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- ForeWord

.

ThIS document is the product Rot a B-year joint effort by th,e Natuonal Center for Education -
Statistics (NCES) and. the National Center for Higher Edutation Management Systems
(NCHEMS) at WICHE. An NCES-funded contractual arrangement guided the first 2 years;
thereafter both ofganizations collaborated on an lnformal basis. This is the sixth version of a -
mapual originally published by botUHEMS and NCES asAManualforManpowerAccount-
ing in ngber Education with NCHEMS designating it as Technical Study No. 39, and NCES
,appendlng a sub-title of ""Preliminary Edition”. The*""Acknowledgements” in that Preliminary
' Edltlon, by its author and NCHEMS project direct, Dr. W, John Minter, is included in this
publication as appendix D. It describes the procedures under which the Preliminary Edition is
- written and gives credit to contrlbutors Their contributions are a srgnlficant |anuence in this
" restructured Manual, : N -
' T«
The first ude of the or|g|nal Manugl (ip- the Higher Education Géneral Information Survey in
" 1972 73) |dentif|ed a number of-problems and prompted further review of the docament. A
.~ “committee asembled ‘by the American Council on Education, wuth representation from the ~
National Assoeiation of College and Universsty Business Offices, ‘after revuewung the Manual and
its intended use, prepared a report, yvhich' together with comments received from other repre-
sentatives of ‘the higher education community and experience gained through implementation
actnvnties»ofNCH E/MS formed the basis for many of the major changes in thk Manual. »

- - .
y =

Assembilny all the comments, Dennis Jone$ of NCHEMS and Theodore Drews of NCES colla-
borated in rewriting of the Manual, which version received still another fiefd review. While most
appreciative of the comments and efforts by persons and agencies outsrde NCES and NCHEMS,
we must stress that this Manual is the product and responsjbility of the 2 organgzatnons with the
authors assuming responsibility for accuracy and presentatlon S

In the interest of economy, and awareness that even the slightest changes in wor&iing mlght raise_..— "~
' questions of intended meaning, NCES has utilized the NCHEMS-edited and W copy
,SYNt

for the main body of the Mdnual, 'NCES assumes no responsibility Tor ical‘ or
grammatlcal aspects of this work. . AR .
e\ﬂ )

This version of the Manual is also curre/ I—y/iﬁ{&ributioN NCHEMS- Technical 7Report

" No, 84, As with othw ions, NCES and NCHE @ continue to welcome ¢om-
ment on the Manual’s nt,and utilization In yievwof cur gpid development and change

PR KRy 7 VIV o 'iu—wzﬂ——
Marie D. Eldridge
- Administrator = * - :
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A l\'A\anpower asa R,esource . .
Manpower—tde combined skills, capabilitiés, and
sensrbllltles \f individual human beings—repre-
sents a resour e that is fundamental to-the opera-
tions of all prganizations. To be sure, manpower
resources are in|many ways different from financial
resources and |from physical resources such as
buildings and qleces of equipment. Human beings
possess many unique and special qualities that have
no counterparts it other types of resqurces. Many
s of these special qualities are difficult, if not |mpos-
sible, to measdre or even to describe in any satis-
factory way. Because of ‘these uniqie qualities of
manpower’resources their value fo an organizatiop
may be difficult to express in conventional eco-

. nomic terms'. or _to quantify otherwise. “These
- strlkrng differences do not, however, negate the

legitimacy of considering manpower a form of
resource. Neither should they obscure somé basic
5|m|Iar|t|es between manpower and other typess of
resources, nor should they sepve as anexcuse to *
avoid all attempts at develeping some quantltatlve

" measures of the manpower resource. {The basic

§|mllar|t|es are belng recogmzed most explicitly, by
economists in considering laborZmanpower—as.
one of the basic factors of production. )
To institutions of postsecondary education,
manpower represents an especially- important type
. of resource—especially important in several ways.
Manpower resources are important because insti-
tutions of postsecondary educatlon typically
depend more heavily on them than on other types

and associated fringe Benefits. In short, the pre
ponderance of expenditures at the* typical insti-
tution are directed toward the acquiSitfon of the

_necessary manpower resources.‘A‘dmittedIy this

situation is not universaiiy true. It is possible to
substitute one resource for another (such as the
classic example of the substitution of capital—
equipment—for- Iabor or manpower) and thereby
devote reIatlver less or more to the acqulsmon of
personnel resources. While %uch substitutions can
be made, they generdlly are not made in education.
With few exceptions postsecondary education
remains a labor-intensive (or manpower- mtensrve)
industry. * f -*

@

" The importance qf manpower resources to .
. institutions-of postsecondary educatioh, however,
is recognized as extending well beyond a signifi-
cance expressed in financial terms. The academic
processes of these institutions ‘cannot be carried. .
on wrth just any man’power resources. The man-
power resources required are, for the large part,
. individuals with_ very _special kinds of- skills,
interests, and attitudes. Without individGials who
are both rnteIIectuaIby qualified and tempera-
mentally dlsposed toward tedching, the. |nstruc-
tignal procesg ceases toT ction effectively. Wlth.

out individuals_who are\b th mteHectuaIIy quall-. )

fied and personally interested in scholarly pursuits,
there is no research. While .therg are differing

opinions concerning the guantity of manpower
resources required for the satisfactory (or optlmal)

of resources for accomplrshung thejr purposes: The.” conduct of these processes,” there is much less

fqurIIment of the responsab t|es assignedto these
institutions by our socie (the creation and
drssemmatron of kriowtedge) is _dependent on

x 1nstrdctrona| and xarch processes that, by ‘their

very nbture, utilize large ambUnts of~human
resources. The extent of-the depgndence of post--

_+secondary educatrons productwg processes on’

RIC

catmg that at the average institution, almost 75
,percent of the expendutures are for wages salanes

N
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disagreement on the  point. that manpower
resources with certain speclal characteristics are
requrred Substitution of other types of manpower
resources ‘regardless of the financial cost or
savmgs whl not result in an acceptable result. It
is this fact ‘not the preponderance of flnanctal
resources devoted to the acquisition of manpower

- manpower fesouroea is dramatized by data indi- resources, that makes these resources of critica)

|mportance institutions

educatlon

to of postsecondary
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“on manpower resources for achieving the program-

B The Importance of Managrng the
ManpoWer Resource

organlzatlon or mdustry in whuch a sungle
type & reSource or ‘factor of produetion”
accounts for 7% percent of the annbal expendi-
tures, prudent management requires that partlcu- .
Iar attention ‘be devored to the acquisition and
" utilization of ggat resource. It is alrgost axiomatic
in postsecondary edueatlon that the key to f|nan-
cial control is the control of ekpenditures on man-
- power resources. To be sure, the cost incurred in"
acqumng manpower resources by* itself could
justify an emphasis on managing the manpowér

tion. Jn. the final.analysis, however, the reqfire-
ment for managemént of manpower resources in
educational enterphses is determined by many
-additignal factors also. "

Primary among these factors is the dependence

~ « resources in,an-institytion of postsecqndary edf«ca

a >

matic objectives of the institution. As.noted above,
people are the-main -avenues through which the

acaderﬁlc objectnves of an institution are accom- -

pllshed‘ As a result, there is a direct and strong
relatlonshlp between the managerlal decnsnon
regarding the allocation of * manpower résoutces
and the athievement: of academic objectives. Thus,
the allocation of manpower resources to specific
programs or actlvmes is a cructal. managerlal
.decision; it is also a difficult managerlal decision.
Most employees of an institution are quallfled ip
greater or lesser degrees, to-undertake a variety of
activities. Most faculty, members can teach inter-
mediate. or advanced courses in additidn to the
more elementary courses. Similarly, most’ faculty

members who* are heavnly engaged in research 2

. Xactivities are also”capable ‘of, and interested in,

E

Aruitoxt provided by Eic:
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doing s\o_rr}tea_ching. In rhany colleges, individuals
whose primary responsibilities are agmjnistrative
also teach as a result of either institytional policy

]

or preference. .

14
I J ro.

. Just because individuals can ) undertake a’
variety .of activities; however, does not mean that
they elther want to or are equally adept at the full
range, of - activities. Some indigiduals are better
teachers than researchers; others are better admin- ,
istrators than teachers. In order to maximize the

: effect/veness of an institution, or a program within

R

*

* The

!
-

' an institutian, , the managen must attempt to allo-

» cate -manpower resources so that mdnvnduals will
be assigned t8 those &ctivities they are bést able‘to

" perform. Program or ifstitutioril managers, how-

ever, are not unconstrained in their decisioncon-
cerning A4llocation of manpower resources. As
individuals,’
/collectnvely. constitute an |nst1tut|ons manpower
‘resources have preferences as td the activities they
™~ want to perform Some prefér to teach, others to
|nvolve themselves in research activities. Unfor-
tunately, capabllmes and preferences” do’ not
invariably .coincide; In overriding preferehces in
‘the* pursuit- of institutional efficiency or _effec-

*

as’ human beings, the people who ~

[

-

tiveness, the manager also incurs some costs. In °

summary, the manageru | decisiop concerning
allocation of manpower resourcés not only atfects
the extent to which programmatlc ‘objectives are’
reached and the resulting quantity and quality of

: programmatic outcomes but it abo affects people

in a very personal ways.tt is crucial ‘that thg man:

3

powet resources be managed weII—and- wnth
sensmvnty * . A
C. ..Information About Manpower Resources .

fundamental importance of manfnower
respurces to the conmduct of the activities of a
postsecondary “edlication institution . creates ah
Unavoidable need for information about thase
“resources. Within the institution, data are. needed
to employ an individual, generate a paycheck,
publish 3 telephone dlrectory, assign teachers to
classes, and for innumerable" other purposes. Users
exterrial to the mst;tutlon also have needs for man-
power resource data—to support accreditatioh |
reviews, to calcuiate the amount of resources to be
approprnated to aperate pension programs, and to
serve many other purposes. In short, a multltude of
users, both internal and externat to institutions,
have understandable needs.for a Wide varietyﬁof

"t

data about employees and the manpower resources_.”

of ‘postsecondary educat|on institytions. Because,
" the specnflc requnrements forssuch |nformat|on are

potentially so numerous, varied, and discrete, it is =

often difficuit to see the forest instead of the
trees—to maintain perspectwe about personnel data
and to approach the problpms associated therewith
inra consistent fashion,
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fn 2his regard, a recogm/ron of the “basic tion and experience indicate that the mstit(;tional
distinction between what mlght be termed per capacrty to acquire: and use manpgwer resource t

sonnel data*and manpoiver resource data js crucial, ta is consnderably less well developgdfm spite of
On one hang, institutions necessarily maintain an {the fact, that, manpower, respurte dgta ate those * '
* “array of m,formatmh about specific mdnvnduals nost relévant: in the codtext of planning &nd .
their characterrstlcs their performance, and, their accountablhty—.and “thus the subjest of much of .
contrrbutlons to their professidn®and the insti- the data exchange and ¢eporting.both within the L
tution.. For example, institutions -typicglly main- institution. and -between the institution 'and a -
tain such data as'namé, address, socrj securi y variety of external agencies, . “
number, {itl and rank, employment ant eBluca-  The absence of umfor’m consistent, and*

Y

, 9tional histofies, records ef periodic evaluation and generally accepted tepms and deflnltsons, con-
- promotio#s, salary and. bepefit data, listihgs Of oernmg manpower resources, and the communi-
publrc‘atrons sex, age race, marital status; citizen- cafions problems thus créated, led to the decision .

- «ship, and" Gther items that pertain personally and to select wanpower resource” data as the subject of ’
mdrvrdually to employees of the institution. Such  this Manual. It is hoped ‘that, wrth the satisfactory ' -
~dat; are typlcally mamtalned in a personnel offace compietlon of this Manual, work can' begighon the

. with ia part of ‘them generaily mechamzed par tcompanlon document that: will have personnel
ticularly. those. that are used in the gayroll func- (individual) data as a focus. Taken together these
tion. Ih addition, however, ‘there |s also neéd of , two documents will descrrbe a total system of -
'data - about ther, manpower resource these indiwi- records about an, institution’ s employees.
duals repredgnt. Rather- than focusing on those » As a final note, it must be stated that- the

.~ data rtems most important *in d|st|ngU|shmg “dichotomy between personnel and mandeer
. * “between individuals and that describe the|r uUnique, resource_data is not always 23S clear-cut ana invio-
personal charac’terrstlcs manpOWerTesouroe datais late’ as the previous discussion, mlght ‘make |t
concernéd with the natu;e amount, and use» of the, abpear £or @xample, m'format,on about tenure -
_ .. asset or resource that these mdnhdual(s represent status is a des lptprﬁnOt only of an individual but
In th|s regard, maintenance of the individdal’s , alsp of the permanence he resource the indi-
|dent|ty Js not the ObJ'ECtI\fE' descrlptlon of the. vndj.ral represents. To ‘thohsx‘tent that” items of
. mterrelatlonshrps between manpower resources pers onnel data are also relevant to a description of'

>

) ' and the emploxment settlng take precedence. the avarl‘abﬂlty and use* of mahpower resogrces T
¢ ‘ . those' items are identified and defined in this , *
Effective management of an inititution Manual. ' ‘_ . .o~ . N
) demands-that both types of data—that is, persdnnél » . . ) f’ .
¢ and manpower resource—be regularly maintained, * - N T * N . o .
s The scope of this Manua/ kowever, is limited to a ’
" consideration ‘of only manpoWer resaurce data. I, D. Organlzatlon of ’ghe Manual ~ T .
. is retognized that in estabI|sh|ng a systém of The subsequeng chapters of the Manua/descrlbe i " .
records. within an institution, it would be custo- detail, the' bisic elements of an information system .

,

mary and approprlate to establlsh first that portlon' designed to support the management of manpower \
of thé system reIatmg to the personal character- resources in institutions of postsecondary educa-
. istics of the mdrvrdual‘temployees (personnel’ and tion, Chapter 2 provrdes a general averview of a
. payroll systems). The fact that this Manual deals system of manpower resdurce, |nformat|on Chap: R
only with mdnpower resource data should not be * ter 3. conta|ns a descrlptton of a recommended { '
taken as an mdrcatlon of relative importance of the classification scheme for Jmanpower resources and )
. two - major kmOQ of data about employees;_it deflmtldns of the categories within that scheme It .
., Jeflects *only an assessment of the currently. also suggests the -additional mf,ormatlon most
.- greatest need. In order to conduct their day-to- day “useful m specnfymg and descrrblng the manpower
-affairs, institutions have had to develop at least.a resources “in eath-of these - categorles. Chapter. 4
mggmally acceptable personnel system. Observa- describes a framework for organizing and dis-
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playnng information ébout the allocation of man-

resources by, inst

|::It:/o: programs. Chapter 5
- describes, in a ge way, procedures for erganiz-
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betgyveen resource categorles and- actlvmes. A

Glossary oLTerms, some additional classifications
and SUbleISIQnS of personnel the NCHEMS
,Program Classification Structure, and other relatéd

« . .
. ing, information that indicates relationships maternal ar&contanned in. the Appendlces .
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AN Overview of Manpower

e . . N ] - . L L]
Resource Information =~
[} - - * .,‘ . N \‘ N - Y
. ‘\’ . . . : ‘. .
" For whatever reason, |nforma ion systems’ deslgned A. Descnbmg‘tbe Pool of Avdilable - ‘. A R
) specifically to support planning and management ManpowerResources S . ,

ower-, resources have
entioh in institutions of
s+a result, the under-
een particularly, well
developed and, to the extent they have, been
v . developed they are not well and generally dnden
stood By burldlqg an, the conceptual and pgacti-
.- cal bases developed in the context of the 7 manage- -
. ment bf other types of Jresources (partlcularly
" . -“financial resources) however, it is possible fo
identify the major kinds of informatich needed
« for the plapning and managemen?® of manpower
t.. »  resources. Using financial resources as.an ana
#for identifying the components of a %f

activities related to ma
received relatively Ilttle a
' postsecondary education:
— Iymg concepts have not

There are many dlmenslons and various degrees af* .
specificity that cam be incorporated into adescrip-

tion of an institution’s pool of available.manpower e
resources. At the most elementary level, a descrip- °

tion could be’ obtained by simply countlng the .
number bf emponees Such a description is seldom
very useful, however, in that it in no way differen- ..
tiates between' groups of employees (for éxample

it -does not distinguish between executives and-~"

clerical workers), Neither does it -provide a parti- . %,
cularly , accurate measyre of , the "améunt (of Jg ‘.
resources represente,d by .the c0unt of: employees ..

" betause a ‘part-time emplbyee is counted the same

. V‘ a full-time eimployee. Thus, if a useful descrip- T
++'% . mation about manpowe‘rfresources the foltowmg tion of the, pool of avarlable manpower resources’

general types of mformatpn can be consldFred as "‘r‘to be obtalned.thete is need of: ¥ .
being of greatest importance arld utullty ¢ e
__:_). Information “that describes’ the “kingds and ‘(’Isomb way of ‘i-lassrfy/ng manpoter resources . .
.. amounts of manpower resources available fos ™. that will allow _differentiation of distindtly .
- T the institution (informat] gn.that,is analogous °, ~‘dt§ferént resources, and . ,* ° LI
W toa descrlptlon b’)ﬂe vérious fund.groups and 2. @ way of measuring thg arfiounts of each type .-
‘ the dollars avmlable for aIIocatlon in""each). - of Manpbwer* resource avallable fc)r asslgnrhent'
2: Ipformatign dbsut the allocation of manpbwer * withinithe institutior, - ’
. * resources to programs ‘and the utrllzatlon‘ of, Ln developmg a way of cIasslfylng manpower
R those resoarces (the equivalent. of budqet and resources, the primary requirements are not.only -
- expendit rémformatron) that the resulting categories- drst.rngursh .between .-
‘3. _Informa |or|‘»about.thé activities &nducted by Jlstrnctly different kinds of manpower but also -
manpo er resources (the mahpower resouree that thg cat_egorlesbe\supportlve of the pfannmg ‘
‘. 7 analog of o’oje’cts of expendrture) and Jpanagement functgons related to this partl- ”
. - A broad overview and eref dlSCUSSIOﬂ of each of, cular kind of* resource: From _thjs perspective,
o these general kinds of information are contai gn the’ most usefuf%ateéonzatr,on scheme is ohe tha? .
_following sections of this chapter Detalled d 7 classifies manpower resources in’ 'accordance with =
srons of each #f these areas, lncludlng ;dentr - .the kinds of services the employee can prbvnde 10y
P catlon and definition of data items and description_ the institution (that is, rrL accordance with the
- of necessary procedures, are contained in Chapters Xinds of activities to wtuch"the mdrvndualﬁwoul?}\
3 4, and5 N S normaIIy be assrgned) In short rrirjtltuttbnal pIan- \\, -
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L) ] »nlng and management requires an assessmen o,f the
* amount of those resources available for asslgnment
to instruction and research activities, the amqunt

. avallable for assignment to0 admmlstratlve activities,
and so forth.\As with- otﬁer resourceés, the man-’

. power resource is seldom so speclalnzed that, it can

. be asdigned to one and, only one kind ot actnvnty

. Just as classtooms can be used for office space |f
the fieed arises, so-can ~|nstruct|onal staff be.‘
assigned admunustfatlve _dutieg (as in fact, they
‘often are). In such cases, the classification, of an
individual - must be“based on the jnstitutional
view of the kinds of activities the individual would
ke expected to coriduct. For exampIe individuals
may view them$elves as researchers, but if they are
employed by the institution nmaryly to perform
administrative functuons then that is what they are
for purpdses of manpower resource accounting and
budgeting. This Manual approathes classification of

'manpower resources from the institution’s perspec-

« tive; it ignores the employee’s self-image with

regard to such classification gxgept to the extent
itis condurred in by the institution,

In addition to the mdjor dl.stlnctuon-based on
expectation of kinds of_services . to be provided,
-there are several other. useful and’ necessary descrip-

> tors (and more specifig deI|neators) of the man-

. power resources. Withih, that category deahng with

the, manpower respurces available to. conduct
instruction and research:actlvutues there is neecgto
- . further distinguish between the academic disci-
S plmes (to separate the physncal?cnenttsts from the
social scientists, and so on). Theré js’ some need to*

- s,

. . describe the ‘tevel of “quality’” of the resource—
" f information abouit academrc _preparation (highest

~ degrees eatned) and about rank. Further, there is:

. need for information about permanence of the
.o resource—data about dge and tenure status. Fimally,

- fot feaso‘mansmg largelymoutside the institution,
hbrems need o describe the manpower podl in
Ces termsbf its sex and ethnic composltlon .

. As a fipal steb"" descrrbmg the pool of avail-
able manpower resources, there is a requirement to
establish some quantitative measure of how much
‘'of each kind of resource'is available. In the absence
of such a measure, institutional managers wbuld be |
in the same position ag if the existence of an:
. endowment fund wag known, but the value of the

fund was notknown. . . . .

.
E lC ’ -
. » 2’ T,
R - . .
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. ferent measure i$ suggested):

’ résource budget is magnified by the nature of the

In - establishing a measure of manpower
resource,"it is necessary fio go beyond counting
_employees and to conisider their differing condi-
tions of employment (full-time versus part-time,” ',
and so forth) The measure of fult -time equwafent{-
(FTE) emponees is thé most commonly used such
measure (although in this Manqa/ a somewhat dif-,

In summary,.a descrlptlon of the pool of avall
able manpower resources requires: ~ '_ -
1. a‘capability to distinguish among and cIassnfy

the major different kinds of resource, - ,

2. data that seem to further characterize the
resources within each of *the major categories
{the amount of information deemed necessary
to adequately describe the manpower resources
in each category may vary widely depending on
the condition§ at any partlcular mstututsonL\’
and - N

3. a means of measuring the amount of each type

' of available resource.

A more detailed and extensive dlscusswn of this

topnc is contamed in Chapter 3. . -

fei

B. Describing the Allocation and
" Utilization™af Manpower Resources ..

As noted previously, manpgwer resources typically - -
are the largest and most important single ’ good" -
purchased ‘by ar institution of postsecondary. . )
,educaHOn It foIIows that management decisions’
deal‘lng with the allocation or distribution of these
tesources are among the most important:manage-
ment dgcisions to be made within an institution.
.The. nt;:fesult or summary of these decisions is
an assignment of particular amounts of. each ¢ate-
gory of manpower resource to specific iristitutional
programs—in . essence; "a budget of manpower .
reSources. The importance of the -manpower

N

declsle'ns that are subsumed within the process of
its deveIopment For exqmple to a'large extent
the quantity of certain institutional outcomes s
deterniined in thes process.ht d90|d|ng on' man-
power resource aﬂocatlons (by aIIocatmgf?esources
to lnstructlon rather tHan research programs, the
amount of both mstructlonal and research out-

comes are affected), At a very-detailed level of the *

“
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manpoWer budgeting process, decnsrons concerning
the’ quality of instructional outcomes may be
affected also (assignment of Pro{essor_x rather
than Professor Y to a particular course may affect
the quality of educatlon provnded"to students in

_tha 'course), Finally, ‘because. of the welght of
manpower resources vis-a-vis other
resotirce in an institution’s “production’’ process,
the ‘manpower budget to a large extent, deter-
mipes the allocation of financial resources. ..

' The similarities betwee\/he manpower
résource budget and'the financia resource budget
extend to the kinds of information reqwred for
management purposes. Spec_:lflcally, the required
information  describes the amount (usually

- expressed -in FTEs or some similar measure) of
each type of manpower resource allocated to each
ifstitutional program. The level of detail at which
this information is developed and maintained is a
function of the size and tomplexity of the insti-

" tution and of the managerial- level at which the

. information is t3 be used (a department chairman
Jwill require information on an individual-by-
mdlwdual basis, whjle a vice-president typically..
will requnre only aggregate information). The
general form that 2@ manpower resource budget
may take is shown dj agrammatically here.

The manadement of resourcesr—manpower and
otherwise—does fot end with the,completion of
the budgeting or resource aIIocatlort Ppracess. In
addition, management st be toncerned with
monitoring and measurlng the actual utilization of
" tfie various resources. Fof financial resources this
process is highly formallzed month]y statements
of " expeneltures ge‘nerally are produced and annual

-

! 3
‘Summary of Allocations of QBnpowtr Resoutces to Programs

types of °

.c'~_4‘

El

audits of expenJitures (inqluding expenditures for
manpower) are developed. The monitoring of the
utilization of the manpower resources that have
been .purchased. is much .less formalized and, in
m@ny~institutions, -is nonexisteht except as utiliza-
tion of manpower resources is reflected in the
reports on financial expenditures (as the personnel
fine items in the monthly expenditure reports).
There are good and sufficient reasons why the
"system’’ for reviewing the use of ‘manpower has
nowbeen developed to the level of sophistication.of
that developed for assessing (and controlling) the
expenditure of financial resources. For one thing,
financial expenditure data provide an indirect,
but exceedingly useful, mechanism »for moni-
toring the utilization of human resources. |f thé
budget for wages and salaries is belng exceeded
“there is an indication of the situation wnth regard
_to the manpower budget. Further, the fiduciary
requirements |mposed ofi institutions generally
are much more extensivé with regard to flnaﬁclal
resou&cesﬁtan with manpower And flnally, there.
|s the'inherent human resistance at all levels to the
constraints of performance accountability. . ,"
relative importance of continuous scrutiny
of the expendlture of financial resources and the
paucity of measures and _prgdedures should not,
obscure the need for some level of -formal mana-
gerial attention to “the utilization 'of manpower
resaurces. Part of this need orlgmateé”as a fldumaryA
requirement impogsed from without the ipstitution
(such as the requnrentent that Certaln manpower
resources be aIIocated to specific research programs

"in order to satlsfy‘contractuai' agreements with

varlous fundmg agencies). Botentlally much more

- - ~€Q ’
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|mportant though, are the uses of suoh |nforma
tién in the |nternal' management of thé institution.
As— was noted the allocation of manpower

~ resources to institutional programs represents one* who,

of the most important managerial functions within
an institution of postsecondary education. The
importance of these decisions almost demands

incorporation of any information gleane &
ource
allocation decisions is largety dependent on recog-
n|z|ng and u'1derstand|ng déviations from past
manpower resource.budgets. As a result, there is a

substantia) need for information that provides a-

means of cemparing the planned utilization of

-manpower resources with the actua/'utilizagion of

those resqurces. To facilitate such comparisons, the
information concerning actual utilization of
redources’ must be“displayed in the same format as
the manpower resource budget.:Again, the amount
of deta|I required is determrned by the usér of the
miormatxon C e,
On the other*‘nand a mandate to |mprove’*the
match.between manpower budgets and manpower
utilization must not acduire statug as an lntrjnsw
- value, nor mugst it spawn an effort to. reduce
flexlblllty in the utilization of manpower. While it
is rebuttable, the presumption thust be that either
the budget process was defective, or the assump-
tions and conditions changed between the time of
budget and utilization. In either case, the informa-
tion is egually valuable to the rmanager who can
develop future manpower resource budgets from a

tter base of knowledge. : s
| S ' - ‘_,
2" Describing Activitie3-Performed by "

Manpower Resources ., . -

The fundamental items of mformatxon concernlng
manpaower resources requlred for’both mstrtutlonal
manageméntpand for communu:atmg with external

. constltuencles are those identified. above—that is,

mformatron that describes the pool of available
manpower resources, the <llocation of those
resource$ to institutional programs, and the actual
utilization of those resources by the programs. This
is not to say, however, that these kinds of informa-
tien will be sufficient for all purposes within an
institution. In fact, the infortnation concernnng
allocation ahd utllrzatnon of manpower_ resources

7

actually may obscure'certain relationships-impor-

‘tant to institutional managers. As an extreme
example, consider tHe case of a facufty member_
in the resource allocation prOCess, ~was
. assigned to teach- graduate physrcs courses, bit
who in actuality served as the' techdician ih charge
of s‘etting' up freshman physics Iaooratow experi-
ments. Both® the allocation and the utilization
information would show a fdcultx .resource
,associated with the physics instruction program;
in thoprocess, some exceedrng]y valuable informa-
ition,would be hidden. -

In order to {llurrinate such situations ‘within
.the institution, and, at the’same time,.to describe

-

¢

better iqow the various categor|es of manpower -

resources were intended to be (or were) utilized, an
additlonal item of information_is requrred—rt is’
necessary to indicate the general types of act/wt/es
performed by individuals in the various resource
categorles For the most part, it is antlclpated‘that
there wnII be a good deal of congruence | between
the resource categories and the actlvmes performed
(that is,. clerical employees generally will perform
clerical activities, and so forth)., Many exceptions
to this situation will nd, however—-admlnus-
trators will teach faculty will administer, and“sa*
farth. To compile this |nformatlon itis nece?fy
to define general categories of activities and to
provid€”a framework: for associating activities
_information with manpower resource information,
as shown.diagrammatically here. A more thorough

o

treatment, of this aspect of manpower resource

management is included in Chapter 5,

Q

D.. General Conslderatrons .

The data item defiriitions and organnzlng schemes -

presentec{ in this Manual adhere to two general
concepts commoR~to- manuals produced by NCES
and NCHEMS, The first is the use of the NCHEMS
Program Classification Structure (PCS) as the basic
organizing scheme for information about the

allocation and utilization of manpower resources.

In managing any institution of postsecondary
education, information about ‘a_ variety of

.resourdes, activities, outcomes, and so forth must "

be considéred concurrently. Further, it must be
possible to interrelate these items of information
without difficulty. This means that manpower

.
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resource information should'be categorized in the
same way as facilities data, finance data, and so
forth. The Program Class1f|cat|on Structure isythew
currently _ayailable orgamzlng scheme most ca able
" of promoting the necessary interrelating of these
various types of information. ~
* The second is the definition of data ca;egones
in ways intended to rhake them commonly. apph-
cable acrgss -the various programs within an insti-
. thtion; as well as amo g itutions. Many,of the
. important uses, of inforMation, |nciud|ng infor-
S _mation abo manpower resources, requirg com-
panson of da a—among programs wnthln anrlnsti
. " tution, among sumllar programs in d:ffere ,,_:\
tutlons or for the same program over time. T

S

manpoyver data: The |Ilustrat|ons in
show

is Manwal . -
the data belng displayed at relatlvely hlgh
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" In_the prévibus chaptet, it i/vas noted that in order
to describe the manpower resources available to an
institution of postsecondary education, it is
necessary"to: '
distinguish ' among and classufy the major dif-
ferent kinds of manpower resources,

further - chéctenze and deschbe the man-

~

measure the amount of each type of available
manp'ower resou rce. ’

i
.

——

.

more detail, Section A contains a recommended
ctassification_ scheme for manpower resources as-
well, as kdeflnrtror}'s for each1 of the manpoyyer
_resource ~ categories. Section B idedtifies  and
defines those items of information typrcaIIy used
.to further characterize these manpower resources.’
Finally, Section C describes a set of procedures for
use in arriving. at a measure of the amount of
available resource_s in each nmanpower category.

: . < L S

-
—

A. Categories of Manpower Resources .
The, operatron of an institution of postsecondary

dlfferlng kinds of activities, ‘Students. must be
taught and research |nterests pursued; at the same
time, the business ak{airs of the organization must
be managed, reports ed, and the floors swept.

These activities_ are so diverse in nature that they
annot all_be effectlvely and effuclently performed’
by individuals Raving a common’ set of skills and

capabllmes. ‘A certain degree of specialization is
required among the personnel who carry out the

institution sfunc’aons

It istsue-glso that some quite dlfjerent kinds of — .
activities display considerable overlap in the htnds
of skill -required for their effective performance._

that might otherwise be considered discrete. In the
" context addressed by this Manual, such a situation
arlses frequently when an individual performs
R both instruction and research actuvutles; such

power resoyrges in each of these categories, and .

This chapter addresses each of these areas in

_ scheme. To comply with*the Fair LaboF

education requrres ‘the performance of widely -

" Thus, individuals who possess the requssrte abilities s
and interests-may be able to serve in two functions .

an‘pbwer Res.ources -

54..‘

N s
indjviduals commonly are Iabeled as "faculty
*members.” The result is- a sltuatlon in which
postsecondary institutions hire. certain general
categories of employees to perform certain general
kinds of activities, and in which each ‘category of
employee représents a different kind of manpower
resource avallable to the institution. -

The balance of this section presents a classifi; .
cation scheme composed of seven distin¢t cate{f.
gories of manpower resources. The particular man-
power resource’ “categories ‘and their deffitions
have been, developed fo accommodate certain legal
drsnnctlons and common institytional, practice.
The intent has been to develop the mm imum num-
bet of categorles consistent with 2 requirement
that each category be generaIIy definifive’ of a
distinct kind of manpower resourca. -

The _federa). overnment’s Yegal distinction
between * exempt “and’ nonexﬂi ,employees is
retained m the_manpower res e classification
fandards
Act, institutions must assign their @pfoyees (on
the biasis of criteria included in the legislatios*) to
t these two categories. This' distinction
ly is incorporated intd institutions’ record.
' and into maripewer resource classification
mes devused by individual institutions. Thus, as
a minimum, a manpower resoyree classification
schemie must reflect the’ distiniction betweei} -
exempt and nonexempt employees.

b
'

All Employees

Exempt Nonexempt

’

iS4

i 2

. [
- c
LKA 4

m;/'Secf‘.on 13 of the Fair Labor Standards Act ef 1938, as
emended, indicates that~an’ exempt employee is "any amployaa

' ~amp!oyed m a bona fnda executnva admmmratwa of profmuonal

capacity .

»
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_ - While the categories of exempt and nonexémpt
provide necessary and useful information, more
detail is required within each of -these categories
for management purposes. As noted in the previous
chapter, individuals are not unifcinly qualified to
. perform all the major linds of tasks required to
operate an institution of postsecondary education.
Carrying th|s further, it can be noted also that the
distinction * between exempt and ponexempt
employees does not suffice' to |dentafy groups of
individuals havrng mote or less similar Gapabilities.
Within the exempt category, for examiple, would
be those employees available to ‘perform instruc-
tional and reseﬂch activities [in conventional
terms, the facllty) and those professional
employees responsible for the executive direction

Managerial Professlonals fog exempt empIOyees
with supervrsory respo@bnlrty of a department or
other orgeqgizational unit and another Iabeled
Specrallst?g&gm Professronals for thode not hav- .
ing superviso responsrbrlmes., The “categori-
zation scheme for exempt em Joyees (manpower

resources) presented in this al can, therefore,
be illustrated as:

and,administrative support of the organization. To .

3

4 insthuction/
Research
Professionals

Executive/
Admigistrative/
Managersat
Professionals

-

» Specialist/

" Support

" Professionals

’

-
¢

.

-

4
-

E

mc

[Aruren provided oy eric

dlstlngmsh betweefi, and to ‘effectively allocate,
- these dlstlnctly different kinds’ of manpower
-resources, it is necessary to identify separately at
least two subcategories " within  the exempt
category—subcategories that might be labeled as _
(1) Instruction/Research Professionals and (2)
Executive/ Administrative/Suppert (Professionals.
This dlstlnctlon is consistent with a delineation
made at almost all institutions of postsecondary
educatron whlle there are institutional dlfferanes
regarding the categorization of certain groups of
individuals (such as department chairmen), the
basic distinction between instruction/research
employees and all other exempt employees is made
. almost universally. For many purposes a further
division of the’ nonfaculty category also is highly
desirable. Within this single ocategory are such

=~ diverse klnds of individuals as. vice- presudents

adm strative department heads, accountants,

puréhasing agents, and librarians. Because of this

diversity, it is clear that considerably more than
twg or three subcategorleswoukibe required if'the -
objectlve were to create compIeter h'omogeneous
~ groupings. Since such proIrferatlon of categories
would defeat the purpose for which such sub-
categories were created, some distinctions that
. are useful managerially, but that do not yield com-
pletely homogerfeous groups, would appear appro-
priate. As a result, this document suggests a dis-
~tinction within “this larger category based on
supervisory responsnbllmes of the mdwuduals——
subcategory entltled‘(rExecutwe/Admrnrstratrve/

*s

‘

Lt

.

There isa srmllar need for more detail® wrthln
the’ nonexempt category of manpower resource.
The extreme diversity of activities performed by

nonexerhpt' employees and the greater variation. in i

institutional practice with regard to‘c‘ategonzatmn
of these employees adds difficulty to the rdentlfl~
cation of appropriate subcategori¢s for npnexempt
employees; on the other hand, in thls porrexempt
category it is possible to borrow a great deal from
private busingss practice and nomenclature. Using
the criterion that manpower resou'rces should be
identified for management purposes acwrdmg to
" the typeyof activities to be performed it is pos-
_sible to siggest a limited number of categories that
identify groups of individuals employed to perform
. distinctively different kinds of activities. Speci-
fically, it is suggested that the subcategories of
(1} Technical, {2) Office/Clerical, (3) Crafts and
Trades, and (4) Service Employees span the range
- of- nonexempt employees while at the same time

describing the distinctly different groups of non-

exempt manpower resources: The categorization
scheme for nonexempt employees presented in

this Manual therefore can be described as follows:,

- ‘ ‘\ “ [}

*1t should be noted that, through addition of identification of
-programs to which individuals are assugned, much finer'distinctions
are possible' (see Chapter 4), For example, a Specialist/Support
Proféssional assigned to the library program can be readily identified

ing different from a Specialist/Support Professional assigned to
the student counseling program.

.
\

&

~
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Nonexempt Employees
]

T

-

X

L]
\
Technical ¢+ Ofttice/ , Crafts/ ‘Service
€ . Clericat Trades Employees
| Employees Employees Employees o P

By way of summary, the complete scheme for
cafegarizing manpower resources presented in thjs
documeMwn _below. '

Each of the terms included in this categori-
zagjon is defi ned below. An- attempt is made .to
indicate a - “‘conventional”’ categonzatlon for cer-
tain groups of employees for. which moré than one
category might, on -the surface, dppear appro-
priate.fAdditional items bf ifformation considered
most useful in describing each of the various cate-
gories of manpower resqurces {such as. sex, -race,
age, and so forth) are-considered in-the following

- section of ‘this cpapten T

} ee: Any 1nd|V|duaI being compensated by
| Jlthe ln'&jtutuon for services rendered. Included are
~ individuals who donate theit services, if, the
rvices performed are a normal part of the
institution’s- programs . or supporting services

an ould otherwise be performed by, compen-
sated * personnel. Speclfncally excluded are

- employees of flrms providing services to the\

mstntutuon on ac”ontract basls

" Nonexempt Employee:

8

" instruction and research activities.

.
-l ) : .

Exempt Employee: , An employee whose condl
. tions of emplayment and compensatlon are not
subject to the provision of the Fair Labor Stan-"
dards Act'as amended. Exempt émployees are not
eI|g|bIe for overtime payment. According to
Section 13 of the act, an exempt employee is
"any employee employed in a bona fide execu-
tive, administrative, or professional capacity. . ."

An employee whose

conditions of employment and compensation are

subject to the provisions of the Fair Labor Stan-

dards Act of 1938, as amended .

lnstructlon/Research Professlonals' \Individuals
employed for the primary hurposes of performing
Typlcally
includes onIy exempt employees (although in -
some, primarily proprietary, lnstututlons they
may be nonexempt). In most institutions of
postsecondary, education, these 8mployees are the
““faculty.” This term “faculty” is advisedly not
employed |n this Manual; in similar manner,
the term “*academic’’ is also not used. These terrfs
describe very- different groups of employees at

*

different institutions. At some institutionssthe .

terms ““faculty” or "‘academic staff’’ may include
only thdse who engage in classroom teaching. In

) others they will commonly inglude those who

}teach and/or do research. In still others, those

terms will also include the exempt adm:nustratnve

iﬁjﬂ nd there are some institutions in which
those terms,,for reasons such as the desire to

‘extend fringe benefits to partlcular groups, may -

/ . R - .
. .= " o .
N All Employees :;%:'r .
. - .. 4 .
[N, . - s \ L. \_ ‘ . )
f ’ * “‘?'f\a T«’ﬁ'; * o
LN 4 . -
- Exempt . . Nonexempt
~ < N i .
. ] i 7.
v o . . . N .
) . ;7
) . - s -~ H e B
AN [ Al
Executive/ ’ i I
i o YA i t1i e
Instruction/, Administrative/ .Specral.m/ ’Techmcal 0 hee/ Crefts/ . Service ’
_ Research Managerial /| \ , Support *Employees Cterical Trades Employees
Prf:fe';snon.als P'r\ofessionals ) Profemonals Employees Employees -
. Ce .
s 7 % . -
o 1 Y I R
. . E
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. include librarians, computer ceiter staff, and

others. Having neither > sufficient desire nér

" powers of persuasion to change the definitions of

° these tegms at the institutions, they are simply
., notused in manpower accounting. In this Manual,

L4
’

exempt research staff. At most institutions sit ‘is
approprJate to include department chairmen in
this * group, "Since their classification and assign-

However, there are. a significant number of major
institutions where the department head is actually
an administrator who has been delegated specific
. administrative responsibilities
’ - Where such a situation exists, the department
chairman s more approp'riately classified as an
Exec;'utive/Adm'rhistrative/Managerial Professional.

Executive/Ad mrmsyatlve/ Managerial Professlonals'

Exempt employees employed for the pnmary
purposes of managing the Jnstututlop.or a custom
arily | rebognlzed department or ‘subdivision
thereof. By convention this category includes
deans but most commonly, although not always,
will exclude chairmen of academic departments
{(who usually are classifled as Instruction/
Research Professionals). Inclusion in this cate-
gory requires the |ndJV|dual to have supervisory-
responslbllltles ]

’

‘

Specialist/Support  Professionals: ExX¥mpt em-
ployees employed. for the primary purposes of
performing (typically) academic support, student
service,  and institutional support activities.

. Excludes individuals who have executive or_

managerial (superV|sory) respons|b|l|t|es in these
areas. Inclides such employees as llbrarlans,
accountants; systems analysts, student personnel
workers, counselor§)\salesmen, recruiters, and so
* forth.? J

4 [

B

~ —— -

: Y .

Technical Employees: Individuals employed for
the primary purpose of, performlng,?t‘echnlcal
activities (that is, activities pertaning to the
mechanical or industrial arts or the applied
sciences)..This category includes on/y nonexempt
employees. .

ERIC

,

0 .

;lnstructnon/Research ProfesL‘uonaIs include the.

. ments are still primarily instruction and research.”

and authority.

Office/Clerical Employees: Individuals empioyed
for the primary purpose of p‘erforming clerical
activities. This category includes only’ nonexempt
employees N .

»
. \.-‘

Cr‘afts/Trades@Emplpyees: Individdals employed
for the primary purpose of performing (manually)
skilled activities in a craft or trade. Includes such
employees as carpenters, plumbers, elec;rlclans
and so forth. Includes only nonexempt employees.

ﬁ*‘”“ L' 5
Service Employees: Individuals employed for the

primary purpose of performing servige (often
“unskilled) activities. Includes such employees as

custodjans, grourfiskeepérs, secyrity guards, food
service workers, and so ‘forth. Acludes only
nonexempt employees. - .3

[
e . . -

It should be,noted m‘& all the categories in the
smanpower  resource classufucatlon scheme are
expressed in terms of the kinds of activities indivi-
duals are employed primarily to perform. The fact
that the president of an institution may: be
expected tb teach a class does not detract from the’
fact, that he or she is (in all probability) employed
pr/mar/ly to perform executive and admlmstratrve
activities, and-is so classified. .

Similarly, the fact thata faculty member may
perform 3y variety of administrative or student
service actlvmes should not obscure the fact that
the |nd|V|dual is employed primgrily to perform
instructional and research. activities. In short, this. .
manpower resource classification scheme is
intended to” “‘sort out” individuals in terms of the
kinds of assjgnments the institution gives the
employees, n(gfthe gensral kmd of capablllty that
they bring to the institution. The consideration of -
what these individuals actually do and how their
capabilities actually are utilizeq requires the
additional * dimensions described iin subsequent
chapters of this M?ua/ . \

* For many purposes, a classification stheme
composed of these seven categorles of manpower
resource , is " sufficient., For other purposes addi-
tional detail will be required. WQlle no attempt is”®
made L" this ddcuments to suggest a classification .
schemq containing all the detail that might ever be
needed by an institution, major stbcategories

» ’
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w:thm each of the- seven categor:es |dent|f|ed sionals category. AWse descriptars are data

'abo\?e have béen -developed. T he cIassnflcatlon
scheme with this addmonal level of detail i§ out-
LN Imed;below o _

10 Exeeutlve/Admnn|strat|ve/Manager|aI
E >%.1 Executive Officers ,
TN -

o= 3 T

2.0 Instruction/Research

21 Semor.lnStrucnon/Research \
% . 2.2 Junior lnstructnon/Research ', .

2.3 Teachingor Research Associate/Assistant/Fellow
. r \ 24 Undesignated N

Specialist/Support .
3.1 Advanced Level ’ .
. - 3.2 Intermediate Level . R .
v 7 3.3 Entry Level®" :
' *Technical *«
4.1 Advanced Level
4.2 Intermsdiate Level
g - 4.3 Entry Level ~
Office/Clerical
- 5.1 Advanced Level
. 52 Intermediate Level
* 53 Entry Level * * ; €
. Crafts and Trades o
* 61 Advanced Level .
_6.2 Intermediate Level -~ -
. . 6.3~Entry Level ’
.7.0 Service’
- 7 Advarl%ed Level
‘y 7.2 “Intermediate Level ,
. ‘ 7 3 Entry Level o

¢

"1 A description of thest subcategorles and ar(

.- extended discussion of the .copsiderations and
criteria for the actual classification of ,em'ployees
. Jnto the major categories- Z_g contalned in’
A endji;A - T . .
Pp } 7 L )f‘l ) -
= 3 "g‘k / flg'
“ B. Addlttonaumpomnt Desgrlptors of
’ Manpower Resources Ar”‘ _\‘_'

- The cIassnflcatlon ‘of manpower resourcesﬁccordlng

to the categorization scheme’ presehited above is

* s but the" first, very general ‘ﬁgp in descrlbmg the

’ pool of manpower resources available to an insti-
tution. Additional information abolt the rhan-
’ power resource pool is atso important for the sup-
port ‘of planning artd management decision making.
TG
related onIy to the Instructlon/Research Profes-

—~—

¢ se . T, s

a large extent; these additional descnptors are -

21

-abdut the “discipline affllla_tlon.of the individualg
included in this category Also mcluded dre data
about the “level” of the “resource (data ‘abdut
highest earned degreés and about the faculty rank
"distribution of Instru.tlon/Research Professionals).
Fmally, mformatlon about perrhanence—tenure
status—of this category of manpower resourges is
typlcaliy acquired pnd used/ |n a pIannmg and

: management context.: /.

In add|t|on to thosé - descnptors that are
generally limitd®i in appllcatlon td"the Instruction/”
Research Professionals category, there ate those
that have relevance across alf categories. Among
the most common’ of “these are data abaut the sex
and ethnlc composition of the resource pool.

- - For several of these information items,)a par-

Jticular set of categorles and thelrﬁocnated defi-

n|t|ons have recelved acceptance, at least in the
. contexts of mtermststutlonal exchange and of
‘reporting to ex ternat agerigies. These categories and
thenr’assoclated definitions follow. - ,

1. Academic disciplihe distinbt/'onsnfor almost
_all intra-institutional planning ,an nageme
uses, information . about Instructlon/Research
fessnonalsafurther delineated by academic dlsclpllne
or departmept js needed. Itis just not sufflclent to
know the amount»of mstrucffon/research resource
available; it a;so is necessary to know how. many of
these resources can’ be assigned to teach mathe-
matics, -how many to English, and so forth. In
categorizin these resourges according ta academic
djsclplmes,/ the categortes ocd)taun&d in the- Tax-
ongmy of/ Instructional Prograugs in H/gher Educa-
tion* are. most-typically use"dﬁh\leasnor data
exc!)/n / nd reporting purposes). .
2. Highest degree earned. For purposes of
; interin tltutlonal -comparison the followung cate-
gories were suggested:

- C{r‘:f/cates and Dipfomas (less thah one year}—An
ard for the successful completlon of a course” of

udy or 'program offered by a postsecondary insti-
tutron Cerfificates and dlplomas in this category are.

.

*Robert A. Huff, and Marjorie O, Chandler, A‘nronomy of
Inftructional Programs in Righer Educstion ' (Washington, D.C.:
.S. Department of Health, Educstion, and Welfare, Office of
‘Education, National ®enter for Eduwion Sumﬂcs, 1970)

OTE: A new taxonomy s, currently in preparation and can be-
expectod to replace the currently used taxonomy in the future.
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. time span less than ene academic year. I

s o T . A
. awarded for completion fe any progrgm covering any HEGIS S

{4 in the survey of administrative
salaries conducted by the College~and Unwerslty

© Certificates and DipJpmas (more than or equal to one Personnel Association. For the confenience 6f the
year)—An award for the successful completiop Gf!@ reader these titles and the associated codes are

course of study or program oifered by a postsecondary 'coma“lned in s‘\ppend-(x B of thls,document
mstrtutlon Certificates and drplomas in” this categbry"{,’;‘

are awarded for compietion of any program covermg
any trme span between one academic year and two
academic years, . )

Associate Degree (tWo years or more}--The degree
granted upon completion of an’ educational program
less than bacealaureaté level and req\nrmg at least two
but less thgn)four academic "years 'of college work
Bache/ars Degree—Any earned academic degree carry
ing the title of "bacheloff”

-

s+ First Professional De eeg—The ﬁrst earned degree in a
’ profess;onal field. Onfly the followmg degrees should be
vincluded: (1) M.D. ..(2) D.0., (3) L.L.B. or J:D. {if
J.D. is the first professional degree], (4) D.D.S., (5)
. D.V.M,, (6) 0.B., (7) B.D., M.Div., Rabbi, (8) PodD.,
P.M; -0 .
" Master’s Degree—Any earned academic degree carrying
the title of "‘master.” In liberal arts and sciences, the
degree customarily granted upon successful comple:
iorv of one or two academic years Qf Work beyond the
bachelors In professional fields, an advanced profes
sional degree beyond the first professronal whicht
carries masters “designation, such ‘as L.L.M.,- MS.
(Master i in Surgery), M SW/lMaster of/Socral Work}. :
~ Doctoral | Degree—~An~ earned academic tlegree carrymg
«the Title of "doctor. g Not ‘to be included are flr;t

. professlonal degrees such as M.D,, D.D.S.

Other (Specify)~Includes all other "categories of
dégrees/diplomas/certificates that cannot be cate.
gorized in any of the preceding categories such as
specrallst degrees for work completed toward a*cgm
frcate

Honorary degrees sl;ould not be considered.
‘3.

-

Rank aqr title. For many reasons, insti-

tutibns of: postsecondary éducation bestow rank ,trally “frxed A

and or ‘other title designatiohs on certain
ampldyeegwithin the institution, particularly those ”

in the pLecutive/Administrative/Managerial Profes-
sionals and Jnstruction/liese ch Professionals
categories.

. A wide varlety of. tltles are used by mstltutrons
to designate individuals in the Executive/Adminis-
trative/Managerial Professionals category. A somg-
what standardized list of ‘these titless has been

P
2

developed for use in the U, S Office of Educatlon .

@ A . 3

- +
. - . "~

' ' ) . »

»

In contrast, institutions tend to use a rather
@dard set éof rank/title desrgnatrons for
lnstructlon/Re arch Prgfessionals. Whife these-
des@natlons are> conventional £0r, standard, there
tend to be extreme variations in institutional prac~
tice with respect ‘to the qualifications and assign-
m?hts of indiviguals:having the same title, Further-
more, at many nsgtuuons many‘of the péfsons i in
the Execbitive/ dmr jstrative/Managerial
s;onals~and Spe ; rt_Professionals cate-
gories.also are desrgnated with ranks or titles more
genefally reserved for Instruction/Resédarch Pro:
fel%:nals As a result of these variations in prac-

these tltles do,not provide a useful means for
distinguisiing categories of indigduals “for insti-
tutional comparisons. 1t is recommended that the
standard categorres used in this manual be used for'
interinstitutiondl. comparison. * The $o-called ~
"faculty” rank categorles mo lcally used are:

. a. Professor« -

b Assgciate-Professor - - ¢
c. “‘Assigtant Professor = -
d. Instructor, -

-e. wlecturer ot - 7
f. Teaching Assoclate . C .

. S=sFeaching Asslstaht

-

“h, - Undesrgnated

e’ -

' 4, Tenure status.” Prnmarlly wuth respect to
Instruction/Researéh Professionals, {t-is useful to
. callect mformatlon concerning the- tenure status of

employees since such datq provide rnséeht into the .

extent to which thé manpower resour s\are essen-
The term ""tenure”’ has acqurred a meamng in
the common parlance of -education employme
that isa umque “modification of its meaning in all
other xoﬁtext‘s In education, to “have tenure” is

0 have'an ifidefinite appointment extendlng to the ~

time of lgxﬁ'e’ment which ‘appointment is termi-
nable on very special procedures. Conslstently
attachlnMe; implied* adjecj “indefinite”
actually imposés a limit on thé meaning of the
‘term_and Ilmlts |ts utlllty °Tenure is a “holding”’

\

24
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e, special procedures T >
b. Apponngnent for a fixed term of more than -
oné year a T
c.’ Appomtment_f_or,one year_ )
d. Appointment for term of a budget ~

and in employment’ refers to the term or. time
during which one will hold an appointment. Thus,
-one’s tenure can be for a fixed or determinable
_term; orit can be indefinite. It is suggested that the,

. following tenure designations be used:

a. “Tenured—individuals who have been
granted tenure®

b. Nontenufed—individuals who arg eligible

. “for, but ‘have not been granted, tenure

c. Not ehglbleo—mdlvnduals who are-- not

eligible for tenure. ¥

In this Manual, the term ‘‘tenure’’ is hot used
without modlflgrs The categories of tenure are:
a. Indefinite tenure, * terminable only by

- e. Indefinite tenure,
without recourse

5, Race/Ethnic /dent/f/cat/on (Categones
~used by the U.S. Office for Civil Rights, the Equal
Employment. Opportunlty Commission, andyother
-Federal _ agencies, revised by the Federal Inter-
agency-Cpmmittee on Education in 1975.) :

"The concept of race as used by the Equal
Employment Opportunity, Commission does not
denote clearcut scientific definitions of anthropo'}'
logical origin§. An eimployee may be included in
the Lgroup‘to which "he’ or she appears-to belong,-
identifies, with, or is regarded fn the’community as
Belonging ‘to. However, no persons should be
counted in more than one race/ethnic category.

‘American Indian or Alaska Native—A person hav?
mg origins in any of the original peoples of-North
America. . .,

Asian or Pacific Islgnder—A person having origins
in any of the or@ilnal peoples of the FawEast,
Southeast Asia, or the Pacific Islands. This area
icludes, for example, China, Japan, Korea the'
Philippine Islands, and Samoa.

Black (nQ of Hispanic origin)—A person havnng
origins |n§ny of the Black racial groups.-

White (not of H/spamc ‘onigin}—A person having
origins in any of&he original peoples of Europe, ~

summatily. terminable *

H/span/c—-A perSon of Mexitan, Puerto Rican, ,
« Cuban, central or -south Amencan or other.
Spanish cuIture or orlgln—regar(;Iess of “race.
There should be no need in the records system
for an “all other’’ category, since it is intended that -
the above categories be “ll-inclusive.* It may be
necessary td include some kind qf ""Refuse to
Indicate””
stood 'that inquiries from the U.S. Office for Civil
.Rights and the Equal Employment Opp'oFtunities
Commission will require the institution to acquir
the mformatlonvm some other manner, and’

categorize such individuals, |nto one. pf the abOVe ‘o

,/««:” -

ratial/ethnic groups "~

In-connection with the race/ethnic categories,

the U.S. Office fof Givil Rights also recommenys
retention of the cutlzenshlp/resldency status of the
employee in just.two mutually exclusive categories: .

U S. Citizens and all other persons, having a ’
.9 'status that permits themq to resige perma-

nently in the United States, and

Nonresident Aliens; vi2., a person who is in
, this country on a tempoyary basis and who
‘,does not have the right to’remain indefinjtely.

z .
2.7

A precise definition for nonresident Alien is
contained in S 1101(a)(15}(A)-({) of the United, .
States. Code, Title 8. Examples of persons with
nonresident alien status_ are individuals -in the
Unlt!d States to ptﬂ‘sue a course of study (includ-
ing students in the Department of State exchange
. program) and individuals in this country to per-

“form temporary services or skilled or unskilled
labor [8.USC(a)£15)(F),(LL),and (J)]. '

It should be noted th#ft these items represent a
minimum set required to deséribe mampower
resources in ways jmportant for planning—they do_
not represent the ‘total list of information |tems
necessary for.all institutional purposes.

. ’

. C. ,Measuring the Amount of v
Manpower Resources

- =
Plannjng and management uses of manpower
resoufces information require-not only the ability
to describe and categ_onze such resources, but also
the ability to measure how much of ‘each of, the

varlous kinds of fesources aré available for assign-

North #Afriga, the Middle East, or the Indlan . mént to varieus of the dristitution’s programs. A

swbcontinen T . rough estimate of the amount of each kind of man-
. , - hd o % -0 ) .
. 1 ,.\‘ ‘ i ’ "‘& ‘
3 fl»x. * ) ‘L‘;&"/ : : ~
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category, but if so,” it must be under-
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power resource available to ap institution can be
each of the various mahpower resource categories.
In the final analysis, however, it is not the num
of individuals but the ‘amount of tirve they ar
available’ over a given. period (such as a *fiscal or
academic year:)) that determiines the amount of

bbtained by simply’ counting the ihdividuals'in'

To eomplete this table, it is first necessary to RO
enter data in columns (1) and (2)—that:is, to en‘ter
data on headcount number of full- t|me and part-
time employees in ‘each manpower resource cate-
gory”* Distinctions between full-time and part-time
employees are reasonably easy to make for most
manpower resource categories; most employees are

. manpower- résource that is, in fact, avaifable. This considered to be fyll- -time if they work appgoxi- ‘\
3 ~i§ 'a partictilarly important consideration with mately 40 hours per week for the full year. {fl- & |
- regard to the ‘mangower resource categories within fying whith of the Instructlon/Research Protes- ,
. WhICh part-time appoifiiments are mostcommon= sionals is full-time s more difficult since inst
for gxample, the | structnon/R’e‘Search Profes- tutional practice is often such that afacults\
sionals category , The prevalence of both, part:time members with eight- or nine-month contracts are *
appointments (instructional staff on half-time considered to bt full-time empfloyees if f they are |
, appointments, adjulct appomtmet(t; and so forth} Qmployed full-time by the institution -for that >
. and full-time appointments for less than a full  eight- or nine- -month period. To be consistent, _ -
- year (one' semestef, the acadefnlc year, nine “full- tlme for Instruction/Research Professionals
"~ . months, and so forth) creates a sityation in- which ShOuld be- gefuned on a 12-month basis also. The .
“counting heads’’ while disregarding the appoint-, dlfﬁcumes associated with gaining acceptance of )
, ' ment fraction and period ,yields a potentially- this pamcqlar convention represent a-.severe limi- .
exaggerated picture of the availability and use of tation orf thidarticular method for calculating the *
. manpower resources. These varying terms and con- amount of manpower resource available, and gake
ions of appomtment must bg dealt with if the *it. necessary for many purposes to use the academic o
institution is to have an accurate measure of its "year or otHer academic period as the pIannmg and
- available panpower résoyrces. ~ . accounting base. — o
N There are’a variety of ways to accomplish this Procedures for calculating full-time equivalence
v ‘particular objective, distinguished primarily by the of the part-time emplo es are heavily influenced /
levelof<detail at which the necessary calculations “by the employment practices of the institution
R are made. The least.detailed (and probably the with regard to part-time employees. If, for
« most common) method for ascertaining thé example, all part-time employees in a particular
amount ¢gf manpower resources availabfe under category are cg sidered to be half-time employees,
conditiofs where there are varying appointment the convepm/too full-time equivalence is rélatively
arrangerments depends on identifying individuals as  straightforward. |f on “the other hand, part-time. '
being etther full- or part-time employees and -employees are employed under widely varying
calculating the full-time equivalence of the part- arrangements, this conversion must bé made either
, time employees. The followmg table summarizes on an almost individual-by-individual ba:sis or on
this calculation. -~ the basis of an average resuiting from an analysis of .
- . i ’ Number of , Part-Time Employees .‘Numberof N
Y e, Full-Time . Numberof - % * Full-Time
-~ [ Employees B Employees Fuil-Time Equivalent .
Manpower.Resource Category Headcount Headcount Equivalence Employees
. ; ' - (1) N (2) (3) {1)+(3) = {4) ¢
: 1. Instruct:on/Rqearch Professionals o i '
2. Executive/Administrative/Managerial . - .
. Professionals * = - .
3. Specialist/Support Professionals ™ . . ~
v 4. Technical Empioyees - * . . - & .
¥~ 5: Office/Clerical Employees . * -
6. Crafts/Trades Employees ~ C ’ —
. 7. Service Emﬁoyees o . ’ . .
L - .
.A‘ . R \, i s .
o N - : / A ’ :
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historical data " (for exarn°ple, 1 part-time are part- tlme 1. FuII time démployees are those
employee = .33 FTE). Where budgets -and paytolls mdrvuduals avarIabIe for full-time assignment, at
are computerized, the latter ,procedure may be least for the period being reviewed or analyzed. .
\feasible; where they, are not, if the institution is . Part-time employ¢es are those individuals
- sizeable, jt may be necessary to resort to ,tﬁe\employed full-time for shorter periods of. time (less
former ’ Y. ) . than the pefiod under review) as well as those not
’ Sevefal limitations with regard to the use of+ available to the mstutu&on for 100 percent assign-
. fuII -time equrvalent employees as measures of the' 'ment even though they may be emgloyed for the
amounts, of manpower resoyrces available are evi- Tull period e .
dent froMi the above description. First, for cértain For most manpower respurce categorres the
categories of personnefl:&par:ticularly Instruction/ calcwlation of service- months is very straight-
Research Professional) the definition of "“full-time’  forwafd, consisting slmply of counting'the number  *
+ varies and generally is ifot consistent with the term. of individuals in a particular category (for'example,
as applied to .other tategories of manpower servrce) or subcategory within that category (for
v resourcg. Second, there may be wide variations in example custodrans)—and miultiplying by the
- the .manpower resources represented By part-time number of months per year {or such other period
employees—varlatrons that -can mlsrepresent the being studied or anaIyzed) full-time employees in
situation badly if averages are used to convert to that category typically- work (most commonly
“full-time equivalent., To o‘Verco e ‘these limi- either’ nine or twere in~an institution of post-
" tations, it is suggested that the concept of “‘service- secondary education). However, there are cated
. months” be utilized as thé preferabje unit of gories of manpewer resources, :particularly the
measure of manpower resources.” The following. Instruction/Research Professional category, in
format summagizess manpower resource lnforma which employment arrangements. vary widely from
tron using this q%ncept . individual to individuéL In these cases the service-
To,enter data in this format, it is necessary to month calculatjon necessarily becomes almost an
identify ‘tRose  individuals in each manpower |nd|V|duaI -by-individual caIcuIat|0n ‘While " this
resource category who a ft;@me and those who tas[; is time consumrng, failure. to achieve an

. . accurate measurement of the manpower resources
. . represented by these lndrwduals ’w|II aImost cer-
- *A “servicemonth'” is defmed as being equivalent to one d

—— R .
individual working fujl-time for the period of one magth. Service- *Strictly speaking, such a distinction is not necessary to make

‘ ) months are calculated by mu%tlplymgth ercent workload (relative  this particular calculation. However, for many management pur-
full-timeness) by the number of month the individual’s appoint-  poses it is extremgly useful to identify. separatew those employees
ment. As examples, igdividual employed half-time for 6 months  who are full:time from those who are part-time. the primary benefit
would be the equivllent of {.§ x 6 = 3 service-months of mangower  of this method is the latitude it provides |nstrtut|ons in defining full
resoutces.*An individual employed fulltime for nine months would  time fqiytheir own purposes while stilt achrevmg a measure of
be_the ‘equivalent of* (1.0 x 9) = 9 servrce-months of resource, and powertf}sources (semce-months) that canbe comparable from mstl

soforth . * tution t |nstitutron - . - LT
. . K ‘o . 3 . N »
! - .
N ; ) * s t ’ . -
* Full T1me Employees L Part-Time Employees— . .
v . . , . o Equivalent - quEvalent’/‘ Total oo 7
. Service- | Service- - i .
* Heagcoun? ‘|  Months 'i| = Headcount Manths . " Months
Manpower Resource Category y1) (2) @ 4 (2)+14)=(5) ~ .
¢ Instruction/Research Professionals ’ T ¢ . )
Executwe/Admmrstrat:ve/Managenal . . o - —"
Professignals L. , - . ) B - d
. ! SpecialistSupport Professionals . 7 ) . : . >
.7 ° Technical Employees ‘ - . . . ’ ‘
- Qfsice/Clerical Employees ) 1 - -, . - !
Crafts/Trades Employees ) . B L’ .
Service EmPloyeps . : . . . . . " 2 N N
’ s »
N . . A -h [3
N . ¢ v . % '_:\i-‘—‘ng . - -
) < B Pl 3 [} - e X .
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: D.- Summarrzrng Manpower Resource

. . 'ﬁ,‘ﬁ S )
S . . ' N : g T e -
. . -t ) .~
T e . /. " ., T R - .«\ g
E FGRMAT1 Y N e L. . . , ¥
* Summary of Ayarﬂﬁ»\ Manpower Resources by Ca}egory of Resoyrce .
. - i S B W
. ' - . n FULL- TIME EMPLOYE‘ES ‘- PART-TIME EMPLOYEES X o
e L Vv . {7 - Total
. . . . Equivalent .| - . ! Equwalent : ﬁrwce .
L ) . 4 HefdcBunt | ~Service-Months' Headcount Servrce Months oriths
’(-\Manpower Resgurce Category '(1) ? \ R (3) = {4) (2)+(4) = (§)
Mctior\(ﬂes%.ﬁofessionals : / . ' L K . vl N ; v
Exec tive/Admmrg&ativé/ -, _— * - .
Managdtial Professionals . y A S . - . . - .
-Speciahs\/Support Professionals 7,,'-‘@ Y e . ) S
N’echmcal Employees . [ il \‘ ™ N _' -0
;& OffrceIClerml émbldyees& -~ RE \ o~ . N
Cra,fu/Tra'des‘EmpIa/eesr . /./ g ( Ly v . :. , - R’ E
. Service Empioyees S ’ ,\Y’ A wm . Jao
N )
3 7 \ -

'
is. a summary “of ap ‘institutiop’s available man-
'power resources- clgssified according to major
categories of manpower resources such’as those
described in Section' A—thiat is, data in the foIIow
ing general form of Format 1 '

tainly reduce the\effectrveness of the in

s\itutior_\’s
plarfnmg and n;anagement

-

°

lnformatlon

,

By using the descriptive data items suggested in ¥
Section B ,of this chapter .in con]unctron with ' More detarled mformatlon about the Instrug-
general ” catgglries of manpower resources, num- tion/Research ProfessronaL category than that
‘erous déta dlsplays can-be developed that are f mcluded in Forrhat 1 is .dmost -always necessary ’
useful in support of the planning and manage- Of partrculap importance is\the delineation of th
ment functions atvarrousdeelswn ‘making Ievels“ ;fotal number of Instructron/Research g{ofes
postsecondary education. . The most general, and'; sionals service-months by academic drscrplme or
probab)y moSt generally used set of mformamh ﬂ.,departmenbas incfFormat 2:

—crensn
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~ FORMAT 3
Distribution of Instruction/Research Professionals by Rank, Highest Degree Earned, and Tenure Status *

N -

§ *  RANK ’
Associate Assistar{t Instructor/ | Teaching or Research "N\ -
Professore | Professor | .Professpr Lecturer Assistant/Associate Undesignated

Highest Degres Earned _ ‘ <o . - .
- Certificates and
Diplomas (less than
. oneyear) -
Certificates and
.+ Diplomas {more than
equal to one year)
Associate Degree
{twp years or more) |
,é:%;wree
Birst Prqfessional
Degree’Q\‘—
Master's Degree
Doctoral Degree

— Other {specify},
Total
’ .

Tenure Status - <
Tenuped /
Non-tenured-
Not Eligibte

£

3 - N

*Entries typn:ally differentiated by full-tirie and part-time employees, Thus, this entry should conform to row 1, column 1 or 3 Format 7"
dewd:ng on whether the data are related to full-tl‘ne or part-time employees,

. ' 4

>

., FORMAT 4
Dlstnbutnon of Manpower Besources by Race/Ethnic Identification and Sex Category

= * 0

. . RACE/E?HNIC lD‘ENTlFICATION *
- BT

. . “T"*American Indian . i 4
RESOURCE B - or | Asjan or Pacific | Nonresident ,
CATEGORY White* Bléck:’ Hispamic Alaskan Native Istander, Aliens | Total***

H -

Exempt * . . . ’
Wy Instruotion/ :

Research
[ 4

Executive/
Agministrative/

P

Managerial  *
Specialist/
Sw.wportv

Nonexempt
. ¢ Technicat -
" Office/Clerical
Crafts/Trades

. Service

o -

* *Non-Hispanlic in ofigin.
**Non-Hispanic in origin, ~ { 1. re
e 'Totalc should oquoj en tﬂa: in column i (forfull-time] or column 3 (for part-time) fn’n Format 1.

L
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In entering data into, Format‘2 the general
process suggested by Format 1 is useful. That is,
the number «of Instruction/Research Professionals
assigned fulLtlme to each of the “disciplines or
departments is entered and the equivalent Aumber
of service-months is calculated or estimated. As a
second’ step, the number of Instructjon/Research
Protessmnals asmgned to the discipline or depart-

_ment on a part-time basis (either part-time

X

P

Aruitoxt provided by Eic:

employees or full-time employees ‘with appoint-
ments in more than one department) is entered
and the equivafent
2 can be constructed at varying levels of detail
depending on the use; department by department
data, data for each of thie schools or'colleges within
the instjtution, or acco:dmg to discipline cate-
gories identified in accordance with the Taxonomy
of Instructional Programs. Generally speaking, the
higher the level of data aggregation, the fewer the
number of cases in which data about individuals
will have to be prorated on some basis to two or
more categorles ) -
-« Information about earned

rank, highest

».-. degrees, and tenure Nstat'us of Instruction/Research

- . (*'«
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rvice-months entered. Format -

Ju

Professionals, such as that suggested in Format 3,

is also widély used. In most’ cases, such data are
compiled” for full-time and for part-time
employees, but data are.not entered in terms of _
FTEs or service- -fonths. In that sense the data.are_
more correctly descriptors of employees ratMer
than of the resource they represent,

Finally, data about- the sex and race/ethnic
composmon “of ‘an institution’s employees aré °
commonly required. Format 4 suggests one way of
displaying such data. Again, the data are typigally
reported separately for full-time and part-time
employees with po attempt miade to report data
using the more precise measures of manpower

.resources (FTEs orservice-months).

There are many other ways in which these
information items can be combined to provide
insight into the nature of the pool 6f manpower
resources’ available to an institution -of post-
secondary education. The particular format,s most 4
usefu) for arraying this mformatlon in a specific -
instance will be determined by the .nature of the

planning and management context .and the
decisions being addressed. coe, .
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‘Utilization of Mappower -~ = .~
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Describing the.Allocatfon and

As noted in Chapter 1/allocating manpower
resources to institutional programs (developing the
manpower budget) is one of the most important
functions performed by managers in institutions of
postsecondary education. In the course of the man-
power budgeting process, directjons are set and
decus;ons are made that significantly affest thef
nature, quantity, and.quality of the outcomes pro-
duced by the institution. And, althdugh the allo-
cation of manpower resources js an action of
central amportance “to an institution, it is not
common practice'to make explicit the manpower
budget, to monitor the utilization of maripower
resources vis-a-vis this budget, and to note vari-
ations and otherwise analyze the budget asa basis
for improving the- allocation of manpower
resources. When *manpower budgets are made
explicit, there is seldom any follgw-through that
could  lead*sto better decisions in future time
periods. For example, it is not uncommon for
department chairmen_to record, at least the teach-

ing assngnments of f@ , if not the full range of

their assngnments ’*but it is muchrless common for—

department chairmen, after the fact, to go back*
and assess how much manpower resource was’
actually utilized” in carrying out the assigned
act,iy.ities, and to use this information in improving
the next gycle of assignments. ,
In short, while manpower budget and utiliza-
tion data are potentially powerful management
devices, they have not been mcorporated to_any
sngmflcant extent into the planning and manage-
ment processes in. po;tsecondary education.
- This Manual represen& one attempt to syggest
thé data {and surrounding procedures) necessary to
formalize the development oFmanpower udgetmg
and-utilization data as a supportlve basnsffor plan-
ning and ‘management decision makmg.gSectlon A
of this chapter is devoted to describing. the neces-
Sary steps in the.development of a manpower

o
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resource budget and a format for displaying data-
about the aIIocatlon of these resources. Section B
of the chapter deals with the procedures for acquir-
ing data about actual use of manpower resources
and entering these data into a format that allows
comparison of p/anned versus actual resource use.

Through this? mechanism:. it is felt that post-
secondary education planners and managers will
obtain some of the same kinds of benefits that
derive from the availability of finance budget and
expenditure data—specifically, a way of periodi-
cally assessing the extent and reasons for devia-
tion from their planned set of activities, of obtain-
ing information that will suggest opportunltles and
need for “midcourse corrections,” and of obtaining
insights-that will improve the manpower allocation
decisions in-subsequent time periods.

On the conviction that the focal point for the
development- and use of manpower ‘budgets is at
the departmental IeveI and that effective use at
other mstutu& onal Ievels must derive from a capa-
bility -at, thatMevel, Sections A and B are written
with the department belng the unit of analysis. At
the same time, it is recognized that data for the
mstntutlon as a whole (partlcularly manpower
ut[lszatlon data) aré” requured for institutional
‘Planning and for repor‘img to agencues external to
the institution.  ’ N

Because institution-wide information is not
likely to be- reaally derivable from departmental
data in the near fyture, however, a set of proce-
dures and data formats designed spegifically for use
at the lnstltutlorféHevel are also required. These
form the content of’ Sectlon C of this chapter.

4‘ 4 -~

A Dsscnbmg the Allocation of . NE
Manpower Resources °

—

“The process of budgeting or atioditing .manpower

resources consists of three essential steps. First, the
total amount of manpower resources of each type
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to bé ‘available for allocatiod is determined (esti-
mated). Second, the programs to which manpower
resources are to be allocated are identified. Finally,
the available resources are allocated to these pro-
grams i accordance with the decision maker's
best, judgment about the amount of each type of
resource reqmred to carry out the estimated or
expected level of activity in each program. These
three general steps apply regardless of the organl-
Zational levels within the institution at which the
manpower budget is belng developed and only the
amount of detail needed will differ. .

This section treats each of these steps in order.
First, a means of describing the total amount of
manpower resources available for allocation is
presented. Second,”a means of identifying and
categorizing institutional programs«to which the
resources are to be allocated is suggested Finally,
procedures for recording the amounts of each type.
of manpower resource allocated to each type of
institutional program are described.' The net result
|s a manpower resourcé budget' summarized accord-
Ing'to the folloywing gene/al Format 5.

1. Deternining Resources Available for Alloca-
t/on As ted prevuously, the first step ih the
manpower’resource allocation process is.that of

)

involves estlmatlng the number. 6f service-months
of each of the categories of manpower resource to

The determination (or estimation) of th'e total

. amounts of each type of manpower resource avail-
able for allocation can be either very sumple or very
complex, depending on the personnel and employ-
ment practices of the institution. The more vari-
ation in appointment periods, the greater the pro-
ortion of part-time employees,.and the greater the
"variation in “'kinds” of employees (as defined by

the resource categories to which they are appro-.

priately assigned), the_ more difficult or complex is
calculating resource availability. o

Table 1 Allustrates the information , items
necessary_ to " calculate the number of service-
months, of each type of resource available for
aIIocatnon during the fiscal year. The illustrative
entriés indicate the different levels of detail that
mighit be dictated by differing employment
practices. b

i One of the most useful tabulations of service-
mont}s likely will be on the basis of the twelve-
month fiscal, year, since that is the #16st common
time measure used for the mput and expenditure
of other resources. For this reason, tHe illustrations
alt’ use the fiscal year. Howeversother time periods
may, for some purposes, be of equal or greater use:
‘An institution will, for example, want to know the
staff input- to the production of student credit
hours or program completions during an instruc:
tion-related perlod such as a quarter, semester, or

d scribed in Section C of Chapter 3, th|s stepy, academic year. In such instances,- because of the

wide fluctuations of both input and output during

the different academic periods (such as the fall’

" be avalllable for allocation' during the." ‘budget term apd the summer session), the ‘tabulation of
period. o ‘fiscai year will not be sufficiently detailed. /
FORMAT § : ; = .
Planned Allocition of Manpower Resources-to Programs . N A *

-z AN

Manpower Respul(cesrAvailable

“for Allocatjon, by Category Ao .-

t' 4
Programs

s




Table 1. Service-Months of Each Type of Ma’npower-Resodfbe Available.

LR

Organizational Unit; Physics Department.
R

ra e

&

Perlod Covered:

Regource
. Categdry*

Name of Individual or
Descriptor of Groug'of Employees .
. } .

(1) ' \ @ 3)

Number of
Individuals

Appointment
Period
{in months)

Workload Service-Months
* Percent . K

{5) . {3)x(4)x(5) = (6) _

Instruction/ J. Brown {Academ:c Year)
Research o {Summer)
Professidnals F.Owens

‘8. Franklin

D. Gray

J. Selby

R. Murphy

L. Keller |

H.Pewtit =~

F.Mosris -

K. Doer

S. Cole

- A eh ed e

Graduate Assistants
SUBTOTAL FOR CATEGORY

~

Technical . 7 Research Tecﬁniciens

Summer, Assistants
SUBTOTAL FOR CATEGORY
>

. Office/
Clerical -

Departmental Secretaries 4
SUBTOTAL-FOR CATEGORY

1.00 9.0 -
50 15
.50 : 3.0

1.0 120

1.00- 12.0

.50 . 45
1.00 . 12.0
1.00 9.0
1.00 10.0
1.00 12,0
1.00 12.0
1.00 9.0

50 15

50 315

- o
1390
240 -
12.0
360 , |

360 “
36.0

-

*Additional distinctions can be made here if deemed appropriate.

Assistants* and “All Other Faculty” within the Instruction/Research
. &

. 1

P PRI

As indicated‘by the illustrative entries in Table

1, where appointment periods and workléad per-
centages v widely, "the calculation of resource
availability becomes almost an individual-by-
individual galculation (as illustrated by the entries
in the Instruction/Research Professlonals cate-
gory). On the other hand, where all’ individuals
. wn'thm a resource category have similar appoint-
ent periods and workload percentages,- the
service-months for that group of individuals can be
determined through a single <calcuilation (as illus-
trated by the entries in the Office/Clerical resource
category). Between these two extremes lies th
situation in which_there are a limited numper o?
employment arrangements that apply to all indi-
viduals “in a resource category. In such circum-
Stances, a calculation of each group of individuals
having s;mllar appointment perlods is requnred {as

31
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F\S:,xamp/a, it may be appropriate to distinguish between *‘Graduate

fessionals category. - ) -

-~ o>

N
g N

illust‘ratediby the entr”leé in the Technical resource
category in Table 1)..When calculatlng resources
fo,[;,,the institution as a whole or for.a major
subynit thereof (such as a college) it udvally is
necessary to deal with groups of employee nd.
avoid individual-by-individual calculations., .

" _The subtotals illustrated in Table 1 represent
the total amount of each type of manpower
resource avajlable to the specifieg, organizational
unit for allocation in the fiscal year (or other
perlod) under consideration. As such, they repre-
sent also the mformatlon to be enteredin the first
row,of Format 5 ofy page 2. T - .

2. Descr/b/ny and Cateyor/zmy Programs. Hav-

‘mg determlned the amount of each type of man-..

power resource avallable for -allocation, the next
step is to descnbevthe array of pyrposes to which
o




FORMAT 5 .-
Planned Allocation of Manpower Resources to Programs

. . ) . Service-Moniths Programs .

" Manpower Resource Available . ’ -
Instruction/Research Professional . 139.0* w
Executive/Administrative/Managerial Professional 0. —_— o —
Specialist/Support Professional . 0~ — —_ i ‘
Technical . . ‘ © 36.0° ’ . .

fice/Clerical . ~- 36.0" ' . .
&afts/T rades -0 — — N—
Service e “ -0- ;o— ] — — .
3, ' e
*From subtotals, Table 1—entries in service-months. ¢ - ~\ M?,,*

-

these resources could ,be put. There undoubtedly
are numerous ways 64 describing and cdtegorizing
thgse purposes. For a variety of reasons, they are
defined in this document in terms ‘of the.current
.version of the NCHEMS Program Classjfication
Structure (PCS). The PCSiis basically & haerarchlcal
struc?ure, thus allowmg descripfion of those pur-
poses to which resources might be allocated at
whatever level of detail is most appropriate.
Further. it is intended to be an exhaustiye list of
programs—thus ~there should be a way of describ-
*ing almost all programs of interest to an insti-
tution. Finally, it should also be used as a means
of categorizing inforpfation on the allocation and

- use of those kinds of resources (specifically finan-

i

. included in Appendix C. The NCHEMS Program i
‘Classrflcatlon Structqre has been revrsed to extend

cial _and facnlmes resources), thus providing a
mearjs for linking, the ‘manpower budget to, for
example the finance budget :
Tghe Program Classification Structure |dent|f|es
ergh; major programs as follows .
® Instruction
* @ Research ,
@ Public Service , E
Academic Support
" @ Student Service 5 /\ a f
-® Institutional Support - <
= } Independent Operations’ .
. ® Student Access
Wlthm each of these main programs, the PCS, pro-
vnd%s several additional levels of-detail. The general
strugthre of the PCS as described by programs and
thelr respectlve subprograims is shown on page 27.
The definitions <of the main programs are

‘catégorizing programs is"shown on pade 28.

.the procedures for recordmg the results of those

' #

its applicability to users throughout postsecondary
education. For a complete discussion of the revised
NCHEMS Program Classification Structure, refer to- ‘
the document titled Program Classification Struc- .
ture (Second Edition), Technlcal Report: Number ;

71, 1976. : - R v '
The format for describing the aIIocatlon of
manpower résources ‘that results when the Program ~

Classification ‘Structure is used as the means for
& ]

3. Record‘qg Allocations of Manpower ) :
Resources to Institutional Programs. Ingny bud-
geting process, it is necessary to determine the \
resources'%vaﬂable for allocation’ and to identify wg. e
those programs or purposes to which th%se ;
resources must;be dlstrlbuted The most significant ;
aspects of the resource allocation prdcess, howeym
are reflected in the decisions that detérmine "
specific amounts of each of the varlous types of -
avallf}p'resources to be allocated to each progrim?
The balance of this section Is devoted to desctibing

decisions. © -
Again, the procedures to be described are

patterned largely after the.process itself. In some

.cases the allocations to programs-may be almost

automatlc and the procedures for recording these
allocatlons are dlrect and simple. In other cases,
" both the allocatiéns and the asSociated dascriptive
procedures become much more complex, with the
fopus beirig placed on conslde?atlons of the asslgn- .
ment .of specific individuals to speclflc programs !
In the slmplest cases,. all the’ manpower -
resourees (or all the resourcesno‘f a partlcular kind)
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. FORMATS .~ L

¢

’
. * \ . - . INSTITUTIONAL PKOGRAMS* ' - A
T - 10 20 7| .30 40 507 60 <70 8.0
‘ManpGWit Resources Avsilable - - ) + Public Academic | Student | Institutional | Independent | Student
. for Allocat«on by Category Total |Instruction Reseirch Service | Support | Service Support. Operations Acﬂss
< : 7
139.0 & N \ .
0O- . — — P — — —_— ——
o 4 -
Specuahst/Support ., 0 ' — _ —_ —_— — —_— ¢ f— I—
Professionals , . . :
Technical 36.0* ! . N -
* “Dtfice/Clerical 36.0° - )
.. Crafts/Trades- ¥ . 0- —_ — = — = . =1 —_— r
Service ’_ - e " N ) 0- — o . — » - — -_ t — —

=y

» Dosid e )
*Addi] ‘fional detail within the PCS should be psed as necessary.

. -
. ‘ .
v

.available to thé individual orgamzatloaal/omt with-

' b in the institution are assigned to a single pr gram.”

- Referring to the illustration summarized in Foymat
5, if all the technical manpower resources (36.0
_servicemopths) were to be allocated to a sing
"program (for example, Research), both the allo-
cation decisions and the recording thereof would
be quite simple, Slightly more compfex but stil
reIatuvel‘y slmple are those situations/in which

' . “manpower resources of a pafticular type.are allo-

-

'
.

" individuals’

cated to more than one program but in which the
allocations are made by allocating ail of certain
time _to, selected programs. Again
referting to the prevnous |Ilustrat|on
resources are to be-allocated to instruction and”
research. prograrfis such' that two of the indivi-
duals concerfied are allocated to ‘the mstrubtvon
program and one individual to the re‘search pro-
gram, ,thef aIIocatlons are reasonably ea‘é@ to
describe. .

Probably most dlfflcult are those s|tuat|ons in

" which both the resources within a partlcular cate-

gory and the tlme of a single individual within that
category are divided among multiple programs.
Thig situation is most pYevalent in (but is rot
Ilmated to) the exempt categories, and particularly
in the Instructron/Research Professionals category.

‘Ih such cases, the decision maker concerned with
. the allocation of reso&es has two cholces—elther

allocate the resources on .the basis of some gene-

if cleMcal p

o

rally held criterion (% for instruetion, % for .

research) or rEsort «to what amounts to an
individual-by- individual allocatio process. "The
selection of allocation procedures Will be influ-
enced, of course, by the degree to whlch budget/
personnel/fmance data and records are meghanized
‘an@¥linked. Thus if the records can be called upon
-easily to display the division of,st aff,tlm
the IﬂStI’UC/tION and research bu%‘ets for instance,
an indi |dual -by-individual allocatien |s,,,feas|ble
Instltutlonal operations demand that each mdivi-
duaf’ be assigned to specific duties and’ programs;-
Ze only -question is whether these speclflc assign-

ents become a consideration in the planhing and
budgetmg process or are not consldered in detaif
until classes meet in the fall, &

The following kind of worksheet can_be used
to record individual fesource allocation decision§®*
prior ' to sumgarization in a format suqblas that
indicatedgby Format 5.

Such data can be summarized as “shown in
Table 3 below by aggregatlng the data in columns
4 and 5 from-Table 2 for each “category of man
power resource.

The data in Table 3 (or the data in Table 2 in
greater detail) fepresent a budget of—a plan for the
use of—the manpower resources in a single depart-
ment. In the foIlowmg section, procedures for
acquiring data- about the actud/ use of these
resources will be descyibed, -

'
[

tween -
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-, Table 2," Allocation of Manpower Resources to' Programs. -, . :
’ - . - L * N 3
Organizationh‘sgit: Physics Department - J’(Lnod Covered: __ - -
- . /
- . ; N >
. Resourgt to be Allocated * Allocation © _ )
* _Resource Description -’ Amount” * ‘Program Name_ | PCSCade** .|’ Amount”
. } Category (/ (2) - {3), - 4) -~ {5)
‘ ; ‘ L p : \
! Technical A resourcesin . : ~
: Employees ¢ |  Technical Employee . -
- - Category 36.0 Nuclear, Research  + 2.2.1904% 36.0
LY R ‘o -
’ Office/Clerical Departmental 36.0 Physics Inst. S 1.1.1902 2406
. Secsetarnes s * Nutlear Research ™ 2.21904 12.0
Instruction/ J. Brown w . 105 Physics Inst. | 11,1902 , ° 9.0
+-Research i * Nuclear Research - 22,1904 15
. ! F.Owens ‘ 30 Physics, Inst. 11902 , 3.0
* ' B.Franklin : 12.0 N . Physics Inst. £.1.1902 6.0 .
X m Student Counseling 5.3.0000* T 6.0
N ; 1 D. (‘Sray 12.0 Physics Inst. 1.1.1902 10.5
. B , ’ . Nucléar Reseagh 2.2.1904 ™ 15
; J Seloy | 45 * Physicsinst. . o 1.1:1902 as.
R. Murphy 120 Physics [nst < J.1.1902 120
- L.Keller 9.0 Physics Inst.© 9 1.1.1902 9.0
. Petuit 100 Physics Inst. 1.1.1902 10.0
' ) . Morris 12,0 M Physics Inst. " 114902 . 3.0
. Molecular Research .t 22.1903 . 3.0
. o ds - . . Research Qffite 6.1.0000 6.0
€ 17 K.Dder 12.0 - Physics Inst, © ¢ 110902~ o 90
. . . MoTcular Research 221903 ‘ 3.0
o S. Cole . 10.5 .~ Physics Inst. , 1.1.1902 " 6.0/
. Audiovisual Services 4.3.0000 45
. Graduate Assistants 3187 ‘ Physics Inst. " 1 T 1.1.1902 225
b ¥ Nuclear Research 2.2.1904 9,0, -
*_ re v O -
* " *Expressed In service-months. 3 a “ .
/ **L evel of detail can be modified acc'ogdmg to intended use of data. . . *
— . M - " & -
- ~ ! . a . v
Table 3, Summary: Allocations of Manpower Resources to Programs. . .
e . ’ N . . . )
Organizational Unit: Physics Department s Period Covered : -
PR 1 PR
h ]
. Manpower Resources Available lnstituﬁonal‘Programs' , “
for Allocation, 1.0° 20° 3.0 4.0 5.0 .60 = 7.0 8.0
by Category Total | Instruction | Research | Pubife Academic Studgnt lnstitﬁtfohal‘ Independent | Student
o Service | Support Service | Support ‘| Operations | Access
“Instruction/Research 1 139.0.} 1045 18.0 — .45 60 [ - .60 —_— —
Professionals ’ . o - . ¢
Executive/Administrative/ - S = — M A - = —
. Managerial Professionals . J. AR
Specialist/Support - . — - |~ = -—_ — - -
3 i Professionals . ’ s @ | . T
5 Technical o] — o [ | t— == o~ —
Office/Clerical 3.0 | 240 120" | — — o= |8 — — o -
. e L4
~Crafts/Trades -0- - —_— — L — — _— .- L
- " . "
Service -0- - -_ -’ . — —_ - B ”&}, -
IEE' e * - w— P —
'Additionmil within the PCS should be used a¢ necessary. . w7
- : . . ‘ - ™ s
. . * , s e 5 -
\‘1 . [ » . ? 5; . L o
ERIC. .. ° . 39, . -
. - . ‘o Vi

Aruitoxt provided by Eic:




3

Lo

oy

B. Describing the Utilization of
.Manpower Resources R

The discussion in Section A of this chapter dealt

with the allocation or budgeting,-of manpower
resources, Because of the focus on a future time
period: _ . s -
« ® the® calculatlon of resource availability
reflects expectation, and :
e the allocation of tesources to programs
represents” an a priori plan for resource

utilizatiom
For a var4et¥ of reasons an organizational unit
-may not. actualy have available the amount “of
resources it.expects to have Similarly, - the orga-
nizational unit may ndq*‘actually utilize its
resources in the way envus\oned at the. time the
allocatlon plan is prepdred—individuals may be ill
for extended periods’of time, expected funding for
research may not be forthtoming, individuals may
be promoted, and so forth. Some of the variation -
‘between the planned and actual allocations of

* resources.will be-the result of intervening decisions
made in response to unforeseen’problems or
opportunities. Some_deviation from the plan may
result from ‘“‘poor’’ planning—certain \activities

Y may just have required more resourdes than
anticipated. Whatever the reason, it n be
expected ‘that the actual utitization of manpower

" resources will not be exactly the same as that
envisioned prior to the beginning of the fiscal year.
For planning and management purposes within

.an ingtitution of postsecondary education, it is ' tjme, itis necessa

. extiemely valuable to obtain information con-
cerning the actual utilization. of manpower
resource. “‘budget” developed prior to the fiscal
* year. ‘Much can be learned from investigating the
differences found between planned and actual. For
example, such comparisons provide some basis for
monitoring organizational adMerence to the pursuit
of agreed-upon objectives. To be sure, minimum
deviation between manpower budgets and actual’

utilization of manpower resources does not er\u{t&'rg
id

1that an institution’s objectives are being met

discrepancies, however, do suggest the possibility piete to yield these déta directly, with very little, if

of deviation from the objectives'stated at the time
the budget was prepared. If wide discrepancies,
when more thoroughly investigated, reveal no
departure from pursurt ‘of stated objectives, a dif-

prr A * -

.

. A : ‘ .
ferent kind of important information is obtarned-
rnformatlon that can aid in |mproV|ng the pIan-
‘ning and budgetlng process |n the following cycle. .

To obtain the rnaxlmugo~ dvantage from man-
power data, therefofe,git is necessary thae data on
the actual utilization -of manpower fesources as
well as‘information on the allocation (the plagned
utilization) of these resources be made, available.
This_requires (1) that data be avallab \Jkncerllng
the. actual amount of each typé ‘of manpower -
resource utilized by the orgamzatlon and (2) that
- data be acquired to describe the actual ut|I|zat|on
of these tesources within the various progrgm.

1. Determining Resources Actually Utilized,
The process for determining actual amounts of ‘
manpower resources utilized by an institution or “a
department during a specified (past) period of time
is directly analogous to the process described in
Section A of this chapter for calculating resources
expected?o be available for allocation (in a future
time period). Wh|Ie a calculation tof expected
_resource "availability is based 6n estimates of the -
future, the determination of actual amounts’ of -
resources utilized, can be based o on data avhilable
in institutional records Thus the détermination’ of !
resources ytilized becomes a matter of complllng roene
and a:‘a:l}zmg available data rather than of estj- ‘.
matio r projection. _
“To determme thes actual amount of “each type
of manpower resource utilized -over ‘a penod of *
to ascertain:
: "The lndlvaduas employed during that perlod‘
of time. .
b. The institutional manpower resource category'
for each of these individuals.
c. The number of service-months for.each mdivn-
) dgal o .

Again, the actual procedures 'to be followed in
compiling this 4nformat|on may vary from insti- 1
‘tution to lnstltutlon depending largely on the
rgcords avajlable. In some institutions, the payroll -
and employment fecords may be sufficiently com- | ¢ - ‘

[?h<. -

-

any, additional analysw bemg required. At other .
mstrtutuons obtaining the data may require_con-
siderable’ addmonal effort. In almost all cases, how-
ever itds antrcrpated thatsufflcrent information to




- utilized by the depastment” for the time oeriod

R

identify the individual! employed during the both the amounts of manpower resources actually
period of time under consideration and tosindicate utilized and their distribution to the various pro- .
the amount ‘of time they were employed\can be grams within the organizational unit. That js, there .
obtained from payroll records, personnel retords; s the need to acquire information of the kind

. or from employee contracts (the latter for: shown in Table 3, with entries reflecting actual,
Instruction/Research Professionals). The assign-* rather than planned; utilization.of the resources. y
ment of employees to manpower resource cate- i
gories should be available from similar sources. In
the absence of all other sources of information,
department chairmen and heads of other organiza-
tional units can be asked to provide the mlssmg
information. At the” most detailed’ Ievel the
requirement is for completion of a format such as
"that illustrated in Table 1, with entries in the form
being actual,” rather than estimated or expected,
- data. . .

. .Regardléss of the procedures followed, the ~
objective should be to determine the actual
amount of each type of manpower resource

While the data required to calculate the -
resources actually available and utilized *typically
are obtainable from institutional records (or are-
otherwise quite - readily derivable), information
about the actual distributian of these resources
ta programs almost always must be specially pre-
pared. In some institutions, accounting records are
detailed enough to provide these data, but such
cases are clearly in the minority. To obtain this
information, some form of spedial data acquisition
effort almost always is required. This effort is
typically one of two varietiés—the department
y head may be asked to describe how the resources
. available: to him or her were employed, or the
mdwndual employees may be asked to report how
they used their time. In the first case, the depart-
ment head mlght provide information in a
gferal form liké~that suggested by Table 4. . °

under consideration. Because these data have USéSﬁ
that require their comparison with data about »
manpower resource ‘budgets” for’ the same period .
of time, it is: appropnate to dlsplay actual data in,
__ the same format. . .

.

2. Descr/b/ng the Resource§ Ut/l/zed by Each The entries of thls kind clearly are estimates
« Program, A. complete” picture of manpower based on the department heads’ knowledge of how
resource utilization requires a determination Qj individuals ‘Used their time.
» N

” » -

FORMAT S

{Showing Service-Months of Each Type of Manpawer Resource Utlllzed) N
’ S

Organizational Unit; ol * " Period Covered: .

o » A '

- g v , .

. PROGRAMS* -
. - . 1.0 2.0 30 .| 40 50° 6.0 T 70 80 |
~ . N Total Utitized * . | Pdplic |Academic {Student | Institutiona! |Independent |Student
'Manpo,wer Resource Categories |by Category* | Instruction Reseqrch.i' Service | Support | Service Support Operations |-Access

Instruction/Reseaych ) - o -
Professionals o T , . . .

. Executive/Administrative/ . . . .
, Managerial Professionals ( ' o

Specialist/Support . " k -
Professionals T e N

*Technical ’ . T 1

Office/Clerical . - - .
Crafts/Trades ‘ . ; R I ' . :
Service E ) . B

*Entries in servicemonths. L - ) - LY .

N

Qo - . 5 -

E l C ’ - ’ - ’ ¢ )y ks .
' - e ‘ . ‘ . . 3 g » .
' ", . . . - .

« . ‘m, \“ . ’ ) ? .
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, Table 4. Utilization of Manpower Resources by Programs. \ .
* Organizational Unit: P hysics Department Period Covered: ____
- Resourcee Utitized ,,}Qistribution . N
Resource . Descriptioc_ Amount® Program Name_ PCS Code™* Amount*
" Category . (1) (2) . a (3) . (4)' (5) ,
' Technical Employees All resources in ! Je ‘ ’
* Téchnical Employee A .
‘ o Category 360 | Nuclear Research 2.2.1904 36.0
\' - Offige/Clericat Departmental Physics Inst.”™ " 1.1.1902 210
e Secretaries 36.0 -Nuclear Research 2.2.1904 15.0
Instruction/Research J. Brown 9.0 Physics Inst. 1.1.1902 9.0 N
- Professionals . G . - :
' : . AN T {7 53
Elc.. . Etc. .'
- - LY »
*Expressed in service-months. “.
**Level of detail can be modified according to intended use of data. - ® . . o
e ) .
P ] - -3 *
-~ If individuals are asked to report how -they format similar to Table 3 to facilitate com‘parlson
* used theif time, some more formal. mechanism of information ahout planned and actual resource
. _generally is requnfed Ong’ pOSSIbIhtY is self- utlllzatlon . . .
* ‘' reporting through useof a soicalled faculty activity - ¥
« report..Such reports reéurre that individual faculty C. summary lnfohnatron About
" members report the.number of hours per week {or Resource Utmzauon . -
______percent of time) they devote to different kinds of “The prevroursectnon dealt with utilization of man- - _
- “activities”and “to different -institytional programs. power' resources from the perspectlve of the = .
_ These '"d'c‘"'d“al reports yield Yata that car:i tt:e department chairman or ‘other institutional admi-
:ummanée mhafformat s:ch as"thiat suggested by ;.00 who requires detajled information. For -
ormat whnc ollows, Procedures and forms for _many purposes, particularly for reporting to exter-
¥, . conducting faculty actwnty analysés have been mal agencies, . summary information is required. In
r
developed by fany institutions and agencies. One almost all such, cases, the emphasis is on actual
SUChISEt of forms’ ar:d procedures that is parti- utilization of manpower resources: rather than on 7
cglary appropriate f°" acquiring |nformat|gn the assignmept of those resources; any comparisons
I 2 out the Tutlhzatlon ofhmant:)owerdresourt;zs Y of data are relative to utjlization in previous time, 0
:\r:(s:t:_;t;;;%na zrogranc;s i:sed een evelc:)r; By periods. The_data ,collected are very similar to__
e itled Fan/t 'i‘ tescrl A /'" ; F;“ f;t'os those described in fhe previous section,. the pri- N
;;aouzl . 7:" h’; ulcf /;/ty tnzyg_‘ t thr oceaure mary difference being that they aré\ ollected from. )
elaborate rosce dures iornoai: ”a escre] mor: the institution as-a whole rather than\for a unit
h resourc u?nlz tlone data e?t:: Wlm:rlfgww within the lnstrtutlon Because most ins tutlons
& 124 pertain - pEimarily- 'f‘ are'not yet in a position to genefate ins ution-
Instruction/Research  Professionals. - While it +is .
s wide data by aggregating data from jndividual -
necessagy to acquire similar information for other
, units, this section has been added to suggest ways ,
- categories of manpower resources, the procedures
of generatlng summary mformatlon for the mstr-
normally used will be much less complex tution direct R
@sRegardIe&s of the procedures followed for Y.

acquiring these data, they should be dlsplay’ed ina

~

» . . ) »

% *Leonard Romney, 1973, "

Ay s

ere are two general Kinds" nf sunimary data
“about manpower résource utllrzatuon that tend ‘to )
be coflected on a more or léss regular basis. First, -,
there are- very general questuor;s a’@out the utilizas
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| tron of all_ manpower resources avajlable to.an .. Allemployees of;th)institution are categorized
institution.” More specifically, data are —collected into one Nand only one) of the manpower'
aboufgamounts of each major.category-of man-  resource catégories. .
power resource available to an institution and the b. Withir each category, employees "are differen-
distribution of those resources to institutional . .tiated as being either full- t|me or part-time ‘
. programs Second, more detailed data are collected - - ..employees, . . )
about’ Instruction/Research Professionals. In this ¢. The amount of maripower resource each X
+  case, questions of distribution Of Instruction/ ° category is calculated (measured either in terms A
Research Professional resources to disciplines or of FTEs or, as suggested " the Manual,
fields of study and to institutional programs are servrcq months). Mosf mstttutlons are not yet
most prevatent. “rhe balance of this section is in a-po¥iin-to perform this calculation on an
~ devoted to a presentation of the types of formats mdrw&ua G%Wmdlvldual basis. A generaIIy -
most frequently used in conjunction with develop-“ acceptable “protedure caIIs for\aswq\g all
ing summary information -about  manpower full-time employees in_a given categ'ory repre- -«
. resources for reporting to external agencies anq to ~  sent a similar amount of manpower resources ) ,
a brief descriptiop of some, of the procedures for (1 FTE, 9 or 12 service-months, for example) . 1
entering data into these formats. B . and, likewise for all partﬂtlme eMiployges (.33
1. Summary Information About All Manpower or .50 FTE, 3, 4, or 6 Service-months). The
Resources.-: Format 6 below represents one way of particular value selected: depends on insti-- :
presenting highly ‘summarized information about /tutlonal practice. N s .
the utilization- of .an institution’s manpower '  The process for estimating and reporting the .
resources. Even more highly-summarized informa- “distribution of each category of manpower
’ .tion can be achieved by combining information resources across |nst|tut|onal programs typlcally is
about Techiical, Office/Clerical, Crafts and Trades, relatively more difficult. Available records are t6o .
. and Segu:efmanpower resources mtb‘asunde flgure seldom directly supportive of this process. As a
reprnsentrng all nonexemptymployees result, fnstltutrons generally must estimate and
The procedures for develgping the data to be piece together data of variouskinds to arrive atan
entered into this format conisist essentially of two estimated distribution of, manpower resources to
steps; frrst the calculation of the amount of man- programs Since most nonacademic departments
* power resources of each category utilized (filling can be linked to a single* mstltutlonal program  °
. in the first column of the foFmat) and, second, (physical plant and purchasing to Program 6.0, k
distributing these totals for each cétegory;adross Institutional Support; library to 4.0, Academic - ¢
institutional programs. The: process for estlmatlng »Support; and so forth), it is possible te |dent|fy -
the dfount of @ources of each category utlhzed quite rqaauy all departments. contributing to
durlng a year is very-much as described in Chapter each program, calculate the manpower resources-
3; that is: ) - . avallable to *thoser departments, and entel’ that
’ . .o ' ‘ e Tl ) N “).
FORMATG . TR O , e, t - B :L’isc’%
Summa‘rjof Manpower:Fﬁsource Utilization by Institutional Prograrfa Tt . . ', ’ o
. _ + . INSTITUTIONAL PROGHAM3. , = . . .
- . N B 20 .]°30.] 40 ' | 50 6.0 570 8o |
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data in the appropriate rows and columns. In

: ments), the one -to-one reIatlonshlp between
departments anfi pregrams is much less likely to
hold. In such cases a_means for estimating distri-
bution of manpower Jresources is required. In

. - those irstitutions. where' faculty activity, analyses

)

L4

« Instruction/Research Professional Resources.

R ar¢ regularly conducted, the data collected in. that
' process provide an excellent basis. In the absence
" uch data, a distribution of manpower resources
: h baels of financial expenditure data is com-
mon ({if academic department expenditures ate 80
percent for instruction and 20 percent for research,

the manpower  resourcé utmzatlon is assumed to
.be the same). e

-

o

2. Summary Information about Uti/ization of

addition_to summary inférmation about the utili-
zation of all manpower resources, there are recur-
ring requests for. additional information about
utilization of |nstruction/Research Professnonal

.,

general form of Format 7.

- In this case, the process for enterlng data m'to
this format is a three-step process. First, the total
amount of Instruction/Research Professional man-
power resources utilized is caIcuIated Second, @
 distribution of those resources to dnscnplmes is

'lnade Finally, a dlstrlbunon of the total resources

available in disciplines to functions or programs is
Jmade. FmaIIy, adistribution of the total Instruc-

" tion/Research  Professional resources utilized
gse

g’-:ﬁl e

N\

durmg the’ period aré the-same as those described, \tmore widely accepted- a

in COM&}CUOD with the previous format (in-faet: .
of coltimn 2 in Format 7 should be the
L same aswthe surg-of ] ow 2ip Format 6). The dis-

other departments (typically the academic depart-’

-
In:

_resources. These requests most commonly tike the' these estimating techniques are common

W

tribution of these resources to disciplines is seldom
straightforward. The preferable procedure would
call for the manpower resources available to each
departrhent to be calculated _with the resources
represented by “individuals_ holding multiple
appbmtments being dlstrlbuted to more than one
department. In many institutions, this procedure ~ .
is not feasible, the optidnal procedure then being :
one based op data derived from payroll systems;
that is, individual-by- |nd|vrdualoas§s|gnments to
disciplines are made (and promotions caleulated)
on the basis of data for @ particular payroll period.

Again, the distribution of ‘resources to func-’
tions or programs tends to be the most difficult -
step. |f faculty activity analysis data are available,
they are a preferable ‘basis for making this djs-
tributiof. If pot, the distribution can be made on
the basis of either expenditure data as described
above or on the basis of estimates of ‘the-Uistri-
bution provided by department chairmen. Both of — ..

, 3 Summary. A brief description of proce-
cures that can be used .in developing data for
repoang manpower resource information to exter-
nal agencnes has been presented in Section C of this
chapter. In preparing this section, an attempvhas
been made to recognize the current data Ilmlta-
tlons of most institutions and to suggest certam
estimating procedures that can be used to over-
come these data deficiencies. It is antncnpated ‘that,
as the concepts included in this Manual/ become, -

\%used more data for
‘reporting purposes will be, dvailable directfy frim .
information systems and fess estimation will
requnredo ) .

-

x
N 4 3‘ 3 iy ) .
© RORMATT g ol . ‘ B - .
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Managmg the Manpower Resource |

L]
Two prevrous chapters of th|s document dealt with
de&rlblng manpower resources “available to an
institution and with. describing the aliocation of
“these resourcesto institutional.prdgrams. For pur-
sposes of describing the general resource picture at
“the institutjon and conveying this picture to exter-
nal audientes, the definitions and display formats *
presented in these previous chapters probably are
sufficient.  For purposes of(irrstitutionalior depart-
mental management, the information items sug-
gested in these chapters are fundamental, and nec-
essary, points of departugg, While necessary, these
data items are pot suffi %\t to shpport the plan-
n'mg and management functions within the insti-’
tution. Tor actually allocate manpower- resource
and monitor their utilization at least enough to
ensure efflcrency and effectiveness of operation at
the mtra-lnsfltutlonal level, it is necessary to go
one step, beyond the point prevrously described—
the next:Step being to |dent|?y the specific activ;

(Descrrbmg Assrgnments andIActrvitles) RS

Research Professional

‘e

iR ]

various mstrtutlonal programs. For example it rs
possible to descrlbe the amoupt. of Instruction/
manpower used by the
Instruction programs (the entry in the shaded area
in the following table). :

‘At the intra-institutional. level, however it is
not s_ufflclent to -deal at this level of generality. In
making faculty assignments, the department chair-

man does Rot assign, Professor X to the Instruction

‘program; rather Professor X is assigned to teach a
particular coyrse to carry out academic program
advising activities, or to develop a new curriculum.

It is at this more specific level that manpower'\

resources are allocated within the institution; it is
at this more "detailed level that information about
the actual utilization of manpower resources must
be niade available if it is to be of use in improving
the ‘resource alfocdtion process within an institu-
tion or a department. Only by understanding, in
some’ “detail, .. the " ,ways_in which manpower

L

L ]

‘mes to: _wﬂrc individuals in the various manpower resources actual_ly are beifig used can the depart-
resource categories have been asslgned . ment chairman ‘or other institutiopal administrator

By following the procedures described in the make adjustments that will result in improvements
previous chapters mformatlon is‘obtained concern- in manpower resource efficiency or effectiveness.

ing the amounts of each category of manpower For example, if it were discovered that a/f of the
reSO’Q?ce alfocated to, or utilized by, each of the faculty time devoted to the Instruction program

_ b ' . ' L. ’ ' ~:
- - . RN
_— '2‘ - o N e ~ .
. 7
- . INSTITUTIONAL PROGRAMS* ) .

K v 1 10, 20 30 [ 40 50 .60 . |70 |-~80
Manpower Resources Available for - Public | Acad. Stud. | Inst. Indep. | Student
Allocation, by Category Total Instruction | Research .{ Service Support | Service | Support {Oper. ‘| Access

. Instruction/Redearch Profeisionals W . . : : I
7 ExacutM/Admwlmraﬂve/Managerial , : ! . .
: Professionals °
' Spacialist/Suppogt;Professionals . - o
. *Technical * ¢ -~ . .
,J,.ﬁ,.ugﬁiﬁ./@'!' oo i 2 i K - S = 5
c‘w {5/ Trades ¢ . 4 /_ W ° . PR -
S g . . 2
. Y B . T
. . v, . * - Y -0
. ’Addltloml detail wftﬁln the PCS should bo utilifed necessary. : To S 4
—&i,o ’ . t -
’ % - > t .
) \‘l e s . -~ - .
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\ was devoted to scheduled teachmg activities with almost synonymous with the resouyce category (in
none being devoted to_academic advusmg or curri- the case of clerical employees, c ical'activities)
culum development the department” chairman and the major concern then becom s one of identi-
should question whether some diversity of instruc- fying, the institutional program to WhICh such-
tional activities ought not to be fostered. Similarly, ~ activities contribute.
if itwere dlscovered that technicians were spending One significant difference—in addmon to IeveI
slgmflcant ‘portions of ‘their time teaching courses of detall—-becomes apparent when attention is
or advising students, the institutional administrator focused on “activities”! rather than on resource
should be concerned with the way in which thesé amounts and* program-level dlstmctlons it is nec-
activities are being conducted. N essary to treat each manpower resource category | .

Agalp, when recordingtinformatiop abaut the separately since the types of activities performed.e.em,,
allocation and utilization of manpower resources at by these different grougs of people are so dif-
“this level of detail, the two guidelines mentioned férent. It ‘is not productive to consider the qu/
earlier in this document should be followed. First, range of possible activities when considering the
those data on allocations of manpower (planned allocation o lization of individual categories of
atilization) and those on actual utilization should manpower ¥¥ources—for example, the list of
be recorded in similar formats. Only if the 'before’” activities to which faculty members might be
and "“after” data can be compared Wa&ﬁer- assigned need not includé such distinctions as
ences identified can these data be of real use in “typing,” "'sweeping tloors,”” and so forth.
improving ‘the resource allocation process at the On the basis of the-previous discussion, it is
intra-institutional {evel. Second, the methods and possible to suggest appropriate procedures and for-
formats for recording this mformatlon sheuld be . mats for recording detailed information concerning
designed in such a way that they parallel the the allocation and utlllzatlon of manpower
decision-making process as much as possible. This resources. -
latter pomt%as several important implications. At 4 .
this level of detail it is necessary to be concerned ~ §tép 1.° Ascertain the amount of each cate-

< with -81t' three dimensions of the problem—the 9O of manpower resource available. Ttie proce-

" amount of each type of manpower resource avail- dures and formats appropriate for this step are the
able for allocation, the specific actjvities to which same as those described in Chapter 3. Because
each mdeuaI is to be assngned and the institu. assignments to activities typically are made on an ¢
tional programs to which this activity is intended individual-by-individual basis, Fiescnptlons of avail-

s 4o contribute. In practice, decisjon making at the 2ablé manpower resources should be on this. same
departmental level proceeds in the general order basis for departmental use. The result of the first
suggested above, that is, from resource determina. SteP In this process is an estimate of the manpower

-2 tion; to activity assignment, to concern with insti- resoditce, by chitegory, available for allocation by

- tutional programs. At this point, it should-be noted the department or other organizational unit “under
. that this’ ordgnng does not imply. that concern with consideratibn. These results can be summarized in
- * programs is of third-order consequence. In many® 2 fdrthat such as Table 1, which is repeated on
cases there i$ a one-to-one correspondence between the€ nexpage. -
activities to, be performed and the programs to . . Step 2. Assign maﬂﬁower resources to activ-
which 'these activities are intended to contribute. itles.' When making assignments of manpower
* For example, it usually is quite clear that when a resources to activities ,at the departmental level,

faculty member is assigned to teach a course or to »there iS no way to avond the necessity of going

* perform curriculum development activities _that ‘thr’dugh each Ananpower resource category, indiviz ..
" these activities are intended to’contribute to the dual by mdlvndual and assigning each person to a

Instruction program. There are cases, however, set of specific activities (Profesor X assngned to
where “this relationship is not so direct, such as teach courses Physncs 101, Physics 408, and so
with clerical employees. In such cases the em- forth) of to a role that implies a specific set of
ployees generally are assigned to activities that are * activities (Profeésog Y assigned to serve?aslAsso-

ST e
“ Coy -
¢ 4.'5 . .

'[KCL,/ s

it

>

D

[}

e sig
-

uiToxt .mmnm 7

Rs

oo
-




LE

i

.

\}' ) ' L

. ‘ 3 < -

] . . . 3 -
- \:é“ * 37

. El ' e . e
Table,1. Service-Months of Each Type of Manpower Resource Avajlabile.
Orgariizational Unit: % Physics Department Period Covered: __. -
4 .- * .
Resource . Name of Individual or Number of Appomxment Workloaq v Serv.ice-Months
. Category® ~ Descriptor of Group of Employees  Individuals© . Périod Percent’
. " (in months) , .
Coom ™ @ - @ - (4). (5) (31 4)x(5) = (§)

- B ~ . * —= — - Y
Instruction/ . Brown {Academic. Year) . 1 9 9 °1.00 ,9.0 P
Research oo {Summer) - ¥ 1g. . 3 .50 15 <
-Professionals =~ F.Owens ! 1 6 50 - 3.0 )

* «B.Franklin ‘ 1 12 1.00 120 o
. . D. Gray = 1. 12 1.00 - 120 .
J. Seloy 1 9 50 ' is £
3 . R.Murp L 1 & 12 N\ 1.00 120
. L.Keller X ' LI 9 J.oo 9.0
* H.Penit 1 . 10 , 100 - 100 *
. Morris L . 1 .12 1.00 120
K. Doer . 1 - 12 1.00 120
: S. Cole, < 1 9 - 1.00 : 2.0 ‘
L , ) L, <. 3 ' 50 ) 15 ’
' Graduate Assistants 7 't 9 ‘ 50 3156 ° .
! SUBTOTAL FOR CATEGGRY N . . 1390,
Technical Research Technicians 2, 12 100 . 240
Summer Assistants * . .4 3 1.00° 120 .
: , SUBTOTAL FOR CATEGORY .. T 'Y S
. \ N (o ] . °
* Office/ . ‘Departmental Secretgries ; 3 12 1.00 . .36.0 CC
- " Clerical SUBTOTAL FOR CA‘LEGORY' - e L ‘ wo” = . N
Y = . N , . . . ' ' ~ 7‘ L
’Addmonal distinctidhs can be made Hore if deemed appropriate. For ex. le, it may be appropriate to dlﬂinguu'h between .'Groduate )
* Assistant”* and “All Other Faculty” within the Instrucaon/ﬁesealeh Profess/o s category. B o
> M . ' X 2 et '
. ‘ - ' : ~ . N \ . . !
_ ciate Dean of the Graduate School}. In, short, the : fopmed by Executive/Administrative/Managerial
_starting point in the manpower resource alloedtion . Professionals that .can serve this purposs). For o
. process at this level of detail is almost inevitably an ~ Some manpower ‘resource categories (for example,
individual-by-individual summmary of assignments to . clerical employees), it is possible that no such sub- !
~. specific activities. While seldom recordpd so” " division ‘is appropriate. For Instructron/Research
formally, the resait-is similar to that shown in the Professionals, however such a list has Been devel- :
following formats. @ o , oped and can be used to summarize this mforma f
While it is necessary to start thls process with ~ tian according to FormatJIO
&< an, individual- -by 3nd|vrdual assignment to activities,™ ) Until_more detailed categories of activities for
there are many reasons‘for hpefitva department 0 other manpower resource categories are devised: -
© summary of the assignments of all individuals in ¢ for when it is deécided that no, such subdivision is
€&®h manpower resource category. And to make | ".warranted), the summaries for the other categories
this summary, it is necessary to haveamore-or-less . would be single Ime entries, as in_Format 11. ,
standard set o"F tivity categories to which indivi- s ggeee = ——— CL
* duaf assignment¥ can be related For most man-_ The utihty of developlng activity categories for  +*
power resource categorles no such list of actwrty other manpower%emurce categories is an open ‘.
. categorles has been developed {for example, there ° 1que§tion one :deserving further discussion and :
~ exists no generrc list of activities” typically per- consuderatlon Vo .
ic . .o = - T
q ’ <L T > ] N . 4’ Z:l. ) L 3 1 © '
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which thgy are interided to contribute often is very
direet: n such cases, the determination of alloca-
- Yion "of resources to programs at the departmental
levelrisa trivial problem. In othér cases, this one-to-
one relattonshlp does not exist ang the allocation_
of Tanpower resources to msnwutlonal programs
becomes an integral part of th& Tesource allocation
~ process_(for example, the aﬂacatnon of Office/
Clerical manpower resources” gﬁesmbey‘bnd assign-
ment o specific activities such: 4s’typing, and must
- consider also msmutlonal programs such as typing~
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FORMAT 8 . - N : p
Individual Assignment Record L o,
. hd $
+ Name:.; - cA - ]
Resource Category: l_‘nétrucﬁon/Research Professianals , . ‘. ‘
Total Service-Months Available: 12 s - ’
Fall Term: /Serviceoylgnms for Period 45 y ’
) Percent ., Service-Months
) Phy 101 | 25.- ) 1.1°
Phy 408 e 25 .o 1.1
* " Research 50 ’ 23’
Spring Term: Service:-Months fo[ Period 45" = ’ o \ )
' ) " Percent Service-Months
) Phy 102 . LT 25 ‘ 1.1,
" Phy3og ' " 35 : 11 =
' Phy 409 25 . 1.1
' _ Research N B T, . 1.2
Summer Term: Serviée-Months for Period 3 :
- . ' - Percent Service-Months
‘ Research 100 3.0
S
7 } ‘ M v 5
. o N
FORMAT 9 . - N R Y Y
Individual Agsigpment Record N , .
) ' £ * ‘ ° A 1," }"* °
Name:« : ‘
R_ésource£ategory: Office/Clerical - . N
Fiscal Year: Service-Months Available _ .. 12 -~ T . .
R v R . . - < * . " -
Activities . i Percent® Service-Months ©
Tt sg ° Clerical L 100 _ 12 "
y - j ] . . * -«
~ L | ’ . .
¥ . M . . v, ‘ * / .4 . \ .
. Step 3. ‘Allocations to institutional programs. to support the Instruction or Research programs,
-As indicated previously, the’ relationship,between and so forth). Whether a natural gonsequence of .
speclflc activities and the institytional programs to assignment to activities*or whether.an integral part .

of the allocation decision, the programmatic camse-
guences of manpower resource-allocation decisions .
are extremely important and should be a specsflc T
, consideration during the allocation process. Thus,
' Formats_8 and-9 should: be- augmented to reflect . -
such considerations. \ ) ' - :

2 .. : .. ' . S
In reality, assign_men}_g to both activities and . ° |
programs wpuld be accomplished simultaneously L
that in tice Formats 12 and 13 would be .o
used, rather than Formats 8 and 9., -
o N s, ) . A\ ) P

‘ . X s‘.}—m' '
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“ * Course and Curriculuym Research and Development

<

- EK c

" Organizational Unit: _*

K §
v

_Scheduled Teaching *
_ Unscheduled Tedching \

[FORMAT 10

> . A .
Summary of Instruction/Research Professional Assignments

¥

.‘,5,“
:SK‘ T

4
R T - 'V'#
[
<

Period Covered:

« Activity® " i -

Service-Months for Peric;d

Academic Program Advising

Research, Schofarship, and Creative Work Activities
Student-Oriented Service '
Administrative Duties .

Committee Participation .

Professional Service/Advice Dlrected 0utsnde the -
Instltutlon . .

-

®

T =

. . >
Total**/+ |

* -

*See Faculty Act/wty Analym Procedures Manual for details and definition:
*®*Shouid agree wuth the total f0r the manpower rasource category shown on Table 1,

»

. -t
. H“\' = ,

'FORMAT 11 °

. éﬁmmary of .

7

I

Assignments E

0y

Organizational Um’t':
Period Covered:

Activity ,”

Service-Months for.Period”

All activity categories

'

i

X

**Should agree wjith the'tdfal for the manpower rmﬁr}eutegory shown on'Table 1.

S e
- R

THe departmental® summary of all the man-*
power resource allocation decisions might take the
form shown'in Format &4. .

it should be noted that.Format 14 contains
basically the same information as Table 3, the only
differerice being .the added detail concerning the
allocation of the [nstruction/Research Professional
manpower resources. The end point has been
arrived-at in this case_througha very detailed pro-
cess, the resuits of which have been aggregated inte
a department summary. In the previous case, the
result was obtained“ By calculating the available
resources and. estnmatmg distribution to programs.

R \\ '

e %

e
° »

y & - -

The above discussion has dealt solely with the
allocation, or budgeting, of manpower .resousces.
As"has been-noted several times throughout thig
document, such information has its greatest use-
fulness if it can be coupled,with information about -
the actual’ utjlization -of these resources Such ,_
information can be acquired in two ways. Fi
department chanrman can, after the fact, esti

.again almost necessntates dn individual- by-indmdua
assessment of activities actually’ performed; ‘
although for some categories a group of employees . -




g

o Can_ be treated together. Secofid, the employees

themselves can be asked to provnde informagion

* _ gbout the way they utilized their time. This ki

" of. procedure is widely used for faculty-members;
historically, it seldom has been used.for other cate-
.gories of manpower resources. Using either
approach, the final result should be information of

>

-

each individual,
Format 14,

_the type indicated in Format 14, with the entnes
represantmg act/ual utilization rather than planned

ilization. Formats 12 and 13 represent the
eneral form of the information to be acquired for

40" ) o
. N B .
R FORMAT 127 g . ‘
Indnwdual"Asslgnment Record “
Name: , 2 .
Resource Category: Instruct(on/Research Profession aI; M N .
,Total Service'Months Avallable 12
. Fall Term: Serwce-Months‘for Period:__~4 ' 7 . - A . .
’ -Assignmenys Percent Assignment Equivalent Service-Months Contributions to Programs
’ ’ 10 20 30 8.0
] .- ' .t Inst. _Res.
Phys 101 v. 26 - 1 . 10
Phys 408 25 1 180% °
Research 50 - 2 25% '75%
Sp:ﬁ; Term: Service: M%ndf?or Period lg ( ¢ )
Assignments Percent Assignm MEquivalent Service-Months Contributions to Programs
N 1 v 1.0 20 30, 8.0
prd Inst. Res. -
ot Phys 102 25 . 1 100%
Phys 309 . 25 ’ 1 100% :
Phys 409 25, 1 _100% v n
Research %5 1 50% 50% KR -
" > ° '
Summer Term: Service-Months for Period: 4 . k—,
Assignments Percent Assignment - Equivalent Service-Months Contributions to Programs
. .y 0 20 30 .. 80
- . -2 Inst. Res. N ’ .
Research ) 100% - 4 25% 7% N
r) :'.,\ * ce
. . . . & w
& \ .
’ . . N » > . ™
FORMAT 13 , o N . - ¢ _
Individual Assignment Record .
Name: Y \ ‘ *
“Resource Category: ~ _  Office/Clericat ' .
. Fiscal Year: Servuce Months Availsble ¢ 12 ' N A
“Servicé- | 1.0 20 | 30 40 | 50 | 60 | 70.] 80
Actjvities Months Inst ,| Rgs.” | PS. ST
v T N 4 . v
A « 4 e -+ R éw
Clerica 12 so% 50% ; ) ) U
. | . — f‘,
-~ . ¢ . -
‘s e ° P ’ 7 1 - M *i . R
. A . - N
. > *
\n K .'.J -

which then is summarized into

~

v

13

.
T8

-




- N ) .
FORMAT 14 , ‘ : .
Manpower Resource Allocations FY C .

\ .

Organizational Unit: . ! . ‘ Jpv—

PROGRAMS - : .
- ‘ | Foal [10 T20 ] 30 4.0 50 6.0 7.0 80 -
Resource Categories Service . Public Academic | Student | Inst, Indep. Student “

And Activities . . Months J Inst. L Res. | Service .s:uppan‘ Service Support Operation |  Access

Instruction/Research Professicnals ' \ . ot b
Scheduled Teaching . K : ,
Unscheduled Teaching ’ ©o. -

Acadepic Program Advising - M * -
Course and Curriculum Research ) B ' R
and Development . o - . ’ A :
St . ¢ h
. Resdarch, Scholarship, and . . ] .

Creative Work Activities . . .’ ' - .
Student-Oriented-Service ¥
Administrative Duties ’ {,\
Committee Pafticipation. ' ’ .

o Professional Service/Advice N ’

Directed Outside Institution

&5,

i

Executive/Administrative/Man'agerial . ~
"Professionals o N - M
All Activities . ) % N

+ Specialist/Support Professionals | ’ PR P [ :
All Activities  ~7 ! y > . R LYo
! o v i - Y- . . . -
Technical Employees L. \ .
s All Activities i » R
e . . . . ,
0 v . . o
Office/Clerical Employees ° 0 , . ", v °
N . . -
All Activities . .o 2 . X
Y L R .
+ Lrafts/Trades Employees g o X . J ¢ . . * ‘. v )
AN Activities * . )
v N ’ L) M \
s Service Employees ¢ 3 . - ~
* Al Activities .. ° * ; -l ° ¢

o

I . - - -
- . = , e i - . . . ; .
I y ° . ‘ . .
- . - . - Aa .
- ic -~ ? . . . f
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Appefidix A

Institutional Manpower Resource.Subclassifications . *
' T .and : .
Detailed Definitions
_J . -

rt 7

-

A more detalled dlscusswn -of the seven mstltutnonal &lassifications of employees W|th
appropriate to each, are as follows: o

W1

x

1.0 Executive/Administrative/Managerial Professionals 20 lnstruction/Research'onfessionals

This classnf’catlon incfudes employees who exercise pnmary Employees in this classification customarily receive assign- *
responsibility for the management of the |nstltut|on orofa ments for, the purpose of instruction and/oPgsearch, with a
customarily recognlzed department or subdivision thereof, comblnatlon of those activities being t st common
and who devoté no more than 20 percent of their work-  situation. It must be borne in mind that th@lassifications .
Wweek to Fair Labor Standards Act (FLSA) nonexémpt derfve from the institution’s percaption of the employeg,
work. Assignments may require the performance of work " but such percep;cims are reflected most accurately in the
directly related to management policiés or general businegs  assignments that the mstutut:on dives. Thus, a President or
. operations of the*ihstitution &g the performance.of func-  Vice-President of the institution, or tHe Dean of a College,
" tions in the administration of a rtment or_subdivision even though they may carry also the title of Professor are
thereof directly related to academic instruction. This cate- not memkers of the Instruction/Research Professnonals
gory convent|ona||y will lncluﬂe employees with such®job _ classification unless they normally spend 50 percent or
tltles as preswlent coMroIIer d'eanﬁdlrector asistant to more of their time in instruction and research activities.
4 }e,sudent asslstqrgt dean assustaht du:ector coordinator, The"ierm “faculty” is adVISedIy not used in a deterfmmng
it mayenct include “the head, ghalr, an;or other adminis-  or ’deflmtlve senge to “describe thyg activity "because. that Kt
trative assignee within a dep,a,tx tog;similar anff unless - term has no universal or agreed-upon meaning for staff ‘
rson is pr anly an aqmlmstrator exercising spemflc zgroup coverage among institutions of postsecondary educa-
M mhe.r actlvmes Lare second * gion, While the traditional faculty tltle§are used in the sub-.
med. thata ts in thns category%%onw- categoslés because they do make some contnButlon to
arlly and regularly requwe the mcumbent to’ es(gfdl is understandlng,, they are_used reluctantly. Thisereluctance
cretion and mdependent judgmen au‘d to di‘i’ect th%G\works. dbrives %o ,m thezk'nowledge that these-terms, too have lost
of others. % /vrﬂ/ersa‘rtw‘of tggeanlng if, indeed, they ever had it. These
‘Subcategor'res of the Executive/A “ /Manngepa . ,tltl,e,s appear afsg in the main body of this Manua?, to con-
Professnonals cate tribute, %0 thé‘ﬁeflr)mons The, followmg dljusnon permits
[y
i ﬁgn,//gg classnﬁ'éatlon of ,undesngnated rank staff, r skarchers, vusnt-

/J,As ment at this top level requures repor,tlng ther,to, g schol rs nd so forth oha single scale.
the top executive officer or to the\governing boardl@r i gs olars,a so ° ° a single sea A

the operation of a system, or institution, or for a prin; 2 ior, Instructhn/Reséarch—Ass:gnment and dl,asstfl-
cipal phase or portion of the institutional oper.atlon. g,»acatlon at this top Ie\}el |mpllas a full level angscqpe of
1.2. Assignmen't regyires’the administration of a dJroumof 'é} academlcgnd schiglarly Fesjﬁonsublllm and expenence in ..
- programs or a major operational unit, normally‘port- the professlanal field. The;.,lmtuutlbn expects Ie -
ing to an officer’ holding a top executive appointment. - sh"p,ln somg aspect(s) of acade%:&nd scholarly per-
1.3 Assignment requu'ef‘fthe administration. of an opera- fogarance, such as curriculum developbment, excelience
ttonal unit or progry‘n, or shares respofisibility for a 4 < rgachlng, development of knowledge and other'con:
major unit with an administrator at a higher level. ""@nbutlo?\s’ to the academic field. , Most commonly,
Assignment requires adrhinistrative support, above tte asslgl\‘l and classification at ahis level- may be
clerical level, to @ manager at a hlgher level, engages associ wlth such tltles as ‘professor and assomate, 3
directly in specific administrative activities within "a psofes . o
unit. or subdivision, orhas firstline supervisory 2.2 Junior Instructlon[Research—Ass:gnment and dassm
responsibilities_.; £ ) ~ - < cation at this néxt level implies profe,s§|onal responsubl-
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lity and experience at any entry or intermediate level,
with-a considerable latitude of independence in the
performance of assignments, but with limitations on
the freedofh to select and structure those assignments.
Most commonly, assignment and classification at this
level may be associated wnth such titles as assistant
professor and instrugtor.

Graduate Student—Assngnment and classification at
this level implies that personnel in this category per-
form with guidance from .others exercising primary
responsibility: The category typically  is staffed by
people' with student’ status at the erqploying institu-
tion and may be associated wnth such titles as teaching
associate, teaching assistant, teachmg fellow, and so
forth,

3.0 Specialist/Support Professionals *

This category has a numBer’of features in common with the
previous two classifications of Executive/Admnistrative/
_Managenal Professionals and Instruction/Research Profes:
sionals. Persons in these three categories conventionally
are drawn from the same or similar education, training,
experience and vocational backgrounds. Typically there is
" some. intercategory mobility among these three categories,
and all three {and only these three) are in the Fair Labor
Standards Act exempt category. It is common for persons
clagstfied and assigped in this occupational category to have
secondary or permanent occupational titleés derived ,from
the’ Instruction‘/Resgarch Professionals category, or 1o be
lumped with the.,previ’ous two classifications in a group
called “academic,” “This™ cateﬁorw, includes persons gnven
assignments requiring knoMedge of an advanced type in a
field of science or learning, or original and creative work in
an artistic field, and no more than 20 percent of the work-
week i§ devoted to F LSAnonexempt work. This category
includes such employegs as pathologists, pharmacists:
attorneys; librarians, accountants, archltects systems
-analysts, psychologists, counselors, and so forth employed
~ for the primary purposes of performing or operatlng in the
areas of academic support, student services, and institu-
tional support, but 'excludlng individuals who have execu-
tive or managerial (supe_rvisory) responsibilities in these
areas,

A useful set of subcategories in’ the classifitation—may be
derived from the educational qualifications conventionally
required at different levels.

3.1 The advanced leVeI assignment and classification would
_require 'that ﬂ1r incumbent nofmally would have
attained a doctoral degree or equivalent,

. 3.2 The intermediate level assignment and classification
would require that the incumbent normally would have
" attained awmaster’s degree or equivalent#

Aruitoxt provided by Eic:

3.3 The entry level assignment and classification wouid
require that the incumbent normally would have
attamed a bachelor’s degree ot equw‘;alent )

4,0 Technical_j?nploy,ees , . -

Th?s classtfication and assignment includes employees who
exercise specialized knowledge and skills of the type that
normally are acquired in postsecondary educational pro-
grams that do not lead to a bachelor’s degree but do lead to
'a recognition of completion of aplanned and sequential
grogram, Such technical staff may be computer operators,
ental assistants, photographers, draftsmen, position cfas-
sn tcation specialists, airplane plloty practical nurses,
occupatlonal therapists, ornamental horticulturists, e gl-
neering technologists, and so forth. While these skills_do
mally are acquired in formal postsecondary educational
programs, incumbents may have acquired them through
experience also. - Yy

Subcategories in this classtfication are indicated foy nsti-
tutional convenience- only. Interinstitutional compar ison
and reporting by subdlvmons in this classification does;not
seem warranted, glven the present-day state of the art of
classnfncatlonﬁ"ﬁcause manpower markets and charatter-
istics” are predominantly Iocallzed Standard definitions
may be developed in the future as demand indicates the
need and- as more is‘learned about this manpower category,
in postsecondary education instifutions. For its own pur-

« poses the institution may distinguish: '

4,1 "Advanced classification and assignments
4,27 Intermediate‘classification and assignments
4.3 Entry classification and assignments.-

5.0 Officé/Clerical .Employees

Thns classification includes employees who perform clerical
and ‘secretarial duties in, offices or other locations in which
one customarily finds clerical staff. This includes secre-
taries, typists, bookkeepers, file- clerks, inventory clerks,
and so forth, and they may be found in offices, warehouses,
motor pools, laboratories, and so forth. Subcategories in
this classification are ihdicated for institutional convenience
only. Interthstitutional comparison and reporting by ‘sub-
divisions in this classification doés not seem warranted,
given the present-day state of the arp of classification,

-because manpower markets and characteristics are _pre-

dominantly localized. Standard definitions may be devel-
,oped in the future as demand indicates the need and as

more is leirned about this manpower category, in®post”’

secondary education institutions> For its own purposes the

~ institution may distinguish: ~

*
5.1 Advanced classification and assignm.eg£
5.2 Intermediate classiiicatlon and assignments
5.3 Entry classification aqd ass»gnmems.

o

,
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6.0 Crafts and Trades Employees

-7 This classtflcation includes, employees whdfperform
manuall\’skllled activities in a craft ‘or trade, including air
conditioning installérs, appliance repaLr men, ; ‘auto
mechanlcs carpenters, electricians, roofers pamters
plumbers and so formersons so employed may have

,’,‘_‘denved therr skills fro de or vocggonal schools, or may
-have served {or be serving) apprenticeships. Interinsti-
.. tutional companson and reporting by subdivisions in this
classification' does not seem warranted, given' the presept.
day state pf the art of classification, because manpower
markets and characteristics are‘redommantly lecalized..
This locahz\gnon of conditions is particufarly reflected in
the regional’variations in trade union activitiesand arrange-

* ments. For its own purposes the mstatqa& may distinguish.

6.1 Advanced classification and assignments. *For some
trades, this.may correspond to the trade’s own classi-
fication as “master.”” ¥

. dians,
workers, drivers, messengers, and so forth. It is.true parti-
cularly with respect to this cladsification that interinsti-

1 <
i

6.3 Entry classification and assignments. This m’ay cor- -

respond to the trade’s own’ classification as |/ '‘appren-
tice.’
7.0 Service Employees . .

ThIS cIassnflcaglon includes employees assigned 10 activities
requiring -only a limited amount of previously acquired
skills and knowledge. It includes such employees as custo-
groundskeepers, secunty guards, food service

totional comparyons or other reporting of anything but
aggregate data from this category does not seem warranted
in this Manua/ given the ‘state of the art of classification
and the extreme localization of the manpower markets and
cMaracteristics. For the institution’s own convenience, and
for its own purposes, such as‘salarg[ schedules the insti-
tutlon may distinguish:

6.2 Intermediate classification and assignments. This may ©7.1 Adyanced classification and assignments

_correspond to the trade’s own classffication as “‘jour- 7.2. Intermediate classification and assignments ’
neyman.”’ ) 7.3 Entry classification and assignments.
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g Appendix B i T
‘ Compensation Survey-Titles
. ) /.»’ . ) .
Compensation Survey Titles are job titles surveyed periodi- Y7 " Teaching Assistant
+ cally by the College and University Personnet Assogiation, 8 - Uridesignated Rank
the Amerlcan Association of University Professors.\th/ 3
National Educatlon Association, the National Center for - .
Education Statistics, and a number of other agencies. Titles  Administrative Titles and Codes - ‘
’ typically surveyed by these agencies have been included in The hst of administrative tltles has evélved over a number
the coding structure as a convenience to the institution. It of years of ‘data gathering by the College and University
should be emphasized, however, that titles are not to be P, I Association, the National Education Association,
considered in classlfymg employees for * manpower ersonne $50
. accountings \ ) and the Higher Educataon General Information Surveys of .
’ ) . ) . ) the National Center for Educatron Statlstlcs1
These codes wvll' be utilized in the H!gher Education In its first field review edition of this manual n 1972,
General Information Survey (HEGIS) conducted by the
L ; NCES fixed a list of administrative officers drawn from the
National Center for Education Statistics in 1977-78. 1 .
. . ) . above sources. No modifications were introduced between ,
1972 and 1976. The HEGIS admmustratuve salaty tabu- ‘
' lations and the admunistrative officers lists in the higher i .
. . educatjon directories used this list and its numeric codes
= Faculty Rank Titles and Codes’ . from 197273 through 1976-77. . . :
The following titles identify the faculty rank title given.an In 1976, CUPA revised the list of titles used in their Admin-,
~~employee by an institution. Typically, faculty rank titles istrative Compensation Survey, including the writing of new
are associated with instructional assignments:; however, posrtlon descriptions. This 1976 CUPA list forms the base | ,
othef professional assignments frequently carry faculty for the- list of 75 admipustrative titles’inchuded in this
rank titles. The code therefore, altows faculty rank titlés to manual, 59 from the CUPA list, and 16 ad(&f' titles
be identified independently of any .manpower, resource ' fo. NCES survey purposes. y
category.~ - CUPA regrouped its 69 positions in process of revision and‘i’ }\‘"
Faculty Rank - Title assigned them new position numbers. These CUPA positiong, 4
.1 - . . Professor numbers are shown in the following pages, but the insertion s '
» 2 P Associate Professor of the 16 added posmons at apprypriate points requires use &
v 3 - Assistant Professor  of a different sequence in this manusl. Thus the revised
4 ", Instructor list,; of” position titles displays the future NCES position |
.5 - =’ : Lecturer numbers*the 1976-77 and 1975-76 CUPA position num- °
- 6 Teaching Associate  bers, and the 1972-1976 HEGIS numbers. “
- .- Y 7] ‘,(, .
New HEGIS - HEGIS cupA- = o s . NS @
1977 ° 1972.76 - Position Number~_ = = * T i )
. Position Number -Posjtion Number 1975-76 1976-77 i i’osition Title and Description : )
A = " ‘ ' Fo
. 0 - R 01 o1 - Chief Executive Officer (Presigent/Chancellor). Thé princi- ‘
. - . pal administrative official resgonsible for the direction of j-‘
/ A . 2 -all affairs arid operations of an institution ofshigher éducat o «
:' L ' - I tion. Usually reports to a governjng board. % - ° :
. 02 -_ R 02 02 Chief Executive Officer Within 4 System (Pr‘é lent/Chan- 5 ; ek
,'Q_r ‘ - . . ce//or} The prmcupal admlmstratnve official résponsible for = ‘
. . . " . thedirection of all affalrs and operations of a campus or an 3 . “
g ¢ - R ™ i institution of hlgher e’ducatlonwhlch is part of a umverslty -
" - ‘:.e.{.;?&‘ wide system ‘Reports to the Presndent/ChanCeIlor of the
y . ; < . osysem, LS *"% 3
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- - -~ NewHEGIS ~  HEGIS - CuPA Ce .
U 1977 - 197276 Position Number S -
:és'mon‘ﬂumber Pesition Number °~  1975.76 1976-77 . . -Position Title and Description v
* : ‘ - - M N
‘e S L, : v, ' s -~ \ - ’ L - hd

03* — .- 03 03 ) Exegutiya Vice President. The principal admlmstraxlve

- . official “responsible for all or most major ‘functuons and

,* . : ‘operafions of an institution of higher education under-the

S L -_ . direction of the Chief Executive Officer. Acts for the Chief-
" . . ) . Executive Officer in the latter’s absence

N . 04 - 58 L= -; © Assistant to the President, The senior professuonal staff T
' ; |, - astistantto the Chief Executive Officer,
04

Chief Academrc.Offlcar Thesenjor. admmlstraJuve officiat  « ¥
' ] : ; resppnsnble, for the dlrectlon ,of the~academi ‘program ofo
' the institution, Functions typlcally inglude a emic plan-

) ning, teachmg, research, extensions, admussucgﬂs, registrar,
. < f s library activities, and coordination ofinterdepartmental Y
J . ,x' . affairs. Reports to the Chief Executive Officer.

- 06 64 06 | 05 o Registrar. The administrative officialq{ith principal respon. " _. -
: . 'sibilitya for student enrollment: and records: Funqtions/‘,
cor -L v -typically include undergraduate registration, scheduling of
classes, examinations and classroom facilities, maintenance =
: : . . . ofastudent records and related matters: Usually regoﬂs to | -
. . . “the Chief Academic Officer. ~ .

07 o 39 07 06 Director of Admigsions. The administrative official, wnth~‘ .
“ : . principal responsibility for the recruitment, selectuen and -

- . o admission of undergreduates. Pamclpates in‘developmént '
) 3 . of admisSions criteria, and ~coordinates review of and ~

. - - . A decisions on applications, May’also be re;ponslble for the L,
. ' J ‘ ) - J _ - admission of graduate and professional students, orfor.
% N RS > ; - scholarship administration or similar functions. Usually -

s

s

. reports to the Chief Academ:c Officer. ~

-t

* 08 05 08 .. 07  Head Librarian, Directs-the ctivities of all instituttonal -,
. ¥ : ’ M . libraries. Functlonstvvlcally in¢lude selection and direction -
) . ®  of professional staff, acqunsi’tions, technical services, audio-
ﬂ R— \ Lo ¥ . vnsual services, speclal collecuons, and may include the ¢
N - - ~ dlrectlon of a school of Iubrary science. Usually reports to e

. . theChlefAcademlcOffuoer - ey, N

' 08 ) 47 . 14 08 Dh'xtﬁ/ Institutional Rammh The admlmstratlve staff’ i
Ce L e ) official fesponsible for the coriduct of research and tadies . - s g
i . ) . on the institution Hself, Functions performed 6 super™ )
" vised typically include designf studies, r'gata collection, - ", -
.o . analysis, reporting, and related staff wo in- support of
s e P i decision makmg . -

e .10 L .3 ~ _, 12 - 0{9 ' Chief Busines Officér. The semo/ administrative offigial . *
AN < % : " respongible for the directpn’ of business and financiakge
& . ) . ) - affairs. -Functions supervjsed typnca*v-mclude accounting,
: .- g e SN purcﬁasmg, physical_ plant and property management,
? ~ ‘ too persorinel services, food.services and ouxuhary enterprises, .. .uae
. v ) ’ y s, and # mqy mclu;!e computer services, lnvestments, budgets , ’
A N
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1977 1972.76 Position Number
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. Position 'rltle and Descrip’tion

* Controller, Directs acoounting‘: payroll, cashiering audit

insurance programs and office services such as-mail and .

O
»

and’ related functlons May also have responsibility for

telephone: Usually reports to the Chief Buslness Officer. _

qursar Superwses cashlermg, billing,.collection and refated
accounting functlons, ingluding those connected- with
- student fees and loans, andwauxmary enterprises. May have
-responsibility for investment transactions and records, and
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@ =collective bargaining agreements, |nc|ud|ng negotiation,

) ‘Affrrmatlve

55

14

barik~deposits and withdrawals. Reports to Controller

Director, Information Sysremg The senior a_dmlnistrative "o
official who directs the development implementation and )
mdintenance Jof admnms}ratlve management _information
systgms\ Functlons typica gy include responslblllty for , .
developing systems -reqb[f ents, systems analysis and 7 v
applications, planmng of myloes and faplhtles angd éoordl-
natién with and advice to uiers, 'May a‘lgo include responsi- i .
bility €or direction ‘of the administrative computer center.

@

Director, Compurer Center. Directs the jnstitution’s major -, .
data progessing facilities and services, Functions typically
mclude Com‘puter programmlng, ‘scheduling - determmatlon
of hardware and software ™ requlrements computer-opera-
tions, and staff selectﬁn and supervrslpnl

-~

Director, Persormel Services. Administers the institution’s

personnel policies and programs for staff, or faculty and . !
staff. Functions typically include staff recruitment and ° L
emponment _wage and salary" ,administration, benefits,

personnel records and reports, |mplementat|on of and com-

pllanoe with personnel related govemment requirements,

and, where applicable, Iabor relations. Usually reports to

the Chief Business Officer.

Director, Labor Relations. Administers the mstotutnonw Lo
¥

interpretation and grievance handling. Acts*as the admin--

istration’s representatlve in contacts with union offlclals

and advises supervisors on labor relations matter§

Actlon/Equal Employment Offlcer. The ..
administrative official responsible for developing, adminis- "-lf
tering and monitoring institution-wide programs designed .
to insure equality of opportlinity without regard to race, '

.

color, sex or national origin, and te correct underutlllzatlon. ey
_of mmorlty n’l’dmbers in any employment category s ’
D/rector Physical Plant. The senior admmlstrntlve offlclal '
responsible for the construction, rehabllrtatton and main-
tenance of physical facilities, Functions typically include .
_.Supervision of new construction and remodellng, grounds ~ )
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o Lo . and building maintenance, power plant operation; may
N R o include campus security, safety and fire-prevention. Usually

reports to the Chief Business Officer.

18 . Director of §e?:unty ’ﬁﬁ)erwsescprograms for mamtammg

security of perSOnnel and property, Functions include’
development of secunty pIans and procedures, supervision
and training of, campus police, investigation of cnmmaF
activities on carnpt.(s, and I|a|son wrth locl poluce

authorities. ; o
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Director of Safety. 'Supervises piograms for agcidentand

. occupational disease prevention covering students, faculty

and staff. Develops safety regulations and procedures,
mvesttg’ates accidents, recommends corrective measures,
conducts safety training programs, and enst(es adherence

to governmentfegulations. <

» Purchasmg Agent. Conducts central purchasing operations

~

for procurement of equipment, materials and services
required by the institutign., Functions typically include pre-
'paration of specifications, selectlon of vendors, contractmg,
quotations and: . bidding, recervmg and stores,‘approval of
invoices and refated’ matters. UsuaIIy reports to tie Chief,
Business Officer.. y B

Director, Food. Serwces. "Administers alI institutional food

services; whether directly\manaeed and operated or catered. *_

Functions typically include food purchasmg, productlon
and service facilities, equipment and practices,quality cons -
trol, and relatéd records. Usua’ﬂy reports to the Chuef
Business Officer. 'y 8

Manager, Bookstore. Directs the, operation of the campus
bookstore Functions typically include purchase and sale of
new and used” books, supplies and eqdlpment; advertising,
employment and supervision of sales staff, maintenance of
sales and inventory -records, and related mattérs. Usually
reports to the Chief Busmess Officer.

" €hief Budgeting Officer. The senior admmustratwe ofﬁcer
respOnsrbIe for the preparation and consolidation of the
mstrtutton (3 budget Develops, budgetmg polrcres and pro-
cedures, prepares related studies and forecasts,
monitors adherence to budget. May also include responsi-

bility for Iong range plarining, unless there ‘ls a separate K

planning function. ’ z..

Contract Admm/straror Conducts administrative attivities
in~-connection with contracts énd grants. Collects and-dis-.
seminates information on possible sources, ‘prepares or
advises on preparation and s‘ubmrsslon of contract. proposal

' “énsures adherence\‘to/mstrtutlons agencles pohctes and’
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_requirements, partncupates in contract negotiations and
maintains related records and controls.

Chief .Piblic Relations Officer. The senior administrative
official responsible for publi¢ relations programs. Functions
typically include public, legislative and community rela-
tions and information office functions; may include alumni

relations and publications. Usually reports to the Chief "~ —~

[Aronex rovidediy enic I

Executive Officer. . . . _ __ . e
Director, Information Office. Directs the provision of

" information ab9ut the institution to students, faculty and

the public. Functions typlcally include news media rela-
tions, preparation and reviéw of news releases and photo-
graphs, and preparation and disttibution of news letters,
information bulletins, magazines and other publications.
Reports to the Chief Public Refations Officer. . -

Director, Publications. Directs . editing, production. and
distribution of the institution’s catalogs, - bulletins, bro.
chures,freports and other publications. Functions ypically
mclu editing and rewrltmg, design, lIIustrauonspIayout

. and selection ofm;mters 3 ¥
t) >

4\3
Dfrector Alumi Relat/ods. Coorcimates alumni actvvmes o
and relationships with the |nst|tutuon Functions typlcally
include liaison with and ggsnstance ‘to alumni organizations, o
ari’angement of reunions and spec;al alumni events and pro-.
grams and superyusuon of alumnl records.

.- oy 1]

Ch/ef Development Officer., The senior administrative
Jofficial responsibie for programs ) obtain financial support **
for the institution. Functions typically -include design,
implementationtand coordinationt of programs fos obtain- '
ing annual, capital and ‘deferred glfts from alumni, founda:
tions and other organizations; coordlnatlon of volunteer.
fund-raising activities; and related. reco:ds and reports. In *
the absence of an organuzataonal co-equal specaflcally
assigned to the function, may have responsibijity for pUb'IC
relations, alumni relations and mformatmn office actlvmgs
Beports to the Chlef Executive Offlcer : .

Director, Commun/ty Serwcesf Dlrects or coordmates the ~
conduct- of spegi’gl {usaally non-creqat) educational, cul-
tural and recréafional services o the community, May -
mclude scheduling, program development, and related p/o
motlonal activities. .

Chief . Student Life Officer. The senior admmlstratlve .

- official responslble for tbe direction .of student fife pro-

grams, Functions typlcaliy include student counseling, and e
testing, student housing, studant placement, studen‘( umon, RIS

N
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— Dean” of Women. Directs tﬁe*stud'ent}i;é

~
- ..

. . e . -
-refationship§ with student organizations and felated func-
tions; may include student hgalth services and financiat aid.

«Reports to the Chief Executive Qfficer. .= '

Dean of Men. Directs the student life activities solely con-
cerned with male “students. Functions typically include
fraternity relations, male discipline, gnd related matters.
activities "solely
“Eoncerned “with female students. #unctions. typically
mclude sorority relations, female discipline, and related
matters..

Director, Student Union. Directs the operation of a stu- -
dent union building and related student activities. Func-
tlons"fyplcally include supervnsnon of food service facuhtles
< activities programmmg, guest' rooms, information desk,
recreational facilifies and arrangements for special func-
tions or activities. Reports.to the Chief Student Life
Officer. « . -
.
Direc""t.or, Student Placement. Directs the operation of.a
student placement office to provide job placemént and
career counseling services-to undergraduates, graduates and ’
alumfii. Supefvises on-campus recruiting activities by pro-
_spective employers, and mamtenance of related files gnd
records. May also be responsnblejor placement of students
on part-time jobs within or outside the institution. Usually
reports to the Chlef Student Llfe‘Offlcer

Director, Student Financial Aid. Directs the administration - »
.of all forms of student aid. Functions' typically include
assistance in«the application for loans or scholarships,
administration of private, state or federal Joan programs,
awardlng of scholarships and fellowshlps student coun~
seling on financiaf aid matters and mam—tenanee of appto-
priate records, Usually reports to the Cplef Student Life
Officer. Ye - . e

.

Director, Student Counseling. Directs non-gcademic coun-

: .selmg and testing services for students, mcludmg referral to

outside counsehng facilities. Usually reports to the Chief .
-‘Student Life Offiger.s =% «

Re//g/ous Counsellor. Dlécts thes student ||fe activities
., solely concerned with rellglous préctlces, observances and
orgamzatlons ®

LY

W

Director, Student Housmg D|rects all re§|dence hall opera-
tions for Students including -roomy assignmemts:-residential
life programs and activitie§, and enforcement of residence

* rules and regulations, May also administer off-campus
H » < .

- ; L . L
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8 D/rector

a
.

“housing programs. Usually reports to the Chief Student Life
Offncer, y

D/rector Athlet/cs Directs intramural and “ntercolleguate
athletic programs.” Functions typically ‘include schedulmg
and contracting for athletic events, emp!oyment and direc;
tion of athletic coaches, recruitrient of student athletes,
. publicity, ticket sales, and equipment and facilities main-

___tenance. . _ . ... L ¢

“Head Basketball Coach. Coaches the mtercolleglate basket
ball program. Generally-responsible for recruiting, coaching,
and training athletes, supervi%ion of assistant coaches,
supervision of athletic residence and condmomng facnlmes
and similar functions.

Head Football Coach. Coaches the intercollegiate football
program Generally (esponsible for recruiting, coaching, and
tralnlng athletes, supervision of assistant coaches, super-
vision ‘of athletic residence and conditioning facilities, and
stgmlar functions. -2

Medical  Services. The seniqr—administrative
official with responsibility for administration of the insti-
tutidn’s health programs for students, facuity and staff;
‘infirmaries and clinics; and affiliated health-care activities.

- Chief Planning Officer. The senior administrative official

- responsible for the direction of long-range planning and the

allocation of the institution’s resources. Functions typically
include translation of the institution’s goals into specific
plans, facilities planning, budget planning, related research
and feasibility studies, and may also include responsibility
for current planning and budgeting, as well as state and
federal relations. Reports to Chief Executive Officer.

Staff Legal Counsel. The principal sala,riQd staff person
responsible for advising the institution on jts legal rights,
obligations or privileges and on legal or leglslatlve develop-
ments. May participate in litigation, and in legal aspects of
ymon relations, contract negotiations and acquisition and
other government agencies, or serve as principal contact
with ‘other legal counsel, {Do not report unlfess on insti-
tution’s payroll.) t

Dean or Director. Serves as the principal admlmstrator fot «

the institutional program indicated:

Agricultire °

Architecture .

Arts & Sciences - -~
R 3 N

Business

\
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N
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e " “Appendix C
\ t T ’
. - NCHEMS Program Classification Structure
> . L) Tert Vo
M. e i ~
: - - e T T,
1.0—Instruction Program .. \ . 'l'he subprégrams within the Research program are:

The Instruction program includes thos actlvmes carried
@ out for the express purpose of. eliciting \some measure of
“educational change” in a learner or group of learners
"Educatlonal change” is defined to include (1} the’ acqui-
sition or improved understanding of som portlon of a
‘ body of knowledge; (2) the adoption of ne or ifferent

~

3.0—Public Service Program

2.1 Institutes and Research Centers 3
2.2 lndlvldual or Project Research

i 4 . ’ -
, The Pubylic Service program includes: those program
elements that are established to ‘make available to the

— —a&nudés;—andial—theacqmsrtmn—mnmeo\ mastery of a
skill or set of skills. The activities that may be carried out

to elicit these educatuonal thanges include both “‘teaching’’,

activities and "facrlltatlng activities (which aré more
commonly associated with the designand.g rdpnc' of a
learning experience rather than with teaghr somethmg
Tt a fearner)..The facilitating roke can be” dustmgurshed
from that "6f academic adwising in that while’ facllltatrng is
an integral part of the -design and conduct of the instruc-
tional program, academic advising is generally carried out in
support of the ‘instructional program (for example, clarify-
ing requurements describing alternatlves), The lnstructron
proggam inciudes both credrt and noncredit |nstruct|onal
_offerings.

The subprograms wrthm the Instruction program are: -

1.1 General Academic lnstructlon {Degree-Related)
R 1 2 Professional Career Instruction (Degrgg-Related) ¢
. f3 Vocational/Technical 1 Instruction (Degree-Related)

J 4 Requisite Preparatory/Remedial lnstructldn g

;;l 5 General Studies (Nondegree)

1.6 Qccupation- Related Instruction {Nondedree)

1.7 Social Roles/lnteractlon Instruqﬁon (Nondegree)

1.8 Home and Family Life Instruction (Nondegree)

1.9 Persenial Interest and Leisure Instruction (Nondegree)

»
-

2.0—Research Program\

The Research program includes those activities intended to
produce one or more research outcomes including new

) knowledge, the reorganization of Knowledge, and the appli-
cation of knowledge. It includes both those activities

- 'carriéd out with“institutional funds and those carried out
under the terms of agreement with agencies external to-the ’
rnstrtutlon Research activities may be conducted by any
number of orgamzatlonal entities including research divi-

- sions, burgaus, |nst|tutes, and experimental statlons

Instructional activities sucH as workshops, short courses
and trammg grants should not be classified within the
Research . program but should .be classified as-part af
Instruction unless they satisfy the specific criteria outlihed
for incluglon within the' Public Service prograrn;\

, - -k e e - - -

» Fy .
/.
f ] ,‘ Y os
4,0—Acadamic Supggrt Progrem . 1 %
The Academic Sugport proggram includes those a'gtrvrtres ; ’
that are carried out in direct$upport of qne or more  of the
three primary programs (Instructlon Research Publrc g;,
Service). The activities that should be classified in this pro-
gram inclade (1),activities . related to the. preservation, g

* development of academic personnel.

public the various unique resources and caphpiljties of the
institution for the specrflc purpose of responding to a ~
comn;lumty need or solv‘ng a community “problem.
Included in this program are the provision of institutional
facilities as well as those services of the faculty and staff
that are made available outside the context of the insti- .

‘tution’s regelar instruction and research-programs. . .
The subprograms within the Public Service program are: * i
3.1 Direct Patient Care - * *
3.2 Health Care Supportive Services

3.3 Communlty Services ‘Q . s .

3.4 Cooperative Extension Services °
3.5 Publit Broadcasting Services

maintenance, and dlsplay of both the stock of knowledge
and educational materials (for example, lrbrarya services
and_museums), (2) activities that directly contribute to'the
way in which msfructlon is delivered or research is con-
ducted (for example educational media servlbes, academic
computing support,-ancillary ‘support), (3) those activities |,
directly related toN;ninistratlon of academic pro-

grams, and (4) those activities related to the professional

l

The subprograms within the Anademlc Support program are:

4.1 *Library Services . . .
7 4.2 Museums and Galleries _ Co

4.3" Educ’atronal Medla Se

4 7 Cours and Curriculum Development {
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5.0-Student Service Program

The Student Service’ program includes those activities
carried out’ with the objective of contributing to the
emotional and physical well -being of the studgnts s well as
to.their mteIlectual cultural, and social development out
. side the context of the institution’s formal instryction pro- |
gram. The Student Service program attempts to achieve this
-objective by (1) expanding the dimersions of the student’s

* educational and social development by providing cultural,
socidl, and athle_tic experiences, (2) providing th ose services

and conveniences needed by students as members of an.

on-campus, resident student body, and (3l assisting stu-

6.6 Facultyand Staff Auxiliary Services
6.7 Public Relations/Development
6.8 Student Records

A O—Independent Operétions Progra‘m -

The Independent Operations program allows classification
of those program elements that are independent of, or
unrelated to, the primafy missions of the institution. The
Independent Operations progrant includes those operations
that are owned or contralied by the institution as invest-
ments, but only if they are financed as part of the insti-_
tution’s current operatlons Operatlons that represent

dents in dealing with personal problems and relationships
as well as in their transmon from student to member of the
labor force. - . w®

The subprograms within the Student Serwce program are:
5.1 Student Service Administration ’

5.2 Social and Cyltural Development

5.3 ‘Counseling’%d Career Guidance

5.4 Student Health/Medical Services =~

5.5 - Student Auxiliary Services

5.6 Intercollegiate Athletics

S

. 6.0—Institytional Supgort Program

. The Institutional S@pport program e{nsists of those activ-

" ities carried out to provide for both the day-to-day func-
tioning and the long-range viability of the instit,gﬁn asan
operating organization. The overall objective of the Insti-
tutional Support program is to prowde for the institution’s
organizational effectnveness and contlnulty It does this by
(1) providing for planning and executive dlrectlon, (2) pro-
viding for admmgstra}tlve and Ioglstlcag services, (3) Ygain-
taining the quality of the physical environment, (29) enbjanc-
ing relationships with the mstututnon}s constituepcied, and
(5) providing services and conveniences for the émployges
of theinstitution.

|nvestments of the institution’s endowment funds should
be accoumed for in the Endowment Fund Group and
therefore should not be classified in the, PC}.L{hlch is used
to classify only current operations and accounts).

\?l’he subprograms within the Independent Qperatioris pro-

ram are: \
7.1 Independent Operations/Institutional
7.2 Independent Operations/External Agencies

.

8:0-Student Access Program

The Student Access pr\ogram includes those activities
carrjed out with,the oBfective of obtaining a student body. .
having those characteristics the institution desires (such as
academic quallficatioﬁs and capabilities, sogio-economic
status, racial/ethnic background, athletic abilities). Included

in this program are those activities carried-out (1} to.

" identify prospective students, (2} to promote attendance at

the institution, (3) to provide incentives related to the
decision of prospectlve studengs to attend the institution
{including fmanagl assnstance) and (4) to process the
admissions applnpatlons of potential students. It does not
include promotional activities designed to create a favorable
lmage of the institution with the general public (those
" activities should ‘be classified in subprogram 6.7, Public
Relations/Development), but it does include those activ-
ities spemflcally intended to influence the attendance

The subprograms within- the Institutional Support program ~ decnsnons of prospective gudents (for example, partici-

re: .
6.1 Executive Management T <
6.2 Financial Management and Operatlons 7
6 3 General | Administration and Logistics Services
6.4 Administrative Computing Suppqrt
. 6.5 Physncal Plant

: v
ations .

S

RgA i Texs provided by ERic: .

1

pation in h[gh school "college f?\ll’S")

The subprograms within the'étudent Access program are:

. ‘8.1 Student Recruitment and Adnmissions

8.2 Financiel-Aid Administration
8.3 Scholarships

.8.4 Fellowships
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Typlcal of the techmcal.document&—produced by -the-

National Center for Higher Education Management Systems
at WICHE, the manual has been shaped under the direction
of a task force representing the major users of the manual _
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from which they come for generous contributions of time
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Assistant to the Vice-President fcr Academic Affairs
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Theodore'H. Drews R
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National Center for Education Stattstlcs

U.S. Office of Educatuon

LoisR. Feldheym '
Faculty and.Staff Affairs Specialist ,
California State College System
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- Dr. Fred Ford
Director of Personnel -
University of Pennsylvania >
. Dr.'Peggy Helm .

{Academic Year 1971- 1972}
Office of the Provost, Bucknell University
{Academic yeaf 1970-1971) e

. Professor of Economics, Wofford College %
Dr, James Hobson
{Representing the- American Association of Junior Colleges)
Vice-Chancellor for Administration . .t
University- of California at Los Angeles
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- National Center for Education Statistics
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‘due to Mr., Drews’ careful development of the Higher

_”Pi')rtions of the Manual have been contributed by Douglas
" MaclLean, Vice-President for Staff Services, University of

Margaret E. Martm .
Statistical Policies and Management Information
Systems Division _
Office of Manpower and Budgét. . .
. Executive Office of the President _

Or. Orie Myers . * - _ . o -
Vice-Pre_siclent'for Business Affairs ’ .
Emory University ' s
Ex Officio

Jerry Anderson
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College and University 'Personnel Association

Ron Sapp

Director, Office of Administrative Systems
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tive Director, Jerry Anderson. ‘ . .
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National" Center for Education Statistics, U.S. Office of '
Education, The fact that the manual could be prepared is’

Education General Information Survey (HEGIS) and the
support of Mrs. Dorothy M. Gilford, Assistant . Commis-
sioner for Education Statistics, U.S. Office of Edeucétion.

Houston (Administrative Survey Titles, Chapter 4); and Dr.

Warren Gulko, Director, Development and Applications .
PrOQram, NCHEMS * (Program (’.tasslftcatton Structure, Y

* Chapter 3}, . 5 . y
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As general .te'chnical consuitant, Frank lves, pirector of
Personnel, University of Colorado, proviged frequent and
hefpful professional advice in _Tesolving technical issues
during the day-to-day preparation of preliminary drafts.
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" Program, presenting of the classifitation structure was con-

ducted by Charles Alimand, Assistant to the Vice-President
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) . Appendix E ‘ .
. ' Comméntary . .

A. The Concept of Service-Months

Throughout the manual, there is a focus on manpower as a
resource needed and utilized by institutions to 'achieve their
programmatlc objectives, and on the importance of the w
management of that resource. A consequence of this pez
spective is the requirement that some adequate way to

inders and results in data that are greater utrhty to a variety LT
of users, .

.
-

e
As an alternative to the concept of FTEsO(and the surrogate
concept of service-months) some have proposed that the
measure qof manpqwer resoyrces be expressed in terms of
full-time emplayment fof an “‘academic_vear'’~in_short,

measure _manpower resources be available, ‘Historically,
“full-time equivalents” (FTE) has been the most common
measure of margower resources' (Where an FTE is defined
as the resource equivalept of one individual working full-
time for a particular perrod of time.} For many categorles
of employee, this measure is quite appropriate since com-
mon, practice holds that the “particular period of time* is

" ‘twélve months. There are other categories of staff, parti-
cularly the instruction/research staff, for-which the period
‘of time \varies widely from institution to institufion. At
some institutions, the time- period involved is 11 or 12

" months; at others the period may be as short as 8 months.
It has not geen possible, over a period of many years, to
o%tgln agreement on the Iength of this basic time period.
single value suits all users, The use of the service-month
concept is arf attempt to avoid. that issue by focusing only

. on the numerator of the following calculatlon and leaving
the selection of -the appropriate value of the denominator
to the user:

.8 } L]
FTE = Service-months/Service-months per FTE
.The.concepv of service-months is consist with the

widely accepted concept of FTE while avoiding the prob-
lems associajed with the common agreement about the
value of the %enommator in the FTE calculation. It should
be noted that this problem is directly analogous to the
‘ wproblem associated with calculating numbers of FTE
- graduate students. For the most part there is agreement on
the form of the calculation, that is:

FTé Grad Students = Grad. Student Credit Hours (SCH)

SCH per FJ E graduate student

While the form of the calculatlon is quite readily agreed to,
- the numerical value assrgned to the denominator is not. In
practsce the values assrgned by different users vary from=
18 16 30. In the absence of agreement on this value, users

have two" cholces, they can establish a conventional value -

and a;k that all prov:dlng the data use that value or they
" can collect data pertaining only to the numerator and per-
. » form the calculation of FTE ex post facto using the value
most appropriate to the user’s needs. It is !bbmmed that
" the latter approach is both ore acceptable 1o data pro-

vt

that the basic tlme period be for the undefined period of an

academic year - s

o

L.

Some experts in lacademic‘a’Qministration make the paint

that the instruction/research staff member is commonly, in

many institations,. employed for a penod known as the
‘‘academic year.” While the academxe,year differs in precise

length frgm mstltutlon tQ instjtution, there is an accepted .

and conventronal conceptualization of the academic M «

being a calendar period going from the fall of the year to

the late spring of the following year, during which time an

enrolled student completes one year of a four‘year pro- +

gram. It is often stated as a 9-10 month period. However, .
there are academlc years as short as-8 months and there are

academie years as long as 10% months. In rebuttal, it rs b
argued that” an instruction/research staff member who i, ’

employed’ for the academic year is empfoye,d to apply a
certain amount of work effort, primarily cerebral, capsble
of being performed at times and places haying na rfecessary
rejationship to the' locus of wdrk of any standard work
period. It is thereby contended that whatever may be the
calendar Iength of the academic year, the amount of input
and effort that the mstructlon/re.sﬁa{ch staff member
apphes to his full-time assignment during this academic year -
is equal. Therefore, goes the argument, this fs a more ’
precise measure of the staff resource input into instructlon/ ’
research than would be a service- -month, since the amount
of trme and effort that a staff member would appIy during

iven service-month would vary. .In addition, the
argument-runs, to measure in terms of months would result
in false differences. It is contended that the instruction/
research staff member who works for an 8-monith academic .
year is contributing as much of himself and is dpplying as
much effort, and is a resource input“to the Tnstitutional
program, equal to that of.the instruction/research staff
member who puts in a 10-month academic year.

-

~

Since this thesi¢ is put forvard-by persons of prestige,
standing, and experienced Knowledge in higher educatior, -
it must be influential, and it myst be considered.

The'authors of this manual did not accept this gdsition, as .
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1s obvious from a reading of the volume. There were a num
ber of reasons for this, which reas@ns. at a minimum,
persuaded them that the academic year was not a fixed
and consistent quantity. "o~

The most persuasive piece of evidence To the effect that
this concept of the>academic year is not consistent as
among institutions, 1s the practaces of the mstntutnons’them
selves. At many msmutnons an instruction research staff
member can work for the academic year, and then is per-
mitted to engage in an_additional 3 months of work for

7'y
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pay from the instijution, and in addition, may still have a
one month vacation period. In other words the institution
is stating, in the clearest possible way, that the academuc
year 1s two-thirgds of the calendar year. Stull other msu
tutions permit as little as one-month of paid employment
in addition to a contract and assighment for the academic
year In such cask, it i1s obvious that the academic year is
something considerably more than two-thirds of the

¢ -

research staff member who hid a contract for the academic
vear. Ope can readity grant that in many cases, this selec-
tion wopld have some elements of arbitrariness. On the
other hand, experience in the operation of’-.‘gny institution
should permit a judgement and selection of that date on.
which the instruction/research staff member.us required to
be available forrduty. It does not matter that he may have
started advance of this date to prepare himself for the o
coming ®academic year. All responsible ~professionals’

undertake preparation for their job in advance for the fvrstg "
day of duty. Similarly, the institution can set a date, such *

as-the June commencement date, perhaps, on whach con-

-ventionally, the mstructuon/research staff member on an
' t

acade(mg year appointment is free of assignment.
»

It 1s recognized that many institutions may wish to estab- @
lish a convention within their institution as to the instruc-
tion/research staff member status during the various vaca-
tion periods. At most institutions, the instruction/research

e assumption in such cases is that he 1s working on

calendar year, although the varying vacation practices make gtaff member 15, on duty and ‘paid during these periods.

it difficult to say precisely what fraction of the calendar
year this s, -
° . ,

An additional piece of evidence, also provided by the insti-
tutions, Is that at some institutions a full- -time student who
attends for the g} period of time dunng which an mstruc
tion/research sta® member 1s employed for the academic
year, can complete varying amounts of his degree pro-
gram. For instance, at some ihstitutions, the student who
attends for the full period of the employment academic
year,
Those_institutions are saying that thewr academic year repre-
sents twenty-five percent more than the academic year of
the two-semester institutions. Again, while 1t 1s not pos-
stble to equate exactly the differing congributions of
instruction/research staff member time and effort into
thiese academic years, 1t does seem reasonable to conclude
that they are different.

. , -
These two variations n institutipnal practices convinced the
authot? that the academic year was not the fixed and con-
sistent measure that it 1s believed to be in some quarters.

.

As the work of this manual progressed, the authors were
able to articulate for themselves an understanding that all
designers of new’ systems of records must, at least uncon-

sciously, have. This is the realization that no system of
record-keeping that is intended to improve on a present

system can be adopted by any user without any possibility
of modufccauon of some current practices on the part of the

In this case of the service-month, to_take a very
obvuous example, 1t would be necessary for an institution to

decide on the beginning date of service for an instructiop/

’ P .

can actually complete ‘two and one-half semesters. *

" it has been retained.

research, or studying, or grading exammatlons or reading
theses, or whatever.

It is additionally recognized ,that institutions do not, nec-
essarily, make the duty period coincident with the, pay -
period. This is not a major problem. There are some insti-
tutions that employ an mstructuon/research staff member
for the academic year, but gwe him his salary in twelve
equal monthly | mstallments stretching over the fiscal year.
Others pay the salary in 9, or 10, or 11 payments. This
matters not at all, and should not influence the establish- -
ment of the conventional beginning and end of the
academic year. By the same token, the institutions may
establish conventions as to whether or not the instruc-
tion/research staff member is on duty during the vacation
periods and this convenuon may also be unrelated as to -
whether or not thete is a full month's pay for the per’iod

’ during which the vacqtion occurs. . - e

B

Thus, after a great deal of interaction with the educational
cémmunity, the authors | that no superior alternative
to the measure of service-mdnths has yet been offered, and

B. Instruction/Research Staff Npmenclature

.

ere persugsive.to the
uch fgniihar termi-

This manual, for reasons that
authors, deliberately avoids the use O
nalogy 1n categorizing and giefinung the INgtr ion/researcjw

staff. The most noticeable omission,_ of &gurse, is of, the '
term "facglty.” In addition, while the sta
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. .
retained for purposes of tabulating staff by function. Other
familiar ‘terms, such as ‘‘academic’ and “teaching staff,”
are also not used in this manual. The reason for deciding
not to usé these terms s simply that they have acquired
vanety of defmmbns and inclusions at dlfferent ins

authors deemed 1t wise to use terms that
acquired any such hard, fixed, and lnconslstent

" tion. Therefore she authors assume that every institution

will retain it’s own definition of faculty and witl continue
to use that term in a manner that is appropnat% to the pur-

* poses, of that institution. However, for purposes.of develop-

Ing normative data and for the exchange of date, this
manual conta:ps an alternative set of terms and _measures.
The same kind of problems faced the authors when they
considered the matter of the faculty ranks IS argued that

Thiss as may be imagined, 1s met, mtnrmally‘wl h‘unease
and maximally with great concern and criticism.

t < .
The critics of the early drafts of the manual made the\point
that the institutionts of higher education are comfortable
with, and accustomed to, certain kinds of terminology that
have been #7 use uver the long history of higher eucation.
This 1s very true. They poiwat out that a system of recards
and statrstrcs Is more likely to meet wuthﬁ/cf;ptance ifat
makes ‘use of famlhar termmology that permits the insti-

_ tutions continuity of policies and management practices

over t|me and 1s les$ disruptive of their time series and therr
internal relationships This s also true, but these legltrmate
and appropriate concerns.do not out-weigh the counter-
vailing consrderatlo_ns. ' -

, hd z,

One of the important concerns of the authors ps they _
developed this manual, was that there 1s no consitent rule
for inclusion in the group called *“faculty’’ at institutions.of
higher education. There are some msqtutlons‘m whieh the
research staff 1s routinely included in the faculty, there are
other institutionssin which the research staff has a different
grouping and-j'tey are not faculty There-are msmutrons n
which the total professronal st,ajf In the lrbrary is |ncluded
in the faculty, in still other institutions the admlmstrators
are part of the faculty. These practices are approprrate 1o

the class’frcatlon of full, associate, and. assrstantpLoje,ssor

and instructor still have relevancy on campus, are used by

.

the American Assqgciation of Unibersity Professors for )

salary analysis, are used by institutions both for internal
analysis as to the status of their faculties, and are used In
the projection of future manpower management problems.

The authors were forced to concede that salary=strveys; it -

least'in the foreseeable future, will use the professoriai .

titles. However, they also reco§n|ze that these titles have
become decre'asmgly precise. The principal change thathas
taken place is that there was a time when the total ,
““faculty,” those people who taught courses and usually
already had a doctoral’ degree, were divitled into the
groups ranglng from- full professor to instructor.
situation ’still prevails in many institutions, and part

/w larly in the professional schools. On the other- hand there

are a large number of institutions that now divide that very
“same group into only the three professorial ranks, reservrng
" the instructor ranks for persons who are still working to
attain their full status as scholars. This means that in ‘some

rnstltutrons the range of '‘faculty” salary is from the -

bottom of the assistant professor fto the top of the tull
professor, at another institution, {l:at very same fange is
spread over the four ranks from the bottom of the instruc-
tor to the top of the Tull professor It is quite possrble that
the two institutions would have the same numl.zer of

faculty,” and indeed, would be’paying’the same salaries. lg 3

the institutions imwhich they obtain. However, aggrega- .the one case, by the inclusion of the predoctoral groups in

tions of data fram these faculty'’ groups are not com-
parable. They are not exchangeable. They are not infor-
mative to those who would use the data for policy decs-
sions and planning outside the institution.

- .
Current trends in the management of higher educationdata
are toward the development of uniform and consistent
categorie Y data, consistently defined in a manner that 1s
universally acceptable, so that aggregagg&of data from insti-
t/utvibns may be exchanged without extended descriptions of
groups and subgroups contained within the terminoldgy.
A { ] -
It would be neither appropnate nor feasible to attem'pt a
redefinition of the term “faculty” and to have any pos-
sibility of acceptance at any institution except the insti-
tution that was already emp}oying precisely, that defini-

¥
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the instructor class the overall mean salary would seem
lower, Institutions feel so strongly about the fireservation
of “these ranks that .the authors have attemgted nothing
with respect to ‘making these salary companso'hs more
meanmgful However, when staff input data are_ used! for
the development of resource input measures, then it is no
longer desirable, indeed it is erroneous, to use those rank

deslgnatlons Therefore, given that a system of records for -

manpower budgetrng and accounfng is for the purpose of
better management through improved categorizations of
staff, it was decided to use some new'and more precise
deslgnatlons that could be utilized in addition to the

trad‘ffbnal ones.” . !

An additional problem in this area 1s that there are an
increasing number of institutions that use only a single rank
A Sy

7
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Glossary R
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Academlc Dlsclplme See Drsuplme

Academic Year. The institutionally defined consecutive
period of -time (sed as a reference for record keeping
related to student programs, faculty participation and

of

.

- . employment, student attendance, and other matters

related to academic affairs: .

.An academic year may be equivalent to a fiscal year
or ‘may-include only a subset of the sessions during
which course work is offered. Typically an academic
year is equated to two’”semesters, three quarters, two
rimesters, or the period bf time covered by the 4-1-4
plan, as Yescribed below: o

1M Ouarter The quarter_calendar consists of three
quarters withy abqut twelve weeks for each quarter of
instruction. . There may be an additional quarter in the
summer.

(2) Semester: The semester calendar consrsts of two
semesters during the typical academic year with about
sixteen weeks for each temester of instruction. There
may be an additional summer session. .

(3) Trimester: The trimester calendar.is composed of

- three terms wit fifteen weeks for each term of

’ instruction. ! - .

- (4)°4-1-4: The 4-1-4 calendar is composed’ of four

. - courses taken for four months, one course taken for

one month, and four courses taken for four months
There may be an additional summer session.

. . (8) Other (Specify): Describe predominant calendsr
systems sthat are npot defined by any of thgagbove
terms. 3 falaw

Adjunct Appomtments Appointments to faculty or
staff who serve in a temporary or auxiliary capacity.

. Administrative Professionals.  See Executive/

. Administrative/Managerial Professionals.
American Indian or Alaskan Natnve See Race/
Ethnic Identification. .
.. Asian or Pacific Islander. See‘Flace/Ethmc ldentn-
fication. .

. Associate. Degree. See nghest Degree‘Earned
Bachielor’s Dhgree. See Highest Degree Earned.
-Black (not of Hispanic origin). *See Race/Ethnic
ldenttfrcatlon
. 414 Calendar System. See. explanat/on under
T Academlc Year.
] Certlflcatas See Highest Degree. Earned
- CIencal Employees See Office/Clerical Employees.
Crafts/'Frades Employegs.—lndwrduals employed for
.. tife prrmary purpose of performing {manually} skrl]ed

[y

»

Q -
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Degrees. See Highest Degree Earned ' o
Departme

\

o
A

activities'in a craft or trade. Includes employees such as
cerpenters, plumbers, and electricians, Includes only

nonexempt employees See Appendrx A of this docu- -
ment. -

N,

*The basic organizational unit of a college
or univ srt_h Inclqdes both academic and administra-

s tive organrzatronal un|ts

Diplomas. See Hrghest Degree Earned, .
Discipline. Generally, a branch of knowledgé or teaching.

.Discigline partially denotes activity centers that pro-
duce instructidn, organized research, or public ser-

\vrce outcomes. In some cases, "discipline’’ may be

synonymous with “departgent. :'

Disciplines are ~categorized according to the standard
taxonomy of fiefds of study used in the Higher Educa-
tion” General information Survey (HEGIS) published
by the National Center for Education Statistics under
the title. A Taxonomy of Instructional Programs in
Higher Education (Huff.and Chandler, 1970). NOTE:
A new taxonomy js currently in preparatior and can be
expécted to replace the currently used taxpnomy m
the future. -~

- Doctoral Degree. See Highest Degree Earned
Employee Any individual being compensated by the

mstrtutlon for services rendered Included are indivi;_
duals who donate their services, if the services per-
formed are a normal part of the lnststutlon s pragrams -
or supporting ‘services and would “dtherwise be per-
formed by compensated personnel, Specifically™
excluded are employees of firms providing services to
the institution on a contract basis,” :

- ~

ExecutwelAdmmlstratwélManagen Brofessionals.

.

v

Exempt employees employed for the primary purposes
of managing the institution or a customarrly recty |zed
department or subdivision thereof. By- conventron thi
category incfudes deans but most commonly, although
not always, V\gU exclude ‘chairmen of acddemic depart-
ments (who * usually are classified as’ Instruction/
Research Professronals) Inclusion rn this” category
requrres the rndlvrdual to havée supervrsory responsi-
brlmes See AppendrxA of this document. .

Exempt Employee. An employee whose conditions of -

employment and compensation are not, subject to the

- provrsron of the Fair Labor Standards Act as amended.

Exempt employees aret not eligible for overtime pay-.
ment. According to Sectron 13 of the- :act, an exempt
employee is. "‘any employee employed ina bona"frde
executive, administrative, or professronal capacrty

' SR A, ]
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- Full-Time‘Personnel. Those

Faculty. Those individuals employed at -an institution to
perform. both instruction and research activities.
“Because this designation’is frequently applied aiso to
institutional staff who do not have instruction or
research functions, the term 1s not useful in manpower
accounting. .
Faculty Activity Report. Report submitted by ifdivi
dual faculty members indicating the number of hours
*- per week (or percent of time) they devote to different
kinds of activities-and to different institutiorial pro-

grams
. First' Professional Degree. See Highest Degre
Earned. <.

- Fiscal Year. The . rstututlonally deflned consecutive
twelve-morfth period for which financial transactions
l‘f‘br a summary.are available. -

Full-Time Equiv
person who is deemed to be carrying a full load or hav-
ing a full-time appointment in accordance with an

stitugionally agreed upon convettion for cohverting
numbers of specifigindividuals (students or employees)
to an equivalent number of fullvtlme persons.

individuals available for
full-time assignment, at least for the period .being
reviewed or analyzed or those who .are designated as
“full-time’’ in an official contract, appointment, ‘or
agreement. Normally, those ployees who work
aprroximately 40 hours p eek for the full year are
considered full-time employées. Individuals who are on
sabbatical leave should,be included as full-time if that
was.the status of their employment prior to sabbatical.

N

-~ * (Refer- to Chapter 3, Section C, for a discussion of pro-

. cedures for calculating fuli-time or part-time status of
employees}),““

_Headcount. A count of the number of individuals

- empldyed, without regard to period of erﬁployment or
amount of time available. >

HEGIS. H|gher Education General Information Survey.
: The annual survey of all institutions-of higher educa-
tion ccnducted by the National Center for Education,
Statistics, Department of Health, Educatnon and

“Welfare. ‘ i

4

nghest Degree Eamed Awards or titles conferred
. upon students for the completlon of a course of study
. * *or program. - Honorary degrees shotgd not: be con-
sidered. The following categorizations will be used:
(1} Certifjcates and Diplomas fless than one year)*
An award for the successful completion of a course'of
udy " or program offered by a postsecondary instie
. tution. CeHificates and diplomas in this categary are
awarded for completion of any program covering any
timé span less than one academrc year. ’

' , = (2) Cerfificates afid Dipléngas (equal to or more than
8 - - _one year):. An award for the successful comgletion of
g . a program offered by a postsecondary institution.
Mol N . - . ) s ,
2 l: l{[{c " o -

S |,

’

X

7Ient (FTE). The equivalent of one

: s?ﬁc Minstitutiond) programs.
Manpower "Resource Classification.

“Certificates and diplomas in this catgory are awarded
for completion of any program coving any time span
between one academic year and two academic years
(3) Assolfate Degree ftwo years or more}: The degree
granted ugon completlon of an educational program
less than baccalaureate level and requiring at least two
but less than four academic years of college work., -
(4) Bachelor’s Degree: Any earned acgdemic degree
carrying the title of ““bachelor.”” -
- (B) First Professional Degree:, The first earned degree
in a profe;suonal field. Only M.D., D.O., D.D.S.,
. D.V.M,, L.L.B. or J,D. (if J.D. 1s the first proféssional
“'degree), 0.D., B.D., M.Div., Rabbi, Pod.D.; and P.M. (
" shou!d be included. 5 ’ )
+ (B) Master's Degree: Any earned academic degree
carrying the title of "master.”” In Mberal arts and
> sciences, the degree customarily granted upon suc-
cessful completion of one or two academic years of
work beyond the bachelor’s. In professional fields, an
advanced professional degree béyond the first ,profes-
sional degree whu’b carries master's qesrgnatlon for
example, L.L.M., M.S. (Master of Surgery), M S.W.
(Master of Social Work)
(7) Doctora] Degree: An searnd® academic degree ;
carrying the title of "doctor.” Not to be included are
first professional degrees such as M.D., D.D. S,
8) Not Elsewhere Designated: Includes all othet
. Categories of degrees/diplomas/cértificates that cannot
be categorized in any of the preceding categories, such
as specialist degrees for work completed toward a ¥ -
certificate, for example, Educational Specialist.
Hispanic. See Race/Ethnic ldentification. © - .
Instruction/Research Professionals, ™ Individuals _,
emponeﬁ for the primary purposes oP performmg R
instruction 'and research activities. Typically includes
Jonly exempt employees (although'in some, primarily
- Rrpprietary mstutuflons, they may _be nonexempt).
See Appendix A of this document.

*
Managenal Professionals, See Executrve/Admmls
trative/Managerial Professnonals

Manpower Budgeting. The- assignment of particular
amounts of each category of manpower sésource to -

e

A mdnagerial
activity to identify employees in terms-of the kinds of
assngnments the &mploying institution gives- those
empldyees, with no necessary relationship to the voca:
tional self-identification By the employee. °

Manpower. Resource Categories. Certain general ‘cate?
gories- of employees ‘who prlmarlly perform certain
g)_neral kinds of activities. Each category of employge

. * represents a dlfferent\und of manpower resource avail-
able td the institution. (See Appendix A for a detailed _
discussion of the seven institutional categories and sub~
categories appropriate to each,) -

70,
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Masters Degree. See Highest Degree’ Earned.
Nonexempt Employee. An employee whose conditions

of employment and compensatlon are subject to the
provisions of the Fair Labor Standards Act of 1938,
. as amended.

. ' Nonresident Alién. See Race/Ethnic Identification. _
Office/Clerical Employees. indwiduals employed for'

<

~e

the primary purpose of performing clerical activities.
This category includes only nonexempt employees. See
Appendux A of this document, ,

Orgamzational Unit. An academic department or other

»

Part-Time Personnel.

organizational division that has fiscal, programmatic,
and administrative responslballty for a specrflc set of
activities.

Those individuals employed ful)-~
riods ,of timg, {less than thé period
as well/as those 'not available to thew
for 1Q0 percent assignment even though

time for short
nder revie

/\%stltutlo
ey may be employed for the full period. (Refer to

Personnel Data.

Chapter 3, Section C, for a discussion of procedures for
calculating full-time or part-time status of employees.)

Anformation about specific individuals,
their characteristics, their performance,.and their con-
tributions to their profession and the institution,

Program Classification Structure (PCS), The Pro-

"gram Classification Structure is a means of identifying _
and organizing the activities of higher education insti-
tutions in a program-oriented manner. See Chapter 4
and Appendix C of this document, .

Quarter System See explanatiop under Academic

Race/Ethnic ldentrflcatron
.used by the U.s. Offrce for

e

Q

E

B~ v proviaea oy eric [

RIC

Year.

*The concept of race as
CS-\.M Rights, the Equal
Employment Opportunlty Co mission, and other
Federal agencies, does not denote clearcut scientific
defrnltr@s of anthropolo_glcal origins. An employee
Mmay be asslgneq 10 a group'on the basis of self-idéntifi- -
cat|on appearance, or community regard. No-person
may be included in more than one raceXtfinic category.

White {not of Hispanic origin): “All bersons having

origins in any of the-original peoples of Europe,
North . Africa,® the Mrddle East, of/ the Indian sub-

continent.
Black (not of -Hispanic orig/n) Al persons havmg
origins in any of the black racial groups. < -
Hispanic:  All persons. of Mexlcan Puerto Rican,
Cuban, Géntral or South Amencan of other Spamsh
culture or origin, regardless of race.

As/an or Pacific Islanders: Al persons having origins in
any of the original peoples of the Far East, Southeast
Asia, _or'the Pacific lslands Thas area ipcludes, for
example, China, Japan, Korea, "the Phlllfme Islands,
and Samoa.

American Ihdian or Alaskan Native: All persons having
origins in any of the origjnal peoples of North America.

-

-

.

.

‘Rank/Title. The institutionally designated official title or
grade of faculty. See Appendix B of this document.’

Semester System.

"y
\

.
- & b .
4 Yy
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tn addition tq the FICE Categoriég above , We suggest
the following distinction sho&ld be made:,

Nonresident Aliens: Thqse members of the aforemen-
tioned groups.who have not been admltteﬁo the
Unitéd States for permanent residence. Residerit aliens,

rfon-citizens who have been lawfully admitted for per- .

manent residence {and who hald a "'green card” Form
* '1-1511), are te~Be counted in the appropriate face/
ethnic categories atong with United States cntrzaoaJ

See explanatien under Aca-
demic Year. T

"Service Emplo'yees Individuals employed’ for the pri-
mary purpose of performing service (often unskilled) ,

activities. Includes such employees as custgdians,
groundskeepers; security guards, food service workers,
and so forth. Includes only nonexempt employees. See
Appendix A of this document.

Service-Month. A service-month is defined as being equi-

valent vio one individual working full-time for the’
period gf one month. Service-months are calculated by
multlplylng the percent workload” Mrelative fuli-
timeness) by the-number of months of the individual’s
appointment.

Sex. -The sex of a person; male e or female. A’

Speclahst/Support Professronals Exempt employees+

:

employed for -the primary purpose of performing
(typically) academic support, student service, and insti-
. tutional support activities, Excludes mdrvrduals who _

have executive or managerial (supervrsgry) responsi- f

.bilities in these areas. Ingludes such employees as

- librdrians, accountants systems analysts, student per-
sonnel workers counselors, salesmep recruiters, and S0
forth. See Appendlx A of this dogument.

TechmcalEmpon $. Individuals employed " fof the

primary purpgst ‘of performing technical attivities
(that is, activities pertaining to .the. mechanical or
industrial arts or the applied sciences): Th‘s category
includes only nonexempt employees. See Appendrx A
of this document - R .

Tenure The |nst|tut|onal desrgnatlon. that serves to

identify the status of the employee with fespect to
permanence of appplnted posltlon The follotwing
tenure designations-indicate status of individuals:
Tenured—lndlwduals who have been quoted tenure
Nontenured—rndmduals who are ellgAbIe for but have *
not been quoted tenure :
Not eligiblé~individuals
" Tenure'is a "holding” and in playment refersto the
term or time that one will hold an’ “dppointment. Thus,
one’s tenure can be for a fixe ordetermrnable term,

re not eligible for tenure.

. »/or it can be indefinite.

" In this manual, the term “tenure” is nog used without ,
modlfrers JThe categorles of tenurg are: . '
. - .‘; ) .
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7
74
g e L v

>

i

»




“ERIC

Aruitoxt provided by Eric:
= .
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a. Indefinite tenure, terminable only by special pro-
dures * ’

Title. See Rank/Title. :
. : ITrimester System. See explanation under Aca- -
b. Appointment for a fixed term of more than one ' demic Year

year i

c¢~Appointment for one year |
d. Appointment for term of a budget

Vocation. - An occypation or profession for which an

individual deems himself specifically suited or qualified.

e. Indefinite tenure, summarily terminable without White (not of Hispanic origin).

recourse.

See Rac%?thnic
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