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Administrative and Professional Faculty (AP) appointments are covered by the policies set out by this
Handbook unless specifically noted otherwise in the appointment and/or contract letter (hereafter
referred to as the appointment letter). To the extent that specific terms and conditions set out by any
appointment letter are in addition to, contrary to, or inconsistent with the provisions of this Handbook, the
terms and conditions of the appointment letter shall supersede this Handbook (refer to Section 1.2 for
required approvals).

1.0 EMPLOYMEN
1.1 DEFINITIONS
1.1.1 General Terms
Division Head - Provost, Vice President, or head of respective division
Supervisory Administrative Officer — The employee’s immediate supervisor or someone in
the management hierarchy of the employee.
Business Days - Days that Radford University administrative offices are open.

1.1.2 Administrative Faculty

Administrative faculty normally report no lower than two levels below the President.
Administrative faculty typically serve in executive level leadership roles such as vice
president, vice provost, dean, and assistant or associate vice president or dean.
Administrative faculty



1.1.5 Restricted Administrative and Professional Faculty

Restricted AP positions receive at least 10% of their funding from non-continuous or non-
recurring funding sources such as grants, donations, contracts, or capital outlay projects.
Generally, these restricted AP positions follow the provisions of this Handbook if funding is
available from the respective revenue source used to fund the position. Continuation of
employment is subject to the availability of funds, the need of the service, and satisfactory
performance. These employees have defined contract end dates and do not receive
automatic renewals, leave payouts or severance benefits.

Restricted AP positions may be terminated in the case where there are insufficient funds or
no further need for services. If the date of termination is different from the defined contract
end date for a restricted AP member, they will be given at least 30 calendar days’ notice
prior to the date of termination. A proposed notice of termination because of insufficient



date of the current contract and the ending date of the required notice. For example, if an
individual on a 12-month contract with four years of service is notified on May 25 that hisor her
contract is not being renewed, he or on






relinquishing their administrative assignments and assuming full-time professorial duties
providing that an appropriate position is available, and that the appointment is approved in the
same manner as are all other initial appointments. Years of service as a full-time administrator

shall not be counted as part of the probationary period.

1.8 ADMINISTRATIVE AND PROFESSIONAL FACULTY TEACHING POLICY
To be eligible to teach, an AP member must hold at least a master’s degree, preferably a doctorate.
AP members \Wigh



any Performance Obijectives identified for the evaluation of all AP members within a given
unit, division, or the entire university. If teaching is a part of the position description, it
must be included among the performance objectives for evaluation.

The Performance Factors shall specify (a) the broad skills and behaviors specific to the
position and (b) any Factors



the evaluating reviewer consideration of reopening the evaluation. The evaluating reviewer
has five business days to respond and may not change the original evaluation but may
append written comments addressing the points of appeal. If the evaluating supervisor is






notification to the Chief Human Resource Officer. The Vice President for Finance and
Administration will review and respond to the grievance and the panel’s recommendation
within 10 business days of his or her receipt of the grievance and recommendation. If the
Vice President for Finance and Administration concurs with the recommendation, the
grievance will be considered concluded, and he or she will notify all parties and the Chief

Human Resource
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Personnel on 9-, 10-, and 11-month appointments earn leave for the pay periods actually
worked and at the same rate as 12-month appointments. The number of days of annual
leave granted at the time of hire to new AP members on 9-, 10-, and 11-month
appointments is prorated based on the number of months for which they are appointed.

AP members should record annual leave as approved by their supervisor.

AP members with less than five consecutive years of service at Radford University may
accrue annual leave and carry over up to a maximum of 240 hours of leave from one
calendar year to the next. AP members with five or more consecutive years of service at
Radford University may accrue annual leave and carry over up to a maximum of 280 hours
of leave from one calendar year to the next.

Upon voluntarycarry
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Employees must receive prior approval from their supervisor before using community
service leave.

1.11.6 Donate Bone Marrow or Organs Leave
AP members are allowed up to 30 workdays of paid leave in any
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x

To accompany the AP member’s minor child when the child is legally required to appear in
court.

To serve as an officer of election, as defined by Code of Virginia § 19.2-11.01.

To serve as amember of a state council or board.

To attend his or her own naturalization ceremony.

Such leave

14



15



after they
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VSDPDisability

Under qualifying circumstances, AP members are provided with income protection when
they cannot work due to an accident or illness. Short -term disability benefits begin after a
7-calendar-day waiting period. AP members are eligible for income replacement
depending on their length of employment and hire date. If you are still disabled after 125
workdays, you may qualify for long-term disability benefits.

For specific information regarding VSDP, please refer to the VSDP Handbook.

1.11.14 Parental Leave

AP members may be eligible for up to eight (8) weeks (320 hours) of paid Parental Leave to
be used within six (6) months of the birth/placement of a child for any one or more of the
following reasons:

To give birth to, care for, and bond with a newborn child.

To care for and bond with a minor child placed with the employee

through adoption or foster care or a legal custodial arrangement.

To supplement reduced income replacement disability benefits

following the birth of an infant.

Eligible hours will be determined on a pro-rated basis corresponding to the percentage of
hours the AP member is normally scheduled to work.

To meet eligibility criteria for Parental Leave, AP members must be eligible for Family and
Medical Leave for the same birth/placement. If Parental Leave at Radford University is
available to both parents and both meet eligibility criteria, each is entitled to up to 320
hours of Parental Leave. Eligibility determinations are made as of the date that the child is
born or placed via adoption or foster or custodial care. An AP member who is not eligible
for Parental Leave on the date of the birth or placement may become eligible during the
following six (6) months and access Parental Leave once the AP member meets eligibility
requirements.

Parental Leave shall be in addition to other leave benefits available to AP members,
including Sick Leave, Annual Leave, and Family Medical Leave and shall not be
counted against leave under such programs. Parental Leave shall run concurrently
with any leave provided to an eligible AP member under the Family and Medical Leave
Act. Parental Leave may run concurrently or sequentially with leave provided under
the Virginia Sickness and Disability Program if an AP member is eligible for such leave.

Parental Leave may be taken in one continuous period of time or intermittently subject to
supervisor approval. The 320 hours of Parental Leave may be used only once per child and
only once within a twelve (12) month period.

AP members should submit a written request for Parental Leave at least thirty (30)
calendar days prior to the anticipated leave begin date or as soon as practicable to the
Department of Human Resources and the immediate supervisor. AP members must
comply with Radford University leave request procedures, absent unusual
circumstances. Failure to do so may be grounds for delaying or denying an AP member’s
approval for Parental Leave.

The Department of Human Resources may require an AP member to show documentation

of the birth or placement in order to approve Parental Leave. Official documents for
consideration include, but not limited to: a report of birth, a birth certificate, an order of
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parentage, an adoption order, certified DNA test results, a custody order, and a foster care
placement agreement. Documents provided should show date of birth and date of
placement if placement was other than the date of birth.

Parental Leave provided to AP members terminates upon separation from employment
with Radford University, if an AP member transfers to a non-covered position, or at the
conclusion of the foster or custodial care placement or within six (6) months of the
birth/placement, whichever comes first. Upon termination, unused Parental Leave is not
compensable to an AP member.

AP members should consult with the Department of Human Resources in advance of
requesting Parental Leave for additional information regarding applicability and usage.

1.12 RESIGNATION ANDRETIREMENT
1.12.1 Resignation
AP members who wish to resign should submit a letter of resignation to their supervisor,
giving as much notice as possible and in consideration of their area of responsibility and
the academic calendar, if they are teaching. Normally one month is the minimum
acceptable notice. The supervisor will give written acknowledgement of acceptance of the
resignation.

1.12.1 Retirement

AP members must contact the Department of Human Resources to file for retirement. To
allow adequate time for processing the necessary paperwork, notification is needed at
least four months, but no later than two months, in advance of the planned retirement
date. AP members planning to retire should submit a letter regarding their intention to
retire to their supervisor as early as possible, but no later than one month prior to their
anticipated separation date. The supervisor will give written acknowledgement of the
acceptance of the retirement.

2.0 EMPLOYMEN RELATED POLICIES
2.1 OTHER RADFORD UNIVERSITY EMPLOYMENT
For any employment or assignment through the University which results in
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only during those months they are under contract by the University.

The primary obligation of full-time AP members is to fulfill the duties of their positions with
the University. Outside employment should in no way interfere with this responsibility. If an
employee misses time during regular working hours, the employee must use leave or make
up the time (hour for hour) during the same work week. The employee's immediate
supervisor must verify that time missed has been made up or documented on the
employee's time sheet.

2.2.2 Definition

Outside employment is defined as work outside the University with total compensation
over $1,500 annually from all sources performed outside of any relationship with Radford
University. Work of this nature includes, but is not limited to, all self-employment and self-
initiated professional services such as consulting, workshops, seminars, conferences,
institutes, or short courses. However, participation in paid military reserve drills and other
military activities is not considered outside employment.

2.2.3 Approval Process

AP members wishing to engage in outside employment must complete and submit the
Administrative and Professional Faculty Extra Employment Statement, in advance, for
approval by the supervisor and other appropriate University officials.
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Examples may include the selling of books, materials, supplies for class use, student travel, etc.

2.7 EDUCATIONAL AID AND EMPLOYEE TUITION WAIVER.EIES
Educational aid is
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Association accredited program, holds an additional graduate degree, and has at least ten
years of full-time employment as a librarian at accredited collegiate institutions, or,

X Holds a Master of Library Science, or equivalent degree, from an American Library
Association accredited program, holds an additional graduate degree, has at least eight
years of service at accredited collegiate institutions, at least six of which must be with
the M.L.S., and has ten years of other specialized experience appropriate to the position
to which appointed.

Exceptions to these criteria may be made in cases of exceptional merit upon
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Upon positive recommendation of the Library Promotion Committee, Dean of the Library, and the
Provost/Vice President for Academic Affairs, with the approval of the President, leaves of absence
or other appropriate professional experience, with the exception of educational leave, may be
considered as no more than one year of service in rank. Part-time service as a library faculty
member can be counted toward post-M.L.S. or "specialized professional experience." Graduate
assistantships may not be counted toward part-time service. The aggregate responsibilities for all
part-time service as a library faculty member must be equivalent to or exceed the normal
responsibilities for 12 months of full-time library faculty service in order to qualify for one full year
of credit.

22



