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LETTER OF AGREEMENT #128

PERFORMANCE-BASED PROMOTION FOR PROFESSIONAL STAFF

The Kean University Administration and the Kean University Federation of Teachers have agreed that in
terms of the Performance-Based Promotion for Professional Staff, the program will take effect fall
semester 2012.

This Letter of Agreement for Performance-Based Promotion for Professional Staff will expire on
June 30, 2015.
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Performance-Based Promotion for Professional Staff

Article XVI (D) of the statewide Agreement between the State of New Jersey and the Council of New
Jersey State Colleges Locals, AFT, AFL-CIO provides as follows: Full-time professional staff employees
who meet or exceed the criteria for a performance-based promotion are eligible to be considered for
such promotions, which consist of advancement to the next higher title in the employee’s title series.
The next higher title for Program Assistants will be Professional Services Specialist IV. The criteria for a
Performance-Based Promotion will be established by the University President and provided in written
form for the understanding of all affected employees. An eligible full-time professional staff employee
and/or the employee’s out-of-unit supervisor may submit written application setting forth justification
for promotion to the University President or designee thereof. The University President shall determine
whether a promotion shall be granted.

Letter of Agreement X Performance-Based Promotion

Effective July 1, 2004, individuals serving in the following in-unit titles - Professional Services Specialist |,
Assistant Director |, and Administrative Assistant | — shall be covered under the Performance-Based
Promotion set forth in Article XVi of the agreement. Employees serving in these titles who receive
performance-based promotions shall receive a two-range increase but remain in the same title.

Performance-Based Promotion Program

The President of the University shall establish on a yearly basis, whether or not Performance-Based
Promotions will be granted. His/her announcement will be made by early spring of each year.

Once an announcement has been made, a deadline for submitting applications for Performance-Based
Promotions shall be issued.

. Eligibility
To be eligible for a Performance-Based Promotion, a Professional Staff Member must:

A. Be a full-time professional staff employee on a multi-year contract as defined in Appendix |,
Article 1, Section A of the Agreement.

B. Not have received a Performance-Based Promotion within the last four (4) years.

C. Not have received a reclassification within the last two years to apply in the fall of 2008, and
thereafter, not have received a reclassification within the last four years.

D. If not promoted, and the candidate meets the eligibility and promotion criteria, the candidate
shall be eligible to reapply the following year.

li. Criteria

A professional staff member must present evidence/documentation in support of the following merit-
based criteria:



(1) Length of service at the University and in the current position.

(2) Job Performance.

(3) Professional Growth.

(4) Contributions to building an effective and positive work environment that strengthens
teamwork, mentors and supports colleagues, achieving a service-oriented approach to the
work of the unit.

A. That he/she exceed (be exceptional):

1

In the performance of his/her professional responsibilities as related to his/her job
description and generic job specifications.

In advancing, through his/her contributions and/or accomplishments, the mission and
vision of the department/unit, division/college, and University, in support of the
University’s goals.

B. That he/she meet (be effective):

1

in contributing to a positive work environment that strengthens teamwork, supports
colleagues, and achieves a service-oriented approach to the work of the
department/unit, division/college, or University, thus contributing to the University’s
goals.

lil. Application Procedures

An eligible full-time professional staff member and/or the employee’s non-bargaining-unit supervisor
may submit an application on the required application checklist for Performance-Based Promotions for
professional staff in accordance with the following procedures:

A. The applicant must develop a portfolio that includes:

1.

A job description and job specification that shall be supplied by the supervisor at the
applicant’s request within fourteen (14) days,

A self-assessment statement addressing the four criteria listed above,

Three consecutive performance appraisals from the employee’s personnel file including
the current appraisal from the non-bargaining unit supervisor and the last multi-year
appointment appraisal, and

Substantiating documentation, supplied by the candidate and/or supervisor, supporting
the criteria listed above.

B. The non-bargaining unit supervisor shall review and transmit the application with his/her
recommendation to the appropriate Vice President in accordance with established deadlines.

C. The appropriate Vice President shall review and transmit the application with his/her
recommendation to the Professional Staff Promotion Committee in accordance with established
deadlines.

IV. Professional Staff Review Committee

The Professional Staff Review Committee will be responsible for the following functions:



(1.) To review all eligibility criteria based on Article Il in this Agreement.
(2.) They will be forwarding all applications to Professional Staff Promotion Committee for their review,

Composition

Nowhk WM

One representative from the Kean Federation of Teachers (KFT).

One representative from the Office of Human Resources (HR).

One representative from the Office of the Executive Vice President for Operation.
One representative from the Office of the Vice President for Student Affairs.

One representative from the Office of University Relations.

One representative from the Office of the Vice President for Academic Affairs.
One representative from the Office of Institutional Advancement and Research.

V. Professional Staff Promotion Committee

Composition

1.

2.

The Professional Staff Promotion Committee shall be comprised of all Vice Presidents of the
University and the Director of Human Resources.
The Executive Vice President for Operations will be the Chair of the Committee.

VI. Professional Staff Promotion Committee Review Procedures

Review must take place within 60 days of application. The eligible full-time professional staff member
will be notified by the President or Committee within 60 working days as to whether or not a
Performance-Based Promotion has been granted. If the promotion has been denied, the President
shall set forth his/her reasons in writing to the applicant.

A. Prior to the Professional Staff Promotion Committee completing its review of applications, the

committee may ask the prospective candidate to appear before the committee to address
his/her application.

After considering all applications for Performance-Based Promotions of Professional Staff, the
Professional Staff Promotion Committee shall complete its review and shall provide the
President of the University with a list of recommended individuals at least equal to the number
of available Performance-Based Promotional opportunities.

Vil. Presidential Review

A. The University President shall review the candidate’s applications and the recommendations

B.

submitted by the Professional Staff Promotion Committee in making his/her decisions in the
matter of professional staff promotions.

The University President shall meet with the Professional Staff Promotion Committee to discuss
his/her recommendations, before submitting the recommendations to the Board of Trustees.



Viil. Board of Trustees

A. The Board of Trustees shall receive in writing the University President’s list of recommended
candidates for a Performance-Based Promotion.

B. The candidates shall be notified by the University President of his/her decision.

C. The Board of Trustees decisions of the Performance-Based Promotions are final and not subject
to appeal.

IX. Implementation

A. The procedures shall be fairly and equitably applied to all applicants.

B. Applications shall be considered annually. An announcement by the University President shall
be made regarding effective dates.

C. Promotions shall be to the next title in series, such as Program Assistant to Professional Services
Specialist IV, Assistant Director IV to Assistant Director I, or Administrative Assistant Il to
Administrative Assistant ll, as prescribed in Article XV, Section D of the Agreement.



APPLICATION FOR PERFORMANCE-BASED PROMOTION
FOR PROFESSIONAL STAFF

The applicant should complete and forward this application to his/her supervisor. If information is
missing, the application will be returned to the applicant.

. EMPLOYEE INFORMATION

Last Name First Name Mi
Department Current State Title

Division Date of Last Reclassification

Effective date of 1% Multi Year Contract Date of Last Performance-Based Promotion

.  REQUIRED MATERIALS
A. Written Statement
Prepare a self-assessment statement addressing how each of the following criteria is
met:

That the professional staff member exceed (be exceptional):

1. In the performance of his/her professional responsibilities as related to his/her
job description and generic job specifications;

2. In advancing, through his/her contributions/accomplishments, the mission and
vision of the department/unit, division/college and University in support of the
University’s goals;

3. In contributing to a positive work environment that strengthens teamwork,
supports colleagues, and achieves a service-oriented approach to the work of
the department/unit, division/college, or University, thus contributing to the
University’s goals.

B. Supporting Documentation
Please attach any supporting evidence/documentation in support of the merit-based
criteria.

C. Job Description and State Job Specification
Please attach a current job description and job specification.



D. Three Performance Appraisal Forms
Please attach copies of three performance appraisals from the personnel file including
the current appraisal and the last multi-year appointment appraisal.

To the best of my knowledge, the information contained in this application is true and accurate.

Applicant’s Signature Date

FOR ADMINISTRATIVE USE ONLY:

Committee Recommendation

Decision: Approved [ Not Approved [

Date:

Executive VP for Operations Date
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