
2005-2006 Annual Report
Non-Teaching Academic Staff Review Committee

Members:
TJ Jeske
Linda Kopecky
Kenneth Busch
Pauline Jascur
Laurie Petersen, Chair
Victoria Lenichek, replaced by Donna Weir (5-9-06)
Gwyn Wallander, resigned and replaced by Jennifer Klumpp (5-9-06)

Charter:

Functions:
I. The By-laws of the Non-Teaching Academic Staff Review Committee (NTASRC) stipulate that
the Committee will, at its first meeting of each academic year, set and publish a schedule of
meetings for the entire year, and that the Committee will, at its first meeting of each year, review
the "Operating Policies and Procedures" for necessary and desirable changes.

II. The dean/division head will request the Committee's advice on a recommendation for
promotion to indefinite appointment by transmitting five (5) copies of the candidate's Review File
to the office of the Committee. (NOTE: When there is a backlog of Review Files, priority in the
order of their review may be given to employees with the most years of probationary service.)

III. The Review File will be returned to the dean/division head if it does not follow the format
prescribed in the "Review of Non-Teaching Academic Staff for Indefinite Appointment", or if it is
incomplete.

IV. The candidate under consideration shall be notified ten (10) working days in advance of the
date, time and location of consideration of his/her case. Unless the candidate requests an open
meeting, the Committee will meet in closed session. An Acknowledgment Form will be provided
on which the candidate shall confirm receipt of the notice and also indicate his/her desire to have
an open meeting and/or make a personal presentation to the Committee. The Acknowledgment
Form must be returned to the office of the Committee no later than five (5) working days prior to
the scheduled meeting. If the acknowledgment is not received within this time limit, the scheduled
review by the Committee may be cancelled. In this case, the candidate and the dean/division
head will be sent a second ten (10) working days notice. Failure to respond to the second notice
will result in all copies of the Review File being returned to the dean/divisional head.

V. Each member of the Committee will receive a complete copy of the Review File. All copies of
the Review File will be returned to the dean/division head upon completion of the Committee's
action. One copy of each candidate's table of contents, resume, and correspondence will be
retained in the official files of the Committee in the Office of the Secretary of the University.

VI. The Chairperson may appoint internal subcommittees to assist the Committee in obtaining
additional information.

VII. The quorum of four members is required to conduct official Committee business.

VIII.
A. All Committee actions on recommendations to indefinite appointment shall require a simple
majority vote of those eligible to vote (see VIII.B.). The Chairperson shall be entitled to vote on
motions before the Committee.



B. A member of the Committee will not vote on those cases where he/she participated as a
supervisor in the decision to recommend the candidate to the dean/division head. A Committee
member who may have participated in the decision to recommend, though not as immediate
supervisor, may be placed in the "non-voting" category by a vote of the Committee. Subject to the
approval of the Committee, a Committee member may be placed in the "non-voting" category for
other reasons. No member in the non-voting category may participate in the discussion.

IX. Written votes will be cast in one of four categories: 1) "YES", 2) "NO", and 3) "ABSTAIN," and
4) "NOT VOTING". The "not voting" category will be used only for cases covered in VIII.B. The
minutes will record the number of votes in each category. However, if before the vote is taken, at
least one member of the Committee calls for an open record of the vote, the minutes will record
the vote of each Committee member. The written ballots will be preserved in the official files of
the Committee.

X. The Chairperson will forward the findings and the vote of the Committee to the dean/division
head.

Meetings: (please note the number of meetings and dates is possible)

20 meetings were held on the following dates:

8-11 & 25- 05 3-9 & 13 & 23-06
9-8 -05 4-13 & 27-06
10-27-05 5-11 & 26-06
11-7 & 22-05 6-8 & 22-06
12-8-05
1-12 & 26-06
2-9 & 23-06

The committee reviewed 24 files. There were two requests for reconsideration

Major Accomplishments/Actions: (please LIST – bullets OK-major committee
accomplishments, issues of discussion, etc.)

 Presented two workshops on preparing your indefinite file - December 05 & April 06
 Revised the recommendation letters and created a “marginal” letter for candidates with

minimum satisfactory performance that identifies area(s) to improve commitment to the
University

 Planning meeting with the Secretary of the U, ASC Chair, Teaching Academic Staff
Review Committee & myself to discuss hosting a joint training session to supervisors to
improve completeness of files coming forward. There are numerous times when
supervisors, especially when faculty, to not understand the significance of timely
evaluations and letters of recommendation but also of the process itself. Unfortunately
this past year we had several files that were missing years of the supervisors evaluations.


