




























































































2. Any written decision or written answer to an 
appeal made at any step which is not appealed to 
the succeeding step within the time limits 
provided shall be considered a final settlement of 
that grievance. 

3. The time specified at each level may be extended 
by mutual written agreement between grievant and 
the appropriate administrator stipulating the new 
extension or re-extension date. 

4. The number of days indicated at each level shall 
be considered a maximum and every effort shall be 
made to expedite the grievance process. 

5. All papers filed in accordance with the grievance 
procedures shall be hand-carried during working 
hours to the designated recipient and be receipted 
and dated at the location with the receipted copy 
going to the originator; if the recipient is 
unavailable, delivery at that time may be made to 
the designated alternate. Time limits shall 
commence to run on the date following delivery. 

6. A minimum of three (3) days notice shall be given 
for any hearing. 

D. The Grievance. 

1. Right to Present Grievance. 

a. Any full-time administrator or 
unclassified employee, as defined in 
of this article, is entitled to file 
under this Article. 

full-time 
Section B. 2 
a grievance 

2. Informal Discussion. A grievance shall first be 
d1scussed with the appropriate administrator in order 
to afford an opportunity to settle the matter 
informally. Any grievance not resolved informally 
within five ( 5) days of the holding of the informal 
conference shall proceed to the next level. 

3. Time Limit for Presenting Grievance. 

a. An employee may submit a grievance to the 
appropriate administrator at any time after 
becoming aware of any matter grievable but not 
later than twenty ( 20) days after the date the 
employee became aware or reasonably should have 
become aware of a gr ievable matter. If a 
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grievance is not 
expiration of the 
the employee shall 
with regard to that 

submitted on or before the 
twenty (20) day time period, 
forfeit all grievance rights 
specific matter. 

4. Form of Grievance. A grievance shall be in writing and 
shall set forth the following: 

(1) A statement of the action giieved; 
( 2) The specific term or provision of the manual or 

other practice or policy alleged to be violated, 
and 

(3) The specific remedy sought. 

E. Grievance Levels. 

1. Level I. 

a. In the event the grievance is not resolved 
informally, the grievant shall present the 
grievance, in writing, to the appropriate 
administrator within twenty (20) days of the 
occurrence of the alleged violation or decision, 
or when the grievant first should have become 
aware of the alleged violation or decision. 

b. The administrator may then schedule and conduct a 
formal conference with the grievant and allow the 
grievant to provide any necessary information, 
oral or writ ten, relevant to the gr levance. The 
administrator shall render a written decision 
within ten (10) days of the receipt of the 
grievance. 

c. For those grievances against the Vice Presidents, 
Levels I and II shall be bypassed and the 
grievance may be filed directly to the President, 
Level III. Any decision of the President is final 
and not gr ievable except for error in procedure 
which is subject to a Level IV grievance. 

2. Level II. 

a. If the grievance is not resolved at Level I the 
gr levant may appeal the decision with the Vice 
President for Academic Affairs within five (5) 
days of receipt of the written decision of Level 
I. 

b. The Vice President for Academic Affairs shall 
schedule and hold a hearing within fifteen (15) 
days of receipt of the appeal or gr levance and 
shall render a writ ten decision within ten ( 10) 
days of such hearing to the grievant. 
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c. The hearing shall be conducted with concern for 
due process and the grievant shall declare in 
writing at the time the Level II appeal is made 
whether the meeting is to be open or closed. The 
grievant or the grievant's representative shall be 
afforded the opportunity to testify and call 
witnesses and to introduce relevant documentary 
and other evidence in his or her behalf. The 
grievant or the grievant's representative and the 
appropriate administrative officer representing 
the opposing view will have the right to confront 
and cross-examine all witnesses. The Academic 
Vice President shall also have the right to 
question all witnesses. Testimony and argument 
made during the hearing shall be recorded, and the 
tape or cassette, together with all documentary 
and other evidence admitted during the hearing, 
shall be preserved for use by either party, if an 
appeal is taken to Level III. 

3. Level III. 

a. If the grievant is not satisfied with the written 
appeal decision of Level II, an appeal may be 
filed with the President. This filing shall take 
place within five (5} days of receipt of the Level 
II decision. 

b. All documentary evidence introduced at the Level 
II grievance and a transcript of the testimony 
presented at the Level II grievance shall be 
forwarded to the President. The President after 
reviewing all documentary evidence shall issue a 
written decision within thirty (30) days of the 
receipt of the appeal. The transcript of 
testimony presented may be used by the President 
in rendering a decision. The decision of the 
President shall be final and there shall be no 
further right to appeal except as provided in 
Level IV. 

4. Level IV. 

a. A grievant may further appeal the decision of the 
President to the Board of Regents only for errors 
in procedure. That is, a grievant shall not have 
the right to appeal to the Board regarding a 
review of the merit of the case and the decision 
of the President except for errors in procedure. 
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The grievant in filing a Level IV appeal shall 
state the specific section of the Administrative 
Manual or personnel rule and regulation in which 
it is alleged the procedural error occurred. 

b. The Board shall have no jurisdiction to consider 
any decision of the President on the merits of the 
case except for alleged violations of procedure 
regarding the grievance process. 

c. A hearing on the appeal of the Level III decision 
based on procedural error shall be conducted by 
the Board within thirty (30) days of the receipt 
of the appeal after it is determined that the 
Board has jurisdiction to review the matter. The 
Board shall then render a decision on the 
grievance within ten (10) days of the hearing 
date. 
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ARTICLE VIII 

SUPPORT SERVICES PROCEDURES 

A. Maintenance 

Division Chairs/Directors/Heads of Service Units shall 
transmit the completed "Job Request" form to the Plant 
Manager via the Dean, if applicable. If the request cannot 
be undertaken within five working days, the Plant Manager 
shall inform the requestor and state the reasons for the 
delay. 

B. Public Relations (Refer to Policy Brochure) 

Any chair or administrator, or officers of faculty or 
student organizations, may request publicity from the Public 
Relations Officer who shall use his/her discretion on the 
appropriateness of the topic and the effective means of 
delivery. 

C. Space Allocation 

Each Dean/Director/Head of Service Unit will be 
assigned the responsibility for certain office and classroom 
space on the University campus. The assignment of these 
spaces lies with the respective administrator. If conflicts 
arise over the use of space, the pertinent administrator and 
the respective Vice President will meet and resolve the 
situation. The Vice Presiden~s shall act as the 
coordinators of university space in consultation with the 
Plant Manager. 

When additional space becomes available on campus, the 
Administrative Council will recommend the ideal use and the 
responsible administrator to the President. 

D. Electronic Communication 

1. Toll Call 

a. Requesting party completes "Toll Call Request 
Form", and signs and dates form. 

b. Requesting party obtains approval signature of 
Dean or Director who will provide him/her with RCA 
account number or instrument. 

c. Requesting party makes call and requests from the 
operator "time and charges" which shall be 
included on the form. 
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d. Requesting party handcarries completed form to 
Dean or Director. 

2. Cable, Telex and Off-Island Fax 

a. Requesting party completes "Cable, Telex and Fax 
Request Form", and signs and dates form. Form is 
not necessary for on-island Fax messages. 

b. Requesting party obtains approval signature of 
Dean or Director. 

c. Appropriate support personnel obtains signature of 
Certifying Officer and sends message from the 
Business Office. Note: Telex is cheaper than 
cable. 

d. Appropriate support personnel provides· a copy of 
the form to the Business Office Administrative 
Officer and maintains the original in the Dean • s 
or Director's Office. 

E. Mileage Reimbursement 

1. Authorization 

a. Chair informs faculty of availability of funds for 
mileage reimbursement. 

b. Appropriate request form is submitted by faculty. 

c. Appropriate personnel (Associate Dean, 
etc.), recommends approval. 

d. Accountant certifies availability of funds. 

e. Dean approves authorization. 

2. Reimbursement 

Chair, 

a. Faculty submits completed daily mileage report 
reimbursement forms. 

b. Chair and appropriate personnel (Associate Dean, 
Chair, etc.), if applicable, recommends travel 
reimbursement. 

c. Accountant certifies availability of funds. 

d. Dean approves travel reimbursement. 

e. Business Office processes check. 
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F . Bulletin Board (Approved By BOR on January 19, 1989) 

1. Policy - All bills, flyers and posters shall be posted 
ONLY on bulletin boards provided by the University. It 
shall be the responsibility of individuals and 
organizations who post such documents to remove them 
on a timely basis. Administrative units will have 
bulletin boards assigned to them for monitoring. The 
heads of these units will periodically remove and 
discard posted documents that are dated or are posted 
in such a manner as to be unsightly (i.e. documents 
poorly stapled). Responsibility for the content shall 
lie in the hands of those posting the handbill. 
Documents posted elsewhere will be removed and 
discarded without notice. 

2. Monitoring Assignments 

Building A Bulletin Boards ----- CBPA Dean or Designate 
Building B Bulletin Boards 
(Downstairs & North Stairway) -- COE Dean or Designate 
Building B Bulletin Boards 
(Upstairs & South Stairway) ---- CAS Dean or Designate~ 
Building c --------------------- COE Dean or Designate 
Old Student Center -------------CAS Dean or Designate~ 
Fine Arts Building ------------- CAS Dean or DesignateL--­
RFK Library -------------------- LR Dean or Designate 
Field House -------------------- Field House Manager 
Science Building--------------- CAS Dean or Designate~ 
Health Science Building 
(Upstairs) ------------------ Director, Computer Center 
Healt~ Science Building 
(Downstairs) ---------------- Director, MARC 
Dorm I ------------------------ CALS Dean or Designate 
Student Center ----- Students Affairs Dean or Designate 
Dean's Circle --- Administrator of House as Appropriate 
Marine Lab -------------------- Director Marine Lab 
Administration Building - Director of Operations and 

Support Services 

49 



ARTICLE IX 

MISCELLANEOUS 

A. FIREARMS ON CAMPUS (Approved by BOR on July 28, 1988) 

No individual shall be permitted to possess firearms on the 
University campus, except under the following circumstances: 

1. Law enforcement officers, during on-duty status; 

2. University security gu'7rds, under the restricted 
conditions as set out 1n the contractual agreement 
between the University and the vendor(s) supplying the 
security guards; 

3. Members of the ROTC training program, when .so required 
by a provision of the ROTC training program; and 

4. Other individuals, such as employees of 
concessionaires, as set out in contractual agreements 
with such concessionaires. 

B. PRIVATE WRITINGS AS PER SUNSHINE ACT OF 1987r PL 19-Sr 
FREEDOM OF INFORMATION (Approved by BOR on December 1r 1987) 

The following items are considered private writings and are 
not subject to the Freedom of Information Act. 

1. "Open" Personnel Files without individual•s consent. 
2. "Closed" Personnel Files. 
3. Scholarship Recipient Files. 
4. Student Health Records. 
5. Personal Case Files of Students, faculty, 

administrators and staff. 
6. Financial records of students, applicable to Financial 

Aid. 
7. Individual student•s test score. 
8. Student educational records (Family Educational .Rights 

and Privacy Act of 1974, FERPA or commonly known as the 
Buckley Amendment). 

9. Student Directory Information, without individual•s 
consent. 

10. Faculty grade book or grade sheet with student•s name. 
11. Student advisement files held by faculty. 
12. Circulation records of borrowers at Library. 
13. Closed archives, as per agreement, at Micronesian Area 

Research Center. 
14. Legal Counsel•s correspondence. 
15. Executive Session Minutes prior to their approval. 
16. Laboratory Analysis Reports. 
17. Anonymity Agreements. 
18. Human subject research data. 
19. Security Officers• reports. 
20. Privileged Procurement Documents. 
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C. NON SMOKING POLICY (Approved by BOR on April 28, 1989) 

The goal of this policy is to support the rights of 
nonsmokers and to enable smoke free environments to be 
established for those people who wish to have them in their 
areas of work while at the same time acknowledging the 
rights of smokers. Maintaining harmonious working 
relationships with each other and respecting each other • s 
rights requires a cooperative approach to creating 
satisfactory solutions to differences in regard to smoking. 

The physical structure of work spaces at the University 
of Guam varies to a considerable extent throughout the 
campus and work spaces are occupied by a work force which 
inevitably changes. Largely because of these structural 
variations, a smoking policy which enables employees of the 
university an opportunity to satisfactorily work out their 
own unique nonsmoking and smoking environments within their 
work areas seems to offer the best solution to protecting 
the rights of both nonsmokers and smokers. The 
Deans/Directors of respective units or colleges are 
responsible for insuring that satisfactory arrangements are 
made. This may even require new office assignments, 
arranging for a nonsmoking or smoking lounge, etc. This 
policy is written with the understanding that nonsmokers 
should not . have to submit themselves to the smoke from 
smokers if it does indeed bother them. Deans/Directors 
should keep this in mind when making satisfactory 
arrangements in the work place. 

Students have the right to request that faculty not 
smoke while they are conferring with faculty in their 
offices. Faculty and staff should ask visitor•s permission 
to smoke. Student rights in this regard shall be expressed 
in relevant publications including the University of Guam 
catalog. Faculty/staff visiting faculty/staff in their 
offices, of course, have the same right. 

The following areas on campus will be considered 
nonsmoking areas: 

1. Any public service areas where the clientele . of 
the University of Guam is being served. This 
includes, but is not restricted to, the service 
desks in the Registrar•s Office (including the fee 
counter}, the Post Off ice counter, the Cafeteria 
counter, the R. F. K. Memorial Library circulation 
counter, the Computer Center service counter, the 
Financial Aid counter and the Counseling and 
Career Planning Office. 

2. Classrooms. 
3. Any public area of the R.F.K. Memorial Library. 
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4. The Fieldhouse with the exception of the 
right-hand corridor. Smoking will not be allowed 
in the left-hand corridor (weight room area). 

5. Computer Labs. 
6. Science and Health Science Bldg. 
7. Fine Arts Auditorium. 
8. MARC Library. 
9. Any Conference Room. 

10. The Bookstore public area. 
11. Student Health Center. 
12. Health Services Rotanda. 
13. Restrooms. 
14. Cafeteria shall be divided into smoking and 

nonsmoking sections. 

Smoking will be allowed in the following areas: 

1. Parking lots and the grounds around buiidings. 
2. Student Center foyer area. 
3. Passageways in buildings. 
4. Walkways outside of classrooms in Building A and 

B. 
5. One half of sitting space in the cafeteria. 
6. Offices when satisfactory arrangements have been 

made with Deans/Directors. 
7. Private Dorm Rooms. 
8. Offices equiped with Air Purifiers that are 

capable of efficiently removing the majority of 
smoke from the room. 

Secured ashtrays shall be placed outside of all 
buildings and the maintenance department shall be 
responsible for posting clearly visible "No Smoking'' signs 
where appropriate in accordance with this policy. In order 
for this policy to be implemented smoothly and maintained, 
the cooperation of the university community is expected and 
appreciated. 
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APPENDIX 

(The Appendix may be changed without reference back to the Board 
of Regents.) 

A. Definitions 

1. Administrators (Line) -- President, Vice Presidents, 
Deans, Research Directors, Directors (University 
appointment), Associate Vice Presidents, Associate 
Deans, Assistant Directors, Controller, Plant Manager, 
and Personnel Officer. 

2. Board or Board of Regents Governing body of the 
University. There are nine (9) members in the Board. 

3. Classified Employees -- University employees who are in 
the classified service of the Government of Guam. 

4. Chair -- As per definition in BOR-GFT Agreement legally 
in force. 

5. Faculty -- An employee of the University whose primary 
responsibilities are non-management and who holds 
academic rank of Assistant Instructor, Instructor, 
Assistant Professor, Associate Professor or Professor, 
or Extension Agent I, II, III, IV, Extension Specialist 
in the Cooperative Extension Service; exclusive of 
administrators. 

6. Non-Tenure Track Personnel - Part-time or full-time 
employees not eligible for tenure and whose employment 
period may be up to three years. Employees may have 
the rank of Assistant Instructor, Instructor, Assistant 
Professor, Associate Professor, Professor; Extension 
Agent I, II, III, IV, Extension Specialist; Research 
Associate; or Research, Extension, Teaching, Technical 
Assistant. 

7. Officers Assistant to the President, Assistant· to 
the Vice President, Athletic Director, Bookstore 
Manager, Field House Manager, Financial Aid Officer, 
Institutional Reseacher, Public Relations Officer, and 
Student Housing Officer. 

8. Tenure Track Personnel - Full-time academic employees 
eligible for tenure and whose initial contract is for 
three years. 
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B. List of Consultative Documents 

Academic Master Plan 

Annual Reports 

Board of Regents - Guam Federation of Teachers Agreement 

Budget 

Campus Directory 

Catalog - Undergraduate and Graduate 

College AAC Minutes 

Faculty Council Constitution 

Faculty Handbook 

Fiscal Master Plan 

Mission Statement (Inina, Fina'na'gue, Yan Setbisio) 

Nihi Ta Atan 

Personnel Rules and Regulations 

Faculty/Administrators 
Classified (Civil Service) Employees 

Physical Master Plan 

Procurement Regulations 

UAAC Minutes 

WASC Self Study and Accreditation Reports 

C. List of Current Administrative Positions 

1. President 

2. Vice Presidents 
a. Academic Affairs 
b. Planning, Development and Endowment 

3. Associate Vice Presidents 

4. Controller 
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5. Director of Operations and Support Services 

6. Deans 
a. College of Agriculture & Life Sciences 
b. College of Arts & Sciences 
c. College of Business & Public Administration 
d. College of Education 
e. Graduate School & Research 
f. Learning Resources 
g. Student Affairs 

7. Associate Deans 
a. College of Agriculture & Life Scienr.es 

8. Research Directors 
a. Marine Laboratory 
b. Micronesian Area Research Center 
c. Water & Energy Research Institute 

9. Directors 
a. Admissions & Records 
b. Center For Continuing Education & Outreach Program 
c. Computer Center 
d Counseling and Career Planning Services Center 
e. Financial Affairs 
f. Nursing 

10. Assistant Director 
a. College of Agriculture & Life Sciences 

11. Officers 
a. Assistant to the President 
b. Assistant to the Vice President 
c. Athletic Director 
d. Bookstore Manager 
e. Field House Manager 
f. Financial Aid Officer 
g. Institutional Researcher 
h. Personnel Officer 
i. Plant Manager 
j. Public Relations Officer 
k. Student Housing Officer 
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