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GAC #15 – Performance Evaluations
Source of Proposal:

 Human Resources
Purpose of Proposal:

Policy Revision

Current Policy or Procedure:     MWSU Policy Guide, page 100-101, Section Three, I., Item D
Administrators, Exempt, and Non-Exempt Staff:  The process of evaluation of performance is intended to be a continual communication between supervisor and employee. A formal written evaluation is required to be conducted no later than June 30 of each year for all regular Administrators, Exempt, and Non-Exempt Staff employees. A mid-year discussion and review of performance is also to be held in November of each year. Copies of the evaluation forms for the Exempt Staff and for the Non-Exempt Staff are available from the Department of Human Resources. 
Administrative Evaluation: Employees in administrative positions have a major responsibility for the management of the institution. The performance of employees in such positions must be related to the achievement of the organizational planning objectives. Therefore, each administrative employee will be evaluated on a yearly basis by the appropriate Vice President or Dean on the basis of his or her specific achievements and contributions towards meeting annual University planning objectives. The evaluator will discuss the evaluation with the employee and then provide a written narrative evaluation of each Administrator to the President, via the chain of command for approval. The employee and the Department of Human Resources will also receive a copy of the evaluation. While the evaluation process itself is continuous, the written evaluations should be submitted to the President no later than June 30. The Vice President will also make recommendations on merit increases for administrators based on the performance evaluation.

Throughout the year, the Vice President or Dean should meet to discuss the progress being made. At least one meeting should be held in November.

Exempt and Non-Exempt Staff Evaluation: During the period of April through June of each year, the supervisor will meet with each Exempt or Non-Exempt Staff employee. The meeting has two purposes. The first is to evaluate all current employees in relation to their performance during the last year. The evaluation form will be completed for each employee no later than June 30 of each year. The supervisor will discuss the evaluation with the employee. The form is also to be signed by the supervisor’s supervisor. Supervisors will be assessed on their ability to appraise counsel, and direct employees effectively. A copy of the form is provided to the employee, to the supervisor, and to the Department of Human Resources.

The second purpose is to have the supervisor review the responsibilities of the position with the employee and to identify expected standards of performance for the coming year. This means defining satisfactory performance of responsibilities or establishing specific objectives to be accomplished.

Throughout the year, the employee and the supervisor should meet to discuss the progress being made. At least one meeting should be held in November. Objectives may be altered, refined, or reaffirmed. The supervisor should provide an environment that allows and encourages performance improvement, including providing opportunities for the employee to acquire the skills and behaviors needed. The evaluation process is a continuous process of communication and a primary function of effective managerial behavior.

Proposed Policy or Procedure: 
 

Exempt and Non-Exempt Staff: The process of evaluation of performance is intended to be a continual communication between supervisor and employee. A formal written evaluation is required to be conducted no later than May 31 of each year for all regular Administrators, Exempt, and Non-Exempt Staff employees. A mid-year discussion and review of performance is also to be held in November of each year. Copies of the evaluation forms for the Exempt Staff and for the Non-Exempt Staff are available from the Department of Human Resources. 
Administrative Evaluation: Employees in administrative positions have a major responsibility for the management of the institution. The performance of employees in such positions must be related to the achievement of the organizational planning objectives. Therefore, each administrative employee will be evaluated on a yearly basis by the appropriate Vice President or Dean on the basis of his or her specific achievements and contributions towards meeting annual University planning objectives. The evaluator will discuss the evaluation with the employee and then provide a written narrative evaluation of each Administrator to the President, via the chain of command for approval. The employee and the Department of Human Resources will also receive a copy of the evaluation. While the evaluation process itself is continuous, the written evaluations should be submitted to the President no later than June 15. The Vice President will also make recommendations on increases for administrators based on the performance evaluation.

Throughout the year, the Vice President or Dean should meet to discuss the progress being made. At least one meeting should be held in November.

Exempt and Non-Exempt Staff Evaluation: During the period of April through May of each year, the supervisor will meet with each Exempt or Non-Exempt Staff employee. The meeting has two purposes. The first is to evaluate all current employees in relation to their performance during the last year. The evaluation form will be completed for each employee no later than May 31 of each year. The supervisor will discuss the evaluation with the employee. The form is also to be signed by the supervisor’s supervisor. Supervisors will be assessed on their ability to appraise counsel, and direct employees effectively. A copy of the form is provided to the employee, to the supervisor, and to the Department of Human Resources.

The second purpose is to have the supervisor review the responsibilities of the position with the employee and to identify expected standards of performance for the coming year. This means defining satisfactory performance of responsibilities or establishing specific objectives to be accomplished.

Throughout the year, the employee and the supervisor should meet to discuss the progress being made. At least one meeting should be held in November. Objectives may be altered, refined, or reaffirmed. The supervisor should provide an environment that allows and encourages performance improvement, including providing opportunities for the employee to acquire the skills and behaviors needed. The evaluation process is a continuous process of communication and a primary function of effective managerial behavior.

GAC Summary:   This proposal will be forwarded to the President for his approval.
Presidential Action: 
This proposal was signed by the President on June 29, 2007.
GAC #16 – Employment of Family Members or Other Defined Relationships - Nepotism

Source of Proposal:

Human Resources

Purpose of Proposal:

Policy Revision

Current Policy or Procedure:     MWSU Policy Guide, Section Three, I., R., pp 110-112
Proposed Policy or Procedure:
Missouri Western in accordance with the Missouri Constitution has established guidelines concerning the employment of family members or anyone who may have a relationship that would be considered a conflict of personal and/or professional interest within the University.  Employment decisions are based on individual merit, and the University will consider employment of these individuals in the same or different departments.  However, individuals may not supervise or participate in employment decisions, nominations or evaluations regarding family members or anyone who may have a relationship that would be considered a conflict of personal or professional interest with the University.

The Missouri Constitution defines the Penalty for nepotism as stated in Article VII, Public Officers, Section 6, August 28, 2003:

“Any public officer or employee in this state who by virtue of his office or employment names or appoints to public office or employment any relative within the fourth degree, by consanguinity or affinity, shall thereby forfeit his office or employment.”


A family member, for purposes of this policy, will be defined in accordance with the Table Consanguinity as shown in Appendix (X) and includes, but is not limited to, the following list:

· Spouse;

· Child, including step, half or adopted;

· Grandchild, including step, half or adopted;

· Brother, including in-laws, step, half or adopted;

· Sister, including in-laws, step, half or adopted;

· Parent, step-parent or in-laws; or

· Any other relative residing in the same household as the employee.

The University additionally defines other individuals who have a relationship that would be considered a conflict of personal or professional interest shall be defined as, but not limited to:

· Domestic partners or significant other;

· Individuals who are cohabitating including roommates;

· Individuals who are dating;

· Individuals who are involved in a personal relationship; or

· Individuals who are involved in a business relationship that might be construed as being a conflict of interest.

This policy applies to all employees and to current employees who have changes in relationships (marrying another employee, for example), or changes in work assignments.

Student Employment

Students are not eligible to work in a department where a family member or relative through blood or marriage is employed as a non-student employee.  This is true even if their relative does not directly supervise the student.  The exceptions to this rule will be for students participating in an internship that is directly related to their major and they are in enrolled in the Internship program for course credit. 

Supervisory or Other Interest Related Role
A University employee may not directly supervise a family member or any of the above referenced individuals.

If a situation occurs where family members or referenced individuals are employed in the same work area or chain of command (but one does not directly supervise the other), each family member or referenced individuals must arrange to be removed from processes which include:

· evaluating job performance;

· consideration for reappointment, promotion or salary adjustment;

· approving a leave of absence;

· participation on a committee that is responsible for nomination or evaluation for an award including scholarships; or

· participating in other decisions that present a possible conflict of interest or appearance of conflict of interest or impropriety (see Conflict of Interest Policy).

An employee is responsible for complying with this policy when involved in employment decisions concerning a family member or any above referenced individuals.  

All employees must inform the Human Resources department of potential or existing conflict of interest situations concerning employment of a family member or above referenced individuals.

It is advisable that the employee not work within the same department or division of a family member or other above referenced individuals; however, if the employment is necessary then there must be at least two other levels of supervision between the employee and the family member or other referenced individuals.

For more information concerning employment under this policy, contact the Human Resources department.  Refer to the University’s policy on Conflict of  Interest for other relationships not covered in this policy.


GAC Summary:   This proposal will be forwarded to the President for his approval.
Presidential Action: 
This proposal was signed by the President on June 29, 2007.
GAC #17 – Personal Days

Source of Proposal:

Human Resources

Purpose of Proposal:

Policy Revision

Current Policy or Procedure:   2006-2007 Policy Guide, Section III, Part B, Item 1, pp. 137-138
Personal Days are provided for use by all Administrators, Exempt and Non-Exempt Staff employees for a maximum of two working days (16 hours) per fiscal year (July 1 – June 30).  Accrual takes place on July 1 of each year and unused personal days will not carry forward from the previous year.

Personal Days must be submitted on an Absence Report and approved by the supervisor.

An employee must be in an active employment status at the time a Personal Day(s) is requested. Employees on FMLA, short-term disability or long-term disability will not be eligible to use Personal Days.
Proposed Policy or Procedure:     

Personal Days are provided for use by all Administrators, Exempt and Non-Exempt Staff employees for a maximum of two working days (16 hours) per fiscal year (July 1 - June 30).  For on-going regular employees accrual takes place on July 1 of each year.  New hires will be eligible for personal days on the first of the month following the completion of six months of continuous employment.

Any unused personal days will not carry forward from year to year.

Personal Days must be submitted on an Absence Report and approved by the supervisor, normally prior to the personal day being taken by the employee.

An employee must be in an active employment status at the time a Personal Day(s) is requested. Employees on FMLA, short-term disability, long-term disability or Leave Without Pay will not be eligible to use Personal Days.

GAC Summary:   This proposal will be forwarded to the President for his approval.
Presidential Action: 
This proposal was signed by the President on June 29, 2007.
GAC #18 – Holidays

Source of Proposal:

Human Resources

Purpose of Proposal:

Policy Revision

Current Policy or Procedure:   2006-2007 Policy Guide, Section III, Part B, Item 3, p. 138
Holidays:  The University will be closed to observe the following holidays:  Martin Luther King Day; President’s Day; Memorial Day; Independence Day; Labor Day; Fall mid-term break (second Friday in October); Wednesday before Thanksgiving Day through the following Friday; December 24 through January 1. (November 1997)

When July 4th falls on a Saturday, the Friday before will be observed.  When July 4th falls on a Sunday, the following Monday will be observed.  (July 1991)

Non-exempt employees who are required to work a holiday shall be compensated in addition to their normal pay at 1(one) times their regular rate for hours worked.  In addition to the holidays listed, all full-time, regular Exempt and Non-Exempt Staff will be allowed to take one day off as a personal holiday for their birthday after having served five years of full-time continuous employment from their official hire date.  The extra holiday may be taken any time within the fiscal year, but it is recommended on their birthday.  It would not be cumulative, and the absence would be reported.  In order to receive payment for a holiday, an employee must have leave accumulation (vacation, sick leave, personal or bereavement leave) to cover the day before and the day after the holiday.  (July 1990)
Proposed Policy or Procedure:  
 SEQ CHAPTER \h \r 1Holidays: The University will be closed to observe the following holidays:

· Martin Luther King Day; 

· President’s Day; 

· Memorial Day; 

· Independence Day; 

· Labor Day; 

· Fall mid-term break (second Friday in October); 

· Wednesday before Thanksgiving Day through the following Friday; 


December 24 through January 1. 

When Independence Day falls on a Saturday, the Friday before will be observed. When Independence Day falls on a Sunday, the following Monday will be observed. (July 1991)

Non-exempt employees who are required to work on a holiday shall be compensated in addition to their normal pay at 1(one) times their regular rate for hours worked. 

In order to receive payment for a holiday, an employee must have leave accumulation (vacation, sick leave, personal or bereavement leave) to cover the day before and the day after the holiday. (July 1990)

Birthday Holiday

In addition to the holidays listed, all full-time, regular Exempt and Non-Exempt Staff will be allowed to take one day off as a personal holiday for their birthday after having served five years of full-time continuous employment from their official hire date. The extra holiday may be taken any time within the month in which their birthday falls, but it is recommended on their birthday. The absence is to be reported on an Absence Report and submitted prior to the Birthday Holiday being taken by the employee.

GAC Summary:   This proposal will be forwarded to the President for his approval.
Presidential Action: 
This proposal was signed by the President on June 29, 2007.
GAC #19 – Tuition Waiver

Source of Proposal:

Human Resources

Purpose of Proposal:

Policy Revision

Current Policy or Procedure:  2006-2007 Policy Guide, Section VI, B & C., pp. 155-158
B.
WESTERN INSTITUTE

The Western Institute program accommodates the current concepts of lifelong learning the necessity for broadening one’s educational base, the need for retraining in specified skills, and the desire for personal enrichment.  To meet these varied demands, the Western Institute exists in the University community to serve the identified needs of those in the public sector who wish to pursue a non-degree curriculum in credit or non-credit courses.


Continuing Education programs receive the following waiver rates:

1. All non-credit courses


-
10% tuition discount for employees and dependents (other fees must be paid).

2. Credit Courses



-
Employee and dependent credit course tuition waiver as consistent with Section C.

3. Regional Law Enforcement Academy



- 
80% tuition discount for credit hours (6 CED hours earned)



- 
10% tuition discount after adjustments are made for credit hour tuition, supply fees and any refundable expenses (all other fees must be paid).  (June 2000)

C.
COURSE TUITION WAIVERS


Employees are encouraged to further their education in area of their choice. Employees  may schedule up to three credits of coursework during regular working hours, with the approval of the immediate supervisor, provided the hours of work missed in a week are made up during the same workweek. Other class attendance must be at hours other than the employee’s regular working hours. Employees may attend classes during their normal lunch period, provided it does not interfere with normal work schedules, and their immediate supervisor approves such attendance.


Tuition waivers must be submitted on a semester-by-semester (or session) basis.  Tuition Waiver requests for other than the current semesters will not be approved.  Tuition Waivers submitted for past semesters will not be covered through the Tuition Waiver program and the tuition will be the responsibility of the employee. 



Full-Time Regular Employees

To be eligible for the Tuition Waiver the employee must be a full-time, regular employee as of the start of regular registration.  The benefit, available to the employee only, will cover the first three credit hours each semester.  After the first three credit hours, employees are required to pay $5 per credit hours up to a maximum of $45 (spring and fall) and $25 (summer).  Undergraduate coursework may be for any degree program offered by the University.  The employee is responsible for paying all book and material costs.  Any fees required for private lessons, special lab fees, or Western Institute fees (refer to Section B) must be paid by the employee.


If the employee terminates employment prior to the start of the semester, the University will cancel the Tuition Waiver benefit.  If the individual chooses to continue in the class(es) then the person will be billed for the full amount of the tuition and all related fees.  If the employee terminates their employment during the tern, the employee will be responsible for one-half of the tuition amount previously waived. (May 2006)


Part-Time Employees and Half-Time Faculty


Partial Tuition Waivers are also available to part-time employees working at least 20 hours per week and half-time faculty.  Part-time employees and half-time faculty are eligible to take one class per semester under the Tuition Waiver program, which will cover the first three credit hours in which they are enrolled.  All other semester credit hours will be charged at the normal tuition rates.  The class must be taken outside of their regular scheduled work hours.

Dependents and spouses of part-time employees and half-time faculty are not eligible for participation in the Dependent Tuition Waiver program.  Contact the Human Resources Department for further information.

The following information applies to Full-Time Regular Employees, Part-Time 

Employees and Half-time Faculty participating in the Tuition Waiver program.

The individual receiving the Tuition Waiver must complete and submit a Tuition Waiver application to Human Resources each semester, prior to the start of the term.  The employee’s supervisor and a representative from the Human Resources department must sign off on all Tuition Waiver applications.

Tuition Waivers must be submitted on a semester-by-semester (or session) basis.  Tuition Waiver requests for other than the current semesters will not be approved.  Tuition Waivers submitted for past semester will not be covered through the Tuition Waiver program and the tuition will be the responsibility of the employee.


Required tuition/fees for the employee benefit not paid by the payment due date, per the current course schedule, will be deducted from the employee’s payroll.  The employee may sign up for deferred payment arrangement in the business office.  However, any default in the payment arrangement will result in a payroll deduction(s) for the balance of the account.  Employee Tuition Waivers are not stackable with other MWSU financial assistance/scholarship programs (President’s, Governor’s, Dean’s, etc.)

4.     
Tax Exemption Status

Tuition for undergraduate education offered through a qualified tuition reduction program is tax exempt for the first $5,250 in qualified benefit in each calendar year.  Guidelines for undergraduate coursework, which qualifies for tax-exempt status, is defined in accordance with IRS regulations.  The Human Resources Director will determine if the employee’s coursework qualifies for tax exemption.

5.
Courses Not Eligible for Tuition Waiver

Some programs provided by MWSU may not be eligible for Tuition Waiver.  Applied Learning classes in the Music program, for example, are private music instruction and are not eligible for the Tuition Waiver Program.  If you have a question as to whether a class is eligible for the Tuition Waiver Program, please contact the Human Resources Department for clarification.

6.
Employee Dependent Tuition Waiver Benefit

Partial Tuition Waivers are available to a full-time, regular, employee’s spouse and eligible dependents attending MWSU.  MWSU will waive eighty percent of the tuition only for spouses and eligible dependents.  These individuals are responsible for paying all fees, including: parking, student fees, lab fees and book charges.  If the individual withdraws from a course after the normal Add/Drop date, the employee will be responsible for one-half of the tuition amount previously waived for that course.  This amount does not include the 20% tuition cost that is the responsibility of the employee.

7.
Definition of Dependent

The following individuals are eligible in accordance with IRS regulations for receipt of “qualified tuition reduction” provided by an employer.  A dependent is a natural or adopted child or a child of which the employee is a qualified legal guardian who is claimed on the employee’s tax return during the current calendar year.  The tuition reduction is tax-exempt of undergraduate courses to a maximum of $5,250 each calendar year for:

*
Dependent(s) as defined in accordance with IRS guidelines, Publication 501.  A child under the age of 24 and a full-time student for at least 5 months out of the calendar year and is claimed as a dependent on the employee’s tax return.


*
A Child of Deceased Parents of which one or both was an employee of the institution at the time of death.  A child is considered a dependent child if the child is under the age of 24 and a full-time student for at least 5 months out of the calendar year.

*
A Child of Divorced Parents if one or both is an employee of the institution.  A child is considered a dependent child if the child is under the age of 24 and a full-time student for at least 5 months out of the calendar year.

*
A child of a Retired employee who is under the age of 24 and a full-time student for at least 5 months out of the calendar year.

*
A Child of an Employee who left the University due to a Qualified Disability who is under the age of 24 and a full-time student for at least 5 months out of the calendar year.

*
A Child of a Widow or Widower of a former employee who is retired or left on disability who is under the age of 24 and a full-time student for at least 5 months out of the calendar year.

*
A legally qualified spouse of an employee.

8.
Benefits for Dependent Children Who Are Married or Over the Age of 24

In accordance with IRS guidelines, for qualified individuals 24 years of age or older the Dependent Tuition Waiver benefit is available on a taxable basis.  The taxes on the taxable amount will be the responsibility of the eligible employee and the taxable amount will be deducted from the employee’s paycheck.

Employees who choose to provide these benefits will have the taxes on the taxable amount deducted from their paychecks based on the following schedule:


*
Fall semester - 1/4 of the taxes on the taxable amount will be deducted from the September, October, November and December paychecks.


*
Spring semester - 1/4 of the taxes on the taxable amount will be deducted from the February, March, April, and May paychecks.


*
For summer - ½ of the taxes on the taxable amount will be deducted from the June and July paychecks.

If any employee, after ten years of service, dies or is totally disabled, his or her dependents will be eligible for Tuition Waiver benefits at Missouri Western State University.  Partial Tuition Waivers also are available to employees who have formally retired from the University with at least 15 years of service.  The Tuition Waiver benefit shall be consistent with the benefit available to Missouri Western State University active employees with the exception that, in order to be eligible for the benefit, dependent children must reside in the household and not exceed 25 years of age.

An employee, who is totally disabled or retires from the University and whose eligible dependents are attending MWSU under the partial Tuition Waiver benefit, will receive a 1099 for the amount of qualified benefits, which exceed the $5,250 annual, tax-exempt allowance.

The qualified dependents of an employee who has died during or prior to the dependent attending MWSU under the partial Tuition Waiver benefit will receive a 

1099 for the taxable portion of the benefit that exceeds the $5,250 annual, tax-

exempt allowance.  (June 2004)

  

Proposed Policy or Procedure:   

 SEQ CHAPTER \h \r 1B.
WESTERN INSTITUTE

The Western Institute program accommodates the current concepts of lifelong learning the necessity for broadening one’s educational base, the need for retraining in specified skills, and the desire for personal enrichment.  To meet these varied demands, the Western Institute exists in the University community to serve the identified needs of those in the public sector who wish to pursue a non-degree curriculum in credit or non-credit courses.


Continuing Education programs receive the following waiver rates:

I. All non-credit courses


-
10% tuition discount for employees and dependents (other fees must be paid).

II. Undergraduate Credit Courses



-
Employee and dependent undergraduate credit course tuition waiver as consistent with Section C.

III. Regional Law Enforcement Academy



- 
80% tuition discount for credit hours (6 credit or CED hours earned)




 SEQ CHAPTER \h \r 1C.
  UNDERGRADUATE TUITION AND GENERAL FEE WAIVERS

Employees are encouraged to further their education in area of their choice. Employees may schedule up to three credits of coursework during regular working hours, with the approval of the immediate supervisor, provided the hours of work missed in a week are made up during the same workweek. Other class attendance must be at hours other than the employee’s regular working hours. Employees may attend classes during their normal lunch period, provided it does not interfere with normal work schedules, and their immediate supervisor approves such attendance.

Undergraduate Tuition and General Fee Waivers must be submitted on a semester-by-semester (or session) basis.  Undergraduate Tuition and General Fee Waiver requests for other than the current semesters will not be approved.  Undergraduate Tuition and General Fee Waivers submitted for past semesters will not be covered through the Tuition Waiver program and the tuition and general fees will be the responsibility of the employee. 

Full-Time Regular Employees

To be eligible for the Undergraduate Tuition and General Fee Waiver the employee must be a full-time, regular employee as of the start of regular registration.  The University provides Undergraduate Tuition and General Fee Waiver which will waive one hundred percent (100%) of the tuition and general fees for all undergraduate courses.    Undergraduate coursework may be for any degree program offered by the University.  The employee is responsible for paying all book and material costs.  Any fees required for private lessons, special lab fees, or Western Institute fees (refer to Section B) must be paid by the employee.

If the employee terminates employment prior to the start of the semester, the University will cancel the Undergraduate Tuition and General Fee Waiver benefit.  If the individual chooses to continue in the class(es) then the person will be billed for the full amount of the tuition and all related fees.  If the employee terminates their employment during the term, the employee will be responsible for one-half of the tuition and general fee amount previously waived.

Eligibility for participation in the Undergraduate Tuition and General Fee Waiver program is subject to verification through the Department of Human Resources.  If the employment requirement is not met, the employee will be assessed and billed for tuition according to the regular tuition structure.  


Part-Time, Regular Employees and Half-Time Faculty

Undergraduate Tuition and General Fee Waivers are also available to part-time, regular employees working at least 20 hours per week and half-time faculty.  Part-time, regular employees and half-time faculty are eligible to take one class per semester under the Undergraduate Tuition and General Fee Waiver program, which will cover the first three credit hours in which they are enrolled.  All other semester credit hours will be charged at the normal tuition rates.  The class must be taken outside of their regular scheduled work hours.

Dependents and spouses of part-time employees and half-time faculty are not eligible for participation in the Dependent Tuition Waiver program.  Contact the Human Resources Department for further information.

The following information applies to Full-Time Regular Employees, Part-Time Regular Employees and Half-time Faculty participating in the Tuition Waiver Program.
The individual receiving the Undergraduate Tuition and General Fee Waiver must complete and submit a Tuition Waiver application to Human Resources each semester, prior to the start of the term.  The employee’s supervisor and a representative from the Human Resources department must sign off on all Undergraduate Tuition and General Fee Waiver applications.

Undergraduate Tuition and General Fee Waivers must be submitted on a semester-by-semester (or session) basis on or before (date) of the current term.  Undergraduate Tuition and General Fee Waiver requests for other than the current semesters will not be approved.  Undergraduate Tuition and General Fee Waivers submitted for past semester will not be covered through the Tuition Waiver program and the tuition and general fees will be the responsibility of the employee.

Employee Tuition Waivers are not stackable with other MWSU financial assistance/scholarship programs including but not limited to President’s, Governor’s, Dean’s, participatory scholarship, foundation scholarships, etc..  The eligibility and receipt of the Undergraduate Tuition and General Fee Waiver does not affect the student’s eligibility for external financial assistance or scholarship programs.

1. Tax Exemption Status


Tuition for undergraduate education offered through a qualified tuition reduction program is tax exempt for the first $5,250 in qualified benefit in each calendar year.  Guidelines for undergraduate coursework, which qualifies for tax-exempt status, is defined in accordance with IRS regulations.  The Human Resources Director will determine if the employee’s coursework qualifies for tax exemption.

2. Courses Not Eligible for Tuition Waiver


Some programs provided by MWSU may not be eligible for the Undergraduate Tuition and General Fee Waiver.  Applied Learning classes in the Music program, for example, are private music instruction and are not eligible for the Undergraduate Tuition and General Waiver Program.  If you have a question as to whether a class is eligible for the Undergraduate Tuition and General Fee Waiver Program, please contact the Human Resources Department for clarification.

3. Employee Dependent Undergraduate Tuition and General Fee Waiver Benefit

Undergraduate Tuition and General Fee Waivers are available to a full-time, regular, employee’s spouse and eligible dependents attending MWSU.  MWSU will waive one hundred percent (100%) of the tuition and general fees for spouses and eligible dependents.  These individuals are responsible for paying all book and material costs.  Any fees required for private lessons, special lab fees, or Western Institute fees (refer to Section B) must be paid by the employee.

If the individual withdraws from a course after the normal Add/Drop date, the employee will be responsible for one-half of the tuition and general fees previously waived for that course.  Tuition Waivers are not stackable with other MWSU financial assistance/scholarship programs including but not limited to President’s, Governor’s, Dean’s, participatory scholarship, foundation scholarships, etc.  The eligibility and receipt of the Undergraduate Tuition and General Fee Waiver does not affect the student’s eligibility for external financial assistance or scholarship programs.
4. Definition of Dependent


The following individuals are eligible in accordance with IRS regulations for receipt of “qualified tuition reduction” provided by an employer.  A dependent is a natural or adopted child or a child of which the employee is a qualified legal guardian who is claimed on the employee’s tax return during the current calendar year.  The tuition reduction is tax-exempt of undergraduate courses to a maximum of $5,250 each calendar year for:

· Dependent(s) as defined in accordance with IRS guidelines, Publication 501.  A child under the age of 24 and a full-time student for at least 5 months out of the calendar year and is claimed as a dependent on the employee’s tax return.

· A Child of Deceased Parents of which one or both was an employee of the institution at the time of death.  A child is considered a dependent child if the child is under the age of 24 and a full-time student for at least 5 months out of the calendar year.

· A Child of Divorced Parents if one or both is an employee of the institution.  A child is considered a dependent child if the child is under the age of 24 and a full-time student for at least 5 months out of the calendar year.

· A child of a Retired employee who is under the age of 24 and a full-time student for at least 5 months out of the calendar year.

· A Child of an Employee who left the University due to a Qualified Disability who is under the age of 24 and a full-time student for at least 5 months out of the calendar year.

· A Child of a Widow or Widower of a former employee who is retired or left on disability who is under the age of 24 and a full-time student for at least 5 months out of the calendar year.

· A legally qualified spouse of an employee.

5. 
Benefits for Dependent Children Who Are Married or Over the Age of 24


In accordance with IRS guidelines, for qualified individuals 24 years of age or older the Dependent Tuition Waiver benefit is available on a taxable basis.  The taxes on the taxable amount will be the responsibility of the eligible employee and the taxable amount will be deducted from the employee’s paycheck.


Employees who choose to provide these benefits will have the taxes on the taxable amount deducted from their paychecks based on the following schedule:

· Fall semester - 1/4 of the taxes on the taxable amount will be deducted from the September, October, November and December paychecks.

· Spring semester - 1/4 of the taxes on the taxable amount will be deducted from the February, March, April, and May paychecks.

· For summer - ½ of the taxes on the taxable amount will be deducted from the June and July paychecks.

Benefits for Dependents of Deceased or Totally Disabled Employees

If any employee, after ten years of service, dies or is totally disabled, his or her dependents will be eligible for the Undergraduate Tuition and General Fee Waiver benefits at Missouri Western State University under the guidelines for regular employees as listed in this policy  An employee who is totally disabled and whose eligible dependents are attending MWSU under the Undergraduate Tuition and General Fee Waiver benefit will receive a 1099 for the amount of qualified benefits that exceed the $5,250 annual, tax exempt allowance for undergraduate education.  

Benefits for Dependents of Retirees

Undergraduate Tuition and General Fee Waivers  are available to employees who have formally retired from the University with at least 15 years of service.  The Undergraduate Tuition and General Fee Waiver benefit shall be consistent with the benefit available to Missouri Western State University active employees for spouses and dependents with the exception that, in order to be eligible for the benefit, dependent children must reside in the household and not exceed 25 years of age.  

An employee who retires from the University and whose eligible dependents are attending MWSU under the  Undergraduate Tuition and General Fee Waiver benefit, will receive a 1099 for the amount of qualified benefits, which exceed the $5,250 annual, tax-exempt allowance for undergraduate education

The qualified dependents of an employee who has died during or prior to the dependent attending MWSU under the Undergraduate Tuition and General Fee Waiver benefit will receive a 1099 for the taxable portion of the benefit that exceeds the $5,250 annual, tax-exempt allowance.   (June 2007)

GAC Summary:   This proposal will be forwarded to the President for his approval.
Presidential Action: 
This proposal was signed by the President on June 29, 2007.
GAC #20 – Forensic Scene Research Facility Rules

Source of Proposal:

Department of Criminal Justice and Legal Studies

Purpose of Proposal:

New Policy

Current Policy or Procedure:

None
Proposed Policy or Procedure:     

The purpose of the Missouri Western State University Forensic Scene Research Facility is to provide a location for quality research and training opportunities for students, faculty and regional professionals involved in forensic scene investigations. Research shall include the use of vertebrate animals in the study of forensic taphonomy as related to regional climatic and environmental conditions. To ensure uncompromised research while maintaining a safe and ethical research environment, and regulatory compliance, the following rules shall be implemented. 

1. A research facility coordinator will be designated and assigned to review, along with the project coordinator and the appropriate department chairperson, all research proposals involving the usage of the research facility. In cases involving interdisciplinary research, all relevant chairpersons shall be involved in the project approval.  This group will be responsible for assuring compliance to all MWSU policies and regulations as well as obtaining approval from relevant committees.  It shall be the responsibility of the facility and project coordinators to work with the appropriate departments/committees to obtain any required legal authorization/permits to maintain compliance with local, state and federal law and regulations.

2. Any and all areas of the research facility involving potential biological, chemical and/or physical/mechanical hazards will be properly posted with warning placards and the designated areas will be restricted to authorized personnel only.  All postings will be in accordance with MWSU policy, as well as city and state ordinances and statutes.

3. All sites requiring excavation will be surveyed in advance to ensure no hazards exist.  This will include obtaining prior approval from the MWSU Physical Plant Director and the Missouri One Call System (dig-rite).

4. Research involving vertebrate animals will be conducted in an ethical and humane manner, consistent with all MWSU policies and approved by the Institutional Animal Care and Use Committee (IACUC). If euthanasia is required, it will be performed using an acceptable humane procedure by qualified personnel in accordance to local, state and federal regulations.  Animals that are deceased upon acquisition will be free of known diseases.  Deceased animals transported to the University sites from other premises will be transported in sealed, covered, leak proof containers.

5. The project coordinator will be responsible for ensuring that anyone coming into contact with hazardous materials will be required to wear personal protective equipment.  Individuals will be properly trained and the following guidelines shall be adhered to:

a. Personnel handling hazardous materials shall wear protective gloves.

b. A face mask and eye protection shall be worn it there is a potential for a fluid splash or aerosolization.

c. In cases of possible clothing contamination, an approved protective suit and shoe coverings shall be worn.

d. All contaminated materials will be disposed of in accordance with MWSU’s hazardous material guidelines.

6. Personnel using any unconventional or unusual tool or device which possess a potential risk to personal health or safety will be instructed in the proper and safe usage of said tool or device.

7. The project coordinator assigned to the project shall be responsible for oversight of the project, assuring compliance to all safety and ethical standards.

8. A log of all individuals entering the restricted area shall be maintained and any and all events involving exposure to potential biological/chemical contamination or physical injury shall be reported to the appropriate research coordinator, facility coordinator and MWSU’s risk manager.

9. Research site locations as well as the nature of the research conducted, will be documented and maintained by the facility coordinator. 

10. Upon completion of all research, a site review will be conducted and appropriate decontamination and cleanup procedures will be reviewed by the project coordinator, facility coordinator and MWSU risk management.

GAC Summary:   This proposal will be forwarded to the President for his approval.
Presidential Action: 
This proposal was signed by the President on June 29, 2007.
GAC #21 – Staff Association Bylaws

Source of Proposal:

 Staff Association

Purpose of Proposal:

 For Information

Current Policy or Procedure:   2006-2007 Policy Guide, Appendix N, pg. 268-273
Proposed Policy or Procedure:  (Changes in bold and strikethrough)
I. DUTIES OF EXECUTIVE COUNCIL 

The President shall: 

· Preside over all meetings of the Association and the Staff Council. 

· Represent the Association on all committees required by university policy or designate a representative, preferably the 1st Vice President. 

· Forward the names of Association members who have volunteered to serve on institutional committees to the university President.  Recruit individuals if needed. 

· Approve all budget expenditures. 

· Attend GAC and Board of Governors meetings or send representative. 

· Vote to break a tie. 

· Be responsible for passing on to the succeeding President pertinent information of the Association. 

· Serves as the liaison between the association and the administration on matters at hand.

· Oversees and approves all budget expenditures.

 The 1st Vice President shall: 

· Assist the President when called upon to do so. 

· Serve as the President in the event of his/her absence. 

· Solicit and/or appoint if necessary, a committee chairperson and members to serve on special and standing committees. 

· Attend all required meetings in the absence of the President. 

· Assist the President in attending Association committee meetings. 

· Be responsible for passing on to the succeeding 1st Vice President pertinent information of the Association. 

· Attend GAC meetings. 

· Oversees Association budget; receive prior approval of all expenditures from President; report budget status at Association meetings. 
The 2nd Vice President shall: 

· Compose formal minutes of all Association meetings; within one week two weeks forward to Association Secretary for distribution to Association. 

· Oversee Association budget; receive prior approval of all expenditures from President; report budget status at Association meetings. 

· Send cards from the Staff Association once notification has appeared publicly that a staff member is hospitalized or has experienced a death in the family. 

· Serve as Chair of the Professional Development Committee. 

· Be responsible for passing on to the succeeding 2nd Vice President pertinent information of the Association.  

The Secretary shall: 

· Reserve rooms for Staff Council and Association meetings. 

· Notify Staff Council and Association members of respective meetings. 

· Distribute minutes to all Association members in addition to the GAC representatives. 

· Chair and coordinate the Election Committee for all Association elections. 

· Handle communications as necessary; maintain the Association listserv. 

· Have all correspondence approved by the Staff Association President before being sent to Association. 

· Be responsible for keeping and passing on to the succeeding Secretary all pertinent information of the Association. 

·  Be responsible for e-mailing to the association members the date, time & place of meeting, preferably with an agenda.

II.    ELECTION OF EXECUTIVE COUNCIL 

· The newly elected Staff Council shall elect the President, 1st Vice President, 2nd Vice President and Secretary yearly.  There will be equal representation from exempt and non-exempt employees serving as the Executive Council.  If the President is an exempt employee, the 1st Vice President must be a non-exempt employee; if the 2nd Vice President is an exempt employee, the Secretary must be a non-exempt employee.  

· The Executive Council will be elected from the new Staff Council and the election will be held in July June.  

· The current Secretary and the Election Committee will prepare ballots, conduct the election of the Executive Council, tally the ballots, and inform the Staff Council and the Association of the results.  

· The newly elected Executive Council will preside immediately upon election in July and remain in office until the next year’s election.  

· The newly elected Executive Council’s term will run from July 1 to June 30.
· Vacancies in the Executive Council will be filled as follows: a vacancy of the President’s position will be filled by the 1st Vice President.  A replacement will be elected for the 1st Vice President position from the Staff Council (the Council members status need not be considered). Any other vacancy in the Executive Council will be filled by the Staff Council. Remaining and subsequent vacancies in the Executive Council will be filled by the Staff Council from its own members.  The balance of exempt/non-exempt employees on the Executive Council will resume at the next scheduled election in July June. 
 III.   DUTIES OF THE STAFF COUNCIL 

The Staff Council shall: 

· Represent the members of the Association by attending regularly scheduled meetings and special meetings called by the President of the Association for the purpose of conducting business. 

· Be accessible to communicate information regarding voting matters or other concerns of the Association to any member. 

· Serve on one or more of the standing or special events committees. 

· Continually strive to develop membership participation in Association activities. 
 IV.   ELECTION OF THE STAFF COUNCIL 

· The Staff Council will consist of 17 members.  Eight (8) members will be chosen from exempt staff and eight (8) from non-exempt staff.  The additional member will be the most recent President of the Association.  The Staff Council is elected for a two-year term.   Members may succeed themselves.  

· In April, the current Secretary and Election Committee will prepare and distribute ballots to the Association, tally the ballots, and inform the Association of the results.  

· The Secretary and Election Committee shall keep a detailed tally of votes for each candidate.  The positions will be filled by order of those getting the highest votes and continuing down the list of each with lesser votes until all positions have been filled.  In the event of the exact number of nominees, their appointment shall be by acclamation.  

· Staff Council vacancies are filled by the runners-up from the last election for the balance of the vacated term.  If a vacancy cannot be filled through the above means, it will be filled with a similarly qualified (that is exempt or non-exempt) person, appointed by the Election Committee and approved by the Staff Council.  

· The newly elected Staff Council will meet in July June to elect officers for the Association. 

 V.   ADMINISTRATIVE FUNCTION 

All proposals from members of the Association or from a Council member, to be considered by the Staff Council, must be submitted to the Secretary two weeks prior to a regularly scheduled meeting.  The Secretary will then coordinate and distribute these proposals to the members of the Staff Council.  The Staff Council will then determine by a simple majority, which proposals require a vote by the entire Association. 

VI.   COMMITTEES 

STANDING (appointed annually) 

· SALARY AND FRINGE BENEFITS COMMITTEE  

Membership: A committee consisting of at least five members of the Association to be confirmed by the Staff Council (at least two exempt and two non-exempt employees, excluding the chair).  The Chair and one member will remain on this committee as members for the following fiscal year.  At least one member of this committee shall be from the Staff Council. 

Function: To review and make recommendations concerning salary and fringe benefits for the members of the Association. 

· CONSTITUTION AND BYLAWS COMMITTEE 

 Membership:  A committee consisting of at least five members of the Association to be confirmed by the Staff Council (at least two exempt and two non-exempt employees, excluding the chair).  The Chair and one member will remain on this committee as members for the following fiscal year.  At least one member of this committee shall be from the Staff Council. 

Function: To examine, on a yearly basis, the constitution and bylaws of the Association and recommend necessary additions, adjustments, and/or changes. 

· WELCOMING COMMITTEE 

 Membership:  A committee consisting of at least five members of the Association to be confirmed by the Staff Council (at least two exempt and two non-exempt employees, excluding the chair).  The Chair and one member will remain on this committee as members for the following fiscal year.  At least one member of this committee shall be from the Staff Council. 

Function: To orient new staff employees to the campus and the Association.  Provide support to new staff employees and serve as an additional resource of information. 

· ELECTION COMMITTEE 

 Membership:  A committee consisting of at least five members of the Association to be confirmed by the Staff Council (at least two exempt and two non-exempt employees, excluding the chair).  The newly elected Secretary is the Chair and a member of this committee.  The Chair and one member will remain on this committee as members for the following fiscal year.  At least one member of this committee shall be from the Staff Council. 

Function: To develop and conduct all elections pertinent to the Association. 

· GRIEVANCE COMMITTEE 

 Membership:  A committee consisting of at least five members of the Association to be confirmed by the Staff Council (at least two exempt and two non-exempt employees, excluding the chair).  The Chair and one member will remain on this committee as members for the following fiscal year.  At least one member of this committee shall be from the Staff Council. 

Function: To receive claims relating to grievance from any member of the Association and to initiate the first step in the grievance procedure. 

· PROFESSIONAL DEVELOPMENT COMMITTEE 

 Membership:  A committee consisting of a Chair (2nd VP) and four members of the Association to be confirmed by the Staff Council (two exempt and two non-exempt employees, excluding the chair).  The Chair and one member shall remain on this committee as members for the following fiscal year.  At least one member of this committee shall be from the Staff Council. 

Function:  To promote staff development, provide information concerning funding available, and to select recipients of staff development funding.   

· SPECIAL EVENTS (as needed) 

· Homecoming 

· Fundraising 

· Professional/Social Gatherings 

· Fall Retreat 

· Year End Picnic 

· ADVANTAGE COMMITTEE

Membership:  A committee consisting of five members of the Staff Association to be confirmed by the President of the Staff Association.  Members on the committee will serve for, at least, one year terms. The Chairperson and at least one member shall remain on this committee for the following year.  At least one member of the committee shall be from the Staff Council. 

Function:  The Advantage Committee will serve as an opportunity for Staff Association members to assist in fulfilling unmet needs in and around the Missouri Western State University community.


GAC Summary:   This proposal will be forwarded to the President for his approval.
Presidential Action: 
This proposal was signed by the President on June 29, 2007.
GAC #22 – Staff Association Constitution

Source of Proposal:

 Staff Association

Purpose of Proposal:

 For Information

Current Policy or Procedure:  2006-2007 Policy Guide, Appendix M, pg. 263-267
Proposed Policy or Procedure:    (Changes in bold and strikethrough)
CONSTITUTION OF THE MISSOURI WESTERN STATE UNIVERSITY STAFF ASSOCIATION.  STAFF ASSOCIATION OF MISSOURI WESTERN STATE UNIVERSITY. 
 
ARTICLE I:  NAME 

The name of this organization shall be the Missouri Western State University Staff Association. 

ARTICLE II:  VISION 

The vision of the Missouri Western State University Staff Association Staff Association at Missouri Western State University will be to serve as a liaison between the members and administration. 

ARTICLE III:  MISSION 

The mission of the Missouri Western State University Staff Association Staff Association at Missouri Western State University will be to contribute to and promote the mission and goals of the institution. 

ARTICLE IV:   PURPOSE AND FUNCTION 

The purpose of the Staff Association is to provide a forum for all exempt and non-exempt personnel (classified in positions from A11 to C55) as defined by the Federal Government Fair Labor Standards Act, who hold a nonacademic position by primary appointments as defined by the MWSU Policy Guide and are not protected by tenure. 

ARTICLE V:  MEMBERSHIP 

Membership in the Association will be those Missouri Western employees who are classified as exempt or non-exempt personnel (herein after referred to as staff) as defined by the Federal Government Fair Labor Standards Act, who hold a non-faculty classified position in A through C levels of the Classification System by primary appointments as defined by the MWSU Policy Guide and are not protected by tenure. 

ARTICLE VI:  GOVERNING BODY OF THE ASSOCIATION 

Section 1:  The representative body of the Association shall be the Staff Council (formerly known as the House of Delegates). 

Section 2:  The Staff Council will be comprised of 17 members to be chosen by the election process as outlined in the Bylaws.  One member will be the most recent President of the Association.  From the Council, there shall be four (4) elected officers:  President, 1st Vice President, 2nd Vice President, and Secretary.  These officers will make up the Executive Council.  The immediate past President will serve in an advisory capacity to the Executive Council.  

Section 3:  The Executive Council shall be elected for a one-year term, not to exceed two consecutive terms, per office held.  The Staff Council shall be elected for a two-year term, one half in even years, and the other half in odd years.  The Staff Council members may succeed themselves. 

Section 4:  Staff Council vacancies are filled by the runners-up from the last election for the balance of the vacated term.  If a vacancy cannot be filled through the above means, it will be filled with a similarly qualified (that is exempt or non-exempt) person, appointed by the Election Committee and approved by the Staff Council. 

ARTICLE VII: ELECTION OF EXECUTIVE AND STAFF COUNCIL 

Section 1:  The Staff Council shall be elected and the Association shall be informed by the end of the fiscal year. 

Section 2:  Election of President, 1st Vice President, 2nd Vice President and Secretary will be determined as outlined in the Bylaws. 

Section 3:  The Staff and Executive Council shall take office at the beginning of the fiscal year.  The Executive Council will take office immediately upon election at the first meeting of the new Staff Council. 

ARTICLE VIII: MEETINGS 

Section 1:  The Staff Council will meet once a month as scheduled by the Executive Council.  Meetings are open to all staff employees unless otherwise specified.  The President of the Association may call special meetings of the Staff Council when there is a need. 

Section 2:  Official action on proposals either initiated by or referred to the Staff Council can only be taken with a quorum consisting of two-thirds of the membership of the Staff Council.  A simple majority of a positive vote will be necessary to pass any proposal. 

Section 3:  Meetings of the Association may be called by the President of the Association, a simple majority of the Staff Council, or by petition of at least twenty-five (25) percent of the members. 

ARTICLE IX:  POWERS 

Section 1:  The Staff Council may make recommendations on matters affecting the welfare of Missouri Western State University. 

Section 2:  The Staff Council may make recommendations on matters affecting the welfare of members of the Association. 

Section 3:  The Staff Council shall approve the Association President’s list of volunteers to Standing Committees. 

Section 4:  The Staff Council shall approve the Association President’s list of volunteers to Special Events Committees. 

ARTICLE X:  VETO POWERS 

Section 1:  Members of the Association shall have the right to challenge any Staff Council’s action, which is to be binding on the Association membership. 

Section 2:  A challenge of the Staff Council action must be made by at least twenty-five (25) percent of the members of the Association.  Such challenges, with justification, shall be made in writing and presented to the President of the Association within fifteen (15) working days after the minutes of the Staff Council meeting at which the challenged action was taken have been posted. 

Section 3:  The President, through the Secretary of the Association, shall send a copy of such challenge (names of the challengers need not be included) to each member of the Association and shall arrange a meeting of the Association no sooner than five working days after copies of the challenge have been distributed to the Association.  The convened meeting shall consider the challenge. 

Section 4:  No later than three working days after the convened meeting, the Secretary of the Association shall distribute ballots to all members of the Association asking them whether they will uphold the action of the Staff Council.  A simple majority of votes supporting the challenge (more than 50 percent of all votes returned/cast) constitutes a veto of the Staff Council. 

Section 5:  The results of the challenge shall be presented to the association no more than ten (10) working days after the ballots are distributed. 

ARTICLE XI:  AMENDMENTS 

Section 1:   Any member of the Association may propose an amendment to the Constitution or Bylaws. 

Section 2:  The amendment must be presented to the Secretary of the Association in writing and distributed to all members of the Association at least ten (10) working days prior to a vote on the amendment. 

Section 3:  Vote on all amendments may be by paper or electronic ballot and passage shall be by two-thirds (2/3) of the returned/cast ballots. The results of the vote shall be presented to the association no more than ten (10) working days after the ballots are distributed. 

Section 4:  Temporary changes to the Constitution and/or Bylaws may be implemented by a majority vote of the Staff Council at any time necessary to resolve situations which are not specifically identified by the current Constitution and Bylaws.  The Secretary shall keep a separate record of any temporary changes as they occur.  These temporary changes will be valid only for the fiscal year in which they are enacted. 

GAC Summary:   This proposal will be forwarded to the President for his approval.
Presidential Action: 
This proposal was signed by the President on June 29, 2007.
GAC #23 – Graduate Curriculum

Source of Proposal:

 Graduate Committee

Purpose of Proposal:

 For Information

Current Policy or Procedure:     Not applicable
Proposed Policy or Procedure:     Addition of two graduate programs.
GAC Summary:   This proposal will be forwarded to the President for his approval.
Presidential Action: 
This proposal was signed by the President on June 29, 2007.
Respectfully submitted,

Jennie McDonald

Secretary







