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PREFACE

The following University-wide Human Resource Policies are applicable to the Managerial-Professional
and Office and Service Staff. However, some policies are applicable to all employees of the University
regardless of employees classification based on Board of Regent Bylaws and Policies. These policies
were developed for the purpose of providing university-wide guidance, consistent with Board of Regent
Bylaws and Policies, in the management of non-academic staff.

(Update) Published: 8/31/2018
FOREWORD

Human Resource Policies are intended for use by Chancellors, Vice Presidents, Vice Chancellors, and
other administrative officers designated by the President or the Chancellors. General guidelines are
presented and it is expected that in almost every instance, with the exception of the Board of Regent
Bylaws and Policies, a supplemental campus procedure may be available. It is not recommended that
immediate supervisors utilize this document independently of any related campus procedure.

The policies contained herein may be deleted or modified or new policies may be added by approval of
the President through the authority delegated by the Board of Regents. The distribution of any
modifications shall be made by the University Administration Director of Human Resources through the
Campus Directors of Human Resources. Any interpretations of the manual may be requested of the
University Administration Vice President for Business and Finance.

GENERAL INFORMATION

DEFINITIONS

Campus Directors of Human Resources means the Director of Human Resources at the University of
Nebraska-Lincoln, the Director of Human Resources at the University of Nebraska-Omaha; the Director
of Human Resources at the University of Nebraska Medical Center and the Director of Human
Resources University of Nebraska-Kearney.

University Administration Director of Human Resources means the person occupying the position in the
President’s Office whose principal function is to coordinate matters of nonacademic Human Resources
policy for the University and to act as the Chief Negotiator for collective bargaining for the
President/Board of Regents.

Chief Business Officer means the Vice Chancellor for Business and Finance at the University of
Nebraska-Lincoln, the Vice Chancellor for Business and Finance at the University of Nebraska- Omabha,
the Vice Chancellor for Business and Finance at the University of Nebraska Medical Center and the
Vice Chancellor for Business and Finance at the University of Nebraska-Kearney.

Senior Vice President for Business and Finance means the Senior Vice President for Business and
Finance, Office of the President, University Administration.

Full Time Equivalent means the fractional amount of time that the duties and responsibilities of a
position are to be performed by an employee at a rate not to exceed the full time equivalency specified
for the position. 1.00 F.T.E. is considered full-time and normally corresponds to a workload of 2,080
hours per year; however, a lower number of hours per year may be considered full-time (for purposes of
eligibility and financial support for tuition remission and insured benefits) for certain occupations,
and/or based on the requirements of specific operational units. Such exceptions must be approved by the
Vice President of Business and Finance and the Council of Business Officers upon the recommendation
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of University Administration and Campus Human Resource Directors.

Major Administrative Unit means the University of Nebraska-Lincoln, the University of Nebraska-
Omaha, the University of Nebraska Medical Center, and the University of Nebraska at Kearney or the
University of Nebraska Administration.

Regular Position means a position which is normally expected to continue on an on-going basis.

Service Date means the date that is the reference in computing the employee’s eligibility for vacation
leave, sick leave, and other benefits that are granted as terms and conditions of employment. Normally,
the service date shall be the same as the hiring date of the employee. It shall be adjusted for breaks in
service.

Temporary Positions means a position established for a limited period of time to accomplish a specific
task. A temporary appointment typically does not exceed a two year period.

Work Day normally means the day upon which work is
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Convicted means a finding of guilt of a criminal offense either as a result of a criminal trial,
acceptance of a plea of guilty or no contest (nolo contrendre). Convictions which have been the
subject of a pardon, annulment, or other equivalent procedure based on innocence, and juvenile
adjudications will not be considered for purposes of disqualifying an applicant. Convictions or
orders subject to a pending appeal may be considered; additional information about the appeal
may be needed in order to complete the evaluation of the application.

Felony means a criminal offense punishable by death or imprisonment for more than one year.

Misdemeanor means a criminal offense punishable by imprisonment of one year or less, and/ or
monetary fine.

Court orders shall apply to orders that are issued after a hearing of which the applicant received
actual notice, and at which the applicant had the opportunity to participate; and includes a
finding that the applicant represents a credible threat to the physical safety of such other person
or child; or by its terms explicitly prohibits the use, attempted use, or threatened use of physical
force against such other person or child that would reasonably be expected to cause bodily
injury.

Exercising Employment Decisions

A conviction record is not an automatic bar to employment. The University will determine
whether the information is relevant to the position sought depending on the totality of the
circumstances.

Prospective employees who would need to hold an ordinary or commercial driver’s license, or
who are child care workers, etc. may be expected to disclose additional information relevant to
the job duties of the position for which they applied. These additional requirements may be
specified by statute or regulation. See e.g., Neb. Rev. Stat. § 71-1912(1) (Cum. Supp. 2002)
(staff and employees of child care providers may be subject to national criminal history record
information check).

Major administrative units or sub-units may be permitted to adopt more stringent standards



1.2

University of Nebraska Administration
HUMAN RESOURCES HANDBOOK FOR POLICIES



1.0.1

1.1

1.2

1.3

2.0

University of Nebraska Administration
HUMAN RESOURCES HANDBOOK FOR POLICIES

Termination of employment solely due to poor job performance, misconduct, violation of
University policy, or other similar reason(s) is not considered a reduction in force.

Affected employees may be separated from employment because of a general reduction in force
or a reduction in force in any one area.

Unless otherwise specified in writing to the employee at the time of employment, employees
being separated from employment as part of a reduction in force shall be notified in writing at
least thirty (30) days prior to the date of separation if classified within the Office and Service
classification and at least ninety (90) days prior to the date of separation if classified within the
Managerial Professional classification.

This Reduction in Force policy shall not apply to those employees in probationary periods or
those employees in temporary or on-call positions. Accordingly, such employees are not required
to receive any notification under this policy.

The criteria for determining the order of employees affected by a reduction in force should
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through temporary funds.

Reduction in Force employees will be considered separated from the University for pay
purposes.

Upon reinstatement, reinstated employees will be paid at the same rate of pay as when they left
University employment and will not be required to serve a new original probationary period.

Upon reemployment, reemployed employees will be treated as new employees for pay purposes
and will be required to serve a new original probationary period.

Reductions in force are not grievable.

TERMINATION OF EMPLOYMENT

1.0
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2.0

3.0

Appointment to all managerial-professional positions will terminate in accordance with the time
stated in the appointment to the position or in the written contract and, if no time is stated in the
appointment to the position or in the written contract, the appointment may be terminated by
either party giving the other at least ninety (90) days notice of the date of termination.

Such appointments may also be terminated by the University with less than ninety (90) days
notice if such termination is for adequate cause, disability, bona fide discontinuance of a
program or department, or extraordinary circumstances because of financial exigencies.

Employees terminated with less than ninety (90) days notice shall have the right to due process.

Office and Service staff who voluntarily terminate their employment shall give at least two (2)
weeks notice to the University. Longer notice is appreciated when the position requires
supervisory or special skills. Office and Service employees terminated by the University shall be
given two (2) weeks notice of termination unless the cause of termination is such that the
employee cannot be permitted to remain on University premises.

For all separations that were not done for cause, it is recommended that an exit interview be
conducted and duly recorded.

TRANSFER OF EMPLOYEES

1.0
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3.0

Employees may be transferred within the same Job Family and Zone to positions on their current
campus or to positions on another campus. Transfers may be made because of improvement in
organizational effective- ness, change of programs, creation of new programs, cancellation of
programs, or for any other valid reason for the benefit of the University or the employee.

Employees transferring to positions in the same classification, Managerial Professional or Office
and Service, shall retain earned benefits and shall continue to earn benefits for which they
qualify according to amounts prescribed for the number of years of service that is computed as
continuous service.

Employees transferring to positions in a different classification, Managerial Professional or
Office and Service,
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Changes in salary shall be computed according to the policy on salary administration (NU
Values).

VETERANS PREFERENCE

1.0
1.1

1.2

2.0
2.1

2.2

Introduction

The University of Nebraska shall apply the following standards to comply with the requirements
set forth in the Revised Statutes of Nebraska, Sections 48-225 to 48-231, with respect to veterans
seeking a preference in employment as provided in said sections.

The University of Nebraska does not select or qualify applicants for employment on the basis of
an examination. Therefore, in order to apply the preference accorded to veterans in the
University's selection evaluation process, as required by Neb. Rev. Stat. Section 48-226, the
University will recognize the preference upon determining applicants who qualify for
employment and who are "preference eligible™ as defined in subsection (H) of Neb. Rev. Stat.
Section 48-225 shall be entitled to employment over other persons of equal qualifications in the
final selection process.

Exercising preference in employment

Upon receipt of an application for employment from a veteran seeking to exercise his or her
veteran preference right, said individual must produces evidence that he/she is "preference
eligible".

If an applicant for employment is a veteran who is "preference eligible" is selected as a finalist
during the selection process and such preference eligible veteran is "equal
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CIVIL LEAVE

1.0 All regular employees may be granted paid civil leave for the purpose of providing civic service
as specified if the performance of such service is required during their normal working hours.

1.1 The specific instances for which civil leave shall be granted include jury duty, witness duty,
court appearances regarding affairs of the State or University, emergency civilian duty in
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For the purposes of this policy, a "serious illness™ is defined as an illness that requires at least
one overnight stay in a hospital, hospice or other residential health care facility under the
treatment or supervision of a physician or other licensed health care provider

OR

that requires an absence from work for more than three (3) days as recommended by a physician
or other licensed health care provider

OR

is a chronic or long term illness that is incurable or so serious that if untreated would probably
lead to incapacity for more than three days, and requires continuing medical treatment or
supervision.

Campus Administrative Procedures
In order to assure consistent administration of this policy on each campus, specific campus
procedures and criteria for donation and use of crisis leave shall be approved by each Chancellor

and set forth in a written campus policy statement.

Requests for donated crisis leave must include the reason for the request and the anticipated time

10
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FAMILY MEDICAL LEAVE OF ABSENCE

Under University policy and as required by the Federal Family and Medical Leave Act of 1993 (FMLA)
eligible employees are provided up to 12 weeks of unpaid, job-protected leave for certain family and
medical reasons. All regular Academic/Administrative, Managerial/Professional and Office/Service
employees with an FTE of .50 or greater are eligible, as are all other employees (including temporary
and graduate student employees) who have worked for the University for at least one year, and for 1,250
hours over the previous 12 months.

Unpaid leave will be granted for any of the following reasons:

X to address maternal/paternal conc

11
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Martin Luther King, Jr. Day Third Monday in January

President’s

12
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Compensation Court. Mail or fax this form to the Campus Benefits Office within 24 hours of the
occurrence.

LEAVE OF ABSENCE

1.0 Regular employees may be granted a leave of absence without pay for a maximum of one (1)
year.

11 For professional staff a leave of absence maybe extended one (1) additional year as granted by
the Board of Regents.

2.0 Upon return from leave, the employee shall be entitled to the same or comparable positions
subject to budgetary limitations.

3.0 A leave of absence shall be granted only when it is in the best interest of the University.

4.0 Sick leave and vacation leave shall not accrue during a leave of absence. All unused accrued
vacation leave shall be used prior to the effective date of the leave of absence. All unused
accrued sick leave shall be carried forward upon return from the leave of absence.

5.0 For the purpose of service award recognition, an employee’s service date is adjusted for leave of

absence without pay.

MILITARY LEAVE RIGHTS & BENEFITS

1.0

(USERRA & FAMILY MILITARY LEAVE ACT)

Statutory Reference

The University of Nebraska shall comply with the Uniformed Service Employment and
Reemployment Rights Act of 1994 (USERRA) and Neb. Rev. Stat. §55-160 et seq. concerning
the

13
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4.0

5.0

the year.

Emergency Duty

Leave will be granted to any employee, who is a member of the National Guard or any other
reserve component, ordered to active duty under emergency conditions. Should the military pay
of such person be less man his/her full University pay, the University shall pay the differential
while the person is in the active emergency service of the State.

Insurance and Retirement Benefits under USERRA

Healthinsurance—Employees on military leave may continue medical and/or dental coverage for
themselves and/or their dependents by
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1.3

2.0

2.1

2.2

The provisions of Section 3.4.3.3 of the Bylaws of the Board of Regents and associated
administrative policy permitting paid leave to be reduced by the amount required to compensate
a substitute shall not be exercised in cases of medical maternity leave.

Paternal Leave to Provide Care/Assistance to Mother and/or Child

For those employees who wish to take leave upon the birth of a child because the health of the
employee's spouse or child requires the employee's presence, or because such presence would be
beneficial to the employee's spouse or child, up to five days paid leave may be taken, chargeable
to either sick leave or disability leave depending on the employee's appointment category.

The provisions of Section 3.4.3.3 of the Bylaws of the Board of Regents and associated
administrative policy permitting an employee's paid leave to be reduced by the amount required
to compensate a
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Such employees may, when all sick leave and vacation leave are exhausted, be advanced up to
40 hours (one work week) of sick leave, pro-rated for part-time employees. Employees shall
reimburse the University for any used, unearned sick leave upon separation.

Managerial Professional staff do not receive, upon retirement or death, the supplemental salary
payment equal to 1/4 of their unused accrued sick leave.

Whenever a member of the Managerial-Professional staff who has completed two years of
service is temporarily disabled due to illness or accident, such staff member, upon approval of
the Chancellor or President, shall be paid his or her regular salary during the period of such
disability but not to exceed a period of six months less:

The amount he or she has received during such time as workers' compensation; and

Unless used for purposes of Parental Leave, the amount required, if any amount be required, to
pay any substitute who has performed all or any part of the work of the incapacitated staff
member. Substitutes shall be selected by the Chancellor or President. Whether such a substitute
shall receive pay for such work performed or be permitted to substitute gratuitously for the
incapacitated staff member shall be determined by the Chancellor or President.

Such leaves of absence may be extended beyond six months without pay upon recommendation
of the Chancellor and the President and approval by the Board.

In order to comply with the terms of existing United States Civil Service retirement regulations,
newly appointed Cooperative Extension staff with federal appointments will accumulate sick or
injury leave at the rate of one month per year.

Past or present service retirement benefits will not be paid during the period of an extended
disability leave.

Disability absences caused or contributed to by pregnancy, childbirth, and recovery there from
are considered sick leave, and shall be governed by the provisions of the Parental Leave Policy.
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leave at their regular rate of pay proportionate to the full-time equivalency of their appointment.

18
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rate of pay on the date of death. The beneficiary of an Office and Service employee hired on or
after January 1, 2019, will not be eligible to receive the % supplemental death benefit payment
upon the death of the employee.

19
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4.0
4.1
4.2
4.3

5.0

1st through 5th year 8.00 96.00 12.00
Beginning of 6th yr. 10.00 120.00 15.00
Beginning of 7th yr. 10.67 128.00 16.00
Beginning of 8th yr. 11.33 136.00 17.00
Beginning of 9th yr. 12.00 144.00 18.00
Beginning of 10th yr. 12.67 152.00 19.00
Beginning of 11th yr. 13.33 160.00 20.00
Beginning of 12th yr. 14.00 168.00 21.00
Beginning of 13th yr. 14.67 176.00 22.00
Beginning of 14th yr. 15.33 184.00 23.00
Beginning of 15th yr. 16.00 192.00 24.00
Beginning of 16th yr. 16.67 200.00

And all following

years

Capped at 280.00 hours

Vacation Leave Use
Regular part-time employees shall earn vacation leave on a proportionate basis to their FTE.
Vacation leave shall be arranged to not interfere with the conduct of University business.

Unused vacation shall be paid when an employee separates. Upon death of an employee, his or
her beneficiary shall be paid for any unused vacation leave of the employee.

All regular employees who transfer from employment with the State government or the State
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BENEFITS

EMPLOYEE AND DEPENDENT SCHOLARSHIP PROGRAM

1.0
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University of Nebraska Employee Scholarship Program shall allow for the difference up to the
maximum established herein.

23
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The maximum total number of credit hours that may be transferred by an employee toone or
more dependents will be the equivalent of fifteen (15) semester credit hours in any 12 month
period (August through July) and is restricted to no more than nine (9) credit hours per semester.

Dependents eligible for scholarship plans through other programs are expected to avail
themselves of these programs prior to applying for the University of Nebraska Dependent
Scholarship Program. If the dependent's tuition costs are not entirely covered by the other
programs, the University of Nebraska Dependent Scholarship Program shall allow for the
difference up to the maximum established herein.

Employees will be billed for their dependent's tuition if they resign from University employment
and the effective date of resignation occurs during the first thirty (30) days after classes have
commenced.

NUFLEX BENEFITS

1.0

20

NUFlex Overview

The NUFIlex benefits program allows an employee to choose from a group of benefit options that
best suit his or her circumstances and lifestyle. With NUFlex, an employee can customize their
benefits to fit personal needs by making choices among these benefit areas:

» Medical Insurance

« Dental Insurance

« Vision Care Insurance

* Long Term Disability Insurance

« Life Insurance

» Accidental Death & Dismemberment Insurance
* Dependent Life Insurance

e Long Term Care Insurance

» Health Care Reimbursement Account

* Dependent Care Reimbursement Account

Each benefit option has a price tag which reflects individual differences such as age, salary,
benefits FTE, tobacco/nicotine use, and number of dependents enrolled for coverage. The
University of Nebraska provides each employee an allowance of NUCredits (based on the
benefits FTE). This allowance represents part of the money the university spends for an
employee’s benefits and is to be used on coverage which fit their needs. If benefit choices add up
to less than the allowance of NUCredits, the employee will receive the remaining amount as
taxable cash. If benefits choices add up to more than the NUCredits allowance, any additional
cost will be deducted from the employee’s pay.

Eligibility
Faculty and Staff employed in a "Regular” position with an FTE of .5 or greater or employed in

24
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Some enrollment changes are limited due to certain eligibility restrictions. Listed below are
several Permitted Election Change Events that may allow the employee to initiate a midyear
benefits election change.

* Change in legal marital status

 Change in number of dependent children

 Change in employment status or work schedule which results in a gain or loss of
coverage eligibility

* Change in coverage under other employers’ benefits plan

A Medical, Dental and Vision Care Insurance Dependent Information Request Form must be
completed to add a new dependent child to the medical, dental, or vision care insurance policy
even if the employee is currently enrolled for Employee & Child or Employee & Family
coverage.

An employee in a hon-pay status may continue to participate in the insured benefit programs.
However, the

25
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All unemployed persons eligible for unemployment compensation may file a claim for
unemployment compensation under the Nebraska Employment Security Law. Claims should be
filed with the local office of the Division of Employment, State Department of Labor.

26
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2.0 An employee has a potential conflict of interest if he or she is faced with taking an official action
or making an official decision which could result in a financial benefit or detriment to the
employee, a member of his or her immediate family, or a business or other organization with
which he or she is associated.

3.0 An employee who has an actual conflict of interest will take such steps to remove themselves
from the situation in which there is a conflict.

4.0 Employees failing to resolve a conflict of interest, may be subject to disciplinary action.

EMPLOYEE DISCIPLINE

1.0 Employees are responsible for meeting reasonable standards of performance and conduct in their
work activities. Supervisors are responsible for providing leadership that makes possible such
performance and conduct.

2.0 Supervisors may impose disciplinary actions for reasons of taking corrective measures up to and
including termination in the event an employee's performance is less than the reasonable
standards of performance or if the employee’s conduct is not in keeping with what is expected in
the working environment of the University.

21 Types of disciplinary action may include verbal warning, written warning, suspension without
pay, and termination.

2.2 Written records shall be kept regarding disciplinary actions taken and shall be filed for a specific
period of time.

3.0 The grievance procedures for disciplinary actions follow the Nonacademic Grievance Policy.

GRIEVANCE POLICY- NON ACADEMIC
LAW ENFORCEMENT INVESTIGATIONS

NEPOTISM

1.0 Neptoism is defined and subject, but not limited, to Board of Regents Bylaws, 3.2.2 and Nebraska
law Rev. Stat 49-1499.03 and 49-1499.07, which prohibits hiring, promoting, or advancing a
family member in the University or recommending the hiring, promotion, or advancement of a
family member in the University, including initial appointment and transfer to other positions in
the University.
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the use of independent judgment.

The Board of Regents Bylaws, 3.2.2.4, grants the President or the cognizant Chancellor may,
upon a written showing of good cause, the ability to grant an exception to policy. The written
showing of good cause shall be filed with the appropriate University records officer and shall be
considered a public record.

All potential personnel actions involving immediate family members shall be submitted to the
Human Resources Office, President or Chancellor within seven days of becoming aware of such
situation for a review. Human Resources, the President or cognizant Chancellor shall act as soon
as practicable.

In addition to the other penalties provided by law, any University employee violating the
provisions above may be subject to disciplinary action.

NU VALUES ADMINISTRATION

1.0

11

1.2

1.3

14

2.0
2.1

2.2

INTRODUCTION

The University of Nebraska makes all decisions regarding recruitment, hiring, promotion, and all
other terms and conditions of employment without discrimination on the basis of race, color,
religion, sex, sexual orientation, national or ethnic origin, age, disability, marital status, veterans
status or individual characteristics other than qualifications for employment, quality of
performance of duties, and conduct related to employment in accordance with University
policies and rules and applicable law.

The NU Values program shall be applicable to all regular University of Nebraska Office/Service
and Managerial/Professional positions.

The NU Values program is a compensation and performance management system for
Office/Service and Managerial/Professional employees of the University of Nebraska. NU
Values:

%o Links performance of employees to the mission and the vision of the University.

%o Focuses on job families as the basis for market relevance and equity in pay
decisions.

%o Provides the tools for growth and development of employees.

%o Provides an open framework whereby the tools/ processes used to make pay
decisions are widely known.

%o Utilizes a simple yet effective job evaluation system.

%o Utilizes competencies as a basis for employee performance

The NU Values program groups all positions having similar characteristics into job families so
that an effective, equitable and market relevant level of compensation may be identified. This
categorization is based on an analysis of each position in order to determine the general function,
the duties and responsibilities, the supervision received and exercised, and the educational
background, training, and experience needed for the position.

AUTHORITIES ANDRESPONSIBILITIES

The Vice President for Business and Finance, University Administration, is responsible for the
maintenance and revision of the NU Values program.

The University Administration Director of Human Resources coordinates the administration of

28
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application and administration of policies related to NUValues.

The Chief Business Officers are responsible for the overall direction of the NU Values program
at the campus level.

The Campus Human Resources Directors are responsible for the day-to-day administration of the
NU Values program at the campus level.

JOB PLACEMENT

JOB FAMILIES: Job families are composed of jobs related through common
vocations/professions. Jobs in a job family are similar in that they have a continuum of
knowledge, skills and abilities from the lowest to the highest-level job, related key behaviors and
similar market characteristics.

BANDS: Each job family has its own broad salary band. This band reflects the unique nature of
each job family and has its own pay characteristics. The University Administration Human
Resources Department, in conjunction with the campus Human Resources Departments, will
utilize labor market wage and salary surveys to determine the pay range for each band.

ZONES: Zones are established within each band to reflect groupings of positions based on major
differences
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and physical requirements to ensure compliance with applicable laws and comply with other
legal and workplace requirements.

3.0.6 A current copy of an employee’s job description should be filed in their HR/Personnel file (paper
or electronic).

3.1 FAMILY / ZONE PLACEMENT
3.1.1  No person will be assigned to any position until it has been properly allocated to a job family and
zone.

3.1.2 If afilled position is reallocated to another job family/zone, the incumbent will not be
automatically qualified to continue filling the position unless he or she possesses the minimum
qualifications necessary to perform the work satisfactorily. The incumbent of a position
reallocated to another family zone who is not qualified to remain in the position will be
reassigned, if warranted, or given proper notice period to acclimate or will be separated from the
University.

3.2 JOBTITLES

3.2.1 The standard job title, created by combining the job family name and the zone name, is the job
title that will be used on personnel documents. For example, if an employee were in the
healthcare job family and in the associate zone, the standard job title would be “Healthcare
Associate.” The organizational units are encouraged to use a working title that matches position
responsibilities and reflect the job family, such as Dental Hygienist.

4.0 APPEAL PROCEDURES

4.1 If there is a disagreement regarding the job family/zone assignment of a position, a request for
additional review may be made by following the procedures listed in campus-specific policies.
Decisions regarding job family/zone assignment may not be appealed through the formal
grievance process.

5.0  Glossary of Terms
Accountability Accepts responsibility for own actions and decisions and
demonstrates commitment to accomplish work in an ethical, efficient
and