












































































































 Faculty and Academic Staff Handbook Twenty-second Edition, August 2006 

 Personnel Policies and Procedures  Chapter 5 Page 55 

topics to be covered. Effective classroom delivery, testing, and grading are the 
primary duties expected of lecturers at this level. 

(No Prefix) A lecturer at this level has the experience and academic qualifications needed to 
develop and teach a course(s) subject to broad guidelines describing the scope of 
the subject matter to be covered. However, the specific topics to be covered and 
the degree of topic emphasis are left to the independent judgment of the (No 
Prefix) Lecturer. At this level, a Lecturer may be involved in various 
instructional related activities. These may include undergraduate advising, 
assisting in developing lab safety protocols, course scheduling, curriculum 
development, participating in departmental outreach programs, or other 
instructional activities. 

Senior A Senior Lecturer has subject matter expertise in an academic discipline. In 
addition, a Senior Lecturer has extensive teaching experience (a minimum of 
seven years in the position or in a comparable position) gained through 
employment at UW-Eau Claire and/or other universities. A lecturer at this level 
has gained a reputation among his or her peers for demonstrably sustained 
superior contributions to teaching within a department or division. It is expected 
that the Senior Lecturer will independently select, develop, and organize course 
content and instructional materials and approaches. Involvement with 
committees engaged in supporting this development is typical. However, the 
direct delivery of instruction is the primary responsibility of the individual 
holding this title. (US 2/93) 

ACADEMIC STAFF TITLE STRUCTURE—PROMOTION PROCEDURES 
1. Procedures for Promotion Through Prefix Change for Administrative and/or Professional Academic Staff 

 a. A written request for consideration for promotion may be initiated by an academic staff member and 
must be submitted to the immediate supervisor by November 15 with a copy of the request being 
sent to the Unit Director or functional equivalent. The immediate supervisor may also initiate the 
promotion process. Recommendations for promotion shall be forwarded from the immediate 
supervisor to the Chancellor through the following review levels: the Unit Director, the Associate 
Vice, Vice Chancellor, and the Provost and Vice Chancellor. 

 b. Requests for promotion shall be reviewed by the immediate supervisor. He/she shall inform the 
academic staff member in writing as to whether or not a recommendation supporting promotion will 
be forwarded. Recommendations for promotion and supporting documentation must be forwarded to 
the Unit Director by December 1. Recommendations supported by the Director shall be forwarded to 
the Vice Chancellor by December 15. 

 c. Recommendations and documentation shall be forwarded through each successive level of 
administrative review along with the recommendation of the reviewing official. The Chancellor shall 
inform the candidate of his/her recommendation prior to or at the time the promotion 
recommendations are forwarded to System Administration. 

 d. If a request or recommendation for promotion is not supported at any level, the official responsible 
shall, in a timely manner but no later than March 15, provide the previous reviewers and the 
immediate supervisor with a written notification of the decision which shall be forwarded to the 
individual. The immediate supervisor shall be informed of the reasons for the negative decision and 
shall discuss them and the steps the individual may take to pursue promotion in the future with the 
individual. 

 e. Those academic staff members whose recommendations for promotion are not supported may 
reactivate the request in a subsequent year. 
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2. Procedures for Promotion Through Prefix Change for Instructional and/or Research Academic Staff 

a. A written request for consideration for promotion may be initiated by an academic staff 
member and must be submitted to the Departmental Personnel Committee by November 15 
with a copy sent to the Department Chair. The Departmental Personnel Committee or the 
Department Chair may also initiate the promotion process.  

Recommendation for promotion shall be forwarded from the Departmental Personnel Committee 
to the Chancellor through the following review levels: Department Chair, Dean, and the Provost 
and Vice Chancellor. 

b. Requests for promotion shall be reviewed by the Departmental Personnel Committee, which 
shall inform the academic staff member in writing as to whether or not a recommendation will 
be forwarded. The Departmental Personnel Committee’s recommendations for promotion and 
supporting documentation must be forwarded to the Department Chair by December 1. 
Recommendations supported by the Department Chair shall be forwarded to the Dean by 
December 15. 

c. Recommendations and documentation shall be forwarded through each successive level of 
administrative review, along with the recommendation of the reviewing official, in a timely 
fashion. The Chancellor shall inform the candidate of his/her recommendation prior to or at the 
time the promotion recommendations are forwarded to System Administration. 

d. If a request or recommendation for promotion is not supported at any level, the official 
responsible shall, in a timely manner but no later than March 15, provide the previous 
reviewers and the Departmental Personnel Committee with a written notification of the 
decision. The Departmental Personnel Committee or the Department Chair shall be informed of 
the reasons for the negative decision and shall discuss them and the steps the individual may 
take to pursue promotion in the future with the individual. 

e. Those academic staff members whose recommendations for promotion are not supported may 
reactivate their request in a subsequent year. 

3. Procedures for Promotion From One Title or Title Series to Another 

a. At the request of an academic staff member and/or her or his supervisor, the position description 
shall be reviewed to determine if it is properly titled. 

b. Documentation supporting the request shall be submitted to the Unit Director by December 1. 
Recommendations supported by the Director shall be forwarded to the Vice or Assistant 
Chancellor by December 15. 

c. Recommendations and documentation shall be forwarded through each successive level of 
administrative review along with the recommendation of the Director. The Chancellor shall 
inform the candidate of the final decision. 

d. If the request for title change is not supported at any level, the immediate supervisor shall be 
informed in writing in a timely manner but no later than March 15. The immediate supervisor 
shall forward this communication to the academic staff member immediately upon receipt and 
shall identify and discuss the reasons why the position does not meet the criteria for the 
requested title. 

e. A lateral move from one title to another within the same grade is not a promotion. 

4. Appeal Procedures 

a. An academic staff member may request an informal review of a decision not to recommend 
promotion or title change. 

 1) The review can be initiated by the academic staff member and shall be reviewed through all 
administrative channels up through the Provost and Vice Chancellor. 

 2) If the review again results in a negative decision, the academic staff member may bring her/his 
request to the Academic Staff Complaint, Grievance and Review Committee. At this time, 
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written reasons for the negative decision shall be forwarded to the academic staff member and 
the Complaint, Grievance and Review Committee. The Complaint, Grievance and Review 
Committee will review the request using the Academic Staff Title Structure and the UW-Eau 
Claire Professional Program Manager and Director Series Criteria. The request will not be 
viewed as a formal grievance unless so requested in writing by the academic staff member. 

 3) The written report of the Review Committee shall be forwarded to the Chancellor along with the 
Provost and Vice Chancellor’s report. The Chancellor shall make a final decision and inform the 
academic staff member in writing in a timely manner. 

b. If an academic staff member wishes to file a formal grievance, the grievance procedures as 
outlined in UW-Eau Claire Personnel Rules shall be followed. 

DISMISSAL FOR CAUSE (US 2/99) 

Academic Staff Personnel Rules 

UWS 11 DISMISSAL OF ACADEMIC STAFF FOR CAUSE 

UWEC 11.01 Dismissal for Cause—Indefinite Academic Staff Appointments 

1. A member of the academic staff holding an indefinite appointment may be dismissed only for just 
cause under UWS and UWEC 11.02 through 11.10 or for reasons of budget or program under UWS 
and UWEC 12. 

2. Members of the academic staff are entitled to enjoy and exercise all rights of United States citizens 
and to perform their duties in accordance with appropriate professional codes of ethics. This policy 
shall be observed in determining whether or not just cause for dismissal exists. The burden of proof 
of the existence of just cause for a dismissal is on the administration. 

UWEC 11.02 Responsibility for Charges 

1. Whenever the UW-Eau Claire Chancellor receives an allegation which concerns an academic staff 
member holding an indefinite appointment which appears to be substantial and which, if true, might 
lead to dismissal under UWS and UWEC 11.01, the Chancellor shall request within twenty calendar 
days that the appropriate dean or director 

a. investigate the allegation,  

b. offer to discuss it informally with the individual, and  

c. provide information of rights to which members of the academic staff are entitled under UWS 11 and 
UWEC 11.  

2. If such an investigation and discussion do not result in a resolution of the allegation and if the allegation 
is deemed sufficiently serious to warrant dismissal, the dean or director shall prepare a written 
statement of specific charges. A member of the academic staff may be dismissed only after receipt of such 
a statement of specific charges and, if a hearing is requested by the academic staff member, after a 
hearing held in accordance with the provisions of this chapter. If the staff member does not request a 
hearing, dismissal action shall proceed along normal administrative lines, but the provisions of UWS 
and UWEC 11.02, 11.08, and 11.09 shall apply. In those cases where the immediate supervisor of the 
academic staff member concerned is a dean or director, the Chancellor shall, to avoid potential prejudice, 
designate an appropriate administrative officer to act for the dean or director under this section. 

3. The appeal procedures shall accompany any formal statement of specific charges sent to an academic 
staff member. 

4. Any formal statement of specific charges shall be served personally or by certified mail, return receipt 
requested. If such service cannot be made within twenty calendar days, service shall be accomplished by 
first class mail and by publication as if the statement of charges were a summons and the provisions of 
section 801.11(1)(c), Wis. Stats., were applicable. Such service by mailing and publication shall be 
effective as of the first insertion of the notice of statement of charges in the newspaper. 
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UWEC 11.03 Hearing Body 

1. A Hearing Committee of the Academic Staff Complaint, Grievance, and Review Committee shall 
hear all dismissal appeals.  The Hearing Committee shall operate as the hearing agent for the 
Chancellor pursuant to section 227.12, Wis. Stats., and conduct the hearing, make a verbatim record 
of the hearing, prepare a summary of the evidence, and transmit such record and summary along 
with its recommended findings of fact and decision to the Chancellor (UWS and UWEC 11.07).  

2. Dismissal for just cause of a member of the academic staff having teaching responsibilities shall be 
heard by the Faculty Termination Review Committee.  The hearing shall be held pursuant to the 
provisions of UWS 11. 

UWEC 11.04 Hearing Procedures for Dismissal Appeals 

1. If a staff member requests a hearing within twenty calendar days from the service of the statement 
of specific charges (twenty-five calendar days if notice is by first class mail and publication), such 
hearing shall be convened no later than twenty calendar days after the request, except that this time 
limit may be extended by mutual consent of the parties or by order of the Hearing Committee. 

2. The request for a hearing must be submitted in writing to the chair of the Academic Staff Complaint, 
Grievance, and Review Committee. 

3. Within five working days of receipt of the hearing request, the Academic Staff Complaint, Grievance, 
and Review Committee Chair shall acknowledge, in writing, receipt of the request and shall provide 
a copy of the acknowledgement to the petitioner’s dean or director.  In the acknowledgement the 
chair shall ask the petitioner to submit a clear written statement of the reasons for the hearing 
request and any relevant documentation. The chair shall request, in writing, that the dean or 
director provide a copy of the statement of charges and any other relevant documentation. Such 
documentation may include (but is not limited to) information regarding the sequence of events 
leading to the charge(s), correspondence regarding pertinent events in the case, names of individuals 
with direct knowledge of those events, and commentary regarding the nature of their knowledge. All 
documentation must be submitted to the Hearing Committee chair by the date set at the Pre-
Hearing Conference (see UWEC 11.04, par. 6 and 7).  Documents from the petitioner and from the 
dean or director will be exchanged on the date set at the pre-hearing conference.  Documents shall 
not be shared by the committee with either party prior to this date. 

4. Selection of Hearing Committee 

a. Within five working days after a request for a hearing has been filed, the Academic Staff 
Complaint, Grievance and Review Committee Chair shall call a meeting of the full Committee.  
The Committee shall select from its own membership a Hearing Committee of five.  Selection of 
Hearing Committee members shall be by a random selection process. 

b. Members of the Committee may request to be disqualified from the case on the grounds of bias. 
Likewise, either party to the appeal may request that a particular committee member be 
disqualified for cause. In either case, the remaining Committee members shall hear the 
explanation for the request. By majority vote they shall determine whether to honor the request 
or deny it [UWS 11.06(2)(a)].  

c. When a member of the Hearing Committee has been disqualified, the Committee shall randomly 
select a replacement from among the remaining members of the Committee. The composition of 
the Hearing Committee shall in no way compromise the provisions of UWS 11.06(1)(a). 

d. The Hearing Committee shall convene and elect a chair.  The chair shall request of the 
Chancellor personnel assistance to provide a verbatim record of the proceedings [UWS 
11.05(1)(e)], clerical assistance to record written findings [UWS 11.05(1)(f)], and legal counsel 
[UWS 11.06(2)(b)]. 

e. In consultation with the Hearing Committee, the chair will set a date for a Pre-Hearing 
Conference and for the hearing.  Service of written notice of the hearing and the pre-hearing 
conference shall be provided to both parties at least ten calendar days prior to the hearing. 
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5. Hearing Procedures for Dismissal Cases 

a. The Hearing Committee shall conduct a Pre-Hearing Conference within ten calendar days of 
receipt of the original hearing request.  The Pre-Hearing Conference shall be held with all 
parties involved to: 

1) confirm the names and official mailing addresses of all parties involved, 

2) confirm that there is a dismissal appeal to be heard, 

3) identify the applicable UWS and UWEC rules having jurisdiction over the matter, 

4) state clearly the charge(s), the petitioner’s interest in the matter, the remedy being sought, 

5) hear any opening statements, pre-hearing motions, or closing statements made by the 
parties, 

6) decide whether the hearing will be open or closed, 

7) stipulate facts agreed upon, and 

8) determine a timetable for the exchange of witness lists and documents. 

 A written summary of the Pre-Hearing Conference shall be distributed to all parties involved 
within one working day of the conclusion of the Pre-Hearing Conference. 

b. The Hearing Committee subsequently shall convene to hear the appeal.  The hearing shall 
proceed according to UWS and UWEC 11.04, 11.05, and 11.06. In consultation with the Hearing 
Committee, the chair shall be responsible for maintaining the decorum of the hearing and 
determining the relevance of the questions asked. It is recommended that the Hearing 
Committee pursue the following order of business: 

1) The chair shall summarize the purpose of the hearing and the issues involved. 

2) The chair shall ask both parties (the institution or its representative first and the petitioner 
second) whether they have any questions before the hearing proceeds. This order of 
presentation should be maintained consistently throughout the hearing. 

3) The chair shall ask whether each party wishes to make an opening statement. 

4) Each party shall have the opportunity to present documents and witnesses to support the 
case. Each party may pose questions to the witnesses. 

5) The chair shall ask whether each party wishes to make a closing statement. 

6) The chair shall inquire if there are any final questions and shall close the hearing. 

c. Notwithstanding UWS 11.06(1)(b), the final deliberation of the Hearing Committee in the 
formulation of its recommendation(s) shall be in closed meeting as provided by Subchapter V, 
Chapter 19, Wis. Stats. The Hearing Committee shall allow for a minority report in all of its 
recommendations. The Hearing Committee’s recommendations and the consideration thereof 
will proceed as specified in UWS and UWEC 11.07. 

6. The Hearing Committee is authorized to develop additional procedures not inconsistent with the 
provisions of Chapters UWS 11 and UWEC 11. 

7. The timelines for hearings cited in UWS or UWEC rules may be extended by mutual consent of the 
parties involved or by order of the Hearing Committee. 

UWEC 11.05 Adequate Due Process 

A fair hearing for an academic staff member whose dismissal is sought under UWS 11.01 and UWEC 
11.01, except as specifically limited in UWS and UWEC 11.11 or 11.12, shall include the following: 

1. a right to the names of witnesses and of access to documentary evidence upon the basis of which 
dismissal is sought; 
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2. a right to be heard in his or her defense; 

3. a right to counsel and/or other representative, and to offer witnesses; 

4. a right to confront and cross-examine adverse witnesses; 

5. a verbatim record of all hearings, which might be a sound recording, provided at no cost; 

6. written findings of fact and decision based on the hearing record; 

7. admissibility of evidence governed by section 227.10, Wis. Stats. 

UWEC 11.06 Procedural Guarantees 

A fair hearing for an academic staff member under UWS and UWEC 11, except as specifically limited in 
UWS and UWEC 11.11 or 11.12, shall include the following procedural guarantees: 

1. Any person who participated in the investigations of allegations leading to the filing of a statement 
of charges, or in the filing of a statement of charges, or who is a material witness shall not be 
qualified to participate as a member of the hearing body. 

2. The hearing shall be closed unless the staff member under charges requests an open hearing, in 
which case it shall be open (as provided by Chapter 19.85(1)(b), Subchapter V, Wis. Stats., Open 
Meeting Law). 

3. The hearing body shall not be bound by common law or statutory rules of evidence and may admit 
evidence having reasonable probative value but shall exclude immaterial, irrelevant, or unduly 
repetitious testimony, and shall give effect to recognized legal privileges. 

4. The burden of proof of the existence of just cause is on the administration or its representatives. 

5. If a staff member whose dismissal is sought has requested a hearing, discontinuance of the 
proceeding by the institution is deemed a withdrawal of charges and a finding that the charges were 
without merit. 

6. Nothing in par. (5) shall prevent the settlement of cases by mutual agreement between the 
administration and the staff member, with the Chancellor’s approval, at any time prior to a final 
decision by the Chancellor; or when appropriate, with the Board’s approval prior to a final decision 
by the Board. 

7. Adjournments shall be granted to enable either party to investigate evidence as to which a valid 
claim of surprise is made. 

UWEC 11.07 Recommendation to the Chancellor in Dismissal Cases 

1. Within twenty working days of the hearing, the Hearing Committee shall send a verbatim record of 
the testimony, which may be a sound recording, and a copy of its report, findings, and 
recommendations to the Chancellor and to the staff member concerned.  The report shall include: 

a. the names and official mailing addresses of all parties involved, 

b. a statement of the petitioner’s request and the UWS and UWEC chapters and sections under 
which it was filed, 

c. the Hearing Committee’s findings of fact, 

d. the Hearing Committee’s conclusions of law, i.e., its rationale as to whether the alleged charges 
are valid or not, and 

e. the Hearing Committee’s recommendations to the Chancellor to 

1) dismiss the staff member, 

2) impose a lesser disciplinary action, or 

3) find in favor of the staff member, dismiss the charges against the staff member, and remove 
any record of the charges from the staff member’s personnel file. 
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2. After reviewing the matter on record and considering arguments if submitted by the parties, the 
Chancellor shall issue a decision to both parties and the Hearing Committee within twenty working 
days.  This decision shall be deemed final unless the Board of Regents, upon request of the staff 
member, grants a review based on the record.  In dismissal cases against an indefinite appointee, 
the Board shall review the case according to UWS 11.10. 

UWEC 11.08 Suspension from Duties 

The staff member with an indefinite appointment shall continue to receive his or her salary until the 
Chancellor makes a decision as to dismissal and shall not be relieved of his or her duties except as noted 
in UWS 11.08. 

UWEC 11.09 Date of Dismissal 

A decision by the Chancellor ordering dismissal shall specify the effective date of the dismissal. 

UWEC 11.10 Board Review 

A member of the academic staff on indefinite appointment who has been dismissed for just cause by the 
Chancellor following a hearing may appeal this action to the Board of Regents.  Any appeal must be 
made within 30 days of the date of the decision of the Chancellor to dismiss.  Upon receiving an appeal 
the Board shall review the case on the record.  Following such review, the Board may confirm the 
Chancellor’s decision, or direct a different decision, or approve a further hearing before the Board with 
an opportunity for filing exceptions to the hearing body’s recommendations or the Chancellor’s decision 
and for oral argument on the record.  If further review with opportunity for oral argument on the record 
is provided, this review shall be closed unless the staff member requests an open hearing.  [See Chapter 
15.85(1)(b), Subchapter V, Wis. Stats., Open Meeting Law.]  All decisions of the Board, whether after 
review on the record or after oral argument, shall be expressed in writing and shall indicate the basis for 
such decision. 

UWEC 11.11 Dismissal for Cause—Fixed Term or Probationary Appointees 

A member of the academic staff holding a probationary appointment, or a member of the academic staff 
holding a fixed term appointment and having completed six months in the position, may be dismissed 
prior to the end of the contract term only for just cause or for reasons of budget or program under UWS 
12. A nonrenewal of such an appointment is not a dismissal under this section. The provisions of UWEC 
11.01(2) through 11.07 and 11.09, UWS 11.03 through 11.07, 11.09 and 11.11 shall apply to dismissal for 
just cause of fixed term or probationary academic staff appointees. 

In no event shall a decision favorable to the appellant extend the term of the original appointment. If a 
proceeding on appeal is not concluded before the appointment expiration date, the academic staff 
member concerned may elect that such proceeding be carried to a final decision. Unless such election is 
made in writing, the proceeding shall be discontinued at the expiration of the appointment. If the 
Chancellor ultimately decides in favor of the appellant, salary lost during the interim period between the 
effective date of dismissal and the date of the Chancellor’s decision or the end of the contract period, 
whichever is earlier, shall be restored.  

UWEC 11.12 Dismissal for Cause—Instructional and/or Research Academic Staff 

As provided under UWS and UWEC 11.03(2) and UWS 11.12, a dismissal hearing for instructional 
and/or research academic staff shall be heard before the Faculty Termination Review Committee 
pursuant to UWS 11.02 through 11.10. In such cases, dismissal shall be effective immediately upon 
receipt of written notification to that effect from the Chancellor, pursuant to recommendations of the 
Faculty Termination Review Committee. Provisions for Board review under UWS 4.08 will apply to 
allow the appellant opportunity for reinstatement or recovery of lost salary as provided under UWS 
11.11. In no event, however, shall a decision favorable to the appellant extend the time of the original 
appointment specified in the letter of appointment. 
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LAYOFF AND TERMINATION (US 5/96) 

Academic Staff Personnel Rules 

UWS 12 LAYOFF OF ACADEMIC STAFF FOR REASONS OF BUDGET OR PROGRAM 

UWEC 12.01 General  

Notwithstanding 36.15, Wis. Stats., and UWS 10 and 11, the Chancellor or his/her designee may layoff 
a member of the academic staff holding an indefinite appointment or may layoff a member of the 
academic staff, hereafter staff member, holding either a fixed term or a probationary appointment prior 
to the end of the appointment period when such action is deemed necessary due to budget or program 
decision requiring program discontinuance, curtailment, modification, or redirection. Program decisions 
made pursuant to a change in the level of resources available for a particular project shall be discussed 
by the Chancellor or his/her designee with both the standing Academic Staff Personnel Committee and 
the Academic Staff Complaint, Grievance, and Review Committee. Decisions affecting individuals shall 
be communicated to the affected persons by the Chancellor or his/her designee together with a 
description of the change in available resources which has required the layoff decision. Nonrenewal of a 
probationary staff appointment (under UWS 10.04) or a fixed term appointment, even if for financial 
reasons, is not a layoff for reasons of program or budget. 

UWEC 12.02 Layoff 

For the purpose of this chapter, “layoff” is the suspension of a staff member’s employment by the 
University of Wisconsin System during the appointment period for reasons of budget or program. A 
laid-off staff member retains the rights specified in UWS 12.07 through 12.11 and UWEC 12.07 
through 12.11 inclusive. For the purposes of 36.21, Wis. Stats., termination occurs at the time of layoff. 

UWEC 12.03 Individual Layoff Decision 

When a reduction in program of a particular operational area is required, layoff of staff members with 
indefinite, fixed term, or probationary appointments should normally follow seniority, as established by 
date of acceptance of initial letter of academic staff appointment, excluding any periods of non-
employment. This presumption in favor of seniority may be overcome upon consultation with the 
standing Academic Staff Personnel Committee where program needs dictate other considerations (e.g., 
the need to maintain specific expertise within the program or operational area). The standard notice 
periods specified in UWEC 10.05 should be used, unless there are compelling reasons to the contrary 
(e.g., almost immediate cutoff of funds) for layoff of probationary and fixed term appointments under 
this chapter. Indefinite appointees shall have twelve months’ notice of layoff for reasons of budget or 
program, unless there are compelling reasons to the contrary. 

UWEC 12.04 Hearing Body 

The Academic Staff Complaint, Grievance, and Review Committee shall be the hearing body for the 
purpose of this chapter. This body shall act as the hearing agent for the Chancellor pursuant to 227.12, 
Wis. Stats., and conduct the hearing, make a verbatim record of the hearing, prepare a summary of the 
evidence, and transmit such record and summary, along with findings of fact and decision, to the 
Chancellor as specified in UWEC 11.04. 

UWEC 12.05 Review and Hearing for Indefinite Appointments 

1. A staff member with an indefinite appointment whose position is to be eliminated shall be notified 
in writing. The staff member has 20 calendar days after such notification to make a written request 
for a written statement of the reasons for the decision. Within 15 calendar days of the request, the 
staff member shall receive a statement of the reasons for the decision. This written statement shall 
indicate the reasons the budgetary or program needs should be met by curtailing or discontinuing 
the program in which the individual concerned works. The staff member has 20 calendar days after 
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receipt of the written statement of reason to request a hearing before the hearing body. However, 
such a request for hearing shall not forestall a layoff under this section.   

2. Upon receipt of a hearing request by the Academic Staff Complaint, Grievance, and Review 
Committee, the chair shall call a meeting of the full membership. Procedures and selection of 
membership for the Hearing Committee shall adhere to UWEC 11.04 and UWS 12.05. 

UWEC 12.06 Review for Fixed Term and Probationary Academic Staff Members 

The Chancellor shall review, with the standing Academic Staff Personnel Committee, program 
decisions leading to layoff for reasons of budget or program of academic staff members with fixed term 
or probationary appointments. Review procedures specified in UWEC 12.05 and 12.06 shall also apply 
to probationary and fixed term academic staff members who are laid off prior to the completion of their 
appointments. Nonrenewal is not a layoff under this section. 

UWEC 12.07 Layoff Status 

A staff member whose position has been eliminated according to the provisions of this chapter may, at the 
end of the appropriate notice period, be placed on layoff status unless the layoff notice has been rescinded 
prior to that time. The staff member whose notice period has expired and who is placed on layoff status shall 
remain on layoff status until: 

1. For fixed term and probationary appointee, one of the following occurs: 

a. The appointment expires under its own terms. 

b. The staff member fails to accept an alternative appointment. 

2. For staff on indefinite appointment one of the following occurs: 

a. The staff member is reappointed to the position from which laid off. Failure to accept such 
reappointment would terminate the staff member’s association with the institution. 

b. The staff member accepts an alternative continuing position at the institution. Failure to accept an 
alternative appointment would not terminate the staff member’s association with the institution. 

c. The staff member resigns. 

d. The staff member fails to notify the Chancellor or his/her designee by December 1 of each year while 
on layoff status as to the staff member’s location, employment status, and desire to remain on layoff 
status. Failure to provide such notice of desire to remain on layoff status shall terminate the staff 
member’s association with the institution. 

e. A period of three years lapses. 

UWEC 12.08 Alternative Employment  

UW-Eau Claire shall devote its best efforts to securing alternative appointments within the institution 
in positions for which staff laid off under this chapter are qualified under existing criteria. UW-Eau 
Claire should seek to provide financial assistance for staff members who have indefinite appointments 
and who are to be laid off to readapt within the operational area or within another operational area of 
the institution where such readaptation is feasible within one year’s time. 

UWEC 12.09 Reappointment Rights  

Where layoffs occur for reasons of budget or program, no person may be employed in that operational 
area within 3 years to perform reasonably comparable duties to those of the staff member laid off 
without first offering the laid off staff member on layoff status reappointment without loss of rights or 
status. In addition, UW-Eau Claire shall continue for 3 years from date of layoff to offer the 
reappointment rights stated in this section to a laid-off fixed term or probationary appointee whose 
appointment has expired under its own terms if such appointee notified the Chancellor or his/her 
designee by December 1 of each year as to the staff member’s location, employment status, and desire 
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to pursue reappointment rights under this section. For probationary staff, the clock will stop when the 
layoff occurs and will restart at the time the staff member is rehired if within the three-year period. 

UWEC 12.10 Retention of Salary  

Any academic staff member reappointed within 3 years after layoff to reasonably comparable duties 
within the operational area shall be reappointed with a salary rate at least equivalent to the salary rate 
when laid off, together with such other rights and privileges which may have accrued at the time. 

UWEC 12.11 Rights of Academic Staff Members on Layoff  

Any staff member on layoff status in accord with the provisions of UWS 12 and UWEC 12 has the re-
employment rights guaranteed by UWS 12.09 and 12.10 and has the following minimal rights: 

1. Voluntary participation in life, health, and income continuation insurance programs, including the 
right to prepay as long as layoff status is maintained with conversion rights if still on layoff status 
at the end three years. 

2. Such continued use of campus facilities and participation in institution activities as is extended to 
emeriti personnel. 

COMPLAINTS AND GRIEVANCES (US 2/99) 

Academic Staff Personnel Rules 

UWS 13 COMPLAINTS AND GRIEVANCES 

UWS 13.01 Complaints 

1. Definition 

  Complaints are allegations by persons other than the academic staff member’s supervisor(s), including 
administrators, students, other academic staff, faculty, classified staff, or members of the public 
concerning conduct by an academic staff member that violates university rules or policies or that 
adversely affects the staff member’s performance of obligations to the University but which allegations 
are not serious enough to warrant dismissal proceedings under Chapter UWS and  
UWEC 11.  The burden of proof of the alleged misconduct is on the institution or its representative. 

2. Initial Procedures to Resolve Complaints 

 a. Complaints should be resolved informally whenever possible.  Before initiating a formal complaint, the 
complainant should discuss the issue with the person whose alleged actions led to the complaint or, 
when not possible, with that person’s immediate supervisor, dean, or director.  In all cases, the person 
first hearing the complaint shall notify the staff member that a complaint has been made against him 
or her and shall provide a description of the alleged misconduct, the name of the complainant, and give 
him or her an opportunity to explain his or her conduct. 

b. If informal resolution has been unsuccessful, a formal written complaint may be made to the Provost 
within thirty calendar days of the alleged misconduct.  The written complaint must be signed and 
specify the alleged misconduct, the steps taken toward informal resolution, and the resolution sought. 
The Provost shall review and act upon it within fifteen working days. The Provost shall first give 
written notice to the academic staff member involved regarding the nature of the complaint and give 
him or her an opportunity to explain his or her conduct.  The Provost may make a further investigation 
of the allegations and shall then 

1) dismiss the complaint, 

2) take disciplinary action, or 

3) refer it to the Academic Staff Complaint, Grievance, and Review Committee for a hearing. 

The Provost shall notify the staff member, in writing, of his or her decision. 
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 c. If the Provost or any administrator invokes disciplinary action without referral to the Academic Staff 
Complaint, Grievance, and Review Committee, the staff member shall have a right to a hearing 
before the Academic Staff Complaint, Grievance, and Review Committee. 

3. Procedures to File a Hearing Request in Complaint Cases 

 a. If a staff member requests a hearing within twenty calendar days notice of disciplinary action, such 
hearing shall be convened no later than twenty calendar days after the request, except that this time 
limit may be extended by mutual consent of the parties or by order of the Hearing Committee. 

 b. The request for a hearing shall be addressed in writing to the chair of the Academic Staff Complaint, 
Grievance, and Review Committee. 

 c. Within five working days of receipt of the hearing request, the Academic Staff Complaint, Grievance, 
and Review Committee Chair shall acknowledge, in writing, receipt of the request and shall provide 
a copy of the acknowledgement to the person who took disciplinary action, and the staff member’s 
dean or director.  In the acknowledgement, the chair shall ask the staff member to submit a clear 
written statement of the reasons for the hearing request and any other relevant documentation.  The 
chair shall request, in writing, that the person who took disciplinary action provide a copy of the 
complaint and any other relevant documentation.  Documentation may include (but is not limited to) 
information regarding the sequence of events leading to the complaint, correspondence regarding 
pertinent events in the case, names of individuals with direct knowledge of those events, and 
commentary regarding the nature of their knowledge.  All documentation must be submitted to the 
Hearing Committee chair by the date set at the Pre-Hearing Conference (see UWEC 13.01,4,d).  
Documents from both parties will be exchanged on the date set at the Pre-Hearing Conference.  The 
Committee shall not share these documents with either party prior to this date. 

4. Hearing Committee 

 a. Within five working days after a request for a hearing has been filed, the full Academic Staff 
Complaint, Grievance, and Review Committee shall meet to select from its own membership a 
Hearing Committee of five.  Selection of Hearing Committee members shall be by a random selection 
process. 

 b. Members of the committee may request to be disqualified from the case on the grounds of bias.  
Likewise, either party may request that a particular Committee member be disqualified for cause.  
In either case, the remaining Committee members shall hear the explanation for the request.  By 
majority vote they shall determine whether to honor the request or deny it.  When a member of the 
Hearing Committee has been disqualified, the Committee shall randomly select a replacement from 
among the remaining members of the Committee. 

 c. The Hearing Committee shall convene and elect a chair.  The chair shall request of the Chancellor 
personnel assistance to provide a verbatim record of the proceedings, clerical assistance to record 
written findings, and legal counsel. 

 d. In consultation with the Hearing Committee, the chair of that committee will set a date for a Pre-
Hearing Conference and for the hearing.  Service of written notice of the hearing shall be provided to 
both parties at least ten calendar days prior to the hearing. 

5. Hearing Procedures for Complaints 

 a. The Hearing Committee shall conduct a Pre-Hearing Conference within ten calendar days of receipt 
of the original hearing request.  The Pre-Hearing Conference shall be held with all parties involved 
to: 

1) confirm the names and official mailing addresses of all parties involved, 

2) confirm that there is a complaint case to be heard, 

3) identify the applicable UWS and UWEC rules having jurisdiction over the matter, 

4) state clearly the complaint, the staff member’s interest in the matter, and the remedy being 
sought, 
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5) hear any opening statements, pre-hearing motions, or closing statements made by the parties, 

6) decide whether the hearing will be open or closed, 

7) stipulate facts agreed upon, and 

8) determine a timetable for the exchange of witness lists and documents. 

A written summary of the Pre-Hearing Conference shall be distributed to all parties involved within 
one working day of the conclusion of the Pre-Hearing Conference. 

 b. The Hearing Committee subsequently shall convene to hear the case.  The hearing shall be restricted 
to consideration of the complaint specified in the notification to the staff member.  In consultation 
with the Hearing Committee, the chair shall be responsible for maintaining the decorum of the 
hearing and for determining the relevance of the questions asked.  It is recommended that the 
Hearing Committee pursue the following order of business: 

1) The chair shall summarize the purpose of the hearing and the issues involved. 

2) The chair shall ask both parties (the institution or its representative first and the staff member 
second) whether they have any questions before the hearing proceeds.  This order of presentation 
(institution then staff member) should be maintained consistently throughout the hearing. 

3) The chair shall ask whether each party wishes to make an opening statement. 

4) Each party shall have the opportunity to present documents and witnesses to support the case.  
Each party may pose questions to the witnesses. 

5) The chair shall ask whether each party wishes to make a closing statement. 

6) The chair shall inquire if there are any final questions and shall close the hearing. 

 c. The final deliberation of the Hearing Committee in the formulation of its recommendation(s) shall be 
in closed meeting as provided by Chapter 19.85(1)(b), Subchapter V, Wis. Stats.  The Hearing 
Committee shall allow for a minority report in all of its recommendations. 

6. Recommendations to the Chancellor in Complaint Cases 

 a. Within twenty working days of the hearing, the Hearing Committee shall send a verbatim record of 
the testimony, which may be a sound recording, and a copy of its report, findings, and 
recommendations to the Chancellor and to the staff member concerned.  The report shall include: 

1) the names and official mailing addresses of all parties involved, 

2) a statement of the staff member’s interest in the matter, and the UWS and UWEC chapters and 
sections under which it was filed, 

3) the Hearing Committee’s findings of fact, 

4) the Hearing Committee’s conclusions of law, i.e., the Committee’s rationale as to whether the 
complaint is valid or not, and 

5) the Hearing Committee’s recommendations to the Chancellor to 

a) dismiss the complaint, rescind disciplinary action, and remove any record of the complaint 
from the staff member’s personnel record, or 

b) affirm the disciplinary action, or 

c) rescind the disciplinary action, remove any record of it, and substitute action recommended 
by the Committee. 

 b. After reviewing the matter on record, the Chancellor shall act on the report and notify the 
Committee and both parties of any action within twenty working days. 

7. If the Provost refers the complaint to the Academic Staff Complaint, Grievance, and Review Committee 
for a hearing before any disciplinary action is taken, the following procedures shall apply: 



 Faculty and Academic Staff Handbook Twenty-second Edition, August 2006 

 Personnel Policies and Procedures  Chapter 5 Page 67 

 a. The referral for a hearing must be submitted in writing to the Chair of the Academic Staff 
Complaint, Grievance, and Review Committee.  All relevant materials accumulated by the Provost 
shall be sent to the Committee chair and a copy shall be sent to the staff member against whom the 
complaint was made. 

b. Within five working days of receipt of the referral, the Committee shall meet to select a Hearing 
Committee to hear the case following procedures in UWEC 13.01,4. 

c. The hearing shall be conducted according to procedures in UWEC 13.01,5 except that the Hearing 
Committee’s report to the Chancellor shall include a recommendation to 

1) dismiss the complaint and remove any record of it or 

2) suggest disciplinary action or other appropriate remedy. 

8. The Hearing Committee is authorized to develop additional procedures, not inconsistent with the 
provisions of UWS 13 and UWEC 13.01. 

9. The timelines for hearings cited in UWS or UWEC rules may be extended by mutual consent of the 
parties involved or by order of the Hearing Committee. 

UWEC 13.02 Grievances 

1. Definition 

 A grievance is a personnel problem involving an academic staff member’s expressed feeling of unfair 
treatment or dissatisfaction with aspects of his/her university working conditions which are outside 
his/her control. 

2. To the extent practical, all grievances should be settled through informal discussions at the lowest 
possible administrative level and may be discussed with progressively higher administrators in a 
mutually sincere effort to reach an acceptable settlement. 

 a. Grievances Alleging Discrimination 

  The University of Wisconsin-Eau Claire is committed to providing equal educational and 
employment opportunity regardless of age, race, creed, color, handicap, sex, sexual orientation, 
developmental disability, national origin, ancestry, marital status, arrest record, or conviction 
record. Any questions or allegation of discrimination may be referred informally to the Affirmative 
Action Officer. 

  Formal grievances based upon allegations of discrimination should be filed with the Affirmative 
Action Officer and will be forwarded to the Affirmative Action Review Board under formal 
procedures outlined in the University Affirmative Action Plan. 

 b. Grievances Dealing with Allegations Outside of Discrimination 

  Any question or allegation not related to discrimination may be discussed informally with the chair 
of the Academic Staff Personnel Committee. 

3. Any academic staff member having a grievance that has not been resolved through regular university 
procedures may submit a written statement of the grievance to the chair of the Academic Staff 
Compliant, Grievance, and Review Committee. If possible, pertinent documents should be filed with the 
statement of grievance. The committee will then determine whether it wishes to take formal action on 
the grievance or to appoint a subcommittee to attempt informally to resolve the grievance in consultation 
with the parties involved. If the grievance is not resolved to the satisfaction of the academic staff 
member involved, he/she may request a formal hearing. 

4. Upon filing of a grievance in writing, the following procedures shall apply: 

 a. The chair of the Academic Staff Complaint, Grievance, and Review Committee shall inquire whether 
the grievant has attempted to resolve the grievance through normal informal university procedures. 
If not, the chair may ask the grievant to do so before invoking the formal grievance procedures and 
shall notify the grievant that a subcommittee of the Personnel Committee will assist in the informal 
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resolution of the grievance if the grievant so desires. 

 b. If the grievant prefers not to try informal procedures or has tried them and remains unsatisfied, the 
grievance shall be brought to the full committee. A Hearing Committee shall be appointed to conduct 
a formal hearing into the case, consider the validity of the grievance, and write a final report. 
Academic Staff Complaint, Grievance, and Review Committee members who assisted in an attempt 
to resolve a grievance informally may not sit on a Hearing Committee dealing with the same 
grievance. Appointment of the Hearing Committee and conduct of the hearing shall follow  
UWEC 11.04. 

 c. In all instances where a grievance has been filed, the chair of the Academic Staff Complaint, 
Grievance, and Review Committee shall notify the members of the Academic Staff Complaint, 
Grievance, and Review Committee in writing and shall forward to the members copies of all 
documentation submitted by the grievant. 

5. If the grievant chooses to pursue the informal resolution of the grievance, the following procedures are 
recommended: 

 a. The chair of the Academic Staff Complaint, Grievance, and Review Committee shall appoint a 
subcommittee of two. 

 b. The subcommittee will pursue informal resolution between the parties, including informing the 
person(s) against whom the grievance was filed of the nature of the grievance. The subcommittee’s 
role may include (but is not limited to) encouraging the speedy resolution of the conflict and acting 
in a mediating capacity between the parties. 

 c. If the informal effort does not produce a resolution that is satisfactory to the person(s) filing the 
grievance within 30 working days of the subcommittee being appointed and the individual(s) wishes 
(wish) to do to a formal hearing, that hearing shall be held according to the procedures outlined in 
UWEC 11.04. 

6. The Committee is authorized to develop additional procedures, not inconsistent with the provisions of 
this chapter, appropriate to a particular grievance. 

7. The Hearing Committee’s final report shall evaluate the grievance and recommend appropriate 
administrative action. The report shall be sent to the Chancellor with a copy to the academic staff 
member making the request. If resolution of the case results in a decision to dismiss, then the provisions 
of UWS 11 and hearing privileges under UWEC 11 shall apply. 

Outside Activities—Faculty And Academic Staff 

General Policies and Procedures 

POLITICAL ACTIVITY 
The University encourages members of the faculty and staff to take an active interest in the political life of 
the city, state, and nation. For pertinent policies and regulations see Political Activity by State Employees 
and Use of University Facilities by Non-University Groups. 

COMPENSATION FROM EXTERNAL SOURCES 
See Funding for Research and other Activities (External Sources) (for faculty, see Chapter 5, p. 17; for 
academic staff, see Chapter 5, p. 46) and Non-University Employment (for faculty, see Chapter 5, p. 17; for 
academic staff, see Chapter 5, p. 47). 
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Faculty/Academic Staff Personnel Rules 

UWS 8 UNCLASSIFIED STAFF CODE OF ETHICS 

UWEC 8.01 Declaration of Policy  
Every member of the unclassified staff at the time of appointment makes a personal commitment to 
professional honesty and integrity, to seek knowledge, and to share that knowledge freely with others. Such 
a commitment is essential for the University to perform its proper function in our society and ensure 
continued confidence of the people of this state in the University of Wisconsin-Eau Claire and its personnel. 
It is a violation of this commitment for unclassified staff members to seek financial gain for themselves, 
their immediate families, or organizations with which they are associated through activities that conflict 
with the interests of the University of Wisconsin System. 

UWEC 8.025 (1) Outside Activities 
The only activities which are prohibited are those which would result in a conflict between the personal 
interests of an unclassified staff member and that staff member’s public responsibilities to UW-Eau Claire. 

Examples of activities which are unlikely to cause conflict are: 

 • participation in many types of public service; 

 • presentation or review of papers; 

 • unpaid consultancies involving neither use of university facilities, undue consumption of time, nor 
publication restrictions on university research; 

 • university research funded in whole or part by non-governmental sponsors through contract, grant 
or restricted gift, where the particular staff member has no financial interest in the sponsor or in 
the research results. 

Other activities more likely to present the possibility of a conflict include: 

 • extensive or recurring paid consulting; 

 • associations with organizations, as defined in UWS 8.02(3), related to staff members’ fields of 
academic interest or specialization; 

 • university research funded in whole or part by non-governmental sponsors through a contract, 
grant or restricted gift, where the staff member has a financial interest in the sponsor or the 
research results; 

 • activities involving a private remunerative relationship between a staff member and non-
governmental sponsor of university research for which the staff member is a principal investigator; 

 • situations which may result in research that would normally be carried out at the University being 
diverted to a private establishment to the detriment of the University; 

 • situations giving to a private entity exclusive access to information resulting from a staff member’s 
university research; 

 • situations in which a staff member directs a student into research from which the member expects 
to receive financial gain. 

UWEC 8.025 (2) Reportable Outside Activities2 
1. When an unclassified staff member or member of an unclassified staff’s immediate family is a director, 

officer, or trustee or owns or controls directly or indirectly, and severally or in the aggregate, at least 

                                                      
2 The form to be used for reporting Outside Interests and Activities is provided at the end of this section on UWS 8. The 
form may be duplicated, or additional copies may be obtained from the Provost and Vice Chancellor’s office. 
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10% of the outstanding equity in an organization or business related to the staff member’s field of 
academic interest or specialization, that activity must be reported. [UWS 8.02, (3) and (12).] 

2. When private remunerative relationships exit between unclassified staff members and non-
governmental sponsors of university research for which the unclassified staff member is a principal 
investigator, that activity must be reported. 

3. When remunerative outside activities in an unclassified staff member’s field of academic interest or 
specialization, including but not limited to consultation, are compensated, that activity must be reported. 
In addition, if compensation for such activities amounts to $5,000 or more per single source in a year, 
that fact must be reported. 

4. Any unclassified staff member who participates in outside interests and activities reportable under UWS 
8.025(2) must file a retrospective form for the previous calendar year by March 31 of the current year. 
UW-Eau Claire Report of Outside Interests and Activities forms may be obtained from the unclassified 
staff member’s administrative supervisor and upon completion should be returned to the administrative 
supervisor. These forms are forwarded through administrative channels to the Provost and Vice 
Chancellor by April 15. The Provost and Vice Chancellor shall compile the campus report which is to be 
forwarded to System Administration by April 30. (See UWS 8.06) 

5. If, during the year, significant changes in an unclassified staff member’s reportable outside activities 
occur, the unclassified staff member shall immediately inform in writing his/her administrative 
supervisor. This information shall be placed on file with the unclassified staff member’s annual 
statement of outside activities. 

UWEC 8.025 (3) Institutional Policies 
1. The standards which shall govern the use of university facilities, resources, and personnel in connection 

with outside activities of unclassified staff shall be in accord with those policies of UW-Eau Claire which 
currently govern the use of such facilities, resources, and personnel by off-campus groups. (See UW-Eau 
Claire Policybook, 5:16.) 

 Several standards remain constant. 

 a. GPR funded activities shall have priority use of academic facilities and segregated fee funded 
activities shall have priority use of auxiliary (funded or student life programming) facilities. 
University prime mission and student life programming needs must be considered prior to reserving 
space for outside use. 

 b. The Director of University Centers is the Chancellor’s designee in administering facilities usage. 

 c. Unclassified staff may engage in general instruction, public service, and research of individuals in 
the community and other outside parties under UW System and UW-Eau Claire rules governing 
reporting of outside activities and the faculty/academic staff code of ethics. No charge shall be made 
for the use of university facilities for such purposes as long as the University does not incur 
additional costs, there is no interference with other private mission activities, and the unclassified 
staff member does not receive financial gain. 

 d. Unclassified staff engaging in commercial enterprises which make use of university facilities shall be 
assessed rental fees and other user charges in accordance with regular UW-Eau Claire practices. 

2. Policies governing any absence from regular duties are covered by UWEC 7.01 (5) and 16.01. They cover 
such issues as types of absences, criteria for excused absences, procedures for filing absence reports, and 
appeal of decisions and interpretations of supervisors. These policies supplemented by the policies listed 
below also apply to absences caused by outside activities reportable under UWEC 8.025 (2). 

 Absences for outside activities reportable under UWEC 8.025 (2) shall be anticipated, and the staff 
member shall file an absence report at least 24 hours prior to the anticipated absence. This report shall 
be reviewed by the immediate supervisor who will determine if it is an appropriate absence in terms of 
the timing of the absence and the amount of time it takes from the staff member’s assigned duties. If it 
is judged appropriate, the supervisor shall determine if it is an absence with pay or without pay 
according to the criteria in UWEC 7.01 (5) or 16.01. 
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 In determining the appropriateness of the absence, the supervisor should consider the educational 
advantages to the University of having the staff member actively engaged in outside activities that 
enhance the staff member’s professional development and role as a professional model for students. 
These should be weighed against the disadvantages that incur with absence from assigned duties. Each 
situation is different in terms of the type of duty missed, the nature of the activity, and the manner in 
which the absence is covered so that no single standard for judging an absence as excessive is possible. 
As a general rule, however, the supervisor should examine very closely any anticipated absence that 
would cause the instructional staff member to miss more than 10% of scheduled class time for any given 
course or the administrative and/or professional staff member to miss more than 10% of contracted work 
days. 

UWEC 8.03 (3) Nepotism Policy 
The University of Wisconsin System acts in accord with the public policy of the state to encourage and foster 
to the fullest extent practicable, the employment of . . . properly qualified persons regardless of their age, 
race, creed, color, handicap, sex, national origin or ancestry. (Wis. Stats. 111.31) 

No restriction is placed on hiring related persons. However, to avoid possible conflict of interest,  

1. no member of the unclassified staff may participate, formally or informally, in the decision to hire, 
retain, grant tenure, promote, or determine the salary of a member of his or her immediate family. 

2. no member of the unclassified staff may, in the supervision or management of another unclassified staff 
member who is a member of his or her immediate family, give preferential or favored treatment. 

“Immediate family” means:  (a) an unclassified staff member’s spouse; and (b) any person who receives, 
directly or indirectly, more than one half of his or her support from an unclassified member or from whom an 
unclassified member receives, directly or indirectly, more than one half of his or her support. [UWS 8.02 (9)] 

For additional guidance, consult the Statement on Consensual Relationships located in Chapter Four of this 
Handbook, UWEC 8.035 Institutional Ethics Committee, UWEC 8.04 Action to Avoid Possible Conflict, and 
UWEC 8.05 Sanctions. A complete copy of the Statement on Consensual Relationships, including additional 
information on power differential and conflict of interest, is available in the Affirmative Action Plan.  
(US 03/03) 

UWEC 8.03 (4) Student Research Protection 
A member of the unclassified staff shall inform students engaged in research under his or her supervision of 
any financial interest which the unclassified staff member has in the research activity, including, but not 
limited to, financial arrangements involved in the direct support of the activity, agreements made by the 
unclassified staff member to obtain data for the research, or agreements concerning copyright or patent 
rights arising from the research. Such use of students in research should be governed by concerns for the 
educational needs of and benefits of the students. 

Students engaged in research with an unclassified staff member shall be informed in writing of any financial 
interest which the staff member has in that research activity and the implications of any agreements 
restricting the students’ right to publish or communicate freely with respect to that research activity. A copy 
of this written notification shall be filed with the staff member’s immediate supervisor. 

UWEC 8.035 Institutional Ethics Committee 
1. Membership  

 The committee consists of six members who will serve staggered three-year terms, with two being 
appointed each year by the Chancellor in consultation with the University Senate Executive Committee. 
At all times there will be at least one member from each of the Colleges, at least one from the 
instructional academic staff, and at least one from the administrative and/or professional academic staff. 

2. Function 

 The function of the committee shall be to provide to any member of the unclassified staff consultation 
and advice on the application of UWS 8. Committee deliberations and actions upon requests for 

schulnw
Text Box
Click here to review recent revisions to this section.

schulnw
Text Box
Click here to review recent revisions to this section.



 Faculty and Academic Staff Handbook Twenty-second Edition, August 2006 

 Personnel Policies and Procedures  Chapter 5 Page 72 

consultation or advice shall be in meetings not open to the public. Records obtained in connection with 
requests for consultation or advice shall be considered confidential university information. However, 
summaries of advice provided by this committee, which does not disclose the identities of persons 
requesting such advice, shall be made public in an annual report to the Chancellor. 

UWEC 8.04 Action to Avoid Possible Conflict 
1. When it appears that a material conflict may arise between the personal interests of an unclassified staff 

member and his/her public responsibilities to the University, the unclassified staff member shall notify 
his/her administrative supervisor by submitting a written statement describing the nature of the 
possible conflict.  

2. Within 15 days after writing that statement, the staff member shall be advised in writing that: 

 a. there is no conflict prohibited by this chapter and the unclassified staff member may proceed; 
or 

 b. there may be a conflict and further consultation is necessary prior to reaching a determination; 
or 

 c. there is a conflict which must be resolved in one of the following ways: 

 1) the unclassified staff member shall not proceed with his or her university duties which result in 
the conflict, so long as the conflict remains; or 

 2) the unclassified staff member shall not proceed with his or her personal interests which result in 
the conflict, so long as the conflict remains. 

 3) the unclassified staff member, within 15 days after notice of the decision of the administrative 
supervisor, may appeal the decision under Ch. UWS 6 or 13. (FS 3/87) 

UWEC 8.05 Sanctions 
1. Any person may file a written complaint charging a violation of this chapter. The complaint shall state 

the name of the member of the unclassified staff alleged to have committed a violation and describe the 
violation. 

2. For complaints involving a member of the unclassified staff serving within system administration or at 
another institution of the University of Wisconsin System, see UWS 8.05 Sanctions. 

3. A complaint involving a member of the faculty or the academic staff serving at UW-Eau Claire shall be 
submitted to the Chancellor. 

 a. Where the complaint is against a faculty member, the Chancellor shall proceed under the policies 
and procedures of UWEC 6.01. 

b. Where the complaint is against an academic staff member, the Chancellor shall proceed under the 
policies and procedures of UWEC 13.01. 

4. Complaints involving limited appointees serving at UW-Eau Claire shall be submitted to the official who 
made the appointment and that official shall take appropriate action. 

5. Notwithstanding the other provisions of this section, the Chancellor may investigate possible violations 
of this chapter whenever the circumstances warrant and proceed in accordance with subs. 1 to 4. 
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University of Wisconsin-Eau Claire 
Faculty and Academic Staff Report on Outside Activities and Interests 
(as required under Section UWS 8.025 Wisconsin Administrative Code) 

 
Signature______________________________ 
Please read the Guidelines for Reporting Outside Activities on the reverse side of this form and fill in the required 
information below. Completed forms should be forwarded to your department chair of unit director. 
 

� I have read the Guidelines and do not have any remunerative outside activities in my field of 
professional interest to report. (If you check this box, forward the signed form to your 
chair/director.) 

 
A. Remunerative Relationships 
I have received net remuneration for professional outside activities in my field of professional interest (e.g., consulting, 
research, teaching, writing, etc.). List below the name of the organization or business, type of activity (e.g., consulting, 
teaching, etc.) and the aggregate amount of time spent (days) in the activity, and whether you received $5000 or more 
from a single source. 
 
Name of Business* or 
organization 

Type of activity Time spent (days) Check if more Than 
$5000 from a singe 
source 

    
    
    
*If you believe that you should not publicly identify the name of the organization, you must receive approval from your dean, as 
indicated by the dean's signature below (e.g., if revealing the name would be damaging to the organization's legitimate competitive 
interests). 
� I have received compensation form a nongovernmental sponsor of university research, teaching or 

training for which I am a principal investigator. 
Name of sponsor:_____________________________________ 
 

B. Offices and Directorships 
Identify below any business or other organization related to your field of academic interest or professional specialization 
for which you or your immediate family served as an officer, director, or trustee. No identification need be made of 
professional societies, trusts, or charitable, religious, social, community service, or political organizations. 
 
Name of 
Business/Organization 

City and State Position Held 

   
   
   
 
C. Ownership Interests 
List below any business or organization related to your field in which you or a member of your immediate family 
individually, or in aggregate, owned or controlled at least 10% of the outstanding equity. 
 
Name of Business/Organization City and State 
  
  
  

I have reviewed the information itemized above: 

Signature of the Chair/Director________________________________________ 

Signature of the Dean/Designee________________________________________ 
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University of Wisconsin System 
Guidelines for Reporting Outside Activities 

under UWS 8.025 
 
Who must report and what must be reported? 
It is the policy of the University of Wisconsin to require a report from all faculty and academic staff who engage in remunerative 
outside activities in their field of professional interest whose appointments are half-time or more for the period under contract to the 
UW System. If you have a joint appointment, you must file a report for each department/unit. Your report covers activities that occur 
during the full year, even if you were not under contract to the university for part of that time. You should discuss with your dean or 
director any activities that may present carryover questions of conflict with your responsibilities during your contract period. 
 
For purposes of the reporting form: 
A remunerative relationship is any relationship that results in payments, transfer of goods, or provision of services to the reporting 
staff member. 
 
Net remuneration includes the value of all payments, goods and services received as compensation for an activity less expenses. 
Expenses deducted should not exceed those that could ordinarily be claimed from university administered funds. 
 
An organization is any corporation, partnership, proprietorship, firm, enterprise, franchise, association, trust or the legal entity other 
than an individual or body politic (see UWS 8.02(12), Wisconsin Administrative Code). 
 
Professionally related activities are activities related to the staff members' field of academic interest or specialization. 
 
Ordinary professional activities are those activities which extend a faculty or staff member's normal institutional responsibilities of 
teaching, research and service to serving other public institutions, organizations, and professional societies. 
Examples of such ordinary professional activities would be: 

a. Occasional lectures, colloquial seminars, etc., given at colleges and universities and at meetings of professional societies. 

b. Preparation of monographs, chapters and editorial services for nonprofit educational organizations. 

c. Service on advisory committees and evaluation panels for government finding agencies, nonprofit foundations and educational 
organizations. 

d. Leadership positions in professional societies. 

Those activities which are reportable under UWS 8.025 include: 
1. Professionally related outside activities occurring during the time you are under contract to the university for which you received 

net remuneration, not including ordinary activities. 

2. The names of organizations or businesses for which net remunerative outside activities were performed, the type of activity 
(consulting, teaching, research, writing, etc.), and the aggregate time spent (days) in that activity. 
-Royalties from writing and patents need be reported only in the year that they first appear. 

3. You must name the organization or source and indicate the aggregate amount of time in days spent in outside activities with that 
organization. If you received $5,000.00 or more compensation per year from a single source, you must check the last column of 
section A.  
-If you believe you should not publicly identify the name of the organization, you must receive approval from your dean to withhold 
the name (e.g., if revealing the name would be damaging to the organization's legitimate competitive interests). 

4. Any remunerative relationships that you had with organizations which sponsor university research, teaching or training in which 
you are involved. If these relationships exist, you must report the name of the organization. 

5. Officerships, directorships, trusteeships that you or members of your immediate family hold in businesses or commercial 
organizations related to your professional field. 

6. Ownership interests in organizations related to your academic area of specialization, provided that your immediate family 
collectively owns more than 10% of the equity. 

Those activities which need not be reported include: 
1. Activities for which remuneration comes from university administered funds (e.g., teaching and innovation awards, etc.). 

2. Remunerative ordinary professional activities (see definitions above). 

3. Instruction at another nonprofit educational institution or research supported by a government agency if the instruction or 
research is performed during periods when the staff member is not on the university payroll, or, in the case of part-time 
appointment, if the work is performed during time not contracted to the university. 
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Absence From Duty—Faculty and Academic Staff 

General Policies and Procedures 

REPORTING OF ABSENCES 
In principle, all absences from regular duties are to be reported. When an absence can be anticipated, the 
employee should file an absence report in advance. When absence is due to an emergency, the employee 
should notify the appropriate Department Chair, Dean, or unit supervisor as promptly as possible and 
should file an absence report upon returning to regular duties. 

Procedures and responsibilities in the reporting of absences are outlined in the UW-Eau Claire Policy 
Regarding Absences of Unclassified Personnel (below). 

ARRANGEMENTS FOR CLASSES MISSED  
Insofar as possible, all university classes should meet on schedule. When an absence can be anticipated, 
arrangements should be made with the Department Chair and the Dean of the College for the handling of 
classes to be missed. Classes should be dismissed only as a last resort. 

RECORD OF ABSENCES 
Deans and Vice Chancellors are responsible for maintaining records of all absences of faculty and academic 
staff members and for forwarding summary reports of absences to the Provost and Vice Chancellor as 
requested. 

JURY DUTY 
Employees summoned for jury service are entitled to leaves of absence without loss of time. (Wis. Stats. 
1979, Sec. 230.35(3)(c)) 

Faculty/Academic Staff Personnel Rules 

UWS 19 SICK LEAVE AND UWS 7.01(5) 
 RULES CONCERNING ABSENCE FROM REGULAR DUTIES 

UWEC Policy Regarding Absences 
 of Unclassified Personnel (FS 5/77, 1/78) 

DEFINITION OF UNCLASSIFIED PERSONNEL 

The following policies deal with absences of unclassified personnel excluding graduate assistants. 
Unclassified personnel as here defined includes faculty, academic staff, limited appointments, and other 
unclassified personnel. 

TYPES OF ABSENCES 

Absences of unclassified personnel shall be treated as sick leave, leave with pay, vacation, or leave without 
pay. 

UWEC 19 Sick Leave 

[See Sick Leave on page 77 of this chapter for the provisions of this section.] 

UWEC 7.01(5) Leave with Pay 

The UW-Eau Claire implementation procedures for UWS 7.01 indicate that “absences for official university 
business, for professional reasons, or for participating in public service activities shall be excused, provided 
appropriate arrangements are made for classes missed.” 
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UWEC 7.01(5) Reporting 

1. Absence from Teaching Duties 

a. Reportable Absences 
All absences which involve the missing of scheduled instruction should be reported. 

b. Procedures and Responsibilities 
Absence reports shall indicate the name of the reporting employee, the date(s) and reason(s) for 
absence, the classes or other teaching duties missed, and, in the case of collegial coverage, the 
name(s) of the person(s) who assumed responsibility for the classes. 

 Absence reports shall be signed by the reporting employee and routed via the Department Chair and 
the appropriate Dean to the Human Resources Office. 

 Department Chairs are responsible for the reporting of absences from their departments. The 
Department Chair shall review each absence report and shall indicate on each report the number of 
days used as sick leave, leave without pay, or leave with pay. 

 The Dean shall review each report forwarded by Department Chairs. 

 Either the Department Chair or the Dean may change the type of leave claimed or may change 
collegial coverage to sick leave if in his or her opinion the guidelines for defining types of absence 
have not been followed. If such change is made, the individual responsible for the change must notify 
the affected employee through the usual administrative channels.  

 The Human Resources Office shall adjust the sick leave account and the payroll as needed and shall 
file the absence report. 

2. Absence from Administrative and/or Professional Duties 

a. Reportable Absences 
All absences claims as sick leave, vacation, or leave without pay shall be reported. Absences claimed 
as leave with pay shall also be reported unless they were either necessitated by activities defined as 
part of the employee’s official duties or approved through a travel authorization form for conferences 
or other professional activities. 

b. Procedures and Responsibilities 
Absence reports shall contain the name of the reporting employee, the date(s) and reason(s) for 
absence, and the type of leave claimed. 

Absence reports shall be signed by the reporting employee and routed via the immediate supervisor 
to the Human Resources Office. 

Directors of offices are responsible for reporting absences of rank-and-file personnel. Associate 
Vice/Vice Chancellors are responsible for reporting the absences of directors and of staff personnel 
reporting directly to them. 

The supervisor shall review each report. The supervisor may change the type of leave claimed if it is 
found that the recommendation was not consistent with campus policies concerning absences. If such 
change is made, the individual responsible for the change must notify the affected employee through 
the usual administrative channels. 

The Human Resources Office shall adjust the sick leave account and the payroll as needed and file 
the absence report. 

3. Appeals 
Appeals of decisions and interpretations by Department Chairs, Directors, Deans, and Vice/Assistant 
Chancellors may be made through normal channels, beginning at the level at which the decision was 
made and ending with the Chancellor. (FS 5/77, 1/78) 
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Faculty Personnel Rules 

UWEC 7.01(5) ABSENCE FROM REGULAR DUTIES 
1. Absence from institutional duties shall be reported to the Department Chair or immediate supervisor. 

2. Absence due to personal illness, injury, disability, or pregnancy as well as attendance on a member of 
the immediate family of the employee whose condition or death requires the employee’s direct care shall 
be governed by the existing sick leave policy.   (Amended FS 2/79) 

3. Absence for official university business, for professional reasons, or for participating in public service 
activities shall be excused, providing appropriate arrangements are made for classes to be missed. 

4. Absences for emergency reasons other than those covered by sick leave are excused with the 
understanding that if possible the faculty member should get approval of his/her Department Chair and 
make arrangements for classes to be missed.  (Amended FS 2/79) 

5. Absence from institutional duties because of private outside activities shall result in loss of pay for the 
time missed, except for extraordinary occasions in which the faculty member receives permission for 
such absences from his/her supervisor and makes arrangements for proper handling of those classes 
missed.  (FS 11/75, 2/79) 

6. All faculty members shall report to the Chancellor through normal channels any intended service as an 
expert witness in legal proceedings or as staff, adviser, or consultant to granting agencies. (FS 11/75) 

Academic Staff Personnel Rules 

UWEC 16.01 POLICIES CONCERNING ABSENCES  
FROM REGULAR INSTITUTIONAL DUTIES 

Absences from institutional duties shall be reported to the immediate supervisor. Absence for personal 
illness or family emergency shall be governed by the existing sick leave policy (as outlined in this section and 
in Chapter 6, page 20, of the Faculty and Academic Staff Handbook). Absence for official university business, 
for professional reasons, or for participating in public service activities shall be excused, provided 
appropriate arrangements are made for covering professional responsibilities. 

Absence from institutional duties because of private outside activities shall result in loss of pay for the time 
missed, except for extraordinary occasions in which the academic staff member receives permission for such 
absences from his/her supervisor. 

Sick Leave—Faculty and Academic Staff 

General Policies and Procedures 
FACULTY AND ACADEMIC STAFF SICK LEAVE POLICY 

Absences of faculty and academic staff of the University of Wisconsin System because of personal illness, 
injury or pregnancy, as well as attendance on the children or spouse of a staff member whose condition 
requires the staff member’s direct care, will be subject to the following leave policy. 

The policy is applicable to all qualifying faculty and academic staff who are covered by sick leave provisions 
at their home institution. 

1. Accumulation of Leave 
 Staff members whose initial appointments are eligible for Wisconsin Retirement System shall be 

granted 22 working days (i.e., Monday through Friday exclusive of holidays) of leave which they may 
draw upon as required by illness, injury, disability, or pregnancy. After 1 1/2 years of service, additional 
non-lapsing leave is earned by such members at the rate of 1 day per month for persons holding annual 
appointments and 12 days per academic year for those holding academic year appointments. Unused 
sick leave shall accumulate from year to year in the staff member’s account. 
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 If a staff member takes sick leave, the rate of sick leave compensation shall be the rate of salary which 
the staff member would have normally received. Other than the 22 days of sick leave granted to the staff 
member upon appointment, sick leave may be taken only after it has been earned (i.e., it may not be 
anticipated). A staff member utilizing paid sick leave continues to accrue sick leave during the period of 
absence. However, a staff member shall not accumulate sick leave while on an unpaid leave of absence. 
Previously accumulated sick leave shall not be affected by unpaid leaves of absence. 

2. Proration of Accumulated Sick Leave  
 Initial entitlement and accumulation of sick leave as specified in the preceding section assume full-time 

appointment of nine months or more. Part-time appointees have an initial entitlement, earn, and are 
charged sick leave in proportion to the extent of their appointment. 

3. Cancellation and Reinstatement 
 If a staff member terminates employment with the University of Wisconsin System, unused sick leave 

will be terminated but will be reinstated if the staff member is reappointed to any position within the 
System within three years. 

4. Relation of Sick Leave to Income Continuation Insurance 
An employee must exhaust his/her sick leave or use a maximum of 130 days in order to be eligible to 
receive compensation under income continuation insurance except when an application for disability 
retirement has been made. 

5. Faculty and Academic Staff with Teaching Responsibilities 
In any semester in which a member of the faculty or academic staff who has teaching responsibilities is 
entitled to use sick leave, the provisions of this policy shall be modified as follows: 

 a. If a faculty or academic staff member’s duties are assumed by colleagues for the duration of the 
semester, as has been the traditional way of covering teaching responsibilities, the absent individual 
will not be required to use sick leave until the beginning of the next semester.  

 b. If a replacement is appointed to assume the faculty or academic staff member’s responsibilities, he or 
she must use sick leave. 

 Whichever of the above situations occurs during the semester in which the absence commences, the 
absent staff member will be required to use sick leave thereafter. 

6. Use of Sick Leave for Medical Absence that Can Be Anticipated 
In order to minimize disruption of the academic program and the demands on students and staff, a 
member of the faculty or academic staff who has teaching responsibilities and who expects to be absent 
under this policy during an upcoming semester may, with two months’ advance notice, elect to receive a 
combination of paid and unpaid leave for the entire semester. Such leave will be taken only at the option 
of the faculty or academic staff member, but the University may require proof at the time two months’ 
notice is given that the anticipated absence cannot be arranged so as to avoid interruption of teaching 
duties. Under this clause the faculty or academic staff member may receive the sick leave benefits for 
which he or she would have been eligible had the staff member remained on duty up to the time of 
disability. Other portions of the semester not covered by sick leave will be on leave without pay. 

7. Leave for Maternity Purposes 
Provisions governing maternity leave do not differ from policies governing temporary disabilities. An 
instructional or administrative and/or professional staff member may opt to continue her normal duties 
through pregnancy using accumulated sick leave as needed when physically unable to perform her 
duties. 

 A member of the faculty or academic staff with teaching responsibility may opt to receive a combination 
of paid and unpaid leave as provided in “Use of Sick Leave for Medical Absence That Can Be 
Anticipated.” In such cases it shall be understood that the timing of pregnancy cannot be “arranged” 
under the meaning of this policy. 

 In the semester after the one in which delivery occurs, irrespective of her medical condition, the staff 
member shall be granted, upon her request, leave without pay for the semester. In case of a non-tenured 
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faculty member, such leave will not be counted in the calculation of probationary time. A female staff 
member who anticipates taking leave for maternity should so inform her Chair or supervisor as early as 
possible. 

8. Parental Leave 
Both the father or the mother may choose to take up to twelve weeks of parental leave. Employees may 
choose to substitute up to six weeks of available paid leave (sick leave, vacation, earned holidays) under 
the Wisconsin Family and Medical Leave Act, and an additional six weeks of vacation (if available) 
under the federal Family and Medical Leave Act. For the mother, parental leave would be in addition to 
the time taken for pregnancy. To qualify, the employee must have been employed by the State for the 
previous 52 weeks and have worked at least 1,000 hours during that 52-week period. (Note: an employee 
who has summers off is still considered “employed by the State” during that time.) 

9. Adoption 
Within sixteen weeks of placement, the employee has the right to up to 12 weeks of leave. Employees 
may choose to substitute up to six weeks of available paid leave (sick leave, vacation, earned holidays) 
under the Wisconsin Family and Medical Leave Act; and an additional six weeks of vacation (if 
available) under the federal Family and Medical Leave Act. These choices are guaranteed for all 
employees, female and male, who have been employed by the State for more than 52 consecutive weeks. 
He or she must have worked at least 1,000 hours during that 52-week period. (Note: an employee who 
has summers off is still considered “employed by the State” during that time.) 

10. Care of a Spouse, Child, or Parent with a Serious Health Condition 
Staff members are entitled to 12 weeks of unpaid leave to care for the staff member’s child, spouse, or 
parent with a serious health condition. A serious health condition means an illness, injury, impairment, 
or condition which requires continuing treatment by a health care provider. The staff member may 
choose to substitute up to six weeks of accumulated annual leave, earned holiday, or sick leave for 
unpaid Wisconsin Family and Medical Leave Act leave. Employees will not be entitled to additional 
unpaid leave as a result of the substitution of paid leave for unpaid leave. To qualify, the employee must 
have been employed by the State for the previous 52 weeks and have worked at least 1,000 hours during 
that 52-week period. (Note: an employee who has summers off is still considered “employed by the State” 
during that time.) 

11. Sick Leave During Summer Session 
Staff members whose basic appointments are for nine months or more and who teach in the summer 
session may qualify for sick leave in the summer session, provided inception of the illness occurs on the 
first or subsequent day of the summer session. Exceptions to this policy regarding sick leave during the 
summer session may be made, on behalf of the members of the permanent faculty or academic staff only, 
at the discretion of the Chancellor. 

 The definition of “permanent faculty” for purposes of implementing Board of Regents’ policy on summer 
session sick leave shall be: Permanent Faculty shall be all members of the Unclassified Staff who have 
an established sick-leave account. (This definition of “permanent faculty” applies solely to consideration 
of sick leave for summer sessions.) Whenever possible the Chancellor will grant exceptions under this 
policy. In exercising his or her discretion, the Chancellor will use the following criteria: 

 a. the extent to which the absence qualifies for sick leave under the UW-Eau Claire sick leave policy, 
and 

 b. the extent to which the absence is a result of a verifiable emergency. (FS 5/77, 1/78) 

12. Records 
Each department or equivalent unit shall report sick leave usage to the Human Resources Office. 

Use of Sick Leave (ACPS-4:5a)  
Faculty or academic staff members who are absent and eligible for paid sick leave shall be charged at the 
rate of five days per week excluding weekends and legal state holidays and in conformity with the University 
of Wisconsin System sick leave policy. 
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Faculty/Academic Staff Personnel Rules 

UWS 19 SICK LEAVE 

UWEC 19 Sick Leave 
[from UW-Eau Claire Policy Regarding Absences of Unclassified Personnel, FS 5/77, 1/78] 

1. Use of Sick Leave 
UWS 19 permits absence through use of a sick leave for “personal illness, injury, disability or pregnancy 
as well as attendance on a member of the immediate family of the employee whose condition or death 
requires the employee’s direct care.....” 

 • “Personal Illness” shall include both illness and medical care, quarantine, and/or diagnosis related to 
exposure to contagious disease. 

 • “Injury and disability” are conditions which render the person unable to carry out his/her usual 
employment responsibilities. 

 • “Pregnancy” includes prenatal, delivery, and post delivery cares that precludes the performance of 
regular duties. 

 • “Immediate family” means parents, grandparents, foster parents, children, grandchildren, foster 
children, brothers (and their spouses), sisters (and their spouses) of the employee or of the 
employee’s spouse, and also includes the employee, the employee’s spouse, or any other person 
(excluding tenants) residing in the household of the employee. The employee shall make other 
arrangements, within a reasonable period of time, for the attendance on members of the immediate 
family in their care. 

 • “Death,” as it relates to the need of assistance of members of the immediate family, includes 
attendance on a person near death, funeral preparations and observances, and the funeral, and 
estate settlement. 

 In addition to the reasons for using sick leave which are stated above, an unclassified staff member may, 
with the approval of the immediate supervisor, use sick leave to attend the funeral of someone who was 
not a member of the person’s immediate family. 

2. Change in Initial Entitlement 
Unclassified personnel who change their FTE status within their initial 18-months of employment shall 
have their initial entitlement of sick leave days changed to correspond with their new FTE status. 

3. Maternity Leave for Part-time Employees 
Maternity leave for part-time employees shall be administered in the same manner as sick leave taken 
for other reasons by part-time employees. 

4. Collegial Coverage 
Under the provisions of UWS Regent resolutions 1092 and 506, unclassified personnel with teaching 
responsibilities will not be required to use sick leave if their duties are assumed by colleagues. UW-Eau 
Claire ordinarily interprets “colleague” to mean an instructional member of the unclassified staff. In 
normal circumstances, such colleague would be a member of the department(s) through which the 
classes to be covered are offered. Under any circumstances, such coverage shall be subject to the 
approval of the Department Chair or functional equivalent. 

 Unclassified personnel with split instructional and/or research/administrative and/or professional 
appointments may use a combination of collegial coverage and sick leave days for absences appropriate 
to sick leave. The ratio of collegial coverage to sick leave days shall reflect the ratio of the instructional 
to administrative and/or professional assignment. 
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Faculty and Staff Role in Selection 
and Evaluation of Administrators 

Selection 
1. Search and Screen Procedures for the Nomination of Academic Administrative Officers—UW System 

 Board of Regents Policy 88-2 provides that the procedure for selecting Chancellors, the Executive Vice 
President, and the Academic Vice President of the UW System shall include a Search and Screen Committee 
composed of faculty, academic staff, students, administrators, and at the option of the President a 
community representative. 

 The text of the resolution is available in the Office of the Provost and Vice Chancellor. 

2.  Search and Screen Procedures for the Nomination of Academic Administrative Officers—UW-Eau Claire 
(12/05) 

 Academic administrative officers at or above the rank of Associate Dean are appointed by the Chancellor, 
following appropriate consultation with University Faculty, University Academic Staff, students, and 
administrators. Such consultation shall include a search and screen committee whose purpose, structure, 
and procedures are described below: 

 a.  Purpose of the Search and Screen Committee 
 The committee shall advise and assist the Chancellor by identifying candidates and by assessing their 

qualifications for the position. It shall recommend candidates for possible appointment. 
 b. Structure of the Committee 

The structure of the committee shall be dependent upon the scope of authority and area of jurisdiction of 
the administrative officer to be selected. 

 1) For selection of academic administrative officers whose authority is essentially university-wide, 
elected committee members shall be determined through university-wide elections. The committee 
shall consist of one faculty member from each of the colleges; two faculty members from any area; 
one instructional academic staff member; two administrative and/or professional academic staff 
members from Academic Affairs; one academic staff member from any area; two students; and, at 
the Chancellor’s discretion, one or two appointed by the Chancellor from the unclassified staff.   

 a) The Chancellor shall announce the call for nominations and allow seven working days for 
nominations to be submitted to the Secretary of the Faculty and Academic Staff.  

 b) Each College nominating committee or functional equivalent shall solicit nominations and 
transmit to the Secretary a list of up to five nominees from the college, being attentive to 
affirmative action, equal opportunity, and other considerations. The Director of the Library shall 
solicit and transmit one nominee from the faculty members whose voting home is outside the 
colleges. 

 c) The University Academic Staff Nominating Committee shall submit to the Secretary a list of 
nominees including at least three administrative and/or professional academic staff from 
Academic Affairs, two instructional and/or research academic staff, and two academic staff from 
any area, being attentive to affirmative action, equal opportunity, and other considerations. 

 d) The Secretary shall post the lists of nominees electronically to all faculty and academic staff 
along with a call for additional nominations, allowing two working days for any additional 
nominations. 

 e) The Secretary shall then conduct two university-wide elections, one for faculty to elect faculty 
members and one for academic staff to elect academic staff members, allowing seven working 
days for the return of ballots after the date of distribution. 

 f) The Student Senate shall appoint two student members. 

 g) The Chancellor may appoint one or two additional members from the unclassified staff. 

 2) For selection of academic administrative officers whose authority is largely vested in one College, 
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such as Dean or Associate Dean, the committee shall consist of five faculty members from the 
College; in Colleges where there are three or more instructional and/or research academic staff, one 
instructional and/or research academic staff member from the College; two students within the 
College; and, at the Chancellor’s discretion, one or two appointees by the Chancellor from the 
unclassified staff. 

 a) The College will, through its established elective procedures, elect five (5) members from and by 
the faculty. 

 b) The instructional and/or research academic staff member will be elected from and by the 
instructional and/or research academic staff in the College through its established elective 
procedures. 

 c) The Student Senate shall appoint two student members. 

 d) The Chancellor may appoint one or two additional members from the unclassified staff.  
(US 3/05) 

3. Procedures of the Committee 

 a. The Chancellor or designee will convene the committee and proceed to (1) provide the committee with 
the position description, including qualifications and responsibilities of the officer to be selected, (2) 
suggest criteria and standards for selection, and (3) clarify the role of System Administration and/or the 
Board of Regents in the appointment. 

  The Chancellor will provide a schedule or calendar for the search, details of which may be revised in 
mutual consultation. 

  The Chancellor will preside over selection of a committee chair and secretary. 

 b. The committee will review the position description as submitted and, after its approval of the description 
in consultation with the Chancellor, will design strategies for attracting the most qualified pool of 
nominees and applicants. It shall assist the Chancellor in advertising the position, soliciting 
nominations and applications, and assessing adequacy of the pool. 

  The committee shall receive, organize, and protect the security of all application materials, which shall 
be open only to the committee and Chancellor (or designee) and appropriate clerical personnel. The 
committee shall consider all application materials in closed session, inviting the Chancellor (or designee) 
only as they deem appropriate. The committee may seek additional information by mail or telephone, 
keeping accurate records of such information and its source. 

  The committee will advise the Chancellor as to who should be interviewed and develop in consultation 
with the Chancellor a schedule and format of such interviews. The committee shall play an active part in 
the interviewing and shall have at least one exclusive session with each candidate. 

  The committee will evaluate all candidates interviewed and submit at least three unranked names of 
candidates deemed acceptable. Should the committee be unable to recommend at least three candidates, 
it may request permission to interview more candidates or to submit fewer names. 

 c. In case none of the candidates recommended is satisfactory to the Chancellor or if the acceptable 
candidates should all refuse, the Chancellor shall consult the committee regarding possible alternatives 
for continuing the search. The committee shall then recommend one of the following: the submission of 
additional names, the extension of the search, or the formation of a new committee. (FS 10/82) 

4. Selection of Department Chair and Director of Libraries3 (US 11/04) 

 All Department Chairs4 and the Director of Libraries are appointed by the Chancellor of the University. The 
Department Chair is directly responsible to the Dean of the College in which the department is situated and 
represents the department in the administration of the University. 

                                                      
3 The procedures for selection of the Director of Libraries are the same as those for selection of Department Chair except 
that the Library serves as the department and the Associate Vice Chancellor for Academic Affairs, to whom the director 
reports, holds the responsibilities described for the Dean. The Associate Vice Chancellor for Academic Affairs will make 
his/her recommendation to the Provost and Vice Chancellor along with the committee’s recommendation. 
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 a. Procedure for Selecting Department Chairs and Director of Libraries 

 1) The staff of a department shall be informed in writing by the Dean of their College that a Chair is to 
be selected and appointed. 

 2) The Dean shall meet with the staff of the department to initiate the selection process by: 

 a) Reviewing the nature and responsibilities of the office of Chair. 

 b) Suggesting useful criteria. 

 c) Informing the department of any constraints that might impinge on the selection process. 

 d) Determining a target date for completion of the selection process. 

 3) The University Faculty of the department or a committee selected by the University Faculty of the 
department shall formally organize as the Department Chair Search and Screen Committee with 
and elected chair and secretary.  

  The committee shall: 

 a) Determine whether preference is for selection: 

 (1) from inside the department, 

 (2) from outside the department, or 

 (3) from either inside or outside the department. 

 b) Formulate criteria to be used in selecting the Chair. 

 c) Arrange with the Dean to publicize the vacancy and to solicit applications. 

 d) Review and evaluate all applications. 

 e) Interview and evaluate candidates for the position. 

 f) Submit to the Dean of the College the name(s) of one or more individuals whom the committee 
recommends to be considered for the position of Department Chair. When more than one 
individual is recommended, the committee may, if it chooses, rank the individuals recommended. 

 g) Solicit suggestions and information from all staff of the department throughout the entire 
process on matters relating to the selection of the Department Chair. 

 4) The Dean of the College shall evaluate the candidate(s) recommended by the Search and Screen 
Committee and submit his/her recommendation to the Provost and Vice Chancellor, along with a 
copy of the recommendation from the committee. The Provost and Vice Chancellor will in turn 
evaluate the candidate(s) and submit his/her recommendation to the Chancellor along with copies of 
the recommendation of the Dean and of the committee. 

 5) If after administrative review none of the recommended candidates is appointed, the Chancellor 
shall notify the Dean of the College who shall reconvene the Department Chair Search and Screen 
Committee. The committee will then reconsider its earlier decisions and recommendations, and as 
necessary and appropriate, may solicit and evaluate additional candidates prior to submitting 
another recommendation as described under section 4.a.3. 

 6) Upon the recommendation of the Department Chair Search and Screen Committee, the Dean of the 
College, and the Provost and Vice Chancellor, the Chancellor shall appoint a Department Chair. At 
the University of Wisconsin-Eau Claire, an appointment to the administrative post of Department 
Chair is a limited appointment under the terms of UWS 15. 

 
4 While departments may choose to develop internal provisions for limiting the term of the chair, these provisions are 
informal and not binding on the Chancellor. (US 5/89) 
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 b. Procedure for Selecting Acting Department Chairs and Acting Director of Libraries5 

  In the event that an acting Department Chair is to be appointed by the Chancellor of the University 
prior to the selecting of a permanent Chair, the Dean of the College where the vacancy has occurred 
shall: 

 1) Announce to the staff of the department that an acting Chair is to be appointed, describe the 
circumstances requiring the appointment, and indicate the anticipated length of the appointment. 

 2) Solicit advice from the University Faculty of the department concerning possible candidates to fill 
the vacancy. 

 3) Make recommendations to the Provost and Vice Chancellor of Academic Affairs who shall in turn 
make recommendations to the Chancellor of the University. 

5. Procedures for the Recruitment of Vice/Assistant Chancellors 

In addition to Academic Affairs, the University is organized administratively into other major divisions each 
of which is supervised by a Vice/Assistant Chancellor. Vice/Assistant Chancellors are appointed by the 
Chancellor, following appropriate consultation with University Academic Staff, University Faculty, 
students, and administrators. Such consultation will include a committee, with a majority of members 
holding appointments in the division for which the Vice/Assistant Chancellor is being recruited. 

 a. Purpose of the Committee 
The committee shall advise and assist the Chancellor in recruiting applicants and assessing their 
qualifications for the position. It shall also participate in interviewing candidates. 

 b. Structure of the Committee 
The committee will consist of seven to nine members, the majority of whom hold unclassified 
appointments in the division, and will include two students. Membership may also include faculty, 
classified staff, or members of the community. The structure of the committee will depend upon the type 
of responsibilities assigned to the Vice/Assistant Chancellor position. 

 Committee members (except students) will be appointed by the Chancellor in joint consultation with the 
University Senate Executive Committee and Academic Staff Personnel Committee. The Student Senate 
will appoint student members. 

 c. Procedures of the Committee 

 1) The Chancellor will convene the committee to (1) provide a position description including duties and 
responsibilities, (2) provide qualifications for the position, (3) suggest criteria and standards for 
selection, (4) clarify the role of system Administration and/or the Board of Regents in the 
appointment, (5) work with the committee in developing a schedule for the recruitment, and (6) 
preside over the selection of a committee chair and secretary. 

 2) The committee will, in consultation with the Chancellor, develop a position announcement and 
design strategies for attracting the most qualified pool of nominees and applicants. It will assist the 
Chancellor in advertising the position, soliciting nominations and applications, and assessing the 
adequacy of the pool. 

 3) The committee will advise and assist in assessing qualifications and interviewing applicants. 

 4) The committee will provide its collective assessment of the applicants to the Chancellor. 

6. Procedures for the Recruitment of Unit Directors 

 All Unit Directors are appointed by the Chancellor of the University. Each Unit Director is directly 

                                                      
5 The procedures for selection of an Acting Director of Libraries are the same as those for selection of Acting Department 
Chair except that the Library serves as the department and the Associate Vice Chancellor for Academic Affairs, to whom 
the director reports, holds the responsibilities described for the Dean. The Associate Vice Chancellor for Academic 
Affairs will make his/her recommendation to the Provost and Vice Chancellor along with the committee’s 
recommendation. 
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responsible to a Vice/Assistant Chancellor or the Provost/Vice or Associate Vice Chancellor, and represents 
the unit in the administration of the University. At UW-Eau Claire, an appointment to the administrative 
post of Director is a limited appointment under the terms of UWS 15. 

 a. The Vice/Assistant Chancellor or the Provost/Vice or Associate Vice Chancellor shall provide written 
notice to the unclassified staff of the unit that a director is to be selected and appointed. He/she shall 
meet with the unclassified staff of the unit to initiate the selection process by: 

 1) Reviewing the nature and responsibilities of the position. 

 2) Discussing criteria to be used in assessing candidates’ credentials. 

 3) Determining whether preference is for an internal or external search. 

 4) Informing the unit of any constraints that might impinge on the selection process. 

 5) Determining a target date for completion of the selection process. 

 b. A committee shall be formed which will have five to eight members. Where possible the majority of the 
committee will be unclassified members of the unit; or where not possible, the majority will be 
unclassified members of the division. Membership may include faculty, classified staff, and members of 
the community. In addition to the five to eight members, one student member will be appointed.  
(US 4/05) 

 Committee members (except students) will be appointed by the Vice/Assistant Chancellor, Provost/Vice 
or Associate Vice Chancellor in consultation with the University Senate Academic Staff Personnel 
Committee. The Student Senate will appoint the student members (in the case of a Director of Housing 
the United Hall Council will appoint the student members). 

 c. The Vice/Assistant Chancellor, Provost/Vice or Associate Vice Chancellor will convene the committee to 
(1) provide a position description including duties and responsibilities, (2) provide qualifications for the 
position, (3) suggest criteria and standards for selection, (4) work with the committee in developing a 
schedule for the recruitment, and (5) preside over the selection of a committee chair and secretary. 

 d. The committee shall advise and assist in recruiting applicants and assessing their qualifications. 
Committee members will also participate in interviewing candidates. The committee may solicit 
suggestions and information from unit members on matters relating to the recruitment process. 

 e. The committee will provide its collective assessment of the applicants to the Vice/Assistant Chancellor, 
Provost/Vice or Associate Vice Chancellor who will provide this along with his/her recommendation to 
the Chancellor. 

 f. After the interviews, if none of the candidates is acceptable, then the position will be readvertised and a 
new closing date set. 

Faculty and Academic Staff Review 
of Administrator Performance 

University Senate action provides as follows: 

The review of administrator performance by faculty like the review of faculty performance by peers is an 
integral part of the ongoing process of planning, development, and improvement in the University. Current 
performance is assessed with the view to making recommendations for improvement and setting goals for 
the future. Performance is reviewed using as criteria the description of the administrative position, the 
mission and goals of the University, and qualities which are considered to be desirable for administrators. 
The faculty is an important source of information and judgment in the overall evaluation of academic 
administrators. 

The primary responsibility for the evaluation of an administrator’s performance rests with the 
administrator’s immediate supervisor. This evaluation is both formal and informal. Formally, it involves an 
annual review that includes at a minimum a conference with the administrator whose performance is being 
evaluated and a report for the administrator’s personnel file. At the conference, the supervisor and 
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administrator review and evaluate accomplishments and problems. They discuss and agree upon short-term 
goals for the coming year and long-term goals. 

For this evaluation, the supervisor uses, in addition to his or her own direct observation of the 
administrator’s performance, any information that may have been received from others who work with or 
observe the administrator being evaluated and any information that may have been solicited from those in a 
position to observe the administrator. 

The supervisor’s report summarizes the activities and the accomplishments of the administrator and 
evaluates them in light of the plans and goals previously agreed to. 

Informally, evaluation by the supervisor of an administrator’s performance is a continual, almost daily, 
process. Informal evaluation is based on direct contact between the supervisor and administrator, direct 
observation by the supervisor, and on comments and suggestions from others as appropriate. Members of the 
faculty have the opportunity to participate in the informal evaluation of an administrator’s performance 
through comments and suggestions made to the administrator or supervisor. 

In the years in which it is conducted, the faculty and academic staff review of an academic administrator’s 
performance as described below will be an important and key part of the overall formal evaluation. The final 
report of the review committee will be incorporated into and attached to the supervisor’s report. 

PROCEDURE FOR UNIVERSITY FACULTY AND UNIVERSITY ACADEMIC STAFF 
REVIEW OF ACADEMIC ADMINISTRATORS:   CHANCELLOR, PROVOST AND VICE 
CHANCELLOR, ASSISTANT OR ASSOCIATE VICE CHANCELLORS, DEANS, 
ASSOCIATE DEANS AND ASSISTANT DEANS 

Each administrator is reviewed within three years of the initial appointment and every five years thereafter. 

It is expected that interim appointments will normally not last more than two years. If a successful search 
has not been completed within two years of a position being filled with an interim administrator, the 
supervisor to whom the administrator is responsible shall formally consult with the Senate Executive 
Committee, and shall continue to consult with the committee annually until a successful search is 
completed. When an interim administrator serves for more than two years, the administrator will be 
reviewed according to the above schedule. (US 4/06) 

The review is to be conducted by a committee of University Faculty and University Academic Staff. The 
committee to review the Chancellor, Provost and Vice Chancellor and Assistant or Associate Vice 
Chancellors will include seven members serving three-year terms—one faculty member elected by and from 
each of the colleges; one member elected by and from the Instructional Academic Staff; and two members 
elected by and from the Administrative and Professional Academic Staff. Two or three members will be 
elected each year in the spring elections. Each year the review committee elects its own chair 

The committee to review Deans, Associate Deans, and Assistant Deans will include three members elected 
by the University Faculty of the College. All members will serve three-year terms. One member of the 
committee will be elected each year during the spring election. Each year the review committee elects its 
own chair. (US 3/05) 

The committee will receive a written statement from the administrator being reviewed which describes how 
his or her performance meets the requirements of the position, successful accomplishments, and planned 
improvements and activities for the subsequent five-year period. The committee will also receive a 
description of the administrator’s position, statements describing the university’s mission and goals, and 
other information as needed to place the administrator’s performance and position in an institutional 
context. The committee may interview the administrator being reviewed. 

The committee will survey the faculty and academic staff and may, in response to the results of the survey, 
conduct interviews with representatives of the faculty and academic staff. Any such survey shall include a 
summary evaluative question granting faculty and academic staff an opportunity to express confidence in 
the administrator’s performance. All information obtained from the surveys and interviews will be held in 
confidence by the committee. 
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The committee will write a review report. The administrator being reviewed will receive a copy of the report 
and will meet with the committee to discuss it. Following the discussion, the report will be revised, as 
appropriate, by the committee. Copies of the revised report will be forwarded to the administrator being 
reviewed and to his or her immediate supervisor, (see page 88, Chapter 5) and data from the surveys shall 
become available to the administrator. 

A copy of the review report will be filed in the administrator’s personnel file and will be available to 
committees conducting subsequent reviews. Immediately after the report is written the surveys and other 
information gathered by the committee will be destroyed, except for the numerical results or statements 
which are incorporated directly into the final report. 

The review report will be part of the information used by the immediate supervisor in making personnel 
recommendations concerning the administrator and in improving the administration of the University.  
(US 3/05) 

PROCEDURE FOR REVIEWING DEPARTMENT CHAIRS 
AND DIRECTOR OF LIBRARIES 

Department Chairs6 are to be reviewed by the Dean within three years of the initial appointment and 
concurrently with their normally scheduled faculty post-tenure review thereafter.  

The review of administrator performance is to be initiated by the Dean who will receive a written statement 
from the Chair which describes how his or her performance meets the requirements of the position, 
successful accomplishments, and planned improvements and activities for the subsequent five-year period. 
The Dean will survey all faculty and academic staff in the department and may, in response to the results of 
the survey, conduct interviews with the faculty and academic staff. Any such survey will include a summary 
evaluative question granting faculty and academic staff an opportunity to express their confidence in the 
Chair’s performance as an administrator. Any faculty or academic staff member of the department may 
request and shall be granted a meeting with the Dean to discuss the Chair’s performance as an 
administrator.  The Dean shall write an evaluation which will include the results of a summary evaluative 
question. Summary data from the survey will be available to the Chair. Raw data and verbatim comments 
shall not be distributed, nor included in any report. Immediately after the evaluation is written, the surveys 
and other information gathered during the review will be destroyed, except for numerical results 
incorporated directly into the final report. Throughout the review process, the Dean will make every 
reasonable attempt to protect the confidentiality of the faculty and academic staff who participated in the 
review. Copies of the written evaluation will be given to the Chair and filed in the Dean’s office and in the 
personnel file of the Chair.  

The written evaluation will be part of the information used by the Dean in making personnel 
recommendations concerning the Chair, and in improving the administration of the College or Division.  
(US 4/05) 

PROCEDURE FOR REVIEWING VICE/ASSISTANT CHANCELLORS 
Vice/Assistant Chancellors are to be reviewed within three years of the initial appointment and every five 
years thereafter. 

It is expected that interim appointments will normally not last more than two years. If a successful search 
has not been completed within two years of a position being filled with an interim administrator, the 
supervisor to whom the administrator is responsible shall formally consult with the Senate Executive 
Committee, and shall continue to consult with the committee annually until a successful search is 
completed. When an interim administrator serves for more than two years, the administrator will be 
reviewed according to the above schedule. (US 4/06) 

The review is to be initiated by the Chancellor who will receive a written statement from the Vice/Assistant 
Chancellor which describes how his or her performance meets the requirements of the position, successful 

                                                      
6 The procedures for reviewing the Director of Libraries are the same as those for review of a Department Chair except 
that the Library serves as the department and the Associate Vice Chancellor for Academic Affairs, to whom the director 
reports, holds the responsibilities described for the Dean. 
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accomplishments, and planned improvements and activities for the subsequent five-year period. The 
Chancellor will survey all academic staff and faculty in the division (and classified staff, clients, or other 
faculty and academic staff where appropriate) and may, in response to the results of the survey, conduct 
interviews with the survey respondents. Any such survey will include a summary evaluation question 
granting respondents an opportunity to express their confidence in the Vice/Assistant Chancellor’s 
performance. The Chancellor will write a report which will include the results of a summary evaluative 
question and will distribute it to the Vice/Assistant Chancellor along with an invitation to submit responses 
or reactions to the report. Following receipt of the response, the report will be revised as appropriate. Data 
from the survey shall be available to the Vice/Assistant Chancellor. Immediately after the report is written, 
the surveys and other information gathered during the review will be destroyed, except for numerical results 
or statements which are incorporated directly into the final report. Copies of the final review report will be 
given to the Vice/Assistant Chancellor and will be filed in the Chancellor’s office and in the personnel file of 
the Vice/Assistant Chancellor. 

The review report will be part of the information used by the Chancellor in making personnel 
recommendations concerning the Vice/Assistant Chancellor and in improving the administration of the 
Division. 

PROCEDURES FOR REVIEWING UNIT DIRECTORS 
Unit Directors are to be reviewed within three years of the initial appointment and every five years 
thereafter. 

It is expected that interim appointments will normally not last more than two years. If a successful search 
has not been completed within two years of a position being filled with an interim administrator, the 
supervisor to whom the administrator is responsible shall formally consult with the Senate Executive 
Committee, and shall continue to consult with the committee annually until a successful search is 
completed. When an interim administrator serves for more than two years, the administrator will be 
reviewed according to the above schedule. (US 4/06) 

The review is to be initiated by the Provost/Vice, Vice, or Associate Vice Chancellor (hereafter, 
Administrator) who will receive a written statement from the Unit Director which describes how his or her 
performance meets the requirements of the position, successful accomplishments, and planned 
improvements and activities for the subsequent five-year period. The Administrator will survey all academic 
staff and faculty in the unit (and classified staff, clients, or other faculty and academic staff where 
appropriate) and may, in response to the results of the survey, conduct interviews with the survey 
respondents. Any such survey will include a summary evaluative question granting respondents an 
opportunity to express their confidence in the Unit Director’s performance. The Administrator will write a 
report for submission to the Chancellor which will include the results of a summary evaluative question and 
will distribute it to the Unit Director along with an invitation to submit responses or reactions to the report. 
Following receipt of the response, the report will be revised as appropriate and submitted to the Chancellor. 
Data from the survey shall be available to the Unit Director. Immediately after the report is written, the 
surveys and other information gathered during the review will be destroyed, except for numerical results or 
statements which are incorporated directly into the final report. Copies of the final review report will be 
given to the Unit Director and will be filed in the Administrator’s Office and in the personnel file of the Unit 
Director. The Chancellor will provide written notification to the academic staff and faculty in the unit that 
the review has been completed. 

The review report will be part of the information used by the Administrator in making personnel 
recommendations concerning the Director and in improving the administration of the unit. 

*The immediate supervisors of the administrators are as follows: 

Administrator  Supervisor 

Unit Director  Provost/Vice, Vice, Assistant/Associate Vice, 
or Assistant Chancellor  

Department Chair  Dean of College 

Assistant Dean  Dean of College 
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Associate Dean  Dean of College 

Dean  Provost/Vice Chancellor 

Assistant/Associate Vice 
Chancellor  

Provost/Vice or Vice Chancellor 

Assistant Chancellor Chancellor 

Vice Chancellor Chancellor 

Provost and Vice Chancellor  Chancellor 

Chancellor  President of the UW System 

(US 5/94) 

Scheduling of Personnel Actions 

Schedules of Reviews, Recommendations, 
and Notices Concerning Personnel Actions 

The Provost and Vice Chancellor and Administrative Officer develop calendars for personnel actions which 
are sent to department chairs and directors prior to the beginning of each academic year. Individuals 
affected by the personnel actions may obtain information on the calendars from their department chair or 
director. 

The deadlines given in the calendar represent guidelines for dates of completion of personnel actions and are 
intended to facilitate the review process and the forwarding of recommendations to the Deans, Vice 
Chancellor, and Provost/Vice Chancellor in a timely fashion. Any deadlines which are required by specific 
provisions in the Personnel Rules are identified in the schedules. Generic personnel timetables are available 
on the Internet:  http://www.uwec.edu/acadaff/personnel/. 

Probationary faculty and instructional and/or research academic staff members on appointment for longer 
than one year shall be given annual periodic performance reviews as stipulated in UWS 3.05 and UWEC 
10.09 at such time in the academic year as is deemed appropriate by the Departmental Personnel 
Committee. If a probationary faculty or instructional and/or research academic staff member is in a non-
contract consideration period of a multiple-year contract, the options available for the annual performance 
review are: (1) a brief update of the previous performance review; (2) a full review as may be requested by 
the Departmental Personnel Committee or Department Chair; or (3) a full review as may be requested by 
the faculty or academic staff member. The performance review, for purposes of reappointment/rehiring, shall 
occur in accordance with the calendar for reappointment/rehiring. (FS 12/82) 

PERSONNEL RECORDS 
A guideline for filing faculty and instructional and/or research academic staff personnel records has been 
distributed to all Department Chairs. 

SCHEDULES FOR TENURE, PROMOTION,  
AND SALARY ADJUSTMENT RECOMMENDATIONS 

Two standard schedules to be followed for recommendations for tenure, promotion, and salary adjustments 
supplement the calendars provided by the Vice Chancellor for Academic Affairs. These are provided below. 
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Schedule of Recommendations Concerning 
Tenure and Promotion (Faculty) 

Recommendations concerning granting of tenure and promotion in rank follow the same schedule. 

December 1 Appropriate Departmental Personnel Committee makes its recommendations to the 
Chair. 

December 15 Department Chair makes recommendations to the Dean. 

Note: A decision concerning granting of tenure must be made no later than the end of the sixth year of 
probationary service. 

Instructional and/or research academic staff members do not have rank. Title changes, when they become 
appropriate, follow procedures similar to those used for promotions in rank for faculty members. 

Schedule of Recommendations Concerning Salary Adjustments 
Faculty and/or Instructional/Research Academic Staff 

February 1  Departmental Chair notifies all faculty and instructional and/or research academic staff 
members in their third or subsequent year of service of his/her recommendation as to 
salary adjustment.7 

February 15  Department Chair forwards all recommendations to the Dean. 

University Senate action provides “That the Provost and Vice Chancellor should notify the faculty members 
of their salary adjustment level (across-the-board, solid performance, merit) approved for the coming 
academic year at as early a date as possible.” (FS 4/84) 

Emeritus Standing—Faculty and Academic Staff 
The University recognizes Emeritus status of retired faculty and academic staff members. Standards for 
conferring Emeritus status are as follows: 

1. The faculty or academic staff member has served at least 20 years in this institution; or has had 20 years 
of collegiate service, 10 of which must have been in this institution just prior to retirement or has had 20 
years of service to the education profession, at least 15 of which have been in this institution just prior to 
retirement. 

2. The faculty or academic staff member is permanently retired from the University. 

An exception to the above requirements may be granted under the following procedure: 

The recommendation must originate at the department level or its functional equivalent and be forwarded to 
the Chancellor. The Chancellor will determine whether or not to grant the exception after consultation with 
the University Senate Executive Committee. 

Emeritus status includes the following privileges: (US 4/99) 

1. Names of emeriti faculty and academic staff are published with the faculty and academic staff roll in the 
University Bulletin. 

2. Emeriti faculty and academic staff may march in Commencement or other academic processions, 
entering immediately ahead of the administrative officers and leaving immediately after those officers. 

3. Emeriti faculty and academic staff may participate in all social affairs of the University and hold 
membership in the emeriti faculty and retired associates of the University. 

4. Emeriti faculty and academic staff are awarded the UW-Eau Claire medallion. 

                                                      
7 Probationary faculty and instructional and/or research academic staff members in the first or second year of service 
will not yet have been notified about a subsequent year. When a faculty member is reappointed or an instructional 
and/or research academic staff member is rehired to a second or third year of service, notification of salary adjustment 
will be given at the time of reappointment or rehiring. 
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5. Emeriti faculty and academic staff, as with all retired faculty and academic staff, retain the UW-Eau 
Claire ID and all the privileges it provides. 

6. Emeriti faculty and academic staff may, under certain circumstances, receive assistance in continuing 
their professional activities. 

7. Emeriti faculty and academic staff may request a Learning and Technology Services (LTS) network 
account. 

8. Emeriti faculty and academic staff may audit courses according to the policies on auditing of classes by 
special students and auditing courses as published in the current University Catalogue. 

Commencement 
A formal Commencement terminates the Fall Semester, the Spring Semester, and the Summer Session. 
University policy regarding participation is as follows: 

1. Each academic department will be represented by two members at each of the three commencements. 
When a two-ceremony commencement is held, faculty may choose which ceremony to attend.  They are 
encouraged to attend the ceremony of their College. 

2. Each Department Chair will provide the commencement coordinator with the names of those members 
who will be participating in the commencement.  These persons will then be considered to have an 
obligation to attend.  In addition, any other faculty or academic staff members who have at least half-
time assignment, as well as all emeriti faculty and academic staff members, are invited to participate in 
commencement. (US 4/97) 

Separation Procedures—Faculty and Academic Staff 
When a member of the faculty or academic staff terminates his or her relationship with the University, a 
separation letter with benefits information and a “Termination Checklist” will be sent to the employee.  This 
checklist is a reminder to the employee to return keys, parking permits, rental textbooks, departmental 
property, etc. 

At the same time, the Human Resources Office will send an e-mail notification to the departments on the 
“Checklist,” informing them that an employee is leaving.  The e-mail notification will be followed by a 
“Terminating Employee” memo that includes campus address information, last day of work, etc.  The 
department is then able to check their records to see if the employee has any equipment or material that 
needs to be returned.  If so, the department will contact the terminating employee directly. 
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