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December 2, 2010
To:
Deans, Vice Provosts, Associate/Assistant Deans, Directors, Department Chairs

From:
Carol L. Mack, Vice Provost for Academic Personnel and Leadership Development

Cathy LaTourette, Associate Vice President for Human Resources

RE:
Academic Professionals: Notice of Termination (Notice) 


(Please note separate memo that addresses Notice for Fixed-term Instructional and Research Faculty)
Article 17, Section 5(a) of the AAUP Collective Bargaining Agreement provides notice requirements for Academic Professionals:    

Unless their Notice of Appointment letters indicate that the appointment is time-limited, Academic Professionals will be appointed on an indefinite basis. They shall be entitled to the following schedule of notice of termination of their position:



Less than 1 year of service 

 3 months
 90 calendar days  



1 to 3 years of service

 4 months
120 calendar days  



3 or more years of service

 6 months
180 calendar days   

Service shall be defined as service at the University as an Academic Professional. 

Time-limited appointments shall not be used outside of grant or contract funding without a specific underlying limit on the funding of the position, or a leave replacement, or to fill a vacancy pending a search, or the written agreement of the Association.

Attached are two documents for your use:

· A template Academic Professional - Notice of Termination.  Supervisors should use the following template to prepare Notice letters to deliver to their Academic Professional employees.  Do not deviate from the template without first contacting Christina Kraus (5-9838). 

· A set of guidelines for presenting Notice letters to Academic Professionals, including what can and cannot be said to employees at this time.  Supervisors should personally deliver the Notices.

What you need to do: 

· If you are considering staffing reorganization within your unit that involves eliminating an Academic Professional position that is not grant-funded or time limited, and is not for cause, you will need to review the incumbent’s length of service to determine the required amount of notice.  The notice may occur at any time during the fiscal year.
· If you are giving notice to an Academic Professional use the attached Notice template designed for Academic Professionals.

· In advance of your delivery of the Notice to the Academic Professional employee, send an email with a draft of the notice letter to Sharon Buhlinger, Special Assistant to the Vice Provost for Academic Administration and Planning and Christina Kraus, Employment Manager, at buhlingers@pdx.edu and krausc@pdx.edu).

Please notify any other supervisors in your unit of these procedures and deadlines.  If you have any questions, please contact us.

Enclosures 

cc:  executive assistants and assistants

TEMPLATE:  Academic Professional - Notice of Termination

<date>

<name>

<address>

Dear          :

This letter is to provide you Notice that your academic professional position will be terminated [as part of a departmental reorganization or due to a “no cause” reason] effective [date].  This Notice is in compliance with Article 17, Section 5(a) of the AAUP collective bargaining agreement that identifies required notice based on your service as an Academic Professional at Portland State University.  Since you have held an Academic Professional position since [date] you must receive [# days] notice. 

These circumstances are certainly unfortunate; here is some information that will be helpful in understanding the details involved in your separation from PSU.

On [termination date same as above] you will receive your final paycheck, which will include (if eligible) all accrued but unused vacation time up to the maximum allowed by OUS rules.  Your health benefits will be in effect through and including [date].  The HR website at www.hrc.pdx.edu is an excellent resource for information regarding separation of employment.  By clicking on the link for Separating Employees, you can review information regarding benefits, vacation payout, retirement, continued healthcare benefits through COBRA, etc.  
Please consult with Karen Garrison, Senior Benefits Coordinator, at 5-4943 for help in answering any questions you may have about the transition of these and other benefits to which you are entitled.  

[Name], your effort and contribution to the _________________ Department and to the University have been appreciated.  I extend my best wishes to you in your future endeavors.

Sincerely,

<name>

<title>

cc:  
<office of the dean, or office of vice provost, to which the unit reports>


Academic Employment Coordinator, HR

Coaching Guidelines for Sensitive Employee Discussion regarding
Notice of Non-Renewal and/or Intent Not to Reappoint

1. Who Should Deliver the Message?  Vice presidents, deans, vice provosts, associate/assistant deans, directors, and department chairs should deliver this message to the employees who report directly to them.  

2. How Should the Letter Be Delivered?  The letter should be presented personally.  Wherever possible, deliver the letter by hand in an individual meeting and allow for some explanation and dialog.  If any affected employees are located off site and it is not feasible to meet face-to-face, then a telephone call to explain the letter is the next best approach.

3. General Objectives:
· To have all affected employees hear the same message at approximately the same time.

· To present the letter and the reason for it with respect and professionalism.

· To consider the employee’s point of view and feelings, and to be sensitive to the concern this might cause.

· To anticipate the reactions of your employees and be prepared to let them respond.

· To present the information in a way that employees feel you and the University handled this thoughtfully and professionally. 

4.  Coaching (as applicable):  
· Remember that Notice is an AAUP contractual obligation and that no reason need be given for non-renewal.

· It is important that you leave performance out of the discussion at this time, even if the employee asks.  You can schedule a separate meeting to discuss performance expectations at a later time, if appropriate.  
· Be calm; be polite and respectful.  How you handle this is critical.  Employees will remember this meeting. 

· You can tell employees that their contributions are valuable, their work is appreciated, and you respect their service. Be prepared with genuine compliments that demonstrate knowledge of your employee’s work.  

· If appropriate, help individuals feel less singled out by explaining that they are part of a larger group of employees faced with a similar situation.    
· Listen and let the person react.  Their reactions and feelings are valid, and they should have time to express them.  Expect that reactions will vary from high emotional to low emotional responses.  Have tissues and drinking water available.

· If you feel you have a special situation warranting different treatment with an employee receiving a Notice, please discuss the situation with us.  
· Explain that this circumstance is unfortunate.
