




















APM - 375
APPENDIX A

APPOINTMENT AND PROMOTION
Academic Coordinator Titles

Criteria for Appointment to Academic Coordinator Titles

Criteria/Level

I

IT

I

1. Program complexity: size
and/or scope of the program in
the Academic Coordinator’s
charge

Minimal complexity:

Specialized program with small
staff OR single program serving
single constituency

Moderate complexity:

Multidisciplinary program with a
moderately-sized staff OR single
program serving multiple
constituencies

Substantial complexity:

Single, highly specialized
academic unit with a large staff
OR collection of programs
serving multiple constituencies

2. Degree of independence and
reporting relationships

General supervision by a
department chair, faculty
member, or other academic or
professional staff member

Independent coordination,
generally reporting to a
department chair,
assistant/associate dean, or
equivalent positions

Independent directorship,
generally reporting to a dean or
vice chancellor

3. Budgetary activities (degree of
involvement in either
generating or coordinating
funds, or both)

Limited involvement

Moderate involvement

Extensive involvement

4. Degree of professional
accomplishment and/or
scholarly contributions needed
to discharge responsibilities

Primarily program administration
AND professional
accomplishment AND scholarly
contributions if a stated
requirement of the position

Program administration AND
professional accomplishment
AND scholarly contributions if a
stated requirement of the position

Program administration AND
professional accomplishment
AND scholarly contributions if a
stated requirement of the position

5. Impact on campus mission

Campus

Regional

State and national
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APPOINTMENT AND PROMOTION APM - 380
Faculty Consultant

380-4 Definition

The title Faculty Consultant is applied only to a faculty member who, as provided
in APM - 664, acts occasionally as a professional consultant in connection with a
research project under the auspices of the University, and in which such a member
is not otherwise regularly engaged.

380-18 Rate of Pay

See APM - 664-18.

380-24 Authority

The Chancellor is authorized to appoint faculty consultants.

Rev. 12/14/00



APPOINTMENT AND PROMOTION APM - 385
Independent Contractor

385-4

385-10

1/1/81

Definition

An independent contractor relationship exists when the University has the right to
control only the result of the service, not the manner of performance.

An employer-employee relationship exists when the University has the right
(whether or not it exercises the right) to supervise and control the manner of
performance, as well as the result of the service.

Qualifications

The attached Presidential letter dated December 9, 1966 addresses the use by
University Extension of independent contractors and University employees.

The use of independent consultants, individuals or organizations outside of the
University who provide primarily professional or technical advice to the University
in an independent contractor relationship, is treated in detail in Business and
Finance Bulletin, BUS-34.



APPOINTMENT AND PROMOTION APM - 385
Independent Contractor APPENDIX A

Office of the President

December 9, 1966

DEAN OF UNIVERSITY EXTENSION:
Re: Use of Independent Contractors by University Extension

University Extension frequently retains individuals for temporary personal service in
connection with Extension courses and programs. The question often arises whether persons
performing such temporary services are to be hired as University employees, or whether they
are to be retained as independent contractors. The distinction is of significance because
State law requires all University employees to sign the State Loyalty Oath before beginning
work, and University policy requires the signing of the University Patent Agreement by all
new employees. These requirements do not apply to independent contractors. Also, there
may be distinctions for income tax withholding purposes.

General Counsel advises that the basic legal distinction between an employee and an
independent contractor is that an employee is subject to the employer’s right to supervise and
control the employee’s performance, irrespective of whether such right is actually exercised,
whereas an independent contractor is retained to render a specified service subject to the
control of the principal only as to the result of the work, rather than as to the means by which
the result is accomplished.

To aid University administrators in determining whether persons retained for temporary
service in University Extension are to be hired as employee or retained as independent
contractors, the following guidelines are issued:

1. An instructor or other person having charge of a University Extension course or
program is to be hired as a University employee. This classification applies
irrespective of whether credit is given and irrespective of the length of the course or
program.

2. A person who is to participate as a guest lecturer on one or more occasions in a
University Extension course or program may be retained as an independent
contractor if the course or program is conducted under the immediate supervision of
a University employee.
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Independent Contractor APPENDIX A

Dean of University Extension
December 9, 1966
Page 2

3. A person who is to participate on one or more occasions as a panelist or workshop
participant in a University Extension course or program may be retained as an
independent contractor if the course or program is conducted under the immediate
supervision of a University employee.

4. If a University Extension course or program consists exclusively of one or more
panel discussions, the several panelists may be retained as independent contractors if
the course or program is under the immediate supervision of a University employee.

If there are other types of temporary personal services to be secured by University Extension
which might be performed by independent contractors consistent with the legal distinction
between employees and independent contractors as set forth above, the Dean of University
Extension should seek advice from the General Counsel on whether a person can be retained
as an independent contractor to perform the services in question. In the absence of an
authorizing opinion from the General Counsel, and except as otherwise provided in this
policy, individuals shall be retained by University Extension to perform personal services
only as employees.

Clark Kerr

cc: Chancellors
University-wide Administrative Officers
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APPOINTMENT AND PROMOTION APM -390
Postdoctoral Scholars

Preamble

At the University of California, the postdoctoral experience emphasizes scholarship and
continued research training for individuals who have recently completed a doctoral degree.
The Postdoctoral Scholar conducts research under the general oversight of a faculty mentor in
preparation for a career position in academe, industry, government, or the nonprofit sector.
Postdoctoral work provides essential training in many disciplines for individuals pursuing
academic careers and may include opportunities to enhance teaching and other professional
skills.

Postdoctoral Scholars contribute to the academic community by enhancing the research and
education programs of the University. They bring expertise and creativity that enrich the
research environment for all members of the University community, including graduate and
undergraduate students. The University strives to provide a stimulating, positive, and
constructive experience for the Postdoctoral Scholar, by emphasizing the mutual commitment
and responsibility of the institution, the faculty, and the Postdoctoral Scholar.

390-0  Policy

This policy defines and sets forth terms and conditions relating to the appointment
of Postdoctoral Scholars. It applies to both (1) Postdoctoral Scholars who are
employees of the University and (2) Postdoctoral Scholars who are appointed as
fellows and are paid stipends by extramural agencies either directly or through the
University.

390-4 Definition

Postdoctoral Scholar appointments are temporary positions with fixed end dates
intended to provide a full-time program of advanced academic preparation and
research training. Individuals pursuing clinical fellowships and residencies in the
health sciences are excluded from appointment to these titles.

Postdoctoral Scholars train under the direction and supervision of faculty mentors
in preparation for academic or research careers. In addition to pursuing advanced
preparation in research, Postdoctoral Scholars may be approved to engage in other
activities to enhance teaching and other professional skills. If formal teaching
duties are assigned, a Postdoctoral Scholar must hold both a Postdoctoral Scholar
title and an appropriate teaching title. Under this circumstance, the full-time
Postdoctoral Scholar appointment percentage will be reduced accordingly.

Ordinarily, Postdoctoral Scholars are not permitted to serve as principal
investigators on extramurally-sponsored contracts or grants. Because the
University recognizes that proposal preparation is an important aspect of most
postdoctoral training, campuses may permit Postdoctoral Scholars to serve as
principal investigators on awards that are restricted to Postdoctoral Scholars, on
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APPOINTMENT AND PROMOTION APM -390
Postdoctoral Scholars

390-6

390-8

7/1/03

small awards for research expenses or travel, or in other circumstances approved by
the Chancellor.

Responsibility

a.

Faculty mentors are responsible for guiding and monitoring the advanced
training of Postdoctoral Scholars. In that role, faculty mentors should make
clear the goals, objectives, and expectations of the training program and the
responsibilities of Postdoctoral Scholars. They should regularly and
frequently communicate with Postdoctoral Scholars, provide regular and
timely assessments of the Postdoctoral Scholar’s performance, and provide
career advice and job placement assistance.

The Chancellor has the authority to approve appointments and reappointments
of Postdoctoral Scholars and to establish campus policies that supplement
APM - 390. As provided in APM - 100-6-d, the Chancellor may redelegate
this authority.

Titles

The title of a Postdoctoral Scholar appointment is determined by the requirements
of the funding agencies.

a. Postdoctoral Scholar — Employee

An appointment is made in the title “Postdoctoral Scholar — Employee”
when (1) the agency funding the salary requires or permits the appointee
to be an employee of the University, or (2) whenever General Funds,
Opportunity Funds or other University discretionary funds are used to
support the position.

b. Postdoctoral Scholar — Fellow

An appointment is made in the title “Postdoctoral Scholar — Fellow”
when the Postdoctoral Scholar has been awarded a fellowship or
traineeship for postdoctoral study by an extramural agency and the
fellowship or traineeship is paid through a University account.

c. Postdoctoral Scholar — Paid Direct
An appointment is made in the title “Postdoctoral Scholar — Paid Direct”
when the Postdoctoral Scholar has been awarded a fellowship or

traineeship for postdoctoral study by an extramural agency and the
agency pays the fellowship or traineeship directly to the Postdoctoral
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Postdoctoral Scholars

390-10

390-17

390-18

7/1/03

Scholar, rather than through the University. Such appointments shall
have a “without-salary” status.

d. Postdoctoral Scholars may be assigned to more than one Postdoctoral
Scholar title concurrently depending on University and extramural
funding agency requirements.

Appointment Criteria

Appointment as a Postdoctoral Scholar requires a doctoral degree (e.g., Ph.D.,
M.D.) or the foreign equivalent.

Terms of Service

Postdoctoral Scholar appointments are temporary and have fixed end dates.
Appointments are typically made for one year but may be made for up to three
years. Campuses may require a minimum duration of appointment (e.g., one

year).

The total duration of an individual’s postdoctoral service may not exceed five
years, including postdoctoral service at other institutions. By exception, the
Chancellor may grant an extension not to exceed a sixth year.

Pursuant to APM - 137-30-b, it is within the University’s sole discretion not to
reappoint a Postdoctoral Scholar.

Salary and Stipend

a.

Scale

An authorized salary and stipend scale establishing minimum and maximum
pay rates for Postdoctoral Scholar titles is issued by the Office of the
President. This scale is adjusted annually by the general range adjustment, if
any, approved by the President for non-exclusively represented, non-Senate
academic appointees. For “Postdoctoral Scholars — Employee,” campuses
may establish steps within the scale.

Individual Range Adjustments

When providing range adjustments for other non-exclusively represented,
non-Senate academic employees, campuses may provide range adjustments for
“Postdoctoral Scholars — Employee” for salaries that fall between the
minimum and maximum scale established by the Office of the President (see
APM - 390-18-a).
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Postdoctoral Scholars

7/1/03

Criteria

Campuses are responsible for establishing the criteria for determining the
salaries of individual “Postdoctoral Scholars — Employee” within the salary
and stipend scale. Such criteria may include, but are not limited to, the
individual’s qualifications, number of years of experience, performance as a
Postdoctoral Scholar, funding availability in the discipline, and competitive
salaries and stipends paid by other universities.

When a stipend or salary is established for a Postdoctoral Scholar, equity
among all appointees in the three Postdoctoral Scholar titles within the
academic unit shall be taken into consideration.

Provision of Minimum Pay Level

When extramural agencies establish stipends at a rate less than the University-
established salary and stipend scale minimum, and the University elects to
proceed with such an appointment, the campus is required to provide
additional funding to bring the pay level of the Postdoctoral Scholar up to the
established minimum. The mentor is required to arrange the additional
funding prior to the begin date of an appointment.

Exceeding the Scale Maximum

The Chancellor may approve salaries above the top of the authorized scale in
exceptional instances.

Supplementation of Fellowship Stipends

A Postdoctoral Scholar in the “Postdoctoral Scholar — Fellow” or
“Postdoctoral Scholar — Paid Direct” title may have his or her stipend
supplemented with additional funding beyond the scale minimum.
Supplementation must be in conformance with the terms of the fellowship or
traineeship and, if paid with University funds, be paid in the “Postdoctoral
Scholar — Employee” title. Except as provided in APM - 390-18-¢ for salaries
paid above scale, the sum of stipend and salary may not exceed the maximum
of the scale and must be consistent with campus criteria for determining the
appropriate pay level of an individual Postdoctoral Scholar.

Annual Salary Increases
Salary increases may be given annually to “Postdoctoral Scholars —
Employee” on the basis of merit in accordance with established campus

procedures. The effective date of merit increases shall be established by the
campus. Increases to “Postdoctoral Scholars — Fellow” and “Postdoctoral
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Postdoctoral Scholars

Scholars — Paid Direct” should be provided in accordance with the provisions
of the extramural funding agency.

Salary and stipend increases are to be recommended and approved in
accordance with campus procedures.

390-19 Appointment Percentage

a. Appointments to the Postdoctoral Scholar title are full time, based on the
expectation that the Postdoctoral Scholar will be fully involved in scholarly
pursuits. In special cases, upon written request of the appointee and
concurrence of the mentor, an exception may be granted by the Chancellor
when the appointee is unable to make a full-time commitment for reasons of
health, family responsibilities, or employment external to the University. Such
a request must take into account extramural funding agency requirements, if
any.

When a reduced-time appointment has been approved, the mentor and
Postdoctoral Scholar shall sign a written agreement specifying the reduction in
hours of work and concomitant responsibilities.

b.  When a Postdoctoral Scholar additionally holds a University teaching
appointment or other University position, the percent time of the Postdoctoral
Scholar appointment normally will be reduced so that the sum of the percent
times of the two appointments equals 100 percent.

390-21 Notice of Appointment

a. A Postdoctoral Scholar shall be provided a written notice of appointment,
which shall include the mentor’s name, begin and end dates of the
appointment, salary/stipend amount, source of funding, and work eligibility
requirements for U.S. citizens and non-citizens. A copy of APM -390 and a
summary of benefits, or corresponding website information, shall accompany
the appointment notice. The Postdoctoral Scholar is required to accept the
appointment in writing.

b. Campuses may require additional information in appointment letters, such as
whether the appointment is renewable and the conditions for renewal.

390-25 Annual Reviews
a. In furtherance of fostering a Postdoctoral Scholar’s career, the mentor shall

conduct an annual review with the Postdoctoral Scholar. A written evaluation
will be provided to the Postdoctoral Scholar upon request.
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Postdoctoral Scholars

b.

Campuses may require the following for such reviews:

(1) An assessment of the Postdoctoral Scholar’s progress to date, strengths,
areas needing improvement, potential for a research career in the
discipline, and a summary of expectations and activities for the following
year;

(2) That a written summary of the review shall be provided to and signed by
the Postdoctoral Scholar;

(3) That a review will be conducted whenever a salary increase is proposed;

(4) That any written evaluation will be maintained by the Graduate Division
or other central office.

390-27 Equal Opportunity, Nondiscrimination, and Diversity

a.

The University of California is committed to a university environment that
provides equal opportunity and promotes a diversity of backgrounds,
perspectives, and experiences among faculty, staff, Postdoctoral Scholars, and
the student body.

Campuses should strive to have an inclusive, supportive environment that
provides postdoctoral training opportunities and maximizes and values the
potential of all Postdoctoral Scholars.

Campuses are encouraged to post postdoctoral positions in order to promote
equal opportunity for all candidates.

390-40 Grievances

7/1/03

A Postdoctoral Scholar may present a grievance according to the following
procedures.

Each Chancellor may establish and issue additional procedures to implement
this section of the policy. Prior to planned issuance, such procedures should
be submitted to the Provost and Senior Vice President — Academic Affairs for
approval.

Each Chancellor shall designate an administrator or office as the grievance
liaison for Postdoctoral Scholars (hereinafter referred to as grievance liaison).

A grievance is a complaint filed by a Postdoctoral Scholar that alleges one or
both of the following:
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Postdoctoral Scholars

7/1/03

(1

2)

A specific act by the University was arbitrary or capricious and adversely
affected the Postdoctoral Scholar’s then-existing appointment or training
program. For the purposes of this policy, an act is not arbitrary or
capricious if the decision-maker exercised reasoned judgment.

A violation of applicable University rules, regulations, or policies
occurred which adversely affected the Postdoctoral Scholar’s then-
existing appointment or training program.

A grievance alleging a violation of the Postdoctoral Scholar layoff policy (see
APM - 390-45) or the Postdoctoral Scholar corrective action and dismissal
policy (see APM - 390-50) shall be filed under APM - 390-40-d(2) only.

Mediation

The intent of this policy is to encourage voluntary resolution including
mediation when it is desired by both parties. Each campus is encouraged to
implement a mediation process to facilitate voluntary resolution of grievances.

Step I — Informal Grievance Resolution

(1)

2)

)

Step I of the grievance process is the attempt at informal resolution.
Postdoctoral Scholars are encouraged to discuss concerns and/or
complaints with their mentors, other senior faculty members, department
heads, or the ombudsperson, and to attempt informal resolution at an
early stage. Attempts at informal resolution do not extend the time limits
for filing a formal grievance unless a written extension is granted by the
grievance liaison.

If informal resolution is attempted but unsuccessful, a grievant may
request that the grievance liaison assist in resolving the grievance. Where
appropriate, the grievance liaison may work with the parties to reach an
informal resolution.

When a grievance alleges sexual harassment, the grievant may elect to
substitute the campus Sexual Harassment Complaint Resolution
Procedure as Step I. If a grievant selects this mechanism and the
complaint is not resolved to the grievant’s satisfaction, he or she may file
a Step II formal grievance in writing with the grievance liaison within
fifteen (15) calendar days from the date the grievant is notified of the
result of the pre-grievance complaint resolution process of the sexual
harassment procedure or within forty-five (45) calendar days from the
date the grievant filed the sexual harassment complaint, whichever is
earlier.
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7/1/03

g. Step II — Formal Grievance Review

(1)

2)

)

If a grievance that is not resolved informally to the satisfaction of the
grievant, the Postdoctoral Scholar may file a Step II formal grievance. A
Step II grievance must be filed in writing with the grievance liaison
within thirty (30) calendar days from the date on which the Postdoctoral
Scholar knew, or could reasonably be expected to know, of the event or
act which gave rise to the grievance, or within thirty (30) calendar days
after the date of separation, whichever is earlier. Except by written
mutual agreement of the parties, no additional issues shall be introduced
after the Step II grievance has been filed. A written extension may be
granted by the grievance liaison.

The formal written grievance must:
(a) identify the specific act and/or violation that is being grieved;

(b) state either (i) the specific acts to be reviewed, the name of the
person(s) alleged to have carried out the act(s), the date(s) the
alleged act(s) occurred, and a description of how the act(s) were
arbitrary or capricious; or (ii) the University rules, regulations or
policies that the grievant believes have been violated, the name of
the person(s) alleged to have done the violation(s), the date(s) the
alleged violation(s) occurred, and a description of how the rules,
regulations, or policies have been violated;

(c) specify how the Postdoctoral Scholar’s then-existing appointment or
training program was adversely affected;

(d) specify the remedy requested.

Upon receipt of a formal written grievance, the grievance liaison shall
complete an initial review of the grievance and determine whether the
grievance is complete, timely, within the jurisdiction of APM - 390-40,
and contains sufficient facts that support the allegations made in the
grievance. Within ten (10) calendar days of receipt of the grievance, the
grievance liaison shall notify the grievant in writing of the acceptance of
the grievance. If the grievance is not accepted, the reasons shall be
specified as follows:

(a) If the grievance liaison determines that the grievance is incomplete
or factually insufficient, the grievant will have ten (10) calendar days
from the date of the written notice to provide information to make
the grievance complete, including additional facts. If the grievant
fails to make the grievance complete or provide sufficient facts, the
grievance will be dismissed.
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Postdoctoral Scholars

4)

)

(6)

(b) If the grievance liaison determines that the grievance is untimely or
outside the jurisdiction of APM - 390-40, the grievance will be
dismissed.

(c) Ifthe grievance raises multiple issues, the grievance liaison will
make a determination described above with regard to each issue.
The grievance liaison may accept some issues and dismiss others
pursuant to this review process.

(d) Ifall or part of a grievance is dismissed at this stage, the grievance
liaison will provide the grievant with a written explanation of the
basis for the dismissal.

When a formal written grievance is accepted, the grievance liaison shall
forward the grievance and any supportive materials to the Step II
reviewer for review and written decision, and notify the Step II reviewer
and the grievant of the date the Step II response is due. Generally, the
Step II reviewer will be the department or unit head. However, if the
department or unit head took the action which is being grieved, the
grievance liaison may exercise discretion and designate another
administrator as the Step II reviewer, and so notify the department or unit
head and the grievant.

If a Step II grievance raises allegations of discrimination, harassment, or
retaliation in violation of APM - 035, the grievance liaison shall forward
a copy of the grievance to the appropriate campus compliance office for
review. The results of any related grievances or investigations shall be
provided to the grievance liaison. At the discretion of the grievance
liaison, information regarding related grievances or investigations may be
forwarded to the Step Il reviewer for consideration in making a Step 11
decision.

The Step II reviewer shall review the grievance and, if appropriate, shall
investigate and/or meet with the parties. Within thirty (30) calendar days
from the date of receipt of the grievance, the Step Il reviewer shall send a
written response to the grievant and the grievance liaison. The response
will state whether the grievance is denied or upheld in whole or in part. If
the grievance is denied in whole or in part, the response will state that the
Postdoctoral Scholar has the right to appeal the decision to Step III of the
grievance procedure; if the grievance is upheld, the response will describe
the remedy, if any, being awarded.

h. Step III — Formal Grievance Appeal

(1)

7/1/03

A formal grievance not resolved to the satisfaction of the Postdoctoral
Scholar at Step I may be appealed in writing to Step III with the
grievance liaison within fifteen (15) calendar days from the date on which
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the Step II response is issued. The Step III formal grievance appeal must
set forth the unresolved issue(s) and the remedy requested. Except by
written mutual agreement of the parties, no issues shall be introduced in
the appeal that were not included in the original grievance.

(2) All formal grievance appeals will be subject to Step III administrative
consideration. Within seven (7) calendar days from receipt of a formal
grievance appeal, the grievance liaison shall forward the appeal, the
Step II formal grievance, and the Step II response to the Chancellor for
review and written decision.

(3) Inreviewing the grievance appeal, the Chancellor may consult with the
Graduate Council, other appropriate Academic Senate or administrative
committees, or appropriate individuals.

(4) Based on the record, the Chancellor shall determine whether the Step 11
formal grievance was properly reviewed and whether the decision made
at Step II shall be upheld, rejected, or modified.

(5) The Chancellor shall provide a final written decision to the Postdoctoral
Scholar within thirty (30) calendar days following receipt of the formal
grievance appeal. The written decision shall include a statement of the
reasons if the decision of the Step Il review is rejected or modified in
whole or in part, including any remedy in whole or in part, and a
statement that the decision is final.

A Postdoctoral Scholar may represent himself or herself or may be represented
by another person at any stage of the grievance process. The University shall
be represented as the Chancellor deems appropriate.

Prior to expiration of a time limit, extensions may be granted by the grievance
liaison upon written request by either party. If the Postdoctoral Scholar fails to
meet a deadline, the grievance will be considered resolved on the basis of the
last University response. If a University official fails to meet a deadline, the
Postdoctoral Scholar may move the grievance to the next step in the process.
Time limits which expire on days which are not business days at the location
where the grievance is filed shall be automatically extended to the next
University business day.

The Postdoctoral Scholar and the Postdoctoral Scholar’s representative, if
employed by the University, shall be granted time off with pay to attend
meetings convened by the University to consider grievances under

APM - 390-40. Time spent by the Postdoctoral Scholar and the Postdoctoral
Scholar’s representative in investigation and preparation of a grievance shall
not be on pay status.
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L.

If the grievance is sustained in whole or in part, the remedy shall not exceed
restoring to the Postdoctoral Scholar the pay, benefits, or rights lost either as a
result of the violation of University rules, regulations, or policies, or as a result
of an arbitrary or capricious action, less any income earned from any other
employment. Payment of attorney’s fees shall not be part of the remedy.
Unless specifically authorized by the grievance liaison, compensation shall not
be paid for any period that is the result of extension(s) of time requested by or
on behalf of the Postdoctoral Scholar.

The following may be consolidated in one review: grievances of two or more
Postdoctoral Scholars, where the grievances are related and consolidation is
appropriate under the circumstances; two or more grievances filed by the same
grievant which are based on the same incident, issues, or act; or two or more
grievances filed by the same grievant which are based on the same pattern of
conduct. The grievance liaison shall decide whether a consolidation is
appropriate.

APM - 140 (Non-Senate Academic Appointees/Grievances) does not apply to
individuals appointed in a Postdoctoral Scholar title.

390-45 Layoff

a.

7/1/03

Layoff is defined as the termination by the University of a Postdoctoral
Scholar appointment prior to the end date as a result of appropriate funding
becoming unavailable.

In the event of layoff, the department, unit head, or other University official
shall provide notification in writing to the Postdoctoral Scholar not less than
thirty (30) calendar days in advance of the effective date of the early
termination. Appropriate pay in lieu of notice may be given.

A Postdoctoral Scholar who is subject to layoff may request that the
Chancellor or other University officer supply a written summary concerning
the unavailability of appropriate funding that is the reason for the layoft.

Layoff decisions may be appealed in accordance with APM - 390-40, the
Postdoctoral Scholar grievance policy.

APM - 145 (Non-Senate Academic Appointees/Layoff and Involuntary

Reduction in Time) does not apply to individuals appointed in a Postdoctoral
Scholar title.

Page 11



APPOINTMENT AND PROMOTION APM -390
Postdoctoral Scholars

390-50 Corrective Action and Dismissal

7/1/03

The University may impose corrective action or dismissal when, in its
reasoned judgment, the Postdoctoral Scholar’s performance or conduct merits
the action.

Each Chancellor may establish and issue additional procedures for instituting
corrective action and dismissal of Postdoctoral Scholars in accord with the
standards and procedures set forth in APM - 390-50.

Corrective action is the institution of one of the following:

(1) Written warning, which is a communication that informs the Postdoctoral
Scholar of the nature of the inadequate performance or misconduct;
requirements for continuation in the training program; and the probable
consequence of continued inadequate performance or misconduct.

(2) Suspension, which is debarment from the training program without pay
for a stated period of time. Unless otherwise noted, the terms of a
suspension will include loss of normal Postdoctoral Scholar privileges,
such as access to University property and parking and library privileges.

(3) Reduction in salary or stipend for a stated period of time. The amount
and duration of the reduced salary or stipend shall be specified.

(4) Other action consistent with requirements of extramural fellowship
agencies.

Dismissal is the termination of a Postdoctoral Scholar’s appointment initiated
by the University, prior to the appointment end date, when, in the reasoned
judgment of the University, the Postdoctoral Scholar’s conduct or performance
does not justify continuation.

Prior to the institution of formal corrective action or dismissal, informal efforts
to resolve the problem should be made, where appropriate.

A Postdoctoral Scholar may be placed on immediate investigatory leave with
pay, without prior written notice, for the purpose of reviewing or investigating
conduct which in the judgment of the Chancellor requires removing the
Postdoctoral Scholar from University premises. While on such leave, the
Postdoctoral Scholar’s return to University premises without written
permission may create independent grounds for dismissal. Such investigatory
leave shall be confirmed in writing after it is instituted.

Before initiating the actions of suspension without pay, reduction in salary or
stipend, dismissal, or other actions consistent with the requirements of
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extramural fellowship agencies, the University shall provide a written Notice
of Intent to the Postdoctoral Scholar. The Notice shall state:

(1) the intended action and the proposed effective date;

(2) the reason(s) for the action, including a description of the inadequate
performance or misconduct and any warnings that have been given;

(3) the Postdoctoral Scholar’s right to respond either orally or in writing
within fourteen (14) calendar days of the date of issuance of the written
Notice of Intent;

(4) the name of the person to whom the appointee should respond.
No Notice of Intent is required for a written warning.

A Postdoctoral Scholar who receives a written Notice of Intent shall be
entitled to respond, either orally or in writing, within fourteen (14) calendar
days of the date of issuance of the Notice of Intent. The response, if any, shall
be reviewed by the administration.

If the University determines to institute the corrective action or dismissal
following the review of a timely response, if any, from the Postdoctoral
Scholar, the University shall issue, within thirty (30) calendar days of the
1ssuance of the written Notice of Intent, a written Notice of Action to the
Postdoctoral Scholar of the corrective action or dismissal and its effective date.

The Notice of Action also shall notify the Postdoctoral Scholar of the right to
grieve the action under APM - 390-40, the Postdoctoral Scholar grievance
policy.

The Notice of Action may not include an action more severe than that
described in the Notice of Intent.

A copy of the Notice of Action shall also be placed in the Postdoctoral
Scholar’s personnel file.

A Postdoctoral Scholar may represent himself or herself or may be represented
by another person at any stage of the corrective action or dismissal process.

Upon written request and prior to expiration of any time limits stated in
APM - 390-50, the Chancellor may grant extensions, as appropriate.

APM - 150 (Non-Senate Academic Appointees/Corrective Action and

Dismissal) does not apply to individuals appointed in a Postdoctoral Scholar
title.
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390-60 Sick Leave (Effective January 1, 2004)

390-61

7/1/03

a. “Postdoctoral Scholars — Employee” are eligible for paid sick leave of up to
twelve days per twelve-month appointment period.

Unless the extramural funding agency has different sick-leave requirements,
“Postdoctoral Scholars — Fellow” and “Postdoctoral Scholars — Paid Direct”
are also eligible for paid sick leave of up to twelve days per twelve-month
appointment period.

Postdoctoral Scholars with appointments of less than twelve months are
eligible for sick leave in proportion to the appointment period; for example, a
Postdoctoral Scholar with a six-month appointment is eligible for up to six
days of sick leave.

b. For “Postdoctoral Scholars — Employee,” unused sick leave shall be carried
forward to subsequent Postdoctoral Scholar appointments. Unless the
extramural funding agency has different requirements, the unused sick leave of
“Postdoctoral Scholars — Fellow” and “Postdoctoral Scholars — Paid Direct”
shall be carried forward to subsequent Postdoctoral Scholar appointments.

c. Sick leave shall be used in keeping with normally approved purposes,
including personal illness; medical appointments; childbearing (see
APM - 715 and 760); disability; and medical appointments of, illness of, or
bereavement for a Postdoctoral Scholar’s child, parent, spouse, domestic
partner, sibling, grandparent or grandchild.

d. Sick leave shall be recorded in one-day increments when it is used.

e. APM - 710 (Leaves of Absence/Sick Leave) does not apply to individuals
appointed in a Postdoctoral Scholar title.

Time Off (Effective January 1, 2004)

Postdoctoral Scholars do not accrue vacation. “Postdoctoral Scholars — Employee”
are expected to take time off each academic year in the intersession and recess
periods (which constitutes about four weeks, excluding University holidays)
between the beginning of Fall Term and the end of Spring Term. If, however, the
Postdoctoral Scholar’s training and research program involves work during these
periods, it is expected that the mentor will approve equivalent time off at another
mutually agreeable time. Unless the extramural funding agency contains provisions
to the contrary, “Postdoctoral Scholars — Fellow” and “Postdoctoral Scholars — Paid
Direct” are eligible to take time off under these same conditions. Postdoctoral
Scholars will remain on pay status during intersession and recess periods or their
alternatives.
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390-62

390-63

390-64

390-65

390-75

7/1/03

Childbearing, Parental, and Family and Medical Leave

a. Postdoctoral Scholars are eligible for childbearing leave, parental leave, and
active service-modified duties as provided in APM - 760 and for family and
medical leave as provided in APM - 715.

b. Campuses may provide additional benefits that supplement or enhance the
benefits specified in APM - 760 or APM - 715.

c. Childbearing, parental, and family and medical leave policies for
“Postdoctoral Scholars — Fellow” and “Postdoctoral Scholars — Paid Direct”
are subject to the requirements of the Postdoctoral Scholar’s extramural
funding agency.

Holidays

Official holidays for Postdoctoral Scholars are those administrative holidays
published in the University Calendar.

Military Leave

Military leave for Postdoctoral Scholars is governed by APM - 751 (Leaves of
Absence/Military Leave).

Jury Leave

A Postdoctoral Scholar shall be eligible for a jury duty leave. Verification of
service on jury duty shall be provided by the Postdoctoral Scholar to the University
upon request. Pay for jury duty will not continue beyond the end date of the
Postdoctoral Scholar’s appointment.

University of California Retirement Plan Membership

“Postdoctoral Scholars — Employee” contribute to the University of California
Defined Contribution Plan as Safe Harbor participants and are not eligible for the

University of California Retirement Plan. “Postdoctoral Scholars — Fellow” and
“Postdoctoral Scholars — Paid Direct” are not eligible for either plan.
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390-76 Benefit Plans

All Postdoctoral Scholars are eligible for designated health-care and other benefit
plans.

390-80 Procedures

Campuses shall establish local procedures to implement APM - 390.
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Expires 1/1/10

APM - 390 (Postdoctoral Scholars)
Transition Guidelines

1. Effective Dates: The new Postdoctoral Scholar policy will be implemented in two
stages:

The new APM - 390, with the exception of the time off and sick leave provisions (and
others noted in Sections 3 and 4 below), is effective July 1, 2003, and will apply to all
current and new Postdoctoral Scholars.

The new APM - 390 time off and sick leave provisions and the new Postdoctoral
Scholar benefit plans will be effective January 1, 2005, except for Postdoctoral Scholars
at the UCSF campus. UCSF plans to implement the time off, sick leave, and benefit
plans on July 1, 2005.

2. Salary/Stipend:

a.

For new appointments and reappointments made on or after July 1, 2003, the
minimum of the Postdoctoral Scholar salary/stipend range is as follows:

= 2003-04: $29,000
= 2004-05: $30,000
= 2005-06: Step I of the non-student PGR scale, currently $31,044;

Campuses may establish higher minimums.

Commitments made prior to July 1, 2003, for appointments at less than these
amounts may be honored; however, it is recommended that, where appropriate
funding is available, the salary/stipend of current Postdoctoral Scholars be raised to
the above amounts.

The maximum of the Postdoctoral Scholars salary/stipend range is $75,324, which
will be range-adjusted in subsequent years to the same extent as for other
non-exclusively represented, non-Senate academic appointees.

Campuses have the option to establish steps within the range for “Postdoctoral
Scholar — Employee” appointments.
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3. New Title Codes: The following three new postdoctoral title codes have been
established:

3252 Postdoctoral Scholar — Employee effective January 1, 2005
(planned for July 1, 2005, at UCSF)

3253 Postdoctoral Scholar — Fellow effective July 1, 2003

3254 Postdoctoral Scholar — Paid Direct effective July 1, 2003

Postdoctoral Scholar Employee Appointments — New Postdoctoral Scholar employee
appointments beginning on or after January 1, 2005, are to be made in title code 3252
(“Postdoctoral Scholar — Employee™). In addition, Postdoctoral Scholar employees in
Title Code 3370 with appointment begin dates prior to January 1, 2005, who in Fall
2004 choose to enroll in the new Postdoctoral Scholar benefit plans and to be subject to
the new APM - 390 sick leave and time off provisions, are to be moved to title code
3252 (“Postdoctoral Scholar — Employee”) with a begin date of January 1, 2005 (see
Section 8 below).

No appointments to Title Code 3252 may be recorded in the Payroll/Personnel System
(PPS) if the begin date is prior to January 1, 2005. Postdoctoral Scholar employees with
appointments between July 1, 2003 and December 31, 2004, should continue to be
appointed in either title code 3240 or 3370 (see Section 6 below).

Postdoctoral Scholar Fellow and Paid Direct Appointments — Campuses may
implement the “Postdoctoral Scholar — Fellow” (3253) and the “Postdoctoral Scholar —
Paid Direct” (3254) titles and title codes at any time between July 1, 2003, and

January 1, 2005. “Postdoctoral Scholar — Paid Direct” (3254) appointments are to be
shown in non-salaried status. At campuses not paying postdoctoral fellowship stipends
through PPS, “Postdoctoral Scholar — Fellow” appointments should also be shown in
non-salaried status.

For purposes of on-line PPS actions, all title codes are available as of June 1, 2003.

4. Grandfathering of Current Postdoctoral Scholars: All Postdoctoral Scholars with
appointments beginning before July 1, 2003, are subject to the new policy with the
exception of the sick leave provision (APM - 390-60), the time off provision
(APM -390-61), the minimum salary/stipend provision as described in Section 2 above,
and the requirement of 100 percent time appointments (APM - 390-19). It is
recommended that, where appropriate funding is available, the percent time of
postdoctoral employees with current appointments at less than 100 percent time be
raised to 100 percent time and the salaries/stipends of current Postdoctoral Scholars with
salaries/stipends less than the minimum ($29,000 in 2003-04) be raised to the minimum.
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5. Phase-Out of Postgraduate Research and Visiting Postdoctoral Scholar Titles:
Starting January 1, 2004, the University will begin phasing out the use of title codes
3240 and 3370 (see section 9). Only those Postdoctoral Scholars who were appointed in
these title codes prior to January 1, 2005, may continue, and be reappointed, in these
title codes. New Postdoctoral Scholar employees must be appointed in title code 3252
(“Postdoctoral Scholar — Employee”) starting January 1, 2005.

Title codes 3240 (Postgraduate Research Non-Student - Fiscal Year) and 3370

(Visiting - Postdoc), as well as APM - 350 (Postgraduate Research), will be

retired January 1, 2010.

6. Appointments During the Period July 1, 2003, Through December 31, 2004:

The following will apply to Postdoctoral Scholar employees:

=  New appointments and reappointments will continue to be made in title code 3240
(Postgraduate Research Non-Student - Fiscal Year) or title code 3370
(Visiting - Postdoc).

®=  Vacation leave will accrue at 16 hours per month as set forth in APM - 730.

= Sick leave will accrue at 8 hours per month as set forth in APM - 710.

*  Benefit eligibility in the UC employee plans will continue.

All other provisions of APM - 390 will apply except as stated in Section 4 above.

The following will apply to Postdoctoral Scholar non-employees (i.e., “Postdoctoral
Scholars — Fellow” and “Postdoctoral Scholars — Paid Direct”):

=  Appointments will be entered into the Payroll/Personnel System in title codes 3253
or 3254 beginning July 1, 2003.

= Eligibility for vacation and sick leave will continue in accordance with the
provisions of the extramural funding agency.

= Benefits eligibility will continue in campus postdoctoral health-care plans if offered
by the campus.

= All other provisions of APM - 390 will apply.
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7. New Postdoctoral Scholar Benefit Plans: Transition guidelines for the new
Postdoctoral Scholar benefit plans effective January 1, 2005, will be issued in Fall 2004.

8. Postdoctoral Employee Choice: At campuses participating in the new Postdoctoral
Scholar benefit plans as of January 1, 2005, Postdoctoral Scholar employees in title code
3370 will be asked in Fall 2004 to select one of the following two options:

=  To move to the new title code 3252 as of January 1, 2005, which means being
subject to the sick leave and time off provisions of APM - 390 and eligible to enroll
in the new Universitywide Postdoctoral Scholar benefit plans; or

= To continue in title code 3370, thereby retaining enrollment in their current
employee benefit plans, current vacation accrual rates, and current sick leave
accrual rates until the end of their postdoctoral appointment at the University.

All Postdoctoral Scholars now assigned to title code 3240 will remain in that title code
until the end of their appointment. A change from title code 3240 to title code 3252
must be preceded by an appropriate break in service from the University.

Postdoctoral Scholar employees who continue in title codes 3240 or 3370 will be subject
to all provisions of APM - 390 except for Sections 390-60 (Sick Leave), 390-61 (Time
Off), and Section 390-76 (Benefit Plans). Regarding the exceptions, other appropriate
provisions of the Academic Personnel Manual will apply.

“Postdoctoral Scholars — Fellow” and “Postdoctoral Scholars — Paid Direct” will not
have a choice to move to another title code; as of January 1, 2005 (planned for July 1,
2005, at UCSF), they will be eligible only for the new Postdoctoral Scholar benefit
plans.

9. Postgraduate Research Appointees Who Are Not Postdoctoral Scholars: No new
appointments or reappointments of individuals who are not Postdoctoral Scholars may
be made in titles codes 3240 (Postgraduate Research Non-Student - Fiscal
Year) or 3370 (Visiting - Postdoc) after January 1, 2004. Current appointees in
either of these title codes who are not Postdoctoral Scholars need to be moved to a
different title code no later than July 1, 2006. Individuals who are not Postdoctoral
Scholars are to be appointed in titles that are appropriate to their job responsibilities —
including, but not limited to, academic titles such as Junior Specialist, Assistant
Specialist, or Assistant Project Scientist; or staff titles such as Staff Research Associate.
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410-4  Definitions
a. Teaching Assistant

A Teaching Assistant is a registered graduate student in full-time residence,
chosen for excellent scholarship and for promise as a teacher, and serving an
apprenticeship under the active tutelage and supervision of a regular faculty
member.

b. Teaching Fellow

A Teaching Fellow is a registered graduate student in full-time residence who
has advanced to candidacy for the doctorate, or otherwise has achieved
appropriate professional maturity, and who has been chosen because of
competence to conduct the entire instruction of a group of students in a lower
division course under the general supervision of a regular faculty member.

410-10 Criteria

Basic criteria to be considered in the appointment of teaching assistants and
teaching fellows are embodied in the definitions of these titles in APM - 410-4
above. A national, or even world-wide search should be made to obtain the best
candidates; and full regard should be given to the potential abilities of the
candidates to move forward into careers of scholarship at a high level of
performance.

In addition to the requirement that an appointee to the title of Teaching Assistant or
Teaching Fellow be a registered graduate student in full-time residence, each
proposed appointment or reappointment is subject to certification by the Dean of
the Graduate Division that the following conditions have been met:

a. Teaching Assistant
(1) Maintenance of a qualifying grade-point average (as established by the
Chancellor) in previous academic work. After a year or more of graduate
work, the graduate record will be substituted for the candidate’s

undergraduate record in appraising scholarly performance.

(2) Current enrollment in an adequate program of graduate study.
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b. Teaching Fellow
(1) Advancement to candidacy for the doctorate, and

(2) Atleast two years of teaching experience (including that of a teaching
assistantship) in or outside the University.

(3) If'the appointment is to a teaching fellowship in a professional school,
the following conditions may be substituted for those stated in (1) and (2)
above:

(a) A Master’s degree in the field offered by the professional school,
and

(b) At least two years of teaching or appropriate professional
experience, and

(c) Maintenance of a grade-point average as established by the
Chancellors.

410-12 Exceptions

Appointment to the title of Teaching Assistant or Teaching Fellow in exception to
the conditions in APM - 410-10-a and -b above may be made only by special
approval of the individual case by the Chancellor, upon recommendation of the
department chair and the dean of the school or college.

410-17 Term of Appointments

a. A student teacher appointment is for one academic year or less, and is self-
terminating unless the appointee is otherwise notified. Notice to this effect is
to be given on the employment form.

b. Appointment to the title of Teaching Assistant or Teaching Fellow may not
exceed half-time, nor may such appointment in combination with other
employment within the University exceed half-time. (Those employed half-
time should be expected to devote, during instructional and examination
periods, sixteen to twenty hours per week to such work including time spent in
preparation, classroom and laboratory teaching, office consultation, and
reading student papers.) Exception to this rule may be made only by special
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410-18

410-20

Rev. 12/14/00

approval of the individual case by the Chancellor, upon recommendation of
the department chair and the dean of the school or college.

The total length of service rendered in any one or any combination of the
following titles may not exceed four years: Reader on annual stipend,
Teaching Assistant, Teaching Fellow, and/or Associate. Under special
circumstances, the Chancellor, upon recommendation of the department chair
and the dean of the school or college, may authorize a longer period, but in no
case for more than six years.

Salary

Authorized salary scales established for these titles are issued by the Office of the
President.

Conditions of Employment

Teaching Assistant

A Teaching Assistant is not responsible for the instructional content of a
course, for selection of student assignments, for planning of examinations, or
for determining the term grade for students. Neither is the Teaching Assistant
to be assigned responsibility for instructing the entire enrollment of a course
or for providing the entire instruction of a group of students enrolled in a
course. The Teaching Assistant is responsible only for the conduct of
recitation, laboratory, or quiz sections under the active direction and
supervision of a regular member of the faculty to whom responsibility for the
course’s entire instruction, including the performance of Teaching Assistants,
has been assigned.

Teaching Fellow

Subject to the general supervision of a faculty member designated in
catalogues and published schedules as “in charge” of the course, a Teaching
Fellow should be competent to provide the entire instruction of a lower
division course to a group of students, and normally should be given such
assignments. Assignment to conduct instruction in an upper division or
graduate course or course section may not be made except with the approval
of the Committee on Courses of Instruction (Regulations of the Academic
Senate, 750).
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c. Teaching Assistant or Teaching Fellow

Upon individual application, the non-resident tuition fee may be waived by
the Dean of the Graduate Division for graduate students appointed to
Teaching Assistantships, Teaching Fellowships and University Fellowships
under the jurisdiction of the Graduate Council that are paid from intramural
funds.

d. For provisions governing removal expense allowances of student teachers, see
APM - 561.

e. For provisions governing sabbatical leave credit for student teachers, see
APM - 740-11-¢, -h, and -i.

410-24  Authority

a.  Upon certification of satisfaction of the conditions stated in APM - 410-10
above by the Dean of the Graduate Division, the department chair, acting
upon nominations made by department members, is authorized to appoint
teaching assistants and teaching fellows.

b. The Chancellor, acting upon the recommendations of the department chair and
endorsement of the dean of the school or college, is authorized to approve
appointments of Teaching Assistants and Teaching Fellows involving those
exceptions stated in APM - 410-12 and 410-17 above.

410-25 Supervision and Review

a. The selection, supervision and training of all student teachers is an important
responsibility of the teaching department, and in particular of the department
chair. All candidates for appointment and reappointment should be subjected
to careful review and recommendation, either by the department as a whole or
by a responsible committee.

b. In order to ascertain the quality of the student teacher’s work and to make
improvements when necessary, the faculty member who is responsible for the
instruction of each course in which sections are assigned to student teachers
should periodically visit the recitation and laboratory sections of the course.
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Office of the President
April 13, 1966

CHANCELLORS:
Re: Employment of Teaching Assistants and Research Assistants
The Administrative Manual (Section 68-17)* states:

“Appointment to the title of teaching assistant or teaching fellow may not
exceed half-time, nor may such appointment in combination with other
employment within the University exceed half-time . . . Exception to this
rule may be made only by special approval of the individual case by the
Chief Campus Officer, upon recommendation of the department
chairman and the dean of the school or college.”

“Other employment within the University” as used in the above phrase includes employment
in any academic or non-academic capacity by University Extension, by the Lawrence

Radiation Laboratory, and on extramurally financed projects administered by the University.

The same rule and the same procedure for granting exceptions apply to research assistants as
to teaching assistants during a period in which they are counted as full-time students.

You are also reminded of Vice President Hitch’s memorandum of September 27, 1965:

“Students employed at the University for more than 50% time cannot be
counted as full-time students.”

Clark Kerr

cc: Vice President Hitch
Dean Sheats
Dean Hoos
Director McMillan

*Now APM - 410-17
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Office of the Vice President
June 30, 1966

CHANCELLORS:
Re: Employment of Teaching Assistants and Research Assistants

The following questions have been raised by the Chancellor of one campus, and we believe
that you may be interested in our reply to them:

1. “May students be employed as Teaching Assistants and/or Research
Assistants (or in any combination of these and other academic or nonacademic
titles) for more than 50% for periods when they are not actually registered as
students?”

They may not be employed as Teaching Assistants when they are not
registered students; they may be employed more than 50% time as Research
Assistants or as nonacademic employees during the summer.

2. “May students be employed for more than 50% of full time for inter-quarter
periods?”

Students may be employed as Research Assistants (or in a nonacademic
position) during an inter-quarter period for more than 50%.

3.  “May students be similarly employed during other periods of ‘academic
recess’?”

It is our understanding that under the Quarter calendar there will be no periods
of academic recess. (The Christmas and Master recesses will fall between
Quarters.) In this regard, however, students should not be permitted to work
in excess of 50% time in any month which includes an academic and
administrative holiday (Thanksgiving, Memorial Day, etc.).

4.  “What combination of academic and nonacademic employment during a

regular quarter in excess of 50 percent time will serve to discount a full
quarter’s enrollment as a student?”’
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Employment of a student above 50% time in any one month that falls entirely
within a regular quarter will result in a loss of the 100% student status. For
example, a 50% Teaching Assistant who accepts employment as a Laboratory
Helper for a few hours in October will lose the 100% student status. The 50%
Teaching Assistant who is employed full time as a Laboratory Helper from
December 18, 1966 to January 2, 1967 may retain the 100% student status.

These questions have been discussed with members of Vice President Hitch’s staff, and they
concur with the above interpretations.

H. R. Wellman

cc: Vice President Taylor
University Dean Hoos
Mr. Keller
Mr. Johnson

bec: Academic Personnel

Copies sent to all Chancellors except Los Angeles.
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415-10 Qualifications

The qualifications and description of duties of the Language Assistant title appear
in the attached memorandum of September 25, 1967.
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Office of the Vice President—Academic Affairs
September 25, 1967

Establishment of “Language Assistant” Title
CHANCELLORS:

We have recently approved the establishment of the academic title “Language Assistant”
(Title Code 2340). The following description and conditions of employment apply to this
title:

Minimum qualifications are: Native or quasi-native speaking ability in
the language for which employed, and sufficient formal education in that
language to ensure that the Language Assistant speaks a variety of that
language acceptable as a good model for student imitation. This degree
of language proficiency is equivalent to at least that expected of students
in this country with a master’s degree in the language; European
graduates of gymnasia and Latin American graduates of high schools
generally have the requisite proficiency in the language.

Nature of duties and conditions of employment are: The Language
Assistant prepares teaching materials and conducts special conversational
classes entirely in the language for which employed, under the active
direction and supervision of a regular member of the faculty to whom
final responsibility for the course’s entire instruction has been assigned.
The Language Assistant works during the academic quarter (including
registration and examination weeks) at no more than half time.

The terms of appointment, salary schedules and authority to appoint Language Assistants are
the same as those for Teaching Assistants.

As you know, there currently is a non-academic class of Language Assistant (Title

Code 6650) which may include people on your campus who should be transferred to the new
academic category. The University-wide Office of Personnel and Retirement Systems has
advised us that they will change this title to accommodate those who do not belong in the
new academic classification.
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You may transfer individuals on your campus to this new category, provided they meet the
qualifications of the Language Assistant as described above, and are paid from academic
funds. Please consult with your Personnel Manager regarding the appropriate title for those
individuals who should remain in a non-academic classification and who do not meet the
above qualifications.

The above policy concerning the Language Assistant title will be issued as an addition to the
Administration Manual in the near future.

Angus E. Taylor

cc: Mr. Allmand
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Reader

420-4

420-10

420-17

3/1/62

Definition

The title Reader is given to a student employed for the ability to render diverse
services as a “course assistant,” which will normally include the grading of student
papers and examinations. A Reader will not be given the responsibilities
customarily accorded a Teaching Assistant.

Criteria for Appointment

a. Readers will usually be graduate students; but qualified undergraduate
students may be so employed, especially when graduate students are not
available. Professional readers, not enrolled as students, may be employed to
meet special needs, but only on an hourly basis.

b. Readers should have maintained at least a 3.0 grade-point average in their
previous academic work, and should have taken and received at least a “B”
grade in the course or equivalent in which they are serving.

For students who have completed at least one full year of graduate work, the record
of the year just past will be substituted for the undergraduate record. The
appointing department will have the responsibility of ascertaining that these
standards are maintained.

Term of Appointment

a. Inthose cases in which a Reader is appointed for one academic year or less
and paid on the basis of an annual stipend, the appointment is self-terminating
unless the appointee is otherwise notified. Notice to this effect should be
given on the employment form.

b. The total length of service rendered in any one or any combination of the
following titles may not exceed four years: Reader on annual stipend,
Teaching Assistant, Teaching Fellow, and/or Associate. Under special
circumstances, the Chancellor, upon recommendation of the department
chairperson and the dean of the school or college, may authorize a longer
period, but in no case for more than six years.
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The appointment of a Reader who is a registered student may not exceed half-
time, nor may such appointment in combination with other employment in the
University exceed half-time. Exception to this rule may be made by special
approval of the individual case by the Chancellor, upon recommendation of
the department chairperson and the Dean of the school or college.

420-18 Salary

420-20

420-21

Rev. 7/1/96

Readers will be paid on the basis of either an hourly rate or an annual stipend. The
annual stipend will be an academic-year half-time rate, and will be paid in ten
equal monthly installments. Two levels will be established for both rates; the first
level will be used for undergraduate students appointed as Readers, the second
level for graduate students.

Conditions of Employment

Service as a Reader is not credited toward sabbatical leave. Prior service in a
rank which carries credit toward sabbatical leave is considered to have been
interrupted by appointment as a Reader, and any accumulated credit of time
thereby nullified.

Readers, whether on hourly or annual appointment, will not be eligible for
reimbursement of travel or removal expenses.

Readers enrolled as students are excluded from the Retirement System.
Others are included in the University of California Retirement System if they
average half-time service or more in any continuous twelve-month period.

Class Size

While there is no specific limit to the size of classes for which Readers may be
appointed, it is expected that the staff member giving the instruction will normally
perform the reading without appointed Readers in a class of 30 students or less.
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420-24  Authority to Appoint

Subject to the provisions of this policy statement, the department chair has
authority to appoint and reappoint Readers.
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