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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: 06/2024
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

policy for the University.

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- Omaha,
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
of University Administration and Campus Human Resource Directors.
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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
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1.2 Office and Service staff shall include all personnel who are employed to perform work that by
custom in business, industry, and other institutions of higher education is managed on an hourly
basis, with such work compensated according to hours worked or earned, including clerical and
office employees, technical/trades employees, general service workers, and other personnel paid
on an hourly basis. These positions generally fall in the Assistant and Associate Zones for each
Job Family.

EQUAL EMPLOYMENT OPPORTUNITY

1.0 The University of Nebraska is an Equal Opportunity employer in accordance with the provisions
of the Civil Rights Act of 1964, as amended by the Civil Rights Act of 1991 and Section 503 of
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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
normally be based on the type of appointment held, quality and length of service, funding source,
and other considerations determined by the appointing authority in order to provide for the most
efficient and effective operation of the area affected.

Employees shall be eligible for reinstatement and/or reemployment as set forth below.

employee prior to the reduction in force.

position
within the same area as the position previously held prior to the reduction in force.

An employee shall be reinstated to the position previously held should such position become
available within six (6) months from the date of separation due to reduction in force.

comparable or lower position in the same area, or successor area, should such position(s) become
available within six (6) months from the date of separation due to reduction in force.

position in the following ways: requires similar knowledge, skills, and abilities; has similar job
content (tasks and responsibilities); and has a similar pay range. Human Resources reserves the
right to determine whether a position is comparable under this policy.

Employees declining reinstatement to their previous position or reemployment in a comparable
position shall not be eligible for any future position under this policy. Employees declining
reemployment in a lower position shall continue to be eligible for future positions under this

policy.

Employees who do not respond to an offer of employment within five (5) working days will
forfeit their rights under this policy.

Sections 3.0 to 3.4 of this policy shall not apply to those employees whose job performance is
not at least satisfactory, as determined by Human Resources. In addition, Sections 3.0 to 3.4 of
this policy shall not apply to employees on grant funded positions or other positions funded
through temporary funds.
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4.0 Reduction in Force employees will be considered separated from the University for pay
purposes.

4.0.1 Upon reinstatement, reinstated
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VETERANS PREFERENCE

1.0 Introduction
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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
connection with national defense or national disaster, election board duty, and up to two (2)
hours for voting in public elections.

1.2 Employees shall retain any compensation paid to them in carrying out such civic service.

2.0 Civil leave shall not be granted to an employee who attends court as a party plaintiff or party

defendant on a personal matter. In such instances the employee may elect to have such time
charged to
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relationship to the employee's spouse/ benefits eligible adult designee.

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
period of the leave. Appropriate certification or documentation from a treating physician or other
licensed health care provider may be required by the University.

Each request for crisis leave shall be evaluated upon criteria which include:
I whether or not the reason for the leave is appropriate under thepolicy;

I the availability of leave within the crisis leave pool;and
I the employee's record of leave use.

Denial of crisis leave shall not be a grievable event under any campus or University grievance
policy or procedure.

DISASTER RELIEF ASSISTANCE

1.0

In the event a request is made by a federal agency or other disaster relief organization, i.e., the
Red Cross, Federal Emergency Management Agency (FEMA\) or other federally designated
department, the University President or Chancellor or their designee may authorize an employee
up to (5) days civil leave to assist in the request.5 T15m0 reW* nBT/F2 11
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FAMILY MEDICAL LEAVE OF ABSENCE
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Annual Training Defined
Generally defined, annual training refers to the temporary duty in which military reserve

personnel engage, commonly serving one weekend per month and two consecutive weeks during
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 than their 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

Health Insurance Employees on

14
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All Office and Service personnel hired on a regular part-time basis shall be eligible for paid sick
leave at their regular rate of pay proportionate to the full-time equivalency of their appointment.

Temporary staff shall not be eligible for paid sick leave.

Sick Leave Accruals
Office and Service personnel shall accrue sick

18
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employment.

BENEFITS

EMPLOYEE AND DEPENDENT SCHOLARSHIP PROGRAM
1.0 Introduction

1.1 Pursuant to Section 3.7 of the Bylaws of the Board of Regents of the University of Nebraska, the
following regulations shall apply to an Employee Scholarship Program.

2.0 Eligibility
2.1 All regular full-time (1.0 F.T.E.) employees of the University are eligible to apply.

2.2 All retired employees of the University who have met the normal retirement regulations are
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themselves of these programs prior to applying for the University of Nebraska Employee
Scholarship Program. If the employee's costs are not entirely covered by the other programs, the
University of Nebraska Employee Scholarship Program shall allow for the difference up to the
maximum established herein.

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

Class Attendance.

Normally, employees taking advantage of the Employee Scholarship Program will enroll in
classes held during non-working hours.

If the course is not scheduled during non-working hours, the employee's hours may be
rearranged, with the appropriate approvals, to accommodate enrollment.

Dependent Scholarship Program

Pursuant to Section 3.7 of the Bylaws of the Board of Regents of the University of Nebraska, All
University of Nebraska employees who meet the eligibility conditions in Section 2.0 may elect
to allocate all or part of their employee scholarship benefit to their spouse/benefit eligible adult
designee or to their dependent children. The following parameters shall apply to the dependent
scholarship program.

Spouse/benefit eligible adult designee and Dependent Children will be defined as follows:
Spouse: Employee's spouse/benefit eligible adult designee, as recognized under the laws of the
State of Nebraska. Including the spouse/ benefit eligible adult designee of a deceased employee,
but not a divorced spouse/ benefit eligible adult designee.

Dependent Children: Employee's natural born or legally adopted children, or stepchild, or ward
of an employee or child of a benefit eligible adult designee who (i) is unmarried and under 24
years of age, and (ii) is chiefly dependent on the employee for support who is living in the
employee's home and is chiefly dependent on the employee for support (claimed as a dependent
for tax purposes). Including the dependent children of a deceased employee.

The Dependent Scholarship Program is only available to an employee's spouse/benefit eligible
adult designee or any dependent children who is an admitted students of a University of
Nebraska campus and who have met all normal academic requirements for the course(s) taken.
Full-time student enrollment status is required for a dependent child to be eligible, but not for a
spouse/benefit eligible adult designee. An affidavit will be required to document the status of
dependent children. The University reserves the right to request copies of tax returns and or other
supporting documentation.

All retired employees of the University who have met the normal retirement regulations may
apply the dependent scholarship program to their spouse/ benefit eligible adult designee or to
their eligible dependent children.

Dependent Scholarship Program Terms and Conditions

23
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4.0

5.0

6.0

Election Change Event.

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
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 non-pay status may continue to participate in the insured benefit programs.
However, the University's contribution toward these programs will not be made during the non-
pay status.

a surviving spouse/ benefit eligible adult designee and/or
dependent children of the employee may elect to participate in the medical, dental, and vision
care insurance benefit programs at their own expense until the surviving spouse/ benefits eligible
adult designee remarries or a dependent child is no longer eligible for benefits.

A retiree of the University may elect to participate in the medical, dental, term life, and long-
term care programs at their own expense.

RETIREMENT

1.0

2.0

Retirement Eligibility

The normal retirement age for all members of the University staff shall be 62 years. Retirement
shall be mandatory at age 70 for law enforcement personnel only. Employees may retire at age 55
after ten (10) years of service with the University.

For law enforcement personnel, the mandatory retirement date of an employee who has reached
the mandatory retirement age shall be July 1 following the month in which the employee reaches
such age.

Disability Retirement

An employee regardless of age is eligible for a disability retirement should a physical or mental
disabilities prevent such employee from satisfactorily performing work. A Disability Retirement
will allow a disabled employee to receive University retiree benefits

Approval of a Disability Retirement is predicated on

1) The disabled obtainment of a Social Security Disability Award, or
2) Long Term Disability benefits approved by the group long term disability insurance
company

University Administration may also approve a Disability Retirement in certain situations. In
addition, Disability Retirement for Academic/Administrative Staff and Faculty must be approved
by the Board of Regents.
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UNEMPLOYMENT COMPENSATION

1.0

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.

WORKER’S COMPENSATION

1.0

2.0

coverage in accordance with the Act if they suffer illness or injury arising out of and in the
course of their employment. This protection provides payments of all reasonable medical
expenses incurred, and loss of time from the job to the extent provided by the law. (See Injury
Leave Policy.)

Employees impacted by this policy are required to complete the First Report of Occupational
Injury or Iliness form. This is a legal document which will be filed with the Nebraska Workers'
Compensation Court. Mail or fax this form to the Campus Benefits Office within 24 hours of the
occurrence.

WORK RELATED POLICIES

CONCEALED WEAPONS & FIREARMS

1.0

2.0

3.0

4.0

The possession of concealed weapons on property controlled by the University of Nebraska is
prohibited. This ban applies to University of Nebraska vehicles, and events sponsored by the
University. This policy applies to all members of the general public, students, and University
employees, except University employees who are specifically authorized to carry concealed
weapons as part of their job responsibilities.

Possession of firearms on property controlled by the University of Nebraska, in University
vehicles and at events sponsored by the University may only be authorized by the principal
business officers of each administrative unit. The rules governing authorized possession of
firearms adopted by each administrative unit shall be reviewed and approved by the Office of the
University General Counsel. Once approved, such rules shall be kept on file by the Corporation
Secretary.

Notices prohibiting the carrying of concealed handguns shall be conspicuously posted as each
Chancellor shall determine to be appropriate on property controlled by the University of
Nebraska that is open to the public as long as such posting is required by Nebraska Concealed
Handgun Permit Act to accomplish enforcement of the Act.

For the purposes of this policy, the term controlled by the University of

shall mean and include all property owned by the University, all property leased by or licensed
to the University, and all fraternity houses, sorority houses, or other student housing facilities
recognized by the University.

CONFLICT OF INTEREST

1.0

An employee with a potential conflict of interest will notify, in writing, their immediate
supervisor which, after review, may go to the Nebraska Accountability and Disclosure
Commission. The written notification will describe the potential conflict of interest.
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The University Administration Director of Human Resources coordinates the administration of
the NU Values program and shall develop procedures, as required, to facilitate the consistent
application and administration of policies related to NU Values.

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 in scope, responsibilities, qualifications and competencies. The zones are labeled
Assistant, Associate, Specialist and Senior. Job families with only three zones do not have a
Specialist zone.

JOB ANALYSIS: Job analysis places a relative value on the differing factors that distinguish
one job from another: Nature and Complexity of work, Problem solving and Decision-making,
Know-how, Interaction and Supervision received and/or exercised.

There are generally two situations that require analysis, either a new position is needed or an
existing position has changed. All new and existing positions will be assigned to a job family
and zone using the job analysis process. This process is designed to slot positions into families
and zones based upon assigned duties, qualifications, competencies, and reference to the Federal
Regulations pertaining to job classifications.

For the purposes of setting pay, job analysis identifies the relative value of positions that
are not specifically surveyed in the labor market to those whose values are known. The
ectives:
A simplified system that organizational units will use to determine appropriate
job family, zone and working job title for a position.
A flexible process that enables organizational units to quickly or efficiently
design positions to meet their needs.
A set of easy-to-understand-and-apply steps that organizational unit leaders will
use to develop employees.

JOB DESCRIPTION: The development and maintenance of current and accurate job
descriptions is vital to the job analysis process. The job description is a written statement that
describes the work that is to be done and the knowledge, skills, abilities, and talent needed to
perform the work. Job descriptions serve a variety of purposes. They introduce new employees
or applicants to the job, assist in outlining strategic goals of the major administrative unit and the
entation used in job analysis and compensation
planning, set performance standards and help employees understand what is expected of them,
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and physical requirements to ensure compliance with applicable laws and comply with other
legal and workplace requirements.

(paper
or electronic).

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

If a filled position is reallocated to another job family/zone, the incumbent will not be
automatically qualified to continue filling the position unless they possess 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.

JOB TITLES

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 w

responsibilities and reflect the job family, such as Dental Hygienist.

APPEAL PROCEDURES
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Team Focus Works cooperatively and effectively with others to achieve common
goals. Participates in building a group identity characterized by
pride, trust and commitment.

Technology Orientation Commitment to continuous improvement to include understanding
and application of technology (hardware, software, equipment and
processes).

Transfer A movement to a position in the same job family and zone, but in a
different Organizational Unit. It is not considered to be a promotion.

Voluntary Reduction When an employee accepts or requests to be placed into a position at
a lower zone within the same Job Family.

Zone Represents a recognizable and measurable level of responsibilities,
skills and expertise within a Job Family and the associated salary
base.

The zones are labeled Assistant, Associate, Specialist and Senior.
Job families with only three levels do not have a Specialist zone.

PAY TRANSPARENCY

1.0

The University of Nebraska will not discharge or in any other manner discriminate
against employees or applicants because they have inquired about, discussed, or
disclosed their own pay or the pay of another employee or applicant. However,
employees who have access to the compensation information of other employees or
applicants as a part of their essential job functions cannot disclose the pay of other
employees or applicants to individuals who do not otherwise have access to
compensation information, unless the disclosure is (a) in response to a formal complaint
or charge, (b) in furtherance of an investigation, proceeding, hearing, or action, including

duty to furnishinformation. 41 CFR 60-1.35(c)

PERFORMANCE EVALUATIONS

1.0

11

1.2

2.0

A performance evaluation shall be performed on all regular employees. The purpose is to

and other job/performance related objectives according to the
position(s) they occupy. It is intended that the evaluation process enable an employee to
become aware of the importance of their work, manner of performance, and the level of
performance the supervisor expects.

A performance evaluation is recommended within six months of initial hire and is requiredat
least annually.

A memorandum of record or other written document may be used whenever the supervisor
desires to record noteworthy performance - either favorable or unfavorable.
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expectations,
(b) needed improvement,
(c) identifying goals and professional development for the next evaluation period

The employee must be offered the opportunity to comment and submit a written response to their

official HR/Personnel file.

evaluation was conducted and that the employee had an opportunity to review itscontents.

Performance evaluations are not subject to the grievanceprocess.

PERSONNEL FILES

1.0

2.0

30

With the evolution of the paper to electronic files, the traditional paper employee
personnel file has changed. Records containing employee information may be kept in
electronic or paper form and may be maintained in several different electronic systems
and physical locations. All employee personnel files shall be secured in strict
conformance with federal and state laws and University Bylaws governing the
confidentiality of information. Employment records will be kept according to the
Employment Records Retention Schedule for the University of Nebraska.

Employees may view their records in the applicable administrative Human
Resources office at any time during regular working hours upon appropriate advance
notice to Human Resources. The employee must present a staff identification card before
access to records will be granted.

Contents of individual employee files vary and the records may be maintained in electronic
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The time which, in the absence of such political activities, the employee would devote to
University duties, such as administrative, class, laboratory, research, extension,
counseling, meeting schedules, necessary preparation for the performance of their duties,
etc.,

The duration of such political activities and duties.

The curtailment of an employee's duties and compensation shall follow the principle that
adjustments in duties and compensation shall be commensurate with the degree of
interference with an employee's regular duties.

An employee seeking a full-time public office shall be required to take a leave of
absence without pay during the semester in which they shall be a candidate for either the
primary or general elections. Such leaves of absence shall commence no later than the
date on which a candidate must file for that office. If the operation of the department
requires, the chair may request such candidate to take a leave of absence starting with the
opening of the semester in which such election is to be held. Leaves of absence taken for
political purposes shall be for the balance of the semester during which such leave is
started. In the event the employee shall be elected or appointed to a full-time public
office, they must resign their position with the University effective on the date of
commencing the new office.

PROBATIONARY PERIOD

1.0

11

2.0

3.0

3.1

3.2

4.0

position they occupy.

180 days, unless extenuating circumstances exist resulting in an extension no more than
12 months.

have not been acceptable, the employee shall be notified in writing of the date
employment is to be terminated. In such cases of termination an employee shall not have
recourse through the grievance process except for cases of alleged discrimination.

receive a salary increase except in the event of a promotion.

The serving of a probationary period shall not prevent an employee from being promoted
to a position of a higher classification.

The probationary period for the new classification of position the employee is being
promoted to shall begin with the date of the new appointment.

Employees transferred to positions of another classification during their probationary
period must satisfy all conditions required for an original appointment to the
classification.
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