬁr---wrrfh-n--rntLGE:sh:ri be-given—to-the-ztaff
Eember - -trvabred-—stabings --stt-provistons-retating-to-that-notices
Bz ~-Prezident ——rr-—axppropriate - -Fice - Fr?srﬁcnt--may—-d Smizz-—-ar
stzpemd - -the --ztxff-—tember -—tmmedbzbtelyr-——- In--the--event-—cf-~=
GF:EF&*&F-H*P-—*&srvxg}wn-—-the-staff-nerber—Eh *t-be-continued-on
tle -~permr b -Frr-frurbeer -fbé F o tendsr—days—fottoving ~the ~date ~of
disEicaak-—rp-—Fr3penabynr---~Brr-—Prestient--sr--spproprizte-¥ice
Rreesinderrs ~—hxy -~k bvire —phe ~sta £ £ —pemb e ~or -suspended ~status—with
oy~ gt - ~ bR Ea p - —mar Epmma b -~y —other —Job -responsthitities

wrb bl - bl - —Er s e S b -3 —rear ket o - -Frr - the—ﬁv~rf the-dtswisszt-or
SIS F e — — b - S bkt - b -~ - —3 B2 R -menberte—frvapr s -the —stafE
RSB e e = =g b b = <l ~ —"f‘!"E"“c,'l-v_‘\l“’—C'}-—l—L rE-brek -pay-and-btenefite-tf-the
staff member had boon Fiemiesrsd ~rp ~Fraprided ~whkhou b -pay
185 7/85
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Releaze may be =ffevtwsd EFFECTED in THE caze of financis ‘igency, or
bona fide dizcontirmance of & program or departmenta 1/ﬂ1v1 innal ares,
?ﬁf“ﬁr”ﬁrrtﬁ%TW%WTﬁP“Tﬁf%ﬁ?ﬁﬂ?”ﬂwﬂﬁmﬂ*4%?*%%d%-
wﬁfﬁm—ﬂwi“,mr“ﬁm-+ﬁmvﬁﬁ%ﬁfarﬁr¢m%m%-vi G A e e
Eﬁ%ﬁ?ts--ﬂrhifﬁr-ﬁshaiﬂr-"b¢~v*?Tbl._-lmh-uzmnr—bhﬁrﬂivaéﬁiﬁﬁf}éﬁﬁhﬂxé-eedik—gffﬂFE
fumrds.

A - rrotive -~ o - terwiTat v - ot - s - - - re ke b e e e By
Beotimmr 4 {(-Comrtimanee - -

- IN THE CASE OF RELEASE EBECAUSE OF FINANCIAL EYIGENCY, THE STAFTF
MEMBER CONCERNED WILL BE GIVEN A MINIMUM OF THREE MONTHS NUIIIE

- IN THE CASE <F RELEASE BECAUSE OF BONA FIDE DISCONTINUANCE OF A
FROGRAM OR DEPARTMENTAL/DIVISIONAL AREA, THE STAFF MEMBER IN THE
FIRST THREE YEARS OF EMFLOYMENT WILL BE SIVEN A MINIMUM OF FOUR
MONTHS HNOTICE; THE STAFF MEMBER WITH MORE THAN THREE YEARS OF
"EMPLOYMENT WILL BE CIVEN A MINIMUM OF Z2IY MONTHS NOTICE.

- THE RELEASE OF FERSONS FUNDED BY EXTERNAL GRANTE CZHALL BE
CONTINGENT UPON THE AVAILABILITY OF SAID GRANT FUNDS.

-7/85-7/86



EVALUATION PROCEDURE

7/86

1.

il

ALL ADMINISTRATIVE CONTRACT STAFF
EACH YEAR PRIMARILY ON THE BASI3 OF:

SHOULL BE EVALIJATED

-~ PERFORMANCE OF FRIMARY DUTIES
- PERFORMANCE OF OCCASIONAL DUTIES
-~ ATTAINMENT OF AGREED UPON GOALS

 COUNSELING

EACH VICE PRE3IDENT ESTARLISH A
THE ADMINISTRATIVE STAFF COUNCIL
AREA T0

AREA. EACH VICE PRESIDENT
COUNCIL REFPRESENTATIVES SHOULD
FORMATS

LISTED IN ITEM (1) ABOVE.

WITHIN EACH
EVALIJATED ON

DEFARTMENT OR
ADDITIONAL

DEVELOP A FORMAT FOR WRITTEN EVALOATIONS FOR

CRITERIA

COMMITTEE COMPOSED OF ALL
REFRESENTATIVES OF THAT
THE
STAFF

ALL

AND - ADMINISTRATIVE
AGREE TO THE FORMAT.

FOR WRITTEN EVALTATION WILL INCLUDE THE CRITERIA

ST4FF MEMBER MAY BE
APPROPRIATE TO THE

AREA, A

POSITION AND AGREED TO IN ADVANCE BY THE 3TAFF MEMBEZR AND
THE SUPERVISOR. THESE CRITERIA MaY INCLUDE, EBIT ARE NOT
LIMITED TO: '

SUPERVIZORY QKILLS LEARNING NEW S4ILLS
TNNOVATIONS TINIVERSITY AND PROFESSIONAL

PROFESSIONAL DEVELOPMENT

—INTVdPERtHNAL RELATIONSHIFPS

INCLODING SUFPPORT
OF HUMAN RIGHTS

AWARDS /HONORS

TEACHING

SERVICE ON GCOVERNANCE RODIES
FACILITY MANAGEMENT

THE EVALUATION PROCESS SHOULD
STAFF MEMBER

A. THE AND

ACCOMPLISH THE FOLLOWING:

REVIEW AND DETERMINE
AND  GOALS FOR THE NEXT
NETESSARY CHANGES TO THE

EASED ON
CRITERIA THAT WILL BE
MEMBER'S FERFORMANCE.

THE STAFF MEMEER AND
DESCRIPTION, GOALS
WRITING.

- 901 -

STAFF MEMBER'CS

THE ABOVE ACREEMENTS, DeTERMINE

SUFERVISOR
AND

SERVICE
PEER RELATIONSHIPS
RESEARCH/FPURLICATIONS/

PRESENTATIONS
COMMUNICATION SKILLS
STUDENT EVALIJATIONS

OCCUR IN. TWO STEPS.

SUPERVISOR SHOULD HMEET AND

JOE DESCRIFPTION
CONTRACT FERIGD AND MAKE ANY
BASIZ JOB DESCRIPTION.

EVALITATION
USED TGO ASSE3S THE 3TAFF

ONFIRM THE .JOB
CRITERIA 1IN

WILL
l'“Vl\TdA'T"[O



wha might be helpful in establisning the faots of the case, In all
1n~tdnu_w, the sdministrative ztaff member or anyone praviding
informacion  on b half of that person will be assured that nao
repriszal will occur at any abtage as a2 result of the complsint. .
If the <complainant iz not satiafisd with the results of the
investigaticon by the 0OIfice of Arfirmative Action, & reguest for a
grievance hearing may be made., In the event that the complainant is
not zatizfied w1th the results of the hearing, an appeal msy be made
to the President of the University. The decizion of the Preczident
is final. '

For &pecific information regarding the Universzity's affirmative
action grisvancs procedurss, you may contact the 0ffice of
Affirmative Action or refer to Bowling Green State Univerzity's
Affirmative Acticon Plan

GRIEVANCE AND HEARING PROCELDURES
I. Grievancs Procedure

A Purpose IN THE FiasT TiageE /L‘x?;’a oF f,zvj"\'ﬂffﬂ'
. u

the gricsvance érecedure is

The purpose of to ensure the

prompt resolution oF complaints by adminiztrative staff
. members regarding the terms and conditicnzs of employment,
e salary, benefits, or other ij-related concerns.  The
= decision naot to continue the contractk of an

adminiztrative  sgtaff member w13 not grizvable, and,

therefores, not cubject to this p?ﬁu,dUFP

Complaints Jdealing with allszged discrimianation will be

processed acecrding to the provizionz of the Universzity's

affirmacive action plan.

B. Area review committes

The President (or dezignee) and =ach vies prezsident will

g3tazblizh a threz-member committes to assist in

re3nlving grievances within the vicz-presidential area.

Committee members will szrve for three yzars except

initial appointments which will be ztazgzered on2, two,

and three years. '

The Prezident (or dezsiznez) and 2zch vice presidant will

be rezponsible for establizhing procedures for appointing

2 chair and for dezszignating the time p2riod for =zerving

in this capacity.

C. Initial revisw z2nd tranamittal of grievance

When & ocomplaint arisess, the administrative staff member
- should first attempt to resolve the iszsue with the
pe immedizte supervizar. Efforts in this dirzction should
- be documented, If the grievancz iz not rszolved to the

staff member's satisfaction, that person may present ths

~
~ T
@
N



Administrative Staff Cneil
Fersonipel Welfare Committes
January 13, 1927

Mzmkzrs Presenkt: Aastermillzy, Csrr, Darrow, Haghes
Guest: Deh McLaughlin
reportsd the =ditorial changes to the administrakive staff handhbock and the

Xy
t Containeent reasclukion reccnmzndsd by FWC were approved by Administrative
£f Council st the January 2th mesting,

ta 2 (‘)

IS
ta

Caryr sharzd with the committes a draft of a Jdescription of Merit Pay and Merit
Evaluation o k2 incladzd in the adwinistrative staff handbook.  The committes
approved the draft as pws.—nt—r‘l Tarr indicated the next 3tep is £o hring the
draft to A32's Breoutive Commitbee for revizion and o oapproval. A oopy of the
draft is attached.

Carr reportasl the Executive Committze has requested that P develop and
distrilute a questiznnaire &7 coollect information £o b2 inclnded in the
administrative staff salary requesst Sor the 1927 fizzal year., The questionnaire
will n=zd to be distriluted and returnzl no 1aL~1 than January 21t so the
results can be oompilsd and veady for the Fehpaary 1Z2th np«tmq of i-h'~ Board of
Trusteszs. Th: questicmmaive will address the £21lowing items

1. curr=nt l=vzl of zducation

z. current amoant of fzaching being Jdone

3¢  numbztr of grants written and pecsived including monetary amounts

4, professional presentatisns mads

5. publishing credits

€. professional association menkerzhips and r-ffil =3 hzld

7. swygesticns rzgarding zdditional frings: benefits to L
current fringjs bensfit packages

z ai3ld=d to the

Dus &2 the time constraints Cary asksd the conmittee's pamiasion 0 allow her o
dzsign the questiomnaive with a veview by the comittee when it i3 completsd.
The camittes approved Carr'z raqest.

Carr also ramindzld the committes that Benefit Flans Fisk Managewent, the
University's insurano>z hensfit jiﬂtlﬁlotl ator, had bean 3014 vecently. In view of
thizs change Carr asked the coomithbze o sanckion 3 reguest asking Paul Yon, ASC's
chair, & schadul: a voluntary meeking hetwesn ASC members and EPFM's new
prasidant to Jdiscuss hiz ‘her view of the propossd Cost Cuntainment Program.  In
partioular Carr is interestesd to s3ez whether BeTM's nzw president shares the same
philzsophy toward Cost Cintaimmznt a3 that ewpressed Ly PRollie Hahn, EPFM's
Formetr president, at ASC'S December mesting.  Cary noksd she waz uncomfcrtable
asking ASC to approve FWO's Dosk Jontainment reaclution at the Januar, Sth
meeting knowing that BEPM had been so0ld.

The comitbss reviewsd =z dvaft of the new maternity patsrnity @doption policy
propoded by Darvow. The oommittze offezred severzl =litorial changes to the
draft. A copy of the draft with sugossted changes iz attached.

3



JMERIT FAY ANMD MERIT ZVALUJATION

Bowling Grasn Stake University im[ﬂ amenkts a split salavy increase
procedure.  Sixty psrcent of the increass percentage approvad annually
by the Ecard of Trustezs iz an across the koard incresase. Torty
percent of the approved anount i3 awardsd on the hasis of meritorious
performance. The merit evaluation and awarding procsdars is dekerminzd
by ezach Przzidankial or Viece Frezidential area, Adwministrative Staff
nambers are encouradsd to ke aware of th: procedures incorporated
within their arsa.  For dehailsd information contact vour Vice President.

G



It iz felt by the Administrative 2taff Sounecil that the foamation and
expansion of familizz is crucial o the futurs and hzalth of hmenity and that
the University must respond to the nezds of ataff menkers expanding their
families whils maintaining -arezrs within the University. &incs family nesls are
as corucial to the heslth of oar nation 33 defense, the Administrative Stsff
Council sszks o align paid matsrnity Paternity, mdophtion kensfits with military
leave benefits oorrvently in effzct. Sincs hecoming a new parsnt is neither a
2riced of sickness (with zxcepkion to the minimum 30 working Az recovery periad

by the perscon actnally giving bivth) nor a vacaticon, a significant portion of the
matsrnity, paternity, adoption leave would bz a paid lzave £or both men and womsn
alike to aid in the adjustwent in family life inherent in fanily expansion,

The following maternity patzrnity adoption lzave policy for administrative

d -

contract staff will heooms effective July 1, 1997:

1. Th2 minimam lzavz of absence for watsrnity leave for staff memb=rs will he
30 working days. Female staff mewbcrs who give bivth are 2ligqible for 20
vorking days of paid sick leave per pregnancy.  This is &0 ke omnsidersd a
Lenafit additional to the vegular sick lzave policy and is to e granted
irrespective of length f anplovment at the University.

2o Staff manbers avs alsce <ligible for metsrnity paternity ‘adoption leave with
AR Leave for matsrnity patzrnity adopkion with pay cannok exossd 22

working days psr pregnancy or adoption,  Soch leave i3 in addition o
accrusd vacation oredit or acounulabs] sick leava.

sl

3. Mabzrnity patsrnity, adoption lzave f£or childbirth, childecars and/or konding
purposes will bz allowsd Sor up b0 20 working days following dslivery or
sdopticng; an 20 working dzy leave will be considerad oustomary and uasnal.
N Aockor's cerkification will bz required for the 20 working Jday leave.
The =zmount of leave taken will bz up ko the staff member, nob his or her
supsrviscr. -

4, Fricr to the naternity paternity adoption regquest, the skaff maker and
supsrvisor will disouss the lenath of the lzave remested with pay ss well
a2 the anount that way be ooversd undzr vacation kanzfits and amount £ k2
taken as a leave of abssnce without pay.  The maternity paternity adiption
tims the staff mamber intends €0 kalkz for lesve will ke determinsd, if
prasible (unlezss thz pregnancy beooames somsthing other than normal or an
adoption is arrvangsd withont mach 12ad time), Lefors the lzave iz stavted.
Such intenticnz will e in writing and the ajrzement signed by Loth the
staff mamber ard th: supzrvisor. Thangzs o th: original agresment will ke
mutnually agresable,

5. A medical lzave for = pericd of timz bezfore hirth or a lzave in ewcess of 20
working days after dzlivery or adoption will nzzd imsdical cerkification.
This is for use only in umaual sitnations.

6. A voluntary lsave pricr o kivth or adoption will ke chargsd to accrusd
vacation credit cr may be arrangad as lsave of absence without pay.

~J
.
=

staff mand-2t way uss zny or all of his or hsr aocrusd vacation credit
uring the matsrnity patzrnity sdoption leave befors going on o a l2ave of
beence without pay.

un

Iy
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14.

11.

A staff mewlber may request a lzave of abaeznce without pay for that psrisd of
his, her expected absznos that will not ke covered by azcrued vacation
cradit, the 3¢ working Jday makzrnity leave and the 22 working day
matzrnity, ‘paternity, adoption leava.

The University will cover insurance hbensfits Jduring
maternity,Paternity adoption lzaves ap o @0 working days duration, (It
shoiald ke noked that in most caadss, this will not e an additional bensfit
gincz insurance i3 already coversd when on sick vacation status for oany
portion of the calendzr month in which the ztaff mewker is on paid status.)

Y St

) Y

In any casz, should both parentz bz University anployvess, both are sligible
for maternity, paternity adoption lesve Lznefits.

Faternity leave i3 conzidzrad identical to maternity leave with exception of
the 30 working Jdazy minimm lzave, which iz ordinarily oonsidered a minimum
for physical recoowsry. Thersfors, the patsrnity lzave may e ussl by the
fathzr, for a pericd of &0 working days, with 3 paid lzave of 22 working
days per calendar year, making it emivalant to militzry lzave.  The
maternity leavs includes the 30 working day paid leave for physical recovery
in addition to the 22 working Jdsys of paid lzave.
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January 21, 1987

MEMORANDUM

TO: BC Matﬁ:ers fad i

- FROM: Rich Hughes M '

RE: Makarnity ‘paternity adopticon leave draft

Attachzd is a second modificakion to the draft of the MPA leave policy we
reviewsd at our Jammary 13th meeting. The adldicion of itees $#2, #95 and $14 are
~the only changyss. review thisz ourrent draft and bring comenits  and

suggestions to our nert meeting.




It iz felt bty the Administrative 5taff Council that the formation and
e@ipancion of families iz crucial ko the future and heslth of humanity and that
the University amust vespond to the needs of <taff mzmbers zapsnding their
tamiliegz while maintsining carsers within the Univerzity. Since family needs
are zg crucial Lo the health of our naticn as defence, the Adminictrative Staff
Council czeeks tc align paid maternity/paternity/adoptian benefite with military
leave benefits currently in effect. Since becoming a new parant ic neither 3
-period of zicknesz (wiith exception to thz wmintwum 20 working day recovery

period by Lthe persom acktually giving birth) nor 3 vacation, a2 cignificant:

portion of the wmaternity/paternity/adoption leave would be 2 paid leave for
both men and women alike to aid in thez adjusztment in family lifz inherent in
family expansion, -

qulng maternxLy/patFrnlcy/aduptxun leave policy for :dmlnxrtratlve

The fol
contract cta will become effective July t, 1987:

1. The minimum leave of absence for maternity lesve for staff members will be
3O working days. Femsle staff aembers who give Girth are eligible for 30
working dayz of paid sick leave per pregnancy. This i¢ to be considered a
benefit additicnal to the regqular =zick lezve policy and is to be granted

o

irrespective of length employment ot the University.
2. Staff members =wre alen  weligible for maternity/paternity/adoption leave
with pay. Lesves for msternity/paterniity/adoption with pay cannot grceed
22 working days per pregnancy or adoption, Such leave is in addition to
accrued vacation credit or accumulated sick leave.

3. Maternity/paternity/adoption leave for childbirth, childcare aﬁd/qr
bonding purposes will be allowed for wup to 80 working days follaowing
delivery or adoption; an 80 working day leave will be considered
~customary and usual. No doctor’e certitication will be required far the
80 working day lzave. The amount of lzasve taken will be wup to the staff
member, not his or her supervisar.

4, 5taff nmeambers taking matern1ty/patern1ty.adoptlnn leave are guaranteed
théxr pesitions and job title upon return,

3. if member and

Prior to the maternity/paternity/adoptian requeszt, the =t
supervisar will discuss the length of the leave regussied w
as the amount that may be covered undzr 'vacation benefits and amount to be
taken az a leave of absemce without pay. The maternity/paternity/adoption
time the stasff member intende to take for leave will be determined, if
poscible funlesc the pregnancy becomss something other than normal or an

- adoption is arranged without much lead time), before the leave i¢ started.
Such intentions will be in writing and the agreement signed by both the
staff mewber and the supervicor. Change:z to the original agreement will
be mutually agreeable.

ith pay as uell

6, It is assumed most staff will take 80 working days for
maternity/paternity/adoption leave, Should additional time becone
necessary, mutually agreesable special arrangements may be made between the
staff member an his/her supervisor, '

¢E



10.

11,

14,

6 medical leave for 3 period of time before birth or a leave in excess nf
g0 working days after  delivery or adopticn will need "medical
certification. Thic iz for use only in unusual situstions.

A voluntary leave prior to birth or adoption will be «charged to 2ccrued
vacation credit or msy be arranced as leave of absencs without pay.

A staff member may wusz& any or all of his or her accrued vacation credit
during the maternity/paternity/sdoption leave béfore gulng on & leave of
absence without pay.

A cstaf? member may request 3 lesve of absence withouwt pay for that perind
of hic/her =wpectsd abeerncz that will not be caovered by accrued vacation
credit, the 30 working day wmsternity lesve and the 22 working day
maternity/paternity/sdoption leave.-

The Univercity will covar ingurance benefits during

maternity/paternity/adoption leaves wup to 80 working dayevdurotion.' (It
zhould be noted thet in moet caces, thic will neot be an additional benefit
since insurance 1ig already covered when on cick/vacation status for any

portion of the celendar wmonth in which the staff wmembzr ie on paid
status.) '

In any ca
eligible fo

r

maternity/paternity/adoption leave benefits.

Faternity leave is concidered identicsl to meternity leave with exception
of the 320 working day wminimum leave, which iz ordinarily considered a
minimum for physical recovery. Tharefore, the paternity leave miy be uced
by the father, for a period of B0 worbing dayz, with 3 paid leave of 22
working days per calendar vyesr, making it equivalent to ailitary lesve.
The maternity leawe includes the I0 warking day paid leave for physical
recovery in additicon to the 22 warking days of paid leave,

Should a staff member decide not to return to the University following

"maternity/paternity/adoption leave, the staff member must notify his/her

supervigor, in writing, no later than 32 calendar days preceding his/her

#, zhould both parents be Univercity employees, boith are

Y9

scheduled return to work. Additionally, a staff member who fails to

return to Bowling Green State University following
maternity/paternity/adoption leave wmust repay the University for any
maternxtylpaternxt//adoptxon Ieave ‘taken. Exzceptions may be made by the

- area Vice Preszdent.
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Oifice of On Campus Housing

= .Ql:
U:) G Bowling Green State University EBowling Green, Thio 434020151
== = (419) 3722011

< Jamaary 27, 198

Cable: BGSUOH

MEMORANDUM
T Faul Yon, Thair, ddminisrtative Staff Council (»‘N\
FE:  Jill Cary, CThair, Peraomnel Wzlfare Committ ,eQE}L
FE: Merit Pay Stakemznt £or Handbook
The Peramnel Welfave Sommitbesz wishes by forward the attached statement to the

Erzoutive Conmikbes for their considerstion and aakseypesnt approval.,

in accordance with the plan to revise the Administrative Staff Handbook.

This is

This

statamanit Jiez nob veflect a policy changs It iz intend=] to e dezscriphiva

only.

Should youa or any of the BExeoutive Committes members have any quastions, please

Ao not hesitats: to ',-,.nta L me.
Thank you for ypour tims and ocwnsideration,

o2 PWC Mambers
RAC Executive Comimities Mambers

enc. .



MERIT FAY AND MERIT EVALIATTON

Bowling Green Stabs Univarsity implaments & split salary increase
procedure. Sixty percant of the increase percentags approvad annmually
by thz Board of Trustzes is an acrozs th: heoard increasze.  Forty
peroznt of “the approved amoant i3 awarded on the kasis of meritorious
performance. The merit evaluakion and awarding procsdure is deberminsd
Ly each Presidential or Viece Prasidsntial zrea. Administrative Staff
members are encourajaed to be aware of the proczdures incorporated
within their area. For dzkailsd informaktion contact sy Vies Przzident.

S/



Adainistrative Staff Council
Personnel Welfare Committee Meabers

Jim Austermiller
Health Services
372-2277

Jill Carr

On-fampus Housing

430 Student Services Building
372-201t

Susan Darrow
231 Administration Building
372-8501 :

Rich Hughes

On-Campus Housing

449 Student Services Building
372~-2011

Deb McbLaughlin
516 Administration Building
372-271b

Paul Yon

Archival Collections

Sth Floor Library

372-2411 o -
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AT ST,

FULL -TIME

1. Do you like summer hours?

2. Does summer schedule affect ability to do job?

3. Would you be interested in four 10-hour days?

4. Are you busy between Christmas and
New Years?

5. What additional halidays do you want?

6. Do you favor floating MLK day?

Preferences for floating MLK day were:

7. Would you be willing to use sick leave as
“personal day(s), if available?

CHILD CARE

Yes: 521 No: 76
N/A: 61

No effect; 481
Easier: 91
More difficult; 49

Yes: 389 Nao: 246

Yes: 362 No: 249
N/A: 44

Personal days: 320
Christmas Eve: 286
Good Friday: 278
Birthday: 184

Day after Xmas: 157 .

New Years Eve: 142
Yes: 437 No: 137

Xmas Eve/143
Good Friday/&0
New Years Eve/39
Personal day/1
Columbus day/1
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Yes: 478 No: 110
- N/A: 22

8. Difficulty finding adequate child care? Yes: 82 No:141 N/A: 375

9. Should BGSU provide on-campus
child care facilities?

10. If available, would you use BGSU
child care facilities?

Yes: 141 No: 88 N/A: 118

Yes: 110 No: 113 N/A: 380
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No: 555

No:

No:

No:
No:

No:
- N/A: 173
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No: 406

No: 492

No: .
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BOOKSTORE
11. Would you shop at Pookstore if the Yes: 373 No: 95 Maybe: 169
employee discount were increased?
_ MISCELL ANEOUS
f’ 12. Are you a member of SRC? Yes: 104
13. Would you like to be a membr of SRC? Yes: 350
14. Would you likely join SRC if employees Yes: 428
received a membership discount?
15. Is vision insurance adequate? Yes: 400
16. Experience campus parking problems? Yes: 433
\17. Should medical insurance provide Yes: 396
hearing aids?
18. Is dental insurance adeguate? Yes: 464
19. Willing to pay for meal at holiday party? Yes: 188
20. Aware that faculty are not required Yes: 124
to use sick leave?
21. Favor payment of 50% sick leave at retirement? Yes: 603
_f‘?
22. Favor death/funeral benefit after retirement? Yes: 587
23. Favor increase in life insurance? Yes: 309
\24. Favor annual physical paid for by BPRM? Yes: 534
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. Favor dependent fee waivers after retirement? Yes: 457
26. Favor reducing years of service for vacalion?  Yes: 430

. Favor release time for CSC meetings/elections: Yes: 496

No:

No:

No:



culi-hime survey

Ten guestions receiving the most responses, i.e., total of YESs, NOs and, if
applicable, N/As:

Total Number
Question of Responses

12 659
! 658

4 655

17 643

16 642

11 637
21 636
3&1S 635
18 634

27 632

Ten questions receiving most support, i.e., highest percentance of positive
(Yes) responses:

Percentage
Question Yes Responses

21 & 22 95%
1 87%

24 86%
7&27 78¢%
2 . 77%

6 76%

25 75%

18 73%

14 70%

26 69%

The following questions received lease support:

Percentage of
Question No Responses

8 86% (No & N/A)
10 82% (No & N/A)

19 68%



PART-TINE

1. Doyou like summer hours?

2. Does summer schedule affect ability to do job?

3. Are you busy hetween Christmas and
New Years?

4. What additional holidays do you want?

5. Do you faver floating MLK day?

Preferences for floating MLK day were:

6. Would you buy health insurance e group rate?

7. Want portion of health insurance paid
(pro-rated) w/employee paying remainder?

& Willing to huy term life insurance & group rate?

9. Favar dependent fee waivers for retired
permanent part-time classified employees?

10. Would you he willing to use sick leave as
personal day(s), if available?

Yes: 34 No: 4
N/A: 21

No effect: 47
Easier: 9
More difficult: 1

Yes: 19 No: 28
N/A: 13

Good Friday: 32
Christmas Eve: 26
Personal days: 24
Day after Xmas: 15
Birthday: 12
New Years Eve: 8.

Yes: No: 13

1. Good Friday/18

2. Xmas Eve/14

3. New Years Eve
and Dec. 26th/5

4. Easter Monday/1

Yes: 39 No: 17

Yes 42 Na 12

Yes: 24 Na: 30

Yes: 44 No: 11

‘es: 56 No: 3
N/A: 1
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Part-Time Survey

CHILD CARE

11. Difficulty finding adequate child care? Yes: 1S No: 12 N/A: 33

12. Should BGSU provide on-campus Yes: 36 No: 3 N/A: 21
child care facilities?

13. If available, would you use BGSU Yes: 15 No: 8 N/A: 37
child care facilities?

BOOKSTORE

14. Would you shop at Bookstore if the | Yes: 37 No: & Maybe: 15‘
employee discount were increased?

MISCELLANEOUS

15. Ar¢ you a member of SRC? Yes: 15 No: 47

16. Would you like 1o be a membr of SRC? Yes: 39 No: 11

17. Would you likely join SKC if employees Yes. 47 No: 9
received a membership discount?

18. Experience campus parking problems? Yes: 41 No: 1R

19. Willing to pay for meal at holiday party? Yes: 18 No: 40

20. Aware that faculty are not required Yes: 11 No: S0
to use sick leave?

21. Favor payment of 50% sick leave at retirement? Yes: 58 Na: 1

22. Favor reducing years of service for vacation?  Yes: 45 No: 7

23. Favor release time for CSC meetings/elections:  Yes: 48 No: 8

24. Additional benefits requested--see written comments.
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Part-Time Survey Page 3
Questions receiving mast responses:

Total Number
Question of Responses

20 61
3,10,11,12,13 & 14 60"
1,18 & 21 59

19 58

2&5 57

6,17 & 23 56

9 55

7&8 54

22 52

16 50

Questions receiving most support--highest percentage of positive (Yes)
responses: ‘ '
Percentage
Question Yes Responses

21 97%
10 93%
22 87%
23 86%
17 84%
9 80%
7 & 16 78%
b) 77%
6 - 70%
18 69%

Questions receiving least support:

Percentage
Question No Responses

11&13 75% (No & N/A)
19 69%
3 68%
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