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SECTION I – ROUTING OF MATTERS TO THE COMMITTEE

1.  All policy documents submitted to Appointments Committee, Mona for approval should indicate their origin and authority (Appointments Committee, Mona, November 23, 2006: 355)
2.  Routing of Campus Matters to University Appointments Committee

There should be consultation between Faculty Deans and Campus Principals in relation to nomination of person to serve as External assessors, prior to referral for the Vice Chancellor’s approval; and
Reports of discussions and the resulting recommendations of Faculty and other Assessing Committees should be routed through Campus Principals, prior to referral for consideration by the University Appointments Committee. (University Appointments Committee, October 7, 1999: 11)
3.
Routing of Matters to Campus Appointments Committee

Correspondence to the Principal and Campus Registrar regarding matters for Appointments Committee should be submitted through the Deans to ensure the input of the Faculties’ positions at meeting of Appointments Committee (Appointments Committee, Mona, February 3, 1994:291)
4.
Circulation of Minutes and Submission of Papers

Minutes are to be circulated at least one week before Committee meetings so that members can take follow-up action on any matter still outstanding. The norm for submission of papers to the Human Resource Management Division shall be seen days prior to the meeting, but no later than three days (Appointments Committee, Mona, July 27, 2006: 713). 
SECTION II – RECRUITMENT AND APPOINTMENT


Application Forms
4.
Application forms should capture information such as the applicant’s medical condition and whether the applicant had ever been charged or convicted of a criminal offence. Forms should also seek to determine whether there were instances of professional misconduct (University Appointments Committee, May 23, 2001:141-142).

Role of Deans and/or Heads of Department in Recruitment

5.
Deans should play the lead coordinating role in the recruitment process, in collaboration with Heads of Department (University Appointments Committee, May 23, 2001:165).
6.
Deans and Heads of Department who wish to recruit staff at the Lecturer level while overseas should send the relevant details by fax or e-mail to the Registrar who would then, after consulting with the Principal, issue a signed contract by fax, for up to two years (Appointments Committee, Mona, April 2, 1998:354).
Appointment of Persons who previously held the post of Professor 
7.
Where a newly appointed member of staff previously held the post of Professor, he/she shall be appointed at the level of Senior Lecturer; the member of staff or the Head of Department may simultaneously put forward an application to the University Appointments Committee for consideration for promotion to Professorship (Appointments Committee, Mona, July 13, 2007).
Issues Relating to the Filling of Professorial Vacancies 
8.
The Responses received to advertisement for posts at the Professorial/Senior Lecturer level should be perused by the Dean and Head of Department, who should, in consultation with the Human Resource Management Division, prepare those applications which were clearly unsuitable for consideration at the Professorial level and submit recommendations to the Advisory Committee; 

9.
The Advisory Committee and the University Appointments Committee should reserve the right to seek external assessment of publications of candidates under consideration for a professorial vacancy; and 
10.
Search Committees should be used to aid the recruitment process and should comprise the Faculty Dean, the Head of Department, Professors in the relevant department, the most senior person in the discipline whether from the Campus in question or from another Campus and any other person whom the Vice Chancellor may choose to serve. The Search Committee should have as part of its mandate the definition of areas of interest or specialization of vacant posts. (University Appointments Committee, May 22, 2002;134)
Circumstances relating to a review of the Salary Rules 

11.
Where difficulty is being experienced in recruiting qualified staff because salaries offered are insufficiently competitive, use should be made of the following provision:
The Salary Rules for Academics and Senior Administrative Staff provides for such rules to be reviewed for persons with Law, Engineering and MBA degrees; for Professional Accounting and equivalent qualification; and for other categories of staff that may be added from time to time after agreement between the Administration and WIGUT…. (University Appointments Committee, May 23, 2001:160-163)
12.
Whenever a Head of Department recommends a salary package below that at which the Human Resource Management Division would have assessed the proposed appointee, the Human Resource Management Division must consult with the Head of Department to determine the reason for the proposal, for example, whether the position is specially funded (Appointments Committee, Mona, January 18, 2007: 513). 
Advisory Committees
13. Advisory Committees for Senior Administrative Staff should comprise the following: 

For University Appointments Committee

The Vice Chancellor or his nominee- Chairman

Director or Head of Department/Unit

University Registrar/University Bursar

3 other persons nominated by the Vice Chancellor from outside or within the University
For Campus Appointments Committees

The Principal or his nominee- Chairman

Director or Head of Department/Unit

Campus Registrar or Campus Bursar
(University Appointments Committee November 13, 1996:7)
14.
Members of Advisory Committees should not serve as referees for candidates of the post under consideration (University Appointments Committee, May 22, 2002;134(a). A Head of Department or Dean of the Faculty concerned shall be responsible for informing applicants of their inability to act as referee in such circumstances (Appointments Committee, Mona, July 13, 2007).

SECTION III – LEAVE 

15.
With effect from October 27, 2006, the letter which informs staff of the grant of leave must indicate the rule applicable to that leave and each member of staff must be required to sign and return a copy of that letter; any member of staff who proceeds on leave without first signing and returning the letter of approval will be regarded as having abandoned his or her post (Appointments Committee, Mona, October 26, 2006: 216)

Eligibility of Persons on Leave for consideration in Annual Staff Review

16. 
All cases of persons on leave due for formal assessment should be considered at the Annual Staff Review exercise (Appointments Committee, Mona, October 14-15, 2003: 78)

Leave Entitlements for Temporary Staff

17.
Temporary and part-time staff should receive two weeks leave for each one-year contract. In the case of part-time staff this only applies to members of staff on continuous duty. The leave provision will also have to be prorated.  In effect temporary part-time staff will receive one week’s leave for each one-year contract.  In the case of full-time temporary staff this means that they should no longer receive forty-two days leave for each one year contract. (University Finance and General Purposes Committee, October 12, 2007)(Effective Date: October 13, 2007). 

Sabbatical Leave 

18. 
Appointments Committee, Mona, noting that the Sabbatical Leave Committee had recommended two persons from each of three Departments, and three persons from another Department, and the impact that the absence of two or three staff members could have on the work of a Department, agreed to request Heads of all Departments from which persons were being recommended for Sabbatical Leave to comment on whether or not the staff members(s) should be awarded a Sabbatical in the light of the Department’s needs, the proposed programme of work and other related issues (Appointments Committee, Mona, June 24, 1993: 551). 

19. 
In the case of a staff member who received a Sabbatical, but did not proceed on the leave, the Campus Registrar shall make a formal report to the Appointments Committee which would decide on the course of action to be taken (Appointments Committee, Mona, July 13, 2007). 
20.
All correspondence to staff concerning Sabbatical Leave must be copied to the staff member’s Head of Department and the relevant Dean (Appointments Committee, Mona, July 26, 2007: 925).  

Study Leave

21.
Members of staff, when granted leave for study purposes should be required to sign a document giving permission for deductions from their pension funds if they fail to return to their post. Applicants should also be bonded (Appointments Committee, Mona, October 24, 2000: 163).
Assisted Leave and No-Pay Leave

22.
In the granting of Assisted and No-Pay Leave to staff members subject to receipt of satisfactory progress report from the Institution, the institution should be sent a specially designed form with a covering letter requesting a progress report on the individual which should be copied to the staff member. A separate letter is to be sent to the staff, with a copy to the Dean (of the school), requesting him/her to follow up the matter (Appointments Committee, Mona, September 24, 1998:5)  
23.
In the case of persons who apply for No-Pay Leave, applications for additional leave should be considered on an annual basis and will be dependent on the receipt of satisfactory annual progress reports (Appointments Committee, Mona, February 24, 2005:274)
Special Leave

24.
Staff on special leave should not receive two salaries. Where a staff member is granted special leave there must be proper documentation and a binding agreement put in place (Appointments Committee, Mona, January 20. 2005:210-211).  Staff must take all local leave available to them before they are granted special leave (Appointments Committee, Mona, July 13, 2007).

Fellowship Leave

25.
The maximum entitlement of a staff member on Fellowship Leave is his/her salary plus a per diem for the period he/she is away. Should the Fellowship not cover that amount, the deficiency could be made up from any residue of salary (Appointments Committee, Mona, January 23, 1997:205).
SECTION iv - Assessment and Promotion

Criteria for Assessment

26. Those persons appointed prior to May 23, 2000 who did not have the stipulated requirements for promotion should nevertheless be allowed to progress. 
(Appointments Committee, Mona, July 27, 2006:752).
27. Clause 2(b) (iii) of the Blue Book is interpreted to allow for promotion to the level of Lecturer after having served one year at the Assistant lecturer level and holding a recognized Doctorate degree from an approved institution (Appointments Committee, Mona, November 23, 2006:397)

28. In respect of Senior Administrative Staff and Professional Staff categories, feedback from persons with whom the member of staff concerned interacts must form apart of their assessment (Appointments Committee, Mona, October 17 and 18, 2007: 107).
Consequences for Failure to Comply with the Deadlines
29. With effect from February 1, 2007, any member of staff who fails to comply with the deadlines set out in the letters sent by the Human Resource Management Division would:

(a) In the case of an issue of renewal of contract, will not be guaranteed a renewal of contract.


(b) In the case of promotional issue, the individual should not be considered for promotion.

The warnings as at (a) and (b) above are to be included in the request for curriculum vitae sent to all members of staff (Appointments Committee, Mona, November 23, 2006: 351).
30. If staff members fail to supply the relevant personnel in the Faculty, Department, Section, Centre, Unit or the Human Resource Management Division of the University with all the documents requested for his or her assessment, the Mona Campus of the University of the West Indies shall not be liable for failure to fulfill the notice period prescribed in the contract of a staff member where his or her contract is not renewed or his or her service is terminated.” (Appointments Committee, Mona, July 13, 2007).
31.
Both Heads of Department and the Faculty Evaluation and Promotion Committee are required to use the agreed format prepared and approved for the presentation of the evaluation report provided by the Registry (Appointments Committee, Mona, November 23, 2006:347). 

Review of Librarians

32.
Librarians and certain other member of the senior administrative and professional staff categories should be assessed by both the Faculty evaluation and Promotion Committee and the Library Assessing Committee or Non-Faculty Committee as relevant. The assessments are to be done independently and submitted to Appointments Committee, Mona simultaneously for its consideration (Appointments Committee, Mona, September 21, 2006: 145)

Review of Centre Staff

33.
When issues concerning Centre staff were being considered by the Appointments Committee, Mona, a representative from the Centre should be invited to attend the meeting (Appointments Committee, Mona, October 14, 1997:2).
34.
Resident Tutors appointed to Campus Countries are dealt with by Campus Appointments Committees provided that the Director, School for Continuing Studies and the Pro Vice Chancellor, Office of Non-Campus Countries and Distance Education are included on related Advisory committees (University Appointments Committee, November 13, 1996 (b).

Review of Staff in the Faculty of Law

35.
In the assessment of members of staff of the Faculty of Law on any of the three campuses, consultation with the Principal of the Campus where the staff member is assigned must take place before the Faculty of Law Assessment Committee completes its assessment. The recommendations of the Faculty Assessment Committee should then be submitted for the consideration of the Appointments Committee of the Campus where the staff member is assigned.  The Dean of the Faculty of Law should be invited to attend the meeting of the relevant Appointments Committee whenever staff from the Faculty of Law are being reviewed. (Appendix I to Minutes of December 8, 1998 University Appointments Committee)
Review of Staff in the Tertiary Level Institutions Unit

36.
Academic/Senior Administrative Staff of the Distance Education Centre and Tertiary Institutions Unit based on Campuses are handled by the University Appointments Committee subject to recommendations from campus based Advisory committees (University Appointments Committee November 13, 1996:6(a)
Staff at the Mona School of Business formerly Mona Institute of Business

37.
All administrative staff, that is, non-professionals, should be employees of the Institute of Business on its own terms. Non-administrative that is , professional staff should also be employees of the IOB on its own terms; but their academic credentials would be vetted for appointment or promotion by the appropriate University of Campus Committees (Appointments Committee, Mona, February 24, 1994: 315)

Promotion to Senior Lecturer

38.
A document outlining the Senior Promotion process should be prepared by the Registry.  A member of staff who applies for promotion to Senior Lecturer should be given regular progress reports/updates on the status of his or her application (Appointments Committee, Mona, April 30, 2001:418).

39.
Unless either the Head of Department or the Faculty Evaluation and Promotion Committee or the Dean recommended promotion, an application for promotion would not be referred to external assessors prior to consideration by the Appointments Committee, Mona. The staff member whose case had not been referred to external assessors would nevertheless have the right of appeal to the Campus Appointments Committee (Appointments Committee, Mona, February 22, 2007:579)

Assessing Contribution to Research and Publication

40.
In respect of co-authored publications, the staff member would be asked to provide a brief narrative as well as a numerical evaluation of the value of his or her contribution.  The co-authors would be asked to sign the evaluation as confirmation of the staff member’s contribution to the publication (Appointments Committee, Mona, December 14, 2006: 423). 
Assessing Work other than Published Refereed Work 
41.
In assessing work other than journal articles, the responsibility lies with the individual to provide the Committee with assessments of his/her work in accordance with stated guidelines (Appointments Committee, Mona, January 22, 1998:235).
42.
Staff are to be given the opportunity of stating the relevance and impact of his/her non-refereed work. The Committee would in each case, determine what weight would be given to achievements in the area (Appointments Committee, Mona, October 29, 1998: 102(i).
43.
Each member of staff should be allowed to seek independent opinions about his/her non-refereed work from relevant agencies whether by questionnaire or letter (Appointments Committee, Mona, October 29, 1998: 102(ii).
44.
It is the staff member’s responsibility to request relevant agencies to complete the questionnaire or provide a letter and submit it directly to the Head of Department, and not the staff member (Appointments Committee, October 29, 1998: 102(iii). 
45.
In a case for assessment and promotion, where service (to the University) impacts on the teaching and research programme, it is incumbent on the person making the case to demonstrate its significance (Appointments Committee, Mona, December 16, 1999:313).

46.
The Evaluation and Promotion Template for Reporting on Teaching may only be used when a staff member is to be considered for promotion and renewal of contract(Appointments Committee, Mona, January 18, 2007: 471).

47.
Heads of Department are required to make explicit comments on the staff member’s teaching and performance which must include reference to his or her submission of examination papers and mark sheets (Appointments Committee, Mona, January 18, 2007: 471).
Award of Special Increments

48.
Special increments are not awarded to members of staff which would take that individual outside his/her salary scale. Clause 20 (b) (Now 23 in Revised Ordinance- Award of Special Increments) is an expansion of clause 17 which gave powers of promotion “within a grade” (Appointments Committee, Mona, August 31, 1999: 29(a).

49.
The context of the award of special increments is normally in the case of candidates who had spent such a short time in their grade that promotion to a higher grade would have been considered premature (Appointments Committee, Mona, August 31, 1999: 29 (c). 

50.
It is not possible to award increments to persons in the academic staff, senior administrative staff and professional staff categories who have reached to the top of the salary scale (Appointments Committee, Mona, July 1, 1999:489).
51.
All teaching staff are to be assessed with respect to each course, or any part thereof, which they teach (Appointments Committee, Mona, May 20, 1999: 423)

Tenure

52.
Members of staff who in 1999 had been appointed to established Chairs on fixed-term contracts should not loose their tenured status on appointment. (University Appointments Committee, October 10, 2001;44)
53.
A person is tenured in a particular post in a department and not to the Campus (Appointments Committee, Mona, April 30, 1998: 440)
Promotion to Personal Professorships

54.
Format for Presentation of Cases for Promotion to Personal Professorships

a. candidates should include in their curricula vitae

i. statements about their supervision of graduate students

ii. information on funding that they might have attracted for research

iii. information on invitations they might have received to serve on international Boards and Committee and on their participation in international conferences or symposia

iv. any other information that might give  sense of the degree of international recognition that they might have received.

(University Appointments Committee, March 20, 1997:105(a)
55.
“Senior Lecturers applying for promotion to Professorship under Ordinance 8, Clause 21 (i) shall follow the usual procedures for assessment and promotion as set out in Ordinance 8, Clause 469d0 and (e), submitting the application to the Head of Department (or Dean), who will forward it to the Dean, with comments, for processing as set out in Clause 46(b). The documentation shall be submitted to the University Appointments Committee, which shall make a preliminary appraisal of the applicant. The Appointments Committee may then recommend that external assessors’ reports be sought or may indicate that the candidate’s case was not yet made.” 

(University Appointments Committee, February 11, 1999: 71)
56.
In the matter of titles of Professorships which had been conferred on Directors 20 (h) (now 22 (b), if such professorships are to carry titles, they should be disciplinary and not ad hominem as is the case with personal professorships (University Appointments Committee, May 29, 1997:165)

Role of the Head of the Department and the Faculty Evaluation and Promotions Committee in the Assessment Process

57.
In consideration of cases there should be strict adherence to the criteria set out in the Ordinance. Heads of Department and Faculty Assessing Committees should submit written recommendations and comments that reflected careful consideration (University Appointments Committee, February 17, 2000: 104). 

58.
Heads of Department should be responsible for the annual assessment of staff on tenure (University Appointments Committee November 13, 1996:21).
59.
Where Heads of Departments make recommendations of an adverse nature concerning staff members, they should be invited to be present when those cases were being given initial consideration by the Committee (Appointments Committee, April 11, 2002:276).
60.
Composition of Campus Committee for Senior Administrative Staff and Professional Staff
Principal as Chair

Deputy Principal

Head of Department ( for cases in the relevant area)

1 person elected from among staff in these areas to sit for all cases

1 person identified by the Head of Department (for cases in a particular area)

2 Deans

Registrar and Bursar 

(University Appointments Committee, October 7, 1999:56-59)
External Assessors

61.
The is the likelihood of external assessors knowing persons on whom they were asked to report especially if the staff member had published widely and presented at internal conferences in the field, this should not negate a report from such assessors (Appointments committee, Mona, April 27, 2000:442).
62.
Deans should avoid naming persons who had worked with staff members in the capacity of advisors or collaborators or who were personal friends of the staff member (Appointments Committee, Mona, September 27, 2001:71).
63.
For the purposes of promotion, it is recognised that the MSc Accounting plus membership into the ICAJ are requisite qualification for promotion (Appointments Committee, Mona, September 27, 2007:91). 
64.
Where an academic member of staff is seconded to an administrative or professional position, and during that period  is promoted, upon return to his or her substantive post, the staff member must revert to the level of appointment prior to being seconded as the career path for senior administrative and professional staff are different  from that of academic staff.  If the member of staff wishes to be recognised on the academic path at the higher level, he or she must be assessed through the normal procedures for academic promotion (Appointments Committee, Mona, and February 22, 2007: 587-588)
SECTION V - POWERS OF THE HEAD OF DEPARTMENT

Powers of the Head of Department
65.
Instructing a person not to report to work is not the prerogative of any Head of Section/Department (Appointments Committee, Mona, January 20, 2005:201).
66.
Heads of Section do not have the power to veto research proposals of staff members (Appointments Committee, Mona, March 24, 2005:302(b).
Responsibilities of Head of Department vs  Head of Section

67.
In noting that Heads of Department were appointed by Appointments Committee, given job descriptions and clear lines of authority, while Heads of Section were not formally appointed and had no job descriptions. The Committee noted the following recommendation:

“Given what was approved in the Senate Guidelines for Heads of Department in 1972 and revised by the University Academic Committee in 1987, and the fact that the appointment of a Sub-Head is at present at the discretion of the HOD, the solution to the problem currently before the Appointments Committee seems to lie in ensuring that the Sub-Heads are provided with a job description at the time of their appointment by the HOD.”
(Appointments Committee, October 27, 2005: 112)

SECTION VI_ - Associate and Part-time Lecturers

Criteria for Promotion of Associate Lecturers:
68.

“Associate Senior Lecturers- Promotion will be granted on the basis of:
A substantial record of effective teaching in undergraduate and/or postgraduate and continuing education programmes

      A record of research and publication.

Adjunct Professor – Promotion will be granted on the basis of:

a. A long and distinguished record of teaching in undergraduate and or postgraduate and continuing education programmes

b. A distinguished record of research and publication

c. A distinguished record of service to the community and the university in relation to programmes taught within the university”.

(University Appointments Committee, May 29, 1997:194).
Compensation for Associate Lecturers
69.
The compensation received by Associate Lecturers is to be classified as emolument, not Study and Travel Grants as they are not members of staff in receipt of a Study and Travel Grant. Any documentation concerning request for appointments should reflect this (Appointments Committee, Mona, October 24, 2000:183)
70.
It is in direct contravention of Ordinance 8.8 for persons who are full-time appointees to the Campus to be appointed Associate lecturers; only part-time staff can be so appointed (Appointments Committee, Mona, August 24, 2000:80).
Fulltime Staff Being Engaged in Part-time Employment in other Departments
71.     Appointments Committee, Mona agreed as follows:

(a) the primary department to which the staff member is attached should be integral to any decision to engage that staff member’s services on a part-time basis.

(b) a request for part-time employment of a full-time employee in a department other than his/her own should be accompanied by an approval from the Head of the primary Department.  In the absence of this approval, the Human Resources Management Division should return the form. 

(Appointments Committee, Mona, August 25, 2005: 46)

SECTION VII –RETIREES

72.
Contracts issued to persons about to retire must end in the year that the staff member attained the age of retirement (Appointments Committee, Mona, October 28, 2004:48)
73.
Any member of staff wishing to continue in office after reaching retiring age should apply to Council no later than at least one full academic year before retirement is due ( Appointments Committee, Mona, June 22, 2000:560).
74.
Post-retirement appointments are made at one grade level below that at which the person had retired (Appointments Committee, Mona, September 27, 2001:54)
75.
The paper on the policy governing post-retirement employment is to be circulated to all persons as they approach retirement (Appointments Committee, Mona, January 16, 2002: 213).
Withholding FSSU Funds
76.
FSSU funds may be legally withheld in two scenarios, the first, where a person had been found guilty of an act, had admitted to having committed the act and had gone further to authorize the University to withhold the funds and the second, where the funds are being withheld pending an investigation (Appointments Committee, Mona (on legal advice), January 16, 2007: 461)

 SECTION VIII – CONTRACTS
77.
In the case of an instructor, a  two-year contract for that position is in fact a regular appointment (Appointments Committee, Mona, August 23, 2001: 42)
Supplementation Clause and New 
78.
Effective August 1, 2006, benefits under the Supplementation Clause would be inapplicable to new appointees.  Staff appointed prior to August 1, 2005 would not be eligible for Supplementation unless all of the member’s Equitable Investment Funds had been switched to a Lifestyle Investment Option by August 1, 2006. (Appointments Committee, Mona, March 23 and 24 2006: 495)

79.
As of April 1, 2006 all new contracts should clearly state that the appointee would be ineligible for benefits under the Supplementation Scheme. 

(Appointments Committee, Mona, March 23 and 24 2006: 495)
80.
With respect to staff members appointed prior to August 1, 2005, Appointments Committee agreed to propose to WIGUT (Jamaica) that August 1, 2006 be the effective date by which such staff should switch from Equitable Investment Funds to a Life Time Investment Option in order to be eligible for Supplementation.  It was further agreed that as soon as WIGUT (Jamaica) had signed off on the proposed date, the full text of the Amendments to the Superannuation Scheme should be brought to the attention of all ASAP staff. (Appointments Committee, Mona April 27, 2006). 
81.
The Lifestyle Option affects all staff within the WIGUT category and therefore a letter stating that the Lifestyle Option is mandatory should be sent to all staff within the category and staff should sign  and return a copy of the signed letter to acknowledge receipt (Appointments Committee, Mona, October 26, 2006:221).
82.
A clause should be inserted into all temporary contracts that provided for the payment of gratuity in lieu of contribution to the superannuation system which would state that the intention of the University in making such a payment was for the benefit of a pension (Appointments Committee, Mona, September 21, 2006:121).  
83.
All initial contracts should state that persons are appointed to the University of the West Indies with an initial assignment to the Department of X, Mona Campus (University Appointments Committee, October 10, 2007).

SECTION IX – PAYMENT OF RESPONSIBILITY ALLOWANCE
84.
The Ceiling for payment of responsibility allowance shall be 30 % of “total monthly emoluments for each month that the staff member performed” the duties concerned. (Appointments Committee, Mona, November 23, 2006:354)

85. A head of department must obtain written approval from the Appointments   

Committee before assigning any duties to a member of staff which may require the payment if a special responsibility allowance.
86.     The maximum which shall be paid to a staff member as a responsibility allowance shall not exceed 30 percent of his or her current salary. This sum shall be paid to a member of staff who is assigned responsibility for 50 percent of the core functions of the position for which he or she is eligible to receive the allowance
87.     The minimum which shall be paid to a staff member as a responsibility allowance shall be 10 percent of his or her current salary. This sum shall be paid to a member of staff who is assigned responsibility for between 20 percent and 30 percent of the core functions of the position for which he or she is eligible to receive the allowance.

88.       A member of staff who is assigned responsibility for between 30 percent and less than fifty percent of the core functions of the position for which he or she is eligible to receive a responsibility allowance, shall receive an allowance 20 percent of his or her current salary.

89.     The special responsibility allowance shall only be paid if member of staff for whom it is being requested performs the duties which require the payment of the allowance for a period in excess of 28 working days.

90.     The payment of a special responsibility allowance to a member of staff shall be for a period not in excess of one year from the date on which the payment of the allowance commences.

91.    The payment of a special responsibility allowance to a member of staff shall only be extended for an additional period if the additional period requested and the period when the original request was first approved do not exceed one year.

92.     The special responsibility allowance shall not be paid when the recipient goes on leave.

SECTION X - Transfer of Staff (Draft – to be used as guide only)
Definition

93. 

Transfer refers to the permanent or temporary movement of staff from a position in a department, center or unit on one campus of the University
, to a similar, equivalent
 or different position in another department, center or unit of the same or another campus of the University
.  There are two kinds of transfers allowed by the University:  permanent transfers and temporary transfers.  
(a) Permanent transfers are transfers for an indefinite period of time.

(b) Temporary transfers are transfers for a fixed period of time.
Pre-conditions for a transfer 
94.
A transfer shall only be applicable in cases where a member of staff:

a. Requests a transfer from a department, center or unit on one campus to a position in another department, center or unit of the same or another campus of the University; or 
b. Applies for a post in another department, center or unit of the same or another campus of the University; or 
c. Accepts an offer to transfer as part of the redeployment process in a redundancy exercise on a campus of the University.

95.
 The position to which a member of staff is to be transferred must be permanently or temporarily vacant.

96.  
A transfer shall only be considered if the Head of department, center or unit, the Dean of the Faculty or appropriate officer agrees to the transfer.  
97.   All transfers must be approved by the Campus Appointments Committee or the University Appointments Committee (in the case of Center staff).

Terms and conditions of a transfer

98. Where a staff member transfers permanently or temporarily to another position the terms and conditions of service for the position on the campus to which he or she is being transferred shall be adopted.  
99.  Where a staff member is being transferred the campus to which he or she is being transferred shall bear the full costs involved in transfer. 

100. A staff member being temporarily transferred shall receive a contract which will vary his or her terms and conditions of employment to cover the period of the transfer. 

101. The effective service date for a member of staff who is transferred from a position on one campus to another campus shall be the date on which he or she first commenced employment with the University. 

102. A member of staff who is transferred shall be eligible to receive any award or benefit on the campus to which he or she transferred which is determined by overall length of service to the University. 

103. Where a member of staff who is eligible for hardship superannuation alleviation is transferred, the cost of the superannuation alleviation shall be shared by the campuses involved in the transfer.
104. A staff member who is eligible for sabbatical leave on the campus from which he or she is being transferred shall remain eligible for sabbatical leave on the campus to which he or she is being transferred.
Transfer of Staff with Indefinite Tenure

105. A member of staff employed on indefinite tenure shall be eligible to transfer with indefinite tenure to a new position in another department, center or unit of the University, if the University Appointments Committee (in the case of staff employed to the Center) or the Campus appointments Committee is satisfied that:
(a)
His or her duties are the same, or equivalent to, those in the position he or she occupied before being transferred. 

(b) He or she possesses the relevant qualifications, skills and competencies for the position to which he or she is being transferred. 
The Status of Positions Vacated by a Transfer
106.
The position vacated by the staff member transferred on a temporary basis should be the position to which he or she returns at the end of the period. Thus, the vacated position shall only be filled on a fixed-term or part-time basis. 
107.
Procedure for transferring from one campus to on another
A. A member of staff seeking a transfer shall request permission in writing from his or her Head of department, center or unit. His or her Head of department, center or unit shall forward the request along with his or her recommendation, to Dean of the Faculty or appropriate officer. The Dean of the Faculty or appropriate officer shall send the request of the member of staff to other campuses of the University.  

B. In cases where the request can be entertained, the Dean shall submit  the request to the University Appointments Committee, in the case of center staff or Campus Appointments Committee for approval. 

C. Where an employee accepts a transfer as part of a redeployment in a redundancy exercise, the Dean of the faculty or appropriate officer from the department, center or unit from which the staff member is to be transferred shall discuss the transfer with the Head of department and the Dean of the faculty of the department, center or unit or the appropriate officer in which it is proposed to redeploy the member of staff and obtain the written agreement of the Head of department and the Dean.  

D. The Dean or appropriate officer shall then submit this agreement along with his or her recommendation to the University Appointments Committee in the case of center staff or the Campus Appointments Committee for approval.  

E. Where a department, center or unit wishes to invite a staff member to transfer from his or her position in a department, center or unit on one campus to a position in another department, center or unit on another campus, the Dean of the Faculty or appropriate officer on the campus extending the invitation shall discuss the matter with the Dean of the Faculty or appropriate officer and Head of department on the campus to which the member of staff is being invited to transfer.  Once agreement is reached the matter shall be submitted to the University Appointments Committee in the case of center staff, or the Campus Appointments Committee for approval. 

F. A member of staff in a department, center or unit or who has applied for and is offered employment in another department, center or unit may apply to the Campus Registrar for a transfer.  The Campus Registrar will submit the case to the University Appointments Committee in the case of center staff, or Campus Appointments Committee for approval.  

108.
The Campus Principal, the Campus Bursar, Campus Registrar, Dean of the faculty and the Head of department and the member or members of staff concerned with a transfer shall be informed in writing, about the decision taken by the University Appointments Committee in the case of center staff or the Campus Appointments Committee with respect to the transfer of a staff member.

SECTION X - ABSENCE FROM DUTY

109.  Staff responsibility to the UWI takes precedence over their involvement with other organizations, and it is a breach of the Rules to proceed on leave without obtaining permission; (Appointments Committee, Mona, April 1, 1993:330-332).

SECTION XI - EXIT INTERVIEWS

110.
Information should be obtained from staff as to the reasons for their resignations. This should be obtained through the exit interviews with the staff concerned and the Registry should undertake this responsibility with immediate effect (Appointments Committee, Mona, April 22, 1993: 398)
SECTION XII- ADMINISTRATIVE POWERS

111.
Research institutes fall under the responsibility of the Faculty with which it was most closely associated (Appointments Committee, Mona, August 24, 2000:35).
112.
 There is no automatic appointment of the Head, Department of Education Studies as the Director of the School of Education; they are two distinct Units (Appointments Committee, Mona, August 24, 2006: 103)

SECTION XIII – MISCELLANEOUS

Deputy Deanship
113.
Deputy Deanship is not a fulltime appointment (Appointments Committee, Mona, June 22, 2000:570), except in the Faculty of Social Sciences (Appointments Committee, Mona, July 13, 2007).
Requests for Acting Appointments
114.
All requests for acting appointments must be submitted in sufficient time to allow a thorough assessment of the persons being recommended to act in the absence of the incumbent(Appointments Committee, Mona, August 23, 2001: 48).
Composition of Appointments Committee

115.
Floating members are those members who are not permanent, but who sit on the Committee when required to deal specifically with either an Academic, Senior Administrative or Professional staff member. All floating members are allowed to be present throughout the proceedings and contribute to the discussion on any matter but will only be able to vote on those matters relating specifically to the category of staff they represent (Appointments Committee, Mona, June 7, 2007: 772)
116.
Neither the Campus Registrar nor the Campus Bursar are members of the Committee in their own right. However, on the basis of their designation as Senior Administrative staff, they are considered as the ‘two members of the Senior Administrative Staff” in Clause 3 (b) of Ordinance 8 (Appointments Committee, Mona, June 7, 2007:774). 

Manuscript

117.
A manuscript is a  piece of work, at whatever length, that is at a stage where it can be handed to be reviewed (Appointments Committee, Mona, April 26, 2007: 694).
Budget Holders
118.
Bursary should provide all persons designated a budget holders with a copy of the financial code and put in place a procedure which formally appoints them (Appointments Committee, Mona, October 23, 2007:158). 

119. Reports on special projects are to be forwarded to the Dean of the respective Faculties (Appointments Committee, Mona, October 23, 2007:168(a).
Appendix I to Section II – Recruitment and Appointment

Notice Period for Contracts

120. The notice period for contracts are:

i. one month’s notice for appointments of less than one year

ii. Three months’ notice for one year appointments

iii. Six month’s notice for appointments of two years or more. 
(Confirmed by Appointments Committee, Mona, August 24, 2006)
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� This includes transfers to the Open Campus that is expected to become operational in August 2007.


� Equivalent posts are positions in the same job classification that require the similar academic qualifications, skills sets and competencies even though members of may staff perform different tasks.  


� At the time of the development of this policy an Open Campus of the University of the West Indies was being considered and was expected to begin operations shortly.
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