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This 200809 edition of he Administrative ManualSection 600) incorporates approved revisions during the past

year. Since the last edition of Section 600, the following articles were changed. Section 600 as a whole was revised

to include references to Librarians and Counsekssyell as instructional faculty, where appropriate. To provide

greater clarity about the contents of Personnel Action Files, Section 606.1.2.(a) was revised to add sabbatical leave
reports. Additionally, two new articles were added to Section 600. Segtibrd6 ( iPer i odi ¢ Revi ew

Facultyod) outlinesenihree preowvciesws of oandipeostabl i shes a pr
depart ment procedures for r evi eRelatedfSpetiatyunded ldstruttianalu | t vy . f
Faculty Appointmentso) establishes campus procedures f

substantial grant activity for their outstanding research contributions with appointments to the GRIF classification.

At the end of this editin of Section 600 is the annual calendar for personnel recommendations and decisions. The
calendar sets forth dates by which actions must be taken by Personnel Committees, Department Chairs, and Deans,
often with specified dnreddctory seetiondatheecalendan clarfiies éhatlDepartimends T h e
and Colleges may establish earlier deadline dates related to retention, tenure, and promotion processes. Faculty
members are encouraged to check with their Department Chairs about the speaifime dates for their
Departments and Colleges. Please note that pursuant to the current Faculty Contract, faculty under review for
retention, tenure, or promotion have ten (10) calendar days to request a meeting to discuss the recommendation with
thereviewing agency.

Please file or destroy earlier editions of Section 600 and retain this copy for reference during the coming year. You
may also obtain an ujp-date edition of Section 600 at any time by contacting the following web address:
http://www.csun.edu/facultyaffairs/policies/index.hffihe Faculty Senate occasionally recommends amendments to
Section 600 that will be approved by the President for immediate implementatione g also be occasions

when the California Faculty Association and the CSU Trustees sign letters of agreement that interpret some portion
of the Collective Bargaining Agreement in a manner that immediately affects campus policies. Faculty will be
notified through their Department Chairs if this edition of Section 600 is affected by any such changes or
agreements, and the edition on our Web page will be updated immediately.

Please note that Section 600 supplements policies and procedures of the Faltrdtiv€ Bargaining Agreement,
Title V of the California Education Code, and executive orders of the Office of the Chancellor, all of which would
prevail in case of a conflict with Section 600.

If you have any questions about any of the topics coverethibydocument, please contact the Office of Faculty
Affairs at ext. 2962 or email me at penelope.jennings@csun.edu. You may also contact any member of the
Personnel Planning and Review Committee, whose names and telephone numbers are listed on thex.back co

| wish you a pleasant and rewarding year, and | hope that the Office of Faculty Affairs can assist you in the months
ahead.

Campus Extension: 2962 E-mail: penelope.jennings@csun.edu
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General and Administrative Considerations

SECTIONS 6001 6097 GENERAL AND ADMINISTRATIVE CONSIDERATIONS

600 General References.

Each University shall develop procedures whereby tenured members of the faculty shall
be involved in reemmendations to the President or designee relating to academic
personnel mattersSuch procedures shall be submitted to the Chamaelid the Trustees

for approval(Title 5, Section 42701) These procedures are on file in the Chancellor's
Office.

6001 All policies and procedures in this Manual are intended to be consistent with and
supplemental to:

1. The laws of the State, especially Education Code, Division 18, chapter 9,
and interpretations thereof in California Code of Regulations, Title 5,
Division 5 (heein referred to as "Title 5").

2. Regulations approved by the Trustees of The California State University,
especially the State University Administrative Mah(eerein referred to
as SUAM).

3. Provisions of the Bargaining Agreements betwdenBoard of Trustees

of The California State University and the California Faculty Association
covering Unit 3- Faculty, and the Board of Trustees of The California

State University and the United Professors of California covering that
portion of Unit 4 - Academic Support, designated as Academically

Related Employees.

4. Directives of the Chancellor of The California State University

5. The Constitution and Bylaws of the Faculty of California State University
Northridge.

6. Procedures adopted kbiye Personnel Planning and Review Committee not

in conflict with the foregoing.
600.2 The University is amffirmative Action/Equal Employment Opportunity/Title 1X,
Sections 503 and 504 etoger and all of its personnel decisions shall be made in
accord with state and federal laws.

601 Scope of Personnel Policies and Procedures.

The personnel policies and procedures in Section 600 of the Administrative Manual apply
to all faculty membes. Appropriate modifications and specifications of procedures
applicable to instructionally related areas such as Student Adfaarshelibrary must be
approved by the Personnel Planning and Review Committee.
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Cal State Northridge

602

Definitions.

602.1 Employee Classificatiorsnd Academic Units

1.

"6 Academi cmeans prl emplayee@ngaged either (1) prignari

in instruction who is employed and compensated on the basis of class and
rank or (2) in very closely related professional activities such as those
carried on by professional librarians..." (Title 5, Section 427D0

"O0OAdmi ni st r ameans & emplopeke engages primarily in one
or a combination of professional or quasofessional activities...(Title
5, Section 42700m).

" Monracademic employ@emeans an employee who provides on
instructional and nonadministrative supporting services such as
secretarial, clerical, and maintenance services..."

(Title 5, Section 42700).

" Mcademicadministrative assignméenteans: (1) A work assignment

filled by anacademic (class and rank) or an administragingloyee....

The incumbentserves in a key administre¢ capacity, planning,
organizing, and directing activities which relate to the instructional
programs and/or participates policy planning or (2) The work
assignment of an administrative employee who has demonstrated to the
President and the facultyr ahe Office of the Chancellor that the
employee's job performance is, to a high degree, closely identified with
the total management of the University.(Title 5, Section 42700).

"Teaching faculty" means any ftdilmne academic or academic
administrative employee providing instruction, at least half time, averaged
over an academic year. Department Chairs, officers of the Faculty, and
representatives of the California Stdtiniversity Academic Senate will

not cease to be "Teaching Faculty" because of any reassigned time allotted
to them by virtue of their offices.

"Academic titles" (Professor, Associate Professor, Assistant Professor,
Instructor, and Assistant) appé only to academic employees and
academieadministrative employees holding status in academic
Departments.

" 0 L e cis a title uséd to cover a nonpermanent academic assignment
normally of a visiting or pardtime nature where the salary level of the
individual is in accordance with the individual's qualificationéTltle 5,
Section 42700x).

"Senior rank" refers to nefessor Librarian, and Student Services
Professionali Academic Related Ill,Associate ProfessprAssociate

2 Sections 600609



General and Administrative Considerations

Librarian,andStudent Services Professioiiahcademically Related |l

9. ADean of the Colleged refers heo the
Library. For purposes of evaluation of Student Service Professional
Academic Related employees, such as recommendations on retention,
tenure, promotion, and professional leaves, the Vice President fonStude

Affairs shall actintherole f t heoffiDdeéhaen Col | ege. 0
10. ACol |l egedo refers to anoregeoivaldneunitic c ol |
Student Affairs.

602.2 Faculty Classifications.

Classifiation of The California State University faculty members provides a
uniform salary range and equal recognition for each level of service and
responsibility. All evaluations shall be made in terms of this purpose. Standards
for Academic Rank are:

1. ProfessofLibrarian/Student Services Professionahcademically Related
lll: Entirely satisfactory work and a doctorate other appropriate
terminal degredaken in a recognized institution of higher learning that
holds regional accreditation or equival@reparation in an appropriate
field are required for consideration for appointment or promotion to the
rank of Professdktibrarian/SSPAR III.

2. Associate Professtfssociate Librarian/Student Services Professianal
Academically Related 11 Entirdy satisfactory work and a doctorate
other appropriate terminal degrégken in a recognized institution of
higher learning that holds regional accreditation or equivalent preparation
in an appropriate field are required for consideration for appoirtoren
promotion to the rank of AssociaterofessatAssociate Librarian/SSP
AR II.

3. Assistant  ProfessfBenior  Assistant Librarian/Student  Services
Professional Academically Related or InstructofAssistant Librarian
Master's degree, or equivatetnaining, and a reasonable expectation of
securing the doctordterminal degreeor equivalent training, within a
reasonable period of time are required for consideration for appointment
or promotion to the academic rank of Assistant ProféSsaror Asistant
Librarian/SSPAR | or InstructofAssistant Librarian

602.3 Other Definitions.
The definitions stated in "Title 5", Subchapter 7, Article 1, are followed except that
the term "Appointment” herein is restricted to include only initial appantrand

not such other personnel matters as promotions, tenure, transfers, and demotions,
which will be specifically denoted when used.
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603

Faculty Duties.

603.1 Faculty Instructioal Load.

The normal faculty instructional load is considered to be 12 weighted units of
instruction and the equivalent to three weighted units of instructional load,
including registration, advisement, committee assignments, reports and office
hours. Except for illness, approved or unavoidable absence, or approved
modifications to the class schedule, faculty membersh instructional
assignmentare responsible for meeting all assigned classesciordance with the
University Schedule of Classes afagulty office hours as scheduled, posted, and
on file in Department offices.

603.2 Non-Teaching Assignments.

For a specific period of time, as determined by the gppate administratora
faculty member may have the normal instructional load of 12 weighted teaching
units reduced by assignment of Amaching responsibilities, such as:

1. Administrative assignments of responsibilities associated with positions
swch as Department Chair or Coordinator.

2. Reassigned time assignments for instructionally related activities inade
accordancewith existing policies othe University and The Califorai
State University. Reassigned time positions, as defined inZSoéghe
Guidelines Respecting Acting and Interim Appointments, lasting more
than a year and involving 6 or more units or reassigned faculty time shall
be subject to an internal search.

3. Reimbursed activities such as research or program development grants
provided the University or its Foundation from sources outside the normal
budget.

4. Approved requests for patime or fulktime leaves of absenceithout
pay.

603.3 Conflict of Duty.

State officers or employees shall not engage in any employment, activity, or
enterprise which has been determined to be inconsistent, incompatibie,
conflict with their duties as State officers; or with the duties, functiams
responsibilities of their appointment power or the agency by which they are
employed. State officers and employees shall, during their hours of @wtyted
their full-time attentiorand efforts to their State office or employment.
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603.4 Supplementary Employment of Academic and Administrative CSU Employees.

Full-time employment within The California State University imposes upon each
employee the obligation to deteothat degree of effort and attention to their duties
necessary to execute fully all the demands of their positions whether they are
appointed on a ningten, or twelvemonth basis.

1. Recognized Practices.
It has been a recognized practice ireQulifornia State University that:

a. Full-time academic year teaching fdty may exceed their 100% time
base during the academic year byasonable amount of teaching in
extension programs at their own aster campuses or in programs in
othe educational institutions.

b. In addition, there may be instances of academic or administrative
employees hired on a fuime basis who also carry on supplementary
employment as consultants, employe®sowners of outside business
or nonprofit enerprises, as practitioners of recognized professions, or
as holders of elective or appointive office or service.

c. The capacity and productivity of individual employees vary across a
wide spectrum and militate against a rigid actbssboard
applicaion of regulations concerning supplementary employment.

d. While outside employment often bolsters an employee‘th@job
competence, the burden is upon all employees to insure that outside
involvement does not jeopardize their individual funcignas a ful
time employee of The California State University. Possible conflicts
of interest are to be determined and appraised within HRPT (hiring,
retention, promotion, and tenure) and SSI (Service Salary Step
Increase) evaluation processes.

2. Professional Discretion.

The responsibility is imposed upon all employees as professionals to
exercise discretion and common sense in setting appropriate limits to their
total employment context.

3. Additional Work

Additional work during the acad@c year, not exceedng 25% of the

regular time bases considered compatible with performance of regular
academic duties if the work is wunrel
assignment or is paid from natate fund. Such additional work may be

done on research grants or contracts, if specifically authorized by the
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granting agency.
603.5 Supplementary Teaching Assignments.

The Procedures covering summer teaching assignments and extensicedior
employmentare governed by the Collective Bargaining Agreement. For the most
updated information, contact the Office of Faculty Affairs (@B62), andsee the
current contract at the following website:
http://www.calstate.edu/LaborRel/Contracts HTML/CFA_CONTRACT/CFAtoc.shtml

603.6 Activities Prohibited.

Activities that are prohibited for administrative and acadeemployees of The
California State University include:

1. The use of State time, facilities, equipment, or supplies at any time for any
purpose other than the performance of official business, defined as an
activity which promotes the achievement die purposes of the
University.

2. The performance for compensation, other than State salary, of any service
for any person or public or private agency if such person or agency
performs any action which is subject to review, recommendation, or
approvaby employees or any of their subordinates.

3. The performance for compensation, other than State salary, at any time of
any service which their duties require them to render.

4. The acceptance of any obligations on the part of any officers dogegs
which would prevent them from carrying out the responsibilities for which
they are employed, or the acceptance of any responsibilities which would
be in conflict with the purposes of the University.

5. The engaging in any activity which is caaty to a policy of the Trustees
or otherwise inimical to The California State University.

6. The willful violation of any law, any regulation of the Trustees any
directive of the Chancellor respecting their employment or the
performance of their dies.

603.7 Political Activities.

Besides being subject to provisions of law relating to elections and political
activities applicable to all persons, The California State University employees are
included within the provisns of Government Code respecting support of political
activities of any foreign government and the advocacy of the overthrow of the
government. The Attorney General has fieakd a previous opinion:..the right
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to engage in politics is a privilege oitizenship which should not be denied State
employees in the absence of express or necessarily implied statutory prohibition, or
unless the particular activity is harmful to the State GovernmMet.political
activity should be engaged in on State timgegal Opinion, Issue No. 65, 6
pages, dated May 18, 1953, from Joel H. Burkman to State College Presidents).

603.8 Loyalty Oath.

Each employee who is a citizen of the United States must subscribe to a loyalty
oath prescribed bythe Legislature before performing any services for the
University, and before receiving any compensation.

603.9 Performance Standards and Monitg.

1. Minimum standards of faculty performance are summarized in Section
632 of this manual.

2. All faculty, regardless of rank, are responsible for monitoring the
character and quality of their own contributions to the University.
Monitoring an be accomplished through consultation with colleagues,
classroom visitations, electronic recording and review of one's own
lectures or other teaching modes, formal student evaluations of teaching
and other means as may be appropriate.

604 Professional Responsibility.

The following statement of professional responsibility was adopted by the Academic
Senate, The California State University, January 14, 1971, and subsequently approved by
the faculty of California Stat University, Northridge. This statement shall serve as a
guide for the professional conduct of the members of the faculty of this University. The
responsibilities of facultymember may be considered from five major perspectives: 1)

as a member of theaehing profession; 2) as a teacher; 3) as a colleague; 4) as a part of
an institution; 5) as a member of a community.

604.1 As a member of the teaching profession, the professor:

1. Seeks and states the truth as perceived.
2. Devotes energies teedeloping and improving scholarly competence.
3. Accepts the obligation to exercise critical s#cipline and judgment in

using, extending, and transmitting knowledge.

4. Practices, fosters, and defends intellectual honesty, freedom of inquairy a
instruction and free expression on and off the campus.

5. Avoids allowing subsidiary interests to hamper or compromise freedom of
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inquiry.

604.2 As a teacher, the professor:

1.

2.

10.

11.

12.

Encourages the free pursuit of learning in students.
Holdsbefore students the discipline's best scholarly standards.
Demonstrates respect for the student as an individual.

Adheres to a proper role as an intellectual guide and counselor.

Does not participate in the formal evaluation of anydsht or in any
institutional decisions involving a direct benefit to a student who is a
member of his or her immediate family, a blood relative, or with whom he
or she has an economic, sexweld/or romantic involvement which could
reasonably be perceideas impairing objectivity.

Makes every reasonable effort to foster honest academic conduct.

Makes every reasonable effort to assure that evaluations of students reflect
their true merit and are based on their academic performance
professiondy judged and not on matters irrelevant to that performance,
such as personality, degree of political activism, personal beliefs, race,
religion, color, disability, sex, sexual orientation, national origin, ancestry,
or age.

Treats students with diity, understanding and respect and does not
denigrate, humiliateor stigmatize students on the basis of race, religion,
color, disability, sex, sexual orientation, national origin, ancestry, or age.

Makes every reasonable effort to assure dflastudents are treated with
civility, understanding and respect whenever the professor has
responsibility for students and is acting in a professorial, professional
and/or mentoring role and that students do not denigrate, humdiate
stigmatize othr students on the basis of race, religion, color, disability,
sex, sexual orientation, national origin, ancesiryage.

Respects the confidential nature of the relationship between professor and
student.

Does not refuse to enroll or téastudents on the grounds of their beliefs
or the possible uses to which they may put the knowledge to be gained in
a course.

Refrains from forcing students by the authority inherent in the
instructional role to make particular personal choice® glitical action
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13.

14.

15.

16.

or their own part in society.

Does not persistently intrude into the presentation of the subject, material
which has no relation to that subject.

Presents the subject matter of a course as announced to students and as
approved by the faculty in their collective responsibility for the
curriculum.

Allows students the freedom to take reasoned exception to the data or
views offered in a course of study and to reserve judgment about matters
of opinion.

Avoids an exploitation of students for private advantage.

604.3 As a colleague, the professor:

1.

2.

Respects and defends the free inquiry of associates.

Shows due respect for the opinions of others in exchanges of criticism and
ideas.

Acknowledgs academic debts.
Strives to be objective in the professional judgment of colleagues.

Does not participate in personnel evaluations, such as appointment,
retention, tenureor promotion, of a member of his or her immediate
family, a blood redtive, or a person with whom he or she has an
economic, sexual and/or romantic involvement that could reasonably be
perceived as impairing objectivity.

Does not participate in decisions, such as awarding of grants, sabbaticals,
or other awards thatnvolve a direct economic benefit to himself or
herself, a member of his or her immediate family, a blood relative, or a
person with whom he or she has an economic, sexual and/or romantic
involvement that could reasonably be perceived as impairing objgctivi

604.4 As a member of an institution, the professor:

1.

2.

Seeks above all to be an effective teacher and scholar.

Observes the stated regulations of the institution provided they do not
contravene academic freedom.

Maintains the righto criticize regulations and seek their revision.
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4.

Determines the amount and character of the work that can be done outside
the institution while fulfilling primary responsibilities within it.

Recognizes, when considering the interruption amieation of services,
the effect of such a decision upon the program of the institution, and gives
due notice of intentions.

Requests a leave of absence or resigns an academic position when acute
conflicts between the claims of politics, social attiand conscience, on

the one hand, and the claims and expectations of students, colleagues, and
institution, on the other, preclude the fulfillment of substantial academic
obligations.

Refrains from calling attention to grievances in ways that saamfly
impede the functions of the institution.

Accepts a share of faculty responsibilities for the governance of the
institution.

604.5 As a member of a community, the professor:

1.

3.

4.

Measures the urgency of any obligations as a citizen ght lof
responsibilities to subject, students, professaml institution.

Makes every effort, when speaking and acting as a citizen, to be accurate,
to exercise appropriate restraitat, show respect for the opinions of
others, and to indicate thdtese words and actions do not represent the
University.

Promotes conditions of free inquiry.

Furthers public understanding of academic freedom.

605 Teaching Service Areas.

606

(The policy on Teaching Service Areas has been deleted bebausadulty Bargaining
Agreement provides specific guidelines in the event that layoff of academic employees
becomes necessaryhere is no reference to Teaching Service Area designations in the
Faculty Bargaining Agreement, so continuation of the policy ToS.A.'s becomes
unnecessary.)

Personnel Files.

606.1 Authorized Personnel Files.

1.

Professional Information File.
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a. Ead faculty member has the responsibility of establishing and
maintaining a record of professional information to be submitted by
the faculty member at the appropriate time for use in evaluation for
retention, tenure, promotion, asdrvicesalary increaseThe faculty
member shall prepare an index of the contents of the Professional
Information File, which shall be placed in the Personnel Action File
each year the faculty member is evaluated.

(1) The Department Chair shall assist the faculty in the development
of the file and alert each faculty member in advance of the time
when the file will be required.

(2) The Professional Information File shall contain a earresume
and such forms as the University may, from time to time,
prescribe. The file shall also cdain data on:1) Professional
Preparation; 2)Teaching Eectiveness; 3) Contributions to the
Field of Sudy; and 4) Contributions to the University and
Community. The faculty member may include, additionally, any
other pertinent support material.

b. The Professional Information File is the property of the faculty
member. However, the faculty member's possession and control of the
file is restrictedoy the following:

(1) A faculty member may add material to the file at any time during
the academic year up to the completion of personnel deliberations
at the Department level. Insertion of material submitfest #his
date must have the approval of the College Personnel Committee
and shall be limited tdems that became accessible after the
close of Department deliberations (publicatamteptances,
notice of awards, lecture invitations, and the likéJylatenal
inserted in this fashion shall be returned to the initial evaluation
committee for review, evaluatipnand comment before
consideration at subsequent levels of review. The Department
Committee may elect to change its recommendation on the basis
of this new information even though the deadline for the
recommendation has passed.

(2) Once the file has been submitted for use in the personnel
evaluation proceduré¢he faculty member may not remove any
materials until the evaluation has been completed landile has
been returned to the owner.

(3) Once the file has been submitted for use in the personnel
procedure, it shall be retained by the University until all appeals
filed in the current year have been decided, whereupon the file
shall be returned tthe faculty member.
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2. Personnel Action File.

There shall be only one Personnel Action Filénis file is the property of

the University. For the probationary and tenured facultys Kept in the
office of the College Dean for use only in personnel actions (such as
retention, tenure, promotionservice salary adjustmentsand other
personnel matters dealt with in the bargaining agreement), which specify
its use. The material in the BBennel Action File must be accurate and
relevant to personnel actions.

a. The Personnel Action File shall include:

(1) Copy of appointment letter.

(2)

3)

(4)

()

(6)

(")
(8)

(9)

A table of the contents of the faculty member's Professional
Information File each yeahe faculty member was evaluated for
retention, tenurgor promotion.

Copies of Department recommendations on retention or
promotion.

Copies of recommendations made by the College Committee and
Dean.

Copies of all documents relateol any appeal from a personnel
recommendation.

Copies of written reasons for conflicting, unreconciled

Department and Collegecommendations which had been

forwarded to the President of the University for resolution (see
Section 633).

Copies ofotice letters from the President on personnel actions.

A copy of the President's decision in Grievance and Disciplinary
Action Cases.

Copies of written reprimands issued in accordance with Section
693.

(10)Correspondence concerning suchtters as reappointment as

Lecturer, approval of leave requests, and similar personnel
actions.

(11) Department, Collegeor Universty required documents, such as

written reports of peer class visiand student evaluans of
teaching effectiveness.Student evaluations of teaching
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C.

e.

effectiveness shall be retained for a minimum of five years

(12 A dated copy of the faculty member's current resume, of
reasonable lengtlas of the most recent year in which the
Professional Information File is subneitt

(13)Other communications or materials deemed by the Department
Chair, College Dearor Personnel Committees to be relevant to
the criteria in Section 632.

(14 The location of other records kept on campus regarding the
faculty member to which thiaculty member has access.

(15 Sabbatical Leave Reports

(16)Other materials that were part of the personnel process tivegn
were placed in the Personnel Action File, e.g., cofiegitten
reasons fonegativerecommend@ons and Probationary Facylt
Member's Evaluation Conference Forms.

It is not expected that all communications reaching a Department or
College regarding a faculty member will be placed in this file.

Written communications identifieby source may be placed in the file
at the discretion of the Department Chair, the College Deaaior

Personnel CommitteesThe faculty member shall be provided with a
copy of such material at least five (5) days prior to such placement.

Upon reaiest, a faculty member shall be provided the opportunity to
meet with the appropriate administrator regarding material to be
placed in the file to Wich the faculty member objectBhe request to
meet shall be made within five (5) days of the receipt & th
notification. The meeting shall take place within ten (10) days of the
request made by the faculty member.

A faculty member shall have the right to place in the file a written
response to any written communication contained therein.

Human Resource Services File.

The Human Resource Services File shall include:

a. SGC1 and faculty requisition.

b.

C.

Letter of appointment.

Letter of acceptance.
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d. Official State forms and insurance records.
e. University actions.

(1) Reappointment or termination.

(2) SSI recommendations.

(3) Approval of Leaves.

(4) Reappointment letters to Lecturers.
Employment File.
A confidertial file for each fulitime faculty member of the University
will be established in the Officef Human Resource Servicasthe time
of employment. This file is not open to the faculty member nor to
personnel committees. It will contain confidential doents such as pre
employment placement papers, q@r@ployment evaluation forms, and

letters of recommendation. This file shall be destroyed when the faculty
member is awarded tenure.

606.2 Personnel File Procedures

1.

Use of Files.

The Professional Information File and the Personnel Action File shall be
utilized in personnel considerations. THaman Resource Servicéde
and the Employment File shall not be used in personnel considerations.

Completeness of the Files.

If the evidence in the file is not satisfactory to any individual or committee
charged with making a recommendation, or if it does not appear to support
the recommendations madbge file may be returned to the appropriate
level for amplification.

Access to the Files.

a. A faculty member shall have full and unqualified right to inspect all
materials in the PersonnAttion File andHuman Resource Services
File.

b. When a faculty member requests an appointment to inspect the file, it
shall be scheduled promptly, within tw@) days during normal
working hours.The faculty member may be accompanied at such
appoiriments by another individual of his/her choice.
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C.

e.

Upon written request, faculty members shall be provided with copies
of any material in their file within fourteen (14) day$he faculty
member may be required to bear the costs of duplicating ®mh.it

The Dean is custodian of the Personnel Action File. The Dean shall
be responsible for the accuracy, relevance, and completeness of the
Personnel Action File.No one is authorized to remove material from
the Personnel Action File unless thactlty member requests
removal. Faculty members may request, in writing, a correction or
deletion of any material in their file if they believe 1) the material is
inaccurate or 2) the material is irrelevant to personnel actions or 3)
proper procedures wemot followed in placing the materials in the
file. Such a request shall be addressed to the College Dean, with
copies to the appropriate faculty committee, if such materials were
generated by a faculty committee, and to the Personnel Planning and
ReviewCommittee.

(1) The request shall specify those corrections or deletions that shall
be made, with facts and reasons supporting the request. Such
requests shall become part of the Personnel Action File, except in
those instances in which the disputedterial has been removed.

(2) If the request is denied by the College Dean, the faculty member
may, within seven (7) calendar days of such a denial, submit the
request to the President, with a copy to the Personnel Planning
and Review Committeelf the Personnel Planning and Review
Committee determines that the request involves a problem of
interpretation of this Manual, the Committee shall advise the
President of its interpretation before the President makes the final
decision. The President shalWithin twentyone (21) days of
such a request, provide a written response to the faculty member.
If the request is granted, the record shall be corrected and the
faculty member notified in writing.If the President denies the
request, the response dhatlude the reason(s) for the denial.

(3) The College Dean and the President are encouraged to consult
with the Personnel Planning and Review Committee concerning
requests for removal of documents from Personnel Action Files.

Administrative personnel charged with making recommendations in
personnel matters, Department Chairs, and members of duly
constituted personnel committees shall have the right of access to
Professional Information Files and PerseinnAction Files of
candidates for retention, tenure, and promotidhey shall also have
access to files when the provisions of Section 644.3 regaséinvice
salary adjustments are applicable.
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f. Individuals required to give testimony in grievanag legal
proceedings arising out of personnel considerations in which they had
access to files as provided (e) above shall have access to the
Professional Information Files and Personnel Action Files of the
grievant.

g. Except as specified in a, and f above, individuals and/or agencies
shall have access to the Professional Information File only with the
written permission of the faculty member.

h. Except as specified in a, e, and f above, individuals and/or agencies
shall have access to tRersonnel Action File only upon presentation
of a duly executed court order.

I.  The Dean shall log all instances of access to a Personnel Action File.
Such a log record shall be a part of the Personnel Action File.

607 Confidentiality of Personnel Corsiderations.

607.1 General Policy.

Confidentiality refers to a university policy which limits access to information
about specific individuals and about internal deliberations of personnel
commitees. As an employer, the University has an obligation to protect the
privacy of the individual under personnel consideration. The policy of
confidentiality also is intended to promote full and frank discussion of candidates
by personnel committeesAll personnel considerations of specific individuals
having to do with matters of appointment, promotion, reteniod tenure, made

by any personnel committee acting under provisions of this Manual, and/or the
Bylaws of the Faculty of this University (Depaemt Personnel Committees,
College Personnel Committees, Search and Screen Compéiteethe Personnel
Planning and Review Committee) shall be, in whole and in part, confidential: that
is, shall not be discussed, either by members of the committee dnobg t
consulted, with other than those privileged to have such information. Faculty
grievance and disciplinary action committees are privileged to have such
information. The policy of confidentiality does not remove from personnel
agencies and those witwhom they consult the responsibility to ensure the
accuracy and relevancy of information upon which personnel decisions are based.
Candidates for appointment may authorize the distribution of their vitae.

607.2 Confidentiality of Consultations.

1. A Personnel Committee might, on occasion, because of the nature of
matters under consideration, invite Amembers of that committee (i.e.,
Department Chairs, Deans of Colleges, Chairs and members of other
personnel committees, faculty members under cenaitn) to
participate in the committee's deliberations. When these deliberations
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608

609

involve personnel considerations of specific individuals, such
considerations shall be, in whole and in part, confidential, and shall not be
discussed, either by memberstbé committee or by faculty consulted,
with other than those privileged to have such information.

2. All personnel considerations of specific individuals made in accordance
with the requirement for consultation (Sections 630 to 699 inclusive) shall
be, in whole and in part, confidential.

3. All personnel considerations of specific individuals which take place in
consultations between Department Personnel Committees and tenured
members of a Department shall be, in whole and in part, confidential.

607.3 Violation of Confidentiality.

Any violation of the confidentiality requirements of this Section shall be presumed
to be unprofessional conduct.

Calendar of Personnel Actions and Procedures.

The calendar for personnel actions and procedures will be determined by the Faculty

Senate no later than the regularly scheduled May meeting eachTyeaFaculty Senate

will receive a proposed calendar for personnel actions and procedures recommended by
the Personnel Planning and Review Committee, the Provost and Vice President for

Academic Affairs, and the Executive Committee of the Faculty Se(fa¢e.the 208-

2009 Academic Year Calendar of Personnel Procedures.)

Election Guidelines.

609.1 General Considerations.

These guidelines apply generally to Department andll€he personnel
committees, search and screen puttees, and other relevant faculty committees.
More explicit procedures may apply to committees described separately in this
manual.

Faculty personnel elections mandated by Section 600 shall be conducted so as to
assure confidentiality and avoid conflaftinterest and possible improprieties.

609.2 Election Procedures.

Departments and colleges shall observe the following guidelines when conducting
faculty personnel elections or when establishing their own election procedures:

1. Setting reasonablentielines and clear deadlines.

2. Providing for faculty oversight in the preparation, distribution, and
collection of ballots.
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