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1.1  UH SYSTEM BOARD OF REGENTS 

 

Chairman, Board of Regents ........................................................................................................ Tilman J. Fertitta 

Vice Chairman, Board of Regents  ................................................................................................................ Peter K. Taaffe 

Secretary, Board of Regents ..................................................................................................................... Paula M. Mendoza 

 

Members with Terms set to expire August 31, 2019 

Durga D. Agrawal 

Paula M. Mendoza  

Peter K. Taaffe 

 

Member(s) with terms set to expire August 31, 2021 

Tilman J. Fertitta 

Beth Madison 

Gerald McElvy 

 

Member(s)with terms set to expire August 31, 2023 

Doug Brooks 

Jack B. Moore 

Steven Chazen 

 

Member(S) with terms set to expire May 31, 2019 

Andrew Teoh 

 

1.2.   UH SYSTEM PRESIDENTS 

 

Renu Khator, Chancellor of the University of Houston System and President of the University of Houston 

Ira K. Blake, President, University of Houston-Clear Lake 

Juan Munoz, President, University of Houston-Downtown 

Robert K. Glenn, President, University of Houston-Victoria 

 
 
1.2.1  COMMUNITY COLLEGE ADVISORY COUNCIL TO THE UHCL  

 

President, Alvin Community College  ................................................................................................... Christal M. Albrecht 

President, Brazosport College .................................................................................................................. Millicent M. Valek 

President, College of the Mainland  ..................................................................................................................... Beth Lewis 

President, Galveston College ..................................................................................................................... W. Myles Shelton 

Chancellor, Houston Community College System ....................................................................................  Cesar Maldonado 

President, Lee College ..................................................................................................................................... Dennis Brown 

Chancellor, Lone Star College System  ....................................................................................................... Stephen C. Head 

Chancellor, San Jacinto College District.  ..................................................................................................... Brenda Hellyer 

President, Wharton County Junior College  ............................................................................................ Betty A. McCrohan 

 

1.3   UNIVERSITY  OF HOUSTON-CLEAR LAKE ADMINI STRATI ON 

 

President  ............................................................................................................................................................ Ira K. Blake 

Executive Assistant to the President  ......................................................................................................... Berenice Webster 

Interim University Compliance and Chief Diversity Officer ...................................................................... Scott Richardson  

Interim Associate Vice President for University Advancement..................................................................... Dwayne Busby 

Associate Vice President, Marketing and Communications ......................................................................... .DeôAwn Bunch 

Executive Director, Strategic Partnerships .................................................................................................... Dwayne Busby 

Senior Vice President for Academic Affairs and Provost  .......................................................................... Steven Berberich  

Executive Director of Sponsored Programs ..................................................................................................... Nancy Devino 

Chief Academic Affairs Business Administrator .................................................................................................. Caron Park 

Associate Vice President, Academic Affairs  ............................................................................................. Kathryn Matthew  

Executive Director, International Admissions & Programs ........................................................................................ Vacant 

Executive Director of Planning and Assessment ...............................................................................................  Pat Cuchens 

Associate Vice President, Enrollment Management ................................................................................ Yvette M. Bendeck  

Interim Executive Director of Student Financial Aid .......................................................................................... Holy Nolan 

Registrar ............................................................................................................................................................  Bryan Heard 
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Interim Executive Director of Admissions ......................................................................................................... Holly Nolan 

Director of Distance and Off-Campus Education .............................................................................................. Lisa Gabriel. 

Director of University Academic Advising ...................................................................................................... Maria Ramos 

Director of Admissions, Processing and Transfer Credit .............................................................................. Linda Hamilton 

Executive Director of Environmental Institute of Houston  ........................................................................... George Guillen  

Interim Executive Director for University Computing & Telecommunications  ......................................... Mike Livingston 

Information Security Officer ...................................................................................................................... Anthony Scaturro 

Director, Applications and Systems Infrastructure, Computing ................................................................................ .Vacant 

Director, Support Center ................................................................................................................................ John Rodriguez 

Director, Web and Multimedia Services  .............................................................................................................. Ed Puckett 

Director, Academic Computing .................................................................................................................................. Vacant 

Executive Director, Campus Operations, Pearland Campus  ........................................................................... Kathy Dupree 

Interim Executive Director, Neumann Library ................................................................................................... Chloris Yue 

Interim Vice President for Student Services ................................................................................................. Daniel Maxwell  

Dean of Students . ...........................................................................................................................................  David Rachita 

Interim Associate Vice President, Student Success & Initiatives  ........................................................  Timothy Richardson 

Director, Career Services ................................................................................................................................ Chuck Crocker  

Executive Director of Counseling, Health & Career ........................................................................................... Cindy Cook  

Director of Health Services ............................................................................................................................. Regina Pickett 

Director of Disability Services .................................................................................................................... Gavin W. Steiger  

Director of Student Life, Equity and Inclusion  ....................................................................................... Andrew Reitberger 

Director, Student Diversity, Equity and Inclusion  .......................................................................................... Aliya Beavers 

Director of Writing Center ................................................................................................................................... Scott Sands 

Director of Student Publications  ............................................................................................................. Taleen Washington 

Director of Orientation and New Student Programs  ................................................................................ Angie Montelongo 

Director of the Math Center ..................................................................................................................................  Allen Cox 

Dean, College of Business  .............................................................................................................................Edward Waller 

Interim Associate Dean, College of Business ...........................................................................................  Dorothy Kirkman 

Dean, College of Education ............................................................................................................................. Mark Shermis 

Associate Dean, College of Education .................................................................................................................. Joan Pedro 

Dean, College of Human Sciences and Humanities. .............................................................................................  Rick Short  

Associate Dean, College of Human Sciences and Humanities ...................................................................  Samuel Gladden  

Interim Dean, College of Science and Engineering. ..................................................................................................  Ju Kim  

Interim Associate Dean, College of Science and Engineering ..........................................................................Said Bettayeb 

Vice President for Administration and Finance ................................................................................................ Mark Denney 

Executive Director of Human Resources .................................................................................................... Brad McGonagle 

Interim Director of Budget  ..................................................................................................................................... Deja Sero 

Director of Environmental Health and Safety and Emergency Management ................................................... .Albert Black 

Chief of Police  ......................................................................................................................................................  Allen Hill  

Associate Vice President for Finance  .............................................................................................................. Usha Mathew  

Director of General Accounting .................................................................................................................. . Bobby Kegresse  

Assistant Director of Student Business Services...................................................................................... Melissa Hernandez 

Director of Procurement & Payables .........................................................................................................  Debbie Carpenter 

Director of Accounts Payable  ........................................................................................................................... Rosie Pineda 

Associate Vice President, Facilities Management and Construction .................................................................. Eric Herrera 

Director of Building Maintenance/Utilities and Fleet Management .......................................................... Pamela E. Groves 

Architect/Project Manager .......................................................................................................................................... Vacant 

Director of Grounds and Custodial ............................................................................................................................. Vacant 

 

1.4   AN OVERVI EW: THE UNIVERSITY OF HOUSTON-CLEAR LAKE 

The University of Houston-Clear Lake (UHCL) is student centered, community-minded, partnership-oriented university  

that offers bachelorôs, masterôs and select doctoral degree programs to enhance the educational, economic and cultural environment of 

the region. The university serves a diverse student population from the state, the nation and abroad, particularly from the Houston-

Galveston metropolitan area, by offering programs on and off campus. UHCL offers a variety of programs in human sciences and 

humanities, education, business and science and computer engineering. The university emphasizes high standards for teaching and 

learning in undergraduate, graduate and professional plans, as well as in its collaboration in any doctoral plans. Academic programs are 

designed to develop the critical thinking, creative, quantitative, leadership and communication skills of students.  

 

The university is committed to community engagement through partnerships with educational institutions, businesses, government 

agencies and nonprofit organizations.  
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A Metr opolitan University 

Adjacent to the National Aeronautics and Space Administrationôs Johnson Space Center, UHCL is situated in the heart of Clear Lake's 

high-technology community. The campus is located between downtown Houston and Galveston Island. Its neighbors to the east are 

Armand Bayou Nature Center and Bayport Industrial Complex. As one of the leading multidisciplinary bachelorôs and masterôs degree-

granting institutions serving the Texas upper Gulf Coast, UHCL is a vital component of the surrounding region. The university conducts 

applied and basic research and engages in community and professional service that support both the economic development and the quality 

of life of the area. The university is committed to enhancing the educational, economic, cultural, scientific, business and professional 

environment of the region. Because a strong university is  essential to the success of the areaôs industries, UHCL is dedicated to 

developing and strengthening plans supporting the regionôs various commercial, engineering, human services and trade sectors, 

especially in the computing, medical, petrochemical and space industries. 

 

Students and faculty apply academic theories are applied and conduct research through UHCLôs centers, institutes, clinics and 

laboratories. These entities include: 

¶ Art School for Children and Young Adults 

¶ Center for Executive Education 

¶ Center for Educational Programs 

¶ Center for Professional Development of Teachers 

¶ Center for Autism and Developmental Disabilities 

¶ Counseling Clinic 

¶ Diagnostic Reading Clinic 

¶ Environmental Institute of Houston 

¶ Research Center for Language and Culture 

¶ Learning Resources Review Center 

¶ Mathematics Center 

¶ Psychological Services Clinic 

¶ Research Center for Language and Culture 

¶ Cyber Security Institute 

 

Establishment of UHCL 

The establishment of the university was authorized by the 62nd Texas Legislature in 1971. The measure was the result of a 1968 report 

by the Coordinating Board, Texas College and University System (now the Texas Higher Education Coordinating Board) calling for a 

second University of Houston campus to provide upper-level and graduate programs. In 1973, the Texas Senate authorized 

construction of a permanent campus at Clear Lake.  

 

Construction began early in 1974 with the first phase of the Bayou Building, the largest of the universityôs five principal buildings. 

September 1974 marked the beginning of regularly scheduled classes on the UHCL campus under the leadership of UHCLôs founding 

chancellor, Alfred R. Neumann. Opening day enrollment totaled 1,069 students and 60 professors comprised the charter faculty. Today, 

the university has approximately 8,900 students and over 600 full-time and adjunct faculty. 

 

In fall 2014, UHCL welcomed its first-ever freshman class. The university received approval form the state in 2011 for downward 

expansion, which allowed the university to add freshman and sophomore level courses to its roster. 

 

Accreditations 

UHCL is accredited by the Southern Association of Colleges and Schools Commission on Colleges to award  

baccalaureate, mastersô degrees and doctorate degrees. Contact the Commission on Colleges at 1866 Southern Lane, Decatur, Georgia 

30033 or call 404-679-4500 for questions about the accreditation of the University of Houston-Clear Lake. 

 

The College of Business (COB) maintains accreditation by the Association to Advance Collegiate Schools of Business  

(AACSB) International. College of Business accounting programs also maintain separate AACSB accounting accreditation. 

 

The College of Education (COE) is accredited by the Council for the Accreditation of Education Preparation (CAEP), 1140 19th Street, 

N.W. Suite 400, Washington, D.C. 20036, phone 202-223-0077. This accreditation covers all of the institution's initial teacher 

preparation and advanced educator preparation programs. In addition, the educational management with principal certification program 

is accredited by the Educational Leadership Constituent Council (ELCC). The EC-6 English as a second language certification 

program is accredited by Teachers of English to Speakers of Other Languages (TESOL). The early childhood education advanced 

program is accredited by the National Association for the Education of Young Children (NAEYC). The 4-8 generalist program is 

accredited by the Association for Middle Level Education (AMLE). The special education program is accredited by the Council for 

Exceptional Children (CEC). The reading specialist program is accredited by the International Reading Association (IRA). The 4-8 

mathematics and the 8-12 mathematics certification programs are accredited by the National Council of Teachers of Mathematics  
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(NCTM). The EC-6 generalist program is accredited by the Association for Childhood Education International (ACEI).                   

The College of Education is also accredited by the Texas State Board for Educator Certification (SBEC).  

 

The College of Human Sciences and Humanities has several accredited programs. The Behavioral Analysis program is accredited by 

the Association for Behavioral Analysis International. The Family Therapy program is accredited by the Commission on Accreditation 

for Marriage and Family Therapy Education. The Human Factors Certificate and the Human Factors concentration in the M.S. 

Psychology program are both accredited by the Human Factors and Ergonomics Society. The Registered Nurse to Bachelor of Science 

in Nursing program is accredited by the Accreditation Commission for Education in Nursing. The School Psychology program is 

accredited by the National Association of School Psychologists. The Bachelor of Social Work is accredited by the Council on Social 

Work Education. In addition, the National Strength and Conditioning Association has recognized the Fitness and Human Performance 

curriculum as preparing students for successful entrance into the career field.  

 

The College of Science and Engineeringôs undergraduate degree plan in computer engineering is accredited by the Engineering 

Accreditation Commission of the Accreditation Board for Engineering and Technology (ABET) Inc. The undergraduate degree plans 

in computer science and computer information systems are accredited by the Computing Accreditation Commission of ABET. The 

program in chemistry is accredited by the American Chemical Society (ACS). The undergraduate Environmental Science Industrial 

Hygiene and Safety plans are accredited by the Applied Science Commission of ABET.  

 

The Office of Counseling Services is accredited by the International Association of Counseling Services (IACS). The Doctoral 

Internship Program in the Office of Counseling Services is additionally accredited by the American Psychological Association (APA). 

 

The University Campus 

UHCLôs buildings are surrounded by a 524-acre natural environment.  The campus features picturesque, park-like settings with 

Horsepen Bayou winding through heavily wooded areas abundant with wildlife.  

 

The Arbor Building houses painting, ceramics, weaving and photography studios, as well as educational centers, teaching methods 

labs and psychology facilities.  

 

The Bayou Building houses the majority of classrooms, administrative and faculty offices, the library, alumni relations, bookstore, 

cafeteria, computing services and laboratories, copy services, mailroom and Bayou Theater.  

 

The Central Services Building is headquarters for building maintenance, grounds and custodial services, scheduling and space 

planning, and vehicle maintenance. The UHCL Police Department is located next to Central Services.  

 

The Delta Building houses student computer laboratories, classrooms and computing faculty offices.  

 

The Student Services and Classroom Building accommodates five categories of functions including academic; enrollment; health, 

wellness and academic support; programming; and general space.  

 

The one-stop Student Assistance Center provides enrollment, registration, fee payment, financial aid, and scholarship services. 

UHCL'S Environmental Institute of Houston is located in North Office Annex 1, just off Entrance 3 adjacent Parking Lot D.  

 

By fall 2018 will be the STEM and Classroom Building and a Recreation and Wellness Center.  

 

The STEM and Classroom Building will house classroom and lab space for science, technology and mechanical engineering. A three-

story section will accommodate classrooms, teaching labs and research labs; a two-story section will house offices, computer lab and a 

100-seat tiered lecture hall. 

 

The Recreation and Wellness Center will include academic and recreational wings, open study spaces, casual seating, food service and 

private study rooms. An indoor, elevated three-lane running track will provide runners a campus view while overlooking two 

regulation-sized basketball courts and a multi-activity court for indoor soccer, hockey and other sports. It will also feature weight and 

cardio rooms, two multipurpose rooms for yoga and other exercises as well as three teaching labs and two classrooms.  

 

Opening in spring 2019 will be the Health Sciences and Classroom Building on the UHCL Pearland Campus.  The Health Sciences 

and Classroom Building will provide several mid-to-large sized classrooms, including a 100-seat tiered lecture hall, two science 

teaching labs, a suite specifically design for the RN-to-BSN program, faculty offices, suite for a satellite operation of the UHCL 

Center for Autism & Development Disabilities program, and a suite for the Licensed Professional Counselors program.  This is the 

second building on the UHCL Pearland Campus, and will provide much needed student study/ social/lounge space and a small food 

services area.  
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University Forest Apartments is a privately owned and managed apartment complex built in 1995 on the campus of the university. 

This 136-unit student housing facility is a two-story complex that includes a central courtyard with clubhouse, laundry facility, 

swimming pool, jacuzzi, sand volleyball court, barbecue grills, and picnic and lounge areas. 

 

Construction will begin in summer 2018 on a 297-bed on-campus student housing building that will be immediately adjacent to the 

new Recreation and Wellness Center.  The student housing project will be completed and ready for occupancy in fall 2019. 

 

University Police 

The University of Houston-Clear Lake Police Department is responsible for law enforcement, security and emergency response at 

UHCL, UHCL Pearland, and UHCL Texas Medical Center. The UHCL police serve the university community and visitors alike 

through law enforcement, crime prevention, traffic control and public assistance programs. The department enforces all university 

regulations as well as local and state laws. The department is located at 700 Bayou Rd., across from Parking Lot D, behind the Bayou 

Building. Security services are available 24 hours a day, seven days a week by calling 281-283-2222. Trained, professional police and 

communications officers staff the department. The university police provide the following services: lock-shop services including card 

access and keys, vehicle unlocks, vehicle jumpstarts, airing deflated tires and safety escorts to your vehicle. To report an on-campus 

crime or any emergency, call the University Police Department at 281-283-2222 from off-campus telephones or 2222 from on-campus 

telephones. For special announcements, emergency closings and other information, call the UHCL Hotline at 281-283-2221 or visit 

www.uhcl.edu/ emergency. For a complete overview of the University Police Department and its services, visit www.uhcl.edu/police. 

 

Parking 

Parking is handled by the UHCL Parking Department. To purchase a student, faculty or staff permit, visit  

http://uhclparking.t2hosted.com. Guest passes may be purchased at kiosks located throughout campus. For more information, contact 

the Parking Department at 281-283-2277, email parking@uhcl.edu or visit www.uhcl.edu/parking. 

 

 

1.5  UHCL MISSION STAT EMENT 

The University of Houston-Clear Lake is a student-centered, community-minded, partnership-oriented university that offers bachelor's, 

master's and selected doctoral programs to enhance the educational, economic, and cultural environment of the Houston-Galveston 

metropolitan region. UH-Clear Lake serves a diverse student body with special emphasis on undergraduate transfer, graduate and 

international students. The university offers the highest quality instruction and nationally accredited academic programs designed to 

develop the critical thinking, creative, quantitative, leadership and communication skil ls of students. The university conducts applied 

and basic research and engages in community and professional service that support both the economic development and the quality of 

life of the area. The university is committed to community engagement through partnerships with educational institutions, businesses, 

government agencies, and nonprofit  organizations. 

 

Approved by University Council 12-10-09 

Approved by UH System Board of Regents 2-16-10 

Approved by Texas Higher Education Coordinating Board 4-29-10 

 

 

1.6   FORMATTIN G, TRACKING, MAINTAININ G, AND DISSEMINATIN G UHCL POLICY DOCUMENTS 

Approved by University Council, November 13, 1997 

 

1. Purpose 

This document describes the procedures for formatting, tracking, disseminating, and maintaining university policy documents. 

2.  Formatting 

The usual format for a policy document is as follows: 

2.1  Title - Name of the policy 

2.2  Purpose - a brief statement describing the reason for the policy. 

2.3  Definition(s) (Optional) - list of terms or words contained in the policy that are specific to this policy or have special meaning 

with regard to this policy, plus their definitions. 

2.4  Policy - A statement of the official UHCL position on a particular subject. 

2.5   Policy Provision(s) or Procedure(s) - Section describing specific requirements that apply to the policy or outlining how the 

policy will be implemented at UHCL, including responsibilities of various administrators or departments. 

2.6    Exhibit(s) - display of any forms required to implement the policy. 

2.7   Approval, publication destination, and date block(s) - block for the President to sign if approving the policy, a block to indicate 

the publication destination, and a block to indicate the date the policy is approved and the sunset date. 

3.  Tracking 

3.1  The policy development process can be found in the faculty senate constitution. 

3.2  The cover sheet shown as Exhibit A wil l be attached to and accompany all policy proposals throughout the review process in 

order to maintain a record of action regarding the proposal. 

http://www.uhcl.edu/police
http://uhclparking.t2hosted.com/
http://www.uhcl.edu/parking
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3.3  When the policy is approved at University Council, those responsible for handbook publication will fi ll out the publication 

destination checklist and provide insert locations for the document in the appropriate Table of Contents. The list of off icers responsible 

for handbook publication is as follows: Student Life Handbook - Associate VP of Student Services  

Employee Handbook - Director of Personnel 

Faculty Handbook - Associate VP of Academic Affairs  

UHCL Catalog - Associate VP Enrollment Management 

3.4  Following approval by University Council, the policy will  be submitted, on computer disk with cover sheet attached, to the 

President for signature and dissemination. The heading and signature sections shown as Exhibit B will be added to official policy 

documents when they are approved by University Council and before they are sent to the Computing Center. 

4.   Maintaining 

4.1  The Office of the President will maintain an archive of all policy documents approved by University Council. A hard copy 

will  be maintained in the UHCL Library. 

4.2   The Office of the President will be responsible for maintenance of official policy documents. These will be maintained both 

on computer disk and in hard copy in a notebook(s). The computer and hard copy files will contain an index, cross-referencing all 

policies by 

4.2.1  Number 

4.2.2  Alpha by title 

4.2.3   Alpha by subject 

4.2.4  Date approved 

4.2.5  Sunset review date 

4.3  The President's Office will assign a number to a policy document after it has been signed by the President. The number will 

be placed both in the upper right corner of the policy and the cover sheet. The numbering system will include a letter code 

representing the governance committee from which the policy originates, followed by a number indicating the year, followed by a 

number indicating the sequence of its development: 

 

Example: Policy No. XXXX.YYYY.ZZZ XXXX  = 

Governance Committee Letter Code YYYY = Year 

ZZZ = Numeric Sequence 

(For this example, a policy developed through the Educational Policy and Courses Committee, approved in 1995, which 

happened to be the 25th EPCC policy developed, would be numbered as: Policy No. EPCC.1995.025.) 

Letter codes representing the governance committees are as follows: EPCC - Educational Policy and Courses 

Committee 

FRC - Facilities and Resources Committee 

LRC - Library, Research and Computing Committee ULC - University Li fe Committee 

UPC - University Planning Committee FSEC - Faculty Senate Executive Committee 

5.  Disseminating 

Newly approved policies or policy revisions will be disseminated as follows: 

5.1 Archive copy retained in the Office of the President and a hard copy in the UHCL Library. 

5.2  Copies of student life policies published in whole in Student Life Handbook accessible on the UHCL Internet 

home page 

5.3    Copies of faculty policies published in whole in Faculty Handbook accessible on the UHCL Internet home 

page 

5.4  Copies of staff policies published in whole in UHCL Employee Handbook accessible on the UHCL Internet  

home page 

5.5    Online Policy Publication 

5.5.1  After the President has signed the policy document and an archive number has been assigned to it, the Presidentôs Office will 

send a disk bearing the policy with the Presidentôs signature block and archive number and a hard copy of the cover sheet to the 

Associate Director of Academic Computing for publication on the Internet home page 

5.5.2    Once the policy is accessible online, the Associate Director of Academic Computing will notify all subscribers to the 

electronic mail system at the university. 

5.5.3    Unit supervisors should provide access to the document for their employees on a Web-enabled machine or by 

providing hard copies of the online document. 
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2.1 OVERVIEW OF GOVERNANCE  

UHCL is one of four institutions with distinct identities and missions that make up the University of Houston System. The universities 

are governed by the UHS Board of Regents and Chancellor, Renu Khator. Administrative responsibility for UHCL is vested in its 

president. UHCL's shared governance process includes the Faculty Senate, University Staff Association and Student Government 

Association, working with the university's administration through various committees and councils including University Council, 

which is chaired by the university's president. Other councils/committees include Academic council, University Life Committee, 

Planning and Budgeting Committee, and Facilities and Support Services Committee. 

 

 

2.2 CONSTITUTION OF THE FACULTY SENATE  

Please go to the UHCL Faculty Senate Website for details https://www.uhcl.edu/faculty-staff/faculty-senate/ 

 

 

3.0  APPOINTMENT AND RETIREME NT 

Approved by University Council May 10, 2012. 

 

3.1 Tenure Track Academic Ranks 

3.2 Purpose 

The purpose of this policy is to define those faculty ranks at UHCL which are tenured or which lead to a tenure decision.  Al l 

appointments to tenure track rank shall  be effective only upon approval by the Board of Regents. 

 

 

 

EXHIBIT A 

 

THIS COVER SHEET MUST ACCOMPANY EVERY ITEM OF BUSINESS SENT OUT FROM ANY 
GOVERNANCE COMMITTEE 

 

COMMITTEE CHAIRS MUST PROVIDE COPY OF ANY CHANGES RECOMMENDED TO DRAFT DOCUMENT 
TO CHAIR AND SECRETARY OF ORIGINATING COMMITTEE. 

 
The secretary of the originating committee must retain the original document draft on disk and be responsible for 
recording any changes made at any point during the approval process. The secretary is also responsible to provide 
a disk copy and a hard copy of the approved document to the Office of the President for signature and distribution. 

 

TITLE AND SUBJECT OF ATTACHED ORIGINATING COMMITTEE  

______________________________________________________________________________ 

                                                                                                                                                                                                                                                                                             
Action Taken     

Date Action Taken      

Date Forwarded     

Signature (Committee Chair or appropriate person):____________________  

FORWARDED TO_____________________      Purpose: Information Action  

Date Received    

Action Taken       
Date Action Taken       
Date Forwarded      
 Signature (Committee Chair or appropriate person)        
FORWARDED TO  
Purpose: Information Action  
Date Received      
Action Taken       
Date Action Taken       
Date Forwarded       
Signature (Committee Chair or appropriate person)       
 FORWARDED TO  
Purpose: Information Action  
Date Received      
Action Taken       
Date Action Taken       
Date Forwarded       
Signature (Committee Chair or appropriate person)       

 

https://www.uhcl.edu/faculty-staff/faculty-senate/
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3.3 Definitions 

3.4 Proof of completion of a terminal degree 

This shall  be either an off icial transcript showing the conferral of the degree or a proof of completion from the university which confers 

the degree.  

3.5   Probationary Appointment 

This shall be an appointment in a tenure track position prior to the award of tenure.  The maximum term for the probationary 

appointment must be stated explicitly in the letter of appointment. However, in exceptional circumstances, the term of any 

probationary period can be extended at the request of the appointee with the approval of the provost. 

3.6 Policy 

3.7 Ranks 

The following ranks are considered part of the tenure track at UHCL: instructor, assistant professor, associate professor, and professor. 

3.8 Mandatory Review 

For probationary appointments, the final and mandatory review for tenure shall  take place in the year prior to the final probationary 

year (e.g., year six where there is a seven-year probationary period.) 

3.9    Any faculty member appointed for a probationary period should understand that the number of years designated is a 

probationary period and not a minimum commitment of employment.  

A decision to terminate the services of a faculty member on a probationary appointment may be made at any time during the 

probationary period subject to appropriate date of notification and does not require or imply charges or demonstrated professional 

unfitness. 

3.10 Limitations & Conditions by Rank 

3.11 Instructor 

Instructor is a tenure track rank. Upon completion of a terminal degree the instructor will be promoted to assistant professor. Such 

completion is required for the promotion. Instructors cannot be tenured at that rank. The maximum probationary appointment at the 

rank of instructor will  be three years starting with the first fall semester of the appointment.  The proof of completion of a terminal 

degree must be presented by December of the last academic year of the probationary appointment. Time spent as an instructor at UHCL 

will count toward the probationary period as an assistant professor. 

3.12 Assistant Professor 

Appointment as an assistant professor will be a tenure track appointment.  Completion of a terminal degree is required for the 

appointment. 

3.13 Probationary Period 

Appointment will normally contain a probationary period not to exceed seven years.  This period may be reduced by any time spent at 

UHCL as an Instructor. As many as three years of prior experience as an assistant professor or above at another institution may be 

credited toward the probationary period.  Prior years credited toward the probationary period must be approved by the Provost and 

must be specified in the letter of appointment. 

3.14  Normally, a decision to tenure will  coincide with a promotion to associate professor. However, in exceptional circumstances 

the president may request that tenure be granted to an assistant professor. 

3.15   Associate Professor 

Appointment as an associate professor will be a tenure track appointment.  Completion of a terminal degree is required for the 

appointment. 

Appointment will normally contain a probationary period of three years but may be made with tenure or for a lesser period. 

3.16 Professor 

Appointment as a professor will be a tenure track appointment.  Completion of a terminal degree is required for the appointment. 

Appointment will normally be tenured but may contain a probationary period of up to three years. A candidate for an appointment or 

promotion to professor should have a record of accomplishment and evidence of a continuing commitment to professional growth and 

development of the highest quality. 

3.17 Extension of Probationary Period 

3.18  Extension of Probationary Period for Childbirth and Adoption. 

An untenured tenure-track faculty member who becomes a parent due to the birth or adoption of a child and who is responsible for the 

primary care of that child will be given upon request a one-year extension of the probationary period, with or without a leave of 

absence. The faculty member is responsible for notifying his/her dean in writi ng of a request for extension within six months of the 

birth or adoption of the child. The dean will acknowledge the request for the extension of the probationary period and will  send the 

request to the provost. The provost will then notify the faculty member in writing of the new mandatory tenure review date. The 

extension of the probationary period may occur at most twice (for a total of two years extension), with each extension occasioned by 

the birth or adoption of a child, and by timely notice as defined above. For purposes of this policy, a child is defined as a newborn or, in 

the case of adoption, a child under the age of six. Also, a tenure-track faculty member who is responsible for the primary care of the 

child is one who is responsible for significant and continuous care of his or her newborn or adopted child. If both parents are tenure-

track faculty members, only one may qualify as the primary caregiver. If a faculty member takes a leave of absence, this policy shall  be 

applied in conjunction with relevant leave statutes and policies. 

3.19 Policy on Extension of the Probationary Period for Emergencies. 

An untenured tenure-track faculty member has the right to request an extension of the probationary period because of serious illness, 

family emergencies or other serious personal circumstances. Circumstances that may justify an extension include, but are not limited to, 
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serious illness and injury, or other serious disruptions or unexpected reasons beyond the faculty memberôs control. Requests must be 

made in writing and submitted within six months after the emergency circumstances or personal circumstances occur. The request must 

be forwarded through the dean to the Provost. The Provost will i nform the dean of his or her decision and the year of tenure review. 

These decisions should be made as soon as practicable. 

3.20 A request for extension of the probationary period normally will not be considered after March 1 of the academic year prior 

to the tenure review period. 

3.21 This policy does not address faculty development leave, nor does it affect any existing policy or policies relating to faculty 

leave. 

 

 

3.2 FACULTY APPOINTMENTS, UH SYSTEM GENERAL GUIDELINES 

University Of Houston System Administrative Memorandum 

SECTION: Academic Affairs NUMBER: 06.A.09   AREA: General   

SUBJECT: Academic Personnel Policies June 16, 1994; Revised February 14, 2012  

http://www.uh.edu/af/universityservices/policies/sam/6AcadmicAffairs/6A9.pdf 

 

1. Purpose 

1.1 This administrative memorandum specifies policies and procedures governing various academic personnel actions util ized 

by the University of Houston System and its component universities. It delineates policies and procedures common to all component 

universities. Board of Regents policies 21.06 and 21.07 and campus specific policies and procedures should also be consulted in 

connection with this topic. 

2. Definitions and Conditions 

2.1 Appointment - Appointment is defined as the employment of an individual in a given capacity for a specified time period at 

a stated salary. Faculty appointments are made at the respective universities following procedures developed at the university and 

which have been approved by the Chancellor. Appointment letters must be approved by Academic Affairs (AA) and Human Resources 

(HR), and must follow standard forms as adopted by AA and HR at respective universities. Prior approval of the Chief Academic 

Officer (Provost) is required before any faculty appointment with tenure can be made. In addition, no person shall be appointed to the 

position of Dean, or equivalent, or Vice President, or equivalent, without prior consultation with the Chancellor and in accordance with 

Board of Regents Policy 57.10. No administrator may be given faculty status or tenure without a review and positive recommendation 

from the academic unit involved. 

2.2 Separation-Separation is defined as the process by which an individual terminates employment with the university. Three 

distinct modes of separation are recognized. 

a. Resignation is voluntary termination of employment by an employee. 

b. Non-reappointment refers to a situation in which a non-tenured faculty member is not offered the next successive 

employment appointment at the end of a stated employment period. Non- reappointment notification must conform to the following 

schedule of dates: (1) Not later than March 1 of the first academic year of service if the appointment expires at the end of that year; or if 

a one-year appointment terminates during an academic year, at least three months in advance of termination. (2) Not later than 

December 15 of the second academic year of service if the appointment expires at the end of that academic year; or, if  an initial two-

year appointment terminates during an academic year, at least six months in advance of i ts termination. (3) Not later than May 31 of the 

academic year preceding the academic year in which the appointment is to expire, when the individual is in the third or later year of 

appointment. 

2.3 Dismissal is severance from employment due to either adequate cause, financial exigency, medical reasons, or the 

discontinuance of academic programs. Dismissal shall  not be used to restrain faculty members in their exercise of academic freedom. 

When dismissal involves a tenured faculty member, consultation with the Chancellor and University Legal Counsel shall be made prior 

to any off icial action. Subject to final approval by the Board of Regents, the Chancellor has the authority to dismiss faculty upon 

recommendation of the President after full and appropriate due process. (See Board of Regents Policy 21.07.) 

2.4 Tenure is defined as the right to continuous employment. It is awarded by the Chancellor based upon the authority delegated 

by the Board of Regents and upon the recommendation of the President of the respective university after the appropriate university 

review processes have been followed. Tenure is awarded on the basis of teaching, research, and service excellence to date, consistent 

with the mission of the university, and a high degree of confidence in the continuation and enhancement of this performance for the 

benefit of the university. Recommendations for tenure shall  be made once each year to be effective at the beginning of the succeeding 

academic year. Tenure can only be revoked due to dismissal for cause, financial exigency, the elimination of programs, medical 

reasons, retirement or resignation. Tenured faculty members shall be afforded every opportunity to be placed in other related faculty 

assignments when the existence of a financial exigency or the elimination of a program may necessitate the dismissal of tenured faculty 

members. Tenure shall  be specific to the University of Houston System component recommending tenure and never applies to 

administrative appointments. 

2.5 Promotion - Promotion is defined as advancement to a higher rank or title based on merit or evidence of excellence in the 

performance of job responsibilities. Promotions are subject to the approval of the Chancellor and Board of Regents upon 

recommendation of the President. Recommendations for promotion shall be made once each year to be effective at the beginning of the 

succeeding academic year. 

 

http://www.uh.edu/af/universityservices/policies/sam/6AcadmicAffairs/6A9.pdf
http://www.uh.edu/af/universityservices/policies/sam/6AcadmicAffairs/6A9.pdf


 

UHCL Faculty Handbook: November 2018   Page 14 

 

2.6 Tenure-track positions - The following ranks are considered part of the tenure track: instructor, assistant professor, associate 

professor, and professor. 

2.7 Non-tenure track positions - A university may choose to util ize other faculty titles to convey certain meanings specific to 

that university. These include lecturer and prefixes attached to titles in Section 2.5 such as visiting and adjunct. The use of these terms 

implies non-tenure track status. 

2.8 Probationary period - The probationary period is defined as the time a faculty member spends under appointment in a tenure-

track position prior to being awarded tenure. It shall  not exceed seven years, and the conditions of the period shall be specified in the  

appointment letter. Up to three years of prior full-time collegiate level teaching at the rank of assistant professor or above may be 

credited to the probationary period. 

2.9 Faculty leaves of absence - Faculty leaves of absence without pay are granted by the President. Normally, the period of time 

of a leave of absence shall  not be counted as time in the tenure track or promotion sequence except in those circumstances approved by 

the President or designee. 

3. Time in Rank 

3.1 The rank of instructor at a University of Houston System university shall normally be in the tenure track for that university 

with time spent as an instructor counted in the probationary period. No instructor, however, may be awarded tenure. Under special 

circumstances, the President may waive the inclusion of an instructor in the tenure track by written mutual agreement. 

3.2 Assistant professors shall  serve a probationary period not to exceed seven years, at least four of which must be at the specific 

University of Houston System University. Promotion to associate professor is concurrent with the award of tenure unless otherwise 

stipulated by the President due to special circumstances. 

3.3 Associate professors may be appointed with tenure, or alternatively shall  serve a probationary period not to exceed four 

years before tenure is awarded. In cases of exceptional merit, the probationary period specif ied in the appointment letter may be 

shortened by the President at the request of the Dean or appropriate Division Head. 

3.4 Promotion from associate to full professor requires strong evidence of teaching, scholarship, and service as appropriate to 

the mission of the university. No specified time in rank is required for promotion from associate to full professor. 

3.5 Full professors are usually appointed with tenure but may be required to serve a probationary period which shall  be stated in 

the appointment letter. 

3.6 Full-time University of Houston System employees, such as professional and administrative staff, who have at least 50% 

teaching assignments as part of their full time positions shall accrue time toward tenure and promotion at the same rate as full-time 

faculty. Full -time employees not compensated who do not have at least 50% teaching assignments shall  not accrue time toward tenure 

and promotion. 

3.7 Recommendations for tenure and promotion shall be transmitted annually by April 1, along with all supporting 

documentation, from the university Presidents to the Chancellor. 

3.8 Other Considerations 

3.9 Each university shall determine its specific criteria and procedures for tenure and promotion through appropriate shared 

governance procedures. Criteria shall reflect the mission, tradition, and complexity of the university. 

3.10 The following provisions must be a part of tenure and promotion procedures: The process by which faculty members are 

appointed or evaluated for tenure and promotion at each university must include peer review in at least one level of evaluation. It must 

also include the recommendation of the appropriate Dean or equivalent mid-level administrator. Each university must establish a 

promotion and tenure grievance mechanism and procedure. 

3.11 Tenure and promotion criteria and procedures of each university are subject to final approval of the Chancellor. 

3.12 No faculty member shall be appointed or promoted at any university without a complete review consistent with the criteria 

and procedures of that university. 

3.13 Nothing in these policies and procedures shall in any way impair the fundamental policy of equal employment opportunity 

of the University of Houston System. 

4. Review and Responsibilities 

Responsible Party: Senior Vice Chancellor for Academic Affairs Review: Even numbered years before March 1 

5. Approval 

Approved: Renu Khator, Chancellor  

Date: February 14, 2012 

 

 

3.3  UHCL GUIDELINES FOR FACULTY APPOINTMENTS  

From Faculty Handbook Approved June 1988 

 

1.1. UHCL Appointments and Promotion 

1.2. At the University of Houston-Clear Lake, the president, senior vice president and provost, and deans of the schools hold 

responsibility for decisions concerning appointments, promotions, tenure, and termination of services. Faculty committees at the 

school level shall advise the deans on all faculty appointments, promotions and tenure actions. Appointments and promotions at any 

institution in the University of Houston System are awarded by the Board of Regents upon the recommendations of the chancellor and 

the president. 

1.3. No non-tenured member of the faculty should expect continuing appointment beyond the term of his or her current 
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appointment. Any commitment to employ a non-tenured member of the faculty beyond the term of his or her current appointment will 

depend upon an evaluation of the evidence of a continuing commitment to professional growth and development of the highest 

quality. 

1.4.  Associate professors may be appointed with tenure, subject to approval by the president. However, the president shall 

confer with a faculty committee and the dean in the appropriate discipline before making such an appointment. Alternatively, the 

candidate may be required to serve a probationary period not to exceed four years before tenure is awarded. The appointment letter 

shall state the maximum number of years to be served before the associate professor may be considered for tenure. The probationary 

period specified in the appointment letter may be shortened by the president at the request of the dean or appropriate authority. (UHCL 

& UH system) 

1.5. A candidate for an appointment or promotion to professor should have a record of accomplishment and evidence of a 

continuing commitment to professional growth and development of the highest quality. 

1.6 No time in rank is specified for promotion from associate to professor. Professors may be appointed with tenure, subject to 

approval by the president. However, the president shall confer with a faculty committee and the dean in the appropriate discipline 

before making such an appointment. Alternatively, the candidate may be required to serve a probationary period which shall be 

explicitly stated in the appointment letter. (UHCL & UH system). 

 

 

3.4 NON-TENURE TRACK ACADEMIC APPOINTMENTS  
Approved 1998 

Revised and approved 2010 

Revised and Approved by University Council April 12, 2018 

 

1.  Purpose 

The purpose of this policy is to define those faculty ranks at UHCL which are not tenured and which do not lead to a tenure decision. 

All appointments to non-tenure track rank shall be effective upon the approval of the president. 

2.  Definitions 

Proof of completion of a terminal degree: this shall be either an official transcript showing the conferral of the degree or a letter of 

completion from the university which conferred the degree. 

3. Policy 

3.1.  The following ranks are considered part of the non-tenure track at UHCL: lecturer, senior lecturer, post-doctoral fellow, 

visiting scholar, visiting lecturer, visiting assistant professor, visiting associate professor, visiting professor,  

clinical assistant professor, clinical associate professor, clinical professor, research assistant professor, research associate professor, 

and research professor 

3.2  All of these ranks have appointments for up to 1 year unless described below. Unless specified in the letter of appointment 

the university at its discretion may or may not continue the appointment for subsequent years. Such  

reappointments will normally involve the needs of the university and non-reappointment has no negative implications concerning the 

quality of work by the individual. 

4.  Instructional Level Requirements 

4.1  Undergraduate 

To teach undergraduate courses a person must have at least a masterôs degree with 18 graduate hours in the teaching discipline. 

4.2  Graduate 

To teach graduate courses a person must have either 1) a terminal degree or 2) special expertise or credentials and be approved by the 

Provost. 

5.  Limitations & Conditions by Rank 

5.1 Lecturer 

a. Appointment as a Lecturer will be a non-tenure track appointment. Completion of a terminal degree is not required for 

the appointment. 

 

b. This rank has two distinct normal uses. First, it can be used for a full-time teaching position. Second, it can be used to 

appoint a full time employee in a non-instructional role who will also teach with full responsibility for one or more 

courses. 

 

c. Lecturer appointments may be for a term of one semester or for a full academic year. Section 3.2 addresses 

appointment terms and can also be consulted in connection with this topic. 

 

d.    Role 

i. Full-Time Lecturer 

The normal teaching load for a full -time lecturer is twelve (12) semester credit hours, but deans may make 

exceptions for good and sufficient reasons. Other responsibilities for lecturers will be assigned by the dean as  
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appropriate. Performance evaluation will reflect instructional performance and performance in any other assigned duties 

according to a weighting determined by the dean. College by-laws should specify if lecturers are accorded voting rights 

for college level issues. 

 

ii. Part-Time Lecturer 

A full -time employee may also be designated a Lecturer if that employee has part-time instructional duties as a normal 

part of his or her workload. 

 

For this instructional portion of the lecturerôs appointment, the criteria for regular faculty appointments will apply. 

Performance evaluation will reflect instructional performance and performance in any other assigned duties according 

to a weighting determined by the dean. 

 

5.2.  Senior Lecturer 

a. Appointment as senior lecturer is intended to recognize individuals with a continuing and significant contribution to 

teaching at UHCL. It has the same basic conditions as that of lecturer. In addition, the appointee must have taught full 

time at UHCL for 6 years or more. 

b. College by-laws must define process and criteria for promotion to senior lecturer. The process must include a review 

by a committee that consists of tenured and tenure track faculty as well as senior lecturers from within the academic 

program(s) the lecturer serves. Promotions must be approved by the appropriate Dean. 

c. Senior lecturers shall have a term of appointment for three years. Dismissal of a senior lecturer during the term of 

appointment will be in accordance with Policy 5.6 óDismissal of Faculty Membersô. Section 3.2 addresses appointment 

terms and can also be consulted in connection with this topic. 

d. Those individuals already employed with the Senior Lecturer title by UHCL at the time of passage of the policy, may 

retain the title. All new appointments as senior lecturer are subject to the processes outlined above. 

 

5.3. Visiting Faculty 

a. Appointment as a visiting lecturer, visiting assistant professor, visiting associate professor, or visiting professor will be 

a non-tenure track appointment. The appointee may or may not receive direct employment compensation from UHCL. 

b. All vi siting faculty positions are temporary and established for a specified period e.g., usually for a semester or an 

academic year. Any appointments over one year are subject to annual review. Section 3.2 addresses appointment terms 

and can also be consulted in connection with this topic. 

c. Completion of a terminal degree is required for the appointment above the rank of visiting lecturer with appropriate 

experience & background for each of the ranks and may carry whatever rank is appropriate (e.g., visiting associate 

professor). 

d. The workload associated with all visiting faculty positions is articulated in the offer letter. 

 

5.4  Auxiliary Faculty 

5.4.1  Clinical Faculty 

a. Appointment as a clinical assistant professor, clinical associate professor, or clinical professor will be a non-tenure 

track appointment. 

 

The appointee may or may not receive direct employment compensation from UHCL. 

 

b. Clinical professorships are intended for a continuing relationship over an extended period of time. They do not 

represent a commitment for a particular teaching load and, in fact, may include periods during which the individual is 

not teaching or performing any remunerated work. Pay, if any, will depend on the responsibilities at the time. Section 

3.2 addresses appointment terms and can also be consulted in connection with this topic. 

 

c. Appointments are subject to annual review.  

 

d. College by-laws must define process and criteria for promotion. The process must include a review by a committee of 

tenured and/or tenure track faculty from within the academic program(s) the faculty serves. Promotions must be 

approved by the appropriate Dean. 

 

e. Completion of a terminal degree is required for the appointment with appropriate experience & background for each of 

those ranks and may carry whatever rank is appropriate (e.g., clinical associate professor). 

 

5.4.2  Research Faculty 

a. Appointment as research assistant professor, research associate professor, or research professor will be a non-tenure 

track appointment.  
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The appointee may or may not receive direct employment compensation from UHCL. 

 

b. Research professorships are intended for a continuing relationship over an extended period of time, usually involving 

research at or in collaboration with UHCL. They do not represent a commitment for a particular teaching load and, in 

fact, may include periods during which the individual is not performing any remunerated work. Pay, if any, will 

typically depend on availability of external funding and will not be paid from the state teaching budget. Section 3.2 

addresses appointment terms and can also be consulted in connection with this topic. 

 

c. Appointments are subject to annual review. 

 

d. Research faculty may submit proposals for funding as principal investigators. Research faculty may teach courses and 

are subject to the same stipulations as adjunct faculty and may be paid from the same budget as adjunct faculty for 

teaching duties. Research faculty may serve on (but not chair) thesis and dissertation committees at the option of 

individual college by-laws. 

 

e. Completion of a terminal degree is required for the appointment with appropriate experience and background for each 

of those ranks and may carry whatever rank is appropriate (e.g., research associate professor). 

 

5.5  Post-Doctoral Fellow 

5.5.1  The designation of post-doctoral fellow can be conferred upon an individual whose duties normally consist of conducting 

research with a faculty member or within an academic program at UHCL.  

5.5.2  A post-doctoral fellow is normally appointed for one year or more after completion of a doctoral degree and is typically 

hired by the university in case external funding is available. Any appointments over one year are subject to annual review. Section 3.2 

addresses appointment terms and can also be consulted in connection with this topic. 

5.6.  Visiting Scholar 

The designation of visiting scholar can be conferred upon an individual who conducts scholarly activity with a faculty member or with 

an academic program at UHCL. Typically, the visiting scholar comes to the University with external funding and with another 

university or research center affiliation. The person may or may not receive direct employment compensation from the University of 

Houston-Clear Lake. 

 

 

3.5 POLICIES ON GRADUATE AND UNDERGRADUATE TEACHING/RESEARCH ASSI STANTS 

Approved by University Council March 12, 1998  

Revised and approved 2010 

Approved by University Council April 18, 2018 

 

1. Purpose 

The University of Houston-Clear Lake provides several categories of student employment which provide assistance to faculty 

and students. To be considered for student employment, the student must be currently enrolled and be making satisfactory progress 

toward a degree. 

2. Categories of Employment Categories of employment include: 

2.1 Graduate Teaching Fellows 

Graduate Teaching Fellows are graduate students who have primary responsibility for instruction and work under the direct supervision 

of a faculty member. Graduate teaching fellows must submit the same documentation for employment as adjunct faculty and may be 

listed as instructor of record. Graduate Teaching Fellows will not be assigned as instructors of record in an undergraduate course (i.e. 

having full responsibility for a course) until  they have earned a master's degree or its equivalent or have completed 18 graduate 

semester credit hours in the teaching field. Students so employed qualify for out-of-state tuition waivers for each semester they are 

employed at 0.50 FTE. Funding for this category of student employment should come from faculty salary budgets. 

2.2 Graduate Teaching Assistants 

Graduate teaching assistants are graduate students who spend at least 50 percent of the time of their appointment in direct instructional 

contact with students. Graduate teaching assistants work under the direct supervision of a faculty member. Students employed as 

graduate teaching assistants qualify for out-of-state tuition waivers for each semester they are employed at 0.50 FTE. Funding for this 

category of student employment may come from faculty salary budgets. 

2.3 Core Course Teaching Assistant 

Core Course Teaching Assistants are graduate or undergraduate students who assist Core Curriculum faculty in providing instruction 

for large lecture classes of 60 or more students. These students perform under a faculty memberôs direct supervision those duties 

related to the course to be defined by the instructor. The purpose of a Core Course Teaching Assistant opportunity is to provide faculty 

with supplemental support and allow students to gain introductory insight into the process of preparing class content for a college-

level course. Funding for his category of student employment may come from faculty salary budgets. 

2.4 Instructional Assistants 

Students in this category may be graduate or undergraduate. These students perform under a faculty member's direct supervision those 
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duties directly related to the development of course materials, grading and related duties of the course. Instructional assistants are not 

eligible for out- of-state tuition waivers. Funding for this category of student employment should come from departmental operating 

expenses budgets. Faculty salary budgets must not be used to support this category of student assistant. 

 

2.5 Research Assistants 

Students in this category are graduate or undergraduate students who are engaged in research activities under the direction and 

supervision of a principal investigator. Students in this employment category are eligible for out-of-state tuition waivers for each 

semester they are employed at 0.50 FTE. Research assistant students are paid from research budgets. 

3. Qualifications for Appointment and Selection Process 

3.1 To be eligible for an assistantship, graduate students must be degree seeking and be enrolled in a minimum of three hours 

coursework or three hours in a degree completion option each long semester during the period of appointment. Undergraduate students 

must also be degree seeking. They must be enrolled in a minimum of nine hours of coursework each long semester during the period of 

appointment. Students employed during the summer must be enrolled for a minimum of three hours during the summer session. 

International applicants for the Graduate Teaching Fellow or Graduate Teaching Assistant positions who hold F-l or J-l visas and/or are 

non-native speakers of English must demonstrate competent communications skills in English for successful instruction in the 

classroom to the appropriate school personnel. 

3.2 Selection of student assistants must follow a process of application and screening by appropriate school personnel. 

Additional related procedures may be established by the college. 

 

 

3.6 ADJUNCT FACULTY APPOINTMENTS 

Revised and Approved 2010 

 

1. Appointment 

1.1 Part-time instructional staff at UHCL are normally employed as adjunct faculty. All  appointments will be made by the Dean 

or designee of the school responsible for the course offering but will be subject to approval by the Senior Vice President and Provost. 

To be appointed to teach undergraduate courses, adjuncts must have at least a masterôs degree and 18 graduate hours in the teaching 

discipline. To be appointed to teach graduate courses, adjuncts must be terminally degreed or possess special expertise or credentials 

suff icient to justify the exception to SACS standards. Appointment as an adjunct is made on a per course basis for one semester only, 

although a shorter appointment is possible under unusual circumstances. Adjuncts may teach a maximum of two courses per semester. 

Adjunct appointments do not carry tenure track status. Salary is negotiable with each new and renewed appointment. 

1.2 Adjuncts are responsible for timely completion of all initial employment paperwork by the beginning date of employment 

and for the completion of any paperwork, course grade rosters, and return of keys and any University-related materials no later than one 

week after the close of the semester. 

1.3 Additional information on duties and responsibilities of adjunct faculty can be found in the Adjunct Faculty Handbook. 

2. Evaluation 

Each school is responsible for the supervision and evaluation of each adjunct faculty member. The evaluation process includes student 

assessment of the course and instructor. If necessary a conference between the adjunct faculty member and the Dean or the Deanôs 

designee is held. Adjunct faculty may be terminated during the semester for cause. 

 

 

3.7 GRADUATE FACULTY DEFINITION  

Revised and approved by EPCC on 3/1/04 and the Academic Council on 3/11/04 

Revised and approved by Faculty Senate on 4/7/04 

Approved by University Council, April  15, 2004 

 

All faculty teaching graduate courses must demonstrate competence in teaching and meet the SACS minimum requirement for a 

terminal degree in their teaching discipline or related field. Faculty designated as graduate faculty must also be engaged in an ongoing 

program of research, scholarly, creative or professional activity as defined by each schoolôs bylaws. Only members designated as 

graduate faculty are permitted to chair masterôs projects or theses or teach capstone courses.  

 

 

3.8 RETIREMENT BENEFITS 

Revised and Approved 2010 

 

All benefits eligible employees are required, as condition of employment, to be a member of the Teacher Retirement System (TRS) or 

Optional Retirement Program (ORP). All benefits eligible employees are eligible to participate in TRS, but only employees holding 

certain positions are eligible to participate in the ORP. A State contribution is made through the University toward the employee's 

chosen retirement plan (TRS or ORP), based on a percentage of the employee's gross salary. The employee is also required to 

contribute a specific percentage of his or her gross salary toward the retirement plan. The percentage rate for the State contribution and 

the rate for the employee contribution are set by the State Legislature. The employee's contribution is tax-deferred. All new benefits 
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eligible employees whose positions are not eligible, or who elect not to participate in ORP must enroll  in the TRS program unless the 

employee is vested in ORP from another Texas State institution or another position. In that case, the employee is prohibited by State 

law from enrolling in TRS and must enroll in ORP. A benefits eligible employee who begins employment at UHCL, and who at one 

time was eligible and participated in ORP at another Texas State institution, but subsequently became employed in the Texas Public 

School System and was required to return to TRS must enroll in TRS at the University, and is prohibited by State law from enrolling in 

ORP. Employees may also participate in supplemental retirement plans, with no contribution from the State or University, through the 

State's Deferred Compensation Program and/or the University's Tax Deferred Annuity (TDA) Program. 

 

 

3.9 UNIVERSITY OF HOUSTON SYSTEM VOLUNTARY MODIFICATION OF FACULTY EMPLOYMENT 

PROGRAM 

From Faculty Handbook  

Approved June 1988 

Revised and Approved April  2010 

 

1. Purpose 

Each university of the University of Houston System may develop policies and procedures governing voluntary modif ication of 

employment for faculty. Such policies must be consistent with those specified herein, and must be approved by the Chancellor of the 

University of Houston  

System. Applications by individual faculty to participate in this program are reviewed by the university academic administration and 

must be approved by the appropriate president. 

2. System Policy 

2.1 Eligibility: 

Full-time faculty who have reached 55 and have been enrolled in the Texas Teacher Retirement 

System for at least 10 years, or in an approved Optional Retirement Program for at least 10 years, may be considered for participation. 

2.2 Qualifications: 

The following qualifications of employment must apply for those faculty approved for participation in the program. 

2.2.1 Status as a full-time faculty member is relinquished, including tenure rights upon signature of the agreement in 2.2.2. 

2.2.2 Teaching and other work assignments may be negotiated on an individual basis, but may not exceed that corresponding to 

50 percent full-time employment for the academic year. Such negotiated agreement must be in writing and signed by the faculty 

member and the President. 

2.2.3  Compensation to the faculty member during the period of voluntary modification of employment shall  reflect the negotiated 

full -time equivalent status. 

2.2.4 The eligibility of a participant to receive retirement benefits will be governed by state laws and regulations pertaining to 

such eligibility and, in the case of individuals enrolled in the Optional Retirement Program, the terms and conditions specified by 

contractual agreement of the individual with the particular provider. 

2.3 Benefits: 

The participant shall be entitled to amenities normally afforded full-time faculty to include, but not be limited to, off ice space, library 

and parking privileges, and clerical support. In addition, the individual shall  have the option to participate in health and life insurance 

programs to the extent provided by the state or by the university for retirees. Information concerning such insurance benefits is 

available from the campus benefits off ice. Participation in the Teacher Retirement or Optional Retirement programs is not available to 

the participant. 

2.4 Duration: 

A negotiated agreement for voluntary modif ication of employment shall be for one year at a time and may be renewed annually by 

mutual agreement not to exceed five years. 

 

 

3.10  FACULTY EMERITUS/EMERITA STATUS GUIDELINES  

Approved by University Council, December 12, 2013 

 

1. Purpose 

1.1  In accordance with the UH System guidelines, the following policies and procedures have been established for determining 

emeritus/emerita eligibility, privileges, and responsibilities at UHCL.  

1.2  The purpose of this policy is to maintain a continuing relationship between UHCL and retired faculty members who have 

provided long-term support to the university. 

2.  Definitions 

2.1  The titles "emeritus" and "emerita" will be conferred only upon those retired, tenured professors and tenured associate 

professors, who have made a significant contribution to UHCL. By significant contribution, it is meant that the faculty member must have 

a sustained and distinguished record at UHCL of teaching, scholarship, or service. 
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3.  Privileges 

3.1  Emeritus/Emerita faculty members will have library, computing, and parking privileges. In addition, emeriti faculty should 

receive invitations to and announcements of appropriate campus and university functions and should be listed in appropriate catalogs and  

directories. Each school will determine any additional courtesies or privileges accorded emeriti faculty, including office space for 

collective use. 

4.  Procedure 

4.1  The Emeritus/Emerita Nominating Committee (The Committee) shall be made up of one tenured professor from each school 

elected/appointed by the Council of Professors. Members shall serve for three years with staggered appointments so that there will be at 

least two members each year with experience on The Committee.  The Committee will elect a chair and determine his/her length of 

service.  

4.2  Each fall semester, each Dean will inform the chair of The Committee of any faculty member who has announced retirement 

as soon as possible after the announcement. In addition, each dean will request nominations from the colleagues of the candidateôs school.  

4.3  The nomination will include at least the following information and supporting documentation:  

a)    A letter of nomination from one or more faculty members enumerating the significant contributions that they believe the 

nominee has made to UHCL.  

b)    A recent copy of the nominee's curriculum vitae.  

c)    Additional supporting materials that would aid The Committee in their deliberations. 

4.4  Nominations shall go directly to the chair of The Committee along with a copy of the nomineeôs vita. The deadline for 

nominations will be February 15. Nominations not meeting this deadline will be carried over to the next round of evaluations. No 

nominations for emeritus/emerita status shall be made to anyone except the chair of The Committee. 

4.5  The Committee will meet to review nominations the first week of March and will send their recommendations to the 

appropriate dean, provost and president by March 10 for review and final recommendation to the Board of Regents. 

4.6  All emeritus/emerita appointments are subject to approval by the Board of Regents upon recommendation by the 

president. Approval by the Regents will normally occur in the spring of the year. 

4.7  The Council of Professors, in concert with the President's office, will maintain a committee to review emeriti benefits and 

development. 

Approval Date: December 12, 2013 

Sunset Date: December 12, 2023 

 

 

3.11  NEPOTISM POLICY  

Approved by University Council May 8, 1997 

Reviewed and approved by University Council on December 10, 2009 

1. Purpose and Application 

1.1 Nepotism in employment is a violation of state law, UHS Board of Regents Policy, and UHS Policy. This policy describes 

the employment conditions that are covered by these regulations and the sanctions for violation of regulations. 

1.2 This policy applies to all positions, full- and part-time, regular and temporary, including students in positions that 

require student status, and in all university programs, regardless of funding source. 

2. Definitions 

2.1 Nepotism is defined as favoritism shown to a relative by employment on the basis of relationship. 

2.2 Relative. For the purposes of this policy, a relative includes the following relations: 

a. the employee's spouse; 

b. the employee or the spouse's natural and adopted children, parents, grandparents, great- grandparents, brothers, 

sisters, half brothers and sisters, grandchildren, great-grandchildren, aunts, uncles, nieces, nephews, fi rst cousins, 

second cousins, and persons married to them. 

3. Policy 

3.1 Relatives of members of the Board of Regents and the Chancellor of the UH System shall not be employed by UHCL unless 

the employment preceded the appointment of the Board member or Chancellor by at least one year. 

3.2 Relatives of other University of Houston System and UHCL employees shall  not be employed by UHCL in positions where 

the employee has the off icial authority to hire or recommend or approve the hiring, salary, or promotion of the relative. 

3.3 Relatives shall  not be employed in the supervisory-subordinate relationship even if it results from marriage after the 

employment relation was formed. The supervisor-subordinate relationship shall be interpreted to include all  levels of line administrative 

supervisors, from the lowest to the highest, not just the immediate supervisor. 

3.4 Violation of these regulations is a misdemeanor involving official misconduct. 

An employee who violates this law is subject to a fine and removal from off ice. An employee who violates this policy, whether by 

knowingly permitting or knowingly accepting employment in violation of these regulations, is subject to disciplinary action up to and 

including dismissal from employment. 

4. Procedures 

4.1 All employees are required to complete a Personal Data Sheet upon initial employment at UHCL. This form contains a block 

in which the employee will list the name(s) of any relative (s) employed within the UH System or at UHCL. 

4.2 The Office of Human Resources is responsible for entering information from the Personal Data Sheet into the automated 
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payroll  system database. If  a prohibited relationship is discovered during data entry of Personal Data Sheet, the Office of Human  

Resources will  notify the affected employee, the employing supervisor or department head, and the appropriate dean or vice president. 

4.3 The employing department and the affected employee will take such steps as necessary to correct the prohibited employment 

situation. 

 

William A. Staples Title: President 

University of Houston-Clear Lake 

Approval Date: May 8, 1997 

Sunset Date: December 10, 2019 

 

 

3.12 EMPLOYMENT FOR NON -U.S. CITIZEN  

UNIVERSITY OF HOUSTON SYSTEM ADMINISTRATIVE MEMORANDUM SECTION: 

Human Resources NUMBER: 02.A.33 AREA: General SUBJECT: Employment of Foreign Nationals  

February 23, 1996; Revised February 27, 2003 

1.  Purpose 

1.1 This document establishes a framework for consistent decisions and practices that ensure compliance with federal 

regulations governing the employment of foreign nationals. It serves as a guide to protect the organization and individual employees 

from substantial penalties that may be incurred in the employment of unauthorized aliens. 

1.2 This document applies to the employment of foreign nationals in any faculty or staff position within the University of 

Houston System, regardless of full-time equivalency (FTE), appointment period or funding source 

2. Definitions 

2.1 Foreign National: An individual who is not a U.S. citizen, permanent resident or resident alien of the U.S. 

2.2 Employee: An employee of the System is an individual who performs services that are subject to the will and control of the 

component university in terms of the job description and requirements. An employee is paid through the payroll  system, with 

accompanying tax withholding as provided by law. 

2.3 Volunteer: No foreign national can perform any activity that benefits the organization and cannot receive, nor expect to 

receive, payment or remuneration of any kind for such labor or service at any time. 

2.4  Permanent Resident or Resident Alien: An alien who has been lawfully admitted to the U.S. to live; an immigrant; holder of 

a green card. 

2.5  Nonimmigrant: A citizen of another country who has been admitted to the U. S. for a temporary period and for a specific 

purpose. 

2.6  Hï1B Status: A temporary, nonimmigrant visa issued to a foreign national who has specialized educational credentials and 

who has been offered a position requiring the application of a theoretical and specialized body of knowledge acquired in his/her degree 

program. 

2.7 Firm Employment Offer: An oral or written communication in which a hiring authority makes an offer to employ a specific 

person in a specific position at a specified rate of pay to start within a certain time frame. 

3.0 Policy 

3.1 It is the policy of the System that a component university may employ, or make employment offers to foreign nationals only 

when U.S. citizens or permanent residents of equal training, experience and competence for the position are unavailable. Such a 

determination can only be made following a completely documented search and evaluation process. Employment of foreign nationals 

will be authorized only under the provisions of this policy and only when conditions and visa requirements established by federal law 

are assured and documented. Under no circumstances may any System employee knowingly employ, or contract employment with, an 

unauthorized alien. 

3.2   Any offer of employment to a foreign national under a nonimmigrant program is considered temporary and is subject to the 

terms and conditions of the specific program's work authorization. Although a nonimmigrant may be appointed to a tenure-track 

position, tenure will not be granted to a nonimmigrant employee until the employee is granted permanent residence. 

3.3  Petitions by the System for H1-B status will  normally be reserved for individuals who have been offered faculty positions 

or positions requiring similar credentials. Holders of Hï1B status may only be appointed for the time period permitted under the 

individualôs status. 

3.4  Applications or petitions for permanent residency supported by the System are normally reserved for individuals who have 

been offered, or are employed in tenure-track faculty positions or regular staff positions of similar status that require credentials similar 

to faculty positions and are expected to continue for an indefinite period of time. 

3.5  Faculty and staff of the System are prohibited from authorizing any private attorney to represent the System in any 

nonimmigrant or immigrant petition or application. A foreign national may choose to retain an attorney to represent his/her interests. 

The System will not pay for or offer reimbursement for this private representation. A private attorney retained by a foreign national in 

support of an H1-B status must submit the H1-B petition and labor condition application through the appropriate authority of the 

System.  

3.6.  Nothing in this policy shall be used as the basis for discrimination against any individual or group because of race, gender, 

age, color, religion, national origin, disability, sexual orientation or veteran status; nor may it be construed to be a basis for 

circumventing equal employment opportunity laws, policies and standard employment procedures. 
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1. Responsibility 

The Chief Executive Officer of each component university will assign the authority and responsibility to assure that the provisions of 

this policy is properly administered to an appropriate department or departments. 

Each individual hiring authority is responsible for ensuring that employment offers to foreign national applicants or candidates for 

positions within the System are contingent upon receipt of necessary work authorization documents. 

2. Review And Responsibili ty 

Responsible Party: Assistant Vice Chancellor for Human Resources Review:  

Every three years, on or before May 31 

3.Approval 

 

 

4.1 EQUAL EMPLOYMENT OPPORTUNITY AND AFFIRMATIVE ACTION PLAN  

University Of Houston System Administrative Memorandum  

Section: General Administration Number: 01.D.05 

Area: Legal Affairs; May 11, 1992; Revised June 2, 2005 Equal Employment Opportunity 

 

1. Purpose 

The University of Houston System recognizes the importance of and adheres to the practice of providing all applicants with equal 

opportunity for employment in compliance with state and federal laws. The System has developed this document to ensure recognition 

and implementation of this philosophy. 

2. Policy 

It is the policy of the System that all applicants for employment at the component universities receive equal access to the application 

process and equal opportunity for employment. The System is committed to the concept of equal employment opportunity as a 

necessary element of an employment process based on job-related factors and not on extraneous factors such as age, race, color, 

disability, religion, national origin, veteran's status or sex, except where such a distinction is required by law. Discrimination against 

any individual in any of these protected classifications with regard to recruitment, appointment, benefits, training, promotion, retention, 

discipline, termination or any other aspect of the terms, conditions and/or privileges of employment is prohibited. Any prohibited 

discriminatory act with respect to the terms, conditions and/or privileges of employment on the basis of, or arising out of pregnancy is 

prohibited. Each component university is responsible for ensuring compliance with all federal and state laws, regulations and 

guidelines. 

3. Review And Responsibili ties 

Responsible Party: Associate Vice Chancellor for Legal Affairs  

Review: Every three years on or before August 31 

University Of Houston System Administrative Memorandum Section: General Administration  

NUMBER: 01.D.04 

Area: Legal Affairs 

May 11, 1992; Revised April 15, 2005  

 

Af fi rmative Action Policy 

1. Purpose 

The University of Houston System is committed to the development, implementation, and maintenance of viable affirmative action 

plans and programs which are in compliance with applicable state and federal laws. 

2. Policy 

Each component university will be responsible for the development, implementation, and administration of comprehensive affirmative 

action plans for all faculty and staff employment, regardless of the source of funding. These aff irmative action plans and programs will 

be developed in accordance with federal and state compliance standards and will include steps to recruit, hire, train, promote, and retain 

qualified personnel in all protected classes at all levels of the component university. Each component university plan will  further 

include documentation of the recruitment channels util ized in order to ensure that protected classes are provided equal opportunity in 

the application process for employment. Each component university plan will also include procedures for monitoring and documenting 

employment decisions which are based on applicant qualifications, and not on subjective or otherwise unrelated criteria. 

3.  Review and Responsibilities 

Responsible Party: Associate Vice Chancellor for Legal Affairs Review: Every three years on or before August 31. 

 

 

4.2  SEARCH AND SELECTI ON PROCEDURES FOR ACADEMIC ADMINI STRATI ON, FACULTY MEMBERS, 

AND ACADEMIC PROFESSIONAL STAFF 

Approved at University Council March 8, 2012  

 

1.  Purpose 

2.  The purpose of this document is to define search and selection procedures for Academic Administration, Faculty Members 

and Academic Professional Staff. 
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3. Definition 

3.1 Convening Authority 

The individual responsible for recommending the appointment for a particular position to the UHCL administration. For example, for 

faculty appointments the academic Dean or for units like the library or UCT the Executive Director. For positions that report to the 

Provost (i.e. deans, associate vice presidents, etc.) the Provost. 

3.2.  Academic Administration - position within the academic division that is at the level of director or above. Includes, but not 

limited to, provost, associate vice president, dean, associate dean, executive director and director. 

3.3  Academic Professional - position within academic division that is an exempt professional position as defined by the 

Professional and Administrative Pay Plan and is below the level of director. Includes, but not limited to, associate director, assistant 

director, coordinator, and librarians. 

4.  Policy 

4.1  Positions Covered by Policy: 

4.1.1  Faculty: 

4.1.1.1  All faculty positions, tenured or tenure track, non-tenured, half-time or more, for which there is a continuing appointment. 

4.1.2  Academic Administration: 

4.1.2.1  All administrative positions in academic areas which are half-time or more for an appointment period of at least one year. 

4.1.3 Administrative/Professional: 

4.1.3.1 All professional positions in academic areas which are half-time or more for an appointment period of at least one year. 

4.2 Positions Not Covered by Policy 

4.2.1 Faculty Positions 

4.2.1.1 All adjunct faculty positions which are less than half-time and/or only appointed on a semester basis 

4.2.1.2 Visiting faculty positions which are nonrecurring positions filled by the individual on a one year or less appointment. 

4.2.2 Academic Administrative positions: 

4.2.2.1 Appointment of an interim person to fi ll a vacancy until search and selection of a new appointment is made. 

4.2.3 Academic Professional positions: 

4.2.3.1 Appointment of an interim person to fill  a vacancy until search and selection of a new appointment is made. 

4.3 Committee Selection Procedures for Faculty Positions and Academic Administrative/Professional Staff positions 

4.3.1 Faculty Positions Search Committees 

4.3.1.1 All faculty searches must be directed by a search committee, to be composed of members named by the Convening 

Authority and approved by the Provost. 

4.3.1.2 The search committee should consist of a minimum of five members, unless a written exception is granted by the Provost. 

The Chair will be designated by the Convening Authority. 

4.3.1.3 Professors, associate professors, assistant professors and other faculty who hold half- time positions or greater in the school 

are eligible for membership on the search committee. When appropriate, the Convening Authority may name one or two committee 

members (a) from outside the school, (b) from the professional community, or (c) students. Minorities and women should be part of the 

search committee membership, unless no minorities or women are available in the academic area of the search or a related area to the 

search. 

 4.3.2 Academic Administration Position Committees 

4.3.2.1 All searches must be directed by a search committee to be composed of members named by the Convening Authority. 

4.3.2.2 The search committee should consist of a minimum of five members, unless exception is granted by the Provost. The Chair 

will   be designated by the Convening Authority. 

4.3.2.3 Full-time faculty, and administrative/ professional staff are eligible for membership on the committee. In addition, the 

Convening Authority may also select as appropriate, students and members of the professional community. Minority groups and 

women should  be part  of the search committee membership, unless no women and minorities are available in the area or a related area. 

4.3.2.4 Positions which include a tenured or tenure track academic appointment should be approved at the time of the on campus 

interview by the appropriate faculty body responsible for the academic area in which tenure is desired. 

 4.3.3 Academic Professional Position Committees 

4.3.3.1 All searches must be directed by a search committee to be composed of members named by the Convening Authority. 

4.3.3.2 The search committee should consist of a minimum of five members, unless exception is granted by the Provost. The Chair 

will  be designated by the Convening Authority. 

4.3.3.3 Full-time faculty, and administrative/ professional staff are eligible for membership on the committee. In addition, the 

Convening Authority may also   select as appropriate, support staff, students and members of the professional community. Minority 

groups and women should be part of the  search committee membership, unless no women and minorities are available in the area or a 

related area. 

4.3.3.4 Positions which include a tenured or tenure track academic appointment should be approved at the time of the on campus 

interview by the appropriate faculty body responsible for the academic area in which tenure is desired 

4.4 Developing a Search Plan 

4.4.1 Operation of the Search Committee 

4.4.1.1 The scope of responsibility and the procedures and timetables for each search committee shall be either specified by 

Convening Authority or delegated to the search committee chair. 

4.4.1.2 In developing a recruitment plan, the chair of the search committee and the Convening Authority, should contact the Office 
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of Human Resources for the most recent utilization analysis of women/minority employment. If the school has an under-representation 

of minorities and women, there  must be specific recruitment activities to solicit applicants in these groups. 

4.4.1.3 The search committee cannot act beyond developing a Search Plan until the Exempt Search Plan and the job description 

have been approved by the Convening Authority, the Provost and the Affi rmative Action Office. 

4.4.1.4 Before formal initiation of the search or announcement of the position, an Exempt Search Plan must be completed. In 

developing the recruitment plan, the following concerns should be taken into account. 

4.4.1.4.1 The chair and the search committee must identify and use sufficient contact sources and communication outlets to solicit a 

diverse pool of qualified applicants. A search may be disqualified solely on the basis of a very limited advertising list at the time of plan 

approval. 

4.4.1.4.2 All searches must be national in scope and should make every effort to target minority, ethnic and women candidates. 

(Search committees who do not desire to conduct a national search will require special authorization from the Provost or President.) 

4.4.1.4.3 Recruitment efforts should consider use of professional associations, professional contacts at universities with quality 

academic programs in the area of the search, and professional contacts in the area of interest. 

4.4.2 Plan Contents 

4.4.2.1 Job Description 

The job description should be succinct, yet give sufficient detail of specific job responsibilities and key qualification for selection of 

candidates. Mandatory credentials, expertise and background experiences should be clearly stated. 

4.4.2.2 Advertising Plan 

4.4.2.2.1 All  job announcements must include an equal opportunity statement which has been approved by the Office of Human 

Resources (Refer to Faculty Search Manual:  Office of HR). 

4.4.2.2.2 If a deadline date is stated, applications received after the deadline must not be considered. It is preferable to  

provide a date when formal screening will begin or include this wording: "Applications or nominations will  be accepted until the 

position is filled." A minimum of one month should be given for advertising before consideration of the candidate pool. 

4.4.2.2.3 All job announcements which will be placed as advertisements in professional journals or national newspapers as well  as 

sample letters to be sent to professional organizations, registries and universities must be given prior approval from the Office of 

Human Resources. There should also be focused advertising to minority institutions or groups.  Funding for advertisement of positions 

is the responsibility of the respective unit and should be identified in the search plan.  No advertising should be finalized without 

approval from the Provost's Off ice regarding costs in relation to funding. 

4.4.2.3 Interview Plan 

The search committee is responsible for designating appropriate procedures to equitably review and screen all candidates. These 

procedures should allow for impartial consideration, given the stated criteria of the job description, and should involve a majority of the 

committee in all decisions. When assessing the candidates, there should be opinions included from colleagues at the nominee's 

institution and other qualified individuals as reference sources. If possible the use of in person interviews at professional meetings is 

encouraged to increase the range of applicants.  The fi les should have documentation of either oral or written comments by references. 

Interviews of the candidate by phone should be documented either in a written statement of the substance of the conversation or written 

interview notes, with such documentation placed in the candidate's folder. 

4.4.2.4 Budget 

The plan should include a clear and appropriate budget for both advertising and interviewing that will allow a successful completion 

and that has been agreed to by the Convening Authority. 

4.4.3 Approval of Search and Recruitment Plan 

Development of a Plan (See Resource Available: Office of Human Resources:  Faculty Search Manual) 

4.4.3.1 Submission of the Exempt Search Plan. 

In submitting this form the chair of the search committee should attach copies of the position description.  All signatures should be 

affixed to the approval form prior to submission. 

4.4.3.2 Job Description and Advertisements 

The Convening Authority is responsible for the authorization of the search, the selection of the search committee, development of the 

job description and the recruitment plan. When the Exempt Search Plan, job descriptions, advertisements, and position announcements 

are approved by the Office of Human Resources, the search process can begin with the submission of job announcements to respective 

journals and organizations. 

4.5 Implementing the Search Plan. 

4.5.1 The chair will be responsible for establishing and processing applicant fi les. The chair will also be responsible for 

maintaining the confidentiality of the fi les and to maintain records of the key activities and pools of applicants throughout the process 

of the search. 

4.5.2 The search committee should identify and recommend to the Convening Authority, based on the pool of applicants, as many 

as three qualified finalists for appointment consideration. A larger pool of fi nalists may be considered for positions of Dean, Senior 

Vice President for Academic Affairs and Provost and related positions. Where only one qualified candidate is identif ied, the Convening 

Authority has the prerogative of reopening the recruitment and search process. 

4.5.3 All search committee recommendations should be made by majority vote of committee. A quorum shall  consist of 60 

percent of the committee membership. 

4.5.4 The recommendations for fi nalists for the position should be submitted to the Convening Authority. The Convening 

Authority may require additional documentation, such as the search committeeôs assessment of each finalist or any related input from 



 

UHCL Faculty Handbook: November 2018   Page 25 

 

faculty/staff groupings.  This assessment by the committee should present all key evidence, major support and any dissenting 

opinions. 

4.5.5 The search committee is responsible for conducting the initial search, screening of applicants and presenting recommended 

candidates for further consideration to the Convening Authority. 

4.6 Completing the Hiring process. 

4.6.1 Once the Convening Authority has received the appropriate documentation, he/she will normally conduct an on-campus 

invitational interview. This final stage of the process should be conducted by the Convening Authority and the chair of the search 

committee. During this on- campus interview, there should be appropriate opportunities for the university unit to interact with the 

candidate. Additional documentation of feedback from university personnel/students regarding the candidate should be collected and 

submitted to the Convening Authority.  Each Convening Authority is responsible for developing procedures for on-campus interviews 

at this stage.  

4.6.2 In considering the search committee's recommendations, the Convening Authority may, at his/her discretion, request the 

committee- to (a) study further any individual candidate or (b) to make recommendations of other candidates from the pool either 

before or after the campus interviews. If the committee determines that there are no other qualified candidates worthy of 

recommendation, the Convening Authority may decide to declare the search failed. In instances where the Convening Authority judges 

the committee's recommendations to be unacceptable, and the committee determines that there are no other qualified candidates in the 

pool, Convening Authority may decide to declare the search failed. 

4.6.3 If an acceptable candidate is identified, the Convening Authority shall be responsible for conducting informal discussions 

with the candidate regarding his/her availability, salary requirements and other related employment matters. On the basis of these 

informal discussions, the Convening Authority may contact the Provost (or President in select situations) to discuss the candidate and 

his or her requirement for employment. During this discussion, a determination could be made regarding the ability to recommend this 

candidate for employment. If the discussions support an unoff icial recommendation of the candidate, the Convening Authority will be 

charged with the responsibility to re-contact the candidate and discuss mutual agreement of the recommendation for employment. 

4.6.5 With the agreement of the candidate and the Convening Authority regarding conditions of employment, the Convening 

Authority will submit the recommendation and candidate fi le to the Provost (or the President in select situations). The Provost will  

submit the recommendation and a possible offer letter with the candidate file to the President. Upon approval of the President, an 

appointment letter will be sent to the candidate noting that the appointment is subject to review approval by the Board of Regents for 

the University of Houston System. Upon acceptance of the position, the chair of the search committee should send the remaining active 

candidates a dignified letter regarding the completion of the search. The chair will be responsible for bringing closure to the search by 

completing all necessary documentation as required by the Office of Human Resources (refer to Faculty Search Manual). 

 

 

5.1  ANNUAL FACULTY REVIEW POLICY  

1.0 Purpose 

 

The University of Houston-Clear Lake has established an annual faculty report and professional developmental review to present a 

complete record of major activities in teaching, research and service during the academic year (UHCL, May, 1987). The annual review 

will report all academic related activities for a 12 month period. The Dean of the school will  be responsible for establishing the time 

period for the report, and the date it will be due, and for notifyi ng faculty regarding these timelines. 

 

The faculty annual review report will  be the only documentation required for the annual review. Additional supporting documentation 

may be required by the Dean. The submission of the annual review is a required activity of each faculty member, and this document 

will be placed in the school faculty fi le. Because certain activities can be potentially reported in more than one category (e.g. 

editorship, textbook, certain grants), faculty should report the activity in only one category and be prepared to justify the inclusion in 

the category in which it was placed. Faculty are encouraged to note both the quality of their efforts as well as the quantitative reporting 

of activities. All joint activities and co-authorships should be noted. The quality of efforts should also be conveyed because of its value 

and impact upon the institution. Feedback regarding faculty accomplishments will be conducted in several ways. Each school is 

charged with the responsibility for providing personal conferences regarding faculty activities. Non-tenured faculty will  be required to 

have a face-to-face conference each year to discuss their activities. For tenured faculty, either the school or the faculty member has the 

option to request a personal conference. The personal conference will  involve a review of faculty activities, as well as providing an 

opportunity for faculty to discuss their projected activities and potential needs for school support for the coming year. This conference 

will  be a meeting between the faculty member and academic administrator(s) designated by the Dean of the school to conduct the 

conference. At the completion of the meeting, signature by the faculty member and the designated school academic administrator will 

be required. (These signatures do not reflect agreement between the two parties regarding the feedback; rather these signatures signify 

that the conference was held.)The faculty annual review has been designed to conform to the university promotion and tenure policy. 

The three major categories reflect this policy; however, it is not expected that the faculty would typically conduct activities in all of the 

subcategories of each category; rather these categories and subcategories suggest a systematic way of presenting activities. The second 

element of the annual review is the area of developmental activities to be reported for each of the three categories. This section has 

been established to provide faculty the opportunity to discuss specific activities which they have accomplished to improve their 

performance in particular areas. 
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2.1 Teaching and Educational Activities 

Teaching is a direct educational involvement with students inside or outside the classroom and includes such usual activities as 

classroom instruction, seminars, independent study project supervision, and supervision of graduate research. Verif ication of 

educational activities may include citation of new curricula or courses, educational publications, textbooks, and development of new 

degree and training programs. Documentation may include the following: 

2.2 Classroom Instruction 

2.2.1  List courses and numbers of students taught 

2.2.2  Student and colleague evaluations of instructional performance  

3.1 Individual Instruction and Advisement (other than organized classes) 

3.2 Number of students advised 

3.3 Number of supervised theses, projects, internships, independent studies, research projects, and other individual instruction 

activities 

4.1 Course and Program Development 

4.2 Development of courses or curriculum 

4.3 Development of new degree and training programs 

4.4 Training grants 

5.1 Development of Educational Materials 

5.2 Textbooks and educational publications 

5.3 Instructional Materials (simulations, case studies, audiovisuals, practice sets, computer programs, laboratory experiments, 

instructional games) 

6.0 Honors 

6.1 Developmental Activities 

For example, participation in teaching improvement activiti es, post-graduate studies which are applied to current teaching efforts, or 

continuing professional education activities. 

6.2 Research, Scholarly and Artistic Activities 

Research, scholarly or artistic activities are those which lead to the production and dissemination of new knowledge; to increased 

problem-solving capabilities, including such activities as design and analysis; to original critical or historical theory and interpretation; 

or to the production of artistic performance. (Co-authorship must be acknowledged.) 

6.3 Publications 

6.3.1 Books (in print or in press) 

6.3.2 Journal articles published or accepted for publication 

6.3.3 Reports and Monographs 

6.3.4 Book Reviews  

6.3.5 Chapters and Selections in Books 

6.3.6 Other Published Materials 

6.4.  Paper Presentations, Abstracts and Poster Sessions 

6.5 Artistic Activities and Inventions (Exhibits, Choreography, Performances) 

6.6 Other Scholarly Activities 

6.6.1 Research Grants 

6.6.2 Editorships and Translations 

6.6.3 Editorial Review Boards 

7.0  Honors Developmental Activities 

For example, activities which make a fundamental contribution to research, scholarly, or artistic skills, works in progress, workshops 

which develop research capabilities. 

8.0 Professional Activities and Service 

8.1 Professional activities include: 

8.2.1 Service to professional organizations and journals 

8.2.2 Service to the university 

8.2.3 Professional service to the public 

8.2.4 Documentation may include: 

8.2.5 Service to Profession: Officer Conference Coordinator Committee Membership 

Other Organizational Activities 

8.2.6 Service to the University Advisor to student Organizations 

8.2.7 Program--Designated roles, committees, activities School--Designated roles, committees, activities University--Designated 

roles, committees, activities University System 

8.2.8 Professional Service to the Public 

Service to community, state or national organizations 

9.0 Honors 

9.1 Developmental Activities 

(For example, those activities which develop skil ls to better provide public service activities such as special seminars for leadership 

development provided by a professional organization.) 
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5.2  UH-CLEA R LAKE POLICY ON PROGRAM REVIEWS  

EPCC.1998.005 

Approved by University Council December 12, 1998 

 

1.0  Purpose 

The University of Houston-Clear Lake has committed itself to an ongoing, cyclical, comprehensive, shared governance planning 

system. It is an integrated system in that each of its various components plays a special, unique role. Each is vital to the optimal 

operation of the whole. Program review is one of those components. 

As an integral part of the shared governance planning system, a program review derives particularly from the years of annual planning, 

data reports, and assessments since the last program review. 

 

The purposes of the program review are: 

¶ To improve program quality in the context of university and school missions, criteria for program approval by the state, 

national accreditation standards, guidelines put forth by academic organizations, and institutional resource needs and 

demands. 

¶ To help a program examine itself in its entirety (its focus, its faculty, its curriculum, its students, and its resources and 

facilities) within a framework that includes its past development and its plans for its future. 

¶ To provide the program with an impartial study of and response to the work presented in the Program Report by informed 

colleagues outside the program. 

2.0   Definitions 

2.1         Curriculum 

A course of study which, for program reviews, is any degree, support area, concentration, teaching field, or certification offered by 

UHCL. 

2.2       Program 

A program is any academic unit offering one or more curricula. It has initial responsibility for the quality of each curriculum involved, 

the faculty who offer the curriculum, the students in the curriculum, the resources and facilities supporting the curriculum, and the 

focus of the program in all dimensions of its operation. 

3.0        Policy Provisions 

3.1       Review Cycle 

All programs will undergo review on a cycle defined by the Program Review Schedule (PRS) jointly agreed upon between the Deans 

and EPCC. Each curriculum in a school must be reviewed in a specific program in the PRS. 

3.2       Review Process 

Each review will be developed by the program faculty, reviewed by EPCC, and submitted to the Provost with written comments. 

3.3       Completion 

Each program review should normally be completed in 26 months. The process starts with the appointment of the program report 

committee by the Dean and ends with the follow- up report a year after the interview with the Provost. 

4.0       Implementation 

4.1       Review Schedule 

EPCC will util ize the current Program Review Schedule (PRS) to schedule reviews for each academic year. 

 

Guide 

EPCC will provide a Guide for Program Reviews to assist the process. This guide will contain a standard time schedule, description of 

responsibilities for the various participants, and guidelines for content to be used by participants. 

Progress Reports 

At the end of each academic year EPCC will provide the Senate and the Provost with a list of reviews completed in the preceding year, 

a list of reviews delinquent at that point, and a list of reviews starting at that point. 

 

 

5.3  UHCL PROMOTION AND TENURE  

Approved by University Council January 20, 1994 

Amendment & Approved by University Council April  11, 1996 

Amendment & Approved by University Council May 10, 2018 

 

1.0 Policy Overview 

2.0 Definition 

3.0 Probationary Period 

4.0 Reviews During the Probationary Period 

5.0 Professorial Responsibilities and Activities 

6.0 Criteria and Standards for Promotion and Tenure 

7.0 Promotion and Tenure Review Process 

8.0 Promotion and Tenure Schedule 

http://prtl.uhcl.edu/portal/page/portal/PRV/FORMS_POLICY_PROCEDURES/FACULTY_HANDBOOK/FACULTY5.3#1
http://prtl.uhcl.edu/portal/page/portal/PRV/FORMS_POLICY_PROCEDURES/FACULTY_HANDBOOK/FACULTY5.3#2
http://prtl.uhcl.edu/portal/page/portal/PRV/FORMS_POLICY_PROCEDURES/FACULTY_HANDBOOK/FACULTY5.3#6
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9.0 Request for Reconsideration 

10.0 Reapplication for Professor 

11.0 Promotion and Tenure Appeals 

 

1.0  Policy Overview 

Tenure at the University of Houston-Clear Lake is defined as the right to continuous employment. Tenure is awarded by the 

Chancellor of the University of Houston System, in the normal course of promotion and tenure review, upon recommendation of the 

President, under the authority delegated by the Board of Regents and upon the basis of recommendations initiated by departments and 

reviewed within the colleges by the Peer Review Committee, the Academic Associate, the Dean, and by the Provost.  Tenure is 

awarded on the basis of teaching, research, and service excellence to date. The promotion and tenure policy provides procedures and 

criteria that relate to renewal or non- renewal of appointments, tenure, and promotion. 

 

2.0  Definitions 

 

2.1 Appointment 

Appointment is defined as the employment of an individual in a given capacity for a specified time period at a stated salary. Faculty 

appointments are made following procedures developed at the university and which have been approved by the Chancellor. 

Appointment letters must be approved by Academic Affairs (AA)  and Human Resources (HR), and must follow standard forms as 

adopted by AA and HR. Prior approval of the President or Chief Academic Officer (Provost) as designee is required before any 

faculty appointment with tenure can be recommended to the Chancellor. In addition, no person shall be appointed to the position of 

Dean, or equivalent, or Vice President, or equivalent, without prior consultation with the Chancellor and in accordance with Board of 

Regents Policy 57.10. No administrator may be given faculty status or tenure without a review and recommendation by the academic 

unit involved. 

 

2.2  Probationary period 

The probationary period is defined as the time a faculty member spends under appointment in a tenure-track position prior to being 

awarded tenure. It shall not normally exceed seven years, and the conditions of the period shall be specified in the appointment letter. 

Prior full -time collegiate level teaching at the rank of assistant professor or above may be credited to the probationary period. 

 

3.0  Probationary Period 

The probationary period for a tenure ïtrack appointment allows UHCL to consider whether a faculty member is able to meet the 

teaching, scholarship, and service expectation of the job. During the probationary period, a faculty member does not have tenure. 

The following section outlines the initiation, duration and extension of the probationary period. 

 

3.1  Initiation of Probationary Period. 

The probationary period begins at the start of the fall semester of the appointment. For a faculty member appointed for the spring 

semester or dates other than the fall semester, the probationary period begins in the fall semester of the following academic year 

unless otherwise indicated in the appointment letter. 

 

3.2  Length of Probationary Period for Assistant Professors 

The maximum probationary period for a faculty member appointed as an assistant professor is equivalent of six (6) years of full - time 

service. The length of the probationary period may be adjusted due to credit for prior full -time collegiate level teaching. If the 

probationary period is shortened as a condition of the appointment, it shall be articulated in the letter of appointment for the faculty 

member. In year five of a seven-year probationary period, the faculty member will  be notified in writing that the final and mandatory 

review for tenure will take place in the sixth year of the probationary period. The faculty member has the responsibility to request or 

decline review in the sixth year of the probationary period. The faculty member's decision to become a candidate for promotion and 

tenure should be submitted in writing to the dean. If a faculty member declines review in the sixth year, such declination will be 

deemed to be a resignation effective at the end of the probationary period. 

 

All  assistant professors who are retained through their probationary period and who apply for tenure and promotion from assistant to 

associate professor will be reviewed in the sixth year of the probationary period. In exceptional cases, however, candidates who 

believe that they have achieved a truly outstanding record earlier in their career may apply for promotion and tenure in the fourth or 

fifth  year at UH-Clear Lake. If the early review is unsuccessful, the candidate may be reviewed again during the sixth year 

 

3.3  Length of Probationary Period for Associate Professors or Professors without Tenure 

A faculty member appointed without tenure at the rank of associate professor or professor shall normally serve a probationary period 

not to exceed four years. Candidates for tenure appointed at the rank of associate professor or professor who are serving probationary 

periods may expect to be considered for tenure in the third year of the four-year probationary period. In cases of perceived 

exceptional merit, a faculty member may choose to apply for an earlier consideration for tenure. Non- tenured associate professors 

and professors will be notified in writing in the second year of their probationary period about the required documentation to be 

submitted in the third year of their probationary period. It is the faculty members responsibility to request or decline review in the 
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third year of the probationary period. If a faculty member declines review in the third year, such declination in writing will be 

deemed to be a resignation effective at the end the probationary period. 

 

3.4  Length of time for Promotion to Professor 

No time is specified for promotion from associate professor with tenure to professor. An associate professor with tenure seeking 

professorial rank must notify the dean of his or her intentions by the time specified in the published schedule. 

 

3.5  Extending the probationary period. 

Extensions to the probationary period may be granted upon formal written request by the faculty member with recommendation of the 

dean and provost, and approval by the president. Documented extensions to the probationary period are also referred to as stopping 

the clock. 

 

3.5.1  Timing. Extensions are usually for one year, but a longer period may be requested in compelling circumstances. Any 

extension greater than one year must be recommended by the dean and provost and approved in writing by the president. The stop-

the-clock period will be excluded from the probationary period and the probationary period extended accordingly. 

 

Faculty members who intend to request an extension of the probationary period are encouraged to do so as early as the situation 

arises. 

 

3.5.2  Qualifying Circumstances. Circumstances for which a faculty member may request an extension to the probationary 

period include, but are not limited to: the birth or adoption of a child; responsibility for managing the illness or disability of an 

immediate family member; parent or partner; serious persistent personal health issues; death of a parent, spouse, child, or domestic 

partner; military service; and significant delays in fulfillment of UHCL resources committed in the appointment letter. 

 

Not having met teaching, scholarship, and service expectations during a previous review period does not qualify as an extenuating 

circumstance for extension of the probationary period. 

 

3.5.3  This policy is separate and distinct from any terms and conditions outlined in the Faculty Development Leave policy.  Nor 

does it affect any existing policy or policies relating to faculty leave. 

 

4.0  Reviews during Probationary Period 

4.1  Annual Performance Review 

Every tenure-track faculty will undergo an annual performance review conducted by the department chair, appropriate administrator, 

or committee according to College procedures. Employment of non- tenured faculty is renewed on an annual basis and normally 

should involve career development during the probationary period. 

 

4.2  Third Year Review of Assistant Professors 

All  candidates for tenure are entitled to a third year review of their progress towards tenure and promotion. The third year review of 

assistant professors will  be coordinated by the Dean or Academic Associate of the candidate. 

 

Reviews will  be conducted during the third year of the tenure track unless the candidate and Dean negotiate a different timeline for 

review. Written documentation of such an agreement shall be placed in the candidateôs personnel file with a copy provided to the 

candidate. 

 

4.2.1  The third year review of assistant professors will include written review of: 

 

4.2.1.1  Current strengths and weaknesses of the tenure-track faculty member in the areas of Teaching and Educational Activities; 

Research, Scholarly, or Artistic Activities; and Service. Only the areas used to judge a candidate for promotion and tenure as 

described in section 5.0 Professional Responsibilities and Activities shall be used in the third year review of the tenure-track faculty. 

 

4.2.1.2  Progress toward tenure and promotion. 

 

4.2.1.3  Suggestions for strengthening the faculty member's candidacy. 

 

4.2.1.4  Feedback regarding the format and documentation of the candidate's vita and supporting materials. 

The third year review process is similar to a promotion and tenure review. Its purpose is to provide guidance to the tenure-track 

faculty member regarding future directions and activities. To provide the most effective and clear feedback, the dean and the chair of 

the peer review committee will be responsible for communicating to the individual the review's assessments and recommendations for 

future directions. The faculty member will receive copies of all assessments and recommendations at the time of the meeting with the 

dean and chair of the peer review committee. 
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4.2.1.5  The third year review's recommendations and findings do not imply a specific commitment to future university action in 

promotion and tenure. 

 

4.3  Third Year Review Procedure 

 

4.3.1  All  designated third year faculty will be informed by the dean of the guidelines of this process, the dates for submission 

and the composition of their vita and documentation. Participating third year faculty will  be asked to submit a current vita and 

documentation of all relevant past activities and all publications (including those in press). The faculty member may also discuss 

projects and papers in progress. However, those activities in process will not be given major consideration in the review. The 

documentation should be organized under the three areas of Teaching and Educational Activities; Research, Scholarship or Artistic 

Activities; and Service. No external letters shall be solicited for this review. 

 

4.3.2  The review committee members charged with the responsibility of assessment should not rate the faculty member 

according to the standards of "excellent", "very good", "satisfactory", "less than satisfactory" and "poor". 

 

4.3.3  The vita and documentation will be reviewed by a committee of tenured faculty of the person's discipline. (Composition of 

the committee and its charge will reflect current promotion and tenure guidelines 7.3). The committee will  submit a written report and 

recommendations to the next level of review, that of the academic associate. At the completion of that review, the academic associate 

will  forward a written report and recommendations along with the peer review committee report to the dean. 

 

4.3.4  The dean will examine the faculty member's documentation and vita, review the reports from the peer review committee 

and academic associate and develop recommendations. The dean, or the dean's designee, will be responsible for communicating in 

written and verbal form the results of the review process and the assessment of the faculty member. This assessment will  include 

discussion  of the strengths and weaknesses of the faculty member's current activities, suggested actions for strengthening the faculty 

member's candidacy and general comments on the format and documentation. This communication should provide feedback to guide 

the future directions of the 

tenure-track faculty member, with the understanding that the purpose of the review is to help the faculty member in his or her 

professional development. 

 

The Dean or the Deanôs designee and the chair of the peer review committee will meet with the candidate under review by May 31st 

of the third year and provide feedback and copies of all assessments. The chair of the peer review committee is responsible for 

scheduling the feedback meetings. 

 

5.0  Professorial Responsibilities and Activities 

Faculty members will be expected to meet the highest standards of their discipline within the three traditional areas of professorial 

responsibility: Teaching and Educational Activities; Research, Scholarly, or Artistic Activities; and Service. No other distinct criteria 

or standard shall be assessed independently or as part of the three areas of responsibility described in this section 5.0. 

 

5.1  Teaching and Educational Activities 

 

5.1.1  Teaching consists of direct involvement with students inside or outside the classroom. It includes classroom instruction  

and seminars, supervision of independent study and graduate research, and direction of graduate theses and  

dissertations. All  university professors are expected to incorporate new knowledge into their courses on a continuing basis. 

 

Documented evidence of teaching expertise may include but is not limited to: student evaluations, course syllabi, letters, or solicited 

opinions. 

 

5.1.2  Educational activities include, but are not limited to, the development of new curricula, new courses, new degree programs 

and new training programs; the writing of textbooks and educational publications; presentations about teaching at professional 

meetings; and technology transfer or dissemination. 

 

5.2  Research, Scholarly, or Artistic Activities 

 

5.2.1  Research, scholarly or artistic activities are those which lead to the creation and dissemination of new knowledge; to 

increased problem-solving capabilities, including such activities as design and analysis; to original critical or historical theory and 

interpretation; or to the production of art or artistic performance. 

 

5.2.2 Evaluation of competency in scholarly and artistic activities must include records of accomplishments (i.e. published or in press 

material [either proof of final acceptance, off-print, or paper copy of an electronic publication], commissions, exhibitions, inventions, 

awards, grants, etc.) and letters of evaluation from those knowledgeable in the candidate's area of scholarship, both inside and 

outside the university. 
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5.3  Service 

 

5.3.1  Service includes: I) service to professional organizations and journals; 2) service to the program, college, university, and 

system; and 3) service to the public. 

 

5.3.2  Service is the application and dissemination of knowledge or skill for the solution of problems and the improvement of the 

university, the profession, or the community. Service to the university in support of its activities is required of all UH-Clear Lake 

faculty members. 

 

6.0  Criteria and Standards for Promotion and Tenure 

The basic criteria and standards for promotion and tenure reflect the Universityôs commitment to academic excellence.  Candidates 

for promotion or tenure at any level shall be judged solely in the three traditional areas of professorial responsibility: Teaching and 

Educational Activities; Research, Scholarly, or Artistic Activities; and Service. The comparative scale shall be: "poor", "less than 

satisfactory", "satisfactory", "very good", and "excellent". The scale may be adjusted to include ñvery good with the promise of 

becoming excellentò for candidates for promotion to associate professor with tenure. 

 

6.1  Standards for Associate Professor with Tenure 

Any candidate for promotion to associate professor with tenure is expected to be "excellent" or "very good with the promise of 

becoming excellent" in at least one of the three areas of evaluation. The candidate must also be rated at least "very good" in a second 

of the three areas and "satisfactory" in the third one. In addition, each candidate must be at least "very good" in "Teaching and 

Educational Activities" (Section 5.1). 

 

Any deviation from the standard expectations in 5.0 for a candidate for associate professor must be well documented in a letter, on 

university letterhead, that outlines the conditions and expectations and is signed by the dean of the school and the faculty member. 

This letter is to be placed in the candidateôs school-level personnel file and may be used by the candidate in compiling their Promotion 

and Tenure materials. 

 

6.2  Standards for Professor 

 

6.2.1  To be promoted to professor, candidates must have state, regional, or national reputations. This reputation may be achieved 

in any of the three areas of professorial responsibility. Candidates must also be "excellent" in either "Teaching and Educational 

Activities" or "Research, Scholarly, or Artistic Activities" and at least "very good" in the other two areas (i.e. teaching and service or 

scholarly activity and service). 

 

6.2.2  To be excellent in "Research, Artistic, or Scholarly Activities", candidates must have made substantial, outstanding, and 

continuing contributions to their professions. 

6.2.3  To be excellent in Teaching, candidates must be unusually effective in all the traditional aspects of university teaching 

applicable to their disciplines: classroom instruction and seminars, supervision of independent study and graduate research, as well as 

the directing of graduate theses, dissertations, or other capstone activities. 

 

6.2.4  Excellence in Teaching should also include distinction in educational activities (defined in 5.1.2), but it cannot rest upon 

educational activities alone 

 

7.0  Promotion and Tenure Review Process 

This section serves as a guide for the reviewing, processing and handling reappointment, tenure and promotion files. At the College 

level, a candidate's case must be reviewed by: (1) a peer review committee, (2) the academic associate (associate dean, faculty 

department chair, or program coordinator/chair) and (3) the dean. The academic associate's review is to be independent of the peer 

review committee and concurrent with it. The dean's review makes use of recommendations from both the peer review committee and 

the academic associate. 

 

The dean or the dean's designate will  notify in writing each assistant professor who is in the fifth year of a seven-year probationary 

period that he or she must prepare a promotion and tenure review file and be evaluated in the sixth year.  Individuals who have a 

probationary period that differs from the standard outlined herein, shall be notified in writing by the dean or deanôs designate that it is 

time to prepare a promotion and tenure review file in the year that corresponds with what is outlined in the letter of appointment. 

The candidate begins the review process by submitting a written request for review to the dean or deans designate in accordance with 

the published timeline. The candidate must submit all names and materials within the timeframe outlined by handbook and according 

to schedule published by the office of the provost. 
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7.1  Documentation of the Candidate's Case 

Candidates are expected to present evidence in support of their cases for promotion and tenure. The record to be reviewed will 

consist of supplemental materials related only to teaching, research, and service from the candidate's personnel file (including the 

third year review letters and copies of all annual review evaluations). Specific requirements for what constitutes documentation may 

be detailed in the college bylaws. The candidate must provide a dossier for consideration of reappointment, tenure and promotion 

and it must contain: 

 

7.1.1  A formal request for promotion or tenure in the university. 

 

7.1.2  A current curriculum vita. 

 

7.1.3  A narrative of the candidate's case for promotion and tenure. This material should be organized under the three categories 

of professorial responsibility: teaching, research or artistic activities, and service. 

 

7.1.4  Supporting materials may include: teaching evaluations, published research, artistic products, etc. 

 

7.1.5  External evaluations. The Dean or Academic Associate will provide these letters. 

 

7.1.6  Candidates may add supporting material unavailable at earlier stages of evaluation until that date on which the promotion 

and tenure recommendation is forwarded to the dean. Materials may not be added or changed after this date. The candidate is 

responsible for the accuracy of the documentation. 

 

7.2  External Reviewers 

External Reviewers provide an independent assessment of the candidateôs work and professional standing. This section includes the 

requirements, timing sequence, selection process and qualifications for external reviewers. 

 

7.2.1  Requirements. For tenure and promotion reviews, the dossier will contain a minimum of three letters from external 

reviewers. 

 

7.2.2  Qualifications. External Reviewers must hold the rank at or above the rank to which the candidate is applying for 

consideration. External Reviewers must have demonstrated expertise or knowledge in the area(s) of the candidateôs scholarship. 

Generally, external reviewers must be scholars who are not current or former thesis/dissertation advisors, co-authors, former students, 

relatives, former collaborators, mentors, or close personal friends of the candidate. 

 

7.2.3  Timing. The external review process will begin during the spring semester prior to the submission of the dossier for 

review. The candidate will provide the "external evaluation file" to be sent for outside review to the academic associate by June 1. The 

academic associate will mail letters and the "external evaluation file" no later than June 15 and will request outside reviewers to 

return their evaluations to the dean by September 15. 

 

7.2.4  Selection Process. The Candidate will forward a li st of prospective External Reviewers that includes the name, rank, 

discipline, and a justification for each of the nominees. The candidate and the peer review committee will  agree on a list of at least 

three outside experts to evaluate the candidate's record in the evaluator's area of expertise. 

 

7.2.5  The External Review. The external reviewer will be asked to make judgements about the candidate's performance relative 

to the performance of individuals at institutions comparable to UH- Clear Lake. The candidate will  be responsible for developing an 

"external evaluation file" which shall include a curriculum vitae plus products showing evidence of proficiency in teaching, 

scholarship, and/or service. The academic associate will  be responsible for mailing letters and the "external evaluation file" to the 

external evaluators. However, the replies will be received by the dean. The responses from external evaluators are at that time 

considered part of the candidates tenure case and will be made available to the candidate, peer review committee, the academic 

associate, the dean, the senior vice president and provost, and the president. 

 

7.2.6  The candidate may request and be granted access to external evaluation letters at or after the date that the letters of the peer 

review committee and Academic Associate are forwarded to the Dean. 

 

7.3  The Peer Review Committee. 

 

This section serves as a guide to the promotion and tenure peer review committees 

 

7.3.1  Timing. The peer review committee will be formed in the spring semester preceding the review year. 
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7.3.2  Qualifications. Candidates for promotion or tenure must be reviewed by a committee of their peers. The committee will 

consist of those tenured faculty in the same academic program as the candidate; their rank must be equal or be higher than the rank 

requested by the candidate. The committee must include a minimum of five faculty members. 

 

7.3.3  Selection Process. If more than five faculty are eligible for the committee, they will  decide: (1) to act as a committee of 

the whole or (2) to elect from among themselves a review committee.  However, any eligible member from the academic program 

requesting to be added to the review committee should be added. 

 

In addition, a candidate may request that a faculty member from an appropriate related discipline and/or academic program from 

across the university be added to the peer review committee. This written request is to be provided to the dean for approval. The 

deanôs decision and justification regarding peer review committee membership must be provided in writing to the candidate within 15 

working days of receipt of the written request. 

 

If  fewer than five faculty from within the academic program are eligible for the peer review committee, faculty from appropriate 

related disciplines and/or academic programs from across the university will  be added to form a five-person committee. These 

additional members will be selected by the dean from a list of UHCL faculty members submitted by the candidate that includes the 

name, rank, discipline, and a justification for each of the nominees. Prior to finalizing the five members on the committee, the dean 

will  consult with the candidate and with the eligible individuals from the candidateôs discipline. The final membership of the Peer 

Review Committee will  be communicated in writing to all parties in the review process. 

 

7.3.4  The Peer Review Assessment of the Candidateôs File. The peer review committee elects its own chair who then calls and 

conducts its meetings. The committee must decide, through a thorough, judicious, and confidential review of the candidate's 

materials, whether the candidate has met the standards for the rank requested. To do so, the committee has access to a candidate's 

records, whether submitted by the candidate or in the files in the dean's office. The candidate, likewise, will  have access to all 

materials used by the committee. 

 

7.4.1  The Peer Review Committee Report 

 

7.4.1 The peer review committee's report should include a specific, analytical appraisal of all the significant evidence favorable and 

unfavorable. It should analyze the candidate's performance in each of the traditional areas of professorial responsibility: Teaching and 

Educational Activities; Research, Scholarly, or Artistic Activities; and Service; and it should document its judgments from the 

supporting material. 

 

7.4.2  The peer review committee's recommendation must not be ambiguous. It should clearly favor or not favor the granting of 

promotion or tenure. Only members who agree with the reportôs judgement should sign the document. 

 

7.4.3  If the committee cannot reach a clear decision, its division and the reasons for it should be expressed either in the report or 

in separate concurring or dissenting statements by individual members. These should be submitted with the main report, and all 

committee members should be aware of all concurring or dissenting statements submitted. 

 

7.4.4  The peer review committee submits its recommendation to the dean, with copies to the candidate's academic associate and 

the candidate. 

 

7.5  The Academic Associate Review 

 

The candidate's academic associate reviews the candidateôs materials and makes his or her recommendation independent of, and 

without review of, the peer review committee's recommendation and submits it to the dean, with copies to the chair of the peer review 

committee and the candidate. 

The chair of the peer review committee will  make this recommendation available to all members of the committee. 

 

7.6  The Dean Review 

 

The dean reviews the candidateôs materials and submits his or her recommendation to the senior vice president and provost, who then 

submits it to the president. The peer review committee's and academic associate's recommendations accompany the dean's 

recommendation. The dean also sends his or her recommendation to the academic associate, the chair of the peer review committee, 

and the candidate. The chair of the peer review committee will  make this recommendation available to all members of the 

committee. 
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7.7  The Provost Review 

 

After reviewing the candidateôs materials, the recommendations of the peer review committee, the academic associate and the dean, 

the senior vice president and provost forwards his or her recommendation to the president, with copies to the candidate, academic 

associate, the chair of the peer review committee, and the dean. The chair of the peer review committee will make this 

recommendation available to all members of the committee. 

 

7.8  The President Review 

 

After reviewing reviews the candidateôs materials, as well as the recommendations of the peer review committee, the academic 

associate, the dean and the senior vice president and provost , the president forwards his or her recommendation to the chancellor, 

with copies to the candidate, academic associate, the chair of the peer review committee, the dean, and the provost.  The chair of the 

peer review committee will  make this recommendation available to all members of the committee. 

 

7.9  Distribution of Reviews 

 

Copies of all recommendations completed at each level of review are to be provided to the candidate, via email and interoffice mail, 

concurrently as they are submitted to the next level of review and in accordance with the promotion and tenure schedule published 

each spring. 

 

8.0  Promotion and Tenure Schedule 

 

In the spring of each academic year, the Office of the Provost will publish and distribute to all full -time tenure track and tenured 

faculty, a schedule containing specific dates which shall govern the completion of the stages of the tenure and promotion evaluation 

process. The schedule must allow sufficient time at each step of the process for review of the documentation and formulation of 

recommendations. 

 

9.0  Request for Reconsideration of Tenure and Promotion Decisions 

 

9.1  The candidate for tenure and/or promotion, upon receipt of copies of recommendation letters at the level of peer review 

committee, Academic Associate, Dean, and Senior Vice President and Provost, is entitled to request a reconsideration of the 

recommendation(s). Such reconsideration shall be limited to errors of fact or procedure found in the recommendation(s). 

 

9.2  Should a candidate wish to request reconsideration of a recommendation, she or he must send a written request for 

reconsideration to both the author and the addressee of the recommendation in question within five business days of receiving that 

recommendation. 

 

9.3  After reconsideration, and within seven business days of receipt of request, the reviewing party will notify  the candidate 

and all parties in receipt of the letter in question of the outcome of such partyôs reconsideration of the file. 

 

9.4  Letters from a candidate requesting a reconsideration of the recommendation(s) as well as responses from the reviewing 

party/committee shall be included in the candidateôs file as it continues through the promotion and tenure process and should be 

considered at all subsequent levels of review. 

 

9.5  If factual and/or procedural errors are not corrected, it is the candidates right to request reconsideration at the next level(s) 

of review, should the candidate so desire. 

 

9.6  Recommendations for tenure and promotion will be transmitted from the president to the chancellor, with a copy to the 

candidate, academic associate, the chair of the peer review committee, the dean and the provost. 

 

9.7  A positive recommendation will be reviewed at the System level. The UH Board of Regents will take final actions to 

award tenure or promotion. 

 

10.0  Reapplication for Professor 

 

If a candidate is denied the rank of Full Professor after review for promotion, he or she may reapply for consideration in subsequent 

years. It is advised that the candidate review his or her letters of recommendation, from internal and external evaluators, provided 

throughout the promotion review process in order that he or she may address the areas of concern. 
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Upon reapplication, the candidate must provide a letter indicating the changes, including new and/or additional accomplishments or  

materials, that are in the promotion file at the time of submission and which justify the candidateôs reapplication. This letter becomes 

part of the candidates file and should be reviewed with all other submitted materials. 

 

11.0  Promotion and Tenure Appeals 

 

The candidate may appeal a negative recommendation by the senior vice president and provost. Any appeal of the senior vice 

president and provost's recommendation must be heard, and a recommendation by the grievance committee forwarded to the 

president by a date specified to the committee by the president. For a grievance matter, see Handbook Grievance Procedures (11.2). 

 

In the event of a decision not to renew an appointment, the faculty member should be informed of the decision in writing, and, upon 

request, be advised of the reasons which contributed to that decision. The faculty member should also have the opportunity to request 

a reconsideration by the body or individual that made the decision 

 

 

5.4  UNIVERSITY OF HOUSTON -CLEAR LAKE -POST TENURE PERFORMANCE REVIEW  

Approved by University Council April  9, 1998 Policy No. FSEC. 1998.001 

Approved by UHS Board of Regents April  16, 1998 

 

1.0 Purpose 

This policy details the University of Houston-Clear Lake's compliance with Section 51.942 of the Texas Education Code and with the 

University of Houston System Board of Regents Policy on Post-Tenure Performance Review. 

 

1.1 Policy 

Under the existing University of Houston-Clear Lake (UHCL) Comprehensive Annual Faculty Review Policy (Section 5.0 of the 

UHCL Faculty Handbook), both tenured and untenured faculty are reviewed each year in the areas of teaching, research, service, 

and/or administration based upon the faculty member's job description and workload commitment. The Dean (or the Dean's designee) 

may choose to meet with a faculty member to review the faculty member's activities, as well as to provide the opportunity for the 

faculty member to discuss projected activities. This post-tenure performance review policy extends the existing policies by isolating 

and further defining those provisions specifically related to post-tenure performance review. The provisions of this policy are directed 

toward the professional development of the faculty member as indicated in Section 51.942 of the Texas Education Code. 

 

1.2 Performance Standards 

Each school shall  develop, maintain, and publish a statement of standards by which the performance of all faculty is evaluated. The 

following guidance is provided for the development of school standards: 

 

1. School standards for post-tenure performance review should embrace the entire scope of faculty contributions. Dif ferences 

in faculty commitments and assignments within the school and university should be recognized. School standards should typically 

address: 

¶ the individual's effort and effectiveness in contributing to the university's instructional mission; 

¶ the individual's activity in and contributions to the academic discipline; and 

¶ the individual's contributions to the collective life of the program, school, and university. 

 

2. School statements must affirm support for the basic principles of academic freedom and should express tolerance for 

minority opinions, dissent from professional orthodoxies, and honest and civil disagreement with administrative policy, protocol, and 

actions. According to the University of Houston System Board of Regents Policy on Post-Tenure Performance Review, the 

implementation of a post-tenure performance review policy will not result in compromising academic freedom. Academic freedom is 

defined in Section 8.1 of the Faculty Handbook. 

1.2.1 Performance Notif ication 

All tenured faculty members will receive written notif ication by September 30 of the academic year preceding the post-tenure 

performance review. 

1.2.2 Dismissal Policy 

The Dismissal of Faculty Members with Tenure and Special or Probationary Appointment before the End of the Specified Term of 

Appointment Policy (Section 5.4 of the Faculty Handbook) and University of Houston System Faculty Dismissal Policy (Section 5.6 of 

the Faculty Handbook) describe causes for dismissal of a faculty member. Nothing in this policy shall be construed to prevent the 

university from invoking any of the provisions of the Dismissal of Faculty Member with Tenure and Special or Probationary 

Appointment before the End of the Specified Term of Appointment Policy (Section 5.6 of the Faculty Handbook). 

1.3 Procedures 

Comprehensive post-tenure performance reviews will  be conducted according to the performance standards established by each school. 

The post-tenure performance review must be conducted every six years by a post-tenure performance review committee. A faculty 

member may choose to undergo the post-tenure performance review process earlier than every six years. If  the Dean perceives that the 
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faculty member's performance according to school standards is "unsatisfactory", then the Dean shall i nitiate the post-tenure 

performance review process. 

1.3.1 Unsatisfactory Performance 

A finding of "unsatisfactory" performance on the post-tenure performance review in the area of teaching or "unsatisfactory" 

performance in the areas of both research and service will  result in a tenured faculty member's being rated "unsatisfactory." 

"Unsatisfactory" performance is the equivalent of "incompetency" or "continuing or repeated substantial neglect of professional 

responsibilities" as contained in Section 51.942 of the Texas Education Code. 

1.3.2 Peer Review of Post-Tenure Performance for Faculty 

An elected school fi rst stage post-tenure performance review committee(s) of tenured faculty must review 1) all faculty with due dates 

in any particular year; 2) all faculty choosing to undergo post-tenure performance review; and 

3) those faculty members required by the Dean to have post-tenure performance review. Such committee will review the last six years 

of annual evaluations and any other materials deemed appropriate by school policy. If this fi rst stage committee considers the faculty 

member not to be at risk, then the faculty member's review is complete and the faculty member is not required to undergo post-tenure 

performance review for another six years. Those faculty deemed to be potentially at risk by such committee will t hen have a second 

stage post-tenure performance review committee which can be determined in one of two ways by the faculty member: 

1. the post-tenure performance review committee can be set up in the same manner as a tenure committee in the school; or 

2. a seven-member committee can be established. Four of the members are chosen based upon the procedures for selecting 

faculty members for the tenure committee in the school and one faculty member elected from each of the other three schools. The 

committee will weigh the faculty member's contributions to the discipline, the program, the school, and the university through teaching, 

research, and service as compared to the standard adopted and applied by the school. The committee will prepare a summary of its 

determination of "satisfactory" or "unsatisfactory" performance. The post-tenure performance review process may result in one of the 

following recommendations/findings: 

1. Certification of satisfactory performance; 

The second stage post-tenure performance review committee may conclude that the faculty member's competence and/or professional 

contributions meet the school's standards for satisfactory performance. The review is then complete. The faculty member is not required 

to undergo post- tenure performance review for another six years. 

2. Certification of unsatisfactory performance; 

The second stage post-tenure performance review committee may concur that the faculty member's competence and/or professional 

contributions are unsatisfactory to meet the school's standards. If after careful review the Senior Vice President and Provost does not 

agree with the recommendation of unsatisfactory performance by the committee, then the review is complete by the committee and the 

faculty member is not required to undergo another post-tenure performance review for another six years. The final decision regarding 

the faculty member's performance is the responsibility of the Senior Vice President and Provost. 

1.3.3 Faculty Development Plan 

If the Senior Vice President and Provost sustains the recommendation of unsatisfactory performance, the second stage post-tenure 

performance review committee alone will  create a professional development plan after consultation with the faculty member and the 

Dean. The committee shall specify, in writing, the deficiencies it has noted, specific goals and measurable outcomes the faculty 

member must achieve, resources recommended, and a timeline for meeting the goals. The length of the faculty development plan is 

from one to three years to be determined by the second stage post- tenure performance review committee. The plan will be forwarded to 

the Dean for review and submission to the Senior Vice President and Provost, whose signature signif ies approval. Upon approval, the 

plan goes into effect. The Dean (or Dean's designee) will  meet with the faculty member at least twice annually to review the 

individual's progress. The Dean will prepare a summary report following each meeting. 

 

Additionally, at the end of each year, the second stage post-tenure performance review committee has to review the faculty member's 

progress and make one of the following three findings: 

a. Satisfactory completion of the plan. This finding will be accompanied by a recommendation that the faculty member is 

performing at least at a "satisfactory" level. The faculty member is not required to undergo another post-tenure performance review for 

another six years. 

b. Satisfactory progress in meeting the goals of the professional development plan. This finding will be accompanied by a 

recommendation to continue the professional development plan. 

c. Unsatisfactory progress in meeting the goals of the professional development plan. This finding will be accompanied by a 

recommendation of revocation of tenure or other appropriate disciplinary actions. 

1.3.4 Due Process and Grievance Procedures 

Before a faculty member may be subject to any disciplinary action on the basis of performance evaluations, notice of specific charges 

and an opportunity for a hearing on those charges must be provided in accordance with the Faculty Grievance Policy and Procedure 

(Section 9.0 of the Faculty Handbook). A faculty member subject to revocation of academic tenure on the basis of performance 

evaluations also has the opportunity for referral of the matter to a nonbinding alternative dispute resolution process as described in 

Chapter 154, Civil  Practice and Remedies Code. If both parties agree, another type of alternative dispute resolution method may be 

elected. This policy does not supersede the rights of the faculty member articulated in the University of Houston- Clear Lake Faculty 

Handbook. 
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5.5 UNIVERSITY  OF HOUSTON SYSTEM FACULTY DISMISSAL POLICY  

Approved 1984 

 

1.0  Purpose 

Each university of the University of Houston System, through faculty governance processes of the particular university shall  develop 

policies and procedures pertaining to dismissal of faculty members. Such policies must be consistent with those specified herein and 

must be approved by the Chancellor of the University of Houston System. 

2.0 Policy 

2.1 Dismissal recommendations are initiated by the presidents of the component universities. The final decision concerning the 

dismissal of a faculty member is made by the Chancellor of the University of Houston System upon concurrence by the Board of 

Regents. Campus policies and procedures for faculty dismissals must ensure that: 

2.2 The rights of due process are protected. 

2.3 Dismissal shall  not infringe the constitutionally protected rights of an individual and shall not be used to restrain faculty 

members in their exercise of academic freedom.5.3. Dismissal procedures provide for timely written notice of impending dismissal, 

which specifies the grounds under which dismissal is sought. 

2.4 The burden of proof in dismissal proceedings rests with the institution. 

3.0 Definition 

3.1 Dismissal is the termination of employment of a tenured faculty member, or of a probationary or special faculty member 

prior to the end of the term of appointment. Dismissal may be justified by one or more of the following: 

3.2 Adequate Cause 

3.2.1 Grounds related to demonstrated professional incompetence, or to dishonesty in teaching or research 

3.2.2 Grounds related to substantial and manifest neglect of professional or academic responsibilities 

3.2.3 Grounds related to actions that would result in a general condemnation of the faculty member by the American academic 

community. 

3.3 Financial Exigency 

Termination of employment is justified by demonstrated and bona fide imminent financial crisis that threatens the continuation of the 

academic programs in their present form and that cannot be alleviated by other means. Each university will develop procedural 

standards to determine whether a state of fi nancial exigency exists. Standards so developed will include provisions for faculty 

involvement in the determination and for a minimum 12-month notice of termination of appointment to tenured faculty. Non-tenured 

faculty will be given notice consistent with university non reappointment guidelines. 

3.4 Medical Reasons 

Termination is justified by clear and convincing medical evidence that the faculty member cannot fulf ill  professional and academic 

obligations, or the terms and conditions of appointment. 

 

 

5.6  DISMISSAL OF FACULTY MEMBERS WITH TENURE AND SPECIAL OR PROBATIONARY 

APPOINTMENT BEFORE THE END OF THE SPECIFIED TERM OF APPOINTMENT  

Approved 1984 

 

1.0 Purpose 

The following procedures for due process must be applied not only to faculty members with tenure and probationary faculty members 

but to any faculty member terminated during an unexpired term of appointment. 

2.0 Cause 

Adequate cause for the dismissal of a faculty member includes, but is not limited to, the following: 

2.2 Serious professional or personal misconduct, examples of which are: 

2.2.1 moral turpitude - conduct generally accepted as immoral that would cause general condemnation of the person involved. 

Examples include, but are not limited to: dishonesty, conviction of a major illegal act, and sexual harassment. 

2.2.2 misuse or misappropriation of University property, University funds, or funds held by a faculty member as part of his/her 

off icial duties. 

2.2 Demonstrated neglect of professional duties. 

2.3 Demonstrated professional incompetence or dishonesty in teaching or research. 

2.4 Mental or physical disablement of a continuing nature adversely affecting to a material and  

substantial degree the performance of duties, or the meeting of responsibilities to the institution or to students and associates. 

2.5 Bona fide financial exigency as defined below. 

2.6 Bona fide phasing out of University programs requiring reduction of faculty. 

3.0  Dismissal of a Faculty Member with Tenure 

Dismissal of a faculty member with tenure or a probationary faculty member whose specified term of employment has not expired will 

follow the grievance policy and procedures outlined in Section 9.1. 
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5.7 FINANCIAL EXIGENCY  

Approved 1984 

Revised and approved 2011 

 

1.0 Definition of Financial Exigency 

For the purposes of this policy, a financial exigency is a bona fide imminent financial crisis that threatens the continuation of the 

academic programs in their present form, and that cannot be alleviated by other means. Words like "crisis" and "survival" are used to 

make it clear that an exigency must involve extremely serious financial problems, and not merely minor or temporary budget 

dif ficulties. These financial problems may be due to a budget shortfall, a lack of enrollment or an increase in overhead expenses. The 

definition of financial exigency also embodies its primary consequence, the authority to dismiss tenured and tenure-track faculty which 

may be due to the cancellation of a program. This is a drastic step that should be taken only after all reasonable alternatives (See section 

E) have been exhausted. The declaration of an exigency requires that the dismissal of tenured and tenure-track faculty is likely, even if 

such dismissals are not imminent. 

2.0 Consultation Prior to Declaration of Exigency. When the University of HoustonïClear Lake (UHCL) President believes a 

bona fide financial exigency exists, he/she shall convene with the 

Faculty Senate in one meeting at least 30 days prior to a Board of Regents meeting. One intention of this meeting is to investigate the 

root causes of the financial exigency. The request for a meeting shall  be accompanied by written supporting documentation, including 

detailed financial data. The Faculty Senate, in accordance with its bylaws, will  in turn, provide advice and consultation to the UHCL 

President about the declaration of an exigency. Disagreements should be noted by the Faculty Senate, and the Faculty Senate President 

will present the position of the Faculty Senate to the UHCL President. 

3.0 Declaration of Financial Exigency. The decision to declare a financial exigency may be made only by the Board of Regents. 

Before declaring a financial exigency, the Board must meet in open session to consider the positions of the UHCL President and the 

Faculty Senate President. The declaration of an exigency requires the affirmative vote of the Board according to procedures established 

in its bylaws. 

4. Consultation during Exigency. After the declaration of an exigency, major steps for dealing with the financial crisis will  be 

reviewed jointly by the UHCL President and the Faculty Senate. Proposals to terminate or signif icantly alter academic programs shall  

be submitted for consideration to the 

Faculty Senate by the UHCL President. 

5.0 Consideration of Less Drastic Alternatives Prior to Termination of Faculty. 

Prior to issuing notices of dismissal to tenured and tenure track faculty or canceling academic programs, the UHCL President shall 

thoroughly explore all reasonable alternatives including, but not limited to, the following: 

a. Reducing Budgets 

b. An early retirement program 

c. Voluntary leaves of absence, voluntary reduction in salary or reassignment to part-time employment. 

d. Temporary adjustment in workload including the reduction of summer course offerings. 

e. Transfer of faculty to other positions for which they are qualif ied at the University of Houstonï Clear Lake. This may  

include, but is not limited to, faculty teaching courses in other programs. 

f. Reduction or postponement of nonacademic expenses. 

g. Sale of assets and other means to increase revenue. 

h. Increased charges, e.g. facilities rental fees, to at least cover expenses. 

i. Elimination of administration and/or staff  positions. 

j. Reduction in Administrative, Faculty, and/or Staff salaries. 

6.0 Plan for Retrenchment. A retrenchment plan must be approved by the Board of Regents before actions are taken pursuant to 

a declaration of financial exigency. Prior to the approval of a plan, or the amendment of an existing plan, the Board must meet in open 

session to consider the positions of the UHCL President and the Faculty Senate. Termination of faculty appointments or major changes 

in academic programs must conform to the principles established in the exigency plan, as well as the provisions of this document. Only 

in extraordinary circumstances may the plan provide for the termination of tenured faculty in one program and the retention of 

untenured faculty in another program in which tenured faculty are qualified to teach. Academic considerations, to be determined in 

consultation with the Faculty Senate, will be primary in making program and personnel decisions. No administrative, staff, or academic 

areas of the University will be considered exempt from the effects of an impending financial crisis. During the formation of a 

retrenchment plan, issues regarding recovery will be considered and included. 

7.0 Order of Termination. 

Except in extraordinary circumstances where a distortion of an academic program would otherwise result, non-tenure track faculty 

within a program shall be terminated before any tenure-track faculty are terminated, and any untenured faculty within a program shall  

be terminated before any tenured faculty are terminated. Where consistent with the academic needs of the university, preference shall 

be given to tenured faculty of higher rank, and to more senior faculty within the same rank. All applicable federal and state laws, 

including non-discrimination laws, shall be observed when making termination decisions under this policy. 

8.0 Termination Notice and Procedure. Termination of tenured faculty and tenure-track faculty with at least eighteen months 

probationary service requires notice of at least twelve months. Tenure-track faculty in the first year of probationary service will be 

given notice of termination at least three months before the end of the academic year. Tenure-track faculty in the second year of 

probationary service must be given notice of termination at least six months before the end of the academic year. Recommendations for 
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the dismissal of tenured and tenure-track faculty are initiated by the President in consultation with the Faculty Senate. The final 

decision is made by the Chancellor of the University of Houston System, with the concurrence of the Board of Regents. In all cases the 

administration shall exercise due diligence to ensure that actions taken to give notice of termination conform to all applicable state and 

federal laws. After receiving notice of termination and prior to the actual termination of employment, a faculty member may choose 

retirement, if eligible. 

9.0 Procedures for Review of Personnel Actions Based on Financial Exigency. 

Any faculty member who is given notice of termination or is subject to a personnel action that would be prohibited in the absence of an 

exigency is entitled to a hearing before a designated faculty body. The designated faculty body will consist of at least five faculty 

members, all from the Council of Professors. One member will be named by the faculty member; a second faculty member will be 

named by the UHCL President. Within ten working days, these two representatives shall  select, in any manner they agree upon, the 

other three committee members from the Council of Professors. If the representatives cannot agree on the choice of the other members 

of the committee within the time allotted after their selection as representatives, the President of the Faculty Senate will select the 

remaining members of the committee, within an additional ten working days. Among the issues to be considered by the review 

committee are: 

a. Disagreements concerning the existence and extent of a bona fide financial exigency. 

b. Adherence to the plan for retrenchment. 

c. Compliance with procedural requirements. 

d. Improper motives related to academic freedom, race, national origin, religion, age, handicap, veteran's status, gender, or 

sexual orientation in the dismissal of a faculty member. 

The burden of proof in dismissal proceedings rests with the university. The findings of the Faculty Senate regarding the existence of a 

financial exigency may be introduced in review proceedings. The review committee shall forward a recommendation to both the UHCL 

President and the affected faculty member. 

10.0 Policies Related to Financial Exigency. The following policies will be followed with regard to tenured and tenure-track 

faculty dismissed due to financial exigency. 

a. Job placement services will  be provided free of charge. 

b. Eligibility to participate in state premium sharing and group insurance programs sponsored by the university will  

continue at least until  the end of the notice period. Eligibility for 18 months of additional coverage is  

available through Consolidated Omnibus Budget Reconciliation Act (COBRA) without premium sharing. The individual will  pay the 

full cost for the COBRA coverage 

c. From the time notice is given until the termination of assigned duties, terminated faculty members are entitled to enroll in 

courses for credit without payment of tuition or fees, provided that the faculty can (1) meet fundamental job obligations and (2) meet 

the requirements for admission to the course or UHCL program. 

d. If faculty positions terminated in a bona fide financial exigency become available again, irrespective of rank, within two 

years of such termination or two years after the termination of the exigency, whichever is longer, the university shall fi rst offer those 

positions to qualified tenured faculty members terminated under the financial exigency. The offer will be a tenured position at the same 

rank as previously held. The university is obligated to make an offer only one time to that faculty member. New academic, staff and 

administrative appointments will not be made while a financial exigency is in effect, unless a disruption in the academic program would 

otherwise result. 

 

 

5.8 PROGRAM DISCONTINUANCE POLICY AND PROCEDURES  

EPCC.1997.001 

Approved by University Council December 1996 

 

1.0 Purpose 

This document defines policy and procedures for discontinuance of programs. 

1.1 The policy is based on four guiding principles. The decision to discontinue a program should: 

be closely connected to program, school, and university mission and planning, occur only following careful and thorough discussion, 

be negotiated between program faculty and the academic school administrators immediately responsible to it, and be made using a 

clearly understood process with at least one place for each of the constituencies concerned to participate in the decisions necessary. 

2.0 Definition 

For the purposes of this document, a "program" is defined as: 

any academic unit offering a degree. 

any support area, concentration, or certification program the discontinuance of which might require the termination of a tenure-track 

faculty member. 

3.0 Program Standards, Measures and Performance 

3.1 As part of the planning process and focused by their mission, all schools should have ascertainable and measurable 

minimum performance standards for every program, graduate and undergraduate. These measurable minimum performance standards 

must meet, but may exceed, the minimum performance standards set by the Southern Association of Colleges and Schools and the 

Coordinating Board. These ascertainable and measurable minimum performance standards are negotiated between and agreed upon by  
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faculty involved in the program and the appropriate academic administrators. They must be reviewed by the school's curriculum 

committee during the normal course of periodic program reviews. 

3.2 If agreement between program faculty and school administration on minimum performance standards proves impossible, the 

school faculty shall  decide the appropriate method for establishing minimum performance standards. 

3.3 Whenever a program fails to meet its minimum performance standards and the program faculty or school administration note 

this failure in writing, within three months of this notification the program faculty and the appropriate academic administration must 

agree on specific performance targets which define what the program must accomplish to respond to the condition and an appropriate 

time frame. These targets could be previously established minimum levels of performance adopted by schools, or they could be new 

levels of performance. The agreement could be to discontinue the program, to redefine it, or to merge it with another program. 

Whatever the decision, it must be put in writing. 

3.4 This agreement must specify the minimum level of support which the program can expect from the school faculty and 

administration. The provost must receive a copy of this agreement. 

3.5 If agreement between program faculty and school administration on specific performance targets proves impossible, the 

school faculty shall decide the appropriate method for establishing specific performance targets. 

4.0 Discontinuance of a Program Not Mandated by Financial Exigency 

4.1 Programs which may become candidates for discontinuance are: 

4.2.1 Any program whose full -time faculty agree that it should be discontinued or merged into another program; or 

4.2.2 Those programs which have failed to meet the agreed upon performance targets in the stated time frame; or 

4.2.3 Those programs which meet the agreed upon specific performance targets when exceptional circumstances are present. 

4.2.4 Exceptional circumstances must be documented by the school administration following discussion with the program faculty, 

the school faculty, and the provost. Thorough documentation of the exceptional circumstances and specific explanations of why 

alternatives to program discontinuance were either unavailable or inadequate must be included in the recommendation to discontinue 

which the school makes to the provost. 

5.0 Procedures for Program Discontinuance 

Once a candidate for discontinuance has been identif ied: 

5.1 The appropriate school curriculum committee must recommend the discontinuance. 

5.2 A majority of the faculty of the school, as defined by the schoolôs bylaws, must recommend discontinuance using 

procedures in the schoolôs bylaws. 

5.3 The Dean of the school must recommend discontinuance of the program to the Provost. 

5.4 The Provost must forward a recommendation for discontinuance of the program to the Educational Policy and Courses 

Committee (EPCC). EPCC members will only determine if procedures have been properly followed. 

Accompanying this recommendation shall  be the following: 

5.4.1 The rationale for discontinuance. 

5.4.2 An explanation of the impact the discontinuance would have on other programs and evidence of consultation with any 

affected programs. 

5.4.3 A description of the procedures followed in making the decision to discontinue and copies of all recommendations. 

5.4.4 Recommended future date for denying new students to the program. 

5.4.5 The plan, including a specific timeline, for phasing out the program, terminating degree authority, and allowing currently 

enrolled students to complete the program. 

5.4.6 Specific and explicit procedures, including specific timelines, for dealing with each tenured and non-tenured faculty, and 

staff member, involved in the program. Careful consideration must be given to early retirement, voluntary leaves of absence, part-time 

employment, transfer to other positions within UHCL for which the individuals are qualified, and/or retraining for other positions. 

5.4.7 The EPCC will send the proposal for discontinuance back to the school for failure to satisfy any of the above items 5.4.1 

through 5.4.6 

5.4.8 The EPCC shall  decide only whether the appropriate procedures, including those provided for in school written policies, 

have been correctly followed. If the appropriate procedures have been correctly followed EPCC must concur with the provost's 

recommendation and the recommendation shall proceed through the shared governance process outlined in the Constitution of the 

Faculty Senate. 

5.4.8  The Faculty Senate shall  decide only whether the appropriate procedures, including those provided for in school written 

policies, have been correctly followed. 

5.4.9 If the discontinuance is approved by the President, the administration of the school shall  begin phasing out the program. This 

operation shall proceed according to the plans and timelines already developed and approved by the School, and submitted by the 

Provost, with his recommendation, to EPCC. 

5.4.10 Except in circumstances where a serious distortion of an academic program would otherwise result, non-tenure track faculty 

within a program shall  be terminated before any tenure track faculty are terminated. Where consistent with the academic needs of the 

institution, preference will be given to tenured faculty of higher rank, and to more senior faculty within the same rank. Where consistent 

with the academic needs of the institution, preference will be given to seniority within any staff classification. Circumstances where a 

serious distortion of an academic program would result must be documented by school administration following discussion with the 

program faculty, the school faculty, and the provost. Thorough documentation of the circumstances and specific explanations of why 

alternatives were either unavailable or inadequate must be included in the recommendation to discontinue which the school makes to 

the provost. 
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When the decision to discontinue a program has been made by the President, tenure track faculty separation shall follow the guidelines 

in section 3.4 of the Faculty Handbook. Tenured faculty must be given notice of termination at least 12 months prior to the termination 

of that appointment (but not less than two long semesters following notice of termination). From the time notice is given until  the 

termination of assigned duties, the university will  provide full  payment for tenured faculty to enroll in courses for credit at any 

university in the UH system provided they can: 1. Meet fundamental job obligations and, 2. meet the requirements for admission to the 

course or program. 

6.0 Provision for Tenured Faculty and Program Specific Staff Dismissed as a Result of this Policy 

6.1 For tenured faculty members and program specific staff who are dismissed as a result of the discontinuance, the university 

must provide the following services: 

6.2 The university is committed to provide limited support for job placement services. 

6.3 Continuation of participation in group insurance programs offered by the institution at least until  the end of the 

appropriate notice period or eighteen months after performance of assigned duties, whichever comes later. The individual will pay 

full  costs. 

6.4 For tenured faculty if,  within three years of the individual's separation from the university under this policy, the position 

eliminated is again opened, the individual who held that job will  be offered the position before anyone else is . Rehired individuals will 

assume the same seniority, including tenure, and job status as was previously held. For staff  members terminated as a result of program 

discontinuance, the rehiring provision of the University Reduction in Force policy will apply. 

7.0  Discontinuance of a Program Because of Financial Exigency See: 

Faculty Handbook section 5.7 - Financial Exigency 

 

 

6.1  WORKLOAD POLICY FOR FACULTY  

FSEC.1997.001 

Approved by University Council May 8, 1997 

 

1.0  Purpose and Scope 

The purpose of this policy is to provide guidelines for the assignment of workload for full time non- tenure and tenure track faculty. A 

separate policy applies to part time faculty and is given in the faculty handbook. 

2.0  Policy Statement 

The faculty and administration of the University of Houston-Clear Lake adhere to the following guidelines to ensure the delivery of the 

highest quality instructional program possible to students and to promote scholarship and professional service. 

3.0 Responsibility for Administration of Policy 

The deans of the schools, in collaboration with their respective associate deans, are responsible for implementing procedures to ensure 

adherence to the university workload policy for faculty. The deans are responsible to the senior vice president and provost who has 

overall responsibility for UHCL's workload policy, including academic assignments. The off ice of the Senior Vice President and 

Provost is responsible for preparing the faculty workload reports, based on the information provided by the schools. 

Within their areas of responsibility, the deans certify that faculty have been assigned professional duties that are appropriate to the 

individual faculty member and which ensure effective management of the academic component. 

3.1 Faculty: Non-Tenure Track 

Normal Workload. The normal teaching load for a full-time, non-tenure track faculty member is twelve (12) semester credit hours, but  

deans may make exceptions for good and sufficient reasons. Visiting faculty members should have the same classroom teaching load as 

tenure track faculty. Other responsibilities for non-tenure track faculty will  be assigned by the dean as appropriate. 

3.2 Faculty: Tenure Track 

Normal Workload. The normal teaching load for a full-time tenure-track faculty member is nine 

(9) semester credit hours per long semester. In addition to carrying the normal teaching load, faculty members are responsible for 

student advising and mentoring; school, university and system curriculum development; and maintaining an active involvement in 

research, scholarship, or creative activity. Faculty members are also responsible for service activities, such as academic program 

reviews; accreditation studies; shared governance; and faculty service to their profession and to the local community. Those activities 

beyond the normal nine hour teaching load shall be counted as the equivalent of three (3) semester credit hours. 

4.0 Course-Load Equivalencies 

Definition. A course is equated to three semester credit hours. 

4.1 Laboratory teaching where the faculty member is present in the laboratory with or without an assistant. Two laboratory class 

hours are normally equated to one semester credit hour. Supervision of student teachers/teaching interns. Supervision of six student 

teachers is normally equated to one three semester credit hour course. 

4.2 Supervision of student interns. Supervision of six student interns is normally equated to one three semester credit hour 

course with the approval of the appropriate dean. Program requirements agreed upon by the program faculty and dean will determine 

the specif ic number of interns equivalent to one course. 

4.3 Independent Studies. Course-load equivalencies for faculty supervising Independent Studies will be handled by the 

individual schools. 

4.4 Thesis direction. A faculty member will receive one course release for every 24 credit hours of thesis research completed. A 

faculty member cannot count one student for more than six (6) credit hours of thesis credit for purpose of this policy. 
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4.5 Master's Projects. Course-load equivalencies for faculty chairing Master's Projects will  be handled by the individual schools. 

5.0  Flexible Teaching Assignments 

Faculty may request, and deans may assign, with the approval of the faculty member involved, an additional course in one long-

semester in return for a reduction of one course in a long semester to be decided in negotiation between the faculty member and the 

dean. 

Tenured faculty members may request to teach an additional three hour class in order to be evaluated primarily in teaching. The 

weights (Research, Teaching, Service) would be negotiated with the appropriate dean's off ice. This agreement must be renewed each 

academic year. The faculty member is advised to consider the effect the choice of weights may have on promotion. The weighting 

structure (Research, Teaching, and Service) plays an important role in the granting of tenure. Untenured faculty should not be assigned 

duties outside this structure that diminish the likelihood of being granted tenure. Additionally, untenured faculty should not be given 

the option to teach more courses than required by the normal workload. 

6.0 Course Releases 

6.1 New tenure-track faculty. 

Course releases for newly appointed, terminally-degreed, tenure-track faculty will be determined at the school level. 

6.2 University Funded Course Releases. 

The dean may approve an internally funded reduction in a faculty member's teaching load to allow the faculty member additional time 

for special research, administrative assignments, professional service, or other legitimate activity of value to the university. These 

assignments will be reviewed by the provost. If the provost requests a dean to release a faculty member from a course for a special 

assignment, then the provost will be expected to reimburse the school at a negotiated rate. Faculty are still responsible for their non-

instructional duties. However, in special cases some or all non- instructional duties may be reassigned with the approval of the dean of 

the school involved. 

6.3 Cost of Releases Not Funded by the University. 

Normally, each course release must provide for funding at a rate of 1/8 of the faculty member's 9 month salary plus cost of benefits. 

The university may set a dif ferent funding rate for individual releases at the discretion of the appropriate dean. Faculty are still 

responsible for their non- instructional duties. However, in special cases some or all non-instructional duties may be reassigned with the 

approval of the dean of the school involved. 

6.4 Deans and Associate Deans 

In consideration of their administrative duties, deans and associate deans normally teach one course per semester. 

6.5 Documentation 

Course release approvals/disapprovals of both the appropriate dean and academic area administrator are required to be in writing. 

Annual reports on administrative and other course releases, approved by the provost's off ice, will  be available in the provost's off ice. 

 

 

6.2  FACULTY OFFICE HO URS 

Approved 1984 

Revised and approved 2011 

 

1.0  Purpose 

This policy is to implement the UHCL requirement for faculty off ice hours. 

 

2.0 Definitions 

2.1 Office hours ï this represents time set aside for interactions with students during the semester in which the faculty member 

teaches. . They may include a variety of modalities for the convenience of students and faculty. Office hours begin the week before 

classes start. 

2.2 Faculty member ï all faculty positions, tenured or tenure track, non-tenured and part-time. 

3.0 Policy 

3.1 Faculty members shall  maintain office hours when students may contact them. 

3.2 Every class shall normally require two office hours, although the actual number of off ice hours will vary depending on the 

nature of the faculty memberôs assignment. 

3.2.1 At least one third of the total hours per week is to be face to face in facultyôs assigned office, except part-time faculty who 

are teaching only on-line courses. 

3.2.2 Up to two-thirds of the total hours per week should reflect the faculty memberôs teaching assignment. 

4.0 The schedule of faculty off ice hours is to be posted in a visible place in the faculty suite and in all course syllabi. 

 

 

6.3  INTERSCHOOL TEACHING POLICY  

From Faculty Handbook Approved June1988 

 

Policy 

A request for a faculty member in one school to teach a course in another school may be initiated by either the faculty member to 

his/her own Dean or by the Dean of the receiving school to the Dean of the faculty member's school. 
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If the faculty member initiates the request, then that request is subject to the approval of the receiving Dean. 

If both the receiving and granting Deans approve the faculty member's assignment, then the receiving school shall  provide the granting 

Dean with funds suff icient to obtain an adjunct faculty to teach one course that the faculty member would otherwise have taught in the 

granting school. In the event the Deans cannot agree on releasing the faculty member to the receiving school, the matter will be referred 

to the Provost. If the Provost approves the assignment, then the receiving school will pay the money for an adjunct replacement. If the 

issue is whether the faculty member is qualified to teach the course in question, the Provost will  overrule a Dean only under the most 

unusual circumstances, e.g., demonstrable bad faith exercised in refusing the request. Interdisciplinary studies are to be encouraged. 

For example, the Futures Program must be protected under this procedure. Patterns of interdisciplinary teaching already in place at the 

time this procedure is adopted will be given preferential treatment in terms of requests and permissions granted. 

 

 

6.4  POLICY ON DIRECTION OF THESES AND MASTER'S PROJECTS  

EPCC.1998.004 

Approved by University Council March 12, 1998 

 

1.0 Policy 

Each school shall  adopt, as part of the school's bylaws, a statement concerning faculty service on theses and master's project 

committees. 

1.1 The statement should specify the credentials for director and readers and the conditions for exemption from these 

regulations. 

 

1.2 The credentials statement should specify the status required of faculty serving in each position, e.g. full-time, tenure-track or 

tenured, terminally degreed, or school faculty member. 

 

 

6.5  DUAL EMPLOYMENT, OUTSIDE EMPLOYMENT, & CONSULTING CONTRA CTS 

Policy passed by University Council on 11-12-98 

Updated and passed by University Council on 12-11-2008 

 

1.1 Purpose 

1.2 Board of Regentsô policy enables dual employment (57.04), outside employment (57.05), and consulting and paid 

professional services (57.02), by qualif ied faculty and professional staff  when such activities are beneficial to the employee and the 

university. This policy applies to faculty and exempt staff of the University of Houston-Clear Lake (UHCL). 

1.3 This policy and its related procedures state the regulations to be followed to ensure compliance with BOR policy. 

1.4 For purposes of this policy, consulting and other outside employment is defined as activities undertaken by UHCL faculty or 

exempt staff for remuneration from a third party, where the activity is within the scope of activities, functions, or expertise for which 

the individual is compensated by the University of Houston-Clear Lake. 

2.0 Definitions 

2.1 BOR: the Board of Regents of the University of Houston System. 

2.2 Dual Employment:  work performed for a state agency that is not a component university of the University of Houston 

System is considered dual employment. 

2.3 Multiple Employment:  work performed for another component university of the University of Houston System within the 

scope of activities, functions or expertise for which the University of Houston-Clear Lake compensates the individual is considered 

consulting or outside employment. 

2.4 Consulting and Outside Employment:  employment outside UHCL with a private sector entity that is concurrent with UHCL 

employment and is similar in range and scope to the employeeôs UHCL employment. 

2.5 UHS:  the University of Houston System    

2.6 Exempt Staff: Staff employees in positions that are not subject to the overtime provisions of the Fair Labor Standards Act. 

Exempt staff includes professionals, administrators and executives who are paid on a monthly basis. 

2.7 State Agency: an agency of the State of Texas, including state-assisted institutions of higher education. 

3.0 Coverage 

3.1 This policy applies to faculty and exempt staff at the University of Houston-Clear Lake. 

3.2 Any faculty member or exempt staff employee of UHCL who is concurrently employed at another state agency will be 

subject to the overall benefits limitations for state employees. Coordination of benefits between the state agency employers is required 

to ensure that overall benefits limitations are observed. 

3.3 Non-exempt employees of UHCL and student workers employed in positions for which student status is a prerequisite for 

employment are not subject to the provisions of this policy. 

3.4 Unpaid public service is not covered in this policy nor are lectures that include fees, unless these activities require signif icant 

amount of time, more than one day or otherwise adversely affect the employeeôs performance of assigned duties. 

4.0 General Provisions 

4.1 The first priority of regular, benefits-eligible employees, as far as their vocation is concerned, is the accomplishment of the 



 

UHCL Faculty Handbook: November 2018   Page 44 

 

duties and responsibil ities assigned to their position of employment with UHCL. Consulting or other outside employment of 

employees is considered a secondary activity that may be engaged in only after duties and responsibilities to UHCL are fulf illed. 

4.2 Each faculty member who engages in consulting or other outside employment, including  teaching on a temporary basis at 

other institutions, during a semester in which the faculty member is assigned teaching duties must ensure that such activities do not 

require commitments of time averaging more than one day per calendar week (i.e. one day in seven).  Such activities must be arranged 

so as not to interfere with regularly scheduled classes. 

4.3 Faculty who wish to arrange consulting or other outside employment must provide prior written notification to the 

appropriate dean.  Review by the dean, or designee, of such activities shall i nclude consideration of any real or apparent confl ict of 

interest, time, or commitment to UHCL and to the UH System.  The dean may disapprove such activities if they conflict with primary 

UHCL duties. 

4.4 Exempt staff employee must obtain prior written approval to engage in consulting and outside employment. The employee 

must submit a written request through his/her immediate supervisor to the appropriate administrator. Requests must include the 

employing entity, the nature of the proposed work, time commitment, duration and justification of benefit to the university. 

4.5 No employee shall accept consulting or outside employment, which could result in any confl ict of interest that would impair 

his/her independence of judgment in performance of university duties or induce the employee to disclose confidential information 

acquired through his/her position. (System Administrative Memorandum 02.A.29-Ethical Conduct of Employees) An employee who 

violates these standards is subject to discipline and dismissal from employment with the University of Houston-Clear Lake, regardless 

of whether the request to engage in such activities was approved. 

4.6 Use of University of Houston-Clear Lake facilities, space, equipment or support staff for consulting and outside employment 

is not permitted unless financial arrangements have been made between the university and the employee, which adequately covers the 

university's costs, before the employee engages in such activities. 

4.7 Employees may not represent themselves as acting in an off icial capacity on behalf of the University of Houston-Clear Lake 

when conducting consulting or outside employment. The University of Houston-Clear Lake is not responsible for any actual or implied 

obligations or liabilities incurred by the employee resulting from the consulting or other outside employment. 

4.8 An employee may not accept an honorarium or any fees or gifts in consideration for any services performed in his or her 

off icial capacity on behalf of UHCL (excluding travel expense reimbursements). 

4.9 Consulting and outside employment must be performed on the employee's own time. Authorizations for absences from an 

employee's off icial place of duty because of consulting or outside employment shall  be requested and approved in accordance with 

university policy governing leave entitlements. 

5.0 Annual Reporting 

5.1 Employees who engage in consulting and/or outside employment must report this activity during annual mandatory training.  

In addition, employees must complete the Consulting and Outside Employment Form, obtain appropriate signatures and forward it to 

the Office of Human Resources for placement into the personnel fi le. 

5.1 The Office of the Executive Vice President and Vice Chancellor for Administration and Finance (UHS) will prepare an 

annual report of all consulting and outside employment for the Chancellorôs/Presidentôs annual report to the Board of Regents. 

 

William A. Staples  

Title: President 

University of Houston-Clear Lake  

Approval Date: November 12, 1998 

Sunset Date: December 11, 2018 

 

 

6.6A GUIDELINES FOR OFF -CAMPUS TEACHING COMPENSATION  

Approved by University Council May 8, 1997 

Revised and approved by University Council April  2010 

 

1.0  Purpose and Scope 

The purpose of this policy is to describe guidelines for compensation for full-time faculty teaching off- campus. 

2.0  Definitions 

Off-campus Course - an off-campus course is one taught in a location not on the UHCL campus and where the Instructor does not have 

a personal assigned off ice. 

3.0  Policy Statement 

The faculty and administration of the University of Houston-Clear Lake adhere to the following guidelines to ensure delivery of the 

highest quality instruction. 

Off-Campus Instruction Stipend - the semester stipend for off -campus instruction is applicable to off campus courses taught in a given 

semester and is based on the distance of the instructional site from the location of the personôs assigned off ice. The stipend is based on 

the number of trips per semester and the trip rate will  be revised each fiscal year to reflect the change in the IRS employment travel 

rate. 

 

 



 

UHCL Faculty Handbook: November 2018   Page 45 

 

6.6B GUIDELINES FOR FULL -TIME OVERLOAD  

Approved by University Council May 8, 1997 

Revised and approved by University Council April 2010 

 

1.0  Purpose and Scope 

The purpose of this policy is to describe guidelines for full -time faculty teaching an overload. 

2.0  Definitions 

Overload - An overload is defined as teaching more courses than required under the workload policy for faculty. 

3.0  Policy Statement 

The faculty and administration of the University of Houston-Clear Lake adhere to the following guidelines to ensure delivery of the 

highest quality instruction. 

4.0 Responsibility for Administration of Policy 

The deans of the schools, in collaboration with their respective associate deans, are responsible for implementing procedures to ensure 

adherence to these guidelines. The deans may deviate from the recommended compensation guidelines when agreed to by the faculty 

involved. 

5.0  Overload Compensation 

The recommended compensation for teaching overloads on either a contractual or non-contractual basis is 1/8 of the full-time faculty 

member's 9-month salary per three credit hour plus any stipend for off-campus instruction. 

 

 

6.7 POLICY ON ADMINISTRATIVE SALARIES IN THE ACADEMIC AFFAIRS DIVISION 
A. This policy covers any administrative position in Academic Affairs, other than those of Senior Vice President for Academic 

Affairs and Provost, Dean, and Associate Vice President, held by anyone having faculty rank. The dean in whose school the position 

resides and the Senior Vice President for Academic Affairs and Provost, or the Senior Vice President for Academic Affairs and Provost 

and for those positions that report directly to the Senior Vice President and Provost, shall designate whether a particular position is for 

the academic year, or for 10 months, 11 months, or fiscal year as well as the teaching load for that position. The determination of the 

pay period for the position should be based on a realistic assessment of the workload of that position. 

B. A stipend, approved by the dean in whose school the position resides and the Senior Vice President for Academic Affairs 

and Provost, or by the Senior Vice President for Academic Affairs and Provost and the President for those positions that report directly 

to the Senior Vice President for Academic Affairs and Provost, wil l attach to any administrative position in Academic Affairs, other  

than those of Senior Vice President for Academic Affairs and Provost, Dean and Associate Vice President held by anyone having 

faculty rank. Stipends will  be provided to Associate Deans, and Division Chairs. They may, with the approval of the Senior Vice 

President for Academic Affairs and Provost, and the Deans if the administrative position reports to a Dean, be provided to others, such 

as Center Directors, to recognize the market or unusual responsibilities that are not recompensed through released time, summer salary, 

or means other than a stipend. This stipend is in addition to any regular salary the administrator draws during the summer; however, the 

summer salary may be held to be adequate compensation in itself for the administrative services rendered. 

C. The stipend will attach to the position and will  remain with the position should the faculty member who holds the position 

relinquish it. Generally, the stipend should reflect the market for positions of the type with which it is associated and the scope of 

responsibility of the position. The stipend, however, is intended only to recognize the additional responsibilities the faculty will  carry as 

an administrator and is not intended as a means of remedying perceived inequities in faculty salaries. 

D. For unusual and well-documented reasons, those who must initially approve a stipend may authorize an adjustment, either 

up or down, in an individual stipend. Should the person receiving the unusual adjustment relinquish his/her post, then the stipend will 

revert to its former level. 

E. All administrative stipends will  be reviewed every three years, or at the discretion of the President or Senior Vice President 

for Academic Affairs and Provost. 

F. An administrator returning to a faculty position will be reviewed for a faculty increment according to then current 

procedures, said increment to become effective the following academic year. 

G. Any additional increment beyond the normal faculty increment for an administrator returning to the faculty must be 

approved by the Senior Vice President for Academic Affair as and Provost and the President, and may be granted only under unusual 

and well-documented circumstances to prevent injustice or to prevent the faculty member from leaving UHCL. An example of such an 

injustice that requires a remedy is when the administratorôs salary on return to the faculty is lower than if he or she had never served in 

the administrative position. 

H. Notwithstanding the above, any administrative off icer in Academic Affairs at any level in an acting or interim position, 

including that of Senior Vice President for Academic Affairs and Provost, will be recompensed for his or her additional duties with a 

stipend, rather than an increase to base salary, so long as the assignment remains acting or interim. 

I. All members of the faculty who serve on 12-month administrative appointments in positions at or above the level of Dean or 

its equivalent for a period of at least one year shall return at the conclusion of the administrative assignment to their respective faculty 

ranks on a nine-month academic appointment with the salary base prorated as 75 percent on the 12-month salary last held as an 

administrative off icer. This does not include persons serving in acting positions. 

 

 



 

UHCL Faculty Handbook: November 2018   Page 46 

 

6.8 FACULTY MERIT RAISE INCREMENTS 

From Faculty Handbook Approved June 1988 

Faculty are eligible for salary increments on an annual basis subject to the availability of funds as appropriated by the Texas 

Legislature. Increments are awarded on the basis of merit as determined in the annual performance evaluation of each faculty member. 

Faculty are evaluated in all three primary areas of faculty activity: teaching and educational activities; research, scholarly and artistic 

activities; and professional activities and service. The policy and criteria applied in the evaluation process are noted under Section 5.1 

Annual Faculty Review Policy. 

 

 

6.9 PERQUISITES 

Reviewed and approved by University Council on December 10, 2009 

 

1.0 Purpose 

1.1 This policy states the regulations applicable to the payment or reimbursement for specific types of expenses and the tax 

treatment of such payments. This policy does not address business expense reimbursements which are covered in System 

Administrative Memorandum 03.A.02, Business Expenses. 

2.0 Definitions 

2.1 Perquisites - any tangible privilege or gain beyond other salary and entitl ements provided to administrators, faculty or other 

employees, including but not limited to housing allowance, car allowance, spousal travel, insurance, and club memberships. 

3.0 Policy 

3.1 Perquisites are not entitlements to any class of employee. They may be made available to employees only after thorough and 

careful consideration of the benefit to the university, and must be specifically approved by the President (or designee) or, in the case of 

the President, by the Chancellor of the University of Houston System (or designee), as applicable. 

3.2 The UHCL Office of Human Resources is the repository for records of perquisites paid to UHCL employees. Authorization 

for all perquisites must be documented in the off icial personnel file of the receiving individual. 

3.3 All perquisites are treated as part of the compensation package of an individual. In accordance with United States income 

tax laws and regulations, items that are subject to Federal Income Tax should be treated by the employee as taxable  

income. The value of the taxable benefits will be recorded in the employee's W-2 or 1099. The employee is responsible for maintaining 

appropriate documentation to support the deductibility of any employment-related expenses for income tax purposes. 

3.4 Disbursements for perquisites will not be made without the prior approval of the President (or designee) or, in the case of the 

President, the Chancellor of the University of Houston System (or designee) whichever is appropriate. 

3.5 Disbursements for perquisites will not be made from petty cash. 

4.0 Annual Reporting 

4.1 Annual reporting. The President is responsible for the submission of an annual report summarizing the nature and dollar 

amount of perquisites provided to UHCL employees. This report will be submitted to the UHS Executive Vice Chancellor for 

Administration and Finance on or before January 30th of each year. 

Signature: William A. Staples Title: President 

University of Houston-Clear Lake  

Approval Date: September 9, 1999 

Sunset Date: December 10, 2019 

 

 

6.10  SUMMER PAY POLICY  

Approved by University Council May 4, 2001 

Policy No. FSEC.2001.007 

 

1.0 Purpose 

University of Houston-Clear Lake (ñUHCLò) faculty members on 9-month appointments may be offered the opportunity to perform 

additional work during the summer months. The purpose of this policy is to outline the university guidelines regarding pay for summer 

assignments. 

2.0 Definitions 

2.2 State Longevity Pay - Additional pay of $4 per month for each year of state service up to and including 40 years of service. 

Regular, full time (1.0 FTE), nonacademic employees are eligible to receive longevity pay after five years of state service and will 

receive longevity pay increases after each additional five years of state service. 

2.3 Personnel Action Request (PAR) Form - The University of Houston System (ñUHSò) payroll/personnel form used to place 

new employees in the HRS payroll/personnel system and/or make certain changes to existing employees assignment 

2.4 Turn-a-round PAR - Computer generated personnel action request form. All fields are populated by data in the HRS 2.4

 payroll/personnel system. 

2.5 Personnel/Position Request (PPR) Form - A UHCL form used to create new positions, reclassify existing positions, and 

identify vacant positions that require posting and search procedures. 
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2.6 Full  Time Equivalent (FTE) - For purposes of this policy, FTE means the number of course equivalents to be considered a 

full  load in the summer. 

2.7 Summer Session - The academic time period between the end of the spring semester and the start of the fall semester. 

3.0 Policy 

3.1 Faculty and research personnel on 9-month appointments may be offered the opportunity to perform teaching and/or 

research during the summer semesters, depending on student enrollment, course requirements, and funding for teaching and research 

activities. Teaching includes advising of students during the summer session. 

3.2 A faculty member who performs non-academic work during the summer on a full time 

(1.0 FTE) basis and is paid from non-teaching funds will receive longevity pay for each month worked during the summer. 

3.2.1 The amount of longevity pay is based on total state service. 

3.2.2 Each employee is responsible for notifying the Office of Human Resources of prior state service at the time of employment. 

3.2.3 Credit for prior state service requires written verification from the previous employing state institutions or agencies. 

3.3. Faculty on nine-month appointments who teach during the summer semesters receive additional compensation. The amount 

of additional compensation a faculty member may receive typically is related to how many courses are taught and the previous 9-month 

salary. 

3.4 The salary equivalents and percent effort used to calculate summer teaching salaries is listed below. Summer pay is subject 

to funding availability. 

a. One 3 credit-hour course equals 1/9 of the 9-month salary. 

b. Two 3 credit-hour courses equal 2/9 of the 9-month salary. 

c .Three 3 credit-hour courses equal 1/3 of the 9-month salary. 

3.5 New faculty members who are asked to teach in the summer semesters just prior to their regular academic appointment on 

September 1st are normally considered as part-time, temporary employees without benefits during the summer semesters. 

3.6 The Office of Human Resources is responsible for providing timely instructions for the accurate processing of summer 

payrolls. 

3.6.1 Summer Pay Procedures 

3.6.2 Purpose 

3.6.3 To provide 9-month faculty members with information regarding pay for additional summer teaching and research 

assignments. 

3.6.4 To provide support staff with the proper procedures for processing additional pay for summer teaching and research 

assignments. 

3.6.5 Summer Teaching and/or Research Positions 

3.6.6 Summer teaching and research positions roll from one fiscal year to the next. 

 

3.6.7 A Personnel/Position Request (PPR) form is not required unless you need to create a new summer teaching or research 

position. 

3.6.8 Positions must exist before a Personnel Action Request (PAR) form can be processed. 

3.6.9 Only four (4) job class codes/titles are used for summer teaching and research assignments. 

 a. 1930/Benefits Eligible Summer Teaching Faculty 

  b. 1931/ Non-Benefits Eligible Summer Teaching Faculty 

  c. 3057/Benefits Eligible Summer Research Faculty 

  d. 3058/Non-Benefits Eligible Summer Research Faculty 

3.7 Summer Teaching and/or Research Assignments 

3.8 A PAR must be prepared to place each employee on payroll for summer teaching and research assignments. 

3.9 All assignments may be indicated on the same PAR. 

3.10 Separate assignments should be created for each individual summer session except in the case of duplicate assignments. 

4.0 If a duplicate assignment would exist, create one assignment and adjust the FTE to cover all classes. 

4.1 A turn-a-round PAR should be used for all existing employees and a blank PAR form should be used for "new hires". 

4.2 A combination of the two forms should be used when the turn-a-round PAR does not have sufficient blank assignment li nes 

to cover all summer assignments. 

4.3 The PAR routing sequence for summer assignments is the same as for any regular session. 

4.4 PAR forms reflecting summer research assignments (paid from Ledger 5 accounts) must be forwarded to the Office of 

Research Administration for approval prior to obtaining approval from the Office of the Senior Vice President/Provost, and routing to 

the Office of Human Resources for processing. 

4.5 PAR forms reflecting summer teaching and/or research assignments must be approved in the Office of the Senior Vice 

President/Provost before routing to the Office of Human Resources for processing in the automated payroll  system. 

4.6 The PAR due dates for summer teaching and/or research assignments are published in April  of each fiscal year. 

4.7 PARs with a June 1st or June 16th assignment begin date are due in late May. 
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4.8 PARs with a July 1st assignment begin date are due in late June. 

4.9 PARs with an August 1st assignment begin date are due in late July. 

 

Approval Date: 5-4-01 

Sunset Date: 5-4-11 

 

 

6.11 UHCL  POLICY FOR EXTRA COMPENSATION IN EXCESS OF BASE SALARY 

Policy No.FSEC.2004.001 

 

1.0 Purpose 

1.1 This Policy establishes guidelines for the total allowable compensation paid to faculty and staff from University-controlled 

funds to ensure compliance with state and federal regulations, with particular consideration given to OMB Circular A21, University of 

Houston Regents, UHS System and UHCL policies. 

2.0 Existing Policies and Regulations 

2.1 Existing External Policies and Regulations - The fi rst priority of employees of the University of Houston - Clear Lake 

is the accomplishment of the duties and responsibilities assigned  to their position of employment within the University of Houston 

System (SAM 02.A08). UH Board of Regents Policy, Paragraph 21.05, ñFaculty Workloadò, reads as follows: ñEach component 

university, in compliance with state law, shall adopt and maintain faculty academic workload rules and regulations directed toward 

attaining the greatest educational benefit from the expenditure of public funds. All such rules and regulations must be approved by the 

chancellor or his or her designee and adopted by the board.ò ñThe faculty academic workload rules and regulations shall be reported to 

the Texas Higher Education Coordinating Board and included in the operating budgets and faculty handbooks of each component 

university. (04/15/99)ò Federal OMB Circular A21 specifies that ñcharges for work performed on sponsored agreements by faculty 

members during the academic year will be based on the individual faculty memberôs regular compensation for the continuous period 

which, under the policy of the institution concerned, constitutes é salary basisò (OMB Circular A-21, J.10.d.(1)). Charges for work 

performed on sponsored agreements during the summer months or other period not included in the base salary period (academic year) 

will be determined at a rate not in excess of the base salary, divided by the period of nine months (OMB Circular A-21, J.10.d.(1)). 

2.2 Existing Internal Policies and Regulations - UHCL Policy 6.1, ñWorkload Policy for Facultyò, specifies that normal 

workload for full -time tenure track faculty members equals nine (9) semester credit hours per long semester in the academic year. 

Mentoring, advising, curriculum development, service and research/scholarly/creative activities that are beyond the normal nine hour 

teaching load shall be counted as the equivalent of three semester credit hours. The deans of each School have authority to assign 

duties. 

3.0 Additional Compensation Policy for Faculty 

It is the policy of the University of Houston ï Clear Lake not to provide additional compensation over and above 100% FTE to faculty 

except in unusual circumstances. 

However, there are sometimes special and extenuating circumstances outside normal duties for which additional compensation may be 

justif ied. This document describes the parameters within which additional compensation may be provided to these faculty members. 

Additional compensation may be granted only with advance approval. 

3.1 Additional Compensation: 

Faculty who work on special projects outside their normal duties may receive additional compensation as follows: 

A. Teaching regularly scheduled academic classes, including off-campus and web-based distance education courses, as an 

overload assignment during the academic year or during the summer. 

B. Teaching and/or coordinating contract or continuing education (non-credit) courses (including short courses, seminars, 

workshops, and conferences) scheduled at departmental, college or university level. 

Additional compensation includes compensation from any university account. Research grants funded by external agencies are thus 

included in the term additional compensation. Additional compensation to be paid from contract or grant accounts must have prior 

approval from the sponsoring agency before institutional approval can be given. 

3.2 Amount of Additional Compensation: 

With prior approval of the appropriate dean and the Provost, faculty on nine month contracts may receive additional compensation 

beyond their contract level. An equivalent of three months for those on nine month contracts may be received in additional 

compensation if properly approved prior to the activity or activities. Please note that this amount wil l be reduced by any teaching or 

regular summer assignment pay. Regular summer assignments do not require approval. With prior approval of the appropriate dean and 

the Provost, faculty who have received the equivalent of their twelve month salary in total university compensation, and faculty and 

staff  on twelve month contracts, may receive additional compensation beyond the level specified in the paragraph above. Any 

additional compensation so received in both instances cannot exceed $15,000 or 20% of the twelve month salary, whichever is greater, 

in a fiscal year. 
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4.0 Process 

Process for Approval of Additional Compensation - Approval for additional compensation will be documented on the Personnel Action 

Request (PAR) and routed through the appropriate approval channels to the Office of Human Resources. 

 

Approval Date: 9-15-04 

Sunset Date: 9-15-14 

 

 

7.1  BENEFITS 

For UH System policy please go to  https://www.uh.edu/human-resources/benefits/. For UHCL Benefits information, please go to 

http://prtl.uhcl.edu/human-resources/benefits 

 

 

7.2 FAMILY AND MEDICAL LEAVE OF ABSENCE POLICY 

1.0 Purpose 

1.2 Eligible University of Houston-Clear Lake (ñUHCLò) employees are entitled to request and be considered for various types 

of leave, with and without pay, based on certain qualifying conditions. This policy describes the various types of leave available, the 

conditions that apply to each type of leave, and the methods for requesting, obtaining approval of, and documenting such leave. For 

purposes of this policy, a leave of absence includes those times when an employee is requesting time away from the performance of 

work duties. 

1.3 Certain types of leave, including sick leave, vacation, sick leave pool, Family and Medical Leave (FML), and Faculty 

Development Leave are described in separate UHCL policies. 

2.0 Definitions 

2.1 Regular employee ï one employed to work at least 20 hours per week for a period of at least four and one-half months, 

excluding students employed in positions which require student status as a condition of employment. 

2.2 Fiscal year ï the 12-month period beginning September 1 and extending through the following August 31. 

2.3 Federal fiscal year ï the 12-month period beginning July 1 and extending through the following 

June 30. 

2.5 DPRS ï The Texas Department of Protective and Regulatory Services. 

2.6 Leave Request Form ï the form used to request and document leave; required by UHS Internal Auditors to be attached to 

appropriate Time and Effort Report. 

2.7 Time and Effort Report ï the forms for exempt and non-exempt employees to document time for payment of wages and 

salary. Also referred to as TAE reports or timesheets. TAE reports for non- exempt employees are submitted on a bi-weekly basis prior 

to payroll  calculation; TAE reports for exempt employees are submitted immediately following monthly paydays. Both types of TAE 

reports must be signed by the immediate supervisor to certify  the accuracy of the report. These reports are subject to audit by UHS, 

state and federal off icials. 

2.8 WCI ï workersô compensation insurance. The ñWCI Divisionò is the workers' compensation division of the Texas 

Attorney Generalôs Office, charged with administration of WCI claims and benefits for most state employees. 

3.0 Policy 

3.1 UHCL allows its regular employees who qualify to apply for, and be considered for, specific leaves of absence. 

3.2 Except for disciplinary suspension, active military duty and workersô compensation situations, all accumulated paid leave 

entitlements must be exhausted before any unpaid leave of absence covered by this policy is granted. 

3.3 Leaves of absence described in this policy shall be for no longer than twelve (12) months. 

3.4 An approved leave of absence, whether paid or unpaid, is considered to be a guarantee of employment for the approved 

leave period. 

3.5 Failure to return to work as scheduled from an approved leave of absence, and to inform the employing department of an 

acceptable reason for not returning as scheduled, will be considered voluntary resignation of employment. 

3.6 All requests for leave of absence shall  be submitted in writing to the appropriate approving authority. Each request shall 

provide sufficient detail such as the reason for the leave, the expected duration of the leave, and the relationship of affected family 

members, if applicable. A copy of the approved or disapproved leave request will  be placed in the employeeôs personnel file in the 

Office of Human Resources. 

3.7 The UHCL Office of Human Resources will maintain a record for each employee including time and attendance records, a 

record of the vacation and sick leave accrual and absences of each employee, and the reasons for absences, i.e., from sickness, vacation, 

other paid leave, or leave of absence without pay. Employing departments are advised to maintain similar records for each employee, 

so leave availability may be verified before leave requests are approved. 

3.8 It is not necessary for a full-time, exempt employee to record an absence of less than a day due to illness or for personal 

reasons if  the employee works at least 40 hours in that workweek. If the employee does not work 40 hours in that workweek, absences 

must be recorded as vacation, sick leave, or other appropriate leave, to comply with State law. 

3.9 Nothing in this policy shall be used as the basis for discrimination or retaliation against any individual or group on the basis 

of race, color, sex, religion, national origin, disabili ty, age, veteran status, genetic information or sexual orientation. 

 

https://www.uh.edu/human-resources/benefits/
http://prtl.uhcl.edu/human-resources/benefits
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4.0 Leaves Of Absence With Pay 

4.1 Bereavement Leave. The President, or designee, will grant bereavement leave with pay to a regular, benefits-eligible 

employee because of a death in the employeeôs family. The death of the employeeôs spouse, or the employeeôs or spouseôs parents, 

step-parents, brothers, step-brothers, sisters, step-sisters, children, step-children, grandparents, and grandchildren constitute adequate 

need for emergency leave. The head of the employing department may approve up to five (5) days of leave for the death as described 

above. Requests for more than five (5) days must be approved by the President or designee. The President may consider other reasons 

for emergency leave and may grant such leave when, in the Presidentôs determination, the employee shows good cause. 

Benefits eligible employees may be allowed time off  with pay (bereavement leave) to attend the funeral or off campus memorial 

service of another UHCL employee/retiree. Employees must receive approval of the department head, or designee, in writing prior to 

absence. 

The department head, or designee, may approve time off  with pay for any benefits eligible employee to attend the funeral or memorial 

service of a family member of a UHCL employee/retiree. Family member is limited to employeeôs spouse, parent, brother, sister, 

grandparent, grandchild or child. 

4.2 National Guard duty. A leave of absence with full pay shall be provided to any employee who is called to active duty with 

the National Guard by the Governor of Texas because of an emergency in accordance with Section 431.085, Government Code. When 

National Guard training or duty, not exceeding 15 days in any one federal fiscal year, is authorized for an employee by a proper 

authority, neither the employeeôs salary nor accrued leave balances will be reduced and the employeeôs performance ratings will  not be 

adversely affected because of leave for National Guard duty. 

4.4 Mi litary leave of absence for Reservists (training duty). An employee called to active reservist duty or engaged in duly 

authorized military training will be entitled to paid leave of absence not to exceed fifteen (15) days in a calendar year. During this paid  

leave of absence, the employee will not lost time, efficiency rating, vacation time or other benefits which normally accrue to active 

employees. 

Unpaid leave of absence for Armed Forces reservists called to active duty is covered in Section 5.1. 

4.5 Volunteer firefighter leave. An employee who is a volunteer fi refighter shall be granted a leave of absence with full pay to 

attend training schools conducted by state agencies, provided such leave does not exceed five working days in any one fiscal year.  

UHCL will  grant leave with full pay to any employee who is a volunteer firefighter and who responds to an emergency situation 

summons during regular working hours of 8 a.m. to 5 p.m., Monday through Friday. If such a summons is issued and an employee uses 

volunteer fi refighter leave to respond to the summons, the employee must provide upon returning to work acceptable documentation of 

the emergency situation and the summons issued. A copy of this documentation will be attached to the TAE report for the pay period 

during which volunteer fi refighter leave was taken. 

4.6 Foster parent leave. An employee who is a foster parent to a child under the conservatorship of the Department of Protective 

and Regulatory Services (ñDPRSò) is entitled to a leave of absence with full pay to attend staffing meetings regarding the child held by 

the DPRS, or to attend the Admission, Review and Dismissal (ñARDò) meeting held by a school district regarding the child. 

4.7 Red Cross volunteer leave. An employee who is a certified disaster service volunteer, with the authorization of the 

employeeôs supervisor, may be granted a leave not to exceed ten days each fiscal year to participate in specialized disaster relief 

services for the American Red Cross, upon the request of the American Red Cross and with approval of the Governorôs off ice. Such 

leave will be without loss of pay, vacation time, sick leave, or earned overtime and/or compensatory time. Proper documentation must 

be provided to support Red Cross volunteer leave, including documentation from the Governorôs off ice that the employee is a certified 

disaster volunteer. 

4.8 Blind employee training leave. An employee who is blind is entitled to a leave of absence with full  pay for the purpose of 

attending a training program to acquaint the employee with a seeing-eye dog to be used by the employee. This leave of absence will  be 

limited to ten (10) working days per fiscal year and is in addition to other leave to which the employee is entitled. The employee 

continues to accrue vacation and sick leave while on this type of leave. 

4.9 Jury Duty Leave. The time an employee must be absent from work because of jury duty is paid leave. The employee is 

required to present a copy of the jury duty summons in advance of the absence. Time spent on jury duty should be documented by 

submission of a jury duty voucher or other off icial statement showing the time spent in the jury duty assignment, along with a leave 

request completed to show the dates of absence. A copy of the jury duty documentation and leave request must be attached to the 

employeeôs TAE report for the affected pay period. 

4.10 Witness leave. IF an employee is called to appear in an off icial capacity in any judicial action or legislative investigation, the 

employee may neither accept nor receive any witness fees for such governmental appearance. However the time used for such purpose 

is paid leave and does not affect any other paid leave entitlement such as vacation or compensatory time. 

5.0 Leave Of Absence Without Pay 

5.1 Active duty in the United States Armed Forces reserves. Any employee called to active reservist duty who has exhausted 

fi fteen (15) days paid leave of absence will be placed on leave of absence without pay. Such an individual will  accrue state service 

credit while on active duty, but will  not accrue vacation or sick leave. An employee on leave of absence without pay will retain any 

accrued vacation or sick leave and wil l be credited with such balances upon return to active work status at UHCL. 

a. An employee having accrued vacation or compensatory time may opt to exhaust any or all vacation time before being 

placed on leave of absence without pay. During the time the employee is on vacation or compensatory leave, all benefits and salary 

remain intact. 

b. An employee called to active military duty and placed on leave of absence without pay is not eligible to receive state 

group insurance or state retirement fund contributions. Such an employee may continue group insurance plan participation by making 






























































































































